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Foreword

Competitive sourcing is the public-private competition process of the government’s commercial activities.  The policy and procedures for defining government functions as inherently governmental or commercial in nature are outlined in Office of Management and Budget (OMB) Circular A-76. 

The Defense Logistics Agency (DLA) has implemented the requirements of OMB Circular A-76 by establishing a Commercial Activities (CA) Program, which has been in place since 1998.  The CA Program is one of the tools DLA uses to increase efficiencies and reduce cost.  The DLA Competitive Sourcing Division (CSD) provides oversight for this program as well as the coordination and approval of privatization, business case analysis and conversion to contract initiatives.  All DLA activities are required to notify the CSD prior to initiating any outsourcing activities.
DLA recognizes the value and supports the use of competitive sourcing as a tool to help reduce the operational costs of its commercial activities and incorporate better business practices to provide increasingly responsive and high-quality service to our customers.  Top management is committed to ensuring that the competitive sourcing program and each competition are conducted in the most efficient and fair manner possible and requires that each person involved in the process be equally dedicated.  DLA recognizes that the A-76 process is difficult and impact on the morale of our workforce profound. The agency is committed to assuring both the private and the public sectors of the fairness of the process and of a level playing field.  agency personnel must follow the A-76 rules, the federal and defense acquisition rules, and the guidance in other documents referenced in this Guidebook at all times. In adhering to all regulations and guidance, we ensure that both public and private sectors are treated fairly and equally.

In May 2003 OMB issued a new Circular A-76, making significant changes to the government’s competitive sourcing process.  This DLA Guidebook (4100.15b) implements the new, May 2003, OMB Circular A-76 and DoD guidance.  It is effective immediately and is mandatory for all DLA activities; requests to deviate from the instructions and procedures in the Guidebook must be coordinated with DLA’s CSD.  Nothing in this Guidebook creates any legal or procedural rights for offerors, public or private, separate from rights already given elsewhere.  Competitions initiated before May 29, 2003, must comply with the policies and procedures set forth in the previous version of the DLA Guidebook (4100.15) based on the Revised 1999 OMB Circular A-76 and Supplemental Handbook.

A list of additional reference material is provided at the end of this Guidebook.  Questions about the Guidebook or suggested revisions should be directed to:  Defense Logistics Agency Competitive Sourcing Division, Stop 6233, Fort Belvoir, VA  22060-6220.  DLA and Department of Defense components may obtain copies of this Guidebook through their own publication channels.  Copies are also available at http://www.dla.mil/j-3/A-76/A-76Main.html.  

1. Introduction

1.1 Overview of the Competitive Sourcing Process

There are two methods of performing competitions under Office of Management and Budget (OMB) Circular A-76: streamlined and standard.  

Streamlined competitions follow the process shown in Figure 1-1.  The intent of the streamlined process is to reduce the time spent on competitions while still determining the most cost-effective way of performing the activities under study. The circular has designed this process for studies of 65 full-time equivalents (FTE) or fewer.  However, for its own agencies, the Department of Defense (DoD) has mandated that streamlined studies can be performed only for those functions that involve 50 or fewer FTEs.  In addition, competitions that contain 51 or more FTEs require congressional notification in compliance with 10 United States Code 2461.   A streamlined competition may include the development of a Most Efficient Organization (MEO), which is the government’s proposal for realizing efficiencies. DoD has mandated that, for its own agencies, an MEO must be developed for any competition involving 11 or more FTEs. The time frame for streamlined competitions is 90 calendar days. When an MEO is developed or a solicitation is issued, a one-time extension of 45 days may be granted by the Defense Logistics Agency (DLA) Director as the Component Competitive Sourcing Official (CCSO). The streamlined competition process is described further in 
Chapter 4.

Figure 1-1.  Streamlined Competition Process
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The standard competition process is conducted as shown in Figure 1-2.  Standard competitions must be conducted within 12 months unless an extension is granted by the Department of Defense Competitive Sourcing Official (CSO). A standard competition can be performed for functions with any number of FTEs but must be performed for all competitions with more than 65 FTEs (more than 50 FTEs for DoD agencies).  The standard competition process is discussed further in Chapter 5.

Figure 1-2.  Standard Competition Process
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Each Defense Logistics Agency (DLA) competition will be conducted in a way that promotes quality, timeliness, and ultimately, cost-effectiveness.  To limit disruption to the DLA operations and workforce, approved schedules should be followed as aggressively as is practical.  

1.2 Guidebook Goals

This DLA Commercial Activities (CA) Guidebook for Circular A-76 is intended for use by DLA components in the development and execution of their CA competition–related activities.  The goal of this Guidebook is to provide instructions and procedures for executing OMB Circular A-76, dated May 29, 2003.

The Guidebook is structured in chapters that correspond to the A-76 process.  The chapters are as follows:

· Introduction

· Annual Inventory and Program Budget Review
· Preliminary Planning

· Streamlined Competition

· Standard Competition

· Solicitation and Evaluation

· Post-Competition Activities

· Competition Cost Issues

· Performance Measurement.

Appendices are also provided for additional clarification.

2. Annual Inventory and Program Budget Review
According to the requirements outlined in Office of Management and Budget (OMB) Circular A-76, all Defense Logistics Agency (DLA) activities are subject to competition unless justification is provided for their being inherently governmental activities or exempt commercial activities (CA).  The criteria for designating an activity as inherently governmental or as an exempt commercial activity are delineated later in this chapter. DLA’s first step in determining whether an activity is subject to competition is the development of inventories of inherently governmental and commercial activities.  This inventory process begins DLA’s annual A-76 planning and is integrated into the Agency’s Program Budget Review (PBR).  

2.1 Annual Inventory Categories

The annual inventory of commercial and inherently governmental activities groups activities into three broad categories:  inherently governmental, commercial exempt, and commercial subject to competition.  These categories are defined in the following subsections. Figure 2-1 provides a breakdown for these categories by Department of Defense (DoD) criteria code. 

Figure 2-1. Annual Inventory Categories 
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2.1.1 Inherently Governmental Activities

According to OMB Circular A-76, an inherently governmental activity is, “…an activity that is so intimately related to the public interest as to mandate performance by government personnel.” The circular describes inherently governmental tasks as either the exercise of sovereign government authority or the establishment of procedures and processes related to the oversight of monetary transactions or entitlements.  Specifically, the circular states that these activities—

· Bind the United States to take or not take some action by contract, policy, regulation, authorization, order, or otherwise;

· Determine, protect, and advance economic, political, territorial, property, or other interests by military or diplomatic action, civil or criminal judicial proceedings, contract management, or otherwise; 

· Significantly affect the life, liberty, or property of private persons; or

· Exert ultimate control over the acquisition, use, or disposition of United States property (real or personal, tangible or intangible), including establishing policies or procedures for the collection, control, or disbursement of appropriated and other federal funds.  

Although a position or function must meet at least one of these criteria to be considered inherently governmental, meeting one of the criteria does not automatically qualify a position or function for this designation.  An additional consideration is the degree of discretion a position involves and the extent to which that discretion is guided by established policy or government oversight.( It is possible for contractors to perform work that requires some discretion.  However, the agency for which the services are being performed must provide oversight and ensure that the task is not inherently governmental.   

2.1.2 Commercial Activities

Circular A-76 defines a CA as “…a recurring service that could be performed by the private sector and is resourced, performed, and controlled by the agency through performance by government personnel, a contract, or a fee-for-service agreement.” By definition, these activities are not so closely tied to the public interest that they require performance by government staff.

2.1.2.1 Exempt Commercial Activities

Exempt CAs are those deemed not appropriate for private sector performance pursuant to a written determination by the Component Competitive Sourcing Official (CCSO) or are performed by government personnel because of a statutory prohibition against private sector performance. 

2.1.2.2 Commercial Activities Subject to Competition

A CA subject to competition is not so intimately related to the public interest that it requires performance by a government employee.  A competed CA can be performed within, throughout, or in support of organizations that perform classified or inherently governmental work. 

2.2 Inventory Process

As stated in the Federal Activities Inventory Reform (FAIR) Act, agencies are required to submit an inventory to OMB for review and approval by June 30 of each calendar year.  According to the Office of the Secretary of Defense (OSD) Guide to Inventory Submission, DLA must submit its inventory to the Competitive Sourcing and Privatization Office, Deputy Under Secretary of Defense (Installations and Environment) [DUSD(I&E)] by March 15 of each calendar year.  DUSD (I&E) then consolidates all DoD inventories into a single submission to OMB to meet the June 30 deadline.  

The inventory process enables DLA to determine which positions are most appropriate for a CA cost competition.  DLA designates which positions are covered by the A-76 competition procedures.  The Business Management Office of DLA Support Services (DSS-B), as the DLA FAIR Act Program Manager, is responsible for the agency’s inventory process.  After refining and consolidating inventory submissions from within the agency, DSS-B briefs Corporate Board members individually before presenting the inventory results to the Corporate Board in February.  The DLA Director, as the CCSO, then approves the inventory submission and the summary report before they are forwarded to OSD.

2.2.1 DLA Supplemental Submission Requirements

Inventories are conducted annually in accordance with OMB Circular A-76, the OSD Guide to Inventory Submission, and supplementary DLA guidance as established by DSS-B (see Sections 2.2.1.1 and 2.2.1.2).  Typically, DSS-B requires inventory and narrative submissions from all field activities and major staff elements by or around December 15.  

The inventory must identify end-of-fiscal-year full-time equivalent (FTE) manpower authorizations that are (1) inherently governmental, (2) exempt from private sector performance, or (3) subject to review for divestiture or private sector performance.  The inventory is also used to report military manpower activities  that can be converted to performance by DoD civilians or the private sector.  DLA organizations should (1) include in their inventories all appropriated funded military (Active and Reserve Component) and DoD civilian manpower (U.S. and foreign national) and (2) exclude manpower paid through nonappropriated funds and services obtained through contracts with the private sector and through interservice and intragovernmental support agreements.  Significant budget differences must be explained in the DLA organization’s narrative, as should any significant coding changes.  DLA organizations’ narratives should follow the format described in the OSD Guide to Inventory Submission.  Inventory submissions will be in Microsoft Excel format.
2.2.1.1 Inventory Spreadsheets(
Major staff elements should use separate spreadsheets for field activities that report their inventories directly to the staff element, rather than rolling all the element’s FTEs into a single spreadsheet on its inventory submission.  For example, J-6†  should have separate worksheets for the Document Automation and Productions Services (DAPS) and the Defense Logistics Information Service (DLIS).  This requirement does not apply to primary level field activities.

Major staff elements should roll their lower level staff FTEs into a single spreadsheet.  For example, J-1 should submit one spreadsheet for J-1, J-12, J-14, and J-16. Spreadsheet requirements can be found in Appendix B.
2.2.1.2 Inventory Coordination(
· Major staff elements assist in the inventory review, especially for field activities directly under their jurisdiction or field activities receiving staff guidance from them.

· Field activities under the operational jurisdiction of J-3 submit their inventories and narratives to the Competitive Sourcing Division (CSD) for review before submission to the DLA FAIR Act Program Manager.  These field activities are the DDC†, DESC, DNSC, DRMS, DSCC, DSCP, and DSCR. 

· Field activities under the operational jurisdiction of J-6 submit their inventories and narratives to J-65 for review before submission to the DLA FAIR Act Program Manager.  These field activities are DLIS, DAPS, DSIO, DISOC, and DAASC. 

· Field activities under the operational jurisdiction of J-4 submit their inventories and narratives to J-4 for review before submission to the DLA FAIR Act Program Manager.  These field activities are DLA-E and DLA-P.

Organizations should not send drafts to the DLA FAIR Act Program Manager to meet the DLA suspense.  Only copies approved by the organization’s commander or director will be accepted. 

2.2.2 Inventory Changes

If an organization must change its inventory after it has been submitted to the DLA FAIR Act Program Manager, the organization point of contact should obtain a reviewed and “scrubbed” copy from the DLA FAIR Act Program Manager and make changes to that copy.  Changes to the inventory should be highlighted in yellow, and a narrative should accompany the revised submission explaining each change.   

2.3 Public Review of Inventory Results

After OMB has reviewed the inventory and consulted with DLA [through DUSD(I&E)] regarding its submission, OSD will make the approved inventory available to Congress and the public via its FAIRNet Web portal, located at http://web.lmi.org/fairnet/.  OMB will then issue a notice of availability in FedBizOpps.gov so that any interested party can review the inventory and file an inventory challenge.  

2.4 Procedures for Challenges Under the FAIR Act of 1998
2.4.1 FAIR Act Challenges
To be considered valid, a challenge must meet all of the requirements in paragraphs 1 through 10 below.  Challenges that do not meet all of these requirements will be rejected.  Challengers are encouraged to familiarize themselves with the FAIR Act of 1998 and OMB Circular A-76. 

1. The challenge must be in writing.  Challenges made through telephone calls, oral inquiries, voice mail, and e-mail are not acceptable and will be rejected.

2. The challenge must be sent by U.S. mail, express delivery or similar service, or fax transmission to the office listed under Component Address to Receive Challenges. (Note:  To assist in processing, challengers should write “FAIR Challenge” on the envelope.)  The challenge may also be delivered in person if the person making the delivery is authorized access to the office listed under Component Address to Receive Challenges.  Challenges sent or delivered to other offices or locations will be rejected. 
3. The challenge must be submitted to the office listed under Component Address to Receive Challenges within 30 working days after the date on which the OMB notice stating that the DoD inventory is available to the public first appears on FedBizOpps.gov.  When the OMB notice appears, the inventory is available to interested parties through the DoD FAIRNet Web portal and in reading rooms in the Washington, DC, area.
4. The person or organization making the challenge must be an interested party. Interested parties are defined in the FAIR Act of 1998 as— 

a. A private source that—

i. is an actual or prospective offeror for a contract, or other form of agreement, to perform the activity; and 

ii. has a direct economic interest in performing the activity that would be adversely affected by a determination not to procure the performance of the activity from a private sector source.

b. A representative of any business or professional association that includes within its membership private sector sources referred to in paragraph (a).

c. An officer or employee of an organization within an executive agency that is an actual or prospective offeror to perform that activity.

d. The head of any labor organization referred to in section 7103(a) (4) of Title 5, United States Code, that includes within its membership officers or employees of an organization referred to in paragraph (3).
5. The challenge must explain why the challenger qualifies as an “interested party.”  

6. Members of the Uniformed Armed Forces and their Reserve and National Guard components do not qualify as interested parties.
7. The challenge must identify the activity being challenged as specifically as possible; that is, it must describe the activity being challenged so that DLA can identify it.  For example, for challenges to activities included in the inventory, the challenger may reference the inventory entry, or the challenger may provide activity, function, organization, location, state, or other identifying information for challenges to activities that were excluded from the inventory.
8. The challenge must state whether the challenger is challenging (1) the decision to include the activity on the DoD FAIR Act inventory as a CA, (2) the decision to exclude the activity from the DoD FAIR Act inventory as an “inherently governmental function,” or (3) a decision regarding an OMB reason code designation.  Only these three decisions are subject to challenge.  Attempts to challenge other items on the DoD inventory or other decisions related to the inventory will be rejected. 

9. The challenge must state the reason or reasons for the challenge; that is, it must explain why the challenger believes DLA should change (1) its decision to include the activity on the DoD inventory list as a CA, (2) its decision to exclude the activity from the list as an inherently governmental function, or (3) its decision regarding an OMB reason code designation.
10. The challenge must include the name of the challenger and the address to which the decision on the challenge should be sent.
2.4.2 Challenge Decisions

A decision on a challenge will be made within 28 working days from the date on which the office listed under Component Address to Receive Challenges receives the challenge. 

The decision will be in writing and will— 

· Identify the activity and the omission/inclusion decision or reason code designation being challenged 

· State whether the challenge is rejected on procedural grounds, is upheld, or is denied 

· Explain the rationale for the decision

· Provide an explanation of the challenger’s appeal rights if the challenge has been rejected or denied.

A responsible official at DLA will decide whether to reject, uphold, or deny a challenge.  Decisions will be transmitted to challengers by U.S. mail or fax.

2.4.3 FAIR Act Challenge Appeals

The specific procedures for submitting an appeal to a decision on a challenge that is rejected or denied will be provided to the challenger in the decision letter.  Appeals must be in writing and transmitted by U.S. mail, express mail delivery or other similar service, or fax transmission. The written appeals may also be delivered in person to the address of the office identified in the challenge decision letter as the Office Designated to Receive Appeals, if the person making the delivery is authorized access to the Office Designated to Receive Appeals.  To assist in processing, appellants should write “FAIR Appeal” on the envelope.  Appeals must be submitted to the designated office within 10 working days after the challenger receives the decision denying or rejecting the challenge.  Decisions on appeals will be in writing and will state the determination and its rationale. 

2.4.4 Changes to Inventory Resulting From Challenge Process

If the challenge process results in a change in the submitted inventory, the DLA will (1) transmit a copy of the change to DUSD (I&E), OMB, and Congress; (2) make such changes available to the public; and (3) publish a notice of public availability on FedBizOpps.gov. 
2.5 Program Budget Review Process

The Program Budget Review (PBR) process for A-76 is addressed annually as part of the overall Agency PBR process managed by DLA Financial Operations (J-8).   The PBR A-76 Guidance directs DLA activities to:

· review A-76 schedules, assumptions, and spreadsheets;

· understand the relationship of assumptions to the FAIR Act Inventory and any Management Initiative Directives; 

· ensure savings numbers are embedded in their PBR costs; and

· not deviate from the Guidance without prior approval of the Executive Director, Distribution & Reutilization Directorate (J-37)

The PBR A-76 Guidance has three attachments:

· Attachment 1 – Schedules for the announcement and completion of A-76 competitions;

· Attachment 2 – Competition implementation costs and savings for DLA activities to use in their PBR submissions; and,

· Attachment 3 – Assumption used in determining the costs and savings in Attachment 2
The PBR A-76 Guidance draft is initially prepared by the CSD in November and is used by field activities and major staff elements in the development of their individual PBR submissions, which are normally due in February/March of the following year. For more detailed information on the PBR process, activities are directed to contact DLA Financial Operations (J-8).

3. Preliminary Planning

Preliminary planning for competitive sourcing is critical to ensuring that each competition is properly aligned with the Defense Logistics Agency’s (DLA) strategic goals and mission requirements.  Extensive preliminary planning is required for all potential A-76 competitions. Office of Management and Budget (OMB) Circular A-76 requires that such planning be conducted before the announcement of a competition so that once the competition begins, efforts can be focused exclusively on developing the Performance Work Statement (PWS) and the Most Efficient Organization (MEO) document.  Preliminary planning, as described in the circular, includes both overall strategic planning and individual competition preparation.  

3.1 Preliminary Planning Assessment Form and Competition Cost Estimate

The Preliminary Planning Assessment Form, shown in Appendix C, must be completed to fulfill planning requirements.  In addition to completing this form, the Requiring Activity (RA) must submit an initial estimate on the cost to conduct the proposed competition, to the Defense Logistics Agency’s (DLA) Competitive Sourcing Division (CSD) at the beginning of the preliminary planning period. This initial cost estimate and subsequent updates should include applicable estimates from the DLA Office of Operations Research and Resource Analysis (DORRA), DLA’s Internal Review Office (J-308), the Contracting Officer (KO), Headquarters (HQ), and any anticipated consultant support.  Progress and cost updates will be discussed during regularly scheduled video teleconferences (VTC).  Chapter 9 provides more detailed information on cost, schedule, and performance metric updates.  If major issues or complications arise before scheduled updates, they should be brought to the CSD’s attention immediately.  

All requirements in the Preliminary Planning Assessment Form must be completed before a competition’s public announcement.  The RA, the KO, and the CSD will use the assessment form to determine when an initiative is ready for public announcement.  The preliminary planning phase should be accomplished within a reasonable time frame.  It should be noted that preliminary planning for complex functions, such as information operations, or multifunction, multilocation activities, might require additional time to complete.  It is crucial that all required preliminary planning actions be performed thoroughly so that the limited time allotted for completing competitions after announcement can be used wisely.

3.2 Scoping

The first step in preliminary planning under the circular is determining the scope of the competition.  This includes determining the activities (or functions) and the full-time equivalents (FTE) to be included.  First, however, the approved Federal Activities Inventory Reform (FAIR) Act inventory must be reviewed to ensure that the categorizations of the activities are accurate and up to date.  If any incorrect categorizations are discovered during the analysis of the inventory, the RA should recommend any necessary changes to the Business Management Office of DLA Support Services (DSS-B).  The most effective way of performing the inventory validation is on-site focus group interviews.  These interviews provide a clear and descriptive view of the functions considered for competition.  In addition to these interviews, positions considered for competition should be reviewed.  This position analysis requires collection and review of position descriptions for the activities under study to determine whether they are commercial or inherently governmental.  At the completion of the position description analysis and the on-site interviews, the FAIR Act inventory should be validated.  Once the review of the FAIR Act inventory has occurred, current policies and directives should be collected and analyzed for applicability to potential competitions. It is also important to collect all relevant service contracts related to the function or activity.  Collecting these contracts will provide a better picture of the overall level of effort and workload expended in the function.

These scoping exercises should help in determining which functions or parts of functions should be (in scope) or should not be (out of scope) included in the competition and which require further research.  

After the initial identification of candidate functions, various factors should be considered to help in selecting the functions for competition.  These factors should include planned competition costs versus potential savings; the timing of the competition in relation to other organizational activities; potential efficiencies to be realized through competition; and possible mission degradation.  An evaluation of whether the function could be performed by a small or a small and disadvantaged business may also be helpful.  Considering these factors enables development of an accurate picture of the functions most suitable for competition.  However, these factors (either individually or collectively) should not be used as the sole basis for excluding a function from competition or authorizing its inclusion. 

Best Practices Tip:  When determining the scope of a competition, an important step is determining whether the function is currently performed by the private sector, then probing the level of interest among industry leaders. If little or no interest exists, it may be necessary to evaluate a new function or group functions to increase the likelihood of receiving bids.

3.3 Grouping

The second step in the preliminary planning phase of the competitive sourcing process is grouping.  In this phase, the activities identified as eligible for a competition are subdivided into groups, which will be separately competed.  For example, if the overall scope of a competition comprises the administrative functions of an organization, these functions may be competed by geographic area, by department, or in some other logical fashion. The activity under study, the RA Commercial Activities (CA) Program Manager, the KO, and the affected organization’s senior management should discuss all issues surrounding the activity to be competed.  This discussion should include identification of the elements of the organization that perform the work under study and the associated groups that interact with and support the organization.  The discussion also should determine which service contracts should be included in the competition. Functions should be grouped in such a way that the product or service produced by the activity is adequately maintained and can be performed by any service provider (SP).

The activity under study should consider a competition’s potential effects on the internal and external groups that support the command.  The impact of consolidating service contracts into the scope of the new acquisition should also be considered.  In addition, the requirements of nonappropriated fund employees, interservice support agreements (ISSA), memorandums of agreement (MOA), and memorandums of understanding (MOU) should be reviewed to determine their most appropriate placement (inside or outside the activity under study) and to develop a rationale for inclusion of the particular group of functions for competition.  The RA should then communicate the competition’s potential impact to the affected organizations.  

Public reimbursable source agreements provided by a host command or another reimbursable activity should be included in the scope of work, particularly when the service has a major impact on the performance of the function.  Requirements that are outside the activity under study must also be considered.  Review and appropriate placement of inherently governmental responsibilities (performance assessment, contract administration, etc.) must also occur.  These determinations will improve the accuracy of the information released at public announcement and throughout the procurement process.

For all acquisitions, market research is required to obtain information relevant to the grouping of functions and the needs and requirements of the potential acquisition.  Market research also can be used to develop the business and acquisition strategies employed once the competition has begun.  The acquisition strategy is developed on the basis of requirements within the competition.  These requirements are the factors that will be considered as the strategy is developed and may help determine the type of contract and possible contract line item number (CLIN) structures for future use.  Recommendations will be based on market research into the decisions and outcomes reached by other similar government agencies.  Grouping must also comply with the requirements of 32 Code of Federal Regulations 169a 17 and the bundling criteria of the Federal Acquisition Regulations (FAR) and the Competition in Contracting Act.  

Best Practices Tip.  Key factors to consider in grouping functions are how closely the functions are tied to the agency’s core mission and whether other transformation or reorganization initiatives are taking place within the agency.  

3.4 Assessment of Workload Data and Systems

When a competition has been grouped, the activity under study must assess all existing workload data and potential data collection capabilities.  If there are no sources for such data or if the available sources do not provide complete data, methods for collecting such data should be developed and planned.  

Primary and secondary tasks, processes, and outputs for the activity under study must be accurately identified.  This information will form the basis for all further workload data collection.  DLA and industry performance standards for these tasks should also be researched.  Some possible sources for this information are information system databases, logbooks, reports, previous competition findings, interviews, and technical estimates. 

Best Practices Tip.  Market research can be a valuable tool for assessing the types of data and the collection techniques needed to assist in bid preparation, evaluation of prospective offerors’ proposals, and development of phase-in requirements and staffing strategies.   

3.5 Preliminary Planning and Adjusted Baseline Costs(
For Standard and Streamlined Competitions, the RA shall develop Preliminary Planning and Adjusted Baseline Costs in accordance with the DoD A-76 Costing Manual as well as any supplemental DoD guidance. Baseline costing data should be based on one of the following time frames:  (a) a period of not less than 12 months prior to the public announcement date, or (b) the most current fiscal year.  Both the Preliminary Planning and Adjusted Baseline Costs shall be entered into COMPARE and saved as two separate files. COMPARE will then generate a Baseline Cost Report (BCR) for the two types of baseline cost documents. These two COMPARE files are separate from the COMPARE file created to calculate the agency cost estimate reflected on the Standard Competition Form (SCF) and Streamlined Competition Form (SLCF). Once the BCRs have been generated they shall be exported into DoD CAMIS. Additional information on the BCR, COMPARE Requirements, and exporting the BCR into DoD CAMIS can be found in Appendix O.
Preliminary Planning Baseline Costs shall reflect (a) costs for special and unusual requirements (e.g., surges, natural disasters, mobilization) occurring during the selected time frame; (b)  known recurring requirements not encountered during the selected time frame but allocated based on their historical occurrence.  The Adjusted Baseline Costs shall reflect changes to such costs and requirements if they are excluded from the solicitation.  Examples include the cost of facility maintenance and repair, equipment replacement and maintenance, materials and supplies ordered in excess of a 12-month supply; workman’s compensation; equal employment opportunity. 
3.5.1 Baseline Cost Data

Workload data and non-workload data shall be used to calculate the Preliminary Planning Baseline Costs and Adjusted Baseline Costs.  This data includes government personnel costs, material and supplies, other specifically attributable costs (such as existing contracts), overhead, and additional costs. 

3.5.2 Excluded Requirements

Costs associated with inherently governmental work and work that has been exempted from competition shall not be calculated in the Preliminary Planning and Adjusted Baseline Costs.  Costs for agency separation and retirement incentive programs such as Volunteer Separation Incentive Pay (VSIP) or Volunteer Early Retirement Authority (VERA) should be excluded as well.

3.5.3 Eliminated Requirements
If requirements included in the Preliminary Planning Baseline Costs are eliminated during development of a solicitation, the associated costs should not be excluded in the Adjusted Baseline Costs.  Requirements eliminated during the development of the solicitation are attributable to the public-private competition and shall be reflected in the Adjusted Baseline Costs.
3.5.4 Allocation of Shared Costs

Costs for shared assets shall be identified in the Preliminary Planning and Adjusted Baseline Costs Files.  Such costs shall be appropriately allocated and documented in the Preliminary Planning and Adjusted Baseline Costs COMPARE Files. Shared costs are those costs shared by multiple activities (e.g., facility maintenance, utilities, supplies, equipment, vehicles, support contracts, supervision, human resources, payroll, training, contract administration).
3.5.5 Common Costs

Common or “wash” costs shall not be determined nor identified during preliminary planning or reflected in Preliminary Planning Baseline Costs.  All costs associated with the commercial activity shall be included in the Preliminary Planning Baseline Costs since the determination of common costs occurs during development of the solicitation.  If the solicitation identifies common costs, those costs should be reflected in the Adjusted Baseline Cost as common costs.

3.5.6 Performance Period

The Preliminary Planning Baseline Costs should reflect a one year of performance period. The Adjusted Baseline Costs should reflect the performance periods stated in the solicitation. 
3.5.7 Baseline Costing Certification  
The Baseline Costing Official shall certify the BCRs reflecting the Preliminary Planning Baseline Costs and Adjusted Baseline Costs.  Supporting material for these reports, including but not limited to, source documents, data sources, and written rationale for decisions including the use of component-specific cost data shall be documented and included in the competition file.
3.6 Selection of Competition Type

Once scoping, grouping, and market research are complete, a determination must be made as to which type of competition will be conducted. OMB Circular A-76 allows for two main types of competition: streamlined and standard. 

For Department of Defense (DoD) agencies, streamlined competitions can be used only if, on the start date—

· The activity is performed by 50 or fewer FTEs (as mandated by DoD) and/or any number of military personnel, or

· The activity is performed by a private sector or public reimbursable source and the cost estimate or tender would achieve an organization of 50 or fewer FTEs.

A standard competition must be chosen if—

· The activity is performed by more than 50 FTEs, or

· The activity is performed by a private sector or a public reimbursable source and the cost estimate or tender would achieve an organization of more than 50 FTEs.

(It is important to note here that while a standard competition is required for those functions with more than 50 FTEs, this type of competition may be performed for any function regardless of its number of FTEs.)
In deciding what type of competition to use, other factors should be considered in addition to the number of FTEs to be competed. The first is whether or not an MEO is to be developed. The MEO is a staffing plan representing DLA’s most efficient and cost-effective organization. This plan is developed through a combination of reengineering activities conducted during the competition and allows the government organization to make itself more competitive in preparation for a comparison to a private organization. An MEO is required in a standard competition and for any streamlined competition involving 11 or more FTEs. 

The second factor to consider is the time restrictions imposed by OMB for each type of competition. Streamlined competitions must be completed in 90 days. However, a one-time 45-calendar-day extension may be granted by the DLA Director as the Component Competitive Sourcing Official (CCSO) if an MEO is developed or a solicitation issued in a streamlined competition. In contrast, OMB allows 12 months (with a possible extension of up to 6 months) for completion of a standard competition. Therefore, depending on the complexity of the function under study and whether an MEO is required, it may be best to select a standard competition to take advantage of the extra time allotted.  

Once the RA has decided on the type of competition, it must notify the CSD in writing. The CSD will then coordinate with the CCSO for approval. Any requests for time extensions should be submitted at that time, because they must be approved before public announcement of the competition. 

To obtain an extension for a standard competition, the RA must submit an official waiver request in writing to the CSD. The waiver request should detail the complexity of the function under study and the anticipated time needed to complete the competition.  The CSD will submit this request to the CCSO for approval. Extensions for standard competitions will be then be sent on to the DoD CSO for additional approval. The maximum time extension permitted through the time limit waiver is 6 months beyond the usual 12-month standard competition time limit, for a maximum total competition time of 18 months. A copy of all approved time limit waivers will be submitted to the Deputy Director for Management, OMB.

3.7 Development of Plan of Action and Milestones 

A plan of action and milestones (POA&M) is required for every competition. The RA will prepare the POA&M with input from the Contracting Office and the CSD and is responsible for maintaining its currency throughout the process.  Appendix F provides template DLA POA&M for use. The POA&M should be tailored to each competition and created using Microsoft Project software whenever possible. The RA must have a process in place to ensure that the PWS and the MEO teams regularly update the POA&M to reflect the current status of the competition.  The RA must provide monthly updates to the CSD, who is responsible for providing the POA&M to the KO and to the other HQ DLA offices that require access to the schedule.  

3.8 Establishment of Roles and Responsibilities and Appointment of Competition Officials

The following sections describe the required roles and responsibilities of the competition officials, who must be appointed in writing before the competition is announced.  

3.8.1 DLA Component Competitive Sourcing Official 

The Director of DLA, as the CCSO, must—

· Conduct all communications with the DoD Competitive Sourcing Official (CSO) and submit all needed requests for approval  

· Centralize oversight, to the greatest extent possible, and allocate sufficient resources for conducting competitions

· Enforce use of the DoD Commercial Activities Management Information System  

· Ensure that public announcements of competitions are conducted in a timely manner and recommend appropriate action if no satisfactory private sector or public reimbursable source offer is received

· Appoint competition officials for each standard competition and, as appropriate, appoint competition officials for streamlined competitions  

· Appoint all competition officials in writing and, through use of annual performance evaluations, hold these competition officials accountable for the timely and proper performance of streamlined or standard competitions  

· Staff the individual appointments and ensure that officials are fully briefed and informed of their specific roles and responsibilities.

3.8.2 Agency Tender Official 

The Agency Tender Official (ATO) is an inherently governmental agency official, independent of the KO, the Source Selection Authority (SSA), the Source Selection Evaluation Board (SSEB), the Performance Risk Assessment Group (PRAG), and the PWS team.  The ATO is primarily responsible for MEO development and any associated tasks.  Because the ATO designates the MEO team and ultimately makes all management decisions concerning the Agency Tender, it must have decision-making authority.  Specific roles for the ATO include—

· Developing, certifying, and representing the Agency Tender

· Assigning members to the MEO team after the public announcement

· Providing any training and resources needed to prepare the Agency Tender.  

The ATO is also considered a directly interested party.  The RA is responsible for ensuring that the ATO has access to those available resources (e.g., skilled manpower, funding) necessary for developing a competitive Agency Tender.

3.8.3 Contracting Officer 

The KO must be an inherently governmental agency official who is (1) indepen​dent of the ATO, the Human Resource Advisor (HRA), and the MEO team and (2) a member of the PWS team.  The KO is responsible for numerous aspects of the competitive sourcing process.  These responsibilities include, but are not limited to—

· Ensuring that the PWS is procurable and enforceable

· Issuing the resulting contract or letter of obligation

· Developing the acquisition and source selection plans (SSP)

· Conducting the solicitation activities

· Releasing public announcements concerning the solicitation, including the award decision or any cancellations that may occur (specific details are provided in FAR 2.101).

3.8.4 PWS Team Leader

The PWS team leader will lead the effort to develop the PWS and the quality assurance surveillance plan (QASP).  This position must be filled by an inherently governmental agency official who is independent of the ATO, the HRA, and the MEO team.  The PWS team leader must—

· Work closely with the KO to develop the solicitation

· Determine which property will be considered government-furnished property 

· Help implement the performance decision.

3.8.5 Human Resource Advisor 

As the human resources point of contact, the HRA must be a participant on the MEO team.  Therefore, the HRA must be independent of the PWS team, the SSA, the KO, and the SSEB.  The HRA will— 

· Identify adversely affected employees and inform them of any restrictions on post-employment 

· Prioritize vacancy considerations and develop reemployment priority lists  

· Be highly involved with the MEO team to support development of the Agency Tender, including advising the team on classification restrictions and description recommendations 

· Advise on scheduling competition milestones, identifying phase-in events, developing the phase-in plan, and developing the employee transition plan  

· Provide labor market research to ensure that sufficient staff are available for the MEO and to support implementation of the phase-in plan. 

3.8.6 Source Selection Authority 

The SSA is responsible for the integrity of the source selection process and must be an inherently governmental agency official who is independent of the HRA, the ATO, and the MEO team.  The SSA—

· Oversees, as needed, the Source Selection Advisory Council (SSAC), the SSEB, and the PRAG

· Certifies the performance decision by signing the competition form (either a Standard Competition Form [SCF] or a Streamlined Competition Form [SLCF]).

The SSA for DLA A-76 competitions will be designated by the CCSO.  

3.8.7 Baseline Costing Official  
For Standard and Streamlined Competitions, the CCSO shall appoint, in writing, an official responsible for developing and certifying the Preliminary Planning Baseline Costs and Adjusted Baseline Costs.  For a Standard Competition the PWS Team Leader should be appointed as the Baseline Costing Official and should not be the ATO nor individuals participating as members nor advisors to the MEO Team.  For a Streamlined Competition, the Baseline Costing Official shall not be the individual that prepares Streamlined Competition.
3.9 Plan for Training

Because of A-76 competitions’ significant impacts on the workforce, the Office of the Secretary of Defense (OSD) has determined that DoD must continually strive to improve and strengthen training and education on the A-76 process.  Training for personnel involved in competitive sourcing activities is essential to maintaining fairness and minimizing errors in the A-76 process.  All personnel should have a basic knowledge of the A-76 process before team or official appointment.  Training should be scheduled to provide the maximum benefit to trainees and should not conflict with the overall competition schedule.  To ensure the most beneficial timing of such training, it is important to develop a training strategy during preliminary planning.  The RA will coordinate and fund CA training for personnel when needed.  Depending on the type of training or its content, courses may be conducted before the start of the competition or throughout the competition.  Training for board members should be conducted before appointment or the beginning of board activities.  Appendix D provides a list of minimum training and knowledge requirements. 

3.10 Notification of Incumbent Service Providers

Affected employees and affected SPs must be notified of the tentative date of the public announcement of a competition.  Section 3.12, provides more information on such notification and other necessary communications. 

3.11 Avoiding Conflicts of Interest

There must be a clear separation of responsibilities, or “firewall,” between the PWS and the MEO teams (i.e., the same individuals must not serve on both teams).  There must also be a separation between the consultant personnel supporting development of the PWS and those supporting the MEO.  In addition, when consultants are used to prepare a PWS and an MEO, sufficient measures must be taken to avoid potential conflicts of interest or the appearance of such conflicts, in accordance with FAR Part 9, DoD guidance, and the Jones/Hill Government Accountability Office decision of 2002.  If a breach of the conflict of interest firewall occurs, the KO will determine what steps are necessary to ensure a fair and competitive process. Table 3-1 shows situations in which a conflict of interest exists.

Table 3-1.  Conflict of Interest Matrix

	
	PWS/QASP Preparation
	MEO Development
	Independent Review
	Source Selection

	PWS Team and PWS Approving Officials
	OK
	Conflict
	Conflict
	Maybe(

	MEO Team and MEO Approving Officials
	Conflict
	OK
	Conflict
	Conflict

	Contracting Officer and Source Selection Team
	OK
	Conflict
	Conflict
	OK

	Independent Review Team
	Conflict
	Conflict
	OK
	Conflict


It is important for the activity under study and the RA’s CA Program Manager to be aware of and sensitive to ethical considerations related to the A-76 and procurement processes.  Participation by an employee or a contractor on the PWS team or the MEO team could trigger the application of statutory and regulatory requirements governing conflict of interest, “revolving door” bars, or restrictions on post-employment and seeking or negotiating for employment, among other ethical considerations.  For example, an employee of the activity under study who seeks employment with a company that is an actual or potential offeror for the solicitation may have a conflict of interest.†  

The HRA should coordinate with the General Counsel’s Office (DG) to arrange training on conflict of interest issues for all personnel involved in the CA competition. Training must be completed before the signing of nondisclosure and conflict of interest statements to prevent unauthorized disclosure of source selection or proposal information (including the government’s Agency Tender).  Examples of nondisclosure forms are provided in Appendix I.  Program Managers should consult with their KO and legal advisors to ensure that the nondisclosure forms address the appropriate issues regarding each person’s unique situation.  

3.12 Communications Plan

3.12.1 Employee Communications

The first all-hands meeting for a competition should be held before or concurrently with the public announcement of the competition and subsequent to Congressional notification when required.  In addition, preliminary planning should include development of a basic communications plan that provides a process for keeping employees, customers, union representatives, and other stakeholders informed.  The following paragraphs provide minimum communications requirements; any communications plan should address all of these and any other requirements that the RA determines will be useful.

The leadership of the activity under study (or its designee) is required to provide updates to the civilian employees who will be included in the competition and to consider their views on the development and preparation of the PWS and the MEO (as required by 10 United States Code [USC] 2467). These updates and consultations must take place at least monthly during development and preparation of the PWS and the MEO. The monthly consultation must be face to face if requested by the organization’s representative (e.g., union).  Where employees are represented by a labor organization accorded exclusive recognition under 5 USC 7111, the consultation requirement is satisfied by consultation with representatives of that labor organization.  Any unions that represent federal employees who will attend the all-hands meeting should be invited in advance to attend every all-hands meeting concerning the competition.

The activity under study should provide employees with updated milestones and target dates and inform them of the general status of the competition. Directly affected employees and their representatives should be given the opportunity to review the PWS when the KO releases the solicitation.  To avoid allegations of noncompliance with this statutory requirement, the activity under study should summarize the results of each monthly meeting in a brief memorandum for the record, forward copies to employees’ representatives, and post copies in the workplace.  

Educating employees about the A-76 competitive sourcing process and sharing information regarding the competition process and potential outcomes can help ease employee concerns.  Union participation is encouraged through all communication forums, including VTCs.  Developing and implementing an effective communications strategy and planning early in the process is critically important to establishing and maintaining the tone for A-76 competitions.  Communications strategies ensure that stakeholders, customers, and most important, affected employees understand the competition requirements and processes and are not unduly affected by rumors and misunderstandings.  It is important that everyone know why the competition is being conducted, the competition process and timelines, the potential impacts on employees and their organization, and employee protest procedures. The communications plan should provide a methodology for continuous communication, including workforce briefings, monthly meetings, Web site information (e.g., posting of frequently asked questions), an internal CA newsletter, and local media coverage to inform the public and those affected by the competition.  The activity under study is responsible for ensuring open communication with employees, their representatives, affected public reimbursable providers, the local community, and the PWS and MEO teams during the competition.  Once they are notified of the competition, affected unions may propose one or more methods of communicating with employees during the competition process.  Such union proposals should be negotiated with the appropriate union with assistance from the Human Resources Office (HRO).

3.12.2 Additional Communications

Customers also should be provided with relevant and timely information about the upcoming competition.  This communication should begin as early as possible, but certainly before issuance of the request for proposals.  When accomplished early, such communication can create an opportunity to gain customers’ buy-in to the process, gain their commitment to providing input on the performance requirements, and provide personnel to help evaluate offers, if needed.  Customers must be kept informed of the A-76 competition’s potential impacts on their relationship with DLA or the services that they depend on DLA to provide.  During the planning stage, the activity under study and the RA CA Program Manager should plan a series of meetings with a variety of levels of management within DLA and their major customers.  DLA HQ customer service representatives should be given the opportunity to review the communications plan and to participate in the meetings with customers.  The initial meetings should be conducted with senior-level management to provide an overview of the functions to be studied, efforts to ensure continued mission accomplishment during and after the competition, and any proposed impacts.  When relevant, current public reimbursable providers should be notified of the upcoming competition.

The customer awareness process could consist of briefings and meetings at various levels. In addition to the initial meeting informing customers of the competition, subsequent meetings should be held with the activity under study and key individuals, such as the PWS team leader, to ensure that customers have been informed of the goals, objectives, strategy, and methodology for A-76 competition.  Roles and responsibilities should be outlined along with instructions for proper disclosure of data among team members (e.g., who can discuss what and with whom).  Legal counsel should explain to PWS team members any pitfalls involving disclosure of sensitive information during the A-76 competition.  In addition, if there are a large number or a broad variety of customers or if the A-76 competition may result in large-scale changes to the way the customer is accustomed to receive service, RAs should consider developing a separate customer awareness or customer communications plan. 

Customers should be encouraged to provide input on performance requirements.  Even more important, they should be made aware of the purpose and the timing of the competition and the potential changes in the way they will receive services.  The SSA/SSAC chair should consider soliciting a primary customer representative to serve on the SSEB.  Customers may include both external and internal (DLA) individuals or activities. DLA Customer Operations and Readiness (J‑4) should coordinate on the communications plan and is encouraged to participate in customer forums. DLA HQ personnel should also participate, depending on the level of customer to be addressed.

3.13 Public Announcement of Competition

When DLA has decided to announce a streamlined or a standard competition, the KO must post a public announcement on FedBizOpps.gov.  Information in the posting must include the agency/RA/agency component, the type of competition, the activity being competed, current SP(s), location(s) of the activity, the name of the CCSO and the ATO, the number of government personnel performing the activity, and the projected competition end date.   The start date of the competition is the day a public announcement is posted on FedBizOpps.gov. The RA and the CSD should coordinate a detailed schedule of events for each public announcement.  Appendices J and K provide templates of announcement and decision schedules.

Once public announcement has occurred, additional public notices will be coordinated between the RA, the CSD, Legislative Affairs (DL), and Public Affairs (DP) to notify the following: OSD, Congress, local legislative officials, the DLA American Federation of Government Employees Council, local union(s), the workforce, and national/local press offices. 
It is recommended that the activity under study meet with the affected workforce shortly after formal congressional notification.  However, before any all-hands meeting or other meetings with affected employees, the activity under study should meet with all appropriate local union representatives to discuss the A-76 competition’s potential effects on employees.  Similar meetings with other stakeholders should also be considered.  Affected unions may invoke their right to negotiate the impact and implementation of the A-76 competition; any such negotiations should be handled through the HRO.

3.14 Release of Other Public Notices  

In accordance with DoD Instruction 4100.33, periodic announcements on plans for and progress of ongoing competitive sourcing competitions should be issued to affected employees and other interested parties, including tenants, local activities, employee groups, and unions.  In addition, DoD is usually notified before a public or congressional announcement.  Notifications should include the following at a minimum:

· Once the CSD officially notifies the RA of the type of competition chosen, DLA HQ should announce the start of the competition to Congress (if required). Immediately thereafter, the activity under study should announce to the affected employees the intent to conduct a competitive sourcing competition.   

· At or after completion of the SCF (for a standard competition) or the SLCF (for a streamlined competition), the activity under study or its designee should announce the performance decision and the competition start date to employees.  Once there is a performance decision in favor of a contractor (and therefore a conditional award), the DL must notify Congress before the activity under study commander or his or her designee notifies the workforce.

At the conclusion of any contests, the activity under study or its designee should announce the outcome of the contest process to the employees.  In the case of a contract performance decision (and therefore a contract award), the DL must notify Congress before the activity under study or designee notifies employees.  Decisions on each contest should be provided to all offerors and the government’s MEO team.  While employees are being notified, the KO must notify all offerors who submitted proposals of the award decision.  Once these notifications are complete, the local Public Affairs Office (PAO) should notify the local media.  The CSD, in coordination with the RA and the KO, should have completed a performance decision schedule (see Appendix K) in advance of the decision so that all parties with responsibilities in the announcement process are aware of their responsibilities. Like the announcement of the competition, an announcement of the performance decision must be posted on FedBizOpps.gov, signifying the official end of the competition.  
A certified SCF or SLCF signifies the official performance decision. The DoD CSO must approve in advance all cancellations of any previously announced competition.  Any cancellation of a previously posted public announcement of a cost competition also must be posted on FedBizOpps.gov, and all directly affected employees notified.  No cancellation announcement is necessary before the public announcement of a streamlined or a standard competition.  The KO, in accordance with the FAR, may cancel solicitations once approval has been granted by the DoD CSO.  If a solicitation is canceled, the KO must issue a public announcement via FedBizOpps.gov. Appendix E provides further information concerning the release of information.

3.15 Additional Roles and Responsibilities

3.15.1 PWS and MEO Teams

Successful execution of a standard competition will require establishment of PWS and MEO teams.  DLA activities must avoid any dual participation in these two teams.  When the PWS and the MEO teams are established, the RA must let CSD and the Contracting Office know the identities of the members of both teams.  Members may not serve on both teams, nor can they transfer from one team to the other once PWS development has begun.  

The RA CA Program Manager and the activity under study should meet to discuss potential team leaders and members for the PWS and the MEO teams and their availability for the effort.  Both teams require individuals with management analysis expertise in the functional area under study and skills in organizational analysis, industrial engineering, work measurement, position classification, contract administration, and cost analysis.  Good writing skills also are essential for developing the PWS and the Agency Tender documents.  In addition, team members should have experience in productivity improvement.  Although experience in A-76 competitions is not mandatory, an understanding of A-76 requirements is helpful.  The KO, who supports the PWS team, and the HRA, who contributes to the MEO team, are required personnel.  

The basic PWS team or MEO team consists of a team leader and functional representatives/subject matter experts (SME).  External resources, such as DORRA and/or consultants, may be used to augment the teams.  DORRA’s expertise includes business process reengineering, activity models, functional/economic analyses, operations research, benchmarking, and data modeling.  Consultants provide experience in and knowledge of A-76 competition support, as well as analysis and other forms of organizational change management.  Using DORRA and/or consultants may also provide the advantages of expert support for time-limited staff and an independent perspective.

The PWS team leader is an inherently governmental DLA employee who will facilitate the creation and updating of the competition schedule and dictate how competition-related files, including gathered data and interview documentation should be retained.  Only the PWS team leader is appointed before competition announcement, with the remaining PWS team members, the MEO team leader, and MEO team members selected after public announcement.

Functional team members on the PWS team will use their expertise and analytical skills to develop the PWS and QASP.  The MEO team must identify and process any waiver to regulations/policies including environmental assessments; develop the Agency Tender, MEO, agency cost estimate (ACE), quality control plan, and phase-in plan; provide copies of any existing, awarded MEO subcontracts; and prepare and submit the Agency Tender.  

Representatives of labor organizations may participate as members of the PWS or the MEO team if each member complies with nondisclosure and conflict of interest requirements, FAR regulations, and OMB Circular A-76 and is not assigned to both the PWS and the MEO teams.  Union representatives can provide input on the concept of operations, potential new job descriptions, and other issues that may require renegotiation.  They can also provide input on training/certification gaps, development of right-of-first-refusal procedures, and the employee interview protocol.  In some cases, collective bargaining agreements stipulate that union representatives serve on the PWS or the MEO team as observers, not as full members.  The applicable collective bargaining agreement for the activity under study should be checked to determine whether there are any negotiated parameters that govern union participation on the teams. 

The activity under study and the RA CA Program Manager also should establish a resource pool of individuals whose skills are needed for only some portions of the competition or who may be needed as advisors.  This resource pool might include staff from the budget office, finance/comptrollers, legal counsel, the Equal Employment Opportunity Office, functional experts, and the PAO.  The PWS and MEO teams should be able to draw on support from this resource pool, as required.

3.15.2 Source Selection Advisory Council 

The SSAC is a group of professional or managerial government personnel chosen from functional fields related to the acquisition (e.g., distribution, information technology, property disposal/reutilization, finance, logistics, law, contracting).  The SSA appoints the SSAC chair, who in turn will appoint SSAC members.  The SSAC advises the SSA on the conduct of the source selection process.  

The SSAC will— 

· Review and approve the evaluation factors and evaluation criteria/standards

· Have access to the bidders mailing list or the source list recommended by the KO
· Review and approve the solicitation and authorize its release

· Review and develop a recommended competitive range determination

· Provide briefings and consultation as requested by the SSA

· Provide a recommendation on the source(s) to be selected if requested by the SSA.

The individual SSAC members (appointed by the SSAC chair) should include the following: 

· General Counsel (DG) 

· Comptroller (J-8) (voting) 

· Procurement Management (J-33) (voting) 

· Logistics Operations Business Management Office (J-38) (voting) 

· DLA HQ CSD  

· Human Resources (J-1) (voting)

· KO (ex officio member) 

· RA (voting)
3.15.3 Source Selection Evaluation Board 

The SSEB is a group of government personnel representing various technical and functional disciplines and possessing the professional skills and knowledge required to evaluate proposals and report the group’s findings to the KO, the SSAC, and the SSA, as appropriate.  The SSAC chair appoints the SSEB chair and members prior to competition announcement.  The KO, RA, and CSD will work together to identify personnel who could serve in these roles.   Directly affected personnel and other personnel, including any persons with knowledge of the Agency Tender (such as the ATO, MEO team members, the HRA, and consultants), may not be part of the SSEB.  

In addition to meeting the requirements of FAR 15.303, SSEB responsibilities include— 

· Conducting an in-depth, fair, and impartial review and evaluation of each offeror’s technical proposal against the solicitation requirements and the approved SSP.

· Identifying strengths and weaknesses associated with each offeror’s technical proposal.

· Assessing the risk associated with each offeror’s technical proposal.

· Developing consensus rating(s) at the factor and subfactor (as applicable) levels.

· Preparing and submitting the SSEB report to the SSA/SSAC, as determined by the SSA, along with a summary briefing on the findings.  For each offeror, the SSEB report should address—

· What is offered

· Whether the proposal meets or fails to meet the standard

· Proposal strengths, weaknesses, deficiencies, and risks

· What, in the SSEB’s opinion, may be done to remedy a weakness or deficiency

· What impact correction of the weakness or deficiency will have on the offeror’s overall ability to perform.

SSEB members are also required to identify any aspects of a proposal that require clarification or are deficient; rate each proposal; prepare and submit source selection reports, as required by FAR 15.608 (b); and provide briefings and consultation concerning evaluations, as required by the SSA or the SSAC.  

SSEB members should receive training before they begin any evaluation.  This formal training, which ranges from 1 to 1.5 days, ensures that the targeted SSEB teams understand their responsibilities for conducting fair, in-depth, and impartial reviews and evaluation of proposals against solicitation requirements and other approved factors.  The training is sponsored by the CSD and is outlined in Appendix D. 

3.15.4 Performance Risk Assessment Group 

The purpose of the PRAG is to evaluate the past performance of all offerors. The SSAC chair appoints the PRAG chair and members, who are drawn from such organizations as Logistics Operations (J-3), the RA, and the Defense Contract Management Agency.  Directly affected civilian and military personnel of the activity under study cannot serve on that competition’s PRAG.    

In addition to meeting the requirements of FAR 15.305, the PRAG’s responsibilities include—

· Conducting an in-depth, fair, consistent, and impartial review and evaluation of each offeror’s past performance against the solicitation requirements and the approved SSP

· Identifying the strengths and weaknesses of each offeror’s past performance

· Assessing the risk associated with each offeror’s ability to perform the proposed effort successfully, considering the quality and relevance of the offeror’s past performance

· Preparing and submitting the PRAG report to the SSAC and the SSA, as determined by the SSA, along with a summary briefing on the findings.

3.15.5 Cost Evaluation Board 

The Cost Evaluation Board (CEB) analyzes the proposed price(s)/cost(s) of the proposals.  CEB respon​sibilities include—

· Conducting an in-depth, fair, consistent, and impartial review and evaluation of each cost/price proposal against the solicitation requirements and the approved SSP 

· Addressing the findings of the Defense Contract Audit Agency 

· Identifying any aspects of a proposal that require clarification, are deficient, or appear to be inconsistent with the requirements of the solicitation

· Assessing the risk associated with each offeror’s cost/price proposal.

· Preparing and submitting the CEB report to the SSAC and the SSA, as determined by the SSA, along with a summary briefing on the findings.

The KO will serve as CEB chair, with members appointed by the SSAC chair. 

4. Streamlined Competition

There are two possible approaches to conducting streamlined competitions.  Essentially the difference between the two is whether a Most Efficient Organization (MEO) is developed.  The option chosen will depend on agency need, resources, time, and policy constraints.  Office of Management and Budget (OMB) Circular A-76 allows the use of either type of streamlined competition for functions that are performed by fewer than 65 full-time equivalents (FTE).  However, the Department of Defense (DoD) allows streamlined competitions only if the activity under study contains 50 or fewer FTEs. In addition, DoD requires creation of an MEO for streamlined competitions involving 11 or more FTEs.  

Figure 4-1 outlines the requirements and the team makeup for both types of streamlined competitions. A check mark indicates a required item in the table.
Figure 4.1.  Streamlined Competition Requirements (MEO and Non-MEO)
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4.1 Streamlined Competition Team  Requirements
For streamlined competitions with no MEO, two teams are required: a Performance Work Statement (PWS)/Statement of Objectives (SOO) and Independent Government Estimate (IGE) team and a private sector cost team.  Streamlined competitions with development of an MEO require these two teams plus an additional team for preparation of an MEO).  

4.1.1 Process for a Streamlined Competition 

The streamlined competition (i.e., non-MEO) process is conducted differently from both a standard A-76 competition and a streamlined competition with an MEO.  For instance, less documentation is required in the non-MEO streamlined competition and the time frame for completion is shorter. 

The time frame for a streamlined competition is 90 calendar days after the public announcement of the competition. The Component Competitive Sourcing Official (CCSO) may grant a one-time 45-calendar-day extension to this period if the competition uses the solicitation method for cost comparison (see Section 4.1.3.2.2). This extension must be granted before the public announcement of the competition. If the competition is not completed within the allotted time frame, it must be converted to a standard competition. There are no individual PWS team requirements; however, an SOO or a documented list of requirements is needed to ensure that the costs for the private sector estimate and the in-house costs are both fair representations of costs for the same amount of work.  The documented list of requirements forms the basis for the market research used to develop the private sector cost estimate.  As noted above, two teams are required to complete the streamlined competition process.  The PWS/SOO team is responsible for using the COMPARE cost comparison software to document the agency cost estimate (ACE).  The market research team/private sector cost team is responsible for conducting market research to build the private sector cost estimate, which is used for the cost comparison.  

In this process, as in the other types of competitions, the conflict of interest guidance outlined in Section 3.11 should be followed.

4.1.2 Process for a Streamlined Competition With an MEO 

Three teams are required for a streamlined competition with an MEO.  One team develops the IGE for comparison with the MEO; a second team, the MEO team, creates the MEO itself; while the third team, the market research/private sector cost team, is responsible for building the private sector cost estimate and conducting the cost comparison.

The creation of an MEO can make the activity under study more competitive because it allows the in-house workforce to achieve a higher level of efficiency before its comparison with private sector bids.  MEO development will take additional time and resources. Therefore, if the development of an MEO is anticipated, the CCSO may grant a one-time 45-calendar-day extension (added to the usual 90-day streamlined competition time frame) before public announcement. If the competition is not completed within the allotted time frame, it must be converted to a standard competition or a request for additional time must be made to OMB. For functions with 10 or fewer FTEs, the extra resource requirements and the inability to reduce FTEs and still meet mission requirements should be factored into the decision on whether to create an MEO.    

To create an MEO—

1. Document the current as-is organization, including the level of effort currently needed to perform workload and process descriptions

2. Identify areas for improvement and efficiencies where possible

3. Provide recommendations to personnel and established processes to achieve maximum efficiency

4. Create the ACE on the basis of the MEO organization.

In a streamlined competition with MEO, as in the other types of competitions, the conflict of interest guidance outlined in Section 3.11 should be followed. Membership on the MEO team is subject to the same requirements as a standard competition, including support from the Human Resources Authority. (See sections 3.8.5 and 5.6.4)
4.1.3 Streamlined Cost Process and Information

After public announcement of the competition the Contracting Officer (KO) will calculate, compare, and certify costs based on the scope and requirements of the activity under study to determine and document a cost-effective performance decision.  These steps are accomplished through completion of the Streamlined Competition Form (SLCF) (shown in Figure 4-2) as outlined in the following subsections.

4.1.3.1 Cost of Agency Performance

In accordance with Attachment C of OMB Circular A-76, the Agency Tender Official (ATO) will calculate and certify the cost of performing the activity with government personnel for a minimum of three performance periods by completing SLCF Line 1 (Personnel Costs), Line 2 (Material and Supply Costs), Line 3 (Other Specifically Attributable Costs [items that do not fit into Lines 1, 2, or 4; limited to awarded contracts supporting agency performance of the activity]), Line 4 (Overhead Costs), and Line 6 (Total Cost of Agency Performance).  Specific guidelines for using the required cost comparison software, COMPARE, are provided on the SHARE A-76 Web site, in the COMPARE User’s Guide, and in Attachment C of OMB Circular A-76.  These sources should be checked frequently, since updates to the software occur regularly.  

4.1.3.2 Cost of Private Sector/Public Reimbursable Performance  

The KO will determine an estimated contract price for performing the activity with a private sector source by using documented market research or soliciting cost proposals in accordance with the Federal Acquisition Regulations (FAR).  The KO may also determine an estimated cost for performing the activity with a public reimbursable source by calculating (or requesting that a public reimbursable source calculate) SLCF Lines 1a, 2a, 3a (limited to awarded contracts), 4a, and 6a. 
4.1.3.2.1 The Market Research Method

If the market research method is used for the streamlined cost comparison, it is important to develop a comparable private sector cost by researching what the market is paying for a particular service.  Two valuable sources for initial research are the Department of Labor Web site and www.salary.com, which provide a perspective on how functions are categorized and insight on salary ranges for different localities.  

The objective of market research is to obtain information on the service industry that is the focus of the streamlined competition.  There are no specific procedures for performing this research. Instead, the research should be tailored to each acquisition. Different kinds of services also may call for different approaches.  One suggested approach for beginning the market research process is as follows:

Step 1.  Compile an inventory of contracts or interagency agreements concerning similar functions, including direct and oversight labor costs.  The KO is a good resource for identifying these contracts.  After this step, previous engagements have shown, a decision maker should determine whether DLA chooses to use a public reimbursable or a commercial source of data from the inventory of analogous contracts.  COMPARE uses one or the other on SLCF Line 7.  

Step 2.  Translate the PWS (SOO) by functional category into the appropriate unit of measurement (hours, line items, etc.)  Because market research will yield data in terms of hourly rates, it is helpful to understand how many hours it takes to produce each service.  Experience has shown that it is important to account for management hours/duties in a separate category when translating work into hours.  For example, a financial services function has direct work requirements for invoice processing; if eight invoices are processed per day using two FTEs worth of hours (16 hours), then each invoice takes an average of 2 hours to process.  The key is to determine whether the processing includes management review time/quality control.  If at all possible, the activity of review and quality control should be captured separately from the invoice processing activity because it is a separate workload.  If management review/quality control is included in the average processing time (i.e., the 2 hours), these activities should be noted as part of the category of work.

Step 3.  Compute contract direct labor rates for each functional category in the PWS using the GS grades provided in interagency agreements or direct labor rates from contracts.
Step 4.  Extend hourly workloads for each functional category by interagency or contract direct labor rates (i.e., calculate the total cost of the labor hours for each service).  For example, if 2 hours of labor is required to produce a widget according to the PWS and the private sector charges $100/hour, the total estimated cost for the contractor to produce a widget is $200.  Experience has shown that in modeling private sector costs it is important to document the elements used as the basis for pricing, i.e., all labor rates, labor category descriptions, and the justification for and analysis behind selection of a contract and labor category/rate within a contract. 

Step 5.  If management FTEs and hours are included in the functional unit under study, management and oversight costs should be categorized and priced.  If management duties and workload are not separately stated in the SOO but are included in the direct work hour estimates (e.g., if 2 hours per invoice includes management FTE/hours), DLA can determine what percentage of total labor hours are management hours.  For example, if 10 percent of the hours required for each invoice are for management oversight, the 10 percent calculation equates to a number of hours priced at a manager’s hourly labor rate as opposed to the rate for a technician who only processes the invoice.

Step 6.  In this step, the KO must enter and certify an estimated contract price or public reimbursable cost on SLCF Line 7, in accordance with Attachment C of the circular, for a minimum of three performance periods.  This total is computed by adding the results of Steps 4 and 5. COMPARE will then automatically calculate Lines 8, 13, 17, and 18. Explanation of line items can be found in the COMPARE User’s Guide.

4.1.3.2.2 The Solicitation Method

A second method for conducting the streamlined competition cost comparison involves solicitation of cost proposals from the private sector in accordance with the FAR.  In using this method, the steps described for the market research method (see Section 4.1.3.2.1 above) should be followed with the following exceptions.

· The KO may issue a draft request for proposals on FedBizOpps.gov to solicit information from potential offerors instead of conducting market research. The announcement should state that the government is seeking to identify vendors with the capability of and interest in performing the services/functions that are the subject of the procurement.  

· Once the draft proposals have been received, the KO will translate the proposals into an estimated contract price and enter the data on SLCF Line 7, in accordance with Attachment C of Circular A-76, for a minimum of three performance periods. 

If the solicitation method is chosen for a streamlined (i.e., non-MEO) competition, the CCSO may grant a one-time 45-calendar-day extension (added to the usual 90-day streamlined competition time frame). Such extensions must be granted before public announcement.                                           

4.1.3.3 Adjusted Cost Estimate 

The KO will calculate and certify the adjusted costs for SLCF Lines 8, 12, 13, and 17 to determine and certify a cost-effective source, as reflected on SLCF Line 18, in accordance with Attachment C of OMB Circular A-76.  The KO will not calculate any other SLCF lines for a streamlined competition.   

Figure 4-2.  Streamlined Competition Form
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Cost Estimate Firewalls

The Source Selection Authority (SSA) will ensure that the person(s) preparing the ACE and the person(s) preparing the private sector/public reimbursable cost estimate are different and will not share information concerning their respective estimates. 

4.1.4 Additional Considerations for a Streamlined Competition

For streamlined competitions that create an MEO and contain 11 or more FTEs, DoD requires that the application of a conversion differential, which is defined as a cost that is the lesser than ten percent of the MEO’s personnel-related costs (reflected on the SCF Line 1) or $10 million over all of the performance periods stated in the solicitation.  This amount is added to the cost of the non-incumbent source and is meant to capture non-quantifiable costs related to a conversion. For additional details and exceptions please see Section 8014 of the National Defense Authorization Act (FY04).
4.1.5 Summary of the Streamlined Process

There are several major differences between the streamlined competition, the streamlined competition with an MEO, and a standard A-76 competition.  

· OMB Circular A-76 allows streamlined competitions for those functions that are performed by fewer than 65 FTEs. However, DoD allows streamlined competitions to be performed only for those activities involving 50 or fewer FTEs. The development of an MEO is recommended for all streamlined competitions but is required by DoD for those involving 11 or more FTEs.

· As mentioned previously, although there is no formal PWS requirement for streamlined competitions, work requirements still must be identified.  For competitions for which a PWS is not developed, work outcomes are described in an SOO.  The RA will develop an SOO regardless of the type of streamlined competition it plans to conduct.

· The time frame for a streamlined competition without an MEO is 90 calendar days.  If the RA chooses to develop an MEO or issues a solicitation, the time frame for the competition can be extended to 135 calendar days (the basic 90-day period plus one 45-day extension) if granted by the CCSO.  If the RA cannot complete an announced streamlined competition within the time limit, the RA must convert the streamlined competition to a standard competition or, for a streamlined competition with an MEO, request an additional extension from OMB through the agency and the Office of Secretary of Defense Competitive Sourcing Official using the deviation procedure in paragraph 5.c. of OMB Circular A-76.(  

· A public competition is not required for either the MEO or the non-MEO streamlined competition.  Instead, the work that is described in the SOO should be compared to comparable service offerings in the private sector.  The KO either should survey the marketplace to determine what the cost of the service is in the private sector or should solicit private sector offers.  The Internet is a useful tool for such research.  Personal interviews with service providers (SP) in the private sector may also be conducted.

· Cost Comparison.  Because a public competition is not required for streamlined competitions, the ACE should be entered into COMPARE and compared to the results of the market research survey.  If the ACE is the lower cost, the work should remain in house and DLA should either maintain its current organization or implement the MEO.  If the agency cost is higher than the market research cost, the RA is required to develop a solicitation for the work of that function.

If the work will remain in house with the DLA workforce, the KO should issue a letter of obligation (see Appendix H).  If the work will not be performed by the in-house workforce, the KO should develop and publish a solicitation to select a private sector or public reimbursable SP.  The KO is responsible for publishing the results of the competition on FedBizOpps.gov.  In addition, the RA is required to implement post-competition activities in accordance with Circular A-76 and this Guidebook.  

4.2 Streamlined Competition Performance Decision Process

4.2.1 SLCF Certifications

To reach a performance decision, the agency will make three certifications on the SLCF in accordance with Attachment C of Circular A-76.  These certifications are made by the CSO (performance decision), the ATO (estimated cost of agency performance or public reimbursable performance), and the KO (estimated cost of private sector or public reimbursable performance). A different person must make each certification.  

4.2.2 SLCF Review

Consistent with procurement integrity, ethics, and standards-of-conduct rules, including the restrictions of 18 USC § 208, the SSA will allow incumbent SPs to review the SLCF before the public announcement of a performance decision. 

4.2.3 Public Announcement

The agency must make a formal public announcement (at the local level and via FedBizOpps.gov) of the performance decision. In addition, the SLCF will be made available to the public upon request.  However, if the ACE includes any support contracts, the agency will not release any proprietary information contained in these contracts. 

4.2.4 Implementing the Streamlined Performance Decision

The RA will implement the performance decision resulting from a streamlined competition as follows: 

· In the event of an in-house loss (private sector price or public reimbursable cost estimate is lower than the total cost of agency performance), the KO may issue a solicitation to select a private sector or a public reimbursable SP.  For a private sector performance decision, the KO will award a contract in accordance with the FAR and will implement FAR 7.305(c), the right of first refusal.  For a public reimbursable performance decision, the KO will execute a fee-for-service agreement with the public reimbursable source. 

· In the event of an in-house win (cost of agency performance is less than the private sector price or public reimbursable cost estimate), the KO and the official responsible for performing the commercial activity will execute a letter of obligation.

5. Standard Competition

5.1 Data Collection and Analysis

Data collection and analysis in the standard competition are based on the results of the workload data analysis performed in the preliminary planning phase of the process.  The results of this earlier analysis should indicate what data is needed, how it will be used, who might have it, and how to obtain it efficiently.  

5.1.1 Perform Initial Data Gathering 

Data collection should focus on—

· Obtaining organizational charts and listings of all positions and employees under competition 

· Obtaining mission statements for activity under study

· Collecting data on how the organization is currently operating (see Workload section of the Performance Work Statement [PWS] for help in arriving at a baseline full-time equivalent [FTE] count)

· Identifying workload indicators (what is being counted); this should be accomplished before collection of workload and workyear data 

· Evaluating the approach to be used in collecting workload and workyear data (i.e., how data will be collected, what systems exist, how information is stored); this should be accomplished before the information is requested

· Presenting PWS data collection methodology to supervisors, subject matter experts (SME), and work leads for validation

· Maintaining an audit trail of information; detailed records should be kept of where specific data came from (who, when, etc.) to prepare for any potential challenges.

5.1.2 Gather Data Through Subject Matter Expert Interviews
Interviews are critical to PWS and Most Efficient Organization (MEO) development.  These interviews can be conducted with both internal and external sources.  Internal sources are typically activity personnel at all levels, such as supervisors, work leaders, and functional employees.  Typical external sources include customers, Defense Logistics Agency (DLA) Headquarters (HQ), and public reimbursable providers.
Workforce interviews help to ensure the accuracy of the data collected and to secure workforce buy-in to the A-76 process.  Every effort should be made to collect the most reliable information.  To ensure the continuity and consistency of the key questions, interview guides should be established; however, the interviewer should also always remain flexible (see Appendix G).  
Group interviews, or focus groups, also can be an effective tool.  The primary consideration for these interviews is achieving representative participation of employees affected by the competition.  Group interviews can be used to validate generic data, validate individual interview data, and review draft documentation.  

5.1.3 Perform Organizational Analysis

The PWS team should review the current organizational structure and identify the services it provides.  Organizational analysis will allow the PWS team to understand the mission of the activity under study, as well as the activity’s current services and who provides them.  The mission and services, or outputs, of the organization, will serve as the basis for PWS development, development of standards, definition of performance indicators, and identification of performance requirements.  To understand the organization, it is helpful to create a tree diagram (shown in Figure 5-1 and described in Section 5.1.4).

A thorough understanding of the organizational mission and a clearly worded mission statement are essential to creating a performance-based PWS.  Information provided by the private sector during market research activities may be useful in developing the performance measures used in the PWS and the quality assurance surveillance plan (QASP).  As applicable, the PWS should address the need for a surge, sustainment, and mobilization capability, which could be required for contingency operations that might arise as a part of the organization’s mission.  In addition, identifying the risks involved in performing a particular function and developing appropriate risk mitigation strategies for inclusion in the PWS are important tasks for the activity under study, the Requiring Activity (RA) Commercial Activities (CA) Program Manager, and the PWS team.  

5.1.4 Tree Diagram
The tree diagram one of many tools used to identify functional activities. It breaks a job down into its smallest components, with each component representing a final service offering.  As shown in Figure 5-1, the top box of the tree diagram reflects the overall function, and each box beneath it shows the work performed for that function.  The boxes are numbered to show the relationship of the services to the higher level box.  Once the diagram is developed, it is subjected to two forms of analysis:  work analysis and activity analysis.  

Work Analysis:  In this analysis, each part of the tree diagram is broken down into “input,” “work,” and “output.”  Input is what is needed to do the job; work includes the steps needed to do the job; and output is what (i.e., services, products) the work produces.  During this analysis, the PWS team, the activity under study, and management staff will decide what outputs to include in the PWS.  Many of the outputs can be combined, and some will be identified as non-value-added and will not be included in the PWS.

Activity Analysis:  Each numbered box in the tree diagram should receive its own activity analysis.  The analysis will show the outputs of each of the activities.  As in the work analysis, the analysis will be broken down into input, work, and output.  The steps in the work section should be sequentially numbered to show how the work is performed. 

Once the PWS team identified the services that will be included in the PWS, additional data can be gathered. The PWS team will need to look at how often output services are provided and how long (cycle time) it takes to perform the services.  This information will either be documented (time sheets, job orders, or other records) or undocumented (estimates, industry standards, or observations). 
Figure 5-1. Sample Tree Diagram
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5.1.5 Develop Performance Standards

The PWS team will identify measurable performance standards (i.e., acceptable performance levels [APL]) for all PWS requirements.  APLs will be used to monitor the service provider (SP) (Agency Tender or contractor).  Identification of performance standards lets the SP know the level of quality or government standard that a PWS output should meet. Where standards are not easily identifiable, they must be developed through analysis and SME validation.  Some standards will be determined by laws and regulations, from which there can be no deviation. 

If APLs are not prescribed, the PWS team must work with the activity under study and management staff to decide what indicators would help to measure the process.  Rates in terms of time, distance, and accuracy are particularly useful for this purpose.  The PWS team must be careful to choose APLs that are realistic, and each service must have a measurable performance standard. The APLs should be summarized in the Performance Requirements Summary (PRS) as a technical exhibit to the PWS.

5.1.6 Develop Evaluation Criteria

Criteria for evaluating technical proposals should be developed during the development of the PWS and the QASP.  The established criteria must enable the evaluators to determine the relative merit of each proposal with respect to the evaluation factors.  The criteria will identify what evaluators should look for in proposals and will help determine the degree to which a proposal addresses each factor or subfactor identified in the solicitation. Performance criteria facilitate the evaluation of proposals against a uniform objective baseline rather than against each other.  

The PWS team is responsible for establishing these technical criteria. The MEO team and any potential offerors are expressly prohibited from developing or reviewing the evaluation criteria before the request for proposals (RFP) is published.

5.2 Performance Work Statement Development

Once analyzed and data collection is complete, the PWS can be written. This document is the cornerstone of the competition process.  It details the work to be performed, performance standards, and requirements.   The PWS is used by all offerors (including the Agency Tender) in developing their bids for performing the work.  

The PWS should be written in a narrative form that details all requirements that must be met. It should be written in precise terms with clear, concise wording.  Preparers should avoid using overly technical language and ambiguous terminology that cannot be enforced and should avoid use of the passive voice.  PWS team members should also ensure that they use consistent terminology and legally enforceable language (i.e., “shall”).  Any terminology that is specific to the activity under study should be defined within the documented PWS.  

Key elements of a PWS include a statement of required services, including output; the location of the products/services to be provided; performance periods; measurable performance standards for the output; and an APL or allowable error rate.  

To the greatest extent practicable, the PWS should allow for the use of performance-based methods for acquiring services.  Further discussion of performance-based contracting is provided in the Guidebook for Performance-Based Acquisition in the Department of Defense (December 2000).  Allowing for use of performance-based contracts encourages innovation and development of cost saving methods not typically encouraged by a more prescriptive contract format.  

The PWS becomes Section C of the solicitation.  The following sections must be developed for an accurate Section C:

· Section C-1—General Information. General information, including general scope of work, general operating conditions, personnel matters, and other relevant information (this includes security issues, contingency operations, etc.)

· Section C-2—Definitions.  Definitions of all special terms, phrases, and acronyms used throughout the PWS

· Section C-3—Government-Furnished Items and Services. Government-furnished property (GFP) and government-furnished services provided to the SP for use in executing the PWS activities 

· Section C-4—Service Provider-Furnished Items and Services.  Details of those items the SP is required to provide in executing the PWS activities

· Section C-5—Requirements.  Specific tasks that the SP is required to perform, including outputs and outcomes and quality control (QC) requirements

· Section C-6—References.  Applicable documents, specifications, manuals, and regulations governing the requirements included in the PWS.  

In addition to these sections, the PWS should include relevant exhibits, maps, manuals, and appendices.  Finally, the PWS should state that all of the SP’s QC records are subject to inspection by the Quality Assurance Evaluator (QAE) or Contracting Officer’s Technical Representative (COTR) at any time without prior notice and that all such records become the property of the government once the period of performance is completed/terminated.

The PWS should also include a technical exhibit that lists the GFP (including information, facilities, equipment, materials, and supplies) to be furnished to the SP. Office of Management and Budget (OMB) guidance favors furnishing most property to maximize investment on behalf of the taxpayer.  However, it must be acknowledged that some GFP may degrade the SP’s performance (e.g., GFP that is in use simply because funds are not available for replacement, regardless of its level of efficiency or effectiveness).  The recommended approach is to provide GFP that is effective and efficient and not to furnish non-value-added or antiquated property; property slated for disposal before the end of the performance period; or joint-use property, where the need for coordination between parties may create significant delays.  This approach promotes the furnishing of the most current property.  

Except as otherwise stated in Federal Acquisition Regulations (FAR) 51.201, Interagency Fleet Management System vehicles and related services will not be provided for contractor use.

An example of a PWS can be found in the online DLA A-76 Competitive Sourcing Internet Library & Directory at http://www.dla.mil/j-3/A-76/A-76Main.html and on the Office of the Secretary of Defense’s (OSD) SHARE A-76! at http://emissary.acq.osd.mil/inst/share.nsf. 
5.3 Quality Assurance Surveillance Plan 

The QASP describes the procedures to be used by the continuing government activity (CGA), the government organization monitoring the SP, to ensure that the SP is meeting the minimum requirements of the PWS.  The primary focus of the QASP is verifying that the SP’s quality control program is running effectively.  The QASP provides instructions to the QAE and comprises the CGA’s overall quality assurance surveillance strategy, surveillance descriptions, descriptions of required QC submittals, the PRS, available resources, instructions on issuing contract discrepancy reports, and methodologies for calculating monetary awards or deductions to be recommended by the COTR to the Contracting Officer (KO). 
The QASP motivates the SP to stay on top of quality issues as they develop and to take corrective and preventive actions before any government action is necessary.  It places QC responsibility on the SP, not the CGA.  If properly designed and implemented, the QASP should ensure that at least 90 percent of the quality management burden is on the SP and 10 percent or less on the CGA.  

An example of a QASP can be found in the online DLA A-76 Competitive Sourcing Internet Library & Directory at http://www.dla.mil/j-3/A-76/A-76Main.html and on OSD’s SHARE A-76! at http://emissary.acq.osd.mil/inst/share.nsf. 
5.4 PWS Draft Review 

An extensive, multifaceted review of the PWS must be conducted to ensure that the document is accurate, complete, and enforceable.  This review will involve direct review by key persons in the competition process, as well as review by and coordination with various stakeholders. 

As a stakeholder and a member of the PWS team, the KO will assist in ensuring that the PWS is procurable and enforceable.  To ensure that the PWS achieves these goals, draft versions of the document should be released for review and comment.  The KO, in coordination with the RA, is responsible for releasing any draft of the PWS to the public. Both internal and external stakeholders should review any draft releases of the PWS during its development.  Stakeholder participation in PWS development and review helps ensure adequate coverage of any functions performed in support of the stakeholder, including establishment of appropriate performance measures. Internal sources are typically the government employees affected by the competition, such as supervisors, work leaders, and functional employees.  External sources include the host activity, military customers, HQ, and public reimbursable providers. The RA or activity under study is encouraged to document information about stakeholder participation, including the date, the PWS version, participant name(s), and participant contributions, to ensure that any future questions about the incorporation of customer requirements can be addressed.
In addition, to ensure that the important issues raised during PWS preparation are adequately reflected and resolved, the activity under study should review the PWS and QASP.  This process may include determining whether business-related matters have been adequately addressed, ensuring that the boundaries of the competition have been adequately defined, ensuring that the PWS is performance based and focused on desired outcomes rather than process based, and reviewing surge requirements for accuracy. 

The RA will provide the PWS to the CSD for a high-level review before the solicitation is issued.  The appropriate analyst in CSD is responsible for accepting the document at HQ, sending it out to an established list of reviewers, reviewing comments received, and consolidating and sending these comments to the RA to resolve before the PWS is turned over to the KO for inclusion in the RFP.  

The KO is ultimately responsible for ensuring that the PWS is adequate and appropriate to serve as a basis for award.  Once the PWS is turned over to the KO for incorporation into an RFP, the KO assumes responsibility for the document. 

5.5 Developing the Continuing Government Activity 

The CGA is the independent government activity responsible for the administrative and management oversight of the SP once a competition decision has been made and implemented. The CGA, which is formed by the RA, consists of QAEs and other administrative positions common to Agency Tender and contractor decision scenarios. It will monitor the SP to ensure that it is meeting the PWS requirements, meeting performance standards, and implementing its quality control/quality surveillance plan. It is important to clearly identify the CGA’s responsibilities to ensure that they are not performing requirements included in the PWS.  In addition, because the CGA plays such a key role in post-competition activities, it is important that it be established early, position descriptions defined, and be adequately staffed with personnel who are technically competent and trained. CGA staff must completely understand their roles and responsibilities before the start of the performance period.

The CGA should be formed as soon as possible, preferably 12 months before the transition to a new SP.  The RA, which forms the CGA, should investigate options for recruiting employees who are interested in working in the CGA, have the appropriate knowledge base, and are able to dedicate their efforts full time to CGA activities. Because the size of the CGA directly affects the savings to be gained from the competition, the decision on the number of CGA positions should be made with care.  The activity should be no larger than necessary, but sufficient for the meaningful oversight of the selected SP and performance of other governmental functions not included as part of the competition.  Once potential CGA personnel have been identified, they should be adequately trained in their new roles and responsibilities. Appendix D presents examples of training and knowledge requirements for CGA personnel. Its is also important that the RA establish procedures for filling positions in the event that personnel changes occur due to priority placement process or other unforeseen personnel losses. CGA personnel positions should be determined prior to the start of the first performance period. If the requirement for additional CGA personnel occurs after the performance decision has been implemented, the RA must notify the CSD prior to establishing additional CGA positions. 
The RA will establish the requirements for the CGA. At a minimum the activity will be responsible for updating and implementing the QASP. These updates are required to ensure that the QASP addresses the QC approach submitted by the selected SP.  The CGA is responsible for monitoring the SP through all performance periods and should keep performance records to be used as past-performance data for future competitions. The CGA, in conjunction with the RA, also should update operating procedures to reflect these requirements and should assist the Human Resource Advisor (HRA) in developing new CGA position descriptions. 

5.6 Agency Tender Development

The Agency Tender is the government’s response to the solicitation; it describes the government’s MEO and is the basis for the government’s agency cost estimate (ACE).  The MEO should identify the organizational structure, staffing, operating procedures, equipment, and phase-in and inspection plans necessary to ensure that the in-house activity is performed in the most efficient and cost-effective manner possible.  The Agency Tender consists of several documents, including the MEO document, an ACE, a quality control plan (QCP), a phase-in plan, copies of any existing awarded MEO subcontracts, and any additional documents required by the RFP.   The key tasks in developing the Agency Tender include gaining an understanding of the PWS and solicitation/RFP, creating the MEO, developing the ACE, and designing the phase-in plan. Ultimately the Agency Tender should be developed to meet all the requirements listed in the final RFP.
5.6.1 Gain Understanding of the PWS and Solicitation/Request for Proposal 

The PWS forms the basis for Section C of the solicitation.  All offerors, including the MEO team, must understand all sections of the solicitation. Section C, Requirements; Section L, Instructions, Conditions, and Notices to Offerors or Respondents; and Section M, Evaluation Factors for Award, typically apply to the Agency Tender; however, there should be a thorough review of the entire solicitation to identify the sections that should be addressed.  All final management decisions regarding the Agency Tender are made by the ATO.  This official, along with the MEO team, is responsible for reviewing the Agency Tender in conjunction with any solicitation amendments and for incorporating changes as required.  If the ATO or the MEO team has any questions about RFP requirements, it should submit the questions to the Contracting Office.  All Agency Tender documents should conform to the requirements listed in the RFP.  

5.6.2 Document the As-Is Organization

Documenting the as-is organization is not a requirement for developing the MEO but can be useful to the MEO team in developing the Agency Tender. If the decision is made to documenting the as-is organization, the MEO team should begin with a profile of the organization as it is at the start of the competition.  This profile can include a description of the organizational structure (both formal and informal), the mission and functions, staffing plans, facilities, and equipment.  In documenting the staffing for the existing organization, the MEO team should identify all staff assigned to the function, including full-time, part-time, and temporary government employees; military personnel; and any contractor employees currently participating in the activity under study.  

It may also be beneficial to review the PWS workload and performance requirements to begin a crosswalk of the PWS to as-is cycle times. This crosswalk will be used to establish a PWS-required FTE baseline. The MEO should be designed to provide all of the services required in the PWS; thus, it is beneficial to map the MEO to the PWS to help ensure that no PWS requirements have been missed. This crosswalk can be used to identify and optimize as-is cycle times, as-is organizational structure, as-is staffing requirements, as-is operating procedures, and as-is facility and equipment requirements.  It is important to keep in mind that the PWS considers work outputs; it does not consider questions of frequency, method, or procedure (unless a procedure is mandated). Therefore, the MEO team may want to obtain copies of previous reports or studies that specify the volume of work, resource requirements, productivity rates, performance requirements and standards, or performance times.  This information can be used to define FTE requirements over each 12-month performance period, the first of which begins at contract start (unless the solicitation requires that the phase-in be the first performance period). 

5.6.3 Analyze the As-Is Organization

The MEO team may choose to analyze the as-is organization data to identify its main problems and inefficiencies.  Techniques that can be used for the analysis include analysis of historical data, work sampling, technical estimates, and other forecasting techniques. This includes analysis of the historical workload data collected during PWS development.  The team can use this analysis to determine the resources needed to fulfill the workload requirements in the PWS.  Alternatives to the present organization should be developed into specific recommendations for MEO implementation.  The team should focus on innovative and creative approaches to add value when performing the function outlined in the PWS.  In this effort, the team should use business process reengineering and industrial engineering principles, best practices, workflow diagrams, and business case and organizational analyses. 

5.6.4 Develop the MEO 

The MEO team should document all processes relative to the PWS to determine the to-be organization (i.e., the MEO) and to identify how to implement it with the optimum (i.e., most efficient) amount and combination of resources.  In building the MEO, the MEO team should prioritize key processes (high impact and resource consuming).  Flowcharts or diagrams can reveal areas in which process improvements could provide greater efficiency.  The MEO team may consider benchmarking against similar DoD or other federal organizations and commercial businesses to identify the latest techniques, innovations, and best practices for use in developing the MEO.  The personnel area usually represents the largest costs. Cost savings in this area can be realized by reducing staff through new technology, better methods, and cross-utilization of multiskilled people.  Process improvements that will be included in the Agency Tender as part of the selection process are based on fulfilling PWS requirements with the greatest possible cost savings.  However, it is important to note that the MEO cannot include new MEO subcontracts that would result in the direct conversion of work being performed by government employees to private contract.

The MEO team’s objective should be to develop an Agency Tender that is responsive to the solicitation, is adequately staffed to meet the workload requirements defined in the PWS, is competitive, and can perform at the defined APLs.  The MEO must follow a logical format and maintain references to all backup and source documentation.  Analyzing processes, evaluating performance metrics, and developing an organization from the ground up will accomplish these goals.  

The MEO should address all requirements stated in the solicitation. These requirements often call for an organization chart reflecting the MEO; position descriptions classified by HRA for the positions projected to be in the MEO; a description of how the proposed organization will execute the QCP; MEO equipment, supplies, material, and facilities; and specific details of MEO subcontracts.  

The HRA, along with the Human Resources Office, should support the MEO team with position management advisory services, monitor implementation of the position structure improvements in the MEO, and ensure accurate job classifications.  The HRA is a human resources expert who participates on the MEO team and helps create the Agency Tender. He or she is responsible for scheduling and maintaining milestones related to human resource endeavors; advising on position classification restrictions; classifying position descriptions, including exemptions; making sure sufficient labor is available to staff the MEO and implement the phase-in plan; and helping to develop the ACE by providing annual salaries and wages.  The HRA also develops an employee transition plan for the incumbent SP.   

The MEO team should take particular care in documenting the assumptions used in the development of the Agency Tender and the ACE.  If additional research is performed (such as time studies, process mapping, or benchmarking) this must also be documented.

5.6.5 Develop the Phase-in Plan 

The phase-in plan contains the actions and timelines required for successful progress from the current organization to the new SP.  For a standard competition, the KO will require a phase-in plan from all offerors, including the MEO.  A separate contract line item number (CLIN) for a phase-in plan must be included in the solicitation.  This CLIN is limited to phase-in costs related to the phase-in actions as described in the phase-in plan.  The MEO team must submit its own phase-in plan stating how it will transition to performance of the competed functions and replace the incumbent SP(s), as well as how it will address all applicable solicitation requirements.  Private and public reimbursable sources must meet the same requirements. The RA and CGA should also develop a phase-in plan that details all of the necessary actions before and after the performance decision to prepare for and execute a phase-in.

The purpose of the phase-in plan is to minimize startup confusion, disruption, and adverse impacts on operations and customer support when transferring responsibility from the current organization to the SP based on the final competition decision.  The ideal situation is for the phase-in to be transparent to the customers.  However, contingency plans should also be developed to prepare for other eventualities and to promote a smooth transition.  The MEO and the contractor phase-in plan must both address the RFP phase-in plan requirements, which include timeline, employee hiring/placement, and other startup activities.    The MEO and contractor phase-in plans must also describe the performance indicators that will define successful implementation of the SP’s phase-in plan.  

5.6.6 Develop the Quality Control Plan

The QCP documents how the MEO will meet and comply with the quality standards established in the solicitation.  At a minimum, the QCP must include a self-inspection plan, an internal staffing plan, and an outline of the procedures that the MEO will use to maintain quality, timeliness, responsiveness, customer satisfaction, and any other requirements set forth in the solicitation.

The SP is responsible for QC of services and the proper functioning of the QC program.  A good SP QCP addresses all aspects of quality management at all levels of the SP’s organization.  If the QC program is functioning properly, the SP’s services should be meeting the APLs set forth in the PWS.  Whenever there is a dip below a particular APL, the SP’s QC program should automatically kick in to institute corrective measures (which fix the immediate quality problem) and preventive measures (which help prevent future occurrences).  The SP also should prepare periodic quality discrepancy reports (QDR) regarding any such quality slippages and forward these to the KO or designee until the slippage is corrected.  

The most advantageous use of the QAE’s time is for monitoring and verification of the SP’s QCP.  QAE monitoring can be accomplished by various means, including independent testing via planned or random sampling, review of the SP’s QC records and reports against its QCP, review of customer complaints, performance of surveys and interviews, etc.  The QAE can issue contract discrepancy reports (CDR) that formally notify the SP of a quality problem. When determining the appropriate level of quality assurance surveillance, the activity under study must consider the level of risk acceptable given the relationship of the CA to the organization’s mission. The QAE should concentrate its high-intensity surveillance efforts on those areas identified by the SP’s QDRs, customer complaints and previous surveillance activities.  If services are meeting or exceeding the APLs and there are no other indicators of quality faults, then the QAE should monitor the SP’s QC program at a low intensity level.
5.7 Performing the Independent review 

The Director of DLA’s Internal Review Office serves as the IRO. OMB Circular A-76 does not require an IRO certification of the Agency Tender.  However, having an independent review (IR) performed to discover possible costing, workload, and requirement conflicts may be beneficial to the ATO and will remain DLA practice when feasible.  The IRO will not certify the offer but will provide a report to the ATO identifying any discrepancies between the offer and the PWS.  Before approval of the plan of action and milestones (POA&M), the ATO will prepare a letter to the DLA Director of Internal Review scheduling the IR.  The ATO will submit the Agency Tender and supporting documents to the IRO a minimum of 20 calendar days before certification and will include this action on the POA&M. The IRO will work with the ATO to develop additional timelines and reviews if needed. The IRO will independently review the solicitation, validate the technical and management feasibility of the Agency Tender, ascertain the correctness of the proposed costs, and identify any major issues.  It is recommended that the IRO review the Agency Tender in both draft and final form, and it is the responsibility of the ATO to make use of the IR analysis. The IR team will not include anyone who was involved in the development of the PWS or the Agency Tender.  

After the review by the IRO and before the due date for the private sector/interservice support agreement proposals, the ATO delivers the Agency Tender to the KO as sealed documents.  

5.8 Gathering and Analyzing Current Cost Information

The ACE details the government cost for performing the activity under study.  In preparing the ACE, it is important to document all costs associated with the Agency Tender. Examples of costs typically included in the ACE are—

· Personnel costs

· Material and supply costs

· Other specifically attributable costs

· Depreciation

· Facilities

· Cost of capital

· Rent

· Utilities

· Insurance

· Travel

· MEO subcontracts 

· Maintenance and repair

· Other costs.

This data is entered into the government’s cost comparison software program (COMPARE).  The values entered into COMPARE represent information derived from more detailed workload, position, and resource analyses.  The resulting Standard Competition Form (SCF) (see Figure 5-2) is used to compare the estimated cost of in-house performance with the cost of public reimbursable/contract performance to aid in the performance decision.  

Specific guidelines for using the COMPARE software are provided on the SHARE A-76 Web site, in the COMPARE User’s Guide, and in Attachment C of OMB Circular A-76. These sources should be checked frequently because updates to the COMPARE software occur regularly.

Standard competitions must include the conversion differential, which is defined as a cost that is the lesser of 10 percent of the MEO’s personnel-related costs (reflected on the SCF Line 1) or $10 million over all of the performance periods stated in the solicitation.  This amount is added to the cost of the nonincumbent source and is meant to capture nonquantifiable costs related to a conversion. 

Figure 5-2.  Standard Competition Form
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Adjusting Cost Information to the Requirements of the Agency Tender

The data collected for the current organization should be adjusted to reflect the requirements of the MEO before the data is included in the SCF.  All MEO-related costs, such as office supplies and safety equipment, can be adjusted to the new FTE count in the MEO.  Any equipment, supplies, facilities, or other costs associated with process improvements in the MEO, phase-in plan, or QCP also must be identified and included in the SCF.  It is important to review the PWS for additional costs, such as training and security clearance requirements.

5.9 OMB Cost Factors 

All costs in the government’s bid are adjusted for the first performance period according to the inflation factors published by OMB.  Detailed information on the use of inflation factors in the remaining years of the performance period is available in the DoD A-76 Costing Manual (DoD 4100.33).  Current inflation factors are available for downloading at http://compare.mevatec.com and are published by OMB through its A-76 transmittal memorandums.  Current salary rates and locality pay are available at http://www.opm.gov/oca/04tables/index.asp.

5.10 Entering Information in COMPARE   

The COMPARE software program will automatically calculate each year’s costs over the life of the proposed contract.  It also will provide detailed worksheets for review by the ATO and a completed SCF, ready for signatures.  The COMPARE program and user manual are available for downloading at http://compare.mevatec.com.

6. Solicitation and Evaluation

The process by which the government examines and evaluates proposals is known as “source selection.”  This process, covered in Federal Acquisition Regulations (FAR) Subpart 15.3 and Department of Defense (DoD) and Defense Logistics Agency (DLA) supplements, includes informal pre-solicitation activities, the formal solicitation of proposals, and evaluation of proposals.  The source selection process is the responsibility of the Source Selection Authority (SSA) assigned to the A-76 competition.  Key areas in this process include solicitation development; market research and source development activities; private sector/public reimbursable proposal evaluation; and comparison of the government, private sector, and public reimbursable offers.  These aspects are discussed in the following sections.

6.1 Develop the Acquisition Plan 

The development of the preliminary acquisition strategy takes place during preliminary planning (described in Chapter 3).  Further acquisition planning occurs with the preparation of the acquisition plan (AP), which must be developed and approved before solicitation release.   The AP details the approach to and the methodology for procurement. Within the AP, the Contracting Officer (KO) must establish the type of contract:  fixed price, cost reimbursement, or a mixed type.  Incentive contracts or award fee contracts (e.g., fixed price plus award fee) are generally preferred to fixed price or cost-plus-fixed-fee contracts.  If a performance bond is requested from a private source, the KO will include a separate contract line item number (CLIN) in the solicitation for the cost of the performance bond but will not include this cost in the contract price entered on Standard Competition Form (SCF) Line 7.

DoD has mandated that one of the following negotiated acquisition types be used to conduct a standard competition.  In addition, the selected type must be indicated in the SSP.

· Lowest Price Technically Acceptable (LPTA). In the use of the LPTA method, the performance decision, determined by price analysis and cost realism,( is based on the lowest cost of all offers and tenders, as well as on technical feasibility. LPTA source selection must be conducted in accordance with FAR Subparts 14.1 through 14.4 and OMB Circular A-76 Attachment B-D.5.b(1). 

· Phased Evaluation.  A phased evaluation source selection is more complex because it involves two steps or phases.  Phase 1 consists of KO evaluation of the technical capability of all offers and tenders.  In Phase 2, all offers and tenders determined in Phase 1 to be technically acceptable are evaluated based on cost. This evaluation includes a cost analysis, determination of the cost realism of the private sector proposals, public reimbursable cost estimates, and the agency cost estimate (ACE).  The performance decision will be based on the lowest cost of all technically acceptable offers.  Alternate performance standards, differing from the solicitation standard, are permissible, provided that the offeror submits an explanation of the ways in which the alternate standards differ from the solicitation standards, the cost of meeting each alternate standard, the cost difference between the alternate and the solicitation performance standard, a cost-benefit analysis explaining the rationale for each alternate standard, and proposed language for including the alternate performance standards in the amended solicitation. Further information on the phased evaluation source selection can be found in OMB Circular A-76 Attachment B-D.5.b(2).

The KO, in conjunction with the PWS team, is responsible for providing acquisition strategy recommendations to the SSA for approval. Access to AP documents is limited to appointed source selection officials, in accordance with FAR 3.103.  

6.2 Develop the Source Selection Plan

The source selection plan (SSP) is the written guide for the source selection process. It presents the source selection organization and responsibilities; the proposed evaluation factors, any significant subfactors, and their relative importance; the evaluation process, including specific procedures and techniques; and a schedule of significant events in the source selection process before public announcement.  The SSP forms the basis for Sections L and M of the request for proposals (RFP) and must be formally approved by the SSA. 

Developing the evaluation criteria is an interactive process that should involve the KO, the Requiring Activity (RA), the SSA, and the Performance Work Statement (PWS) team.  The involvement of these personnel ensures that the evaluation criteria do not change between the release of the solicitation and the evaluation of offers.  

In addition to indicating the chosen source selection process, the SSP may include a draft copy of the solicitation or the PWS.  If time permits, it may be beneficial to post a draft of the PWS on the Internet or to issue a draft solicitation for public review and comment, including feedback from directly affected employees and representatives.  The KO will release the draft solicitation (if time permits), the solicitation itself, and all amendments to the solicitation.  

Access to the SSP is limited to appointed source selection officials, in accordance with FAR 3.103.  

6.3 Conduct Informal Pre-Solicitation Activities

The collection of market research is a typical pre-solicitation activity and is used conduct exchanges with potential offerors and industry experts. These exchanges can help the government learn how the activity under study is actually performed in the private sector. Direct telephone and mail solicitation and advertising on FedBizOpps.gov, in newspapers, and in trade journals are useful for developing industry interest and obtaining input to the PWS development process.  Literature and Internet searches are other ways of obtaining market information. 

The information learned in market research can be used in preparing the PWS and developing the performance standards and other aspects of the solicitation.  

6.4 Conduct Formal Pre-Solicitation Activities

After completion of the informal pre-solicitation activities, formal actions relating to the solicitation are performed.  These actions begin with publishing a pre-solicitation announcement on FedBizOpps.gov and other appropriate media, and notifying private industry of the availability of a draft RFP or scheduling an industry day or pre-solicitation conference.  In addition to announcing the draft or event, the announcement should state that the government is seeking to identify vendors with the capability of and an interest in performing the services/functions that are the subject of the procurement.  Once the FedBizOpps.gov notice is published, FAR constraints on the procurement process apply.  The KO is responsible for preparing a synopsis of the work to be competed but will work with the PWS team to develop a description of the PWS requirements.

The KO will use informal market research to determine appropriate pre-solicitation activities.  If similar A-76 procurements have recently been performed, issuance of a draft RFP may be sufficient to request industry comments/feedback and to build a list of potential offerors.  If, however, the KO does not have previous experience with the services in the PWS or the related industry and has not previously seen this type of business opportunity from DLA, he or she may find it advantageous to conduct an industry day or pre-solicitation conference.  These events facilitate the exchange of ideas and information between government and industry with the intended result of promoting industry interest in bidding on the solicitation and providing the government with information for the refinement or improvement of the solicitation.  It is recommended that a draft requirements document/PWS/statement of objectives (SOO) be issued in conjunction with the industry day/pre-solicitation conference.  The KO is responsible for preparing the agenda and assigning responsibilities for the industry day/pre-solicitation meeting.  Briefings at the meeting should include a discussion of information pertinent to the activity under study.  During this meeting, private industry is given an opportunity to comment on the draft requirements document/PWS/SOO.  Industry comments can be provided orally during the meeting or in writing.  Written comments can be submitted before or after the meeting.  Attendees should be advised that the pre-solicitation information they provide is for government use and may or may not be used in the ensuing solicitation.  The KO should then analyze industry inputs for incorporation into the relevant portions of the solicitation.  

FAR 5.205(e) addresses the required actions for locating commercial sources as a special situation pertaining to procurements associated with an A-76 competition.  The KO may not conclude that there are no commercial sources capable of providing the required supplies or services until the requirement has been publicized through FedBizOpps.gov at least three times in a 90-calendar-day period, with a minimum of 30 calendar days between notices.  When the supplies and services being competed are necessary to meet an urgent requirement, this requirement may be limited to a total of two notices through FedBizOpps.gov in a 30-calendar-day period, with a minimum of 15 calendar days between the two.  If three notices are issued, the announcement of pre-solicitation activities or the availability of a draft solicitation might be the first of the three; the second could be the announcement of the availability of the final solicitation; and the third, the announcement of the preproposal conference or the solicitation closing date, as applicable.

6.5 Publish Solicitation Announcement

As noted previously, the solicitation must be announced on FedBizOpps.gov. Successful execution of this step depends on the following factors:

· A PWS that is clear, complete, and consistent

· Effective collaboration among the KO, the SSA, and the PWS team

· Early agreement on source selection and evaluation criteria.

It is the KO’s responsibility to state in the solicitation whether the acquisition procedure is a sealed bid or a negotiated procedure.  A negotiated procedure may take the form of lowest price technically acceptable or phase evaluation.  The KO must identify which of these types of source selection processes applies to the particular solicitation.  

The solicitation should state that the Agency Tender is not required to include a labor strike plan, a small business strategy, a subcontracting plan goal, participation of small disadvantaged businesses, licensing or certifications, or past performance information, unless the Agency Tender is based on an MEO that has been implemented in accordance with Office of Management and Budget (OMB) Circular A-76.

In preparation for the announcement, the KO should review the PWS to ensure that it is adequate and appropriate to serve as a basis for solicitation and award. The KO has the expertise to make the language appropriate for contracting purposes and can identify areas where further clarification is necessary.  Once the first draft of the PWS is developed, the KO should work closely with the PWS team.  Beginning this coordination early in the process saves valuable time later.  The KO should announce the solicitation in accordance with FAR requirements.  

6.6 Develop Independent Government Estimate 

The independent government estimate (IGE) establishes the anticipated cost of acquiring the services in the acquisition.  This estimate is required by the FAR and is used by the KO to determine whether an offeror’s proposed price is fair and reasonable and reflects an understanding of the PWS requirements.  The IGE document also forms the basis for commitment of funds by the RA comptroller—a commitment that must take place before the solicitation can be issued.

Development of the IGE is normally the RA’s responsibility.  Because the IGE is an acquisition and source selection document, members of the MEO team may not participate in the preparation of the estimate or be given access to it.  Use of consultant support also requires conflict of interest firewalls. If consultant support is used, different personnel must be employed to develop the IGE and the ACE.  

6.7 Conduct Solicitation Activities 

The KO is responsible for all aspects of the solicitation.  This includes developing and maintaining a list of potential offerors, publicizing the solicitation, making the solicitation available to all offerors, and maintaining a library of applicable technical materials, including directives, instructions, manuals, policy letters, etc.  It is highly recommended that the KO use the Internet to make solicitations, amendments, historical data, and technical materials available to interested parties. 

To facilitate the solicitation process, it is usually beneficial to allow potential offerors to inspect the facilities where the commercial activities will be performed before they prepare and submit their offers.  It also may be useful for the KO to convene a preproposal conference to respond to all questions.  The KO should respond in writing to any written questions about the solicitation submitted by the commercial offerors and the MEO team.  In addition, the KO is also responsible for issuing any amendments to the solicitation resulting from responses to questions or other changes, such as new contracting instructions.  Generally, offerors should be given at least 45 days from the date the solicitation is issued (depending on the solicitation’s complexity) to submit offers. The KO is responsible for receiving and safeguarding all proposals. 

The quality of the PWS is an important element in facilitating a timely response to a solicitation.  A PWS that provides a clear description of the service outputs and the performance standards to be met promotes timely submission of the Agency Tender and subsequent contractor offers.  In contrast, a poor PWS may delay completion of the process. Other factors that may hinder timely completion of solicitation evaluation include inaccurate workload figures, ambiguity, or other errors that require the KO to issue amendments. If such factors arise, the due date for submitting offers may have to be extended.  The PWS team is accountable for ensuring that this information is accurate, complete, and timely.

6.7.1 Solicitation Amendments

Past experience has shown that amendments and extensions to the solicitation timeline may be necessary to clarify questions from offerors or modify PWS requirements. Amendments to the solicitation are at the discretion of the KO, however any amendment that may affect the competition decision date must be approved by the CSD. Requests for approval should be submitted by the KO in writing or by email to the CSD and include the following:

· Length of proposed extension

· Reason for extension

· Potential impact of not granting the extension 

· Steps taken to negate the need for an extension and the resulting outcomes

· Impact on overall competition schedule if extension is granted

Additionally, the CSD must be notified before the issuance of any amendment proposed for issuance 30 days prior to solicitation closing. Notification should be made in writing and include:

· Purpose of the proposed amendment

· Rationale for not amending earlier and in impact of not amending solicitation

· Any anticipated changes to solicitation schedule as a result of the amendment

Once a request for extension or proposed amendment is received by the CSD, the impact on projected savings will be calculated and a final decision to extend or amend the solicitation will be issued no later then four days following receipt of the request. 

6.8 Evaluate Proposals

The process for evaluating proposals usually depends on the scope of the solicitation and its expected dollar value.  Generally, the broader the scope/the higher the dollar value, the more formal and structured the evaluation process.  The evaluation is conducted in accordance with the SSP, which has been developed in accordance with Defense Federal Acquisition Regulations Supplement (DFARS) 215.3.  The SSP defines the evaluation factors and criteria.  The KO will arrange for legal counsel to review all such source selection documents to ensure their compliance with statutory and regulatory requirements.

It is essential that those engaged in the procurement process protect the integrity of the source selection process.  For example, procurement officials (which include all government employees who review, approve, or have direct knowledge of the final PWS, the Agency Tender, the ACE, or contract cost estimates) are precluded from accepting employment with a contractor for a period of 2 years if a contract is awarded as a result of the competition process. Questions about employment rights should be directed to counsel and the servicing Human Resources Office.  Maintaining the integrity of the source selection process is ultimately the responsibility of the SSA.

6.8.1 Initial Review

Upon receipt of proposals, the KO will first check the government’s list of debarred or suspended contractors to ensure that none of the offerors is on the list.  The KO will then review each proposal to determine whether it complies with the solicitation requirements and has provided the information necessary for evaluation.  Offerors who have not addressed the requirements may be eliminated from further consideration.  If the technical proposals are to be evaluated by an SSEB, the KO will review these proposals to ensure that no cost data is included.  

6.8.2 Evaluation of Cost/Price Proposals

The KO must conduct a preliminary check to ensure the accuracy of calculations in the cost/price proposals.  For proposals from commercial offerors, the KO also will request Defense Contract Audit Agency assistance, in accordance with policy. In addition, the KO may request other assistance for evaluation of the Agency Tender.  The KO and CEB will evaluate the cost/price proposals from private sector offerors and the Agency Tender concurrently.  The evaluation must include price analysis and cost realism for all private sector cost proposals, public reimbursable cost estimates (SCF Lines 1a–6a), and the ACE (SCF Lines 1–6).  

6.8.3 Evaluation of Technical Proposals

The SSEB will conduct an in-depth review and evaluation of each offeror’s technical proposal against the factor definitions and applicable standards, all of which are derived from the requirements as defined in the solicitation and the SSP.  The board will evaluate the technical proposals from private sector offerors and the Agency Tender concurrently.  Ratings will be assigned by evaluators to indicate the extent to which the standards were met. The KO may conduct training tailored to the solicitation to prepare the team for the technical evaluation.  

6.8.4 Evaluation of Past Performance

The PRAG will conduct an in-depth review and evaluation of each offeror’s past performance against the factor definitions and applicable standards, all of which are derived from the requirements as defined in the solicitation and the SSP.  Unless it is based on an MEO that has been implemented in accordance with the OMB Circular A-76 dated May 29, 2003, the Agency Tender does not have to contain past performance information.  If the Agency Tender includes past performance information, the PRAG will evaluate the past performance of the private sector offerors and the Agency Tender concurrently. Ratings will be assigned by the evaluators to indicate the extent to which the standards were met.   The KO may conduct training tailored to the solicitation to prepare the team for the past performance evaluation.  

6.8.5 Subcontracting Plans and Proposals for Socioeconomic Programs

The KO is responsible for reviewing subcontracting plans for compliance and for evaluating proposals for socioeconomic programs (socioeconomic, Javits-Wagner-O’Day Act entity participation, and DLA Mentoring Business Agreements Program participation).  This evaluation is limited to commercial offers; the Agency Tender is not required to include a subcontracting plan or to address socioeconomic program participation.

6.8.6 No Private or Public Reimbursable Offers

If DLA performs a standard competition but does not receive any public reimbursable or private sector offer, or if it is determined that the offers and the prospective SPs are either not responsible or nonresponsive, several actions must be completed.

First, DLA must determine the reasons for the lack of satisfactory private sector or public reimbursable offers.  This determination is accomplished by consulting with private sector sources to analyze and identify potential problem areas in the solicitation.  Once these consultations are complete, the KO must detail the results in writing and propose a course of action to the DLA Component Competitive Sourcing Official (CCSO). 

After receipt of recommendations from the KO, the CCSO must evaluate the possible courses of action and provide a recommendation to the Department of Defense (DoD) Competitive Sourcing Official for approval.  Either the solicitation will be revised or the Agency Tender will be implemented.  The DoD CSO must consult with the Deputy Director for Management, OMB, if revising the solicitation results in the postponement of the solicitation closing date. Any documents developed during this decision process, including the KO’s recommendations, should be kept as part of the competition file.   

6.8.7 Discussions and Revisions

If the evaluations indicate that such discussions are necessary, the KO will establish a competitive cost range and hold discussions with all offerors whose bids fall within that range. These discussions give offerors the opportunity to revise their proposals.  In addition, for discussions regarding the Agency Tender, the KO will correspond with the Agency Tender Official (ATO) in writing, retaining records of all such correspondence as part of the competition file.  The KO may supplement these written evaluation notices with oral discussions with the ATO. (It is a good practice to provide written evaluation notices to all of the offerors in the competitive range before conducting oral discussions.)

Determination of a competitive range requires approval by the Source Selection Advisory Council and the SSA. The ensuing discussions must be conducted in accordance with FAR 15.306.  

6.9 Selection of the Service Provider

To select the SP, the KO will conduct an LPTA or phased evaluation source selection in accordance with FAR 15.101-2. The performance decision will be based on the lowest cost of all offers and tenders determined to be technically acceptable.  After the evaluation is concluded, the KO will perform a final verification to ensure that the agency and public reimbursable cost estimates are calculated in accordance with Attachment C of OMB Circular A-76, are based on the standard cost factors in effect on the performance decision date, and use the version of COMPARE costing software that is in effect on the performance decision date.  The KO will then enter the lowest contract price or public reimbursable cost on SCF Line 7 and enter any applicable federal income tax adjustment (as a deduction) on SCF Line 12. The KO will then complete the SCF calculations and sign the form.  The SSA makes the final performance decision by certifying the SCF.  If the Agency Tender has been excluded from the standard competition, the KO will calculate the SCF as required by OMB Circular A-76 Attachment C; the SSA will then make the performance decision based on the source selection decision document and document the reason for elimination of the Agency Tender on the SCF.

6.10 Performance Decision

6.10.1 Announcing the Performance Decision

Certification of the SCF by the ATO signifies the end date of the competition.  The performance decision must then be announced on FedBizOpps.gov and locally. A debriefing must also be offered to all bidders, including the ATO and directly affected employees, in accordance with FAR 15.503.  After resolution of any and all contests to the decision by interested parties (discussed in Section 6.10.2), the KO shall make available the certified SCF, Agency Tender, and public reimbursable tenders available to the public upon request. These documents can only be released prior to resolution of contests to legal agents of directly interested parties.  No proprietary information of the private sector providers of subcontracts included in the agency or public reimbursable tender can be released to the public.  Appendix D provides further details on the release of information.

When the performance decision is in favor of the Agency Tender, it is DLA policy to have the KO provide a letter of obligation to the MEO Responsible Official (the agency official deemed to be in the best position to oversee and be responsible for performance of the in-house organization) for signature.  This letter of obligation will outline the performance obligations that the MEO must meet throughout the performance contract. The MEO Responsible Official and the KO will issue the MEO letter of obligation to the respective activity leader.    

6.10.2 Contesting the Performance Decision

In general, streamlined competitions cannot be contested. However, if a solicitation is issued during the streamlined competition process the contest procedures outlined in the Competition in Contracting Act may apply.  In a standard competition, any directly interested party can contest the following five actions:  (1) the solicitation, (2) the cancellation of the solicitation, (3) the exclusion of a tender or offer from the competition, (4) the performance decision, and (5) the termination or cancellation of a contract or letter of obligation (provided that the contest alleges that improprieties involved in the performance decision caused the termination).  

OMB Circular A-76 states that all contests are governed by the procedures stated in FAR 33.103, Protest to the agency.  DLA implementation of FAR 33.103 is provided in DLA Directive 4105.1.  Although the Director of Procurement for the buying activity typically serves as the official reviewing alternate agency protests, this is not the case for alternate agency protests (i.e., contests) concerning competitive sourcing acquisitions.  For A-76 efforts, DLA appoints a separate official to ensure a sufficiently independent review.  The Agency Contest Authority (ACA) for alternate agency protests for A-76 competitions is the DLA Deputy General Counsel.

Contests must be filed with the KO, as stated in the solicitation. The KO will then forward the contests immediately to the ACA, who will provide copies of all of the contests (redacted if necessary) to all directly interested parties within 5 calendar days of receipt of the contest, with a notice that if parties wish to comment on the issues raised in the contest, they must do so in writing to the ACA within 7 calendar days.  The ACA and legal advisor may also obtain information from other sources, as needed.  The ACA and legal advisor will then review the contest and comments to arrive at a sound decision.  The ACA may use facilitation, mediation, or any other alternative dispute resolution technique to help resolve contest issues. The ACA will issue a written decision no later than the 30th day after receipt of the contest, explaining why the contest was sustained, denied, or dismissed.  Copies of the decision should be provided by fax and by certified mail, return receipt requested, to all directly interested parties.   

7. Post-Competition Activities 

After the service provider (SP) has been selected through the competitive process, post-competition activities will begin, to ensure an orderly transfer of responsibility from the current organizational structure to the Agency Tender or contract/public reimbursable performance. These activities include implementing the phase-in plan, monitoring performance and cost, reporting, and determining follow-on competition procedures.

7.1 Phase-in to the New Service Provider

Phase-in efforts begin with the announcement of the competition performance decision and end with the start of performance by the selected SP.  When the performance decision has been made, the Contracting Officer (KO) will publish an announcement of the decision on FedBizOpps.gov and the Competitive Sourcing Division (CSD) will work with the Requiring Activity (RA), the Office of Public Affairs (DP), the Legislative Affairs Office (DL), and Human Resources (J-1) to notify the appropriate officials in the chain of command, congressional delegations (e.g., those associated with the local competition area), affected employees and their representatives (e.g., union officials), affected contractors, and the local community.  During the transfer of responsibility, all federal human resources (HR), Federal Acquisition Regulations (FAR), and solicitation requirements should be followed. The phase-in period ends when all terms and conditions of the SP and the RA phase-in plans have been met.  

To expedite the phase-in process, the RA should establish a phase-in team before the performance decision is reached.  The purpose of this team is to provide high-level, cross-functional leadership throughout the phase-in process. The phase-in team should develop a plan to ensure a successful, positive, and orderly transition from the government activity under study to the new SP.  This transition should minimize loss of critical mission support.  As part of this effort, the phase-in team and the RA are responsible for developing contingency plans for delayed assumption of responsibility and for taking action to extend/augment military personnel and/or a subcontracted capability to support phase-in and mission requirements.  Between the submission of the Agency Tender and the performance decision, the phase-in team should primarily focus on issues associated with personnel actions.  However, training requirements and resources should also be identified during this period, and interservice support agreements (ISSA), standard operating procedures, information technology, and security actions reviewed.  Deliberate planning or final arrangements should not be made until the final competition decision is announced. 

It is important to select the phase-in team leader and to form phase-in task teams early in the planning phase.  The activity under study and the continuing government activity (CGA) should also consider forming phase-in teams to handle all new work processes, policies, procedures, facilities and equipment transfer or disposal, and financial alignment.  During this time, the activity under study and the CGA can prepare themselves for a smooth transfer of responsibility by ensuring accurate inventories and records, repairing facilities, and other such actions. Team members must have limited access to Agency Tender information, such as types of jobs and concepts of operations.  The CGA should also have access to the Most Efficient Organization (MEO) documents once the performance decision has been made (unless the team members have right of first refusal or disclosure issues). The CGA will begin systematic monitoring of the SP at the start of performance, as described in Section 7.2. 

7.1.1 Implementing the Phase-In Plan

The RA; the Human Resource Advisor (HRA), along with the HR task team; and the CGA will focus on adding details to the phase-in plan’s general plan of action and milestones (POA&M); developing an employee transition plan; improving or adjusting the communications plan to reduce rumors and maintain morale; setting up the HR Transition Center; preparing for employee counseling/briefing sessions; planning for hiring freezes, stockpiling vacancies, and additional support (subcontract labor); planning the appropriate labor relations activities; preparing reduction in force (RIF) plans and hiring strategies; and planning the phase-out of any military positions under study.  

To complete the general POA&Ms, the RA should arrange a full inventory of the facilities, equipment, plans, and documents to be provided or disposed of; schedule required training and certifications; establish new cost centers and obtain funds for delayed start; develop new protocols and roles; set up the CGA (if required); and establish assumption-of-responsibility criteria.

7.2 Monitoring Results

Monitoring begins during the phase-in of the new SP. Once the phase-in process is complete and the SP has assumed responsibility for performing the function, the CGA (consisting of Quality Assurance Evaluators [QAE] and other administrative positions common to Agency Tender and contractor decision scenarios) will monitor SP performance and cost.  SP performance is assessed against the requirements of the Performance Work Statement (PWS) or the statement of work (SOW), which the SP has agreed to meet in the solicitation.  In the event of a contractor win, an appropriate number of contract administration positions will be authorized for oversight.  (The number of contract specialists is automatically calculated by COMPARE [Line 8, contract administration costs, which are added to the contractor’s price]). In addition, if the competition results in a contract, the Administrative Contracting Officer (ACO) will appoint by letter a Contracting Officer’s Representative (COR) or Contracting Officer’s Technical Representative (COTR). It is critical for the government to partner with the new SP to achieve success and create a smooth monitoring process.

Elements of performance monitoring for both standard and streamlined competitions include implementation of the quality assurance surveillance plan (QASP) and completion of option extension reviews.  The SP’s quality control plan (QCP) also will contain actions for monitoring the services it provides to meet the requirements of the PWS.  The CGA’s QASP should be updated to reflect the SP’s QCP and should contain actions to determine whether the services meet the performance and technical requirements of the PWS. 

At the phase-in start, the phase-in teams will work with the CGA as it assumes full responsibility for monitoring the SP.  A post-decision PWS conference, which must include the phase-in team, the CGA, the KO (if performance is by contractor), and the SP, is a required part of this coordination.  This conference will consist of a line-by-line review of the PWS/SOW and the submitted phase-in plan. The initial review will be followed in 90 days by a second line-by-line review of the PWS/SOW with all parties. This two-review system gives the SP time to become familiar with startup and operational issues under the PWS/SOW. The conference and PWS/SOW reviews will address issue resolution, dispute avoidance, and alternative dispute resolution.  This process ensures that all parties have a shared understanding and are in agreement at the beginning of the phase-in period; that systems, records, and government-provided equipment and resources will be available; and that customer service will continue in a seamless fashion during the transition. 

If a contract has been awarded, the KO will pass responsibility for monitoring the SP to the appropriate activity ACO. The ACO may then appoint a COTR to provide day-to-day monitoring of the SP.  The COTR may or may not be a member of the CGA but should work closely with it to determine reporting requirements.  The ACO and the KO must meet early in the phase-in process to determine relevant reporting procedures. The ACO will provide copies of all contract modifications and future actions to the KO for tracking purposes and consideration in future competitions.  

All issues, requests, correspondence, or complaints from the command and departments (not under competition), as well as hosts or tenants, will be resolved through a single point of contact within the CGA.  This will allow the CGA to maintain oversight of the SP and will enable the SP to perform in accordance with the terms of its contract and cost proposal. 

Throughout the phase-in period, starting with the first month of the phase-in, the RA will provide a monthly report to the CSD.  Each report will contain information relating to the phase-in’s progress. Once the phase-in period is complete, the RA should alert the CSD to any critical issues/problems and should document lessons learned for future competitions and for use as past-performance data.    

The CGA will begin to monitor (as defined in the QASP) the SP at the beginning of the performance period.  The purpose of this monitoring is typical contract administration, which includes ensuring compliance with the terms of the PWS/SOW, processing payments, negotiating change orders, providing technical direction, inspecting and evaluating quality control, and eventually, contract closeout.  The QASP, which should already have been thoroughly reviewed, will be implemented by the CGA through the following actions:

· Scheduling surveillance (monthly inspections and validation of customer complaints)

· Measuring performance (collecting and analyzing data)

· Documenting performance (surveillance logs, complaint records, and discrepancy reports)

· Updating the QASP (collection method modification, reduced/increased inspections)

During the performance period, the RA will provide a CGA Quarterly Progress Report to the CSD that will show the SP's progress against the performance metrics as well as actual costs (CLIN or Agency Cost Estimate).  The report will discuss any deviations from desired performance or cost and what corrective action that has or will take place.

Any unsatisfactory performance by the SP or any discrepancy must be documented by the CGA in a report to the KO within 5 working days of the deficiency’s or discrepancy’s identification during surveillance.  Performance must be documented to provide focus for improvement and a legal basis for action. Informal or anecdotal evidence cannot be used to issue performance awards (if these are part of the PWS/SOW) or to initiate performance deficiency corrective actions.  If the SP is providing unsatisfactory service, the COTR must notify the ACO and the designated KO upon receipt of the performance report.  The KO will then request that the SP take corrective action and reserves the right to terminate the contract for lack of corrective action.  

In addition, the RA will advise the CSD when the SP’s performance is unsatisfactory and indicate what methods are being proposed for corrective actions.  The CSD is responsible for informing the Director of Logistics Operations (J-3) of problems in this area and will schedule meetings or video teleconferences as needed to discuss issues. Any major discrepancies or unsatisfactory service performance occurring post–phase-in should be elevated to the CSD immediately.

If an SP defaults or is otherwise terminated, the RA will take any necessary actions to prevent mission stoppage.  These actions include authorizing temporary in-house or ISSA performance and the use of reserves or other contractor support, if established at that time.  The RA will coordinate any anticipated default or termination actions with the Director of Logistics Operations through the CSD before taking those actions. Final approval of default or termination must be granted by the Defense Logistics Agency (DLA) Component Competitive Sourcing Official (CCSO).  

Termination for reasons other than failure to perform is discussed in Section 7.3.4.

7.2.1 Post-Award Performance Review

It is DLA policy to conduct Post-Award Performance Reviews for all competitions resulting in an award to an SP, unless otherwise directed by the CSD.  Reviews will be conducted by the DLA Internal Review Office. The review should be completed six months after the end of the first performance period. Any deficiencies will be identified in a report by the Independent Review Officer (IRO), including appropriate findings and recommendations.

The Post-Award Performance Reviews will ensure that the transition plans have been implemented, verify the SP's accomplishment of the work specified in the PWS, and validate that actual costs are in line with accepted estimates. The review will consider mission or scope changes, workload adjustments, contractual modifications, responsiveness, quality of work, and implementation of the QASP.

A final, draft Post-Award Performance Review report will be submitted to the CSD and RA for comment. A final report will be issued to the CSD, RA and CCSO 30 days after issuance of the draft report, and will be released to allow sufficient time for the SP to develop and implement a corrective action plan before the end of the baseline period.

The CSD and RA may request, as appropriate, optional, additional Post-Award Performance Reviews covering other performance periods. The DLA Internal Review Office shall publish and maintain a Post-Award Performance Review Handbook, containing more specific information on elements to be reviewed, and SP record keeping and documentation requirements.
7.3 Terminations

7.3.1 Notification

If at any time after the performance decision the CGA identifies or is made aware of performance issues associated with the requirements outlined in the PWS and associated acceptable performance levels (APL), budgetary allowances proposed in the letter of obligation, and subsequent modifications or customer feedback. The CGA will notify the RA immediately of any performance issues. The RA will then notify the CSD of the recommended course of action. The CSD may recommend to the CCSO that a review of the operation and organization in question be conducted.  Any review will be coordinated with the RA.  Performance issues can include missed APLs, back orders, or customer complaints.  Both a single recurring performance issue and accumulation of various performance issues may constitute a performance problem.  

Consistent with FAR Part 49 (49.402-3 and 49.607), if a performance problem is noted, the ACO will notify the SP (i.e., private sector contractor, public reimbursable provider, or MEO) of the poor performance through cure notices and show-cause notices.   The cure notice or show-cause notice must specify the problem(s) identified and the metric/measurement used to identify the issue.  The cure notice will establish an acceptable amount of time for correction of the situation before the next inspection.  The ACO must inform the head of the RA of such notices.

In response to the cure notice, the SP (i.e., private sector contractor, public reimbursable provider, or MEO ATO) must develop, and submit to the ACO with a copy to the CSD, a corrective action plan that mitigates future risk to the government and provides a roadmap for addressing the issues identified in the cure notice.  The ACO is responsible for ensuring that appropriate organizations within the RA are informed.

The ACO will review, and recommend (to the RA and the CSD) approval of, the corrective action plan or return it to the SP for additional information.  After the corrective action implementation time period, the government will review the operation for compliance.  If all aspects of the cure letter were satisfied and the operation or facility is performing acceptably, a copy of the cure letter will be retained in the ACO’s office.  If the SP fails to show that all aspects of the cure letter were satisfactorily addressed, the CCSO may, at his or her discretion, place the SP in default status. The CCSO, through the ACO, will then notify the ATO of the decision to terminate the contract or letter of obligation.

7.3.2 Default

If the ACO determines that an SP (i.e., private sector contractor, public reimbursable provider, or MEO) has failed to perform to the extent that a termination for default is justified, the ACO will issue a notice of termination, consistent with FAR 49.402-3.  Upon terminating an MEO letter of obligation, the CSD must change the inventory coding to reflect the fact that the activity is no longer performed by an MEO and must then perform either a streamlined or a standard competition.

7.3.3 Temporary Remedies

If the ACO terminates a contract, fee-for-service agreement, or MEO letter of obligation for SP failure to perform, the RA may use interim contracts, public reimbursable sources, or government personnel on an emergency basis.  The RA cannot allow these temporary remedies to be used for longer than 1 year from the date of termination.  

7.3.4 Terminations for Reasons Other Than Failure to Perform

If the RA determines that performance by an SP (i.e., private sector contractor, public reimbursable, or MEO) is to be terminated for reasons other than failure to perform, the Department of Defense (DoD) Competitive Sourcing Official (CSO) (without delegation) must approve the termination, in writing, and provide a copy to OMB before the termination. Requests for terminations must be forwarded to the CSD and routed through the CCSO. (One possible reason for such a termination is elimination of an agency requirement through divestiture, privatization, reorganization, or restructuring, or for reasons of national defense or homeland security.)

7.4 Best Practices and Required Reports

OMB Circular A-76 stipulates that several requirements must be fulfilled after a competition.  These steps, in addition to finalizing the activity under study, lay the groundwork for future competitions.  These post-competition requirements enable the success or failure of the competitive sourcing effort to be effectively tracked, monitored, and improved on.  

7.4.1 Best Practices

Once a competition has been completed, the RA will collect lessons learned and best practices from all competition participants and submit to the CSD for compilation. The CSD will post best practices and lessons learned from a streamlined or standard competition process on SHARE A-76! at http://emissary.acq.osd.mil/inst/share.nsf/ and in the DLA A-76 Competitive Sourcing Internet Library & Directory at http://www.dla.mil/j-3/a-76/A-76Main.html.  The CSD will ensure no proprietary data is released and maintain the accuracy and currency of DLA’s information, including links, on both the Office of the Secretary of Defense (OSD) and the DLA A-76 Web sites.

7.4.2 DoD Commercial Activities Management Information System 

OMB Circular A-76 requires that agencies maintain a competitive sourcing tracking database to monitor and record the progress of all competitions.  DLA will use the DoD Commercial Activities Management Information System (DCAMIS) (located at https://www.dcamis.army.mil) to fulfill this requirement.  DCAMIS is a DoD-wide interactive database-of-record Web application that can be accessed by the Commercial Activities Program Officer (CAPO) at the RA level, the CSD, and others on a need-to-know basis.  OSD uses DCAMIS to answer all questions from Congress or DoD regarding DLA's execution of its A-76 commercial activity competitions.  For this reason, the information in DCAMIS must be kept current at all times. 

The CSD is responsible for administering and reviewing the DLA A-76 competition records in DCAMIS, including assigning competition record numbers.  RA CAPOs are responsible for timely and accurate inputs, updates, and validations in DCAMIS.  RAs will forward competition cost updates to the CSD monthly.  The CSD will factor in all Headquarters DLA costs, and then forward the completed update to the RA CAPOs.  

Each competitive sourcing initiative (i.e., standard competition, streamlined competition, competition waiver) will have a DCAMIS record that tracks execution and savings.  Each initiative record contains an Initiative Administration section (which identifies information associated with DCAMIS record maintenance) and four separate phases for tracking the initiative.  The major sections are—

· Initiative Administration.  This section includes administrative information and initiative status information regarding the specific DCAMIS record.

· Phase 1—Startup.  This phase includes the DCAMIS data required to create and begin an initiative; the last element in this phase is the public announcement.

· Phase 2—In-Progress.  This phase includes the DCAMIS data related to performing the initiative; it begins with the establishment of the PWS and management plan teams and ends with submission of the private sector offers.

· Phase 3—Decision.  This phase includes the DCAMIS data documenting decision actions, beginning with the tentative decision, including resolution of all disputes, and ending with the announcement of the final decision.

· Phase 4—Post Decision.  This phase includes DCAMIS data that tracks the actual execution of a final competition decision.  It includes phase-in actions, SP information, and post-MEO review information.

7.5 Option Years of Performance and Follow-on Competition

The ACO will make option year exercise determinations for agency, public reimbursable, and private sector performance decisions in accordance with FAR 17.207.  Consistent with the FAR, the ACO will not approve performance periods that exceed the total number of years specified in the solicitation used in the competition.
For agency or public reimbursable performance decisions, the RA will complete another streamlined or standard competition of the activity by the end of the last performance period on the Streamlined Competition Form (SLCF) or Standard Competition Form (SCF), unless a specific exemption is granted by the DoD CSO (without delegation) before the end of the last performance period.  The DoD CSO may extend the performance period for a high-performing organization (HPO), if the CSO (1) determines that continued cost savings justify the extension, (2) documents these cost savings through the use of a COMPARE-generated SCF or SLCF, (3) limits the extension to no more than 3 years after the last performance period, and (4) makes a formal announcement of the extension via FedBizOpps.gov. (See the following section for further information on HPOs.)  For private sector performance decisions, the KO must comply with the FAR for follow-on competition.

7.5.1 DLA High Performing Organization Exemption Process

OMB Circular A-76 (Attachment B, sec E.5.b) allows for the classification of functions as High Performing Organization (HPO). Only organizations that have undergone a Business Process Reengineering initiative (including an MEO organization) within the preceding five years, achieved major performance enhancements under the initiative and will be able to sustain previous or achieve new performance goals through the continuation of its existing or completed Business Process Reengineering Plan may apply for HPO status.  Such an organization shall complete a total organizational assessment in the form of an HPO Plan that demonstrates enhanced performance measures at least comparable to those performance measures that might be achieved through competitive sourcing.   All HPOs must be approved by the DoD CSO. 

The DLA has established that only organizations falling into one of the following categories may apply for HPO status:
· An existing Most Efficient Organization (MEO) (i.e., resulting from a public-private competition) of 50 or less FTEs resulting from a competition that has successfully performed and met its budget for at least eighteen months post-phase in.  The DoD CSO must approve HPO status before the end of the last performance period on the Standard Competition Form (SCF) or Streamlined Competition Form (SLCF).

· An existing DLA function that has recently under gone a BPR or similar initiative within the preceding five years, achieved major performance enhancements and is able to sustain or achieve new performance goals through the continuation of its existing or completed BPR plan.  The function must contain 50 or less FTE’s and must demonstrate that performance and savings achieved is at least comparable to that achieved through competitive sourcing.
The Requiring Activity (RA) must submit the nomination and application packet to the Competitive Sourcing Division (CSD) for coordination with the HPO Board. The Chair of the HPO Board will determine the deadline for submission each year. At a minimum, application packets for an MEO organization must be submitted at least one year prior to the end of the performance period listed on their SLCF or SCF.

The HPO Board shall review applications and submit recommendations to the DLA Component Competitive Sourcing Official (CCSO) for approval.  The HPO Board will be chaired by the Executive Director, Distribution Reutilization Policy Directorate (J-37) and contain permanent members from DLA Human Resources (J-1), and DLA Financial Operations (J-8) and permanent advisors from the CSD and DLA General Counsel’s Office (DG). Rotating members will be appointed from the applicable Process Owners/ Parent Organizations of the RA submitting the HPO application packet. Once a determination has been reached by the HPO Board, the CSD will route the HPO designation requests to the Department of Defense (DoD) Competitive Sourcing Official (CSO) for final approval. Existing MEOs designated as HPOs will receive not more than three year of additional performance beyond the last performance period included in the SCF/SLCF. Non-MEO organizations granted HPO status will be exempt from competitive sourcing activities for a period of not more than five years.

An organization applying for HPO status will need to address competency and outstanding achievement in the following areas:

· Mission Performance:

· Demonstration of comparable performance measures to those that might be achieved through competitive sourcing

· Organic knowledge, skills or expertise

· Efficiency and effectiveness of key functions or processes

· Efficiency and effectiveness of the overall organization

· General customer satisfaction
· Human Resources:

· Adequate staff and employees programs

· Labor management agreements in-place to ensure effective implementation of the BPR and/or MEO
· Cost:
· Demonstration of continued cost savings, documented through the use of COMPARE, and overall financial performance for the organization

7.5.1.1 Application Procedures

An organization must be nominated for HPO status by its RA or process owner/parent organization. The HPO application packet must be received no sooner than 18 months after phase-in for existing MEOs and no later than one year prior to the end of the last performance period on the SCF/SLCF.  The first period of HPO status will begin not earlier than the end of the last performance period included on the SCF/SLCF.  Application packets for non-MEO organizations may be submitted at any time, but the RA must consult with the Competitive Sourcing Division prior to submission.
The application packet for all HPO candidates should include—
· Detailed HPO plan discussing how the organization meets each of the HPO requirements (see Appendix N)

· Current organizational chart.
For existing MEOs—
· Copy of SCF or SLCF 
· In coordination with the Contracting Officer, a new Agency Cost Estimate adjusted for inflation and materially significant PWS/mission modifications.  Documentation of changes in FTEs and any changes in the amounts among individual cost items are also required. (This information is used to update COMPARE  and generate the appropriate form, SCF or SLCF
· Copy of MEO Letter of Obligation and all revisions
For Non-MEO Organizations—

· A copy of the approved BPR plan including the “scope” of the BPR organization’s responsibilities, FTEs, etc.; a crosswalk of intended goals and metrics; actual outcomes; and justification for any discrepancies.

· Cost comparison detailing savings realized from BPR activities. 

· Copies of the previous year’s budget, current year budget and anticipated budget for the upcoming year
7.5.1.2 Evaluation 

The CCSO and HPO Board will evaluate the HPO application based on the criteria contained in Appendix N.  Special consideration will be given to those organizations that demonstrate improvements garnered through implementation of advanced technology programs or system(s).  These programs/systems may include e-Government initiatives, customer relationship management, supply chain management, enterprise resource management, or knowledge management systems.  The cost-benefit ration of such improvements will be addressed in the HPO submission and subsequent performance evaluations.

7.5.1.3 Notification of Certification

The CCSO will advise the RA and the KO of the results of the HPO Board review and will provide both with a copy of the final evaluation report.  If approved, the CCSO will then submit the complete HPO Plan and Evaluation report to the DoD CSO for final approval.  If HPO status is approved by the DoD CSO, non-MEO organizations must sign a Letter of Obligation stating their commitment to continuous improvement, the scope of their mission and organizational responsibilities, the financial and human resource expenditures to accomplish their responsibilities and the time period granted for HPO status. For existing MEOs, the KO will ensure that any change in status is reflected in the current MEO Letter of Obligation and that the new performance period is stated. Note:  HPO status for existing MEOs will begin with the completion of the last performance period included in the competition.  DLA will make an announcement on FedBizOps.gov notifying the public of an HPO designation.

7.5.1.4 Monitoring and Performance Evaluations
7.5.1.4.1 Monitoring of HPOs

Once approved, a DLA HPO must undergo a performance evaluation annually.  For an existing MEO, the CGA will work with the KO to track performance against PWS requirements, APLs, budget performance, and workload requirements on an annual basis.  For a Non-MEO organization, the RA must appoint a Quality Assurance Evaluator (QAE) to monitor the HPO organization.
7.5.1.4.2 Performance Evaluation

At least three months prior to the end of each year of operation (e.g., annually), the performance of any organization approved for HPO status will be evaluated and documented by the RA using the same criteria applied in the original HPO determination.  The evaluation must be completed before the current year of performance expires and in sufficient time to allow coordination through DLA and DoD Competitive Sourcing channels.  Failure to complete processing of the evaluation and recommendations before the end of the performance period may result in removal of the organization from the HPO program.  The evaluation information will be forwarded to the CSD with a recommendation about whether or not to continue the organization as an HPO.  The CSD will review the RA’s documentation and recommendation prior to forwarding to the CCSO for final determination of continued HPO status for the organization.

If the CGA or QAE determines that overall performance of the organization has dropped below HPO level, the official may request re-designation to non-HPO status at that time. An HPO that fails to meet the requirements outlined in its Letter of Obligation will lose its designation as an HPO and will become eligible for a public-private competition.  An MEO that loses HPO status will be subject to the termination based on failure to perform policies and procedures outlined in OMB Circular A-76, Attachment B, paragraph E.6 and Section 7.3. above. Non-MEO organizations that lose HPO status will become eligible for a competitive sourcing study.

8. Competition Cost Issues

OMB Circular A-76 competition costs are those costs directly associated with conducting an A-76 competition. Competition costs are tracked and maintained in the Commercial Activities Management Information System from the time a competition is announced to the point when a Most Efficient Organization (MEO) or a private contractor has completed the final performance period of the competition. Within the Department of Defense (DoD), the service provider’s (SP) length of performance is typically for 5 years:  a base year and four option years.  The Defense Logistics Agency (DLA) typically uses two performance periods:  a 3-year base period and one 2-year option.
A-76 competition costs do not include those costs associated with the overall management of the competitive sourcing program, such as A-76 policy and guidance, strategic planning and plan of action and milestones (POA&M) template development, development and maintenance of the DLA A-76 Competitive Sourcing Internet Library & Directory, DoD liaison, and the DoD Commercial and Inherently Governmental Activities Inventory.

8.1 Budgeting for an A-76 Competition

In addition to the cost of salaries and benefits associated with the government personnel who work on an A-76 competition, travel and training associated with MEO development, source selection evaluation teams, and Contracting Office support, additional monies are typically needed to pay for consultants to assist the Requiring Activity’s Commercial Activities Program Office in developing Performance Work Statements (PWS), quality assurance surveillance plans, MEOs, etc.  The typical budget planning figure used by DLA for consultant support, travel, training, and temporary duty (TDY) is $4,000 per announced competition full-time equivalent (FTE).  Current year dollar amounts are available from the Competitive Sourcing Division.

8.2 Tracking and Monitoring A-76 Competition Costs

To the greatest extent possible, competition costs should be directly attributable to a particular competition on a monthly basis.  However, in some cases this may not be possible, such as when a consultant is used to provide support for PWS or MEO development for several competitions.  In those cases, the costs should be allocated on a per-competition, per-FTE per-month basis. (Chapter 9, Performance Measurement, contains additional information on monitoring competition costs.)  Monthly costs should be reported during performance metric video teleconference (VTC) meetings.

For calculation of net savings, gross costs will include direct competition costs that are entered into the DoD Commercial Activities Management Information System (DCAMIS) and other true costs not captured by DCAMIS.  Other true costs include separation other than severance, phase-in, and the continuing government activity.  Gross savings are the difference in cost between the pre-competition in-house operation and the post-competition MEO or contractor over the performance period of the PWS, after adjustment for changes in workload.  Net savings are calculated by subtracting gross costs from gross savings.  Competition costs per FTE are calculated using direct competition costs divided by the number of FTEs announced for a competition.

9. Performance Measurement

In an effort to continuously monitor A-76 competition costs and competition schedules, the Defense Logistics Agency’s (DLA) Competitive Sourcing Division (CSD) has initiated a performance measurement reporting process.  Under this process, performance measure templates, called “dashboards,” have been developed to capture A-76 competition costs, schedules, and key issues.  The template is included in Appendix L. The Requiring Activity (RA) will report these performance metrics to the CSD each month via a video teleconference (VTC).    The resulting data provides the basis for information disseminated, as needed, to various levels of management and is used to make adjustments to the program if necessary.

9.1 Process for Completing the Performance Measure Cost Sheet

Competition participants play a significant role in cost containment by establishing realistic cost plans and schedules and by being accountable for cost overruns or schedule slippage.  

During the preliminary planning phase, competition team leads will develop a competition cost plan, focusing on identifying anticipated costs.  This cost plan will be based on competition-based resource inputs, including labor and travel costs from the Performance Work Statement (PWS) team, the Most Efficient Organization (MEO) team, and the solicitation associated with each competition and will serve as a baseline of projected costs. The competition cost plan should be broken down into the major areas of the A-76 competition and by the different groups accountable for executing the plan.  The plan must be reviewed with the RA Comptroller to ensure alignment with the overall RA A-76 budget and must be approved by the CSD.

A-76 costs must be collected throughout the A-76 competition.  By the end of the third week of each month, Headquarters (HQ) and field cost data from the previous month must be submitted to the CSD.  This cost data is collected from HQ staff, the activity under study (e.g., depots), the RA (e.g., DDC or DRMS), the Contracting Officer (KO), the DLA Office of Operations Research and Resource Analysis (DORRA), and DLA’s Internal Review Office.  A sample cost tracking form, with instructions, is provided in Appendix M.  A-76 competition costs are those costs directly associated with conducting competitions.  Costs associated with the overall management of the competitive sourcing program for the agency, such as A-76 policy and guidance, Federal Activities Inventory Reform (FAIR) Act inventory, etc., are not considered in a specific A-76 competition’s cost. 

The CSD will compare actual costs with the competition cost plan to determine monthly cost variance in order to quickly identify problem areas. 

9.2 Performance Metrics Dashboard Process

Program participants will provide the CSD with a monthly accounting of the costs associated with each competition, along with individual milestones, key points, and any changes or actions required due to cost overruns or schedule slippage. The CSD will then compile each competition’s costs and updates into the dashboard. Although the cost data in the dashboard is current as of the previous month, the remaining data on the dashboard should be current as of the time of reporting.  The completed dashboard is then returned to the RA for review and reported to the CSD at the monthly dashboard VTCs. Dashboards are reviewed and discussed during the VTCs. If necessary, after the VTC, the dashboard will be finalized to incorporate any additional comments or clarifications resulting from the meeting.

The detailed performance measurement process and timeline are as follows:

· By the third week of the month, the KO and the team leads provide their competition/quadrant updates (current milestones, upcoming milestones, key points, and changes/actions required) to the RA staff. 

· By the end of the third week of each month, the RA compiles the KO and team lead updates and sends the information to the CSD.

· Also by the end of the third week of each month, the RA, the activity under study, the KO, the DORRA, HQ staff, and the Internal Review Office provide cost data from the previous month to the CSD.  

· The CSD compiles and summarizes the cost data from the field and HQ and transfers the data to the performance metrics dashboard. 

· By the end of the month, the CSD sends out a completed dashboard to all VTC attendees.   

· In the first week of the month, a VTC is held in which the VTC group reviews and discusses the dashboards and identifies issues or action items related to schedule, cost, or quality.

· If necessary, after the VTC, the dashboard will be updated to incorporate any additional comments or clarifications from the meeting.

Updates to a competition’s cost plan or schedule must be vetted by the CSD and tracked on the corresponding month’s dashboard.    
Responsibilities for completing the performance metrics dashboard are assigned to various functions within DLA.  Table 9-1 summarizes the functions, responsibilities, and due dates.  

Table 9-1. Performance Measurement Functions and Responsibilities

	Function
	Responsibility

	Cost Data
	RA, activity under study, KO, DORRA, IRO, and HQ enter prior month’s cost data into form and send to CSD, by end of the third week of each month 

CSD compiles cost data and enters it in each dashboard

	Dashboard
	RA collects competition/quadrant updates (current milestones, upcoming milestones, key points, changes/actions required) and sends to CSD by end of third week of the month

CSD compiles and summarizes competition/quadrant updates and transfers them to the dashboards

By the end of the month, CSD sends completed dashboard to RA and the other VTC attendees for final review 

	VTC
	CSD distributes completed performance metrics dashboards to VTC group by end of the month

VTC meeting is held first week of each month


9.2.1 Steps for Completing the Performance Metrics Dashboard 

Detailed steps for completing the performance metrics dashboard are listed below.  Note that most of these steps are completed by the CSD using data supplied by the RA.  However, the RA should ensure that the data entered in the dashboard by the CSD is accurate and valid.

· Input the lead point of contact for the depot’s A-76 competition from the different teams in appropriate contact field:

PWS team, MEO team, contract team, and HQ

· Input the appropriate schedule and cost status indicator (which includes the color and the color initial):


Green—On schedule/to plan
   Yellow—Caution
Red—Action required

· Input the name of the activity under study

· Input month/year for the cost data 

· Input month/day/year for the competition/quadrant updates (this should be more current than the cost data)

· Input the actual begin and the anticipated end dates of competition in “Competition Start Date” and “Competition Finish Date” fields, respectively, using month, day, and year

· Input the following data for each quadrant of dashboard:

· Current Milestones. Summary of current completed key activities (as of the VTC)

· Upcoming Milestones. Key events or activities occurring in the next 4 to 6 weeks

· Key Points. High-level overview (no more than three bullets) of schedule, cost, or variance trends (e.g., upward or downward costs) and primary influences driving them

· Changes/Actions Required. Action(s) taken/needed to adjust competition, schedule, and/or budget

· Cost data is inserted on the right-hand side of the dashboard.

9.3 Dashboard Performance Ratings
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9.4 Monthly Dashboard VTC Updates

Dashboard VTCs typically occur during the first week of each month at regular A-76 VTCs.   At these VTCs, each Commercial Activities Program Manager will provide updates to the dashboard group.  This group will then review and discuss the dashboards and cover several key points, including—

· Progress along critical path

· Completion of milestones

· Status of upcoming milestones

· Actual costs to date versus planned

· Key issues

· Actions taken, if any, affecting scope, schedule, resources, competition activities, and milestone dates

· Issues identified in PWS development or RFP amendments.

Appendix A—Definitions and Acronyms

Definitions

Acceptable Performance Levels (APL):  The minimum level of performance the government will allow and still determine the overall performance to be acceptable.

Activity:  A specific task or grouping of tasks that provide a specialized capability, service, or product based on a government requirement.  Depending on the grouping of tasks, an activity may be an entire function or may be a part of a function.  An activity may be inherently governmental or commercial in nature.

Activity Under Study (AUS): A specific task or grouping of tasks that provides a specialized capability, service, or product based on a recurring government requirement that has been chosen for competition under the A-76 process.  Depending on the grouping of tasks, an activity may be an entire function or may be a part of a function.  

Agency Cost Estimate (ACE):  The government’s cost estimate for the most efficient organization (MEO) performance of the requirements in the Performance Work Statement (PWS).

Agency Tender:  The agency management plan submitted in response to a solicitation for a standard competition.  The Agency Tender includes an MEO, a certified agency cost estimate, the MEO’s quality control plan, the MEO’s phase-in plan, and copies of any existing awarded MEO subcontracts (with the private providers’ proprietary information redacted).

Agency Tender Official (ATO):  An inherently governmental agency official with decision-making authority who is responsible for the Agency Tender and represents the Agency Tender during source selection.

Commercial Activity (CA):  A recurring service that could be performed by the private sector.  This recurring service is an agency requirement that is funded and controlled through a contract, fee-for-service agreement, or performance by government personnel.  Commercial activities may be found within, or throughout, organizations that perform inherently governmental activities or classified work.

COMPARE:  The Department of Defense (DoD) designated software tool for completing the government cost estimate and the standard competition form (SCF)/streamlined competition form (SLCF).  

Competition:  A formal evaluation of sources to provide a commercial activity that uses preestablished rules (e.g., the Federal Acquisition Regulation [FAR], Office of Management and Budget [OMB] Circular A-76).  Competitions between private sector sources are performed in accordance with the FAR.  Competitions between agency, private sector, and public reimbursable sources are performed in accordance with the FAR and OMB Circular A-76.  The term “competition,” as used in the Circular, includes streamlined and standard competitions performed in accordance with this guidebook, and FAR-based competitions for agency–performed activities, contracted services, new requirements, expansions of existing work, and activities performed under fee-for-service agreement.  

Competitive Sourcing Official (CSO): The official responsible for implementation of the OMB Circular A-76 throughout the Department of Defense and the principal official in charge of the Department’s Competitive Sourcing Program. The Deputy Under Secretary of Defense (Installations and Environment) is appointed this position  

Component Competitive Sourcing Official (CCSO):  An inherently governmental official responsible for the implementation of the OMB Circular A-76 within the Defense Logistics Agency (DLA).  The Director of DLA is appointed this position.
Continuing Government Activity (CGA): The government organization as an activity that has completed an A-76 competition that is responsible for the oversight of the service provider (SP) (MEO or contractor).

Contracting Officer (KO):  An inherently governmental DLA official who participates on the PWS team and is responsible for the issuance of the solicitation and the source selection evaluation methodology.  The KO awards the contract and issues the letter of obligation or fee-for-service agreement resulting from a standard or streamlined competition.  

Contracting Officer’s Representative (COR)/Contracting Officer’s Technical Representative (COTR):  An individual designated and authorized in writing by the Contracting Officer (KO) to perform specific technical or administrative functions.

Directly Affected Employees:  Civilian employees whose work is being competed in a streamlined or standard competition.

Full Time Equivalent (FTE):  A manpower measure used by the DoD to represent a year’s worth of employee effort that equals 1,776 productive work hours, excluding holidays and leave.

Human Resource Advisor (HRA):  An inherently governmental DLA official who is a human resource expert and is responsible for performing human resource-related actions to assist the ATO in developing the Agency Tender.

Inherently Governmental Activities:  An activity that is so intimately related to the public interest as to mandate performance by government personnel.  

Interested Party:  For the purposes of challenging the contents of DLA’s commercial activities inventory pursuant to the Federal Activities Inventory Reform Act, an interested party is (1) a private sector source that is an actual or prospective offeror for a contract or other form of agreement to perform the activity and has a direct economic interest in performing the activity that would be adversely affected by a determination not to procure the performance of the activity from a private sector source; (2) a representative of any business or professional association that includes within its membership private sector sources referred to in (1) above; (3) an officer or employee of an organization within an executive agency that is an actual or prospective offeror to perform the activity; (4) the head of any labor organization referred to in section 7103(a)(4) of title 5, United States Code, that includes within its membership officers or employees of an organization referred to in paragraph (3).

MEO Letter of Obligation:  A formal agreement that DLA must implement when a standard or streamlined competition results in DLA performance (MEO).

MEO Team:  A group of individuals, comprising technical and functional experts, formed to assist the ATO in developing the Agency Tender.

Most Efficient Organization (MEO):  The staffing plan of the Agency Tender, developed to represent DLA’s most efficient and cost-effective organization.  An MEO is required for a standard competition and may include a mix of government personnel and MEO subcontracts. 

Performance Measurements:  The use of performance measurement information to focus an organization on achievement of results by effecting positive change in the organization’s people, processes, and technology.

Performance Work Statement (PWS):  A section in the solicitation that identifies the technical, functional, and performance characteristics of DLA’s requirements.  The PWS is performance-based and describes DLA’s needs (the “what”), not specific methods for meeting those needs (the “how to”).  The PWS identifies essential outcomes to be achieved, specifies DLA’s required performance standards, and specifies the location, units, quality, and timeliness of the work.

PWS Team:  A group of individuals, composed of technical and functional experts, formed to develop the PWS and quality assurance surveillance plan, and to assist the KO in developing the solicitation. 

Phase-in Plan:  A prospective provider’s plan to replace the incumbent provider(s) that is submitted in response to the solicitation.  The phase-in plan is implemented either during its own performance period or as part of the first performance period of the solicitation and includes details on minimizing disruption, adverse personnel impacts, and start-up requirements.  

Plan of Action and Milestones (POA&M):  A schedule of important events and key due dates for specific portions of PWS and MEO materials.  It is a tool that enables project teams to complete their documents on time and allows other key personnel to view expected progress toward these goals. 

Public Announcement:  A formal declaration that DLA has made (1) a decision to perform a standard or streamlined competition or (2) a performance decision in a standard or streamlined competition.  The KO makes these announcements via FedBizOpps.gov.
Public Reimbursable Source:  A service provider from a federal agency that could perform a commercial activity for another federal agency on a fee-for-service or reimbursable basis by using either civilian employees or federal contracts with the private sector.

Quality Assurance (QA):  The functions and associated actions performed by the government to ensure that contract requirements are performed in accordance with (IAW) specified standards and that an appropriate level of SP quality control activities are in place and operational.

Quality Assurance Evaluator (QAE):  An individual responsible for evaluating the performance of work performed under a PWS.  

Quality Assurance Surveillance Plan (QASP):  The functions and associated actions performed by the government to ensure that contract requirements are performed IAW specified standards, and that an appropriate level of SP quality control activities are in place and operational.  The QASP also forms the basis for the Post Competition Accountability.

Quality Control Plan (QCP):  A self-inspection plan that is included in all offers and tenders.  The quality control plan describes the internal staffing and procedures that the prospective provider will use to meet the quality, quantity, timeliness, responsiveness, customer satisfaction, and other service delivery requirements in the PWS. 

Request for Proposals (RFP):  The solicitation in negotiated acquisitions.

Requiring Activity (RA):  The activity or organization responsible for describing DLA needs and ultimately responsible for execution of mission and functions of the AUS. 

Service Provider (SP):  Organization that performs functions outlined in the PWS.

Standard Competition Form (SCF):  The agency form that documents and certifies all costs calculated in the standard competition in accordance with OMB Circular A-76 using COMPARE software.

Streamlined Competition Form (SLCF):  The agency form that documents and certifies all costs calculated in the streamlined competition in accordance with OMB Circular A-76 using COMPARE software.

Acronyms

ACA
Agency Contest Authority

ACE
Agency Cost Estimate

ACO
Administrative Contracting Officer

AFB
Air Force Base

AFGE
American Federation of Government Employees

AP
Acquisition Plan

APL
Acceptable Performance Level

ATO
Agency Tender Official

AUS
Activity Under Study

BAS
Business and Acquisition Strategies

BASOPS
Base Operations

BOSS
Base Operating Supply System

BPR
Business Process Reengineering

BSM
Business Systems Modernization

CA
Commercial Activity

CAM
Customer Account Manager

CAPO
Commercial Activities Program Officer

CCSO
Component Competitive Sourcing Official

CDR
Contract Discrepancy Report
CEB
Cost Evaluation Board

CFR
Code of Federal Regulations
CGA
Continuing Government Activity

CINC HQ
Commander in Chief Headquarters
CLIN
Contract Line Item Number

COR
Contracting Officer’s Representative

COTR
Contracting Officer’s Technical Representative

CS
Contract Specialist

CSD
Competitive Sourcing Division

CSO
Competitive Sourcing Official

CSR
Customer Service Representative

DAASC
Defense Automated Addressing Systems Command

DAPS
Document Automation and Production Service
DCAA
Defense Contract Audit Agency

DCAMIS
DoD Commercial Activities Management Information System

DCMA
Defense Contract Management Agency

DDC
Defense Distribution Center
DDTP
Defense Distribution Depot Tobyhanna

DESC
Defense Energy Support Center

DFARS
Defense Federal Acquisition Regulations Supplement

DG
DLA General Council

DISOC
DLA Information Support Office Columbus

DL
DLA Legislative Affairs
DLA
Defense Logistics Agency

DLA-E
DLA Europe
DLA-P
DLA Pacific

DLAD
Defense Logistics Agency Directive


DLAR
Defense Logistics Agency Regulation

DLIS
Defense Logistics Information Service

DNSC
Defense National Stockpile Center

DoD
Department of Defense

DoD/GC-SOCO
Department of Defense Standards of Conduct Office

DoDD
Department of Defense Directive

DoDI
Department of Defense Instruction

DOL
Department of Labor

DORRA
DLA Office of Operations Research and Resource Analysis

DP
DLA Public Affairs
DRID
Department of Defense Reform Initiative Directive
DRMO
Defense Reutilization and Marketing Office

DRMS
Defense Reutilization and Marketing Service

DSCC
Defense Supply Center Columbus

DSCP
Defense Supply Center Philadelphia

DSCR
Defense Supply Center Richmond

DSIO
DLA Systems Integration Office

DSS-B
DLA Support Services Business Management Office
DTC
DLA Training Center

DUSD(I&E)
Deputy Under Secretary of Defense (Installations and Environment)

EEOO
Equal Employment Opportunity Office

FAIR
Federal Activities Inventory Reform 

FAQ
Frequently Asked Questions

FAR
Federal Acquisition Regulations

FIPS
Federal Information Processing Standard

FOIA
Freedom of Information Act

FOUO
For Official Use Only

FTE
Full-Time Equivalent

FWS
Federal Wage Schedule

FY
Fiscal Year

GAO
Government Accountability Office
GFP
Government-Furnished Property
GS
General Schedule

HPO
High-Performing Organization
HQ
Headquarters

HR
Human Resources

HRA
Human Resource Advisor

HRO
Human Resources Office

IAW
In Accordance With

IGE
Independent Government Estimate

IR
Independent Review

IRO
Independent Review Officer

ISSA
Interservice Support Agreement

J-1
DLA Human Resources
J-3
DLA Logistics Operations
J-4
DLA Customer Operations and Readiness
J-6
DLA Information Operations

J-8
DLA Financial Operations

J-12
DLA Human Resources Strategy
J-14
DLA Human Resources Policy and Information

J-16
DLA Military Personnel and Administration

J-33
DLA Acquisition Technology and Supply Directorate

J-38
DLA Business Management Directorate
J-308
DLA Internal Review Office

J-65
DLA Information Technology Strategy, Policy and Resources

JWOD
Javits-Wagner-O’Day Act

KO 
Contracting Officer

MBA
Mentoring Business Agreement

MEO
Most Efficient Organization

MTMC
Military Traffic Management Command
MOA
Memorandum of Agreement
MOU
Memorandum of Understanding

NAF
Nonappropriated Funds
NEPA
National Environmental Policy Act

OMB
Office of Management and Budget

OSD
Office of the Secretary of Defense
PAO
Public Affairs Office

PM
Performance Measures

POA&M
Plan of Action and Milestones

POC
Point of Contact

PRAG
Performance Risk Assessment Group

PRS
Performance Requirements Summary

PWS
Performance Work Statement

QA
Quality Assurance

QAE
Quality Assurance Evaluator
QASP
Quality Assurance Surveillance Plan

QC
Quality Control

QCP
Quality Control Plan

QDR
Quality Discrepancy Report

RA
Requiring Activity

RFP
Request for Proposals
RIF
Reduction in Force

SCF
Standard Competition Form

SDP
Strategic Distribution Platform

SELRES
Selected Reserves

SLCF
Streamlined Competition Form

SME
Subject Matter Expert

SOO
Statement of Objectives

SOW
Statement of Work
SP
Service Provider
SSA
Source Selection Authority

SSAC
Source Selection Advisory Council

SSEB
Source Selection Evaluation Board
SSP
Source Selection Plan

TDY
Temporary Duty
UIC
Unit Identification Code

USC
United States Code

VTC
Video Teleconference

Appendix B―Inventory Coding

The following guidance is summarized from the OSD Guide to Inventory Submission. Referenced enclosures and more detailed information can be found on the following web page http://web.lmi.org/osd/inventory.htm or by contacting the DLA Business Management Office (DSS-B).
Column One.  Component—Code “S” will be prefilled for all organizations.

Column Two.  State, Territory, or Foreign Country—Enter the alphanumeric code for state, U.S. territory/possession, or foreign country for the activity as listed in Enclosure 2.  These codes have been developed using Federal Information Processing Standard (FIPS) codes as reported by the Department of State.  For manpower in the Individuals Account, this field should be left blank.  Please note that locations in the United States are designated by a numeric code, not the two-letter alpha abbreviations used by the United States Postal Service.

Column Three.  Location—Organizations should list only the geographic location or installation site.  Do not include the name of the organization or the state.  Both pieces of information are captured elsewhere on the inventory. 

Column Four.  UIC Code—Organizations will leave this field blank.

Column Five.  Unit/Organization Name—Enter the primary level field activity or major staff element organization name.  For example, a full-time equivalent (FTE) in DDTP should be entered as “DDC”; for a FTE in the Competitive Sourcing Division (CSD), enter “J-3”.  Organizations should list only acronyms for the unit/organization name.

Column Six.  Labor Authorizations—Enter the total number of civilian FTEs
 and the total military end strength authorized for the activity for Fiscal Year (FY) 2003.  Civilian authorizations include all civilian U.S. citizens and foreign nationals
 on DoD’s direct payroll, as well as foreign nationals hired indirectly through contractual arrangements with overseas host nations.  Do not include civilians paid through nonappropriated funds (NAF).  Military authorizations include all Active Component and Selected Reserve (SELRES)
 military.
Column Seven.  Labor Classification—Organizations must justify any use of Individual Account codes for manpower in their narratives.

Column Eight.  Function Code—Enter the function code from Enclosure 4 that best describes the type of activity performed.  For manpower in the Individuals Account, this field should be left blank.
Column Nine.  Criteria Code—Special Coding for FTEs:

· Military Positions—Unless otherwise approved by Defense Logistics Agency (DLA) Defense Support Services Business Management Office (DSS-B), all military positions will be coded F “Military-Unique Knowledge & Skills.”

· Commercial Activity Positions Affected by Business Systems Modernization (BSM)—Use Criteria Code P “Pending Restructuring” for all commercial activity positions subject to competition at the inventory control points through FY 2006 except those positions concerned with base operations (BASOPS).  For all other field activities and major staff elements, if the commercial activity position has no clear link to BSM, and there are no other restructuring initiatives going on that affect those positions, use Criteria Code R “Subject to Review.”

· Positions involved in the Design/Implementation of BSM—Use Criteria Code E “Civilian Authority, Direction, & Control” and function code Y245 “Manpower Management Operations.”  Identify such positions in narratives.

· Criteria Code C “Exemption for Civilian Support Elements in Operating Forces”—Use only for those commercial activity positions where there is a hostile force in close proximity or the mission involves peacekeeping, or where the position has been identified as a “key” position following the procedures in paragraph E3.2.1.1.3 of DoD Directive 1200.7 or as a “key” position located overseas or that would be transferred overseas during a crisis, which would be designated as emergency-essential as prescribed by DoD Directive 1404.10.
· Criteria Code M “Exempted by DoD Management Determination”—Organizations must obtain approval from the DLA Director prior to assignment of this code.  Organizations will prepare a detailed justification for each position and send it to the DLA Federal Activities Reform (FAIR) Act Program Manager in their narratives.  The Program Manager will prepare an Executive Summary and send it through DG and J-3 to the Director for approval prior to briefing corporate board members and preparing the report for the Office of the Secretary of Defense (OSD).  Commercial activity positions that work together with direct and indirect foreign national positions coded “L—Exempted by Law, Executive Order, Treaty, or International Agreement” are justified to be coded “M.”

· Centralized Interns—All intern spaces managed by the DLA Training Center (DTC) will be coded “K—Career Progression” and will appear only on the DTC Inventory.

· Local Interns—Criteria coding will reflect that of the specific position against which they are assigned.

· Strategic Distribution Platform (SDP) sites—The storage and warehousing functions will be coded “H—Continuity of Infrastructure Operations.”

· Codes “P,” “W,” & “X”—When using criteria codes “P—Pending Restructuring,” “W – Nonpackageable, and/or “X – Alternative to A-76,” give a detail justification as to why these codes are used.

Column Ten.
Year the Activity First Appeared in the Commercial Activities Inventory—These data are collected solely for the purpose of responding to FAIR Act requirements.  As a result, entries in this field should be made only for records that contain commercial civilian authorizations.  More specifically, for all manpower that is  (1) coded civilian (not including direct- and indirect-hire foreign nationals); AND, (2) designated as commercial exempt or commercial reviewable (criteria codes B, C, D, G, H, J, K, L, M, P, R, W, and X), enter all four digits of the fiscal year the activity first appeared in the Inventory.  At a minimum, the following situations constitute a new activity being added to the Inventory this year and should be coded as “2004”:  New Mission Requirements, Activities Converted to In-House, and Activities Changed from Inherently Governmental to Commercial.   All entries that first appeared in the FY 1998 Commercial Activities and Inherently Governmental Inventory shall be entered as “1999” (developed in support of the DRID #20, the OMB Raines Inventory, and the original FAIR Inventory).  All entries that first appeared in the FY 1999 Inventory shall be entered as “2000.” All entries that first appeared in the FY 2000 Inventory shall be entered as “2001.” All entries that first appeared in the FY 2001 Inventory shall be entered as “2002.”  And, all entries that first appeared in the FY 2002 Inventory shall be entered as “2003.”  All other records (i.e., those civilian authorizations that are coded inherently governmental and all military and Individuals Account authorizations) shall have a “N/A” entered in this field.

Column Eleven.  Assigned From—This field applies ONLY to military manpower assigned to any of the component organizations other than the Army, Navy, Air Force, or Marine Corps that are listed in Enclosure 1.  To complete this field, enter the code (A, F, M, or N as defined in Enclosure 1) that corresponds to the military department that provides the resource.  If the source of the authorization is unknown at the time the data is compiled, enter “UN” in this field.  For example, an Army military authorization assigned to DLA would have an “A” listed against that particular billet in the DLA Inventory.  If the military manpower authorizations are assigned to organizations not listed in Enclosure 1 (e.g., White House assignments and joint activities such as MTMC, and CINC HQ), the authorizations shall be coded by the appropriate military department as part of their inventory and should be coded “N/A” in the “Assigned From” field.  All Defense Agencies and field activities that have military manpower assigned to their organization shall have entries in this field to indicate the parent Service.  Prior to submission of their inventory to OSD, all Defense Agencies and field activities that have military manpower assigned to their organization shall coordinate with the appropriate military service point of contacts (POC).  With few exceptions, the Services will be the only organizations that will report “N/A” in this field for such military manpower entries. 

Cases where this field does not apply include:

· Civilians assigned to Defense components from one of the military departments

· Other detailees between military departments
· Civilians or military detailees provided to other federal agencies 
· Navy Sea-Shore Military Rotation (Criteria Code J) and Navy Military Career Progression (Criteria Code K).

All civilian authorizations and cases where this field does apply (as outlined above) shall be coded as “N/A.”

Column Twelve.  Responsible Official—This will be prefilled.
Column Thirteen.  Defense Health Program Manpower—This will be prefilled. 
Column Fourteen.  Military Technician Manpower—This will be prefilled.

Column Fifteen (DLA Unique Field).
Office Symbol—This will be used within DLA for review and analysis.  Enter the office symbol of the FTE down to the tertiary-level field activity or to the third digit of a major staff element at DLA Headquarters, if applicable, unless otherwise shown in the following examples:  Examples—for an FTE in the CSD, enter “CSD”; for an FTE in a primary-level field activity’s headquarters, enter the office symbol down to the branch level; for an FTE in DDTP, enter “DDTP”; for an FTE at DRMO Kastel, enter “DRMO Kastel”; for an FTE at DAPS Fairfield Air Force Base (AFB), enter “DAPS Fairfield AFB.”
Additional Data Elements—Organizations may add additional Data Elements for local use, but these elements should not be included in their submission to the DLA FAIR Act Program Manager.

Appendix C—Preliminary Planning Assessment Forms

Guidance for the Defense Logistics Agency Preliminary Plan Checklist

1. Information Required

a. Type:  The type of information required is generally any data source that relates to the item listed under the task column.

b. Source:  Choose from the dropdown list where the data in the type cell was found.

c. Source Specifics:  Identify specific information about the source from which the data was collected (i.e., the name of an information system, title of a report, etc.).

d. Time Frame:  Identify the time frame from which the data was collected (i.e., the report was developed on [date], the workload covers the time period from [date] to [date], the IT system was queried on [date]).

2. Point of Contact

a. Name:  Insert the name of the POC from which the data was collected.

b. Office:  Insert the title of the POC and the office with which they are associated.

c. Phone:  Insert the phone number of the POC.

3. Actions Taken/Information Required

List the steps that the POC went through to get the information (i.e., who else was involved in gathering the required data).

4. Status

Check the box that represents the status of the data collection or other processes associated with the task.

5. Status Explanation (If not complete)

a. Specifics:  Choose from the list the explanation for the task being incomplete.

b. Explanation and Projected Completion Date:  List specific reasons for the task being incomplete.  Provide an estimated completion date for the task.

6. Comments

Provide other comments as needed.

Appendix C.  Preliminary Planning Assessment Form

	Preliminary Planning Phase Step 1: Scoping

	
	
	
	
	
	
	

	Task
	Information Required 
	Point of Contact
	Actions Taken/Information Required
	Status
	Status Explanation 
(If not complete)
	Comments

	Prepare Preliminary Planning Form and Competition Cost Estimate 
	Type:      
	Name:      
	     
	Complete FORMCHECKBOX 

 FORMCHECKBOX 
Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	

	Review FAIR Act Inventory and recommend changes if necessary
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      

 FORMTEXT 

	

	
	Source Specifics:  FORMTEXT 


	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	

	Conduct on-site focus group interviews  and collect position descriptions for baseline functions performed
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	

	Compile all data from interviews and validate as commercial or inherently governmental
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	


	Preliminary Planning Phase Step 2: Grouping

	
	
	
	
	
	
	

	Task
	Information Required 
	Point of Contact
	Actions Taken/ Information Required
	Status
	Status Explanation 
(If not completed)
	Comments

	Research activity grouping best practices within industry
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	

	Identify which grouping technique (functional, geographical, etc.) makes the best business sense; Document IAW 32 CFR 169a.17
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 


 FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	


	Preliminary Planning Phase Step 3: Workload Data and Systems

	
	
	
	
	
	
	

	Task
	Information Required 
	Point of Contact
	Actions Taken/ Information Required
	Status
	Status Explanation 
(If not completed)
	Comments

	Identify the means by which the  workload data can be collected:  information system databases, log books, reports, previous studies, interviews and technical estimates, statistical extrapolation 
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 


 FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 


 FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	

	Collect workload data. 
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	

	Identify the primary and secondary tasks and processes and their outputs for the positions under study extrapolation
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	

	Identify DLA and industry performance standards
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	


	Preliminary Planning Phase Step 4: Baseline Costs

	
	
	
	
	
	
	

	Task
	Information Required 
	Point of Contact
	Actions Taken/ Information Required
	Status
	Status Explanation 
(If not completed)
	Comments

	Collect historical costs for the positions under study:  Labor costs (include overtime, premium, and other pay); and material, equipment, facility, and utility costs (only if not GFP)
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	

	Enter cost data into COMPARE and run COMPARE
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	


	Preliminary Planning Phase Step 5: Type of Competition

	
	
	
	
	
	
	

	Task
	Information Required 
	Point of Contact
	Actions Taken/ Information Required
	Status
	Status Explanation 
(If not completed)
	Comments

	Review the number of FTEs under study (if over 50 FTEs,  use standard competition; if fewer than 50 FTEs see below)
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 


 FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	

	If fewer than 50 FTEs, determine whether an MEO is required  (if yes, may use streamline or standard; if no, then use streamlined)
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	

	Determine whether the Agency Tender or Private Sector bid is expected to be greater than 50 FTEs (if yes, then use standard)
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	

	Determine desired turnaround time for the competition
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	


	Preliminary Planning Phase Step 6: Schedule

	
	
	
	
	
	
	

	Task
	Information Required 
	Point of Contact
	Actions Taken/ Information Required
	Status
	Status Explanation 
(If not completed)
	Comments

	Determine required deliverables (both internal and external)
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	

	Develop plan of actions and milestones (based on deliverables and desired turnaround time for the study)
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	

	Determine Training Requirements
	Type:      
	Name:      
	     
	Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 


 FORMDROPDOWN 

	
	
	
	
	

	
	
	
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	Office:      
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	

	Develop acquisition strategy 
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 


 FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	

	Develop source selection plan
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	

	Develop communication plan
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 


 FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	


	Preliminary Planning Phase Step 7: Competition Officials and Roles and Responsibilities

	
	
	
	
	
	
	

	Task
	Information Required 
	Point of Contact
	Actions Taken/ Information Required
	Status
	Status Explanation 
(If not completed)
	Comments

	Develop roles and responsibilities for competition officials and team members
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	

	Identify competition officials (ATO, KO, PWS Team lead, HRA, and SSA)
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 


 FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	

	Identify potential team members
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	

	Brief competition officials on roles and responsibilities
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	

	Identify need for consultant support
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	     

	
	Source:  FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	


	Preliminary Planning Phase Step 8: Incumbent Service Providers

	
	
	
	
	
	
	

	Task
	Information Required 
	Point of Contact
	Actions Taken/ Information Required
	Status
	Status Explanation 
(If not completed)
	Comments

	Identify public announcement date
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	

	
	Source:  FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	

	Inform any incumbent service providers (agency personnel or contractors) of the date that the public announcement will be made 
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	

	
	Source:  FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	

	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	

	Make public announcement
	Type:      
	Name:      
	     
	 FORMCHECKBOX 
 Complete FORMCHECKBOX 

 FORMCHECKBOX 
 Incomplete FORMCHECKBOX 

	Specifics:  FORMDROPDOWN 

	

	
	Source:  FORMDROPDOWN 

	Office:      
	
	
	Explanation and Projected Completion Date:      
	

	
	Source Specifics:      

	
	
	
	
	


	
	
	
	
	
	
	

	
	Time Frame:      
	Phone:      
	
	
	
	


Appendix D—Minimum Training Standards

	Position/Office
	Recommended Competencies
	Recommended Training

	A-76 Program Management Personnel


	Operation and functions under study 

DLA Policy

Roles and responsibilities of the SSEB, PRAG, SSAC, and SSA

DLA roles and responsibilities

Conflict of interest/ethics issues

A-76 process and regulations

Statutory and other legal provisions

Firewalls

Phase-in planning

Lessons learned

CGA development

Quality management systems

CLIN structure and content

Developing/maintaining the competition file
	Introduction to OMB Circular A-76

A-76 executive overview

Training in assigned area of expertise (Agency Tender development, writing a performance based contract, etc.)

Introduction to quality management systems

Post-competition accountability

DLA distribution management course (DDC)



	Agency Tender Official (ATO)
	The operation and functions under study 

Inherently governmental function versus commercial functions

A-76 process and regulations

Statutory provision

Firewalls

MEO process and strategy

Developing the Agency Tender and agency cost estimate

CLIN structure and content

Conflict of interest/ethics

Lessons learned from previous competitions

Phase-in plan

Quality control plan

Local union agreements

Quality management systems
	Agency Tender components

MEO development/strategies

Team building

Proposal preparation

Oral presentations 

A-76 executive overview

Introduction to quality management systems

Post-competition accountability

	Component Competitive Sourcing Official (CCSO)
	Acquisition process

A-76 process and regulations

Operations and functions under study

DLA A-76 roles and responsibilities

Statutory/legal constraints

Quality management systems
	Introduction to OMB Circular A-76

A-76 executive overview

Roles and responsibilities of the CCSO as defined by OMBC A-76 and the DoD CSO delegation letter

Acquisition executive overview

Introduction to quality management systems

Post-competition accountability

	Continuing Government Activity (CGA)
	Requirements within the RFP  

RFP, including Section B, C, H, L, and M

CLIN structure and content

Introduction to the FAR

A-76 process and regulations

Quality assurance evaluation

Phase-in plan requirements

Quality control plan requirements

Service provider versus CGA responsibilities

Most Efficient Organization (MEO) versus contract service provider

Conflict resolution

Effective communication

Analytical skills

Quality management systems

Systems training (i.e., DSS/MIS)

Functional training as required
	Introduction to OMB Circular A-76

QA basics (sampling, surveillance, reporting)

Phase-in planning and implementation

Contracting basics including COR training

Developing a QA surveillance plan

Updating the QASP

Validating invoices; computing deducts; participating in award term evaluations

Maintaining the competition/contract file

Alternate dispute resolution/conflict resolution

Team building

Basic data/statistical analysis

Introduction to quality management systems/advanced quality management systems

Systems training (i.e., DSS/MIS)

DLA Distribution Management Course (DDC)

	Contract Specialist (CS)


	Minimum DAWIA Level II certification

Service contracting

Operations and functions under study

Source selection to include oral presentations

A-76 process and regulations

Conflict of interest/procurement integrity
	Performance Work Statement/QASP

Competition and source selection

To ensure the execution of various disciplines, the CS should take a selection of courses that covers all the disciplines discussed herein 

Introduction to OMB Circular A-76

Introduction to quality management systems

	Contracting Officer (KO)


	DAWIA Level III certification

Service contracting

  The operations and functions under study 

Source selection to include oral presentations

A-76 process and regulations

Conflict of interest/procurement integrity

Quality management systems 
	 Performance Work Statement/QASP

Responsibilities as defined under OMBC A-76 (participation on Performance Work Statement team, evaluation of agency offers and tenders, deficiencies in offers and tenders, solicitation provisions unique to the Agency Tender, common costs, contests, etc.)

Competition and source selection

Procurement integrity

Source selection roles and responsibilities

To ensure the execution of various disciplines, the KO should take a selection of courses that covers all disciplines discussed herein (as may be appropriate for that KO's knowledge base)

Introduction to OMB Circular A-76

Introduction to quality management systems

	Cost Evaluation Board (CEB) Members
	Solicitation, including CLIN structure and content

Price analysis and cost realism

Operations and functions under study

Quality management systems
	Contract pricing

Price analysis and cost realism of private sector cost proposals, public reimbursable cost estimates, and agency cost estimates

Agency cost estimate development and COMPARE training

Solicitation provisions unique to the Agency Tender, common costs

Introduction to quality management systems

	General Counsel / A-76 Legal Advisors
	A-76 process and regulations

The operations and functions under study

DLA A-76 roles and responsibilities

Law in assigned area

A-76 case law

Local union agreements

GAO decisions affecting A-76

Firewall issues

Conflict of interest/ethics issues

Quality management systems
	Introduction to OMB Circular A-76

A-76 executive overview

Training in assigned area of expertise

Introduction to quality management systems

Post-competition accountability



	Human Resource Advisor (HRA)
	Operations and functions under study

Local union agreements

Employee rights, entitlements, and restrictions under A-76

Conflicts of interest/ethics

A-76 process and regulations

Employee welfare 

Workforce orientation

Labor market research

Job analysis

MEO process/strategy

Agency Tender/agency cost estimate development

RIF procedures

Phase-in planning
	Introduction to OMB Circular A-76

A-76 executive overview

Agency Tender development/strategies

Economic price adjustment determinations for MEO positions

	J-1
	Operations and functions under study

Local union agreements

Employee rights under A-76

Conflicts of interest/ethics

DLA roles and responsibilities

A-76 process and regulations

Employee welfare

Workforce orientation
	Introduction to OMB Circular A-76

A-76 executive overview



	J-3/J-4
	Operations and functions under study

Local union agreements

Employee rights under A-76

Conflicts of interest/ethics

Firewalls

DLA roles and responsibilities

A-76 process and regulations

Quality management systems

CLIN structure and content

Source selection procedures and evaluation criteria

Preliminary planning

Phase-in planning

Quality control plans
	Introduction to OMB Circular A-76

Firewalls

Performance Work Statement development

MEO development

Phase-in planning and implementation

Source selection process overview

Introduction to quality management systems

DLA distribution management course (DDC)

	J-8
	Operations and functions under study

Local union agreements

Employee rights under A-76

Conflicts of interest/ethics

DLA roles and responsibilities

A-76 process and regulations

Quality management systems

CLIN structure and content
	Introduction to OMB Circular A-76

Firewalls

Performance Work Statement development

MEO development

Phase-in planning and implementation

Source selection process overview

Introduction to quality management systems

	Most Efficient Organization (MEO) - Team Members
	OSD cost manual

Developing an MEO bid strategy

Benchmarking

Labor market research

Functions under study

Operations and functions under study

A-76 process and regulations

DLA roles and responsibilities

Conflict of Interest/ethics

Phase-in planning

Quality control plan development

Lessons learned

Proposal development and presentation

Oral presentations

Negotiated acquisitions/source selection

Advanced quality management systems

CLIN structure and content
	Team building

Agency cost estimate

COMPARE

MEO development/strategies

Job analysis

Agency Tender development/strategies

Phase-in plan development

Introduction to OMB Circular A-76

Reengineering or process improvement training

Development of a quality control plan

Introduction and advanced quality management systems

DLA distribution management course (DDC)



	Organization(s) Under Study
	A-76 process and overview

Firewalls

Operations and functions under study

Employee/union rights

Conflicts of interest/ethics

RFP/Agency Tender overview

Phase-in plan

Quality control plan/quality management systems

Timeline (POAM)

DLA roles and responsibilities

Change management/process improvements

Role in Performance Work Statement/Agency Tender development/employee interviews
	Introduction to A-76

RFP/Agency Tender/phase-in overview 

Change management

Cross-training program

Quality management systems

	Performance Risk Assessment Group (PRAG)
	Operation and functions under study 

A-76 process and regulations

Past performance evaluation process

The RFP including Sections B, C, H, L, and M

Quality management systems
	Source selection roles and responsibilities

Team building; consensus building

Evaluating past performance 

Introduction to quality management systems

	Performance Work Statement Team Lead
	The operation and functions under study

Inherently governmental function versus commercial functions

A-76 process and regulations

Roles and responsibilities of the Performance Work Statement team lead

Source selection procedures and evaluation criteria

Quality management systems

Lessons learned

Quality control

CGA development

CLIN structure and content

Developing/maintaining the competition file
	Preliminary planning elements

Performance Work Statement components

QASP development

Solicitation development and strategies

Determination of GFP

Development of baseline costing

Implementing the performance decision

Post-competition accountability

Introduction to OMB Circular A-76

A-76 executive overview

DLA distribution management course (DDC)

	Performance Work Statement Team Members
	Operation and functions under study 

DLA Policy

A-76 process and regulations

DLA roles and responsibilities

Conflict of interest/ethics issues

Developing a Performance Work Statement strategy

Phase-in planning

Quality control requirements

CLIN structure and content

Lessons learned

Source selection procedures and evaluation criteria
Quality management systems

DSS/MIS/FSR training
	Introduction to OMB Circular A-76

Team building

Performance Work Statement development

GFP determinations

QASP development

Data collection and analysis

Workload validation

Job analysis

Outcome analysis 

Introduction to quality management systems

Implementing the performance decision

DLA distribution management course

	Preliminary Planning “Team”
	Operation and functions under study

A-76 process and regulations

DLA roles and responsibilities 

Developing a Performance Work Statement strategy

Lessons learned

Baseline cost development

Data systems training (i.e., DSS, MIS, etc).
	Introduction to OMB Circular A-76

Performance Work Statement development

QASP development

Data collection and analysis

Outcome research (includes scoping, market research, customer requirements identification, performance standards)

Performance-based service acquisition

Development of baseline costing

DLA distribution management course (DDC)

	Source Selection Advisory Council (SSAC)
	RFP, including Sections B, C, L, and M

Source selection procedures and evaluation criteria

A-76 process and regulations

Operations and functions under study

Quality management systems
	Overview briefing of operations under study

Introduction to OMB Circular A-76

Roles and responsibilities of the SSAC

A-76 executive overview

Source selection training

Introduction to quality management systems

	Source Selection Authority (SSA)
	Acquisition process 

A-76 process and regulations

Operations and functions under study

The operations under competition

DLA A-76 roles and responsibilities 

Quality management systems
	Introduction to OMB Circular A-76

A-76 executive overview

Roles and responsibilities of the SSA as defined by OMBC A-76

Acquisition executive overview

Introduction to quality management systems

	Source Selection Evaluation Board (SSEB)


	Operations and functions under study  

RFP, including Section B, C, H, L, and M

Source selection procedures and evaluation criteria 

CLIN structure and content

A-76 process and regulations

Oral presentation process as applicable

Quality management systems
	Source selection roles and responsibilities

Team building and consensus building

Source selection training to include evaluating written proposals and oral presentations

Solicitation provisions unique to the agency tender and common costs

Introduction to quality management systems

DLA distribution management course (applicable to DDC)


Appendix E―Release of Information

In public-private competitions, access to information is critical.  However, personnel need to be aware of limitations on the access and dissemination of information.  Federal law makes it a crime to disclose a company’s trade secrets, processes, operations, and procurement-sensitive, and other confidential information without permission.  Release of this or other information may result in an unfair competitive advantage for the recipient of the information.  To further the overall policy of maintaining a level playing field in the public-private competition, the following discussion offers some guidelines on what information should be available to the public, employees, support contractors, and potential competing contractors.  Several areas that merit attention include the Freedom of Information Act (FOIA) procedures and guidance; the handling of procurement-sensitive information; nondisclosure statements; protective marking of information as For Official Use Only (FOUO); additional safeguards to avoid improper release and posting of material on the Defense Logistics Agency (DLA) A-76 Web site.  

Freedom of Information Act 

FOIA generally provides that any person has a statutory right to access Federal agency records, except to the extent that such records or portions are protected from disclosure by a FOIA exemption or FOIA special law enforcement exclusion.  Moreover, the FOIA exemptions provide a framework for making policy decisions on whether to release information.  FOIA’s exemptions and exclusions have balanced the public’s right to know about the workings of its government with the competing interests concerned with the preservation of the confidentiality of sensitive personal, commercial, and government information. 

In the area of public-private competitions, government employees will likely receive many requests for information, some of which may be exempt from mandatory disclosure.  Some requests may be received for information that is not even accessible under FOIA, such as the personal notes of an individual (provided they are not shared, filed with official records, or used in the decision-making process); a person's memory; documents not yet created; and personal calendars and phone logs.  

Information requests may not always come in the form of a written FOIA request. Employees should be careful not to provide information requested in a more casual manner such as over the phone, in person, or by e-mail.  Employees should respond to verbal or e-mail requests by referring the requestor to the FOIA Manager.  Questions or concerns about A-76 information requests should be addressed to the local Office of General Counsel and the local FOIA program office. Most release of information issues can be addressed only on a case-by-case basis with specific factual details known.  

Although not comprehensive, the following is a short list of the FOIA exemptions most likely to be relevant. 

· Exemption 1:  Requestors are unlikely to request FOUO information relating to the public-private competition or classified information. 

· Exemption 2:  Internal administrative and personnel matters are exempt where their release would risk circumvention of agency regulations or impede their effectiveness. 

· Exemption 3:  Documents that another federal statute specifically orders not to be disclosed are exempt from disclosure.  Examples:  41 USC 423 (Procurement Integrity) prohibits release of some procurement information during negotiations; 10 USC 2305(g) prohibits release of proposals submitted in response to a solicitation unless the proposal has been incorporated by reference within a contract. 

These statutes may also carry a civil or criminal penalty for release.  The Procurement Integrity Act, as amended, prohibits employees having access to “source selection information” from releasing that information before a final decision, that is, before the decision is made whether the work is to remain in-house or is to be contracted out. Employees involved in the source selection process will sign a statement acknowledging the limitations on disclosure and the penalties for improper release.   The following are some examples of information that should be considered and marked as source selection information: 

· Agency Tender

· Most efficient organization

· Agency cost estimate

· Bid prices or proposed prices or costs

· Source selection plans

· Technical evaluation plans

· Technical evaluation of proposals

· Cost or price evaluations of proposals

· Competitive range determinations

· Rankings of bids, proposals 

· Reports and evaluations of source selection panels, boards, or advisory panels

· Other information marked as “Source Selection Information—See Far 3.104.” 

Information marked as “Source Selection Sensitive” is based on a case-by-case determination by the agency head or designee or by the contracting officer that disclosure of the information would jeopardize the integrity or successful completion of the federal agency procurement.  This would include information that, if disclosed, would put an offeror including the Agency Tender, at a competitive disadvantage. 

The unauthorized release of source selection information may subject the offending employee (as well as the recipient of the information) to a fine, imprisonment of up to 5 years, and a civil penalty that may exceed $50,000.  Also, employees should note that unauthorized release of this information to competitors could put the in-house bid at a disadvantage.  Potential offerors seeking information should be referred to the contracting officer who may refer questions regarding the release to the local Office of Counsel and FOIA program office.   

· Exemption 4:  Proprietary or commercial information submitted by the public with the understanding it would be kept on a “proprietary” basis is exempt. Examples:  company assets, liabilities, and net worth; supplier and customer lists; cost of raw materials; pricing strategies; labor costs; profit ratios; etc.  The risk here is a “reverse” FOIA action, where a company sues the government for releasing its proprietary information and shows commercial injury. 

· Exemption 5:  Internal, predecisional opinions and recommendations; government-generated commercial information, attorney work products, and attorney-client communications are exempt.  Examples:  Opinions and recommendations not adopted; future year budget information, tentative plans to acquire services or commodities, government cost figures/pricing strategies in an A-76 comparison, attorney evaluation of proposed plans, and draft copies of documents, provided the government can show some harm would result from release.  The risk here is that releasing too much information might create an insurmountable competitive disadvantage for the government Most Efficient Organization (MEO).   

· Exemption 6:  Personal privacy.  Examples:  names of individuals on reduction in force (RIF) lists; misconduct reports, performance evaluations (even favorable ones); take-home pay; personal, intimate details of a person’s life; medical condition; religious affiliation.  Employees also need to be aware that the Privacy Act information contained in a system of records cannot be released without the written permission of the affected individual.  Risk is civil fines. 

This is an abbreviated list.  The agency FOIA regulation is Defense Logistics Agency Regulation (DLAR) 5400.14.  It is important to remember that as documents are generated, they are likely to become the subject of FOIA requests.  As the final documents are prepared, they should be prepared with the understanding that they might be released to the public in response to an FOIA request.      

For Official Use Only Information

For Official Use Only (FOUO) is a protective marking designed to be applied to information considered to be exempt from disclosure under FOIA.  Information that has been classified in the interests of national security is excluded from the “FOUO” definition.  Keep these points in mind:

· Mark records as “FOUO” at the time of creation.  Where appropriate, the marking may contain a more specific warning (such as “Negotiation Sensitive”) to alert handlers to the special nature of the FOUO material.  An FOUO marking does not mean that the record will automatically be withheld from an FOIA requestor, but it provides the agency with notice of content and facilitates review.

· The FOUO mark is to appear on each page that contains sensitive information.  If outside covers are used, the front and back are also to be marked.

· FOUO material transmitted outside the Department of Defense (DoD) requires an expanded marking to explain the significance of the FOUO legend.  Include the following statement on the document before transfer:  “This document contains information exempt from mandatory disclosure under the Freedom of Information Act.  Exemption(s).  Refer requests for this document to HQ Defense Logistics Agency, Attn:  DSS-C, 8725 John J. Kingman Road, #2533, Fort Belvoir, VA 22060-6221.”

· After duty hours, FOUO material is to be stored to preclude unauthorized access.  

· DLA Form 22, For Official Use Only cover sheet, is used for documents.  DLA Label 1804, For Official Use Only Sticker, may be used to label disks, film canisters, and similar housing devices. 

· Further details on FOUO are contained in DLAR 5400.14, Encl. 2. 
Safeguarding Sensitive Information

Employees directly or indirectly involved with an A-76 competition must safeguard sensitive information.  Employees that are directly involved with an A-76 competition are required to sign nondisclosure forms addressing what information must be safeguarded and if/when release would be authorized.  The specific forms differ depending on the person's role in the process.  Employees that are not required to sign nondisclosure statements still must safeguard sensitive information.  Those whose jobs bring them in contact with information relevant to an A-76 competition must remember not to discuss or disclose this information outside the agency, unless authorized.  These restrictions are to protect the competitive process, ensure that all competitors have equal access to information, and preserve the integrity of the process.  Questions about release can be directed to your office of counsel or the contracting officer.

Nondisclosure Statement

All personnel involved in the public-private competitions that have access to negotiation sensitive information will sign a nondisclosure and conflict of interest statement.  Basically, the nondisclosure and conflict of interest statement contains the following points:

· I acknowledge that my official duties (or contract responsibilities for a contractor employee) cause me to have access to an A-76 competition.  I am aware that unauthorized disclosure of source selection or proposal information (including the government’s Agency Tender) could damage the integrity of this procurement and that the transmission or revelation of such information to unauthorized persons could subject me to prosecution under the Procurement Integrity Laws or under other applicable laws.

· I will not divulge, publish, or reveal by word, conduct, or any other means, such information or knowledge, except as necessary to do so in the performance of my official duties related to this competition and in accordance with the laws of the United States, unless specifically authorized in writing in each and every case by a duly authorized representative of the United States Government.

· I acknowledge that the information I receive will be given only to persons specifically granted access to the procurement/proposal/source selection sensitive information and may not be further divulged without specific prior written approval from an authorized individual.

· If, at any time during this A-76 competition, my participation might result in a real, apparent, possible, or potential conflict of interest, I will immediately report the circumstances to the appropriate authorized individual, i.e., contracting officer, local counsel, or source selection authority.

Basic Security Precautions to Avoid Accidental Releases of Potentially Sensitive Information

· Send encrypted e-mail when communicating regarding procurement- sensitive documents and decisions.  Also, when responding to encrypted e-mail, make sure your communication back has the same security precautions in place.

· Make sure employees leaving government service have been removed from mailing lists and access to government systems and have turned over their passwords to government computer systems and these passwords are disabled. 

· Do not leave sensitive information on desks, on your computer screen, or discuss such information in common areas of the office, cafeteria, break rooms, or bathrooms. 

· Support contractors whose work requires access to A-76 information should also sign a nondisclosure and conflict of interest statement.

· Information given to contractors will be restricted to that which is necessary to fulfill the terms of the contract.  Employees should be sensitive regarding what information they discuss with and around support contractors.  Currently, there is a DoD Standards of Conduct Office (DoD/GC-SOCO) working group creating additional guidance regarding the unique ethics questions that arise when government employees and contractor employees are working side by side. 

· If FOUO material is given to contractors, they should be made aware of the special protection requirements.  At contract termination, FOUO material is to be destroyed or returned to the agency. 

Web Site/Clearinghouse

The Competitive Sourcing Division (CSD) has an established agency A-76 Web site for DLA (at http://www.dla.mil/j-3/A-76/A-76Main.html ).  It is linked to the electronic FOIA home page.  The Web site contains general information and should reduce the number of FOIA requests.  Below are examples of what may be found on the DLA A-76 home page:

· RFP

· Questions and answers

· Press releases

· Links to other A-76 resources—Air Force, Army, Navy, OMB 

· Any document that is determined to be releasable under FOIA that has likelihood of repetitive requests.

It is also recommended that the contracting office establish a Web site for acquisition-related materials.  Information posted should include schedules, solicitations and amendments, technical publications (directives, instructions, manuals, and policy letters) referenced by a solicitation, and information about preproposal conferences, etc.

Appendix F―Plan of Action and Milestones (POA&M)

	
	Name
	Duration
	Start
	Finish

	0
	POA&M Template
	539 days
	7/15/03
	10/3/05

	1
	Perform Preliminary Planning 
	154 days
	7/15/03
	3/11/04

	2
	Identify Pre-Planning Task Requirements and Resources
	1 day
	10/1/03
	10/1/03

	3
	Establish Competition File
	1 day
	10/2/03
	10/2/03

	4
	Determine Scope
	1 day
	10/1/03
	10/1/03

	5
	Determine Grouping
	1 day
	10/1/03
	10/1/03

	6
	Assess Workload Data And Systems
	1 day
	10/1/03
	10/1/03

	7
	Determine Baseline Costs
	10 days
	10/2/03
	10/16/03

	8
	Develop CGA CONOPS and Staffing
	100 days
	10/2/03
	3/11/04

	9
	Determine Type of Competition
	6 days
	10/2/03
	10/9/03

	10
	Develop Competition and Completion Schedules
	6 days
	10/10/03
	10/20/03

	11
	Determine Roles and Responsibilities
	14 days
	10/21/03
	11/7/03

	12
	Appoint Competition Officials
	1 day
	8/27/03
	8/27/03

	13
	Appoint ATO
	1 day
	8/27/03
	8/27/03

	14
	Appoint Contracting Officer
	1 day
	8/27/03
	8/27/03

	15
	Appoint PWS Team Leader
	1 day
	8/27/03
	8/27/03

	16
	Appoint HRA
	1 day
	8/27/03
	8/27/03

	17
	Appoint SSA
	1 day
	8/27/03
	8/27/03

	18
	Conduct Data Collection and Analysis
	101 days
	7/15/03
	12/11/03

	19
	Data Collection Training
	3 days
	9/3/03
	9/8/03

	20
	Begin Preliminary Data Collection and Analysis 
	85 days
	7/15/03
	11/17/03

	21
	Identify Supporting Workload Data
	28 days
	10/2/03
	11/12/03

	22
	Identify Common Costs
	10 days
	10/17/03
	10/30/03

	23
	Identify Performance Standards
	28 days
	10/2/03
	11/12/03

	24
	Identify Specific Tasks
	60 days
	7/15/03
	10/10/03

	25
	Identify General Operating Conditions
	15 days
	9/19/03
	10/10/03

	26
	Identify Government and Nongovernment Property and Services
	10 days
	9/26/03
	10/10/03

	27
	Identify Directives and Publications
	10 days
	9/26/03
	10/10/03

	28
	Identify Definitions and Acronyms
	5 days
	10/3/03
	10/10/03

	29
	Develop Historical Information
	60 days
	7/15/03
	10/10/03

	30
	Develop Technical Exhibits
	60 days
	7/15/03
	10/10/03

	31
	Identify Performance Surveillance Methodology
	60 days
	7/15/03
	10/10/03

	32
	Conduct Functional Review of Performance Requirements
	10 days
	10/20/03
	10/31/03

	33
	Conduct Customer Review of Performance Requirements
	10 days
	10/20/03
	10/31/03

	34
	Incorporate Comments from Functional and Customer               Reviews into PWS and QASP
	5 days
	11/10/03
	11/17/03

	35
	Develop IGE
	3 days
	11/17/03
	11/19/03

	36
	Perform Preliminary Acquisition Planning
	38 days
	9/30/03
	11/24/03

	37
	Site Visit for KO-PR
	2 days
	10/30/03
	10/31/03

	38
	Develop Acquisition Strategy
	15 days
	11/3/03
	11/24/03

	39
	Develop Evaluation Methodology
	14 days
	11/4/03
	11/24/03

	40
	Develop Evaluation Criteria
	8 days
	9/30/03
	10/10/03

	41
	Develop Solicitation
	46 days
	10/20/03
	12/11/03

	42
	Develop Solicitation Provisions and Clauses
	30 days
	10/20/03
	12/3/03

	43
	Develop Compliance Matrix
	30 days
	10/20/03
	12/3/03

	44
	Request DOL/Wage
	10 days
	10/20/03
	10/31/03

	45
	KO/Legal Review 
	3 days
	12/4/03
	12/8/03

	46
	RA RFP Review
	3 days
	12/4/03
	12/8/03

	47
	KO Resolve Comments
	3 days
	12/9/03
	12/11/03

	48
	Inform Incumbent SP of Projected Announcement Date
	1 day
	10/2/03
	10/2/03

	49
	Make Public/Congressional Announcement and Perform Post- Announcement Tasks
	1 day
	12/1/03
	12/1/03

	50
	Make Public/Congressional Announcement
	1 day
	12/1/03
	12/1/03

	51
	Appoint Competition Teams
	1 day
	12/1/03
	12/1/03

	52
	Appoint PWS Team
	1 day
	12/1/03
	12/1/03

	53
	Appoint MEO Team
	1 day
	12/1/03
	12/1/03

	54
	Appoint SSEB
	1 day
	12/1/03
	12/1/03

	55
	Appoint PRAG
	1 day
	12/1/03
	12/1/03

	56
	Appoint CEB
	1 day
	12/1/03
	12/1/03

	57
	Issue Solicitation
	101 days
	12/1/03
	5/5/04

	58
	Submit Purchase Request and IGE to KO
	1 day
	12/1/03
	12/1/03

	59
	Complete Acquisition Plan
	1 day
	12/1/03
	12/1/03

	60
	Complete Source Selection Plan
	1 day
	12/1/03
	12/1/03

	61
	SSAC Review Source Selection Plan
	5 days
	12/2/03
	12/8/03

	62
	DSCC-P Review/Approval of Source Selection Plan
	5 days
	12/9/03
	12/15/03

	63
	SSA Review/Sign Source Selection Plan
	5 days
	12/16/03
	1/5/04

	64
	Begin Agency Tender Development
	97 days
	12/3/03
	5/3/04

	65
	Conduct MEO/Cost Estimate Training
	3 days
	12/3/03
	12/5/03

	66
	Conduct MEO Data Collection and Analysis
	94 days
	12/8/03
	5/3/04

	67
	Issue Final RFP 
	9 days
	12/9/03
	12/19/03

	68
	Local Review/Clearance
	5 days
	12/9/03
	12/15/03

	69
	SSAC Brief and Review
	4 days
	12/16/03
	12/19/03

	70
	SSA Approval to Issue 
	1 day
	12/19/03
	12/19/03

	71
	FedBizOpps Announcement 
	1 day
	12/19/03
	12/19/03

	72
	Issue Final RFP
	1 day
	1/6/04
	1/6/04

	73
	Pre-proposal Communications
	19 days
	1/7/04
	2/3/04

	74
	Conduct Pre-proposal Conference
	18 days
	1/7/04
	2/2/04

	75
	Site Coordination
	5 days
	1/7/04
	1/13/04

	76
	Industry Site Visit
	3 days
	1/31/04
	2/1/04

	77
	Conference
	1 day
	2/2/04
	2/2/04

	78
	SSEB/SSAC Site Visit
	1 day
	2/3/04
	2/3/04

	79
	Respond to Changes/Questions
	360 days
	1/6/04
	5/5/04

	80
	Develop Offers and Tenders
	94 days
	12/10/03
	5/5/04

	81
	Complete Development of the Agency Tender
	94 days
	12/10/03
	5/5/04

	82
	Develop the MEO
	82 days
	12/10/03
	4/19/04

	83
	Develop the MEO Quality Control Plan
	30 days
	3/16/04
	4/26/04

	84
	Develop MEO Phase-In Plan
	15 days
	4/6/04
	4/26/04

	85
	Identify MEO Subcontracts
	10 days
	3/23/04
	4/5/04

	86
	Develop Oral Presentation
	10 days
	4/19/04
	4/30/04

	87
	Complete Development of the Agency Cost Estimate
	20 days
	4/5/04
	4/30/04

	88
	Brief RA Corporate Board 
	1 day
	3/23/04
	3/23/04

	89
	Brief RA Corporate Board 
	1 day
	3/29/04
	3/29/04

	90
	Brief RA Corporate Board (CG and Senior Staff—IPR #3)
	1 day
	4/19/04
	4/19/04

	91
	Submit Agency Tender to IRO for Review
	5 days
	4/20/04
	5/2/04

	92
	Brief ATO for Certification of Management Plan
	1 day
	5/3/04
	5/3/04

	93
	Submit Agency Tender to the KO
	1 day
	5/5/04
	5/5/04

	94
	Solicitation Closes
	1 day
	5/5/04
	5/5/04

	95
	Receive Offers and Tenders
	.5 days
	5/5/04
	5/5/04

	96
	Perform Source Selection
	136 days
	5/5/04
	11/17/04

	97
	Technical Evaluation
	33 days
	5/5/04
	6/21/04

	98
	SSEB Training
	2 days
	5/6/04
	5/7/04

	99
	Conduct Written Proposal Evaluation 
	10 days
	5/5/04
	5/18/04

	100
	Prepare Consensus Report for Written Proposal Evaluations
	3 days
	5/19/04
	5/21/04

	101
	KO/Legal Review of Report
	3 days
	5/24/04
	5/26/04

	102
	Develop Sample Task for Oral Presentations
	1 day
	5/19/04
	5/19/04

	103
	Evaluate Oral Presentations
	8 days
	6/8/04
	6/17/04

	104
	Prepare Initial Evaluation Report/Briefing
	2 days
	6/18/04
	6/21/04

	105
	Past Performance Evaluation
	42 days
	5/6/04
	7/6/04

	106
	Mail Past Performance Questionnaires
	28 days
	5/13/04
	6/22/04

	107
	Build PPQ Database
	3 days
	6/18/04
	6/22/04

	108
	Request Historical Performance
	4 days
	5/6/04
	5/11/04

	109
	Train PRAG members
	1 days
	6/28/04
	6/28/04

	110
	Conduct Proposal Evaluation 
	3 days
	6/28/04
	7/1/04

	111
	Prepare Initial Report/Briefing
	1.5 days
	7/1/04
	7/2/04

	112
	KO/Legal Review
	1 day
	7/6/04
	7/6/04

	113
	Socio/JWOD/DLA-MBA Evaluation and Subcontracting Plan Review
	7 days
	5/6/04
	5/14/04

	114
	Evaluate Socio/JWOD/DLA-MBA Proposals
	2 days
	5/6/04
	5/7/04

	115
	Review Sub-contractor Plan
	2 days
	5/10/04
	5/11/04

	116
	Prepare Initial Report/Briefing
	2 days
	5/12/04
	5/13/04

	117
	KO/Legal Review
	1 day
	5/14/04
	5/14/04

	118
	Price and Cost Evaluation
	53 days
	5/6/04
	7/21/04

	119
	DCAA Audit
	40 days
	5/11/04
	7/7/04

	120
	Agency Tender Cost Audit
	40 days
	5/11/04
	7/7/04

	121
	Build Spreadsheet
	7 days
	5/6/04
	5/14/04

	122
	Conduct Proposal Evaluations 
	5 days
	7/8/04
	7/14/04

	123
	Prepare Initial Report/Briefing
	5 days
	7/15/04
	7/21/04

	124
	Conduct Comparative Assessment
	15 days
	7/22/04
	8/11/04

	125
	KO Develop Recommendation
	4 days
	7/22/04
	7/27/04

	126
	SSAC Perform Comparative Assessment
	3 days
	7/28/04
	7/30/04

	127
	Develop CR Recommendation
	3 days
	8/2/04
	8/4/04

	128
	SSAC Briefs SSA
	1 day
	8/5/04
	8/5/04

	129
	Notify KO of CR Determination
	1 day
	8/6/04
	8/6/04

	130
	Notify Contractors Excluded
	3 days
	8/9/04
	8/11/04

	131
	Pre-Award Debriefs
	20 days
	8/12/04
	9/9/04

	132
	Determine Timeliness of Request
	3 days
	8/12/04
	8/16/04

	133
	Prepare Pre-Award Debriefs
	3 days
	8/17/04
	8/19/04

	134
	KO/Legal Review/Approval
	3 days
	8/20/04
	8/24/04

	135
	Conduct Pre-Award Debriefs
	11 days
	8/25/04
	9/9/04

	136
	Proposal Revisions
	70 days
	8/9/04
	11/17/04

	137
	Discussions/Revisions
	33 days
	8/9/04
	9/23/04

	138
	Prepare Evaluation Notices
	2 days
	8/9/04
	8/10/04

	139
	Prepare PBM
	7 days
	8/9/04
	8/17/04

	140
	Request DOL Wages Update
	10 days
	8/9/04
	8/20/04

	141
	KO Review PBM/ENs
	5 days
	8/18/04
	8/24/04

	142
	KO-P Review/Approve PBM
	4 days
	8/25/04
	8/30/04

	143
	J33 Review/Approve PBM
	5 days
	8/31/04
	9/7/04

	144
	Schedule Discussions
	1 day
	9/8/04
	9/8/04

	145
	Forward ENs to CR
	2 days
	9/8/04
	9/9/04

	146
	Conduct Discussions
	1 day
	9/9/04
	9/9/04

	147
	Receive Final Revisions
	1 day
	9/23/04
	9/23/04

	148
	Evaluate Final Revisions
	9 days
	9/24/04
	10/6/04

	149
	Cost/Price Evaluation
	9 days
	9/24/04
	10/6/04

	150
	Evaluate Revisions
	5 days
	9/24/04
	9/30/04

	151
	Prepare Abstract/Spreadsheet
	2 days
	9/24/04
	9/27/04

	152
	Prepare Final Report/Briefing
	2 days
	10/1/04
	10/4/04

	153
	KO/Legal Review
	2 days
	10/5/04
	10/6/04

	154
	Technical Evaluation
	8 days
	9/24/04
	10/5/04

	155
	Evaluate Revisions
	4 days
	9/24/04
	9/29/04

	156
	Prepare Final Report/Briefing
	2 days
	9/30/04
	10/1/04

	157
	KO/Legal Review
	2 days
	10/4/04
	10/5/04

	158
	Past Performance Evaluation
	4 days
	9/24/04
	9/29/04

	159
	Evaluate Revisions
	2 days
	9/24/04
	9/27/04

	160
	Prepare Final Report/Briefing
	1 day
	9/28/04
	9/28/04

	161
	KO/Legal Review 
	1 day
	9/29/04
	9/29/04

	162
	Socio/JWOD/DLA-MBA Evaluation and Subcontracting Plan Review
	1 day
	9/24/04
	9/24/04

	163
	Evaluate Revisions
	1 day
	9/24/04
	9/24/04

	164
	Prepare Final Report
	1 day
	9/27/04
	9/27/04

	165
	KO/Legal Review
	1 day
	9/28/04
	9/28/04

	166
	Comparative Assessment
	28 days
	10/7/04
	11/17/04

	167
	KO Develop Recommendation
	1 day
	10/7/04
	10/7/04

	168
	SSAC Perform Comparative Assessment
	1 day
	10/8/04
	10/8/04

	169
	SSAC Develops BVO Recommendations 
	1 day
	10/12/04
	10/12/04

	170
	Prepare Decision Document(s)
	5 days
	10/13/04
	10/19/04

	171
	SSAC Briefs SSA
	1 day
	10/20/04
	10/20/04

	172
	Notify KO of BVO Decision
	1 day
	10/26/04
	10/26/04

	173
	Prepare PNM
	5 days
	10/27/04
	11/2/04

	174
	KO Review PNM
	5 days
	11/3/04
	11/9/04

	175
	Contract Clearance Office Review/Approve PNM
	5 days
	11/10/04
	11/17/04

	176
	Make Performance Decision
	2 days
	11/18/04
	11/19/04

	177
	Present Results to SSA and Notify Senior DLA Leadership of   

Tentative Decision
	1 day
	11/18/04
	11/18/04

	178
	KO and SSA sign CCF Certifying Performance Decision
	1 day
	11/19/04
	11/19/04

	179
	Public/Congressional Announcement of Performance Decision 
	1 day
	11/22/04
	11/22/04

	180
	Place Announcement in FedBizzOpps.gov
	1 day
	11/22/04
	11/22/04

	181
	Notify Congress
	1 day
	11/22/04
	11/22/04

	182
	Notify Successful and Unsuccessful Offerors
	1 day
	11/22/04
	11/22/04

	183
	Conduct Required Personnel Actions
	15 days
	11/22/04
	12/14/04

	184
	Mock RIF Letters Issued
	1 day
	11/22/04
	11/22/04

	185
	PPP Briefs (4)
	2 days
	11/23/04
	11/24/04

	186
	PPP Counseling and Early Registration 
	1 day
	12/14/04
	12/14/04

	187
	Debriefings IAW FAR 15.303
	13 days
	11/23/04
	12/13/04

	188
	Requests for Debriefs
	1 day
	12/2/04
	12/2/04

	189
	Prepare for Debriefs
	5 days
	11/23/04
	12/1/04

	190
	Notice of Debrief Date
	1 day
	12/3/04
	12/3/04

	191
	KO/Legal Review/Approval
	2 days
	12/2/04
	12/3/04

	192
	Conduct Debriefings Private Sector Offerors
	1 day
	12/13/04
	12/13/04

	193
	Conduct Debriefings ATO
	1 day
	12/13/04
	12/13/04

	194
	Conduct Debriefings Affected Employees
	1 day
	12/13/04
	12/13/04

	195
	Contests
	54 days
	1/4/05
	3/22/05

	196
	KO Receives Contests
	1 day
	1/4/05
	1/4/05

	197
	Notify Directly Interested Parties of Contest
	1 day
	1/5/05
	1/5/05

	198
	KO Receive Comments from Interested Parties
	1 day
	1/21/05
	1/21/05

	199
	KO Prepares a Contest Report to Agency Official
	15 days
	1/24/05
	2/11/05

	200
	KO Report Submitted to Agency Deciding Official
	1 day
	2/15/05
	2/15/05

	201
	Agency Decision
	25 days
	2/16/05
	3/22/05

	202
	Conduct Congressional Announcement of  Performance Decision and Anticipated RIF
	1 day
	3/22/05
	3/22/05

	209
	Announcement/Contracting Office
	78 days
	11/18/04
	3/25/05

	210
	Documentation Preparation
	78 days
	11/18/04
	3/25/05

	211
	Complete BVO Schedule B
	3 days
	11/18/04
	11/22/04

	212
	Compile Contract
	14 days
	11/23/04
	12/14/04

	213
	Forward Subcontractor Plan to DCMA
	10 days
	12/15/04
	1/11/05

	214
	KO-P Review/Sign-off
	2 days
	1/12/05
	1/13/05

	215
	DD350 Submission
	1 day
	1/14/05
	1/14/05

	216
	EEO Clearance Coordination
	10 days
	1/18/05
	1/31/05

	217
	DLA 1693
	1 day
	3/25/05
	3/25/05

	218
	Provide Legal Agents of Directly Interested Parties with Required Information IAW FAR 15.503(b)
	2 days
	11/22/04
	11/23/04

	219
	Award Contract/Cancel Solicitation
	6 days
	3/23/05
	3/30/05

	220
	Make Agency Tender, SCF Available to Public Upon Request
	1 day
	3/23/05
	3/23/05

	221
	Forward Contract File to ACO
	5 days
	3/24/05
	3/30/05

	222
	Implementing the Performance Decision
	207 days
	11/23/04
	9/30/05

	223
	Determine RIF Effective Date 
	1 day
	3/23/05
	3/23/05

	224
	Distribute Official RIF Letters
	1 day
	3/24/05
	3/24/05

	225
	Establish the CGA
	179 days
	11/23/04
	8/22/05

	226
	Begin Phase-In Activities
	179 days
	11/23/04
	8/22/05

	227
	Schedule Post Award Conference 
	1 day
	11/23/04
	11/23/04

	228
	Provide ROFR List to Contractor (if required)
	1 day
	12/10/04
	12/10/04

	229
	Update QASP Based on Selected Service Provider's QC/CSP
	1 day
	11/23/04
	11/23/04

	230
	Complete Required Inventories
	1 day
	1/21/05
	1/21/05

	231
	Provide GF training to SP as Required
	1 day
	3/7/05
	3/7/05

	232
	Conduct Final Assessment of SP's Ability to Begin Full Performance
	14 days
	9/13/05
	9/30/05

	233
	Post Competition Accountability Actions
	29 days
	8/22/05
	10/3/05

	234
	Identify and Submit Best Practices and Lessons Learned
	1 day
	10/3/05
	10/3/05

	235
	Provide Information to Track Competition Results
	1 day
	10/3/05
	10/3/05

	236
	Monitor Performance in Accordance with QASP and PWS
	1 day
	8/22/05
	8/22/05

	237
	Implement QASP
	1 day
	8/22/05
	8/22/05

	238
	Maintain Currency of Contract File or MEO LOO
	1 day
	8/22/05
	8/22/05

	239
	Record Actual Costs by Performance Period
	1 day
	8/22/05
	8/22/05

	240
	Monitor, Collect, and Report Performance Information
	1 day
	8/22/05
	8/22/05


Appendix G―Interview Guide

This interview guide template is merely an example.  Questions should be tailored to accommodate specific audiences.

	Name of Interviewer
Date 


Name of Interviewee

Interviewee Organization

Job Classification

How long have you been in this position?

Who is your immediate supervisor?

Do you supervise any employees?  If so, how many?

How is the department/function/activity organized?  Subelements?

Describe the informal organization—“how things really work.”

What are the functions in your shop/area/division?

What are the critical tasks you perform?

Who are your customers?

What is your organization’s mission?

How do you know if you have succeeded or failed in your mission?

What performance indicators show this?

What are the consequences of mission success or failure?

What are the acceptable quantity levels of performance?

What does your organization do well?  In what areas is there room for improvement?

What are the inputs to this activity? (e.g., activity starts with a work request)

Describe the work process and procedures.

How does the process end? (e.g., completed work request forwarded to manager)

How much or how many of these activities do you perform each day, week, month, and year? 

What government regulations dictate why certain functions are performed?  Can any of these functions be consolidated or eliminated?

What aspects of your organization should be changed?

Are there any unnecessary tasks that could be eliminated?

With whom do you interface at the facility?  With outside vendors?

How do you handle surges in workload?  Can you plan for them (e.g., are they seasonal)?

How do you account for hours worked? 

How do you account for reimbursables?

How do you determine production schedule?

How do you find out about changes to requirements?

How do you respond to those changes?




Appendix H―MEO Letter of Obligation

[Usage Note:  Two sample letters of obligation are provided below.  The first letter is to be used for all standard competitions and for streamlined competitions for which a Most Efficient Organization (MEO) is established.  The second one is to be used for streamlined competition for which no MEO is established, i.e., for which the existing organization served as the basis for comparison against the private sector. 

The letter of obligation should be signed by the contracting officer (KO) and addressed to the MEO responsible official, an agency official who is deemed to be in the best position to oversee and be responsible for the performance of the in-house organization.  Copies of this letter will also be provided to other interested parties, including the Agency Tender Official (ATO) and Competitive Sourcing Division (CSD).]

Most Efficient Organization Letter of Obligation

(Date)

From:  (Insert KO name, title, and organization information)
To:  (MEO Responsible Official, title, and contact information)
Subject: 
MEO Letter of Obligation

     DLA has completed the evaluation of offers submitted in response to competitive sourcing competition, RFP No. __________, and has selected the proposed MEO as the service provider for this requirement.  As a result, DLA is canceling the RFP, and is issuing a Performance Agreement that sets forth the obligations of the MEO as the service provider.  Please sign and date below  and return a copy of this letter to the undersigned.  

     The attached Performance Agreement is the internal equivalent of a contract award to a private sector offeror.  This letter and the attached Performance Agreement document that the MEO has won the competition and is now obligated to perform, as offered and accepted by DLA, to the prescribed standard.  Additionally, the MEO is obligated to:

1. Comply with Government performance monitoring activities, including quality assurance, maintenance of “contract” files, recording actual costs, documentation of past performance, and Government reports

2. Notify the Contracting Officer (KO), or designee, of any changed conditions that would warrant material changes in the Performance Agreement, including scope, workload, actual inflation, and actual wage rates.  

3. Comply with all requirements that are a condition of being a Government employee.

       The start date for performance of your transition tasks as outline in the Performance Agreement is MMMM DD, YYYY.   Additionally, the MEO is required, 120 calender days after the start date for transition, to begin perform in accordance with the proposed organization, staffing levels (number and grades), processes (including quality control) and costs identified in the Performance Agreement.  

(Insert name, organization, and contact information) is appointed as the equivalent of a KO for this MEO.  Please communicate directly with the KO or designee, with regard to any issues concerning this letter, transition, or performance.  You must inform the KO, or designee, of : 1) an alternate for your position, 2) and change in your status as it relates to the MEO, and 3) the name of any replacement or co-official that is appointed.  The KO will comply with FAR Part 49 to notify the MEO of poor performance or a termination decision for failure to perform, and also with FAR 17.207 to determine if and when to exercise option periods for performance.

__________________



__________________________________

Date






(Insert KO Name)








Contracting Officer

__________________



__________________________________

Date






(Insert MEO Responsible Official Name)

Attachment:  

Performance Agreement, consisting of the following documents:

1) Section C of Solicitation SP0XXX

2) DDXX Management Plan

a. Most Efficient Organization

b. Position Descriptions

c. Preliminary Planning, Analysis, and Recommendations

d. Technical Performance Plan

3) DDXX Technical Plans

a. Quality Control Customer Satisfaction Plan

b. Transition Plan

c. Mobilization, Sustainment, and Disaster Recovery Plan

4) DDXX In-house Cost Estimate

 [Usage Note:  The following is a sample letter of obligation to be used for streamlined competitions for which no Most Efficient Organization was developed.]

Letter of Obligation for Existing In-House Organization

(Date)

From:
(Insert KO’s name, title, and contact information)

To:
(Insert name, title, and contact information for responsible official)

The Defense Logistics Agency (DLA) has concluded its efforts on the streamlined A-76 competition for _______ (describe the requirement), and has selected _________as the service provider for this requirement.  As a result, DLA is issuing this Letter of Obligation to you in accordance with the OMB Circular A-76, Paragraph C.3.d.(2), the official responsible for performance of the in-house organization.

This Letter of Obligation is the internal equivalent of a contract award to a private sector offeror.  The in-house organization is now obligated to perform, as offered and accepted by DLA, within the following requirements:

1.
The in-house organization is obligated to perform the services that were the subject of the competition.  The obligation is based on the workload level that was assumed in the competition.

2.
The in-house organization is obligated to perform in accordance with the same staffing levels (numbers and grades) and other costs identified in the streamlined competition form.

You must notify the contracting officer of any changed conditions that would warrant revisiting the competition decision, including increases or decreases in workload, reorganizations, and restructurings.

__________________



__________________________________

Date






(Insert KO Name)








Contracting Officer

__________________



__________________________________

Date






(Insert Responsible Official Name)

Appendix I―Nondisclosure

COMMERCIAL ACTIVITIES COMPETITION

 NONDISCLOSURE AND CONFLICT OF INTEREST

(Government Employee)
NAME  

GRADE  
  

JOB TITLE  


ORGANIZATION  
    

COMPETITIONS  


AFFILIATION TO THE COMPETITION (Circle One):  MEO / PWS / Other  

I acknowledge that my official duties cause me to have access to documents or data pertaining to a commercial activities competition.  I am aware that unauthorized disclosure of source selection or proposal information (including the Agency Tender) could damage the integrity of this competition and that the transmission or revelation of such information to unauthorized persons could subject me to prosecution under the Procurement Integrity Laws or under other applicable laws.

I will not divulge, publish, or reveal by word, conduct, or any other means such information or knowledge, except as necessary to do so in the performance of my official duties related to this competition and in accordance with the laws of the United States, unless specifically authorized in writing in each and every case by a duly authorized representative of the United States Government.
I acknowledge that the information I receive will be given only to persons specifically granted access to the procurement/proposal/source-selection-sensitive information and may not be further divulged without specific prior written approval from an authorized individual.

If at any time during this competition my participation might result in a real, apparent, possible, or potential conflict of interest, I will immediately report the circumstances to the appropriate authorized individual, i.e., contracting officer, local counsel, or source selection authority.

SIGNATURE:  _________________________________
DATE:  ___________________


COMMERCIAL ACTIVITIES COMPETITION

NONDISCLOSURE AND CONFLICT OF INTEREST

(Contractor Employee)

NAME  
    

JOB TITLE  


COMPANY NAME  
  

COMPETITIONS  


DLA SPONSOR  
 


(i.e., DDC, DRMS, J-3, etc.)
AFFILIATION TO THE COMPETITION (Circle One):  MEO / PWS / Other  

1. I acknowledge that my contract responsibilities cause me to have access to documents or data pertaining to a commercial activities competition.  I am aware that unauthorized disclosure of source selection or proposal information (including the Agency tender) could damage the integrity of this competition and that the transmission or revelation of such information to unauthorized persons could subject me to prosecution under the Procurement Integrity Laws or under other applicable laws.

I will not divulge, publish, or reveal by word, conduct, or any other means such information or knowledge, except as necessary to do so in the performance of my official duties related to this competition and in accordance with the laws of the United States, unless specifically authorized in writing in each and every case by a duly authorized representative of the United States Government.

I acknowledge that the information I receive will be given only to persons specifically granted access to the procurement/proposal/source-selection-sensitive information and may not be further divulged without specific prior written approval from an authorized individual.
If at any time during this competition my participation might result in a real, apparent, possible, or potential conflict of interest, I will immediately report the circumstances to the appropriate authorized individual, i.e., contracting officer, local counsel, or source selection authority.
SIGNATURE:  

DATE:  
 

SOURCE SELECTION PARTICIPATION AGREEMENT


COMMERCIAL ACTIVITIES COMPETITIONS  


NAME  

(hereinafter referred to as “you” or “your”)

ADDRESS   


APPOINTED BY  



DATE APPOINTED  
  


AGREEMENT

a. This agreement applies to individuals involved in the above-referenced commercial activities competition(s). This agreement applies to your service as a 

.

(e.g., Source Selection Evaluation Board member)

b. This agreement contains the rules of conduct for the procurement associated with the above referenced commercial activities competition(s). It includes rules of conduct regarding conflicts of interest, as well as rules of conduct regarding the safeguarding of confidential information.

c. Your signature on this agreement indicates that you have read this agreement and agree to be bound by its terms.

CONFLICTS OF INTEREST.  

By signing this agreement, you agree to avoid conflicts of interest.  This means that:

a. You, your spouse, and dependent children do not have any direct or indirect financial interest or any other beneficial interest in a potential competing contractor on this procurement.  Please note any exceptions to this below:

b. You, your spouse, and dependent children agree not to acquire any direct or indirect financial interest or any other beneficial interest in an actual competing contractor on this procurement during the source selection process.

c. You are not related to anyone, by blood or by marriage, who is employed by a potential or actual competing contractor on this procurement.  Please note any exceptions to this below:

d. You agree not to solicit or accept, directly or indirectly, any promise of future employment or business opportunity from an officer, employee, representative, agent, or consultant of a competing contractor on this procurement during the source selection process

e. You agree not to discuss any future employment or business opportunity from an officer, employee, representative, agent, or consultant of a competing contractor on this procurement during the source selection process

f. You agree not to ask for, demand, exact, solicit, seek, accept, receive, or agree to receive, whether directly or indirectly, any money, gratuity, or other thing of value from any officer, employee, representative, agent, or consultant of any competing contractor on this procurement 

g. You agree not to engage in any personal or professional activity, or enter into any financial transaction that involves or appears to involve the direct or indirect use of “inside information” to further a private gain for yourselves or others, and

h. You affirm that, to the best of your knowledge, neither you nor any member of your household or immediate family is employed in a position that would be adversely affected if this function were contracted out.  For purposes of this statement, you understand that every position currently devoted, full or part time, to directly performing the function under study is assumed to be adversely affected by a decision to contract out.

In the event that you have noted any exceptions in this paragraph, the contracting officer will advise you whether you may still participate in the source selection process.

PROTECTING CONFIDENTIAL INFORMATION.  

By signing this agreement, you agree not to disclose confidential, proprietary, and/or source-selection-sensitive information to any individual or entity, unless that individual or entity is authorized by the contracting officer to receive such information.  This means that you:

a. Have read, understood, and agree to abide by the terms of the Federal Acquisition Regulation Part 3.104

b. Will not knowingly disclose, directly or indirectly, proprietary or source-selection- sensitive information to any individual or entity, unless that individual or entity is authorized by the contracting officer to receive such information

c. Agree not to discuss evaluation or source selection matters (including proprietary proposal information) with any unauthorized individuals, even after the announcement of the successful contractor(s), unless authorized by the contracting officer, and

d. Acknowledge that disclosure of proprietary information may violate the “Trade Secrets Act.”  If you are found to have violated the Trade Secrets Act, you may be subject to criminal penalties.

OTHER RULES OF CONDUCT. 

By signing this agreement you agree to abide by the following additional rules of conduct for this procurement:

a. You agree not to communicate with offerors or their subcontractors concerning this acquisition unless you first obtain the approval of the contracting officer

b. You recognize that your participation in this source selection may be subject to intense scrutiny.  As such, you agree to conduct yourself in such a way as to not adversely affect the confidence of the public or competing contractors in this source selection process

c. You agree to avoid any action, whether or not prohibited, that could result in, or could create, the appearance of or lack of independence or a lack of impartiality, and certify that you

[   ] have submitted a current OGE 450, Executive Branch Personnel Confidential Financial Disclosure Report, or SF 278, Executive Personnel Financial Disclosure Report, as required by DODD 5500.7 

[   ] will submit an OGE 450 or SF 278 to your organization’s designated ethics official within 10 work days from the date of your appointment, or

[   ] have consulted with your organization’s ethics official and are not required to submit an OGE 450 or SF 278.

CONTINUING RESPONSIBILITY.  

You understand that your obligations under this agreement are of a continuing nature.  If anything takes place that would cause a change to any statement, or create a violation of any representation or rule of conduct contained in this agreement, you agree to inform the contracting officer promptly.

I certify that I have read and understand the above agreement. I further certify that the statements made herein are true and correct.

I agree to the terms of this agreement.


Your Signature                                                 

Date


Contracting Officer’s Signature
 Date

Appendix J—Sample Announcement Schedule

	
	Contact/Action
	Responsibility
	Due Date
	Time EST
	Comments

	1
	Provides Data/Input for Press Release
	RA/CSD
	9/9/02
	
	Provide profiles & FTEs to be announced & quotes from J-3 and RA Commander

	2
	Develop Summary Level Press Release
	DP 
	9/13/02
	0900
	Draft press release – Coordinate with RA, CSD

	3
	Schedule call time for PAUSD(L&RM)
	J-37 Administrative Assistant
	ASAP
	
	Call to be scheduled for 25 Sep AM

(See step 10)

	4
	Draft Congressional Notification Letters
	J-37 
	9/13/02
	
	Coordination with CSD, DL, DP, and RA.

	5
	Provide J-37 with Congressional delegation names and addresses for Congressional notification letters
	DL
	9/13/02
	
	Coordination with J-37.

	6
	Complete Congressional Notification Letters
	J-37 
	9/20/02
	
	Obtain J-3 coordination and submit for D-signature

	7
	Have J-3 Deputy Director Sign Letters & Approve Announcement Press Release
	
	9/23/02
	1200
	Delegated from DLA Director to J-3 Deputy Director

	8
	Notify DV 
	J-3 
	9/23/02
	1300
	Advise DV by phone

	9
	Complete Q&As
	DL 
	9/24/02
	0900
	CSD and RA

	10
	Draft DLA Council Union Letter
	CSD
	9/24/02
	0900
	J-37, J-1, and RA J-1 Provide copies of press release and Congressional letter

	11
	Call PAUSD(L&RM) 
	J-3
	9/25/02
	A.M.
	Notify PAUSD of announcements via phone call;  notify DUSD-I, DUSD-LRM, AT&L

	12
	Begin Congressional Notification
	DL
	9/30/02
	0900
	Notify by phone/fax

	13
	Notify Local Legislative Representatives
	RA Command Affairs 
	9/30/02
	1300
	Fax press release 

	14
	Notify DLA AFGE Council/AFGE National
	J-37

J-1
	9/30/02
	1230
	Notify Union by phone call and fax signed letter by J-3 Deputy Director

	15
	Notify Local Union
	Local Commanders
	9/30/02
	1245
	Local union should be notified right before workforce is briefed

	16
	Notify RA/DLA AFGE Council Vice Presidents
	RA-DD
	9/30/02
	1300
	Notify by fax/letter

	17
	Brief Workforce
	Local Commanders
	9/30/02
	1300
	

	18
	Issue Press Releases (National and Local)
	DP
	9/30/02
	1300
	Wire/Internet/Fax

	19
	Update DLA A-76 Library & Directory Web Site 
	CSD 
	9/30/02
	1330
	Send update to J-8 Web Master 


Appendix K—Sample Decision Schedule

	
	Contact/Action
	Responsibility
	Due Date
	Time EST
	C Comments

	1
	Compare MEO and best value offeror proposal
	Contracting Officer (KO) 
	7/12/02
	
	

	2
	Deliver technical leveling recommendations to J-3
	KO 
	7/15/02
	
	Advance discussion by telecon

	3
	Review recommendation/notify DDC 
	J-3
	7/16/02
	
	

	4
	IRO review/certify/mgmt plan/IHCE
	IRO 
	7/24/02
	
	

	5
	Schedule phone call time DUSD-LRM
	Secretary, DLA Director
	ASAP
	
	Call to be scheduled for 8/07           (see Step 18)

	6
	Schedule phone call time Naval Supply Systems Command (NAVSUP)
	Secretary, J-3 Deputy
	ASAP
	
	J-3 Deputy to make call; call to be scheduled for 8/08 PM; Depot Commander will call the NS San Diego & NADEP North Island Commanders sequentially starting at time of J-3 Deputy call to NAVSUP            (see Steps 22 & 23)

	7
	Open IHCE
	KO 
	7/25/02
	
	

	8
	Conduct cost comparison and complete CCF
	KO 
	7/26/02
	
	

	9
	Present results to SSA
	KO 
	7/29/02
	1100
	Deputy J-3 & J-37 Executive Director attend; DDC Commander and DDC A-76 Program Manager joining via telephone

	10
	Notify DLA Director
	J-3 Director
	7/29/02
	1130
	Advise Director in person; J-3 secretary needs to schedule this in advance 

	11
	Notify DLA Vice Director
	J-3 Deputy
	7/29/02
	1130
	

	12
	Notify DLA congressional and public affairs offices
	J-374 Chief
	7/29/02
	1300
	Deliver Fm 1693 received from KO

	13
	Notify Depot Commander 
	DDC Commander
	7/29/02
	1300
	Depot Commander will be at the DDC.  Notification will be in person

	14
	DDC provides data to J-374 for OSD point paper
	DDC A-76 Program Manager
	7/29/02
	1600
	

	15
	Draft congressional notification letters
	J-37 
	7/31/02
	0800
	Coordination with J-374 and DP

	16
	Provide J-37 with Congressional delegation names and addresses for Congressional notification letters
	DL
	7/31/02
	
	Coordination with J-37

	16
	Complete DLA Council union letter
	J-374 A-76 Program Coordinator
	7/31/02
	1600
	J-37, J-1, and DDC Labor Relations assist – Provide copies of press release and congressional letter 

	17
	Complete point paper for call to LRM for Director’s use (Step 18)
	J-374 has lead
	8/01/02
	1600
	Coordinate with J-8/DG

	18
	Advise DUSD-LRM
	DLA Director
	8/07/02
	
	Via phone, using point paper

	19
	Complete congressional notification letters
	J-37
	8/07/02
	1600
	Obtain DDC, J-3, and DG coordination and submit for D-signature

	20
	Complete Q&As
	DL
	8/07/02
	1600
	J-374 and DDC Command Affairs assist; DG coordination

	21
	Complete summary-level press release
	DP
	8/07/02
	1600
	Coordinate with DDC Command Affairs, J-374, DG

	22
	Notify Naval Supply Systems Command
	J-3 Deputy
	8/08/02
	1600
	Notify by phone call; coincides with notification of Host Commanders   (see Step 23)

	23
	Notify Naval Station San Diego Host Commander / Naval Aviation Depot North Island Commander / Local Fleet Industrial Supply Command (FISC)
	DDDC Depot Commander
	8/08/02
	1600
	Notify by phone sequentially; coincides with Deputy J-3 call to NAVSUP; 1300 Pacific Standard Time  (see Step 22)

	24
	Begin congressional notification
	DL Director
	8/09/02
	0900
	Notify by phone/fax

	25
	Notify DLA AFGE Council/AFGE National, Mr. Porter / Ms. Tyree
	J-37 Executive Director; J-1Labor Relations assist
	8/09/02
	1230
	Notify union by phone call and fax signed letter by J-3 Deputy

	26
	Notify local union
	DDDC Commander 
	8/09/02
	1245
	Local union should be notified right before workforce is briefed; 0945 Pacific Standard Time

	27
	Notify DDC/DLA AFGE Council Vice Presidents
	DDC Deputy Commander
	8/09/02
	1300
	Notify by fax/letter

	28
	Brief workforce
	DDDC Commander 
	8/09/02
	1300
	1000 Pacific Standard Time

	29
	Notify local legislative representatives
	DDC Command Affairs
	8/09/02
	1300
	Fax press release; 1000 Pacific Standard Time

	30
	Notify AFGE Defense Policy Analyst
	J-37 Secretary arrange call for J-37 Executive Director / J-1 Labor Relations assist
	8/09/02
	1400
	Notify by phone after workforce briefing

	31
	Notify best value offeror of result
	KO 
	8/09/02
	1300
	Notify by phone.

	32
	Issue press releases (national and local)
	DP
	8/09/02
	1300
	Wire/Internet/fax

	33
	Notify host PAO (send press release and Q&As)
	DDC Command Affairs 
	8/09/02
	1300
	Fax

	34
	Update DLA A-76 contracting Web site
	KO 
	8/09/02
	1330
	Send release to DLIS for posting

	35
	Provide MEO and offeror with required information
	KO 
	8/09/02
	P.M.
	FEDEX

	36
	Update DLA A-76 library and directory Web site 
	J-374 A-76 Program Coordinator
	8/12/02
	
	

	37
	Provide ACA with contest books
	KO
	8/12/02
	
	Beginning of the contest period

	38
	Issue mock RIF letters
	CSO-N
	8/12/02
	
	

	39
	Priority placement program briefs
	CSO-N/Depot Commander
	8/13/02 – 8/14/02
	
	

	40
	PPP counseling and early registration
	CSO-N
	8/15/02
	
	

	41
	Draft RIF letter notification schedule
	J-374 A-76 Program Coordinator
	9/23/02
	
	Coordinate with J-1, J-3, DDC, DL, DG

	42
	Issue official RIF letters
	CSO-N
	10/15/02
	
	Assumes all goes well with decision and any appeals

	43
	Complete transition/conduct RIF
	DDC-J3/4 / CSO-N
	2/28/03
	
	DDC requires 120 + 7 days minimum for transition to allow for RIF notification to employees.  This bumps the transition completion date from 1/31/03 to 2/28/03.


Appendix L―Performance Metric Dashboard


[image: image8.wmf]1

Activity Under Study:

Cost Data as of:  12/03

Quadrant Updates as of: 2/13/04

Competition Start Date

:    

00/00/00 

Competition 

Finish Date

:

00/00/00

Schedule

Cost

PERFORMANCE MEASURE DASHBOARD 

Current Milestones

•

Summary of current completed key activities (as of 

the date of the VTC)

PWS POC Lead:

MEO POC Lead:

Contract Specialist:

HQ Analyst:

Upcoming Milestones

•

Key events or activities occurring in the next 4 to 6 

weeks

Key Points

•

High

-

level overview {no more than 3 bullets} of 

schedule, cost or variance trends (e.g. upward or 

downward costs) and primary influencer(s) driving 

them.  

Changes/Actions Required

•

Action(s) taken/needing to be done to adjust 

study, schedule and/or budget

G

G

Apr-04

May-04

PWS 

  Labor

       Requiring Activity (govt)

       Requiring Activity (consultant)

       Activity Under Study  (govt)

       HQ  (govt)

    Period PWS Labor Costs

$0.00

$0.00

    Cumulative PWS Labor Costs

$0.00

$0.00

  Travel

       Requiring Activity (govt)

       Activity Under Study  (govt)

       HQ  (govt)

    Period PWS Travel Costs

$0.00

$0.00

    Cumulative PWS Travel Costs

$0.00

$0.00

Period PWS Cost

$0.00

$0.00

Cumulative PWS Cost

$0.00

$0.00

MEO 

  Labor

       Requiring Activity (govt)

       Requiring Activity (consultant)

       Activity Under Study  (govt)

       IRO  (govt)

       IRO  (consultant)

       DORRA  (govt)

    Period MEO Labor Costs

$0.00

$0.00

    Cumulative MEO Labor Costs

$0.00

$0.00

  Travel

       Requiring Activity (govt)

       Activity Under Study  (govt)

       IRO  (govt)

       IRO  (consultant)

       DORRA  (govt)

    Period MEO Travel Costs

$0.00

$0.00

    Cumulative MEO Travel Costs

$0.00

$0.00

Period MEO Cost

$0.00

$0.00

Cumulative MEO Cost

$0.00

$0.00

Solicitation

  Labor

       KO  (govt)

       Evaluation Boards 

 (govt)

    Period Solicitation Labor Costs

$0.00

$0.00

    Cumulative Solicitation Labor Costs

$0.00

$0.00

  Travel

       KO  (govt)

       Evaluation Boards

 (govt)

    Period Solicitation Travel Costs

$0.00

$0.00

    Cumulative Solicitation Travel Costs

$0.00

$0.00

Period Solicitation Cost

$0.00

$0.00

Cumulative Solicitation Cost

$0.00

$0.00

Other

Transition Costs

Period Other Costs

$0.00

$0.00

Cumulative Other Costs

$0.00

$0.00

TOTAL PERIOD COSTS

$0.00

$0.00

TOTAL CUMULATIVE COSTS

$0.00

$0.00


Appendix M—Cost Tracking Sheet

	Competition Number:   
	Office:
	 

	Competition Name:
	POC:
	Phone:

	Period (month & year):
	 
	 
	 

	
	
	
	

	 
	Cost ($)
	Hours
	Clarification/ Breakdown

	PWS 
	 
	 
	 

	  Labor
	 
	 
	 

	       Requiring Activity (govt)
	 
	 
	 

	       Requiring Activity (consultant)
	 
	 
	 

	       Activity Under Study  (govt)
	 
	 
	 

	       HQ  (govt)
	 
	 
	 

	    Period PWS Labor Costs
	 $                    -   
	0.0
	 

	  Travel
	 
	 
	 

	       Requiring Activity (govt)
	 
	 
	 

	       Activity Under Study  (govt)
	 
	 
	 

	       HQ  (govt)
	 
	 
	 

	    Period PWS Travel Costs
	 $                    -   
	0.0
	 

	Period PWS Cost
	 $                    -   
	0.0
	 

	 
	 
	 
	 

	MEO 
	 
	 
	 

	  Labor
	 
	 
	 

	       Requiring Activity (govt)
	 $               56.00 
	 
	 

	       Requiring Activity (consultant)
	 
	 
	 

	       Activity Under Study  (govt)
	 
	 
	 

	       IRO  (govt)
	 
	 
	 

	       IRO  (consultant)
	 
	 
	 

	       DORRA  (govt)
	 
	 
	 

	    Period MEO Labor Costs
	 $               56.00 
	0.0
	 

	  Travel
	 
	 
	 

	       Requiring Activity (govt)
	 
	 
	 

	       Activity Under Study  (govt)
	 
	 
	 

	       IRO  (govt)
	 
	 
	 

	       IRO  (consultant)
	 
	 
	 

	       DORRA  (govt)
	 
	 
	 

	    Period MEO Travel Costs
	 $                    -   
	0.0
	 

	Period MEO Cost
	 $               56.00 
	0.0
	 

	 
	 
	 
	 

	Solicitation
	 
	 
	 

	  Labor
	 
	 
	 

	       KO  (govt)
	 
	 
	 

	       Evaluation Boards (SSAC, PRAG, SSEB, etc.) (govt)
	 
	 
	 

	    Period Solicitation Labor Costs
	 $                    -   
	0.0
	 

	  Travel
	 
	 
	 

	       KO  (govt)
	 
	 
	 

	       Evaluation Boards (SSAC, PRAG, SSEB, etc.) (govt)
	 
	 
	 

	    Period Solicitation Travel Costs
	 $                    -   
	0.0
	 

	Period Solicitation Cost
	 $                    -   
	0.0
	 

	 
	 
	 
	 

	Other
	 
	 
	 

	Transition Costs
	 
	 
	 

	Period Other Cost
	 $                    -   
	0.0
	 

	 
	 
	 
	 

	TOTAL PERIOD COSTS
	 $               56.00 
	0.0
	 

	
	
	
	

	
	
	
	

	Send to: DLA HQ
	
	
	

	Submissions due by the end of the third week of the month.
	
	


Appendix N―DLA High Performing Organization Plan Requirements and Evaluation Criteria
HPO Plan Requirements: Mission Performance

	Describe how the mission of the organization is communicated to all employees in the organization. 

	Customer Service:
	Describe your customer service plan and how customer service is integrated into the mission/vision of the organization.

	
	Describe your customer feedback mechanism and how you tailor your product/services to the needs of your customer.

	
	Provide copies of recent customer feedback and/or survey results documenting level of customer satisfaction.

	Quality Control & Performance Measurement
	MEO: Provide a crosswalk of required Acceptable Performance Levels (APLs) and achieved percentage. Describe deficiencies and the action plan for correction.

	
	Non-MEO:  Provide a crosswalk of performance and resource metrics and achieved results. Describe how the quality of your products and/or services are measured and how the results are integrated into your mission.  Describe deficiencies and the action plan for correction.

	Innovation 
	Describe how continuous improvement is promoted and rewarded within the organization to ensure the organization continues to strive for “world class” performance.

	
	Describe any unique partnerships including public-private partnerships, inter-service agreements, or cross-functional teams that demonstrate the organization’s commitment to innovation.

	
	Describe how the organization uses best practices and/or benchmarking.


HPO Plan Requirements: Human Resources
	Describe the method for measuring employee satisfaction and provide copies of recent employee feedback and/or survey results documenting level of employee satisfaction

	Personnel Management
	Describe how your performance management system (standard government pipeline) integrates with your mission and customer satisfaction goals. Describe award and recognition programs that reward significant contributions to the organizational goals.

	Employee Development
	Describe workforce planning initiatives and how the organization fosters employee development and innovation. Include a discussion on any unique training components.

	Workplace Satisfaction
	Describe any unique safety or quality of workplace initiatives that demonstrate the organization’s commitment to employee health and safety.


HPO Plan Requirements: Cost Analysis

	Describe the process for ensuring resources (staff and $) are aligned to support achievement of organizational goals

	Describe how your financial management systems have been designed/reengineered and undergo continuous improvement to ensure that decision-makers have accurate, timely, and useful information and users are able to efficiently and effectively update information.

	Describe how current costs were maintained or reduced in comparison to the previous year/performance period. 

	Provide a detailed description of any planned increases/reductions for the next year/performance period and collateral impact on the organization’s performance.

	MEO
	If workload increased post-decision, describe how the organization was able to accommodate the new /increased requirements and integrated new budget amounts to meet mission requirements.

	
	If workload decreased post-decision, describe how the organization addressed the reduced requirements and integrated any changes to budget amounts to meet mission requirements.

	Non - MEO
	Submit a detailed cost analysis and narrative detailing savings realized from recent BPR related activities.

	
	If workload increased post BPR implementation, describe how the organization was able to accommodate the new/increased requirements and integrated new budget amounts to meet mission requirements.

	
	If workload decreased post BPR implementation, describe how the organization addressed the reduced requirements and integrated any changes to budget amounts to meet mission requirements.


HPO Evaluation Criteria: Mission Performance

	
	Satisfactory: 
	Very Good: 
	Excellent:

	Customer Service/Satisfaction 
	- Feedback mechanism in place.

-Customer service tied to Mission/Vision
	Criteria for Satisfactory plus:

- Demonstration of tailored products/services to customer needs
	Criteria for Very Good plus:

-Documented recognition/achievement in Customer Service or Customer Recommendation

	Quality Control/Performance Measurement
	NON-MEO:

- Quality Control Program implemented and used as an objective measure of performance

- Achieves 85% of its required performance metrics.
	Criteria for Satisfactory plus:

NON-MEO:

-Performance Management system tied to QC programs
	Criteria for Very Good plus:

NON-MEO:

Criteria for Very Good plus:

-Recognition for outstanding quality (internal or external)

	
	MEO:
- QC/CSP implemented and used as the MEO’s objective measure of performance and first line of quality in the organization

- Achieves 85 % of the total APLs contained in the PWS.  MEO performance of PWS tasks is adequate with some tangible benefits to the Government.  Although there are areas of good or better performance, these are more or less offset by lower-rated performance. 

- Achieves satisfactory performance of MEO Letter of Obligation requirements 85% of the time as documented in the CGA’s implementation of the QASP.
	Criteria for Satisfactory plus:

MEO:

- Achieves a cumulative 90% of its APLs Service Provider’s performance of tasks is consistently above standard and provides tangible and intangible benefits to the Government. Although some areas may require improvement; these areas are minor and are more than offset by better performance in other areas.  Few, if any, recurring problems have been noted.  
	Criteria for Very Good plus:

MEO:

-Achieves a cumulative 95% of its APLs.  Service Provider’s performance of virtually all tasks is consistently noteworthy and provides numerous significant, tangible or intangible, benefits to the Government. There are no recurring problems. 

	Demonstration of Innovation.    
	- Has demonstrated past process improvement/innovation.
	Criteria for Satisfactory plus:

-Has documented/planned for future process improvements/innovations


	Criteria for Very Good plus:

-Currently uses best practices and unique partnerships to fulfill mission requirements or create efficiencies.

	
	
	NON-MEO:

-Has successfully reinvested savings and demonstrated strategic focus on innovation.
	MEO:

Meets the binding performance agreement to realize additional savings percentages over the average cost of performing the function during the previous year and has applied savings to continued process improvements and staff development.


HPO Evaluation Criteria: Human Resources
	
	Satisfactory: 
	Very Good: 
	Excellent:

	Employee Development/ Satisfaction 
	- System in place to measure employee satisfaction
	Criteria for Satisfactory plus:

-Documentation that overall employee satisfaction meets acceptable levels (>50%)
	Criteria for Very Good plus: 
-Demonstrated dedication to employee friendly workplace (i.e. flex time, health/safety initiatives, work/life balance)

	Personnel Management
	-Performance management system in place.
	Criteria for Satisfactory plus:

- Performance Management System clearly linked to mission and customer satisfaction.

- Workforce appropriate to mission accomplishment.
	Criteria for Very Good plus:

- Demonstration of dedication to employee training and professional development.

	
	MEO: 

-MEO has maintained awarded personnel numbers.
	Criteria for Satisfactory plus:

MEO:

-If applicable: MEO has experienced decrease/increase in workload and has correctly adjusted personnel numbers to meet mission requirements and budget constraints.
	


HPO Evaluation Criteria: Cost Analysis

	
	Satisfactory: 
	Very Good: 
	Excellent:

	Non-MEO
	-Financial Management system in place. 


	Satisfactory Criteria plus:

-Demonstration of system use by managers and accuracy of information.
	Criteria for Very Good plus:

-Financial Management system tied to Performance Management and Quality Control Systems

-Provides clear concise, actionable plan for increased efficiencies/cost savings in up coming year/performance period.

	
	
	Organization has demonstrated savings post BPR implementation. (Savings is calculated in COMPARE using the SLCF. Pre-BPR cost are calculated in Lines 1-4, Post-BPR cost will be calculated in Lines 1a-4a)(
	Realized savings post-BPR achieved 20% savings or greater.

	MEO
	- Past period end actual costs, less saved pay, do not exceed the total In-House Cost Estimate (IHCE) (adjusted for inflation and PWS changes) 


	Criteria for Satisfactory plus:

-Cost comparison shows increased efficiency from prior to current year/period of performance. 

(Savings is calculated in COMPARE using the SLCF or SCF. Original IHCE costs are calculated in Lines 1-5, Current MEO costs will be calculated in Lines 1a-5a)(
	Criteria for Very Good plus:

- Provides clear concise, actionable plan for increased efficiencies/cost savings in up coming year/performance period.


Appendix O—DoD Baseline Cost Information(
1. CALCULATING AND DOCUMENTING BASELINE COSTS

a. COMPARE Baseline Costs File and Documentation. For Standard and Streamlined Competitions, COMPARE shall be used to (a) calculate the Preliminary Planning and Adjusted Baseline Costs, (b) create two separate COMPARE files for the Preliminary Planning Baseline Costs and Adjusted Baseline Costs, and (c) reflect such costs on Lines 1-6 of the Baseline Costs Report (BCR).  Based on the type of COMPARE Baseline Costs File created, COMPARE automatically identifies the BCR as Preliminary Planning Baseline Costs or Adjusted Baseline Costs.

b. Personnel Costs (BCR Line 1). For Standard and Streamlined Competitions, the cost of government personnel shall be reflected in the Preliminary Planning and Adjusted Baseline Costs.  Government personnel may be shared by multiple activities including the commercial activity included in the competition.  Examples of shared government personnel include indirect labor, supervision, administrative support, quality control, administration and inspection and contract administration and surveillance of awarded contracts.  In addition to the requirements identified in the revised circular, DoD Civilian Personnel Costs shall be included in the baseline costs by identifying the work-years expended by all sources of civilian manpower (including overtime), which includes assigned, permanent, temporary, part-time, intermittent, seasonal, borrowed, detailed, over-hire, foreign national direct hire, foreign national indirect hire, and nonappropriated fund personnel.  Labor hours shall be calculated by multiplying the number of authorizations identified during preliminary planning, times the annual available hours (2087).  FTEs shall be calculated as required by the revised circular.  Military Personnel Costs shall be included in the baseline costs by identifying the labor hours expended by all sources of military manpower and calculating such costs using the Military Composite Rate Billable to Non-DoD Activities.  
c. Material and Supply Costs (BCR Line 2).  For Standard and Streamlined Competitions, material and supply costs shall be included in Preliminary Planning and Adjusted Baseline Costs.  Material and supply costs may be shared by multiple activities including the commercial service provider included in the competition.  Examples of shared material and supply costs include administrative supply costs, bulk purchases of material, supply transportation costs, etc.  In addition to the requirements in the OMB Circular and the DoD A-76 Costing Manual, Preliminary Planning Baseline Costs shall include costs for all materials and supplies used by the commercial activity in the 12 months prior to public announcement, regardless of whether or not the material or supplies may be government-furnished when the solicitation is issued.
d. Other Specifically Attributable Costs (BCR Line 3).  For Standard and Streamlined Competitions, costs for government property (including facilities, equipment, and services) used to perform the commercial activity shall be included in the Preliminary Planning and Adjusted Baseline Costs.  Other specifically attributable costs may be shared by multiple activities including the commercial activity included in the competition.  For Streamlined Competitions, other specifically attributable costs shall be limited to awarded contracts in Preliminary Planning and Adjusted Baseline Costs.  For Standard Competitions, other specifically attributable costs shall be included in Preliminary Planning and Adjusted Baseline Costs.  Other specifically attributable costs include depreciation, facilities, cost of capital, rent, utilities, insurance, travel, existing contracts and the associated contract administration, inspection and surveillance, maintenance and repair, and other costs.  Labor for contract administration and inspection and surveillance costs for existing contracts are included in BCR Line 1.
e. Overhead (BCR Line 4).  For Standard and Streamlined Competitions, overhead costs shall be included in Preliminary Planning and Adjusted Baseline Costs.

f. Additional Costs (BCR Line 5).  For Standard Competitions, additional costs shall be included in the Preliminary Planning and Adjusted Baseline Costs.  Additional costs are the result of unusual or special circumstances.  Such costs may be shared by multiple activities including the commercial activity included in the competition.

g. Total Cost of Performance (BCR Line 6).  For Standard and Streamlined Competitions, COMPARE automatically calculates the total cost of performance.

2. CAMIS REPORTING REQUIREMENT

Reporting baseline costs and actual costs in the DoD Commercial Activities Management Information System (CAMIS) has been DoD policy for many years.  The policy for calculation of baseline costs (DoD Interim Guidance, DoD Commercial Activities Management System (CAMIS) Implementation Plan, October 29, 2002) is rescinded.  For Standard and Streamlined Competitions, a DoD Component shall comply with this guidance to report Preliminary Planning and Adjusted Baseline Costs in DoD CAMIS.

3. EXPORTING COMPARE DATA TO DoD CAMIS
a. Start Date.  On the start date (public announcement) of a standard or streamlined competition, the competition’s Preliminary Planning Baseline Costs COMPARE File shall be exported into DoD CAMIS.  This export action automatically creates the DoD CAMIS record for the standard or streamlined competition and precludes further changes to either the Preliminary Planning Baseline Costs COMPARE file or DoD CAMIS record.
b. End Date.  On the end date (final performance decision) of a standard or streamlined competition, the competition’s Adjusted Baseline Costs COMPARE File and the SCF or SLCF shall be exported into DoD CAMIS.  This export action automatically updates the DoD CAMIS record to reflect the final performance decision data and precludes further changes to the Adjusted Baseline Costs COMPARE File, DoD CAMIS record, and SCF/SLCF.
4. PROVIDING BASELINE COSTS TO NON-DOD SOURCES.
a. Preliminary Planning Baseline Costs.  For Standard and Streamlined Competitions, the Preliminary Planning BCR and COMPARE file shall be provided to prospective service providers, including the ATO, after public announcement of the competition.  Prospective service providers are not required to request the BCR under the Freedom of Information Act (FOIA).  The Preliminary Planning BCR will state that the baseline costs data does not reflect budget, restricted or information related to the Agency Tender cost estimate.
b. Adjusted Baseline Costs.  For Standard and Streamlined Competitions, the Adjusted Baseline Cost BCR and COMPARE file shall be provided to non-DoD sources upon request after a final performance decision has been determined. Prospective service providers are not required to request the BCR under the Freedom of Information Act (FOIA).  The Adjusted Baseline Cost BCR will state that the baseline costs data does not reflect budget, restricted or information related to the Agency Tender cost estimate
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· COMPARE Web site: http://compare.mevatec.com/
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Important!  This agreement concerns a matter within the jurisdiction of a United States Government agency. This agreement prohibits you from making false, fictitious, or fraudulent statements and/or certifications. If you do so, you may be subject to prosecution under 18 U.S.C. 1001.




















(	Specifically, Circular A-76 states, “…the use of discretion shall be deemed inherently governmental if it commits the government to a course of action when two or more alternative courses of action exist and decision making is not already limited or guided by existing policies, procedures, directions, orders, and other guidance that (1) identify specified ranges of acceptable decisions or conduct and (2) subject the discretionary authority to final approval or regular oversight by agency officials.” 


( 	May be subject to change from year to year; check with DSS-B.


† 	DLA “J” code and activity definitions can be found in Appendix A. 














( The information contained in this section has been taken from interim guidance provided by OSD in May, 2004, And will be updated accordingly.


( 	The person who will serve as an SSA may not serve on or assist the PWS team if he or she is a member of, or organizationally affiliated with, the activity under study.


† 	Generally, persons’ furnishing of data or technical support to be used by others in developing the performance standards, PWS, or MEO will not adversely affect their right of first refusal for employment with a contractor if the competition results in a contract award. 


( 	Extensions can only be granted if an MEO is created and must be requested before announcement of the competition.


( Price analysis is the process of examining and evaluating a proposed price without evaluating its separate cost elements and proposed profit. Determining cost realism entails ascertaining that the costs in an offeror’s proposal are realistic for the work to be performed, reflect a clear understanding of the requirements, and are consistent with the various elements of the offeror’s technical proposal.


� 	A full-time equivalent (FTE) work-year is the planned use of 1,776 productive hours in a fiscal year (2,080 straight-time paid hours less authorized leave and paid time off for training).  For example, in the case of full-time employees with permanent appointments “one FTE” is normally comparable to “one employee.”  Two part-time employees, each working 1,044 straight-time paid hours in a fiscal year, equal “one FTE.”  Only straight-time, not over-time, is included in the calculations.  See DoD Instruction 4100.33 for more details on how to calculate FTE.


� 	Foreign national employees are non-U.S. citizens employed by the U.S. Armed Forces or by a host government to meet the needs of the U.S. Armed Forces.


� 	The SELRES consists of Active Guard and Reserve personnel, trained individuals (Individual Mobilization Augmentees, [IMA]), and members of the SELRES units. Members of the SELRES performing initial active duty for training should be counted as members of the SELRES units.


( The DLA Contracting Center for Excellence will perform COMPARE calculations, and provide results and estimated savings to the DLA HPO Board prior to determination.








( This information is contained the interim guidance released by OSD in May 2004. Updated information can be found on the Share A-76 website. Please See Appendix P for web-link.
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Activity Under Study:	

Cost Data as of:  12/03

Quadrant Updates as of: 2/13/04 

Competition Start Date:    00/00/00 

Competition Finish Date:	00/00/00

Schedule		Cost

PERFORMANCE MEASURE DASHBOARD 

Current Milestones

		Summary of current completed key activities (as of the date of the VTC)





PWS POC Lead:

MEO POC Lead:

Contract Specialist:

HQ Analyst:

Upcoming Milestones

		Key events or activities occurring in the next 4 to 6 weeks



Key Points

		High-level overview {no more than 3 bullets} of schedule, cost or variance trends (e.g. upward or downward costs) and primary influencer(s) driving them.  



Changes/Actions Required

		Action(s) taken/needing to be done to adjust study, schedule and/or budget



G
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Instructions


			


						Cost ($)			Hours			Clarification/ Breakdown


			PWS


			Labor


			Requiring Activity (govt)			Enter PWS Labor cost & hours for this study for the Requiring Activity (RA) (i.e. DRMS, DDC)  gov't personnel (this includes costs associated with modifying the solicition).  Enter a clarification and/or breakdown of the costs & hours if necessary.


			Requiring Activity (consultant)			Enter PWS Labor and Travel costs and hours for this study for the RA consultants.  Enter a clarification and/or breakdown of the costs and hours if necessary.


			Activity Under Study  (govt)			Enter PWS Labor cost and hours for this study for the Activity Under Study gov't personnel.  Enter a clarification and/or breakdown of the costs and hours if necessary.


			HQ  (govt)			Enter PWS Labor cost and hours for this study for HQ gov't personnel.  Enter a clarification and/or breakdown of the costs and hours if necessary.


			Period PWS Labor Costs			No entry needed - there is a formula in this cell


			Travel


			Requiring Activity (govt)			Enter PWS Travel cost and hours for this study for the RA gov't personnel.  Enter a clarification and/or breakdown of the costs and hours if necessary.


			Activity Under Study  (govt)			Enter PWS Travel cost and hours for this study for the Activity Under Study gov't personnel.  Enter a clarification and/or breakdown of the costs and hours if necessary.


			HQ  (govt)			Enter PWS Travel cost and hours for this study for HQ gov't personnel.  Enter a clarification and/or breakdown of the costs and hours if necessary.


			Period PWS Travel Costs			No entry needed - there is a formula in this cell


			Period PWS Cost			No entry needed - there is a formula in this cell


			MEO


			Labor


			Requiring Activity (govt)			Enter MEO Labor cost and hours for this study for the RA gov't personnel.  Enter a clarification and/or breakdown of the costs and hours if necessary.


			Requiring Activity (consultant)			Enter MEO Labor and Travel costs and hours for this study for the RA consultants.   Enter a clarification and/or breakdown of the costs and hours if necessary.


			Activity Under Study  (govt)			Enter MEO Labor cost and hours for this study for the Activity Under Study gov't personnel.  Enter a clarification and/or breakdown of the costs and hours if necessary.


			IRO  (govt)			Enter MEO Labor cost and hours for this study for IRO gov't personnel.  Enter a clarification and/or breakdown of the costs and hours if necessary.


			IRO  (consultant)			Enter MEO Labor cost and hours for this study for the IRO consultants.  Enter a clarification and/or breakdown of the costs and hours if necessary.


			DORRA  (govt)			Enter MEO Labor cost and hours for this study for the DORRA gov't personnel.  Enter a clarification and/or breakdown of the costs and hours if necessary.


			Period MEO Labor Costs			No entry needed - there is a formula in this cell


			Travel


			Requiring Activity (govt)			Enter MEO Travel cost and hours for this study for the RA gov't personnel.  Enter a clarification and/or breakdown of the costs and hours if necessary.


			Activity Under Study  (govt)			Enter MEO Travel cost and hours for this study for the Activity Under Study gov't personnel.  Enter a clarification and/or breakdown of the costs and hours if necessary.


			IRO  (govt)			Enter MEO Travel cost and hours for this study for IRO gov't personnel.  Enter a clarification and/or breakdown of the costs and hours if necessary.


			IRO  (consultant)			Enter MEO Travel cost and hours for this study for the IRO consultants.  Enter a clarification and/or breakdown of the costs and hours if necessary.


			DORRA  (govt)			Enter MEO Travel cost and hours for this study for the DORRA gov't personnel.  Enter a clarification and/or breakdown of the costs and hours if necessary.


			Period MEO Travel Costs			No entry needed - there is a formula in this cell


			Period MEO Cost			No entry needed - there is a formula in this cell


			Solicitation


			Labor


			KO  (govt)			Enter all Solicitation Labor cost and hours for this study for the KO (this includes all work done for the PWS, MEO or the solicitation).  Enter a clarification and/or breakdown of the costs and hours if necessary.


						Enter Solicitation Labor cost and hours for this study for the Evaluation Board members (HQ and KO should each capture these costs).  Enter a clarification and/or breakdown of the costs and hours (i.e names, description, dates, etc.).


			Period Solicitation Labor Costs			No entry needed - there is a formula in this cell


			Travel


			KO  (govt)			Enter Solicitation Travel cost and hours for this study for the KO.  Enter a clarification and/or breakdown of the costs and hours if necessary.


						Enter Solicitation Travel cost and hours for this study for the Evaluation Board members (HQ and KO should each capture these costs).   Enter a clarification and/or breakdown of the costs and hours (i.e names, description, dates, etc.).


			Period Solicitation Travel Costs			No entry needed - there is a formula in this cell


			Period Solicitation Cost			No entry needed - there is a formula in this cell


			Other			Enter any unique one-time study cost.  You must fill out the Breakdown/Clarification section if you use this line.  This is not to be used for cost for supplies and equipment.


			Transition Costs			Enter all study transition costs.  Enter a clarification and/or breakdown of the costs and hours.


			Period Other Cost			No entry needed - there is a formula in this cell


			TOTAL PERIOD COSTS			No entry needed - there is a formula in this cell


			Send to DLA HQ


			Submissions due by the end of the third week of the month.





&CInstructions for Completing A-76 Cost Tracking Form





Totals


			Study Number:			Office:


			Study Name:			POC:						Phone:


			Period (month & year):


						Cost ($)			Hours			Clarification/ Breakdown


			PWS


			Labor


			Requiring Activity (govt)


			Requiring Activity (consultant)


			Activity Under Study  (govt)


			HQ  (govt)


			Period PWS Labor Costs			$   - 0			0.0


			Travel


			Requiring Activity (govt)


			Activity Under Study  (govt)


			HQ  (govt)


			Period PWS Travel Costs			$   - 0			0.0


			Period PWS Cost			$   - 0			0.0


			MEO


			Labor


			Requiring Activity (govt)			$   56.00


			Requiring Activity (consultant)


			Activity Under Study  (govt)


			IRO  (govt)


			IRO  (consultant)


			DORRA  (govt)


			Period MEO Labor Costs			$   56.00			0.0


			Travel


			Requiring Activity (govt)


			Activity Under Study  (govt)


			IRO  (govt)


			IRO  (consultant)


			DORRA  (govt)


			Period MEO Travel Costs			$   - 0			0.0


			Period MEO Cost			$   56.00			0.0


			Solicitation


			Labor


			KO  (govt)


			Period Solicitation Labor Costs			$   - 0			0.0


			Travel


			KO  (govt)


			Period Solicitation Travel Costs			$   - 0			0.0


			Period Solicitation Cost			$   - 0			0.0


			Other


			Transition Costs


			Period Other Cost			$   - 0			0.0


			TOTAL PERIOD COSTS			$   56.00			0.0


			Send to: DLA HQ


			Submissions due by the end of the third week of the month.








Actuals


			Study Number:


			Study Name:


						Mar-04			Apr-04			May-04			Jun-03			Jul-03			Aug-03			Sep-03			Oct-03			Nov-03			Dec-03			Jan-04			Feb-04			Mar-04			Apr-04			May-04			Jun-04			Jul-04			Aug-04			Sep-04


			PWS


			Labor


			Requiring Activity (govt)


			Requiring Activity (consultant)


			Activity Under Study  (govt)


			HQ  (govt)


			Period PWS Labor Costs			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00


			Cumulative PWS Labor Costs						$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00


			Travel


			Requiring Activity (govt)


			Activity Under Study  (govt)


			HQ  (govt)


			Period PWS Travel Costs			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00


			Cumulative PWS Travel Costs						$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00


			Period PWS Cost			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00


			Cumulative PWS Cost						$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00


			MEO


			Labor


			Requiring Activity (govt)


			Requiring Activity (consultant)


			Activity Under Study  (govt)


			IRO  (govt)


			IRO  (consultant)


			DORRA  (govt)


			Period MEO Labor Costs			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00


			Cumulative MEO Labor Costs						$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00


			Travel


			Requiring Activity (govt)


			Activity Under Study  (govt)


			IRO  (govt)


			IRO  (consultant)


			DORRA  (govt)


			Period MEO Travel Costs			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00


			Cumulative MEO Travel Costs						$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00


			Period MEO Cost			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00


			Cumulative MEO Cost						$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00


			Solicitation


			Labor


			KO  (govt)


			Period Solicitation Labor Costs			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00


			Cumulative Solicitation Labor Costs						$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00


			Travel


			KO  (govt)


			Period Solicitation Travel Costs			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00


			Cumulative Solicitation Travel Costs						$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00


			Period Solicitation Cost			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00


			Cumulative Solicitation Cost						$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00


			Other


			Transition Costs


			Period Other Costs			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00


			Cumulative Other Costs						$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00


			TOTAL PERIOD COSTS			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00


			TOTAL CUMULATIVE COSTS						$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00			$0.00
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Apr-04 May-04


PWS 


  Labor


       Requiring Activity (govt)


       Requiring Activity (consultant)


       Activity Under Study  (govt)


       HQ  (govt)


    Period PWS Labor Costs $0.00 $0.00


    Cumulative PWS Labor Costs $0.00 $0.00


  Travel


       Requiring Activity (govt)


       Activity Under Study  (govt)


       HQ  (govt)


    Period PWS Travel Costs $0.00 $0.00


    Cumulative PWS Travel Costs $0.00 $0.00


Period PWS Cost


$0.00 $0.00


Cumulative PWS Cost


$0.00 $0.00


MEO 


  Labor


       Requiring Activity (govt)


       Requiring Activity (consultant)


       Activity Under Study  (govt)


       IRO  (govt)


       IRO  (consultant)


       DORRA  (govt)


    Period MEO Labor Costs $0.00 $0.00


    Cumulative MEO Labor Costs $0.00 $0.00


  Travel


       Requiring Activity (govt)


       Activity Under Study  (govt)


       IRO  (govt)


       IRO  (consultant)


       DORRA  (govt)


    Period MEO Travel Costs $0.00 $0.00


    Cumulative MEO Travel Costs $0.00 $0.00


Period MEO Cost


$0.00 $0.00


Cumulative MEO Cost


$0.00 $0.00


Solicitation


  Labor


       KO  (govt)


       Evaluation Boards  (govt)


    Period Solicitation Labor Costs $0.00 $0.00


    Cumulative Solicitation Labor Costs $0.00 $0.00


  Travel


       KO  (govt)


       Evaluation Boards (govt)


    Period Solicitation Travel Costs $0.00 $0.00


    Cumulative Solicitation Travel Costs $0.00 $0.00


Period Solicitation Cost


$0.00 $0.00


Cumulative Solicitation Cost


$0.00 $0.00


Other


Transition Costs


Period Other Costs


$0.00 $0.00


Cumulative Other Costs


$0.00 $0.00


TOTAL PERIOD COSTS


$0.00 $0.00


TOTAL CUMULATIVE COSTS


$0.00 $0.00





