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 REPLY TO

ATTENTION OF:

SFCA-NR-CDCC







             2 April 2003

MEMORANDUM FOR All Acquisition Personnel Assigned to the Capital District Contracting

Center (CDCC)

SUBJECT:  Policy/Compliance Branch Standard Operating Procedure (SOP) Number Thirteen 

(13) - Acquisition Planning, Acquisition Strategy Panels and Milestones 

1.  PURPOSE:   The purpose of this SOP is to establish guidelines and procedures for the issuance of solicitations to ensure the mission is met and all requirements are awarded in accordance with regulations.

2.  REFERENCE:  FAR 7.1, DFAR 207.1 and AFAR 5107.1 – Acquisition Planning

3.  APPLICABILITY:  This SOP applies to all personnel responsible for preparing solicitations.

4.  PROCEDURES:  

a.  Acquisition Plans (AP) shall be developed for all procurements that meet or exceed $30 million or more for all years or $15 million or more for any fiscal year and, at a minimum, the AP shall contain the items indicated in enclosure one.  The specific content of each plan will vary, depending on the nature, circumstances, and stage of the acquisition.  For all non-program executive officer acquisitions, acquisition plans must be approved (and can not be re-delegated) by the PARC when they meet or exceed the above stated threshold.

b.  Acquisition Plans for services contracts must describe the strategies for implementing performance-based contracting methods or must provide rationale for not using those methods.

c.  “Acquisition Strategy” is defined as the process by which the efforts of all personnel responsible to an acquisition are coordinated and integrated through a plan for fulfilling the agency’s need in a timely manner and at a reasonable cost.  It includes developing the overall strategy for managing the acquisition.

d.  Acquisition Strategy Panels (ASP) will be established for all acquisitions between $250K and $15 million.  At a minimum the agenda in enclosure two will be used to format the meeting.  Whenever a new requirement is identified, the responsible Contracting Specialist must 
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schedule an ASP by sending an invitation memorandum (found in enclosure three) signed by the appropriate ASP Chair to all interested organizations.  The invitation memorandum should be sent at least 14 days before the scheduled ASP utilizing e-mail as a standard for this communication.

e.  The Contracting Specialist should schedule the ASP twelve to six months in advance of actions that’s total value is greater then $1M.  ASPs for less then $1M or those for compelling and urgent requirements should be conducted at least 30 days prior to solicitation release.

f. The following thresholds apply for chairing an ASP:

$500K and below– Contracting Officer

Above $500K – Team Chief


g.  The ASP will include the appropriate ASP Chair, Contracting Officer, Contracting Specialist responsible for the acquisition, the lead technical representative, a representative from the using activity, the quality assurance program coordinator (services only), and a legal representative if above $500K

h.  All ASP meeting minutes shall be recorded in writing as in enclosure four and shall

be distributed to all interested parties and attendees by the contract specialist within three (3) business days.  The focus of this memorandum should be the acquisition milestone schedule and unique features of the procurement.  Email distribution is encouraged.


i.  Milestones shall be developed for all procurements exceeding the simplified acquisition threshold and, at a minimum, shall contain the items applicable in enclosure five.  The specific content of each plan will vary, depending on the nature, circumstances, and stage of the acquisition.
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5.  EFFECTIVE DATE:  This policy is effective 3 March 2003 and remains effective until rescinded by the Director.  The above stated criteria shall be followed when completing solicitation packages and applies to the CDCC.








//SIGNED//

DEBORAH L. BUTERBAUGH

Procurement Analyst
Approved by: _//SIGNED//_____________

                      LENORA CLARK-EVANS

                      Director
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