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�A.  INTRODUCTION

A.1	SCOPE

The activities discussed in this guidebook are focused on providing support to practitioners in software subcontract management� XE "software subcontract management" � for the Naval Aviation Team� XE "Naval Aviation Team" \t "See TEAM" �� XE "Naval Aviation Team" �, or TEAM� XE "TEAM" �� XE "TEAM" \t "See Naval Aviation Team" �.  This is not intended to restrict or prohibit itís use by any other organization.  It is a guidebook, and not a requirement, to be used and tailored as appropriate by the particular TEAM site.



This document is based on the premise that it could be applicable to any form of contracting, be it government to contractor, or contractor to sub-contractor. Thus a large segment of this document deals with contracting and contractor management not just subcontractor management.  Since the guidebook covers all contracting issues, no attempt was made to subdivide it into contracting (general) and subcontracting (specific).



A.2	PURPOSE

This document is intended for use by the practitioners who are responsible for activities in the software contracting process.  It has been structured to reflect the acquisition� XE "acquisition" � process, and the steps within that process.  The overall flow has been divided into 5 major sections: Acquisition� XE "Acquisition" � Planning� XE "Planning" �, Package Preparation� XE "Package Preparation" �, Contractor Selection� XE "Contractor Selection" �, Track and Monitor� XE "Track and Monitor" �, and Close-out� XE "Close-out" �.  Within each of those major sections, the process has been divided into a number of phases.  Subordinate to the phases are specific steps which generally are required for the acquisition of software.



This document is NOT intended to provide contractual or legal direction.  It is guidance only, based on the CMM� XE "CMM" \t "See Capability Maturity Model" �� XE "CMM" � (Capability Maturity Model� XE "Capability Maturity Model" �� XE "Capability Maturity Model" \t "See CMM" �� XE "Capability Maturity Model" �) and the collective background and experiences of the authors and the reviewers.  In all cases involving a legally binding agreement (contract) between two parties, the contract takes precedence.



A.3	DOCUMENT OVERVIEW



For each section a number of tools or aids are provided for hands-on use by the practitioner.  First, there is a table in each section which lists on the left side the major phases and subsequent steps associated with each section.  Across the top is a set of key players which would normally be involved in some phase of the acquisition� XE "acquisition" � process.  For each step, the primary or secondary roles for each of the key players involved are indicated, as appropriate.  The primary role means  that person is the primary source of support in the accomplishment of the particular step or phase.  The secondary role are those key players that provide a secondary or support role.  For any given step, dependent on the scope or type of contract, some of the secondary players may not have any action or responsibility.  The purpose of the matrix is primarily to ensure that the practitioner responsible for any given part of an acquisition process realizes which other parties are involved, or could be involved, such that their input is not overlooked by simple oversight.  The intent is to force a conscious decision (vice by accident) regarding the  involvement of any particular subject expert.



Next, each section provides text descriptions of the section, itís applicability, generally some whoís, whatís and whenís to aid in understanding the purpose and overall objective of this part of the flow.



Third, and probably most importantly, are the checklists� XE "checklists" �.  For each phase, there is a checklist which provides a clear set of questions or issues to be addressed for the activities within the phase.  Also, following some of the questions, hints, constraints,  examples or references are documented.  In some areas, there are blanks to fill in the answers to important questions.  This checklist, therefore, should become a reference or tracking mechanism for the practitioner using it.  The extent of the examples is one of practicality.  There are numerous good examples for every part of the acquisition� XE "acquisition" � process.  However, if this document is to be useful, it must be tailored down to a practical size, with limited numbers of examples.  Further examples are available at your particular site.



For each of the sections except for Track & Monitor, the flow of the process is normally sequential one time through, from beginning to end.  For Track & Monitor, it is a cyclic process, and therefore most of the steps are performed over and over throughout the life of the contract.



Finally, appendices A, B, and C are provided for additional support.  Appendix A provides a worksheet which summarized many of the key items in this guidebook on one form to facilitate easier use.  Appendix B lists the reference and source material used by the team.  Some sources and references are almost guaranteed to be obsolete within weeks of publishing, if not already.  They are valuable nevertheless.  Site specific references are also valuable, and should be sought out by the reader.  Appendix C provides some samples, and would normally be supplemented by site specific examples and samples.  Appendix D provides an index.



We acknowledge that the terms project� XE "project" �� XE "project" \t "See Program" � or program� XE "program" � may be used interchangeably.  This is not to suggest program� XE "program" \t "See Project" � is large and project is small.  As with all of the hints or suggestions, the application is going to be different with every project/program.  No two projects are ever exactly the same.  Finally, we want to reemphasize that this document is a guidebook.  It is not a specification nor a rule book nor a ìmustî way of doing things.  Just as every project/program is different, every site is different.  Tailoring to your local ìway of doing businessî is a must.



A.4	RELATIONSHIP TO OTHER DOCUMENTS

This document is a companion document to the Software Subcontract Management� XE "Software Subcontract Management" � Process Definition document, WG:SSM9 - 9/30/97.  The activities identified with the Process Definition, which correlate directly to the Capability Maturity Model� XE "Capability Maturity Model" �, CMU/SEI� XE "SEI" �-93-TR-24, are intertwined within the process flow shown on Figure A-4-1.



�EMBED PowerPoint.Show.8���

Figure A.4-� SEQ Figure \* ARABIC \r 1 �1�.  SSM Process Flow



In most acquisition� XE "acquisition" � program� XE "program" �s, software is not exclusively procured.  Most often, there are other items such as hardware, logistics planning� XE "planning" �, or documentation being procured as well.  Therefore, in most of the sample documents or referenced documents, software acquisition is not the exclusive topic.



A.5	SUPERSESSION

This document will remain in effect until officially canceled or superseded.  Comments on, or request for interpretation of, this document should be directed to the TEAM� XE "TEAM" � 4.5.7 Software Engineering Leadership Team.

B.	ACRONYMS AND DEFINITIONS

The terms, definitions and roles listed below are provided as an aid in understanding the application of software subcontract management� XE "software subcontract management" � principles and processes, as used in this guidebook.

B.1	ACRONYMS/ABBREVIATIONS

Listed below are the acronyms and abbreviations as they are used in this guidebook.



ACO�Administrative Contracting Officer��ADP�Automatic Data Processing Representative (also know as IT (Information Technology) representative)��CDR�Critical Design Review��CDRL�Contract Data Requirements List��CFP�Contractor Furnished Property��CI�Configuration Item��CMM� XE "CMM" ��Capability Maturity Model� XE "Capability Maturity Model" ���CONTR SPEC� XE "CONTR SPEC" ��Contract Specialist� XE "Contract Specialist" ���COR� XE "COR" ��Contracting Officerís Representative��CPFF�Cost Plus Fixed Fee��CRISD�Computer Resources Integrated Support Document��CRLCMP�Computer Resources Life Cycle Management Plan��CSOM�Computer Systems Operatorís Manual��CSCI�Computer Software Configuration Items��CSU�Computer Software Units��DBDD�Data Base Design Document��DCAA�Defense Contracts Audit Agency��DCMC�Defense Contracts Management Command��DID�Data Item Description��DO�Delivery Order��DPA�Delegation of Procurement Activity��FCA�Functional Configuration Audit��FFP�Firm Fixed Price��FIP�Federal Information Processing��FQR�Formal Qualification Review��FSM�Firmware Support Manual��GFE�Government Furnished Equipment��GFI�Government Furnished Information��GFP�Government Furnished Property��IDD�Interface Design Document��IDIQ�Indefinite Delivery Indefinite Quantity��IGCE�Independent Government Cost Estimate��IRS�Interface Requirements Specification��IT�Information Technology��I/O�Input / Output��ILSP�Integrated Logistics Support Plan��IV&V�Independent Verification & Validation��KO�Contracting Officer (also referred to as PCO� XE "PCO" �)��KPA�Key Process Area��LEGAL�Counsel/Legal��LOE�Level Of Effort��MGR� XE "MGR" ��Project Manager� XE "Project Manager" ���O&M,N�Operations & Maintenance, Navy��OCD�Operational Concept Document��ODC�Other Direct Costs��PCA�Physical Configuration Audit��PCO� XE "PCO" ��Principle Contracting Officer��PDR�Preliminary Design Review��PMP�Program� XE "Program" �  Management Plan��PRR�Production Readiness Review��QA�Quality Assurance��RFP�Request For Proposal��SCM� XE "SCM" ��Software Configuration Management� XE "Software Configuration Management" \t "See SCM" � ��SCP�Software Change Proposal��SDD�Software Detailed Design Document��SDP�Software Development Plan��SDR�Software Design Review��SEB�Selection Evaluation Board Member��SEC�Security� XE "Security" � Representative��SEI�Software Engineering Institute��SLOC�Source Lines Of Code��SMP�Subcontract Management Plan��SOW�Statement Of Work��SPM�Software Programmerís Manual��SQA� XE "SQA" ��Software Quality Assurance� XE "Software Quality Assurance" ���SQAP�Software Quality Assurance Plan��SRR�Software Requirements Review��SRS�Software Requirements Specification��SSA�Software Support Activity��SSM�Software Subcontract Management� XE "Software Subcontract Management" ���SSP�Source Selection Plan��SSR�Software Specification Review��STLDD�Software Top Level Design Document��STP�Software Test Plan��STR�Software Trouble Report��SUM�Software Userís Manual��S/W MGR� XE "S/W MGR" � �Software Manager� XE "Software Manager" ���SYS ENG� XE "SYS ENG" ��System Engineer� XE "System Engineer" ���T&M�Time & Materials��TECH LEAD� XE "TECH LEAD" ��Technical Lead� XE "Technical Lead" ���TCO�Terminating Contracting Officer��TL�Technical Lead� XE "Technical Lead" ���TO�Task Order��TRR�Test Readiness Review��VDD�Version Description Document��WBS�Work Breakdown Structure��Table B-� SEQ Table \* ARABIC \r 1 �1�.  Acronyms and Abbreviations

B.2	DEFINITIONS

Listed below are definitions for the terms used in this document.

Acceptance Criteria - The criteria that a system or component must satisfy in order to be accepted by a user, customer, or other authorized entity.   [IEEE-STD-610]

Acceptance Testing - Formal testing conducted to determine whether or not a system satisfies its acceptance criteria and to enable the customer to determine whether or not to accept the system.   [IEEE-STD-610]

Action Item - (1) A unit in a list that has been assigned to an individual or  group for disposition.  (2) An action proposal that has been accepted. [SEI� XE "SEI" \t "See Software Engineering Institute" �� XE "SEI" �/CMU-93-TR-25]

Activity - Any step taken or function performed, both mental and physical, toward achieving some objective.  Activities include all the work the managers and technical staff do to perform the tasks of the project� XE "project" � and organization.  (See definition of Task for contrast.) [SEI� XE "SEI" �/CMU-93-TR-25]

Bidder - An individual, partnership, corporation, or association that has submitted a proposal and is a candidate to be awarded a contract.

Capability Maturity Model� XE "Capability Maturity Model" � (CMM� XE "CMM" �) - A description of the stages through which software organizations evolve as they define, implement, measure, control and improve their software processes. The model is a guide for selecting the process improvement strategies by facilitating the  determination of current process capabilities and identification of the issues most critical to software quality and process improvement. [SEI� XE "SEI" �/CMU-93-TR-25]

Commitment - A pact that is freely assumed, visible, and expected to be kept by all parties. [SEI� XE "SEI" �/CMU-93-TR-25]

Configuration Management (CM) - A discipline that applies technical and administrative direction and surveillance to perform the functions listed below:

1) Identify and document the functional and physical characteristics of CSCIs.

2) Control the changes to CSCIs and their related documentation.

3) Record and report the information needed to manage CSCIs effectively, including the status of proposed changes and the implementation status of approved changes.

4) Audit the CSCIs to verify conformance to specifications, interface control documents, and other contract requirements.

Contract Terms and Conditions - The stated legal, financial, and administrative aspects of a contract. [SEI� XE "SEI" �/CMU-93-TR-25]

Contracting Officer (KO) - A person with the authority to enter into, administer, and/or terminate contracts and make related determinations and findings.  [DOD 5000.52-M]  Also referred to at some sites as the Procuring Contracting Officer (PCO� XE "PCO" �), Contracting Officer (CO), Acquisition� XE "Acquisition" � Contracting Officer (ACO), and Terminating Contracting Officer (TCO).

Contracting Officer Representative� XE "Contracting Officer Representative" \t "See COR" �� XE "Contracting Officer Representative" � (COR� XE "COR" �) - A technical person who is appointed in writing by the PCO� XE "PCO" � to manage the technical performance of one or more contracts. 

Contract  Specialist - (a.k.a. Contract Negotiator �or Ordering Officer at some sites):   Appointed by the Contracting Officer.  This person is the conduit for information flow between the offeror/Contractor and the contracting agency (including the technical and legal community), during package preparation� XE "package preparation" �, negotiations, and administration.  The Contract Specialist� XE "Contract Specialist" � has the responsibility to assist in package preparation� XE "package preparation" �, seek offers, negotiate terms and conditions, and submit to the PCO� XE "PCO" � for approval.

Formal Review - A formal meeting at which a product is presented to the end user, customer, or other interested parties for comment and approval. It can also be a review of the management and technical activities and of the  progress of the project� XE "project" �. [SEI� XE "SEI" �/CMU-93-TR-25]

Goals - A summary of the key practices of a key process area that can be used to determine whether an organization or project� XE "project" � has effectively implemented the key process area.  The goals signify the scope, boundaries, and intent of each key process area. [SEI� XE "SEI" �/CMU-93-TR-25]

Informal Review - A meeting in which information or data is reviewed or discussed by the customer and the supplier, but is not structured or bound by formal documented purposes or agendas, such as Critical Design Reviews, System Requirements Reviews, etc.  Although the reviews are informal, agendas, minutes, action items, etc., may well be created and maintained.

Key Process Area (KPA) - A cluster of related activities that, when performed collectively, achieve a set of goals considered important for establishing process capability.  [SEI� XE "SEI" �/CMU-93-TR-25]

Milestone - A scheduled event for which some individual is accountable and that is used to measure progress. [SEI� XE "SEI" �/CMU-93-TR-25] See DoD 5000 Documents for specific milestone identification.

Organization - A unit within a company or other entity (e.g., Government agency or branch of service) within which many project� XE "project" �s are managed as a whole.  All projects within an organization share a common top-level manager and common policies. [SEI� XE "SEI" �/CMU-93-TR-25]

Policy - A guiding principle, typically established by senior management, which is adopted by an organization or project� XE "project" � to influence and determine decisions. [SEI� XE "SEI" �/CMU-93-TR-25]

Prime Contractor - An individual, partnership, corporation, or association that administers a subcontract to design, develop, and/or manufacture one or more products. [SEI� XE "SEI" �/CMU-93-TR-25]

Procedure - A written description of a course of action to be taken to perform a given task.  [IEEE-STD-610]

Process - A sequence of steps performed for a given purpose; for example, the software development process.  [IEEE-STD- 610]

Project - An undertaking requiring concerted effort, which is focused on developing and/or maintaining a specific product.  The product may include hardware, software, and other components.  Typically a project� XE "project" � has its own funding, cost accounting, and delivery schedule. [SEI� XE "SEI" �/CMU-93-TR-25]

Project Manager� XE "Project Manager" � (MGR� XE "MGR" �) - The role with total business responsibility for an entire project� XE "project" �; the individual who directs, controls, administers, and regulates a project building a software or hardware/software system.  The Project Manager is the individual ultimately responsible to the customer. [SEI� XE "SEI" �/CMU-93-TR-25]

Security� XE "Security" � Representative (SEC) - The person(s) designated by the activity to ascertain that all aspects of security� XE "security" � requirements, such as informational, operational, communication, and tempest, have been appropriately addressed in the procurement package.  The person to provide guidance in administration of the contract as security issues come up.  This person has cognizance over the review and approval of the DD Form 254, Contract Security Classification Specification.

Selection Board -  (a.k.a.,  Technical Evaluation Board, Source Selection Evaluation Board):  A panel of technical experts that have been designated to review, evaluate, and score/rank the technical proposals submitted by the various offerors, in accordance with the approved source selection or evaluation plan.  There is a chairman designated for this panel, who is responsible for the activities of the Selection Board. Further implementation details in this area are generally site specific and governed by the approved plan.

Software Configuration Management� XE "Software Configuration Management" � (SCM� XE "SCM" �) - Management of configuration identification, control, status accounting, audits and reviews.

Software Development Plan (SDP) - The collection of plans that describe the activities to be performed for the software project� XE "project" �.  It governs the management of the activities performed by the software engineering group for a software project.  It is not limited to the scope of any particular planning� XE "planning" � standard, such as DOD-STD-2167A and IEEE-STD-1058, which may use similar terminology. [SEI� XE "SEI" �/CMU-93-TR-25]

Software Product - The complete set, or any of the individual items of the set, of computer program� XE "program" �s, procedures, and associated documentation and data designated for delivery to a customer or end user.  [IEEE-STD-610] (See software work product for contrast.)

Software Manager� XE "Software Manager" � (S/W MGR) - The role with total responsibility for all the software activities for a project� XE "project" �. The Software Manager� XE "Software Manager" \t "See S/W MGR" � is the individual the Project Manager deals with in terms of software  commitments and who controls all the software resources for a project.  The Software Manager� XE "Software Manager" � may have the responsibility for multiple software projects.

Software Quality Assurance� XE "Software Quality Assurance" � (SQA� XE "SQA" \t "See Software Quality Assruance" �) - (1) A planned and systematic pattern of all actions necessary to provide adequate confidence that a software work product conforms to established technical requirements.  (2) A set of activities designed to evaluate the process by which software work products are developed and/or maintained. [SEI� XE "SEI" �/CMU-93-TR-25] (3) The person responsible for the Software Quality Assurance� XE "Software Quality Assurance" � for a project� XE "project" �.

Software Subcontract Management� XE "Software Subcontract Management" � - The activity of selecting a software Subcontractor, establishing commitments with the Subcontractor, and tracking and reviewing the Subcontractorís performance and results.  [SEI� XE "SEI" �/CMU-93-TR-25]

Standard - Mandatory requirements employed and enforced to prescribe a disciplined uniform approach to software development, that is, mandatory conventions and practices are in fact standards. [IEEE-STD-610]

Statement Of Work (SOW) -� XE "project" �� XE "SEI" �  The customerís written technical description of all work to be performed by the contractor/subcontractor.

Subcontract Manager - A manager in the prime Contractor's organization who has direct responsibility for administering and managing one or more subcontracts. [SEI� XE "SEI" �/CMU-93-TR-25]

Subcontractor - An individual, partnership, corporation, or association that contracts with an organization (i.e., the prime Contractor) to design, develop, and/or manufacture one or more products. [SEI� XE "SEI" �/CMU-93-TR-25]

System - A combination of the hardware, software, and firmware.  

System Requirement - A condition or capability that must be met or possessed by a system or system component to satisfy a condition or capability needed by a user to solve a problem.  [IEEE-STD-610]

Task - (1) A sequence of instructions treated as a basic unit of work.  [IEEE-STD-610]  (2) A well-defined unit of work in the software process that provides management with a visible checkpoint into the status of the project� XE "project" �.  Tasks have readiness criteria (preconditions) and completion criteria (postconditions).  (See activity for contrast.) [SEI� XE "SEI" �/CMU-93-TR-25]

Team - A collection of people, often drawn from diverse but related groups, assigned to perform a well-defined function for an organization or a project� XE "project" �.  Team members may be part-time participants of the team and have other primary responsibilities. [SEI� XE "SEI" �/CMU-93-TR-25]

Technical Lead� XE "Technical Lead" � (TL) -  The role with technical responsibility for a specific functional discipline or system requirement for a given project� XE "project" �.

Technical Requirements - Those requirements that describe what the software must do and its operational constraints.  Examples of technical requirements include functional, performance, interface, and quality requirements. [SEI� XE "SEI" �/CMU-93-TR-25]

B.3	KEY PLAYERS



To maintain a consistency throughout the document, the following key players will be used: Project Manager� XE "Project Manager" �� XE "Project Manager" \t "See MGR" �� XE "Project Manager" � (MGR� XE "MGR" �� XE "MGR" \t "See Project Manager" �), Software Manager� XE "Software Manager" � (S/W MGR� XE "S/W MGR" �), System Engineer� XE "System Engineer" \t "See SYS ENG" �� XE "System Engineer" � (SYS ENG� XE "SYS ENG" �� XE "SYS ENG" \t "See System Engineer" �), Technical Lead� XE "Technical Lead" �� XE "Technical Lead" \t "See TECH LEAD" �� XE "Technical Lead" � (TECH LEAD� XE "TECH LEAD" �� XE "TECH LEAD" \t "See Technical Lead" �), Software Quality Assurance� XE "Software Quality Assurance" \t "See SQA" � (SQA� XE "SQA" �) representative, Software Configuration Management� XE "Software Configuration Management" � (SCM� XE "SCM" �� XE "SCM" \t "See Software Configuration Management" �) representative, Security� XE "Security" �, Contracting Officer Representative� XE "Contracting Officer Representative" \t "See COR" �� XE "Contracting Officer Representative" � (COR� XE "COR" �� XE "COR" \t "See Contracting Officer Representative" �), Principal Contracting Officer� XE "Principal Contracting Officer" \t "See PCO" � (PCO � XE "PCO" \t "See Principal Contracting Officer" �), and Contract Specialist� XE "Contract Specialist" �� XE "Contract Specialist" \t "See CONTR SPEC" �� XE "Contract Specialist" � (CONTR SPEC� XE "CONTR SPEC" \t "See Contract Specialist" �).  Some of these positions are referenced by different names, dependent upon the individual site preferences.



It is ideal, or at least a very good idea to keep the same key players on the project� XE "project" � from start to finish.  It maintains continuity for the project execution and minimizes the impact when some key team members ultimately do move on.  It is recognized, however, that in the DoD acquisition� XE "acquisition" � business that the procurement cycle is long and team member changes are inevitable.  

�1.	ACQUISITION PLANNING� XE "PLANNING" �



PURPOSE:  To identify what needs to be procured and when, what funding (including type of funding) is required and when, how to contract.



APPLICABILITY:  The information provided herein is general in nature and can be used Government agency to Government agency, Government to a Prime Contractor, Government to subcontractor through a Prime, or Prime to subcontractor.  



WHEN:  Immediately upon identification of a technical requirement and the need to acquire external support.



- Commencement Line of Separation for this activity is after the requirements are known and funds are expected.



- Termination Line of Separation for this activity is sufficient data has been collected to begin developing a procurement package.



WHO:  The table below provides a ìsnapshotî picture of the tasks associated with this section.  In addition, the table provides the  recommended primary and secondary sources of information in support of these tasks.

�

ACQUISITION PLANNING� XE "PLANNING" ��MGR� XE "MGR" ��S/W MGR� XE "S/W MGR" � �SYS ENG� XE "SYS ENG" ��TECH LEAD� XE "TECH LEAD" ��SQA� XE "SQA" ��SCM� XE "SCM" ��SECURITY�COR� XE "COR" ��PCO� XE "PCO" ��CONTR SPEC� XE "CONTR SPEC" ���1.1  REQUIREMENTS DEFINITION��Project Need�P�S�S�S�S�S�S�S����Required Date�P�S�S�S����S� � ��Estimated Cost�P�S�S�S�S�S�S�S�S�S��Required On A Continuing Basis�P�S�S�S�S�S�S�S�S�S��Required One-Time�P�S�S�S�S�S�S�S�S�S��Schedule�P�S�S�S�S�S�S�S�S�S�� 1.2  FUNDING������������How much funding�P�������S����Funding match requirement�P�������S����Funding Sufficient�P�������S����Funding Received�P�������S����Funding Receipt Impact Acq Schedule�P�������S����Required Funding (Date)�P�������S����1.3  METHOD OF CONTRACTING������������Existing Contract Vehicles��������P�S�S��Develop a new Contract�S�S�S�����P�S�S��What should the Contract Look Like�S�S�S�����P�S�S��

LEGEND���PRIMARY�P��SECONDARY�S��Table 1-� SEQ Table \* ARABIC \r 1 �1�.  Acquisition Planning Matrix



WHAT:  Finalize requirements, schedule, costs, plan of action, and recommendations for the assignment of roles and responsibilities.



Hint: The product set provided by the project� XE "project" � planning� XE "planning" � and the requirements management KPA working groups are critical inputs into this section.



Hint: If the project� XE "project" � requirement contains both hardware and software, or if it is a system comprised of both hardware and software, either strive to do one of the portions in house, and contract for the other portion, or attempt to contract with two contractors maximum.  In other words, try to minimize the number of  players involved.  The level of risk increases dramatically with increased number of players involved, especially in the instance when one player is responsible for hardware and the other is responsible for software.  This circumstance creates the classic finger pointing phenomena.



Hint:  Procurement for software services and products may involve obtaining approval for Information Technology (IT).  Information Technology has also been known as Automatic Data Processing (ADP) and Federal Information Processing (FIP).  Samples of IT include, computers, systems which contain computers/operating systems, software development/maintenance, data entry, etc.    Past methods of approvals include:  (1) identification of the requirement in the ìproject� XE "project" �ísî Computer Resources Life Cycle Management Plan (CRLCMP); (2) developing documents such as a Warner Exemption and Request for Delegation of Procurement Authority (DPA); and (3) identification of the requirement in an approved ìinfrastructure planî.  The rules governing required approvals vary greatly from organization to organization.   The requirement for IT approval is a volatile and evolving subject.  It is recommended guidance on current approval requirements be sought from your agencyís IT point of contact, Contract Specialist� XE "Contract Specialist" �, or PCO� XE "PCO" �.



Hint:  If developing a new contract package, it is recommended any required IT approvals be at the ìbasicî contract level vice the Delivery or Task Order level.  Getting approval at the basic contract level precludes obtaining any further approvals.  Whereas, if the approvals are only for the Delivery or Task Order, approval must be obtained for each order issued.  Again, the IT point of contact, Contract Specialist� XE "Contract Specialist" �, and/or PCO� XE "PCO" � will be able to provide advice and guidance.

�General Note:  This section is designed to be completed sequentially and to provide answers to the following:



	(1) WHAT DO I NEED and WHAT DO I WANT TO BUY?

	(2) WHEN DO I WANT IT?

	(3) FOR HOW LONG WILL I NEED IT?

	(4) HOW MUCH WILL IT COST?

	(5) DO I HAVE FUNDING and DOES IT MATCH THE NEED?



Once I have determined the above, I need to know:



	(1) HOW SHOULD I GET IT?



Hint:  The information provided below has a direct impact on the Package Preparation� XE "Package Preparation" � phase (Section 2 of this Guidebook).



1.1	REQUIREMENT DEFINITION



What does the project� XE "project" � need?



yes     	no

(	(	Software Services



		If so, what kind?



yes     	no

(	(	Software Development

(	(	Software Maintenance

(	(	Software Testing

(	(	Software Documentation

(	(	Software Plans

(	(	Software Reviews (Formal)

(	(	Software Reviews (Informal)

(	(	Supporting Hardware

(	(	Earned Value Reporting

(	(	Work Breakdown Structure

(	(	Metrics

(	(	Meetings

(	(	Special Security� XE "Security" � Requirements

(	(	Other	

�Hint:  Appendix A provides a helpful tool (worksheet) to facilitate the entire procurement process -- from Acquisition� XE "Acquisition" � Planning� XE "Planning" � through Close-out� XE "Close-out" �.  The worksheet is designed as ìone-stop shoppingî or as the ìtotal pictureî of what is required (Acquisition Planning� XE "Planning" �), how do I get it (Package Preparation� XE "Package Preparation" �), how do I select the contract winner (Contractor Selection� XE "Contractor Selection" �), how do I monitor it (Track and Monitor� XE "Track and Monitor" �), and how do I complete it (Close-out� XE "Close-out" �).  Ideally, the worksheet should provide traceability from what was planned, to what did I ask for, therefore ensuring I get what I need.  It also can be used as a list of SUGGESTED requirements for the contract.



Hint:  The Package Preparation� XE "Package Preparation" � and Track and Monitor� XE "Track and Monitor" � Sections provide additional hints and recommendations to avoid pitfalls and facilitate a successful acquisition� XE "acquisition" �. 



When are the services/products required?			_______________



yes     	no

(	(	Will the requirement date affect funding?



Hint:  The requirement date is directly tied to the funding, its expiration date, and appropriation type.  See Funding Section (below).



How much should the services/products cost? 		_______________



Hint:  Cost Estimating Hints are available in Package Preparation� XE "Package Preparation" � Section.



Hint:  Refer to the Project Planning� XE "Planning" � Working Group Products.



yes     	no

(	(	Are the services/products required on a continuing basis (e.g. a 

Software Support Activity (SSA) function)? 



		If so, for how long? 				_________________



(	(	Is this procurement expected to cover the continuing requirement?



Hint:  A continuing requirement impacts funding (especially the type and appropriation year), contract (whether existing or to be developed), and package preparation.  Decisions have to be made regarding how to procure a continuing requirement.  Such as: (1) How long should the requirement go before it is severed and a new contract action commenced?  (2)  Will the fiscal year affect the length of the procurement?  (3)  If the procurement is to cross fiscal years, will the funding accommodate crossing fiscal years?  (4) If the funding does not generally accommodate crossing fiscal years (such as O&M,N), can a single product be identified -- which makes the procurement NON-SEVERABLE (or unable to be severed at the fiscal year because the Government will not receive a product until the procurement is completed).



yes     	no

(	(	Are the services/products a one-time product?

	

(	(	Will this procurement only cover the one-time requirement?



1.2	FUNDING



How much funding has been identified for the planned acquisition� XE "acquisition" �?

__________________

	

	What kind of funds (e.g. Research & Development, Procurement, Maintenance, etc.)?							_������_________________



	What is the appropriation year? 			__________________  



	When do the funds expire? 				__________________



Hint:  Funding information above affects the type of procurement and this data will be required if a formal Acquisition� XE "Acquisition" � Plan is required.  See Package Preparation� XE "Package Preparation" � Section and DoD Instruction 5000.2.



yes     	no

(	(	Are the funds appropriate (consistent) with the requirement?



Hint:  For example, it is inappropriate to use Research and Development funding for the maintenance of software.  Typically software maintenance uses ìMaintenanceî funding, upgrades to software use ìProcurementî funding, and new capabilities use ìResearch and Developmentî funding.  Procurements may be funded with multiple types of funding, if the tasking in the SOW clearly supports the use of multiple funding types. If the funding does not generally accommodate crossing fiscal years (such as O&M,N), can a single product be identified -- which makes the procurement NON-SEVERABLE (or unable to be severed at the fiscal year because the Government will not receive a product until the procurement is completed).  Reference TEAM� XE "TEAM" � document on acquisition� XE "acquisition" �.



yes     	no

(	(	Are the funds sufficient to cover the requirement?



Hint:  If the funds are insufficient for the planned procurement -- only two options exist -- either downscope the requirement or obtain additional funding.



yes     	no

(	(	Have the funds been received? 



		If so, when were the funds received? 		__________________



		When do the funds expire? 			__________________



		If not, when are the funds expected? 		__________________



(	(	Does the project� XE "project" �ed receipt date of funding impact the procurement

schedule?



Hint:  Answers to the above questions may determine the only successful means of contracting.  For instance, developing a new competitive procurement normally requires a minimum of one-year to develop and process.  If the funds are already received, they (in all likelihood) may expire before a new procurement could be issued.  In this case, finding a suitable existing contract may be the only option.



1.3	METHOD OF CONTRACTING



Hint:  Remember the information gathered in 1.1 and 1.2 above should be considered when answering the questions below.



yes     	no

(	(	Is there an available existing contract?



(	(	Is the requirement within scope?



(	(	Does the contract have ceiling available?



(	(	Should it be used?



Hint:  ìNoî to any of the above questions indicate an inability to use the identified existing contract.  Remaining options include:  (1) developing a new procurement; (2) revising the scope of the intended procurement to fit within the existing contract; (3) continuing searching for an existing vehicle (either within your Command or throughout the DoD); and (4) reviewing the possibility of performing the requirement within the Government.			



yes     	no

(	(	Develop a new contract?



		If so, who will lead the Package Preparation� XE "Package Preparation" � Team? ____________



Hint:  Review the above matrix and Section 1.1 to determine what skills are required on the package Preparation Team.



		What should the new contract look like?



		Payment Agreement with Contractor:

yes     	no

(	(	Firm Fixed Price (FFP)

(	(	Cost Reimbursable (CPFF)

(	(	Time & Material  (T&M) (may or may not have delivery or task orders)



	            Type of Contract (Payment agreement can be either FFP or CPFF):

yes     	no

(	(	Completion ìCî type

(	(	Level of Effort without Delivery or Task orders, ìCî type

(	(	Level of Effort with Delivery or Task orders, ìDî type



		Availability of Sources:

yes     	no

(	(	Competitive

(	(	Sole Source



Hint:   Generally contracts for software services will be on a cost reimbursable basis (because the services can not be precisely defined and priced accurately at the time the basic contract is awarded).  Furthermore, most contracts for software services will be on a  level of effort basis (because all of the required products could not be described at the time the basic contract was awarded).  A level of effort contract allows the contractor to be paid for the effort he expends, rather than for distinct products.  If you can describe all of the tasks at the time of package preparation and contract award, the PCO� XE "PCO" � may be able to award a level of effort contract without the requirement for delivery or task orders.  But if all the tasks or work products can not be described up-front, a level of effort contract with delivery or task orders is  the preferable method of contracting.  Level of effort is probably the most commonly used type of contract for software services.      



Hint:  Review the requirements identified in 1.1 and the funding profile identified in Section 1.2 to facilitate the determination of which type of contract vehicle best suits the need.



For example:  



The Completion or Level-of-Effort ìCî type contract is best suited for a one-time requirement or product where the specific needs of the requirement are immediately identifiable.  Under ìCî type contracts, no additional orders (such as Delivery Orders or Task Orders) are issued to further define the requirements. You would select a completion type contract if the cost of the end products can be fairly accurately estimated by the Government and priced by the contractor.  If they can not be, you would select a level of effort type contract, where you can pay the contractor for his effort on an hourly basis.



The Level-of-Effort contract with delivery or task orders is best suited for a continuing requirement over several fiscal years where the specific needs of the requirement are not immediately identifiable (more general in nature).  Under ìDî type contracts, Delivery Orders or Tasks Orders are then issued to further quantify and specify the requirement.



The Time and Material (T&M) contract is best suited for on call repair requirements where when and how much is not known.  If provides for paying the contractor a fixed hourly (or daily) amount as opposed to paying actual costs expended (cost reimbursable).



Hint:  The PCO� XE "PCO" � makes the final determination on which type of contract vehicle will be used.  Provide the PCO� XE "PCO" � with the data collected in Sections 1.1 and 1.2 to facilitate the recommendation and final determination.  Enlisting the PCO� XE "PCO" � and Contract Specialist� XE "Contract Specialist" � early in the planning� XE "planning" � stages usually streamlines the process and ensures success.



1.4	EXIT CRITERIA



yes     	no

(	(	Does the data collected, as a result of answering the Acquisition� XE "Acquisition" �

Planning� XE "Planning" � Checklist questions, provide sufficient information to identify the technical requirements to be procured and when to procure them, what funding is required and when to obtain it, and how to contract.

�2.	PACKAGE PREPARATION



PURPOSE:  To describe what will be contracted, when, and how.



APPLICABILITY:  The information provided herein is general in nature and can be used Government agency to Government agency, Government to a Prime Contractor, Government to subcontractor through a Prime, or Prime to subcontractor.  



WHEN:  Immediately upon completion of the acquisition� XE "acquisition" � planning� XE "planning" � phase.



- Commencement line of separation  for this activity is after the requirement has been planned.



- Termination line of separation for this activity is when the procurement package is sufficiently developed, accepted by the PCO� XE "PCO" � and the Request For Proposal (RFP) is ready for issue.



WHO:  The table below provides a ìsnapshotî picture of the tasks associated with this section.  In addition, the table provides the  recommended primary and secondary sources of information in support of these tasks.

�

PACKAGE PREPARATION�MGR� XE "MGR" ��S/W MGR� XE "S/W MGR" � �SYS ENG� XE "SYS ENG" ��TECH LEAD� XE "TECH LEAD" ��SQA� XE "SQA" ��SCM� XE "SCM" ��SECURITY�COR� XE "COR" ��PCO� XE "PCO" ��CONTR SPEC� XE "CONTR SPEC" ���2.1  ACQUISITION PLAN������������Procurement value�P�S�S�S����S����Acq descrip, cost, when, how, & POC�S�S�S�S����P�S�S��Review and approval�S�������S�P�S��2.2  SOURCE SELECTION PLAN������������Description of minimum contents�S�S�S�S�S�S�S�S�P�S��2.3  STATEMENT OF WORK (SOW)��Description of what will be required�S�P�S�S�S�S�S�S� � ��Sufficient detail for Contractor to propose��S�S�S�S�S��S�P�S��Detail to ensure tracking and monitoring��S�S�S�S�S��P�S�S��Consideration for Suggested Documents�S�P�S�S�S�S�S�S�S�S��CDRLs define what, when, how and to whom��P�S�S�S�S�S�S�S�S��2.4  INDEPENDENT GOVERNMENT COST ESTIMATE (IGCE)��Availability of Historic Data��P�S�S�S�S��S�S�S��SOW describe LOE� �P�S�S�S�S��S�S�S��SOW describe Product/Completion� �P�S�S�S�S��S�S�S��Numeric Descrip of what (hrs, cost, mat'ls, & travel)��P�S�S�S�S��S�S�S��ODC requirements��P�S�S�S�S�S�S�S�S��IGCE compliance with basic contract��S�S� � � ��P�S�S��2.5  SUGGESTED SOURCES������������Identification of possible sources�S�P�S�S�S�S� �S�S�S��2.6  NOTES TO CONTRACT SPECIALIST��Identification of any special requirements�S�P�S�S�S�S�S�S�S�S��2.7  MINIMUM PERSONNEL QUALIFICATIONS/REQUIREMENTS��Skill requirements of SOW & IGCE Identified�S�P�S�S�S�S�S�S�S�S��Minimum Requirements Addressed�S�P�S�S�S�S�S�S�S�S��2.8  SECTION L������������Description of proposal requirements�S�S�S�S�S�S��S�S�P��2.9  SECTION M������������Description of evaluation criteria�S�S�S�S�S�S�S�S�S�P��2.10  REQUISITION������������Requisition prepared and signed�P�S������ � �S��2.11  DD254������������Requisition prepared and signed�S�S�S�S�S�S�P�S�S�S��

LEGEND���PRIMARY�P��SECONDARY�S��Table 2-� SEQ Table \* ARABIC \r 1 �1�.  Package Preparation Matrix



WHAT:  Develop a procurement package which tells prospective offerors what the Government intends to acquire, when, and how. 



General Note:  The following provides questions and hints for the package preparation of two levels of contracting, either the basic contract or Delivery Order (DO)/Task Order (TO).  As discussed in the Acquisition� XE "Acquisition" � Planning� XE "Planning" � Section of this guidebook, a decision should be made to use an existing contract or develop a new contract.  If using an existing contract, most likely the contract is an Indefinite Delivery Indefinite Quantity (IDIQ) (sometimes called ìDî contract) with individual DOs or TOs being issued for specific requirements.  If developing a new contract, the PCO� XE "PCO" � will probably recommend an IDIQ contract which provides the capability to support long-term requirements over several years.



Hints are provided to assist the user in determining applicability to developing a basic contract or developing DOs/TOs.



2.1	ACQUISITION PLAN



yes     	no

(	(	Is the procurement greater than:



		$30M over life of the contract

			or 

		$15M over 1 year?



If yes, then a Formal Acquisition� XE "Acquisition" � Plan is required.



Hint:  Primarily required as part of the procurement package for new contracts project� XE "project" �ed to meet the above thresholds.



Hint: Refer to DoD Instruction 5000.2 and seek Contract Specialist� XE "Contract Specialist" �/PCO� XE "PCO" � for specific instructions/samples.



yes     	no

(	(	Does the acquisition� XE "acquisition" � plan describe what will be acquired, for how 

much, 	when, how, and point of contact?



(	(	Has the plan been reviewed and approved?



Hint:  See matrix for probable reviewers.



2.2	SOURCE SELECTION PLAN



yes     	no

(	(	As a minimum, does the Source Selection Plan describe the following:



		Roles and Responsibilities

		Facilities/Security� XE "Security" �

		Criteria for Selection

			Past Performance

			Geographic Location

			Software Engineering and Management Capabilities

			Staff available to work on the contract

			Prior software expertise on similar applications

			Available resources (facilities, hardware, software, training, etc.)

		Proposal Requirements

		Selection Process

		Sample Forms (for rating/ranking offerors, disclosure statements, etc.)



Hint:  Required  as part of the procurement package for new contracts.  Will not be required as part of a DO or TO package.



Hint:  Seek Contract Specialist� XE "Contract Specialist" �/PCO� XE "PCO" � specific instructions/sample of recently approved plans -- those applicable to your siteís direction/terms.



Hint:  Review the requirements for consistency across the three main documents: SOW, minimum personnel qualifications, and DD254.



Hint:  Review the Contractor Selection� XE "Contractor Selection" � Process section of this guidebook for additional hints.



2.3	STATEMENT OF WORK (SOW)

		

yes     	no

(	(	Does the SOW describe what is to be acquired?



Hint:  Required as part of the procurement package for new contracts and DOs and TOs.  This question has two meanings depending on which level of contracting is being planned.



  If developing a new (basic) contract SOW, this question is asking if the level of detail (which will be more general in nature) provides sufficient information to provide the contractor an understanding of the types of efforts which will be required under this basic contract -- as DOs and TOs are issued.



  If developing a DO or TO SOW, this question is asking if the level of detail (including travel, laboratory access, and special requirements) provides sufficient information to tell the contractor what will be done, when, compliance requirements, delivery requirements, etc. 



Hint:  The SOW generally describes two types of requirements -- Level-of-Effort (LOE) or completion.  LOE means that the Government. is buying the services of individuals (by labor category) over a fixed period of time -- regardless of schedules or products to be delivered.  Completion indicates a product is required in accordance with a schedule.  



Hint:  Basic contracts for software development are usually written generically to describe the overall services, i.e., (LOE over a given time period).  Then DOs (if you are buying supplies) or TOs (if you are buying the services of individuals) can be written under the basic contract.



Remember:  WHAT IS ASKED FOR IN THE SOW IS ALL THAT CAN BE PERFORMED BY THE CONTRACTOR -- NOTHING MORE -- NOTHING LESS.



Hint:  The SOW also provides the basis for termination -- liability limitations.



yes     	no

(	(	Does the SOW contain the detail required for a contractor to

submit a valid proposal?



Hint:  Required as part of the procurement package for new contracts and DOs and TOs.  This question has two meanings depending on which level of contracting is being planned.



  If developing a new (basic) contract SOW, this question is asking if the level of detail (which will be more general in nature) provides sufficient information to provide the contractor an understanding of the types of efforts which will be required under this basic contract -- as DOs and TOs are issued.  Generally, for a basic LOE contract for services, the PCO� XE "PCO" � will provide, via the IGCE, the labor categories and number of man-hours, and aggregate amounts of travel and materials. This will enable the prospective contractors to submit ìvalid proposalsî.  This means proposals which will indicate the proposing contractor has ìthe big pictureî or an understanding of the requirements, how to implement them, risks, etc.

    If developing a DO or TO SOW, this question is asking if the level of detail (including travel, laboratory access, and special requirements) provides sufficient information to allow the contractor to project� XE "project" � what skills will be required, magnitude, travel requirements, material requirements, etc.  



yes     	no

(	(	Does the SOW contain the information required to allow effective and

efficient tracking and monitoring of the contractorís effort and product -- once the contract is awarded?



Hint:  Primarily required as part of the procurement package for DOs and TOs. New or basic contracts generally provide the track and monitor� XE "track and monitor" � tools which can be instituted by the issuance of each DO/TO.



Hint:  Review the Track and Monitor� XE "Track and Monitor" � Section of this guidebook for additional hints, rationale, importance, and benefits of including the items listed in Appendix A in the contract SOW.



yes     	no

(	(	Have the SUGGESTED requirements in Appendix A (formal reviews,

metrics, plans, meetings, and informal reviews) been considered for incorporation into the  ìApplicable Documentsî, ìTechnical Requirementsî, and/or as ìDeliverablesî section(s) of the SOW?



Hint:  Appendix A provides the total view from Acquisition� XE "Acquisition" � Planning� XE "Planning" � to Close-out.  It should be used as a tool for planning� XE "planning" � and developing the procurement package and monitoring the execution of the contract.



Hint:  Review the Track and Monitor� XE "Track and Monitor" � Section of this guidebook for additional hints, rationale, importance, and benefits of including the items listed in Appendix A in the contract SOW.



Hint:  Mandating the collection of Metrics is costly.  Ensure the metrics required by the project� XE "project" � are also imposed on the contractor, if applicable.  Clearly identify in the SOW what metrics will be collected and if the Contractor is responsible for the analysis of the collected data.



Hint: It is recommended that any SQA� XE "SQA" � or SCM� XE "SCM" � Plan includes the provision for periodic audits of all contractor processes and procedures.



Hint:  It is recommended the suggested requirements in Appendix A be included as part of the procurement package for new contracts and DOs and TOs.  This question may have two meanings depending on which level of contracting is being planned. 



  If developing a new (basic) contract SOW, this question provides the level of detail (which will be more general in nature) to provide the contractor an understanding of the types of efforts which will be required under this basic contract -- as DOs and TOs are issued.

  If developing a DO or TO SOW, this question is considered the ìmeatî of the SOW.  Reviewing Appendix A, may help ensure that adequate controls, guidance, and track and monitor� XE "track and monitor" �ing provisions are made  part of the DO or TO.  As general guidance and as applicable, the plans and documents (listed in Appendix A) should appear in two sections of the SOW -- either the Applicable Documents and Technical Requirements Section or the Technical Requirements and Data Deliverables Section.  For example, if the requirement is to develop something in accordance with a plan, the plan should be included as an Applicable Document and a compliance requirement of the tasking section (Technical Requirements).  If a particular document is to be developed or modified, the document is a task in the Technical Requirements Section and a deliverable listed under the Deliverables Section.



yes     	no

(	(	Does each CDRL Item provide the data required to ensure the 

contractor knows what is to be delivered, when, how (including special requirements like media, etc.), and to whom?



Hint:  Check with the Contract Specialist� XE "Contract Specialist" �/PCO� XE "PCO" � to determine if Data Review Board approval is required.



Hint:  The CDRL is the only mechanism which tells the contractor to deliver.  Merely stating the delivery requirement in the SOW does not mandate delivery -- The CDRL Form is the only means.  In addition, the CDRL can provide track and monitor� XE "track and monitor" � tools enabling insight into content quality and progress via Government approval of draft and final submittals.



Hint:  Required to be included as part of the procurement package for new contracts and DOs and TOs.  If developing a new or basic contract, the CDRL items will be more general in nature. If issuing a DO or TO, the CDRL needs to provide the specific data required to ensure the Government receives what is needed, when needed, and how (including format, content, media, etc.).



Hint:  Consider tailoring of DIDs as appropriate.



Hint:  DIDs are unique to DoD Specifications.



Hint:  DIDs are revised frequently.



2.4	INDEPENDENT GOVERNMENT COST ESTIMATE (IGCE)



yes     	no

(	(	Is historical data (previously contracted efforts for similar

products/services) available?



Hint:	Historical data is one possible source for developing the IGCE.  If  the tasking, complexity, duration, and products are not similar in nature the historical data probably is not relevant and should not be used.



yes     	no

(	(	Does the SOW describe Level-of-Effort (LOE) tasking to be 

performed over a given period of time?



(	(	Does the SOW describe product(s) or completion tasking to be 

performed until the product(s) is/are delivered?



Hint:	LOE indicates that the services of individuals (in terms of a maximum number of man-hours), by categories of labor will be purchased over a fixed period of time -- regardless of any schedules or products to be delivered.  Completion indicates a product is required in accordance with some schedule and the IGCE will be based on what is required to complete that product without consideration for the passage of time.  Generally, contracts for services are LOE; to buy man-hours over a given time period.  DOs or TOs can be either, depending on the scope of the SOW.



yes     	no

(	(	Does the IGCE describe numerically (hours, cost, materials, and 

travel) what is to be acquired?



Hint:  Review the SOW for type of tasking and envision who/what skills would be required if the effort was to be performed by Government personnel.



Hint:  Required as part of the procurement package for new contracts and DOs and TOs.  This question has two meanings depending on which level of contracting is being planned.  



  If developing a DO or TO IGCE, this question is asking if the level of detail (including travel, laboratory access, and special requirements) provides sufficient information to allow the contractor to project� XE "project" � what skills will be required, magnitude, travel costs, material costs, etc.  



  If developing a new (basic) contract IGCE, this question is asking if the level of detail (which will be more general in nature) provides sufficient information to provide the contractor an understanding of the types of efforts which will be required under this basic contract -- as DOs and TOs are issued.



yes     	no

(	(	 Are Other Direct Costs (ODCs) Required?



Hint:  ODCs are travel, material, expendables (printing, supplies, shipping, etc.), equipment, and subcontractor/vendor services.  Travel should be based on Joint Travel Regulation allowances.  The Government Travel Office will provide recommended allowances for air fare, car rental, etc.  In estimates for the basic contract, the PCO� XE "PCO" � may permit the provision of aggregate estimates for ODCs, rather than detailed breakdowns.



yes     	no

(	(	Do the labor categories and associated rates comply with those 

negotiated in the basic contract?  (applicable to DOs or TOs ONLY).



Hint:  Check with the contract COR� XE "COR" � for guidance and samples.



2.5	SUGGESTED SOURCES



yes     	no

(	(	Have suggested sources (including complete mailing addresses and 

phone 	numbers) been identified?



Hint:  Required as part of the procurement package for new contracts-- not applicable to Delivery or Task Orders.  Generally three sources (if known) are required to be submitted as part of the procurement package.  The Suggested Sources receive the Request for Procurement (RFP) whether they take the initiative to request the package or not.  Other offerors must notify the Contract Specialist� XE "Contract Specialist" �/PCO� XE "PCO" � of their desire to receive the RFP.



2.6	NOTES TO THE CONTRACT SPECIALIST



yes     	no

(	(	Have special requirements been identified?



Hint:	Required as part of the procurement package for new contracts-- not applicable to DOs or TOs.  If special requirements exist, they need to be specified to the PCO� XE "PCO" � as part of the submittal of the procurement package.  Special requirements may includes such things as: 

 

(1)  travel distance (either by hours or miles) from where the work is to be performed to the Government facility;

(2)  a requirement to have the contractor establish facilities ìonsiteî at the Governmentís facility -- on-board the base;

(3)  multiple awards (one solicitation which results in multiple contracts);

(4)  special security� XE "security" � requirements;

(5)  video teleconferencing and internet requirements;

(6)  safety issues;

(7)  hours of operation;

(8)  access limitations;

(9)  Government furnished facilities/laboratories/equipment;

(10)  equipment that may be acquired by the contractor that should become Government property at contract completion;

(11)  might there be ìorganizational conflict of interestî issues; and

(12)  consulting services issues.



Hint: When establishing the minimum guarantee, make sure you can pay for a termination or pay for the minimum contract obligation should adequately funded requirements not materialize.



2.7	MINIMUM PERSONNEL QUALIFICATIONS/REQUIREMENTS 



yes     	no

(	(	Have the requirements for each skill required by the SOW and 

identified in the IGCE been adequately described?



(	(	As a minimum, is the following addressed:



		Educational Requirements

		Experience (type, how much, and when)

		Acceptable substitutions or equivalents (for education/experience/duration)



Hint:	Required as part of the procurement package for new contracts-- not applicable to DOs or TOs.  Seek Contract Specialist� XE "Contract Specialist" �/PCO� XE "PCO" � specific instructions regarding the currently acceptable means of qualifying personnel.  For example, use of the term ìdesirableî may be preferred over ìminimumî.  Each term defines a different condition -- i.e. ìdesirableî allows more leniency for ìalmostî meeting the requirements. Whereas, ìminimumî implies a more stringent enforcement of the criteria as opposed to a simple reduction in score if the ìdesirableî qualifications are not met.  ìMinimumî potentially creates instances of quandary.  For example, if the minimum requirements is 5 years -- what happens if the person proposed meets all the other criteria -- but only has 4 years 10 months of experience.  In some cases, personnel who have historically supported the type of effort being acquired ñ do not quite fit into a standard mold of education, experience, and duration.  In addition, the use of Government standard equivalents is sometimes recommended -- such as Program� XE "Program" �  Manager, GS-14 or DP-4, etc.



Hint:  Do not forget to include experience with any applicable requirements of the SOW (software languages or tools, in addition to specific program� XE "program" � or project� XE "project" � knowledge). Remember: WHAT IS ASKED FOR IN THE RFP IS ALL THAT CAN BE CONSIDERED -- NOTHING MORE -- NOTHING LESS.



2.8	SECTION L  (Instructions, Conditions, and Notices to Offerors)



yes   	no

(	(	Have the requirements for what the Government wants to see in the

contractorís proposal been adequately described to ensure the maximum efficiency during the evaluation process?



Hint: Required as part of the procurement package for new contracts-- not applicable to Delivery or Task Orders.  Sections L and M should be developed simultaneously.  Section L provides the opportunity for the Government to tell the contractor what should be in his proposal -- including content, organization of data (e.g., formatted to match the SOW), format, size, etc.  It ensures the Government will receive a proposal relative to the procurement vice marketing information.  In addition, receiving a proposal mandated by the criteria established in Section L greatly reduces the time required for evaluation.  It puts all offerors on a ìlevel playing fieldî regarding organization, content, size, etc.



2.9	SECTION M (Evaluation Factors for Award)



yes    	no

(	(	Have the criteria by which the offerors will be rated been adequately

described?



Hint:  Required as part of the procurement package for new contracts-- not applicable to DOs or TOs.  In general, Section M provides two critical pieces of information: (1) the criteria which should be addressed in the  proposal and (2) the criteria by which each proposal will be evaluated.  Section M provides the information needed by each offeror to ensure the following are addressed: (1) each technical requirement of the planned procurement; (2) a clear understanding of the scope of the procurement; and (3) method of executing the planned procurement.  Each criteria should be definitive enough to allow the offeror to propose -- yet not so detailed as to ìgive away the desired answerî.  The desired result is to determine the offerorís knowledge, understanding, and plans for operation. 



Hint:  A proposal which merely mimics the SOW or criteria provides the Source Selection Board no insight into the value the offeror provides.  Remember:  IF YOU DO NOT ASK FOR SOMETHING TO BE ADDRESSED (VIA SECTION M), YOU CANNOT HOLD IT AGAINST THE OFFERORS DURING THE SOURCE SELECTION PROCESS!  In other words, the offeror cannot be rated lower because they failed to address something which was not included in Section M.



Hint:  Do not forget to include as part of Section M, the requirement for each offeror to be certified at the applicable SEI� XE "SEI" � level.



Hint:  The criteria addressed in the Source Selection Plan must be identical to those stated in Section M.  The Contract Specialist� XE "Contract Specialist" � may also elect to extract Section M data from the Source Selection Plan -- therefore eliminating the need for the technical requirer to develop -- only review what the Contract Specialist� XE "Contract Specialist" � has extracted to ensure it correctly states the requirements.



Hint:  Recommend getting samples from the Contract Specialist� XE "Contract Specialist" �.



2.10	REQUISITION (Non-NSN Requisition (Manual), DD Form 1348-6)



yes     	no

(	(	Has the Requisition (Stub) been prepared and signed?



Hint:	If the planned procurement has a long lead time often a ìplanning� XE "planning" � purposes onlyî requisition can usually be prepared vice actually citing funding.  The actual funding is then applied at the time of award.  Using a ìplanning� XE "planning" � purposes onlyî requisition avoids committing funding (or ultimately losing funding) because the expiration date precedes the procurement award date.  Review the Acquisition� XE "Acquisition" � Planning� XE "Planning" � section of this guidebook for additional information.



2.11	DD Form 254 (DoD Contract Security� XE "Security" � Classification Specification)



yes     	no

(	(	Has the DD Form 254 been prepared, reviewed, and signed?



Hint:	Required as part of the procurement package for new contracts ñ generally not applicable to DOs or TOs.  In general, the DD 254 provides the offeror information regarding:

(1)  types of security� XE "security" � issues expected under the planned procurement;

(2)  where and how  security� XE "security" � issues are expected to occur (at his facility, only at Government facilities, USA, Foreign, etc.);

(3)  what means will be used to ensure safeguarding; and

(4)  any special requirements (such as required processes, plans, forms, approvals, and uncleared personnel, etc.).



Hint:  Review the scope of the procurement to determine if it would be acceptable to have a foreign owned company bid (and possibly win) the planned acquisition� XE "acquisition" �.  If not (because of security� XE "security" � issues relating to the release of or access to sensitive materials bearing the restriction of ëNO FORNî), the DD 254 is one means of excluding foreign owned companies from submitting a proposal on the planned procurement.  Failure to exclude foreign owned companies at onset means their proposal is considered valid.  In other words, you cannot exclude them later simply on the basis of being foreign owned.  Check with applicable security personnel to determine if other documentation is also required to exclude foreign owned companies from bidding on the planned procurement.



Hint:  Each respective Security� XE "Security" � Officer should review the DD 254 -- i.e. TEMPEST, OPSEC, Physical Security Officer, Information Security Officer, etc.



Hint:  Failure to include a DD 254 as part of the procurement package, indicates no classified requirements are anticipated -- i.e. no requirement for security� XE "security" � clearances, access to laboratories, classified data, etc.



2.12	OTHER LIAISON

yes     	no

(	(	Has the program� XE "program" � manager reviewed the package?



(	(	Has the packaged been submitted to the PCO� XE "PCO" �?



(	(	Has he PCO� XE "PCO" � reviewed the package?



Hint:  A meeting should be scheduled with the with the PCO� XE "PCO" � and PM after  PCO� XE "PCO" � and PM have reviewed the package.  Items to discuss at this meeting include:

(1)  Schedule for procurement

(2)  Preaward meeting, in which you may discuss solicitation of contractor inputs, viewing of sites, equipment interfaces, equipment demonstration, etc.

(3)  Type of procurement contract (see section 1.3)

(4)  Resolution of questions



yes     	no

(	(	Has the PCO� XE "PCO" � prepared a schedule of events?



Hint:  Suggested events, at a minimum, include the date for preaward, date for CBD announcement, RFP issuance, proposal receipt, SEB process, debriefs, DCAA audits, labor rate checks, unsuccessful debriefs, audit dates, post award, etc.



(	(	Does the PCO� XE "PCO" � schedule of events accommodate

program� XE "program" � schedule?



Hint:  Frequent review of the schedule of events is imperative to ensuring that any potential delays are minimized as quickly as possible.  A review against the original schedule is important to monitor progress.



2.13	EXIT CRITERIA

yes     	no

(	(	Has the procurement package been accepted by the PCO� XE "PCO" � and is the 

RFP ready for issue?

�3.	CONTRACTOR SELECTION� XE "CONTRACTOR SELECTION" �

PURPOSE:  To select the contractor(s) best suited to perform the advertised requirement(s).



APPLICABILITY:  The information provided herein is general in nature and can be used Government agency to Government agency, Government to a Prime Contractor, Government to subcontractor through a Prime, or Prime to subcontractor.  



WHEN:  Immediately upon issuance (on the ìstreetî) of the Request for Proposal (RFP).



- Commencement line of separation for this activity is when the procurement package is sufficiently developed, accepted by the PCO� XE "PCO" �, and the RFP is ready for issue.



- Termination line of separation for this activity is after award of contract, resolution of protests and debriefs to losing contractor(s).



WHO:  The table below provides a ìsnapshotî picture of the tasks associated with this section.  In addition, the table provides the  recommended primary and secondary sources of information in support of these tasks.

�

CONTRACTOR SELECTION�MGR� XE "MGR" ��S/W MGR� XE "S/W MGR" � �SYS ENG� XE "SYS ENG" ��TECH LEAD� XE "TECH LEAD" ��SQA� XE "SQA" ��SCM� XE "SCM" ��SECURITY�COR� XE "COR" ��PCO� XE "PCO" ��CONTR SPEC� XE "CONTR SPEC" ���3.1  PRELIMINARY TASKS�P�S�S�S���S�S����������������3.2  PRE-EVALUATION COMM  	W/CONT. NEGOTIATOR�S�S�S�S�S�S�S�S�P�S��������������3.3  PRE-EVALUATION COMM 	W/PROSPECTIVE BRD  MEM�S�S�S�S�S�S�S�S�P �S��������������3.4  EVALUATION COMM.�S�S�S�S�S�S�S�S�P�S��������������3.5  POST EVALUATION�S�S�S�S�S�S�S �S�P�S��������������3.6  SCORING�S�S�S�P�S�S�S�S�S�S��������������3.7  RECOMMENDATIONS�S�S�S�S�S�S�S�S�P�S��������������3.8  SECURITY�S�S������S�P�S��

LEGEND���PRIMARY�P��SECONDARY�S��Table 3-� SEQ Table \* ARABIC \r 1 �1�.  Contractor Selection Matrix



WHAT:  Perform the process which results in the selection of the contractor best suited to  successfully perform all the requirements of  the Statement of  Work.



Source selections are a very critical part of the procurement process, and if done poorly, can cost the customer significant amounts of time and money.  There are many, many lessons learned, and many of the hints in this section come from experiences of the authors.



3.1	PRE-PROPOSAL STAGE



yes     	no

(	(	Have any questions from offerors been received?



Hint:  All requests for clarification/questions from the Offerors will be made in writing to the Contract Specialist� XE "Contract Specialist" � listed in the RFP, who will in turn forward the requests to the technical key players for response.  It is the technical key players responsibility to respond in writing back through the contract specialist� XE "contract specialist" �, who will ultimately publish the answers to all prospective offerors -- thereby keeping all on an even playing field.



yes     	no

(	(	Have the technical key players provided the answers?



(	(	Have the offerors requested any extensions to the proposal submittal

deadline?



(	(	Does the requested extension cause any impact?



Hint:  Areas to be considered for impact include, availability of Source Evaluation Board Members, availability of facilities, technical schedules, funding commitments, restrictive to competition mandates, etc.



yes     	no

(	(	Does the schedule of events provided by the contract specialist� XE "contract specialist" � need

changing?



Hint:  Refer to schedule of events and have the Contract Negotiator complete the form.



3.2	PRE-EVALUATION STAGE

(	(	Has the Source Selection Plan been reviewed?



Hint:  The review should focus on the sections associated with facilities, security� XE "security" � (safeguarding of selection sensitive materials and bidder proprietary materials), evaluation processes, and team members.



yes	no

(	(	Has a location (which meets the requirements of the SSP) to review

the proposals been located and reserved?



Hint:  Determine the size and conditions which are needed and find an appropriate facility.



Hint:  Provide measures which will eliminate contractor contact with the evaluating personnel and prevent contractors from obtaining any information from the proposals (i.e., keep them from seeing the documents).



yes	no

(	(	Has a means  (which meets the requirements of the SSP)  of securing

the proprietary proposals and SEB member notes been planned?



Hint:  Obtain lockable cabinets or safes and have them made available to the SEB in the review area.



yes     	no

(	(	Have the personnel or facilities changed from the Source Selection

Plan?



Hint:  Contact the appropriate personnel or the Contract Specialist� XE "Contract Specialist" � regarding the changes and determine what can be done to alleviate the situation.



yes     	no

(	(	Has the approach for performing the selection process been determined?



Hint:  Determining the approach includes issues such as the following

(1)  all evaluate all (this normally will take more time, and evaluation inputs may be less accurate when an evaluator is not versed in a particular area),

(2)  experts evaluate in areas of expertise (this may result in a larger team, but the evaluation will normally takes less time),

(3) having a separate cost evaluation team (so that cost performance can be performed simultaneously to technical evaluation, vice serially),

(4) having a separate past performance team (so that past performance can be performed simultaneously to technical evaluation, vice serially),

(5) sequester the team, 

(6) make sure there is secure areas at individual work areas to do the evaluation.  



Hint:  Although it is site specific, it is very important that the different groups do the technical and cost evaluations.  Further, there should not be any interface or communication between these two groups during the evaluation process.



Hint:  Be careful when the evaluator works in an area frequented by, or even co-occupied by a contractor, even if the contractor is not from one of the bidding contractors.  If there are contractors from any of the bidding contractors in the area, extreme care must be taken to ensure the contractor is not allowed in the immediate area when the evaluation is being performed, or the proposals are out and being used.



Hint:  Higher security� XE "security" � risks exist when the evaluation is not performed in a sequestered area.



Hint:  Prior to the summarization phase, each evaluator must do an independent evaluation, and group consensus needs to be discouraged.



yes	no

(	(	Have personnel availability been determined?



Hint:  Back-up members / alternates need to be in place for maximum efficiency when evaluating the proposals.



yes	no

(	(	Are the required materials prepared?



Hint:  Each evaluator should have available to them the following materials at their evaluation area, at a minimum: 

(1)  one copy of the  entire RFP,

(2)  one copies of the RFP Sections L & M,

(3)  Disclosure Forms,

(4)  Conflict of Interest Forms for each evaluator, 

(5)  one copy of the Source Selection Plan,

(6)  standardized evaluation forms used for note taking, ranking, citing references, etc.



Hint:  In addition to each evaluator, all participants involved in material preparation, copying, material transport,  etc. (such as  clerical support, supervisors, etc.), should sign the Disclosure Forms prior to the evaluation activity.



yes	no

(	(	Has the Past Performance Questionnaire been developed and

approved (by the contract specialist� XE "contract specialist" �/PCO� XE "PCO" �)?



Suggestion:  Issues to consider with evaluation of offerorsí past performance:

(1)  on schedule,

(2)  within budget, 

(3)  no surprises-early communication,

(4)  quality of product,

(5)  ability to manage subcontractors,

(6)  technical competence, 

(7)  ability to retain people, and

(8)  do not make yes/no questions.



Hint:  Obtaining past performance inputs requires that you start early, it requires extensive follow up, and use of a separate panel is suggested.



yes	no

(	(	Have the proposals been received in accordance with the schedule?



Hint:  The question is two-fold: has the Contract Specialist� XE "Contract Specialist" � received the proposals, and forwarded them to the evaluation team for review/ranking?



3.3	EVALUATION STAGE



Note:  For the purposes of this guidebook, we are only going to address the technical and the past performance aspects of the evaluation.  There is a cost section which requires evaluation, as well as (normally) a management section.  Site specific guidance, experience, and project� XE "project" � specifics will drive the details of these evaluations.;



yes	no

(	(	Has a Kick-off Meeting been scheduled?



Hint:  It is recommended that a kick-off meeting be held with the evaluators to ensure that all the rules, constraints, and guidelines are well understood by all of the team members before the evaluation process begins.



Hint:  As a minimum, the kick-off meeting should include communication issues (between the team, procurement, and the offerors), roles and responsibilities, the various processes associated with contractor selection� XE "contractor selection" �, schedule, and disclosure and conflict of interest forms. 



Hint:  The following are common proposal weaknesses to discuss:

(1)  Make sure the whole proposal is not based on letters of intent.

(2)  If the offeror proposes a team arrangement (prime and sub contractors) to support the solicitation requirements, it is important to understand the plan for managing the relationship between all of the contractors involved. 

(3)  Make sure that the program� XE "program" � management structure is such that the îlocal program� XE "program" � managerî has the authority to accommodate peaks and valleys to meet the workload requirements.

(4)  Make sure any contractors that offer up ìfreebieísî are not swaying the evaluation because of their gift, which really has nothing to do with the contract requirements.

(5) The team has to discuss how they are going to document requests for clarifications, and how they will document the evaluation of those answers, such that there is traceability throughout the evaluation.



yes	no

(	(	Have the SEB members been advised that all communication with

offerors must be done through the Contract Specialist� XE "Contract Specialist" � with no exceptions?



Hint:  Be sure that they understand the reason and the possible consequences.



Hint:  Offerors  interested in the RFP would like to gain a competitive advantage by obtaining information, such as the number and identity of the competitors and their cost estimates.  They seek private clarifications and assurances that their proposals are responsive.  It is important that the selection board realize that any communication with one offeror may provide this information and may be regarded as a reason for a protest.  All communication must be done through the Contract Specialist� XE "Contract Specialist" � who will determine which offeror or offerors will be contacted and what information transferred.



yes	no

(	(	Are all SEB members familiar with the approved Source Selection

Plan and understand it (i.e., there are no unanswered questions regarding any parts of it)?



Hint:  Distribute Source Selection Plans to the members and brief them regarding all aspects of the evaluation.  Verify that each member understands his role within the overall context of the evaluation.



yes	no

(	(	Have Non-disclosure forms been signed?



(	(	Have Conflict of Interest forms been signed?



	Technical Proposal:



(	(	Has each member read and evaluated each proposal?



(	(	Has each member documented the results of his evaluation?



Hint:  Remind the members to keep their final narrative substantiating their evaluations and scores.  Be sure to remind all members that a thorough debrief will be necessary and if any protest is filed, their notes will be useful in determining the result.  Put in notes only that relate to the evaluation .  Keep the notes professional, as you will be held personally accountable for comments.  A successful practice has been to substantiate your narrative into strengths and weaknesses.



yes     	no

(	(	Have all clarification requests been submitted to the contract

specialist?



(	(	Have clarifications from offeror(s) been received?



(	(	Have resubmissions of proposal items affect the evaluation?



	Past Performance:



yes     	no

(	(	Have the Past Performance questionnaires been forwarded to the

references listed in each proposal?



(	(	Have the majority of responses been received?



Hint:  Majority return is about all that can be expected.  100% return is somewhat unrealistic, because of many of the references may not be available during the timeframe constraints imposed by the evaluation schedule.



Hint:  Past performance responses often provide a wide spectrum of responses, which may not be of any value.   Based on the reality of getting inputs on different contractors from different sources, there will usually not be consistent criteria applied by the providers, in which case the scoring is subjective. 



3.4	EVALUATION SUMMARIZATION STAGE

yes     	no

(	(	 Has a meeting been scheduled to discuss the results of each

evaluation?



Hint:  Often one evaluator will see something that is missed by another evaluation, and  therefore the scores may be inconsistent.  This meeting is held to identify those inconsistencies and collectively (as a team) resolve the conflicts.



yes     	no

(	(	Has a meeting been scheduled to discuss past performance and

identifying the risks?



Hint: This meeting can be combined with the above summarization meeting,  if the same team performed both evaluations.  Basically the same process is involved in evaluating the responses to the past performance questionnaire, e.g.,  how consistent are the responses, how detailed, is the evaluation supportable, etc.



yes     	no

(	(	Do the comments provided by each evaluator correspond to the score

or ranking given?



Hint:  The justification on your ratings is dependent on how many offerors you have and how many awards you are going to award.  In other words, if you have multiple awards planned and not many offerors involved, the level of detail may not be as detailed.  On the other hand, if you have a higher level of competition or more proposals are submitted for consideration, the more substantive the scoring and support must be.  Any thought of deviation from providing a very detailed, full blown justification should first be discussed with the contract specialist.



Hint:  Make sure that NO unflattering or derogatory terms are used in any of the notes, because of the possibility of the notes or records being used by the losing bidders.



Hint:  Make sure the ratings that are narrative are substantiated based on the words in their proposal.



Hint:  If you are in the best value situation, make sure the evaluation is documented to ensure justification of going to the higher cost bidder.



yes     	no

(	(	Are the evaluation/rankings from ALL team members consistent?



Hint:  It is undesirable, and probably unacceptable by the PCO� XE "PCO" �, to have one score of Outstanding or 90% for a particular area and another score for the same area of Marginal or 30%.  There must be something one or the other evaluator saw or missed.  The scores are not to be made identical -- however they need to be in the same ìballparkî.  Additional, all evaluation team members must be consistent in their own evaluations from one proposal to another.



Hint:  In documenting the SEB results, if there are difficulties in resolving discrepancies, strengths and weaknesses can be subdivided into strengths, weaknesses, deficiencies, and comments.  These four are areas are easier to substantiate.



yes     	no

(	(	Has the recommendation report been generated?



(	(	Has team concurrence on the report been received?



Hint:  In order to maintain continuity and minimize problems later, distribute summary of findings to all team members for review/approval.



yes     	no

(	(	Has recommendation report been forwarded  to the Contract

Specialist?



(	(	Is a Best and Final Offer required?



Hint:  Keep the SEB members informed that their services may still be required.



yes     	no

(	(	Have the minimum guarantees been reviewed?



Hint: Since the contracting cycle is so long, it is wise to review any agreements previous made regarding the minimum guarantee to be provided to the contractor in the event no or little work materializes.  Take into consideration the latest data regarding program� XE "program" � project� XE "project" �ions for requirements/funds.



yes     	no

(	(	Has funding been provided (if not previously provided)?



(	(	Has the contract terms and conditions been reviewed prior to

PCO� XE "PCO" �/Contractor Signature?



Hint:  Strongly consider incorporating the proposal into the contract.



yes     	no

(	(	Has contract award been announced?



Hint:  Until announcement of the award, all information is considered source selection sensitive.



yes     	no

(	(	Have all interested parties (Project Manager� XE "Project Manager" �s, Technical Lead� XE "Technical Lead" �s, etc.)

been notified of  Contract Award?



yes     	no

(	(	Is the award protest free?



Hint:  Keep the SEB members informed that their services may still be required.



3.5	WRAP-UP OF EVALUATION STAGE

yes     	no

(	(	Has a Post Award Conference / unsuccessful bidderís debrief been

scheduled (if desired/warranted)?



Strong Hint:  If there is a unsuccessful bidderís debrief: Do not say anything more than is required.  Base the debrief on the facts in that particular bidderís proposals, and nothing extraneous.



yes     	no

(	(	Have all excess materials been disposed of?



Hint:  Retain one complete (unmarked up) copy of the winning  proposal if it has been incorporated into the contract.



yes     	no

(	(	Are all remaining official materials safeguarded?



Hint:  The remaining materials still contain proprietary data and should be kept under lock and key.



yes     	no

(	(	Have the initial Delivery Order/Task Order requirements been

identified?



Hint:  Begin ìThe contracting processî all over again for individual Delivery Orders/Task Orders.



3.6	EXIT CRITERIA

yes     	no

(	(	Has the contractor(s) best suited to perform the advertised

requirement(s) been selected?



If yes, congratulations.  If no, deal with it.

�4.0	TRACK & MONITOR



PURPOSE:  To ensure that the products or services are provided in accordance with the contract; i.e., successful performance on schedule and within budget.



APPLICABILITY:  The information provided herein is general in nature and can be used Government agency to Government agency, Government to a Prime Contractor, Government to subcontractor through a Prime, or Prime to subcontractor.



WHEN:  The activities of Track and Monitor� XE "Track and Monitor" � start immediately following contract award and continue through close out.



- Commencement Line of Separation for this activity is after contract award, usually protests have been handled, and debriefings to non-selected bidders (Post Award Briefings) have occurred.



- Termination Line of Separation for this activity is completion of contracted effort (Contract or Delivery Order (DO)) or  termination for cause or convenience of the Government.



WHO: The table below provides a ìsnapshotî picture of the tasks associated with this section.  In addition, the table provides the  recommended primary and secondary sources of information in support of these tasks.

�
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WHAT:  Track and Monitor� XE "Track and Monitor" � the contractorís activities in fulfilling the Requirements of the contract.



4.1	POST AWARD REVIEW



yes	no

(	(	Have you read the contract?



(	(	Are there any changes required in the contract so that it can be 

monitored more effectively?



If yes to any of the above questions, define what is missing, wrong or needs changing, establish the impact and notify the PCO� XE "PCO" � via the COR� XE "COR" � that a modification 	is required.



Hint:  Verify CDRL distribution is to correct Codes; approval Code should be listed first and then all Information Codes.



Hint:  Verify that the review/approval times for the various reports/deliverables are sufficiently long to allow proper review by all affected technical leads.



Hint:  Look at the Worksheet, Appendix A, for documents included in the contract during the Package Preparation� XE "Package Preparation" �.



Hint:  If the Worksheet, Appendix A, has not been used in the previous sections begin by filling in as many of the previous blocks as possible.



Hint:  Make notes on the Worksheet as items are added or deleted.



Hint:  Add in additional columns to the Worksheet to aid in tracking and monitoring.



Hint:  Sometimes by providing Government Furnished Property, Information or Equipment (GFP,GFI, GFE) certain deliverable(s) can be made more useful. If this is the case establish times for the GFP to be provided so as to be available to the contractor to prepare or be included in the deliverable(s).  For example, Government supplied information may make a contractor generated metrics report also useful as a project� XE "project" � report.



Hint: Verify the SOW is still valid.  Verify personnel requirements are still valid.  Verify schedule is still valid.  Consider the size of the minimum order.  Consider the proprietary software/firmware/hardware issues.



Hint:  In an Indefinite Delivery/ Indefinite Quantity (ID/IQ) contract the contractor can not charge until a Delivery Order (DO) or Task Order (TO) has been initiated.



NOTE:  Delivery Orders are for products and Task Orders are for Services.



Ongoing



yes       no

(	(	Is there a need to modify the contract to change requirements, 

schedules, deliverables, change property (GFP and/or CAP) or 

funding?



If so, determine whether the contractor or the Government is to make the modification 

request.



Hint:  The request for modification is normally generated by the party that had the requirement for the modification, whether it is the contractor or the Government.  For example, if the contractor needs to change the delivery date, the contractor should prepare the modification.  If there is a technical requirements change, the Government should prepare the modification.



(	(	Has the request for modification been reviewed by affected Technical

Leads, Security� XE "Security" � (if applicable) and Project Management?



(	(	Is the request for modification acceptable?



If acceptable, forward to PCO� XE "PCO" � via the COR� XE "COR" � with recommendation of acceptance.



If unacceptable, send to PCO� XE "PCO" � via the COR� XE "COR" � with explanation of reasons for rejection.



Hint: the frequency of modifications is determined by numerous factors, such as the cost of the modification process, the relationship between the customer team  and supplier team, the criticality or magnitude of the required modification, whether it is increased/decreased scope or within scope.



Hint: Do not let the need for a modification stop the work flow.  Contract modifications are a part of the acquisition� XE "acquisition" � process.



4.2	GENERAL



Hint:  This section is applicable throughout the Track and Monitor� XE "Track and Monitor" � Process.



Keep in mind as you go through the Track and Monitor� XE "Track and Monitor" � process that the following types of questions are the ones that need to be considered for any conversation or document or meeting.  In other words, this whole section is based on considering these questions for any interchange between customer and supplier.



yes       no

(	(	Did information provided affect the contract schedule?



(	(	Did information provided affect the contract costs?



(	(	Did information provided affect the contract services/products?



(        (	Did information provided affect the contract resources (e.g., key 

people, facilities)?



(	(	Did information provided affect the contract deliverables?



(	(	Is a modification required?



Hint:  ìYesî to any of the above questions indicates a need to define what is missing, wrong or needs changing, establish the impact and notify the PCO� XE "PCO" � via the COR� XE "COR" �.



4.3	COST AND SCHEDULE (MILESTONES)



Status Reports



yes       no

(	(	Are periodic Status Reports required by the contract?



(	(	Does the Status Report meet contract (Data Item Description (DID)) 

requirements?



If no define what is missing, wrong, noteworthy, etc., establish the impact on the 

contract and notify the Procuring Contracting Officer (PCO� XE "PCO" �) via the COR� XE "COR" �.



If yes, notify the PCO� XE "PCO" � via the COR� XE "COR" � that the status report is acceptable.



Hint:  The following are possible topics to consider as a part of the review of the status report, dependent upon the particular DID, and the efforts being contracted.



		Work Accomplished during the Reporting Period 

		Report on Access to controlled areas

 		Report on Problems, Issues, Risks 

		Recommended Solutions 

		Resolutions to previously identified Problems, Issues, Risks 

		Trips and significant Meetings 

		Significant Telephone calls 

		Extent of subcontracting and results achieved 

		Contract Schedule status 

		Key Program� XE "Program" �/Project Milestone status 

		Worked planned for completion next reporting period 

		Planned Access to controlled areas 

		Labor Hours expended (and by labor category if required)

		Status of Fund 

		Deliverable Status 

		Material/Equipment Purchased

		Training attended

		Included areas (paragraphs) same as previous report

		Are Planned versus Actuals provided on funds and progress

yes       no 

(	(	Have all Technical Lead� XE "Technical Lead" �s and Project Management reviewed the 			status report? 



Hint:  If a problem or issue is first brought to the customerís attention through reading the status report, the customer and the supplier are not communicating enough. Status reports should effectively be the documentation of known information by the time it is submitted.



Hint:  For additional questions, see General Section 4.2.



Invoice Review



yes       no

(	(	Are invoices in accordance with contract and project� XE "project" � requirements 

(for example hours expended by labor category, current and 

cumulative; Other Direct Charges such as travel, equipment rentals, 

computer usage, reproduction)?



(	(	Are invoices in agreement with the status report for the same period?



If the answer to either of the two previous questions is no, notify the PCO� XE "PCO" � via the 

COR� XE "COR" � with specifics.



(	(	Is the contractorís invoicing process audited on a periodic basis?



Hint:  Usually done by DCAA, and under special conditions, by the COR� XE "COR" �.



Hint:  For additional questions, see General Section 4.2.



4.4	FORMAL REVIEWS



yes       no

(	(	Are formal reviews required per the contract?



Hint:  MIL-STD-498 de-emphasizes Formal Reviews; it emphasizes using a less formal iterative approach.



Hint:  The statement of work should identify the contractor responsibilities in formal reviews.  In the event the statement of work is not specific, these are the types of questions that should be addressed before the reviews: What is the contractorís responsibilities?  What is he to provide?  Where is it going to be held?  Who needs to be invited, and how soon do they need to be invited?  What level of approval authority is required to acceptably pass this formal review?  Are the customer and the supplier in agreement on the level of detail and formality for the review(s)?  Is the review intended to be a working meeting as well as a formal review?  Refer to MIL-STD-1521 for further detail.



Hint:  Refer to the latest DoD 5000 series document, or itís successor, for the level of reviews, or specific reviews which may or may not be required to pass a programmatic milestone.  See specific reviews discussed below for additional details.



Hint:  There may be additional hardware reviews which would be appropriate if there is hardware development associated with the software development project� XE "project" �.



Systems Requirements Review (SRR)



Hint:  Refer to MIL-STD-1521 Appendix A.



Hint:  This review is critical to ensure a consistent understanding between the Contractor, the Government contracting agency, and the end user (the fleet) of the specific requirements.  Using the forum of the SRR, the requirements should be reviewed and discussed, including issues such as relative importance, interrelationship with other requirements, and even relative effort involved.  This type of dialog can uncover basic misunderstandings early in the project� XE "project" � and save the project significant time and money.



Hint:  Used to make Milestone I decision (Concept Exploration to Demonstration and Validation).



Software Design Review (SDR)



Hint: Refer to MIL-STD-1521 Appendix B.



Hint: In order for the Government to understand how the Contractor is designing the product, it is important to have design reviews on each significant software configuration item.  It is essential that the Government is represented by technical personnel that are fluent enough in the project� XE "project" � requirement as well as in the software design issues associated with the kind of effort on this contract.



Hint:  Along with SDR, the SSR is used to make Milestone II decision (Demonstration and Validation to Full Scale Development).



Software Specification Review (SSR)



Hint:  List each CSCI requiring an SSR and determine a schedule for the SSR(s).



Hint:  Refer to MIL-STD-1521 Appendix C.



Hint: Since the SSR looks at the requirements of, and the interfaces to each and every CSCI, the risk of not having formal SSRís is that interdependencies between the various CSCIís that make up the entire software project� XE "project" � may be missed.



Hint:  Along with the SSR, the SDR is used to make Milestone II decision (Demonstration and Validation to Full Scale Development).



Preliminary Design Review (PDR)



Hint: List each CI requiring PDR, identify which CIís are done in each PDR.



Hint:  Refer to MIL-STD-1521 Appendix D.



Hint: The PDR should be done early enough in the project� XE "project" � to ensure the Contractor is progressing down a design path which ultimately will satisfy the project technical requirements.  The PDR should not be treated as a replacement for informal and frequent interchanges (phone calls, electronic mail) between the technical personnel.



Hint: The PDR will also focus on the initial, high level plan for testing the requirements.  If a PDR is not conducted, it is possible that some fundamental assumptions will be made that cannot be executed by the project� XE "project" � in the testing phases.



Hint:  Along with CDR, TRR, FCA, PCA and FQR, the PDR is  used to make Milestone III decision (Full Scale Development to Production and Deployment).



Critical Design Review (CDR)



Hint:  List each CI requiring CDR and determine a schedule for CDRs.



Hint:  Refer to MIL-STD-1521 Appendix E.



Hint: The CDR is an essential technical review for the Government to review the final, proposed design by the Contractor.  Because of other interchanges that should have been occurring within the technical community (Government and Contractor / Subcontractor(s)), there should not be any significant surprises at the CDR.  Nevertheless, the CDR should focus on all significant technical design issues in front of the combined Government and Contractor/Subcontractor(s) team to ensure, again, that there are no misunderstandings of the design.



Hint: A fairly detailed description of the testing strategy will be presented at the CDR(s).  Without having a CDR, a detailed review by all the involved parties may not take place, and some particular or unique testing issues may be passed over.



Hint:  Along with PDR, TRR, FCA, PCA and FQR, the CDR is  used to make Milestone III decision (Full Scale Development to Production and Deployment).



Test Readiness Review (TRR)



Hint:  List each CSCI requiring TRR and determine a schedule for the TRR(s).



Hint:  Refer to MIL-STD-1521 Appendix F.



Hint: The TRR will provide information to the Government on the detailed plans and procedures that the Contractor/Subcontractor(s) team is planning� XE "planning" � to use to test the software.  Without a good understanding by the Government personnel responsible for this project, it is possible that the software CSCIís may not be adequately tested, or not tested considering all the real-world influences and interrelationships that the project� XE "project" � will intimately experience. 



Hint:  Along with PDR, CDR, FCA, PCA and FQR, the TRR is used to make Milestone III decision (Full Scale Development to Production and Deployment).



Functional Configuration Audit (FCA)



Hint:  List each CI requiring FCA and indicate which require integrated system testing prior to completion of FCA and determine a schedule for FCA(s).



Hint: Refer to MIL-STD-1521 Appendix G and Appendix I, Figure 3.



Hint: If the project� XE "project" � does not have an FCA on the various CSCIís, it will be difficult to ascertain that all the requirements have been mapped to the software product.  The net result could be the delivery of a product by the contractor that does not meet all the project requirements. 



Hint:  Along with PDR, CDR, TRR, PCA and FQR, the FCA is used to make Milestone III decision (Full Scale Development to Production and Deployment).



Physical Configuration Audit (PCA)



Hint:  List each CI requiring PCA and determine a schedule for PCA(s).



Hint:  Refer to MIL-STD-1521 Appendix H and Appendix I, Figure 4.



Hint: The PCA for the CSCIís is required to verify that the product being delivered is reflected accurately in the documentation.  Without acquiring accurate or complete documentation, the Government could possibly be tied to the developing Contractor/Subcontractor(s) team, either economically or technically.  For some project� XE "project" �s that is not an issue.  For more complex of larger projects with an anticipated long life cycle, this could be a serious issue.



Hint:  Along with PDR, CDR, TRR, FCA and FQR, the PCA is  used to make Milestone III decision (Full Scale Development to Production and Deployment).



Formal Qualification Review (FQR)



Hint: Refer to MIL-STD-1521 Appendix I and Figure 3.



Hint: For a software intensive system, the purpose of a FQR can normally be accomplished by a FCA on the software.



Hint:  Along with PDR, CDR, TRR, FCA and PCA, the FQR is used to make Milestone III decision (Full Scale Development to Production and Deployment).



Production Readiness Review  (PRR)



Hint:  Refer to AFSCR 84-2.



Hint: PRRs are normally held for hardware systems.



The following questions apply to each of the above Reviews.  They are generic and in the interest of saving paper and not being repetitive they are provided once below:



If the Review is required, verify it is performed in accordance with the contract requirements and an activity or project� XE "project" � procedures in accordance with a published agenda.



Hint:  ìYesî to any of the above questions indicates a need to  define what is missing, wrong or needs changing, establish the impact and notify the PCO� XE "PCO" � via the COR� XE "COR" � that a modification is required. 





yes       no

(	(	Did Review provide information required by the contract and DID?



For additional questions see 4.2



Metrics Review



Hint:  Refer to the Metrics Working Group Product(s).



Hint: Start with only those metrics which are ABSOLUTELY going to be used.  Build from that starting point.



Hint:  It is critical to keep current on the metrics being collected, but even more essential to evaluate or analyze the final metrics upon completion of the project� XE "project" � to generate lessons learned on the project.



yes       no

(	(	Is the contractor required to maintain metrics?



(	(	Is metrics reporting required on a periodic basis?



If yes, answer the following:



(	(	Does the periodicity meet contract and project� XE "project" � requirements?



If no, define what is wrong or needs changing, establish the impact and notify the PCO� XE "PCO" � 

a modification is required.  An effort should be made to reconcile project� XE "project" � and contract metrics data and delivery schedules to simplify and reduce costs.



(	(	Are there additional project� XE "project" � metrics beyond what is in the contract?



Hint:  Compare the contract to the tasking document, which may come as any programmatic document or correspondence from the customer.



Hint:  Roll up metrics of multiple contractor/subcontractor efforts.  Sometimes by providing GFP, such as computers/software to collect metrics or information, certain deliverable(s) can be made more useful to contractor/subcontractor monitoring and project� XE "project" � execution.



For additional questions see General Section 4.2



yes       no

(	(	Do the metrics meet contract requirements?



If no, define what is missing, wrong or needs changing, establish the impact and notify 

the PCO� XE "PCO" � via the COR� XE "COR" � a modification is required.



(	(	Have the metrics been reviewed by Tech. Leads and Project 

Manager?



(	(	Does analysis of the metrics indicate any changes are required?



If yes, define what is missing, wrong or needs changing, establish the impact and notify 

the PCO� XE "PCO" � via the COR� XE "COR" � a modification is required.



	Hint:  The following is a listing of metrics found to be useful on one project� XE "project" �:

		No. of STRs (Total, Open, Closed)

		No. of STRs by Priority (both Open and Fixed)

		No. of STRs by CSCI

		No. of Open STRs (by Priority) versus time open

		Data base of STRs

		No. of STRs by version

		No. of SCPs versus Version

		No. of SCPs versus CSCI

		STR to SCP and SCP to STR Cross Reference Listing

	CSUs (Modules) Coded, Planned and Actual over Time (with % Complete)

		CSUs Planned, Coded Actual, Unit Tested over Time (with % Complete)

		CSUs Integrated Planned and Actual over Time

		Build/Release over Time

	Design Errors (Major, Minor) Total, Unresolved, No. determined to not

	be Defects, No. Closed, No. fixed, No. Outstanding over Time by CSU/CSCI

		Code Errors (Major, Minor) Total, Unresolved, No. determined to not be 

		Test Errors (Low, Medium, High Priority) over time

		Test Errors (Low, Medium, High Priority) by CSU

		Test Errors per Kilo Source Lines of Code (SLOC)  by Software Engineer

		Test Errors Forecast by week

		Average No. of Days to Fix Test Error by Software Engineer

		No of Test Errors (Total, Closed, Open)

		Staffing Profile over Time (Planned and Actual)

		Memory Utilization (Estimated and Actual) by CSU/CSCI

		I/O Channel Utilization (Estimated and Actual) by CSU/CSCI 	

		Throughput Utilization (Estimated and Actual) by CSU/CSCI

		Design complete (%) (Planned and Actual) over Time by CSU/CSCI 	

		Code complete (%) (Planned and Actual) over Time by CSU/CSCI

		Inter-Module Packet testing (% complete) over Time

		SLOC developed (Planned and Actual) over Time

		SLOC versus Comment Profile



4.5	MEETINGS



Hint:  Is the product or service proceeding within the schedule?  If not, why not?



Hint:  Meetings can and should be both technical and management, although they should be held separately.



Hint:  The basic information discussed at the management meeting should be based on the information provided by the technical players.



Hint:  The purpose for  meetings is primarily to lay out the more detailed planning� XE "planning" � required such that both the customer and supplier are working together to achieve the same goal.



Hint:  Bring each topic to a closure before continuing on to the next issue.  Do not allow continual delays in addressing open issues.



Hint:  Ensure that these meetings are held to the tasking identified in the contract.  Do not create constructive changes by requesting out of scope actions.



Hint:  These meeting should not preclude extensive day-to-day communication between appropriate customer and supplier team members.



Hint:  The frequency of meetings is dependent on criticality of items being developed, schedule and diversity of the team.



Hint:  Meetings can be combined and can be informal or formal, however, any meeting should have a published agenda, a scribe, a chairman and minutes with action items.  Minutes should be distributed within a day following the meeting.



Hint:  One Agenda item should be data deliverables.



Hint:  Consider inviting the PCO� XE "PCO" �, Contract Specialist� XE "Contract Specialist" � and COR� XE "COR" � to meetings.  As a minimum, distribute copies of the minutes to them.



For additional questions see General Section 4.2



Coordination Reviews



yes     	no

(	(	Are coordination reviews required by contract? 



Hint: Coordination reviews are performed after status/technical reviews.  They are held to assure that all parties are in agreement on the efforts still to be accomplished.



Informal



The following listing of meeting types are provided for information and consideration.  The listing is not to be construed as complete and some that are listed will not be appropriate for your particular contract, Task Order or Delivery Order.  The listing is provided to generate thought.



yes     	no

(	(	Project Meetings



Hint:  Project meetings should have agenda items dealing with:

	Project Plans/Progress and changes

	Subcontract Management Plans/Progress and changes

	Work breakdown Structures/Changes

	Test Plans/Activities and changes

	Risk identification and mitigation

	Lessons learned

	Cost



Hint: In the informal communication meetings/conversations, question the supplierís project� XE "project" �ion of cost (hours) to complete the effort, such that you get up front, early notification of possible imbalances between tasking versus dollars.  If multiple contractors are involved, care must be taken  to avoid disclosing proprietary data when and if cost discussions are held in an open forum.



Hint:  If technical issues are not resolved during a Technical meeting, evaluate why discussions failed.



yes       no 

(	(	Software Developers Meetings



Hint:  These meetings should have agenda items:

	Software Development Plans/Progress and changes



Hint:  Verify prime and subcontractors are following the approved SDP.



Hint:  Types of Software Developers Meetings:

	Code Reviews

	Walk throughs

	Schedules/Progress and changes

	Risk identification and mitigation



(	(	Software Quality Assurance� XE "Software Quality Assurance" � Meetings



Hint:  These meetings should review the Software Quality Assurance� XE "Software Quality Assurance" � Plan/Progress and changes.



yes       no 

(	(	Independent Verification and Validation Meetings



Hint:  These meetings should review the Test Plans/Progress and changes.



yes       no

(	(	System Test and Verification Meetings



Hint:  These meetings should review the System Test and Verification Plan/Progress and changes.



yes       no

(	(	Integrated Logistics Support Meetings



Hint:  These meetings should review the Integrated Logistics Support Plan/Progress and changes.



yes       no

(	(	Reliability/Maintainability Meetings



Hint:  These meetings should review the Reliability Program� XE "Program" � Plan/Progress and changes, and the Maintainability Program� XE "Program" � Plan/Progress and changes.



yes       no

(	(	System Safety Meetings



Hint:  These meetings should review the System Safety Plan/Progress and changes.



yes       no

(	(	Configuration Management Meetings



Hint:  These meetings should review the Configuration Management Plan/Progress and changes.



yes       no

(	(	Data Management Meetings



Hint:  These meetings should review the Data Management Plan/Progress and changes.



yes       no

(	(	Interface Working Group Meetings



Hint:  These meetings should be scheduled periodically throughout the effort to review all interfaces.



For additional questions see General Section 4.2



4.6	MONITORING PERFORMANCE



The documents and the plans which are referred to herein may be imposed on the contractor, or may be a deliverable on your contract.  If it is a deliverable, you must perform the deliverable activities/actions identified below.  After acceptance, these documents become the tools to monitor performance.



Acceptance of CDRLs



yes       no 

(	(	Does the deliverable meet the DID requirements?



If no, define what is missing, wrong or needs changing, establish the impact and notify 

the PCO� XE "PCO" � via the COR� XE "COR" � a modification is required.



Hint:  Check CDRL to see what activity is required and the time interval to accomplish the activity.



yes       no 

(	(	Is the Deliverable technically acceptable?



Hint:  The Deliverable should be reviewed by all appropriate Technical Lead� XE "Technical Lead" �s.



Hint:  The Deliverable and Technical Lead� XE "Technical Lead" �sí review results should be reviewed by Project Management.



yes       no

(	(	Is the Deliverable on time according to CDRL?



(	(	Will the acceptance/rejection be made within the time specified by 

	the contract?



If not, notify the PCO� XE "PCO" � via the COR� XE "COR" � so an extension can be requested.



(	(	At completion of effort (for a completion type effort) or  end of the 		period of performance (for a level of effort type effort) have all 			Deliverables been Accepted?



If not, notify the PCO� XE "PCO" � via the COR� XE "COR" �.



For additional questions see General Section 4.2.



Plans



Hint:  For any project� XE "project" � requirement, you should be taken to take advantage of any available resources in generating requirements.  For plans, in addition to the reference DIDs, the activities listed in the CMM� XE "CMM" � also provide valuable guidance to ensure that the resultant documents address key planning� XE "planning" � issues.



yes       no

(	(	Is contractor following the software development plan and contract?



If no define what is missing, wrong or needs changing, establish the impact and notify 

the PCO� XE "PCO" � via the COR� XE "COR" � a modification is required.



Hint:  Refer to MIL-STD-498 and the contract requirements.



yes       no

(	(	Is the contractor following the software quality assurance plan?



If no define what is missing, wrong or needs changing, establish the impact and notify 

the PCO� XE "PCO" � a modification is required.



Hint:  Refer to  contract QA requirements and MIL-Q-9858, ISO 9000, or MIL-STD 2168



Hint:	There should be a documented procedure for monitoring the software quality assurance� XE "software quality assurance" � activities.



Hint:	Audits should be performed for all processes including QA in accordance with activity or project� XE "project" � procedures and agenda.



yes       no 

(	(	Is the contractor following the approved configuration management 

plan?



If no define what is missing, wrong or needs changing, establish the impact and notify 

the PCO� XE "PCO" � a modification is required.



Hint:  Refer to contract CM requirements and MIL-STD-973, MIL-HDBK-61.



Hint:  There should be a project� XE "project" � or activity documented  procedure for monitoring the software configuration management� XE "software configuration management" � activities.



For additional questions see General Section 4.2



The reader should go through the list that follows and do any actions or ask any questions which he is led to do because of the Hints.  Some documents will not have Hints.



Program� XE "Program" � Management Plan (PMP)



Hint: Refer to DID DI-MGMT-80096.



Subcontract Management Plan (SMP)



Hint:  Refer to DID DI-MGMT-80096.



Software Development Plan (SDP)



Hint:  Refer to DID DI-IPSC-81427.  Reviewed during PDR.



Hint:  Risk Management Plan may be a separate document rather than part of the SDP.



yes       no

(	(	Will an IV&V agent, if there is one, perform testing?



Hint: If no independent organization of the developer are performing test, there may be a risk of missing verification of the requirements.  This is usually a separately funded effort from the development effort.



yes       no

(	(	Has the contractor identified how risk assessments will be performed 

and what are the criteria used?



(	(	Does the SDP discuss how and what informal testing will be 

performed during development?



Hint:  Testers should be part of the review team for internal and external test plans.



Hint:  The type of regression testing required to verify modules after changes are incorporated , must be documented in the SDP and STP.



Hint:  In Peer Reviews the test cases for formal and informal testing should be reviewed for adequacy.



Hint:  Determine if unit level and integration level test cases are generated in accordance with a standard (documented ) procedure.



Software Quality Assurance� XE "Software Quality Assurance" � Plan



Hint:  Refer to DID DI-QCI-80572.



Hint:  The plan should provide for periodic audits of all processes and procedures.



yes       no

(	(	Is there a process in place to track software problems found in peer 

reviews to closure?



(	(	Are the procedures documented and controlled?



(	(	Is there a formal failure tracking and failure resolution system?



Hint:  The requirements should be traced to tests to show complete coverage.



Hardware Test and Inspection Plan



Hint:  Refer to DID UDI-R-21375A.



Hint:  Hardware unique.



Software Test Plan (STP)



Hint:  Refer to DID DI-MCCR-80014.  Reviewed during PDR.



yes       no

(	(	Does the software test plan measure test coverage for each phase of

functional testing (for unit testing through FQT)?



Hint:  Review analysis of testing errors that are documented at the Peer Reviews (should be used to spot problem areas or coders).



Hint:  Analyze defect data from testing efforts to determine the likely distributions and characteristics of errors remaining in the code.



Hint:  Track test progress by deliverables software components over time comparing actual to planned to evaluate progress.



Hardware Test Plan



Hint:  Reviewed during PDR.



Hint:  Hardware unique.



Test Plans including Independent Verification and Validation Plans



Hint:  Refer to DID NDTI-80566.



System Test and Verification Plan



Hint:  Refer to DID DI-T-5422.



Integrated Logistics Support Plan (ILSP)



Hint:  Refer to DID DI-ILSS-80095.



Hint:  Hardware unique.



Reliability Program� XE "Program" � Plan



Hint:  Refer to DID DI-R-7079.



Hint:  Hardware unique.



Maintainability Program� XE "Program" � Plan



Hint:  Refer to DID DI-MNTY-8082.



Hint:  Hardware unique.



System Safety Plan



Hint:  Refer to DID DI-CMAN-80556A.



Configuration Audit Plan



Hint:  Refer to DID DI-DICMAN-80556A.



Data Management Plan



Hint:  Refer to DID DI-MISC-80168.



Configuration Management Plan



Hint:  Refer to DID DI-E-3108.



Risk Management Plan



Hint:  May be part of the Software Development Plan.



Work Breakdown Structure for the Project



Hint:  Refer to DID DI-MGMT-81334.



Program� XE "Program" �/Project Schedule





Documents



For additional questions see General Section 4.2



Software Requirements Specification (SRS)



Hint:  Refer to DID DI-MCCR-80025, and DID DI-IPSC-81433.  Reviewed during SRR.



Interface Requirements Specification (IRS)



Hint:  Refer to DID DI-MCCR-80026, and DID DI-IPSC-81434.  Reviewed during SRR.



Operational Concept Document (OCD)



Hint: Refer to DID DI-IPSC-81430.  Reviewed during SSR.



Hardware Development Specification



Hint:  Reviewed during PDR.



Hint:  Hardware unique.



Software Top Level Design Document (STLDD)



Hint:  Reviewed during PDR.



Computer Systems Operatorís Manual (CSOM)



Hint:  Refer to DID DI-MCCR-80018 and DID DI-IPSC-81446.  Reviewed during PDR.



Software Userís Manual (SUM)



Hint:  Refer to DID DI-MCCR-80019, and DID DI-IPSC-81443.  Reviewed during PDR.



Computer System Diagnostic Manual



Hint:  Reviewed during PDR.



Computer Resources Integrated Support Document (CRISD)



Hint:  Refer to DID DI-MCCR-80024.  Reviewed during PDR.



Hardware Product Specification



Hint:  Reviewed during CDR.



Hint:  Hardware unique.



Software Detailed Design Document (SDD)



Hint:  Refer to DID DI-MCCR-80012, and DID DI-IPSC-81435.  Reviewed during CDR.



Data Base Design Document (DBDD)



Hint:  Refer to DID DI-IPSC-81437.  Reviewed during CDR.



Interface Design Document (IDD)



Hint:  Refer to DID DI-MCCR-80027, and DID DI-IPSC-81436.  Reviewed during CDR.



Software Programmerís Manual (SPM)



Hint:  Refer to DID DI-MCCR-80021, and DID DI-IPSC-81447.  Reviewed during CDR.



Firmware Support Manual (FSM)



Hint:  Refer to DID DI-MCCR-80022, and DID DI-IPSC-81448.  Reviewed during CDR.



Software Test Procedures



Hint:  Reviewed during TRR.



Software Test Reports



Hint:  Refer to DID DI-MCCR-80017, and DID DI-IPSC-81440.  Reviewed during FCA.



Baseline listings for each CI



Hint: Reviewed during PCA.



Acceptance Test Procedures and Test Data



Hint: Reviewed during PCA.



Engineering Drawings



Hint:  See MIL-STD-1521 Figures 5 & 6.  Reviewed during CDR.



Hint:  Hardware unique.



Engineering Drawing Index Lists



Hint:  Refer to MIL-T-3100.  Reviewed during PCA (timeframe).



Hint:  Hardware unique.



Operation, Maintenance and Illustrated Parts Breakdowns



Hint:  Reviewed during PCA (timeframe).



Hint:  Hardware unique.



Nomenclature and name plates



Hint:  Reviewed during PCA (timeframe).



Hint:  Hardware unique.



Software Version Description Documents (VDDs)



Hint: Refer DID DI-IPSC-81442.  Reviewed during PCA (timeframe)



4.7	ACCEPTANCE TESTING OF CONTRACT PRODUCT 



Hint:  Acceptance testing is normally done on the target system that includes both the hardware and the software. 



Hint:  Acceptance Testing is an responsibility of the customer.  Usually it is performed by the customer without subcontractor participation and other times the testing is performed by the contractor with customer oversight.  It should be noted that the customer may have an agent, such as DCMC or an IV&V agent, perform oversight.  It is advisable for the customer to perform the testing, or at least be present. 

  If the contractor is going to conduct the test, it is best if the contractor generates the acceptance test procedure(s) for approval by the customer.  If the customer is going to conduct the testing, a copy of the acceptance test procedure(s) should be provided to the contractor.



The following points are extremely valuable regardless of whether the contractor or the customer is performing the testing.



Acceptance



yes       no

(	(	Is there an approved acceptance test plan and procedure?



If no, it is still recommended that a some sort of basis be used for acceptance of the product.



Hint:  The criteria for acceptance may be embedded in the SOW instead of a stand alone document.



(	(	Are there any critical functions that could not be tested at the system 

level?  



	If so, is there evidence that the functions were tested at a subsystem level or that 

the functions were validated by some other method (analysis, inspection, or 

demonstration)?



yes       no 

(	(	Are all tests performed?



	If not, rational for deletion should be documented and approved by the customer 

	.

(	(	Are the deviations from the expected results documented in 

accordance with the contract (SOW, CDRLs )?



Hint: The acceptance test results may be in a progress report or management report if there is no formal tests report required.



Hint: In the case where there is a testing deficiency, an evaluation must be done to determine whether the deficiency is a result of supplier non-performance, misunderstanding of requirements, or specification errors.



Hint:  The terms and conditions of the contract will determine whether deviations from the expected results will be addressed.  For example, for a cost plus contract, the contractor will get paid for whatever efforts are expended.  For firm fixed price based on a specific delivery, resolution of the deviation would be expected.



(	(	Are the test anomalies documented?



Hint:  Do not assume that resolution of the anomalies are within the scope of the contract.



For additional questions see General Section 4.2



Software 



Software testing is an integral part of the development.  The criteria for software testing are contained in these documents: SRS, IRS, SDD, IDD, etc.

Note:  There are other forms of testing versus acceptance testing, such as CSCI, unit testing, peer reviews, code walk-throughs, etc.  Acceptance testing is not the only way to perform testing.  This will also avoid a big surprise using the ìbig bangî acceptance testing by itself.



4.8	EXIT CRITERIA



yes       no

(	(	Have the products or services been provided in accordance with the 	contract; i.e., successful performance on schedule and within budget?

�5.	CLOSE-OUT� XE "CLOSE-OUT" �



PURPOSE:  Completion of the technical portions associated with a delivery order, task order, or a basic contract.



APPLICABILITY:  The information provided herein is general in nature and can be used Government agency to Government agency, Government to a Prime Contractor, Government to subcontractor through a Prime, or Prime to subcontractor.  



WHEN:  Immediately upon completion of  the contracted effort; the period of performance has ended in a level of effort type contract or the successful delivery of all deliverables on a completion type contract.



- Commencement Line of Separation for this activity is after the contracted effort has been completed.



- Termination Line of Separation for this activity is successful close out of the contract.



WHO:  The table below provides a ìsnapshotî picture of the tasks associated with this section.  In addition, the table provides the  recommended primary and secondary sources of information in support of these tasks.

�

CLOSE-OUT� XE "CLOSE-OUT" ��MGR� XE "MGR" ��S/W MGR� XE "S/W MGR" ��SYS ENG� XE "SYS ENG" ��TECH LEAD� XE "TECH LEAD" ��SQA� XE "SQA" ��SCM� XE "SCM" ��SECURITY�COR� XE "COR" ��PCO� XE "PCO" ��CONTR SPEC� XE "CONTR SPEC" ���5.1  CONTRACT COMPLETION������������Period Of Performance Expired��������S�P�S��Termination Actions Completed��������S�P�S��Contract In Litigation/ Appeal��������S�P�S��5.2  PHYSICAL COMPLETION������������CDRL Items Received And Accepted�S�S�S�S�S�S��P�S�S��Performance Of Sow Acceptable�S�S�S�S�S�S��P�S�S��5.3  ADMINISTRATIVE COMPLETION��GFP Returned�S�S�S�S�S�S�S�P�S�S��Disposition Instructions Provided�S�S�S�S�S�S�S�P�S�S��Cap Returned�S�S�S�S�S�S�S�P�S�S��Disposition Instructions Provided�S�S�S�S�S�S�S�P�S�S��Final Invoice Received�S�S�S�S�S�S�S�P�S�S��Classified Material Returned�S�S�S�S�S�S�S�P�S�S��

LEGEND���PRIMARY�P��SECONDARY�S��Table 5-� SEQ Table \* ARABIC \r 1 �1�.  Close-out Matrix



WHAT:  Determine if all items required for close-out� XE "close-out" � have been received, considered acceptable, thereby enabling the contract to be closed-out.



Hint:  Actual contract close-out� XE "close-out" � is performed by the Procuring Activity.  The technical activity (receiver of the contracted effort) has the responsibility to review the contract, ascertain the contractorís performance, and certify to the PCO� XE "PCO" � the results of the review.



Hint:  The Worksheet in Appendix A is considered a helpful tool during close-out� XE "close-out" �.  It should provide what was contracted for thereby making it easier to determine if the contractor has acceptably performed and delivered all CDRL Items.



Hint:  For the purposes of this section, contract is used interchangeably with a delivery order, task order, or a base contract.  It is recommended that individual DOs or TOs are closed out as they are completed vice waiting on until the basic contract is completed, which could be years downstream



The following checklist is designed to facilitate that review by focusing on the critical items required for contract close-out� XE "close-out" �.



5.1	CONTRACT COMPLETION



yes     	no

(	(	Has the contract period of performance expired (level of effort type 	contract)?		



(	(	Have all deliverables been delivered (completion type contract)?



(	(	Have termination actions (termination for cause/termination for 	convenience) (if any) been completed?		

	

yes     	no

(	(	Is the contract in litigation or under appeal?	



Hint:  ìYesî to the above question indicates an inability to commence close-out� XE "close-out" �.



5.2	PHYSICAL COMPLETION



yes     	no

(	(	Have all CDRL Items been delivered and accepted?



Hint:  In order to perform close-out� XE "close-out" � all CDRL items must have been delivered and considered acceptable.  If any CDRL items were considered unacceptable, the contract file should already contain written notification to the PCO� XE "PCO" � stating the reason the deliverable was considered unacceptable.



Hint:  Review the contract to ensure that all contracted deliverables were in fact received.  If not, again the PCO� XE "PCO" � should have been or should be notified.

�yes     	no

(	(	Was the contractorís performance of the SOW acceptable?



Hint:  ìNoî to any of the above questions indicate an inability to commence close-out� XE "close-out" �.



5.3	ADMINISTRATIVE COMPLETION



yes     	no

(	(	Was Government-Furnished Property (GFP) returned?



Hint: GFP includes:  Government Furnished Equipment (GFE), Government Furnished Material  (GFM), and Government Furnished Information  (GFI).



yes     	no

(	(	Has Contractor Acquired Property (CAP) been dispositioned?



(	(	Have disposition instructions been provided to the Property 

Administrator (GFP and CAP) if not already returned or 	dispositioned?	



Hint: Most activity property administrators have the appropriate instructions and the only real action is to notify the property administrator that the GFP/CAP should be dispositioned at this time.



Hint: The information you are really providing for either GFP or CAP is the identification of the material and what should be done with it.



yes     	no

(	(	Did the contract involve classified material?



Hint:  Review the contract and associated DD Form 254 to ensure that all classified property  was in fact dispositioned.  If not, the PCO� XE "PCO" � and appropriate Security� XE "Security" � Personnel should have been or should be notified.



yes     	no

(	(	If the contract involved patent rights, has the final patent report been 

filed?



(	(	Has the final invoice been received?



Hint:  ìNoî to any of the above questions indicate an inability to commence close-out� XE "close-out" �.



5.4	EXIT CRITERIA



yes     	no

(	(	Is contract considered complete and therefore can be closed out? 

�















APPENDIX A:  PROJECT MANAGERíS WORKSHEET



�� EMBED Excel.Sheet.5  ���

Figure APXA-� SEQ Figure \* ARABIC \r 1 �1�.  Project Managerís Worksheet

�

Notes:  It is recognized that no two software project� XE "project" �s are alike, and certainly there is no way to create a form which will accommodate all the different project types.  Therefore, the intent of this form is to highlight the various possible plans/documents/meetings which are reasonable expectations of a software contract, be it a development, an update, or maintenance.  Those areas that are gray are the most likely to be fill in.  It should also be noted that under Package Preparation� XE "Package Preparation" �, if there is an applicable document, then there should be a technical requirement.  Likewise, if there is a technical requirement, then there should be a CDRL generated or updated.



�APPENDIX B:  REFERENCE/SOURCE MATERIAL



This section lists the specifications, standards, manuals and other documents that are either referenced ìRî or used as source material ìSî for this document.  It is recognized that some of the material is obsolete.  However, they are included because they have provide valuable information.



IEEE-STD-610�R�IEEE Std 610.12-1990, IEEE Standard Glossary of Software Engineering Terminology��CMU/SEI� XE "SEI" �-93-TR-24�R�Capability Maturity Model� XE "Capability Maturity Model" � for Software, Version 1.1 February 1993��CMU/SEI� XE "SEI" �-93-TR-25

�R�Key Practices of the Capability Maturity�Model, Version 1.1�February 1993��Contractor Acquisition� XE "Acquisition" � and Performance Monitoring Process for Software Contracts (DRAFT) �S�NCCOSC RDTE DIV,  DEC. 27, 1994��Contractor Acquisition� XE "Acquisition" � and Performance Monitoring (CAPM) Process �S�(Source unknown)��MIL-STD-498�R�Software Development and Documentation��MIL-STD-881B�S�Military Standard Work Breakdown Structures for Defense Materiel Items��MIL-HDBK-WBS.SWMilitary�S�Handbook Work Breakdown Structure for Software Elements��MIL-STD-973�R�Military Standard Configuration Management��ISO 9000.1�R�Quality Management and Quality Assurance Standards��MIL-HDBK-61�R�Configuration Management Handbook��DoD 5000 Documents - Updated March 1996 Acquisition� XE "Acquisition" � Guidance�R�March 15, 1996��Table APXB-� SEQ Table \* ARABIC \r 1 �1�.  Reference/Source Documents



�















APPENDIX C:  SAMPLES�

�APPENDIX D:  INDEX � INDEX \e " ï " \h "A" \c "1" �

�A

acquisition ï 1, 2, 3, 7, 10, 14, 15, 16, 18, 19, 21, 22, 24, 30, 31, 47, 1

C

Capability Maturity Model ï 1, 2, 4, 6, 1. See CMM

checklists ï 2

Close-out ï 1, 14, 69, 70, 71, 72

CMM ï 1, 4, 6, 59. See Capability Maturity Model

CONTR SPEC ï 4, 12, 20, 34, 45, 70. See Contract Specialist

Contract Specialist ï 4, 7, 10, 13, 18, 21, 22, 25, 27, 28, 30, 34, 35, 36, 37, 38, 56. See CONTR SPEC

Contracting Officer Representative ï 7, 10. See COR. See COR

Contractor Selection ï 1, 14, 22, 33, 38

COR ï 4, 7, 10, 12, 20, 27, 34, 45, 46, 47, 48, 49, 53, 54, 56, 59, 70. See Contracting Officer Representative

M

MGR ï 5, 8, 10, 12, 20, 34, 45, 70. See Project Manager

N

Naval Aviation Team ï 1. See TEAM

P

Package Preparation ï 1, 7, 13, 14, 15, 17, 46, 3

PCO ï 5, 7, 12, 13, 17, 18, 19, 20, 21, 22, 23, 25, 27, 28, 31, 32, 33, 34, 37, 41, 42, 45, 46, 47, 48, 49, 53, 54, 56, 59, 60, 70, 71, 72. See Principal Contracting Officer

Planning ï 1, 3, 9, 11, 12, 14, 18, 19, 21, 24, 30, 52, 55, 59

Principal Contracting Officer ï See PCO

program ï 2, 3, 5, 9, 28, 29, 31, 38, 41, 48, 58, 60, 62, 63. See Project

project ï 2, 6, 7, 8, 9, 10, 12, 13, 16, 21, 24, 26, 29, 38, 41, 46, 49, 50, 51, 52, 53, 54, 57, 59, 60, 3. See Program

Project Manager ï 5, 8, 10, 42. See MGR

S

S/W MGR ï 6, 10, 12, 20, 34, 45, 70

SCM ï 5, 9, 10, 12, 20, 24, 34, 45, 70. See Software Configuration Management

Security ï 5, 8, 10, 14, 22, 28, 30, 31, 35, 36, 47, 72

SEI ï 2, 6, 7, 8, 9, 10, 30, 1. See Software Engineering Institute

Software Configuration Management ï 9, 10, 60. See SCM

Software Manager ï 6, 9, 10. See S/W MGR

Software Quality Assurance ï 5, 9, 57, 60, 61. See SQA

software subcontract management ï 1, 2, 3, 5, 9

SQA ï 5, 10, 12, 20, 24, 34, 45, 70. See Software Quality Assruance

SYS ENG ï 6, 10, 12, 20, 34, 45, 70. See System Engineer

System Engineer ï 6, 10. See SYS ENG

T

TEAM ï 1, 3, 16. See Naval Aviation Team

TECH LEAD ï 6, 10, 12, 20, 34, 45, 70. See Technical Lead

Technical Lead ï 6, 10, 42, 49, 59. See TECH LEAD

Track and Monitor ï 1, 14, 24, 25, 44, 45, 47

��
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