DELIVERY ORDER/TASK ORDER MILESTONES


	EVENT
	RESPONSIBLE

PARTY
	PALT

(Days)
	PLANNED
DATE
	ACTUAL

DATE

	1.     DEVELOP DELIVERY ORDER/TASK ORDER (DO/TO) REQUIREMENTS (SOW/PWS and any technical data or exhibits)  
	RA
	
	
	

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

	3.     PR RECEIVED BY PSO , REVIEWED, & ASSIGNED TO A CONTRACT SPECIALIST
	CO
	2 
	
	

	4.     SUBMIT REQUEST FOR PROPOSAL TO VENDOR
	CS, V
	3
	
	

	5.     RECEIPT OF  PROPOSALS 
	CS
	10 
	
	

	6.     PROPOSAL REVIEW
	CO, CS, RA
	5
	
	

	7.     PROPOSAL NEGOTIATION (If necessary)
	CO, CS, RA, V
	5 
	
	

	8.     CREATE DO/TO & AWARD
	CO, CS
	5
	
	

	TOTAL PALT
	
	30 Days
	
	


KEY:

CO – Contracting Officer

CS – Contract Specialist

RA – Requiring Activity
V – Vendor

1. Develop Delivery Order/Task Order (DO/TO) Requirements


The Requirements documents include key information regarding the product/service needed.

· The Statement of Work (SOW), or Performance Work Statement (PWS), is a more detailed description of what is desired.  It should explain how the desired product or service will be used in terms of functionality, performance requirements, essential characteristics, and deliverables.

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

2. Submit Purchase Request (PR)


The PR and its supporting documents are submitted into EDARTS by the Requiring Activity (RA).  The PR is the key document in the package that gives an overview of the requirement and its funding citation.  The supporting documents attached to it aid in the acquisition.  The documents are then routed through Resource Management (RM) at DHRA HQ, to DLA for certification, and then back to RM for submission to the Procurement Support Office (PSO).  The RA must monitor their requirement through the routing process to ensure its timely submission to the PSO.

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 and assigned to the Contract Specialist administering the contract by the Contracting Officer.
4. Submit Request for Proposal to Vendor


The Contract Specialist submits a request for proposal to the vendor who was awarded the contract.  The request for proposal will include the SOW/PWS and any supporting documents that will help the vendor understanding what is required and submit an accurate proposal.

5. Receipt of Proposals


The vendor submits their proposal for review in accordance with the request for proposal to the Contract Specialist.

6. Proposal Review


The proposal is reviewed by the Contract Specialist to determine if it meets the requirements and is in the best value of the Government.  If necessary, the Contracting Officer and Requiring Activity review the proposal to help determine best value.

7. Proposal Negotiation (if necessary)

If the Contracting Officer, Contract Specialist, and Requiring Activity all determine that negotiations with the vendor are required, a negotiation meeting is scheduled with the vendor to discuss the proposal.

8. Create DO/TO & Award

The Contract Specialist creates the DO/TO in accordance with the guidance received by the Requiring Activity.  Once completed, the Contracting Officer signs and awards the DO/TO.  The Contract Specialist then distributes the DO/TO to all involved parties (i.e., the Requiring Activity, the vendor, RM, etc.).
