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Feb 04

1.  WHAT IS THIS GUIDE?


The purpose of this guide is to provide assistance and direction to both acquisition managers and contract specialists for all major contracting actions (competitive and sole source) generated at WR-ALC.  It covers how a program's strategy and solicitation are developed and what steps are utilized to reach the award decision. Its processes ensure that important elements of the acquisition strategy - completeness, clarity, consistency, and quality – are present for the successful solicitation, contract award - and most importantly - the rapid delivery of products and services to the warfighter. In short it is provided to help you to get the acquisition job done faster, better, and cheaper! 

The Acquisition Center of Excellence serves you, its customer, as a knowledge management resource to develop and improve your skills, and to help ensure acquisition processes are consistent with Agile Acquisition initiatives.

ACE programs and initiatives are designed to encourage acquisition personnel to focus on results in lieu of process, to encourage risk management in lieu of risk avoidance, and to encourage innovation.
You can find an interactive version of this guide, with detailed reference material, at the ACE site. It is hosted on the Robins AFB Home Page, https://wwwmil.robins.af.mil/AE/
2.  PURPOSE OF THE ACQUISITION CENTER OF EXCELLENCE (ACE)


The Staff of WR-ALC/AE directly serve the Center Commander as the Air Force transformation agent for delivering capabilities to the warfighter by instilling radical changes to the acquisition process and removing obstacles that inhibit transformation. All actions of the ACE will be directed towards speeding the delivery of required, affordable, capable products.

The ACE can facilitate this challenging transformation only by its direct involvement with you and your program, and by comprehensive knowledge management of the information that you, the acquisition manager, need to accomplish the Center's acquisition activities. The Federal Acquisition Regulation and DoD Directives are undergoing dynamic change. The ACE is the primary agent to assist you as you manage your acquisition program.

3.  DO I HAVE TO USE THE ACE?

3.1.  Actions Requiring ACE Involvement


Kick-Off Thresholds:  The threshold for formal kick-off meetings is $5M for acquisitions not otherwise excluded from AE engagement.  For PEO and Center Commander actions between $500K and $5M, a formal kick-off meeting is not required; however, the “AE Checklist for Requirements $500,000-$5,000,000”, located on the AE website, must be completed and forwarded to the Kick-Off Focal Point.
Involvement in Best Value Acquisitions:  AE will be fully involved in competitive trade-off acquisitions involving considerations in addition to technical pass/fail, price and past performance (e.g., Technically Acceptable Risk Price Performance Trade-off (TA-RPPT), and AFFARS 5315 source selection procedures).  AE will also be fully involved in acquisitions utilizing Technically Acceptable Price Performance Trade-off (TA-PPT) and Price Performance Trade-off (PPT) procedures estimated at $5M or more; however AE involvement will be limited to training only for PPTs and TA-PPTs estimated at less than $5M. 

3.2.  Actions Excluded from ACE Involvement

The following actions are excluded:

·         Build-to-print sole source part number buys;

·         FMS country-directed source (International Agreement Competitive Restrictions (IACRs));

·         Invitation for Bids (IFBs);

·         Architectural and Engineering Services (A&E) requirements;

·         MIPR'd requirements;

·         Engineering change proposals;

·         Funding actions;

·         8(a) acquisitions less than $5M assigned manufacturing North American Industry 

          Classification System (NAICS) codes or estimated at less than $3M for all other actions (such 

           as services.)

·         All sole source requirements that do not require Acquisition Plans (APs).  AP requirements

          are:

          

Modifications valued at $10M or more

          

Acquisition for development valued at $5M or more

          
Acquisition for production or services valued at $30M or more for all years or $15M or more for one fiscal year

·         All requirements planned as orders against existing contracts/schedules, i.e. FAST.

However, use of ACE services is encouraged for actions where ACE training and support can improve risk assessment, acquisition strategy development and market research.  See Kick-Off Meetings for additional information.

4.  KNOWLEDGE MANAGEMENT ACTIVITIES

4.1.  ACE Customer Support 

The ACE is a multi-functional organization with experienced program managers, engineers, price analysts, financial managers and business advisors with source selection expertise.  ACE stands ready to provide strategy and "best practices" advice, tailorable, just-in-time training on numerous topics, such as Acquisition Planning (FAR Part 7.1 and supplements, excluding acquisition plan (AP) approval levels), and risk assessment workshops.

 It functions as the Acquisition Strategy Panel (ASP) secretariat, the secretariat to handle administrative matters related to the WR-ALC Partnership Council, the chair and secretariat of the  Partnership Council Working Group (commonly called the Tier 2 Partnership Council), Contractor Performance Assessment Reports (CPAR) focal point, and it provides both source selection facilities and automation tools.  The ACE also functions as the Center of Expertise (COE) for Market Research, the WR-ALC lead for Contract Alternate Dispute Resolution, Strategic Sourcing,  and the Source Selection tradeoff process (e.g., FAR 15.1 and 15.3 and supplements, and the Air Force procedures guide).  The tradeoff process includes Air Force Basic, Median and Agency source selection procedures, and various Performance-Price Tradeoff (PPT) techniques.

The ACE functions as an integral part of the IPT, providing “hands-on” support early in the strategy formulation stage and continuously thereafter.  ACE personnel are experienced in developing tradeoff techniques and executing the evaluation methodology for individual programs.  Involvement of the ACE does not relieve the Program Manager, the Contracting Officer, or other IPT members of their responsibilities but provides an extra level of expertise and an environment of specialized focus.  Additionally, the ACE is responsible for capturing and exporting best practices for the benefit of future acquisition teams.

4.2.  Communities of Practice (CoP)

Direct access to the Defense Acquisition University (DAU)’s Community of Practice is attainable at the following website: http://www.dau.mil/communities.asp .  Through this site you can contribute your experiences and learn from the experiences of others.  

4.3.  DOD Deskbook, AFMC Knowledge Management, & Google Uncle Sam

As of 22 Sep 02, the DOD Deskbook completed its transfer from the Joint Program Office and is now hosted by DAU at: http://deskbook.dau.mil/
The AFMC Knowledge Management site, at http://afkm.wpafb.af.mil/ is an excellent resource for Command guidance, discretionary practices, and best practices.

The quickest way to find a specific item or term is Google Uncle Sam at: http://www.google.com/unclesam which searches only Government sites.

IPTs can draw from the foregoing content-rich, searchable references for needed information.

5.  ROLE OF PRODUCT DIRECTORATE MANAGERS

Acquisitions are team efforts, which affect the reputation of the Center.  Consistent with source selection disclosure restrictions, managers shall be involved in the process from requirement identification through award.  They share responsibility with the Directorate of Contracting (PK) to ensure the efficiency of the acquisition process; high quality documents and awards that can withstand challenge; and quick dissemination of best practices across Product Directorates.  Product Directors and other managers shall work closely with PK and the ACE chief to improve ACE support.  They should provide prompt and open feedback on problems and suggestions for improvement.   The Product Directors have a dual role both as ACE customers and co-owners with PK, by virtue of their membership on the Product Support Management Review Board.
6.  PRE-AWARD PROCESS.  

This is the standard pre-award process.  The ACE may approve deviations. 
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6.1  Kick-Off Meeting
The IPT shall meet with the ACE for a Kick-Off Meeting when required and once an acquisition is identified.  The IPT shall provide the ACE with the information identified under "Kickoff Meeting Agenda and Discussion Topics".  Upon completion of this MS Word template, the IPT will email it to the Kick-Off Focal Point.  The IPT may elect to attach other program information that is current and pertinent to the acquisition.  The purpose of the Kick-Off Meeting is to explain the program requirement to the ACE and other stakeholders, as well as, to discuss possible strategies and market research.  ACE participation will continue after the Kick-Off Meeting, as required. 

For repetitive, follow-on sole source actions, kickoffs may be conducted by telecon.

All topics (SORAP, 50-50, small business considerations, risk assessment, etc) must be addressed, but do not have to be finalized, prior to scheduling a kickoff meeting.

6.2  Market Research

Market research, as required by Federal Acquisition Regulation Part 10, is essential to the success of the program.  The ACE will assist with market research in conjunction with the Source Development Office (BC).  

6.3  Risk Assessment Workshop
A Risk Assessment Workshop is mandatory: (1) when Air Force source selection procedures are a potential strategy option; or (2) as otherwise recommended by the ACE unless waived by the Acquisition Reform Champion (WR-ALC/AE).  A Risk Assessment Workshop may be appropriate for non-competitive as well as competitive requirements.  Industry participation is essential for the success of the Workshop.  The ACE will work with the IPT to establish a timeline for the Workshop and facilitate the meeting.  The IPT is responsible for identifying/inviting industry participants.  When the number of interested industry participants may exceed the capacity of the Workshop facility, an equitable attendance policy will be established with ACE advice.


6.4  Strategy Formulation to Solicitation Release 

The ACE staff will review and provide "hands-on" assistance in drafting the Acquisition Plan, Statement of Objectives, Performance Specifications and, for tradeoff acquisitions, RFP Sections L and M, the Source Selection Plan, etc.  The IPT shall consult with and involve the ACE in a timely, before-the-fact manner throughout strategy formulation.  The IPT must ensure that the program milestones allow sufficient time for ACE review before official file documents are forwarded for coordination and approval at the Product Directorate level or above.  

6.4.1  Acquisition Strategy Conference

On complex competitive acquisitions, it is generally advisable to convene an Acquisition Strategy Conference with industry as a part of early industry involvement.  This can be combined with the Risk Assessment Workshop at the discretion of the IPT.  The ACE staff will participate.

6.4.2  Early Strategy and Issues Session (ESIS)

An Early Strategy and Issues Session (ESIS) is optional at the discretion of the Product Director, who will be the chair, but is recommended for all acquisitions meeting the requirements for a written acquisition plan excluding sole-source follow-on efforts.  ESIS is an informal brainstorming meeting (not a decision meeting, dry run or pre-brief) to elicit suggestions, thoughts and ideas from senior acquisition experts on strategy development.  The ESIS is normally held after the initial acquisition strategy has been developed and risk workshop is held but before the formal Acquisition Strategy Panel (ASP) briefing.  


6.4.3  Acquisition Strategy Panel (ASP)

An ASP shall be convened for acquisitions meeting the dollar threshold for a written AP or Single Acquisition Management Plan (SAMP). Use HQ AFMC/PK AP Template, SAMP Guide and the ASP Briefing Template.

Service Acquisition Executive (SAE) level ASPs for ACAT I programs are chaired by SAF/AQ; Center level ASPs for ACAT II programs are chaired by the Center Commander; and Center level ASPs for ACAT III and Other Sustainment/Non-ACAT programs  are chaired by the Center Commander if > $100M or by the Product Director if < $100M.  The AFPEO/CM will chair ASPs for Services > $100M.

The ASP secretariat will schedule the Center level ASPs and will assist the PM in scheduling the SAE or AFPEO/CM level ASPs.  

Minutes of Center level ASPs are prepared by the WR-ALC ASP secretariat in conjunction with the PM and PCO.   The PM/PCO will finalize the Center level minutes and forward with the AP for approval. The IPT, in conjunction with the SAE or AFPEO/CM ASP Secretariat, will prepare the minutes for SAE and AFPEO/CM ASPs unless the ASP is conducted at WR-ALC.  In this case, the WR-ALC ASP secretariat will prepare the minutes and submit to the PM/PCO.  The IPT is responsible for resolving action items and documenting the approved strategy in the AP/SAMP.

When an ASP is required at CC level, a dry-run ASP briefing will be presented to WR-ALC stakeholders not later than one week prior to the formal ASP.  

An ASP may be waived with approval of the ASP chairperson and coordination of the ASP members.  

6.5  Solicitation Review

In addition to any other required clearance reviews and approvals, the ACE shall approve solicitations with competitive tradeoff provisions, as described in section 3.1 above, prior to release.  The Contracting Directorate's Policy and Review Division (WR-ALC/PKP) will provide assistance as requested.
Although it is no longer mandatory, the IPT should schedule and conduct a Solicitation Review Board (SRB) before the RFP is issued.  Copies of the PR, RFP, Acquisition Plan, and Source Selection Plan (or SAMP) should be provided to invitees at least 5 working days prior to the SRB.  Invitees shall include, at a minimum, the entire source selection team through PK and Product Directorate level, the ACE, PKP, and the assigned attorney from JA.  The SRB follows ACE review and regulatory reviews, e.g. legal review in accordance with AFFARS 5301.601-94 and solicitation clearance review per AFFARS 5301.9006.  The SRB's purpose is to ensure that the approved acquisition strategy is being followed and that:

·         the RFP communicates clearly with industry;

·         its sections are well integrated;

·         requirements are tailored and streamlined;

·         program objectives and key performance requirements are focused and succinct; and 

·         requirements are expressed in performance-based terms where appropriate.

 6.6  ACE Participation after RFP Release

For Basic, Median, and Agency source selections, the ACE's source selection and PRAG specialists assigned to the acquisition will assist the IPT in preparing for and will participate in source selection meetings and briefings to the SSA to include the competitive range and award decision briefing.  They shall review prior to release all written communications with offerors, and the source selection specific portions of the contract file prior to final proposal revision and award.  For Median and Agency source selections, the ACE will also review source selection documents (e.g., briefings charts, and any Proposal Analysis Report) before the Source Selection Authority sees them.

For source selections, the ACE will provide a source Selection Expert Advisor (SSEA).  

For other trade-off awards, the level of ACE participation shall be as described in section 3.1 above.
The IPT shall provide ACE analysts a minimum review time of one day per proposal prior to both the competitive range and final review junctures.  The IPT should build this time into their acquisition milestone schedule; they will generally know in advance the approximate number of proposals based on early industry involvement.  The ACE will review and coordinate on all debriefings before they are given to unsuccessful offerors and participate as time allows.  If there is a protest after award relative to the tradeoff evaluation process, the ACE staff will assist the IPT in preparing the response.

ACE CHECKLIST FOR REQUIREMENTS $500,000-$5,000,000


IPT Members (Names/Functions)

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Existing Contract Vehicles Considered (i.e. FAST, SSSC, EASES, TDESS, DESP, GSA):  ___Yes     ___No

Market Research Conducted:    ___Yes     ___No

Acquisition Type:    ____FAR 12 (Commercial)    ____FAR 15 (Negotiation)

___Competitive 
___Sole Source
___IACR       ___J&A      Coordinated J&A with PKP:  ___Yes     ___No

Contract Type (e.g. ID/IQ, Rqmts, C):_____________          Pricing Arrangement: _____________

Contract Length: _______________________
Type Funding:_______________________  






Contract Funds Status Report Applicability Reviewed (DoD 5000.2-R):    ___Yes     ___No

Small Business Considerations Addressed:   ___Yes      ___ No

If Repair, SORAP and 50/50 issues coordinated with XP:  ___Yes    ___No    ___N/A

Work Statement:   ___SOO    ___SOW

Performance Based Specifications:   ___Yes   ___ No   ___ N/A


Risks:  Technical:  __Low/__Med/__High;  Cost: __Low/__Med/ __High;  Schedule:  __Low/__Med/__High

Projected Award Date:_________________________________________________________________________ 

Other considerations (e.g. IPT Pricing, Partnering, Warranty):______________________________________ ______________________________________________________________________________________________________________________________________________________________________________

Major Concerns:  ______________________________________________________________________________________________________________________________________________________________________________ _______________________________________________________________________________________

{Program Name}

KICKOFF MEETING AGENDA & DISCUSSION TOPICS

{Date}

(Below is representative of the type of agenda that a program team should prepare and provide to the Acquisition Center of Excellence (AE) and other attendees before the initial kick-off meeting.  Sub-bullet information is representative of the type of information that should be considered for discussion.)


Introduction of Attendees  (Program manager to provide list (global specific) of IPT members that require invite to the kickoff meeting.  Discussion of AE services can be provided at this time if IPT members so desire.)
Program Team Briefing


Program Background/History  (Discuss current requirement (top level perspective) and provide the background of any existing contract, how acquired and current status, if applicable.  If current acquisition strategy has changed, include a discussion of how and why.    Address PEO/DAC status and ACAT status (as applicable).


Market Research  (Describe any research that has been performed to date.  Discuss any research that is planned for the immediate future).

(
Program Risks and Mitigation Plans  (Describe the results of your IPT risk assessment of this acquisition in the following program areas during the Pre Award and Post Award Time Periods):

Cost

Schedule

Technical/Performance

Electronically document the results of the assessment.  The assessment results shall be made part of your acquisition history file that must be available for review during UCI’s. 

The team should incorporate the changes to the assessment developed during the kickoff meeting shortly after the completion of the meeting.  The assessment should be revisited and updated at each acquisition milestone to insure that a prudent risk management program is implemented for your acquisitions.

Note:  At kickoff meeting, if any risk is rated other than low, discussion of mitigation plan is required.


SORAP  (Contact XPXM/Ellen Ginn/6-5542 to determine applicability)

Acquisition Strategy  (Discuss current Acquisition Strategy)


Dollar Value:


Appropriation:


Contract Structure (Phases or Basic and number of Options):

Set-Aside Status:

FAR Part 12 or Part 15:


Evaluation Scheme (PPT, TA-PPT, Source Selection, Sole Source, etc.):


Contract Type/Pricing Arrangement & Other Unique Aspects (Multiple Awards, etc):


Use of Performance Specs, SOO, SOW, etc. & Consideration of Data Deliverables:

· Partnering Initiatives


Early Industry Involvement (Discuss planned EII, i.e.,)


Use of PK Business Opportunities Webpage


Acquisition Strategy Conference

Draft RFP


Pre-Solicitation Conference

Concerns 
(Express any program concerns/issues that currently exist that either are being worked by the program team or require action by any of the other attendees).


Milestones (address those that apply).


Acquisition Strategy Conference
(target date)

ASP
(target date)

Draft RFP Release
(target date)


Pre-Solicitation Conference
(target date)


Final RFP
(target date)


Receipt of Proposals
(target date)


Award
(target date)


Training/Assistance Needed  (Identify any training/assistance that will be needed and if possible when desired).
Action Items (Wrap-up of action items that generated during the kick-off  meeting).
ACE STAFF AND FUNCTIONAL DISCIPLINES

Director – Kenneth Winslette






   Secretary-Jackie James

Phone:  926-4028







   Phone:  926-4028


	FUNCTION
	CONTACT
	PHONE

	Acquisition Strategy Conference Focal Point

Acquisition Strategy Panel Secretariat (ASP)

Acquisition Strategy Panel Dry Run Focal Point
	Cindy Huddleston

Alt:  Frances Hunt-Burrus
	6-0259

	Acquisition Policy
	Frances Hunt-Burrus

Alt:  Cindy Huddleston
	6-4383

	Acquisiton Surge
	Cindy Huddleston 

Alt: Jan Jones
	6-0259

6-4028

	AF Knowledge Management (PMBC)


	Frances Hunt-Burrus

Alt:  Cindy Huddleston
	6-0259

	Agile/Evolutionary Acquisition 
	Frances Hunt-Burrus

Alt:  Cindy Huddleston
	6-4383

	ALC Transformation Focal Point
	Jan Jones

Alt:  Frances Hunt-Burrus
	6-4028

	Alternative Dispute Resolution (ADR)
	Kenneth Winslette
	6-2575

	Best Practices
	Marty Ledden
	6-0869

	Best Value Acquisitions
	Elaine Moore

Debbi Boggero

Lisa Corr

Marty Ledden

Segrid Harris-Wright


	6-0264

6-1686

6-0251

6-0869

 6-0262 



	Business Case Analysis
	Pat Hickman
	6-0256

	Center of Expertise for Market Research and Pricing
	Mark Leslein

Segrid Harris-Wright
	6-0281 

6-0262

	CPARS Focal Point
	John Hein

Alt:  Elaine Moore
	6-0253

6-0264

	Decision Support Center Facilitator
	Mark Leslein

Segrid Harris-Wright
	6-0281

 6-0262

	Early Strategy and Issues Session (ESIS) Focal Point
	Cindy Huddleston

Alt:  Frances Hunt-Burrus

        
	6-0259

	Engineering Advisor
	Mark Leslein

Segrid Harris-Wright
	6-0281 

6-0262

	EZ Source Technical Support
	Michael Hess – (PKXD)
	6-0252

	Independent Cost Estimates (ICE)
	Pat Hickman
	6-0256

	Kick Off Meeting Focal Point
	Cindy Huddleston

Alt:  Frances Hunt-Burrus

       Mark Leslein
	6-0259

	Market Research
	Mark Leslein
	6-0281

	Past Performance Information Retrieval System (PPIRS)
	John Hein
	6-0253

	Public Private Partnerships
	Jan Jones

Alt:  Frances Hunt-Burrus
	6-4028

	Program Management Advisors
	Cindy Huddleston

Frances Hunt-Burrus

/Jan Jones
	6-0259

6-4383

/ 6-4028

	Source Selection Facility Scheduler
	Marty Ledden

Alt:  Elaine Moore
	6-0252

6-0264

	Technical Document Development
	Mark Leslein
	6-0253

	TOC/CAIV
	Pat Hickman
	6-0256


6.3.2


Early Strategy & Issues Session





6.3.3





ASP Dry Run





6.3.4





ASP





6.5


ACE Participation After RFP Release





6.3


Strategy Formulation





6.3.1


Acq. Strategy Conf.





*Trade-off Process is defined in FAR 15.101-1 – “to consider award to other than the lowest priced offeror or other than the highest technically rated offeror.”





6.2


Risk Assessment 





6.1


Kick-Off Meeting





6.4





Solicitation Review








Program Manager: 					  Office Symbol:		    Phone: 		








Contracting Officer/Business Advisor: 	  		   Office Symbol: 	  	    Phone:  		





Date:  		





Program Description: 											





Program Dollar Value: $					





Copy to Contract File: 				Copy to ACE: 				





Type of Program: 		Repair                Services               Modifications
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