
PROCEDURES FOR ACQUIRING SERVICES OUTSIDE OF DoD

Purpose:  To establish procedures and requirements for acquiring services outside of DoD including Blanket Purchase Agreement (BPA), General Services Administration (GSA) Federal Supply Schedule (FSS) orders, any actions under the GSA IT Solutions Program or any action against a contracting vehicle with any Agency outside of DoD.  These procedures also include the policy for processing of any funding documents for procurements outside DoD.  Funding documents providing funds to GSA for placement under the Federal Systems Integration and Management Center (FEDSIM) contract (GSA Contract GS00K96AJD0014, Task Order T0099AJ9653) for SPAWAR headquarters Systems Engineering & Integration (SE&I) services are exempted from the review and approval requirements of these procedures.  In addition, orders for services associated with the routine maintenance and repair of general office equipment (copiers, printers, cell phones, pagers, etc.) are also exempt.
A. PROCESSING CONTRACT ACTIONS

1. Upon identification of the requirement, the Technical Requirements Originator (TRO) and contracting officer should exercise prudent business judgment, and if necessary, conduct a business case analysis.  As part of this effort, the TRO needs to review existing contracting vehicles within the claimancy.  If no suitable vehicle is found, a source analysis of vehicles outside of DoD shall be conducted.  The source analysis review shall include a minimum of three sources providing similar services to that of the identified requirement.  

a. If the analysis results in a single suitable source or the analysis reveals that a single source is in the best business interests of the Center, the TRO shall prepare a Justification for Single Source Processing (JSSP) of orders outside DoD and submit the document with the PR package.  Non-competitive actions will be processed in accordance with existing regulatory and local guidance.  See Attachment 1 for copy of JSSP format.  The JSSP will be signed by the TRO and the Contracting Officer.

b. If the result of the source analysis reveals more than one acceptable source, competitive proposals will be requested from each source to determine the successful offeror.  The TRO shall provide a minimum of three recommended sources with the PR package.  If three sources are not available, the TRO will work with the D21 Point of Contact (POC) to resolve the issue.

2. If the action is to be competed among NON-DoD vehicles, the TRO will develop a “draft” performance based Statement of Work (SOW) in accordance with MIL-HDBK-245D.   As with any other order, the SOW must be of sufficient definition to allow all parties to clearly identify an end product and/or task consistent with the scope of the basic vehicle.  The TRO shall email the “draft” SOW, Contract Data Requirements List (CDRL), desired evaluation criteria and recommended sources to the D21 POC with a copy to TAO, Code D21T. Documentation will be provided to the D21 POC in electronic format (compatible with MS Office 97 applications) as an attachment to email or a 3 ½” floppy diskette.  The TRO shall provide as “Notes to the Contracting Officer” any special requirements that may be necessary for the task, e.g.:

· Organizational Conflict of Interest (OCI) provisions;

· Which tier of pricing is applicable under the GSA contract;

· Personnel requirements/qualifications;

· Government Furnished Property (GFP);

· Contract Security Classification Specification (DD Form 254);

· Identify whether the action is Firm Fixed Priced (FFP) or Time and Materials (T&M);

· Recommendation of severability/non-severability;

· Identify any critical milestones; etc. 

3. The D21 POC will review all of the documentation and provide comments to the originator within five (5) business days of receipt.  A business day is any Monday through Thursday or designated SSC-SD work Friday excluding federal holidays.   The D21 POC and the TRO shall coordinate distribution of the draft documentation to the recommended sources.  In order to expedite the process, this may be done electronically to all of the sources or a meeting can be conducted by telephone conference call, VTC, face-to-face or by a combination thereof.

4. Contractors may email or FAX questions or requests for clarification to the D21 POC for two (2) business days from receipt of the “draft” documentation (all questions must be written).  Within five (5) business days, responses to all inquiries and a final version of the SOW, CDRL and evaluation criteria will be disseminated to all of the prospective offerors.

5. Within five (5) business days after the final documentation is provided to the prospective offerors, each contractor shall submit the following documents, as required: cover letter, cost proposal, list of key personnel, resumes, and a signed and dated SOW.  Documentation will be provided to the D21 POC in electronic format (compatible with MS Office 97 applications) as an attachment to email or a 3 ½” floppy diskette.

6. Timely and complete submissions will be forwarded to the TRO.  After the TRO has reviewed the proposals in accordance with the evaluation criteria, a Source Selection Decision memorandum shall be forwarded to the D21 POC with the evaluation results and recommendation for selection.   When a final selection is made by the D21 POC all offerors will be notified.  

7. The TRO shall sign and date the SOW and CDRLs of the successful offeror, the procurement requirements package check list, the procurement funding plan, and the Procurement Request (PR); and route the completed and approved package to the D21 POC for placement.

B.  PROCESSING FUNDING DOCUMENTS OUTSIDE DoD

1. Funding documents for procurements shall be processed in accordance with SDSOP No. 01/COMPSOP NO. 1, Rev.2, dated 24 Oct 1996.  Funding documents for procurements outside DoD that are not subject to the Economy Act shall require a memorandum (in lieu of a Determination and Findings (D&F)) that details why processing the action through the proposed servicing agency represents the best value when considering technical and cost issues.  The memorandum shall address whether the servicing agency has unique expertise or capabilities not available with the Department of Defense and why the Department of the Navy would save money in acquiring the services through the proposed servicing agency.  This memorandum will be signed by the TRO and Contracting Officer.

B. APPROVALS

1. Contract Actions

a. For all contract actions, a Decision Paper for Contract Actions (see Attachment 2) will be completed and forwarded along with the following documents:

· Copy of the Statement of Work

· JSSP or Source Selection Decision memorandum

b. For actions less than $1M, the package will be forwarded to the technical department head for approval.  If the department head is absent, approval authority is not redelegable.  In those instances, the Commanding Officer or Executive Director will be the approving official.  In all cases, a copy of all approved actions will be forwarded to the Commanding Officer and Executive Director.  (For actions in support of multi-departmental projects, the head of the department preparing the Decision Paper will be the approving official.  The head of the other participating departments will be the approving official in his/her absence.)

c. For all actions equal to and greater than $1M, technical department head review will be obtained prior to forwarding to the Commanding Officer or Executive Director for submittal to the Commander, Vice Commander, or Deputy Commander of SPAWAR Systems Command for approval.

2. Funding Documents

a. For all funding documents,  a Decision Paper for Funding Documents (see Attachment 3) will be completed and forwarded along with the following documents:

· Copy of the Statement of Work

· Memorandum justifying use of the proposed servicing agency (see paragraph B.1.)

b. For funding documents less than $1M, the package will be forwarded to at least one level above the Procuring Contracting Officer (PCO) for review and to the technical department head for approval.  If the department head is absent, approval authority is not redelegable.  In those instances, the Commanding Officer or Executive Director will be the approving official.  In all cases, a copy of all approved actions will be forwarded to the Commanding Officer and Executive Director.

c. For funding documents equal to and greater than $1M, at least one level above the PCO  concurrence and technical department head review will be obtained prior to forwarding to the Commanding Officer or Executive Director for submittal to the Commander, Vice Commander, or Deputy Commander of SPAWAR Systems Command for approval. 

