ACQUISITION MILESTONES

Between $1,000,000 and $5,000,000


	EVENT
	RESPONSIBLE

PARTY
	PALT

(Days)
	PLANNED
DATE
	ACTUAL

DATE

	1. DEVELOP REQUIREMENTS PACKAGE  
Includes Market Research, IGCE, SOW/PWS, J&A, Source Selection Plan, Any Technical Data or Exhibits  
	RA (may request advice & assistance from SB/CA)
	
	
	

	2.     SUBMIT PURCHASE REQUEST (PR) INTO EDARTS
        Include all documents from #1 above.  
	RA
	
	
	

	3.    PR RECEIVED BY PSO, REVIEWED & ASSIGNED TO A CONTRACT SPECIALIST
	CO
	3 
	
	

	4.    REQUIREMENTS PACKAGE REVIEW BOARD (Submit to Board members 1 week prior to review)
	ABM, CA, CO, 
CS, RA, SB
	7
	
	

	5.    FINALIZE REQUIREMENT PACKAGE DOCUMENTS (Incorporate Review Board revisions & obtain applicable approval signatures)
	RA
	15*
	
	

	6.     DEVELOP, REVIEW, ISSUE SOLICITATION 
	CS
	35 
	
	

	7.   RECEIPT OF  PROPOSALS 
	CS
	30 
	
	

	8a. TECHNICAL EVALUATION 
	CO, CS, RA
	45

 
	
	

	8b. PRICE ANALYSIS & PAST PERFORMANCE  
	CS, RA
	
	
	

	8c. FINAL TECHNICAL EVALUATION REPORT
	RA
	
	
	

	9.   AWARD RATIONALE & CREATE CONTRACT
	CS
	30
	
	

	10.   CONTRACT & AWARD RATIONALE REVIEW BOARD (Submit to Board members 1 week prior to review) 
	ABM, CO, CS
	7
	
	

	11.   CONTRACT REVISIONS
	CS
	7
	
	

	12.   CONTRACT SIGNATURE/AWARD
	CO
	2 
	
	

	TOTAL PALT
	
	181 Days
	
	


KEY:

ABM – Acquisition Business Management           CS – Contract Specialist
CA – Competition Advocate                                  RA – Requiring Activity
CO – Contracting Officer                                       SB – Small Business Specialist




*Revisions not received within 15 days of review will result in cancellation and return of the Purchase Request.
1. Develop Requirements Package

The Requirements Package includes key information regarding the product/service needed.  Documents include:
· The Statement of Work (SOW), or Performance Work Statement (PWS), is a detailed description of what is required.  It should explain how the product or service will be used in terms of functionality, performance requirements, essential characteristics, and deliverables.  Furthermore, the SOW/PWS must describe the item(s) in a way that does not limit or restrict competition.
· Market research means collecting and analyzing information about capabilities within the market to satisfy agency needs and determine availability of small businesses and the capabilities of those vendors surveyed.  It includes detailed information gathered from surveys, Federal Supply Schedules, and internet searches in addition to providing suggested sources. 
· An Independent Government Cost Estimate (IGCE) is developed by using market research and historical data.  It gives the Government an idea of the cost of the requirement and helps determine price reasonableness.   

· All technical data or exhibits which may prove useful in the acquisition should be included.

· A Justification and Approval (J&A) is required if acquiring supplies and services using other than full and open competition or for brand name purchases.
· The Source Selection Plan (SSP) provides a written guide for the source selection process.  It reflects evaluation factors, criteria and a timetable for contract award.

2. Submit Purchase Request (PR)

The PR is the document in the package that gives a brief description of the requirement and the funding citation.  The PR and its supporting documents (listed above) are entered into eDARTS by the RA, routed through Resource Management (RM) at DHRA HQ, and submitted to the PSO.  The RA must monitor their requirement through the routing process to ensure its timely submission to the PSO.  A complete procurement package must be received by the PSO before work can begin.  

3. PR Received by PSO, Reviewed, and Assigned to a Contract Specialist

The PR and supporting documentation arrive at the PSO.  Once received, the PR is reviewed for completeness and assigned to a Contract Specialist for action.
4. Requirements Package Review Board

All documents of the Requirements Package must be submitted to the Procurement Support Office (PSO) by noon seven calendar days in advance of the desired date for the review.  Reviews are held on Wednesdays, unless other arrangements are made.  

5. Finalize Requirement Package Documents

The RA shall make any necessary changes that were addressed in the Review Board and ensure all appropriate approval signatures needed in the documents are obtained at this time.

6. Develop, Review and Issue Solicitation

The Solicitation contains:

· CLIN structure

· Administrative information

· Contract type
· SOW/PWS

· Appropriate clauses
· Instructions to Offerors for submitting proposals
· Evaluating factors and criteria

The Contract Specialist shall submit the solicitation to the board members for review one week prior to the review board on Wednesday.  The Contract Specialist will make any changes to the solicitation addressed during the review and obtain appropriate review and approval.  Contract opportunities are then issued on the appropriate website (e.g. FedBizOpps, GSA Advantage).  Solicitations are posted for up to 30 days depending upon complexity and history of the requirement.
7.  Receipt of Proposals

Offerors submit their proposals for evaluation in accordance with the instructions provided in the solicitation.

8a. Technical Evaluation

The source selection evaluation board (SSEB) reviews the proposals submitted by the offerors.  Depending on the requirement, the SSEB usually consists of a Chairperson and two other members selected by the RA.  

8b. Price Analysis and Past Performance Confidence Rating 
Price proposals are analyzed to determine fair and reasonableness.  Recency, relevancy and past performance history are used to determine an overall confidence rating.
8c. Final Technical Evaluation Report

Upon completion of the technical evaluation, the Chairperson consolidates all the comments and ratings from the board members and provides the CO with a final technical evaluation report.  The report contains:

· A summary of the technical evaluation
· The strengths and weaknesses of each proposal
· An overall technical rating of each offeror

· A recommendation for award
9. Award Rationale & Create Contract

The following areas are addressed in the award rationale document:
· The evaluation methodology used in selecting the Offeror to receive the award

· A price reasonableness determination

· The rationale for any tradeoffs in making the selection

Once an awardee has been selected, the contract document is finalized. 
10. Contract & Award Rationale Review Board

The Contract Specialist submits the contract and award rationale to the board members for review one week prior to the review board on Wednesday.

11. Contract Revisions

The Contract Specialist shall submit the complete contract file to the board members for review one week prior to the review board on Wednesday.  The Contract Specialist will make any changes to the contract and award rationale addressed during the review.

12. Contract Signature/Award

After the awardee’s signature has been obtained, the contract is signed/awarded by the Contracting Officer.

