Business Requirements and Advisory Group (BRAG) Checklist

Note:  In accordance with Federal Acquisition Regulation (FAR) 7.104(a), Acquisition planning should begin as soon as the agency need is identified, preferably well in advance of the fiscal year in which the contract award is necessary.  In developing the plan, the planner shall form a team (BRAG) consisting of all those who will be responsible for significant aspects of the acquisition, such as contracting, fiscal, legal, technical, and quality assurance personnel.  The following checklist will be used to facilitate the BRAG meeting which should meet at least nine months prior to award of a new requirement.  
Contract Start Date:  ________________  (BRAG meets 9-12 months before contract starts)
Yes
No
POC

1.  Signature of  BRAG members on BRAG Charter 




a.  A BRAG is required for every requirement operating under AFI 63-124, Performance Based Service Contracting    




b Roles and responsibilities are defined in charter




2.  Business/Acquisition Strategy Development




a.  Statement of need introduced by organization




1.  Summarize the technical and contractual history of the acquisition




2.  Discuss feasible acquisition alternatives




3.  Discuss the impact of prior acquisitions on those alternatives




4.   Discuss any related in-house effort  




5.  Need should be stated in terms sufficient to allow conduct of market research 




b.  Applicable conditions




1.  State all requirements for compatibility with existing or future systems or programs 




2.  Any known cost, schedule, and capability or performance constraints 




3.  Set forth the established cost goals for the acquisition and rational supporting them




c.  Capability or performance - specify required capabilities or performance characteristics being acquired and how they relate to the need




d.  Delivery or performance-period requirements




1.  Describe the basis for establishing delivery or performance period requirements 




2.  Explain and provide reasons for any urgency




e.  Trade-offs – Discuss the expected consequences of trade-offs among cost, capability or performance and schedule goals 




f.  Risks – Discuss technical, cost, and schedule risks and describe what efforts are planned to reduce risk and the consequences of failure to achieve goals




g.  Encourage industry participation by using vendor surveys, presolicitation conferences, and the internet




3.  Market Research to determine commerciality 




a.  Conduct market research to determine whether the services to be contracted are commercially available 




b.  Access DoD’s market research website at http://www.dsp.dla.mil and review SD-2, SD-5, SD-15 & SD-16




c.  Start early when the requirement is still flexible 




d.  Identify problems with current contract 




e.  Consider the value of the acquisition and the complexity of service




f.  Identify commercial practices, potential service providers, and range of capabilities available




1.  How are services segmented or packaged?  How are service providers evaluated?  




2.  What are personnel qualifications? What performance incentives exist?  




3.  What services are provided locally?  Off site?  




4.  What is normal contract length?  Who owns and furnishes supplies and equipment? 




      g.  Find the regulatory standards for the service you are buying (i.e., FDA, EPA, etc) if applicable




4.  Acquisition Planning




a.  Milestones prepared by Contract Administrator, discuss dates and points of contacts for each item




b.  Develop Statement of Need 




c.  Identify prospective sources




1.  Consider required sources of supply such as National Industries for the Blind and Severely Handicapped (NIB/NISH) and Federal Prison Industries (UNICOR)




2.  Consider 8(a), Hubzone, Small Business, Small Disadvantaged Business, Women-owned Business, Service Disabled Veteran  




3.  Competition – describe how competition will be sought




d.  Contracting considerations




1.  Acquisition method (Price Past Performance Tradeoff, Lowest Price Technically Acceptable, Source Selection)




2.  Contract type (i.e., multiyear contract, options, fixed price, cost-type)




3.  Special clauses and solicitation provisions




5.  Requirements for Solicitation Development/Checklist for Requirements Package 




a.  Graded position descriptions 




1.  Personal versus Non-personal, Medical, Directory of Occupations




2.  How to submit?  




3.  Coordinated through Manpower




b.  Statement of Work (SOW)  




1.  Must include proposed Bid Schedule with workload estimates




2.  Must include evaluation and award criteria for source selection




3.  Is a contractor provided labor strike plan required?




      4.  Does the SOW require compliance with EO 13101 (Affirmative Procurement)? 




      5.  Does the SOW require sheltering of contractor essential and non-essential personnel? 




      6.  Does the SOW include mandatory statement, “Contractors shall comply with the requirements 

       of AFI 32-7086, Hazardous Materials Management, when hazardous materials may be used.”




c.  Quality Assurance Surveillance Plan (QASP) 




1.  Must contain measurable performance objectives




2.  Must include customer complaint as method of surveillance




3.  Must include appendices such as work area layouts, surveillance schedule, and government furnished property 




d.  Quality Assurance designation




1.  Must have primary and alternate QA personnel




2.  BRAG members officially appointed by Function Commander for AFI 63-124 contracts




e.  Market Research documents collected 




f.  Quality Assurance Program Coordinator (QAPC) evaluation of requirements package 




g.  List of procurement officials  




h.  Government estimate for each contract period  




i.  Data supporting estimated quantities




6.  Coordinations and approving agencies




a.  Hazardous Materials, 81 SUPS, LGSDH, 7-3374




b.  Manpower, 81 TRW/MO, 7-3126  




c.  Security Forces, 81st SFS/SFAI, 7-7196   Wing Safety Office, 81 TRW/SW, 7-2910




d.  Base Records Manager, 81 CS/SCBR, 7-2621




e.  Wing Safety Office, 81 TRW/SE, 7-2910, Provides briefing on Confined Space Requirements and Contracts in accordance with AFOSH STD 91-25, Ch 7




f.  Communications Squadron, 81 CS/SCBBL, 7-0066




g.  Bioenvironmental Engineer, 81 AMDS/SGPP, 7-6545




7.  Funding Issues




a.  Availability of funds? Government estimate? Payment analysis?




b.  Submission of AF Form 9




c.  Will the Government Purchase Card (GPC) be used for payment?




1.  If monthly payment less the $25K, functional area can make payment




2.  If monthly payment is over $25K, is the Contracting Officer making the payment?




Business Requirements and Advisory Group (BRAG) Checklist

For Option Renewal

In accordance with FAR Part 17, the government may exercise its right to extend the term of a contract.   Contract Clause 52.217-9, Option to Extend the Term of the Contract (AUG 89), allows the government to exercise this right if it is in the government’s best interest.  This checklist provides a list of issues to be discussed by the BRAG before exercising an option.

Option Renewal Date:________________(BRAG meets six months before option renewal)
Yes
No
POC

 Determination to Exercise an Option 




a.  Does the requirement covered by the option fulfill an existing need of the Government?     




b.  Are the needs of the government still the same or have they changed since contract award?  Have any modifications to the contract been issued? 




c.  Is exercise of this option the most advantageous method of fulfilling the Government’s needs for continuity of operations and potential costs of disrupting service? 




d.  Has market research been conducted and documented as required in FAR Part 10?




e.  Have price and other factors such as economic price adjustments been considered?




f.  Does market research analysis reveal that issuance of a new solicitation would not result in better prices for the Government?




h.  Has the contractor performed satisfactorily under this contract?  Can the contractor provide continuity of service essential to the health and welfare of Keesler personnel?




i.  Are current wage determinations applicable for this option?




j.  Are funds available to extend the option?  Has an AF Form 9 been submitted to Contracting?




k.  Does the SOW require sheltering of contractor essential and non-essential personnel? 




Contractor Past Performance Information

Collection of Past Performance Information (PPI) – The BRAG is required to meet to discuss the collection of past performance information on contracts that total $1 million (total includes all option years) and over.  This is the second required annual BRAG meeting which takes place at the beginning of each fiscal year.  CPARS are due on annual basis.   The following steps must be taken in order to collect this information.  (http://cpars.navy.mil).  Focal point for CPARS collection, distribution, and control is Mr Larry Fox, 81 CONS/LGCB, 7-1818. 

BRAG Members meet at the beginning of each fiscal year (October XX)
Yes
No
POC

1.  Is total value of service contract $1M or more? $100K for health care providers?  Was contract registered in CPARS database within 30 days of contract award?




2.  Assessing Official (QAE) initiates a CPAR, inputs period of performance assessed, and fills in information on evaluation areas such as Schedule, Quality of Product or Service, Cost Control, Business Relations, and Management of Key Personnel.  Assessing official forwards to Reviewing Official for validation.




3.  Reviewing Official (senior level manager at least one level above assessing official) reviews rating and forwards to contractor for validation




4.  Contractor receives CPARS and has 30 days to respond, if they wish.  Contractor can input comments directly under Government’s comments.  Contractor may request to meet with Government ( in writing) to discuss unfavorable comments during the first 7 days of the 30 days. 




5.  The CPAR is complete if the contractor agrees with the assessment and so annotates in Block 22 of the CPARS form.  No further review is required.




6.  Reviewing Official reviews contractor comments and may modify ratings.  Reviewing official can modify anything except contractor comments.




7.  Reviewing Official closes out CPARS by agreeing or disagreeing with assessment.  Reviewing Official sends to Assessing Official for review.




8.  The Assessing Official may revise the assessment including the narrative.  The assessing official will notify the contractor of any revisions made to a report as a result of the contractor’s comments.  The revised report will not be sent to the contractor for further comments.   Assessing Official modifies, closes, and sends CPARS to Reviewing Official.   




9.  Reviewing Official will provide a final decision if there is a significant disagreement between the contractor’s comments and the assessing official’s evaluation.  In cases where the reviewing official is required to sign the CPAR, it will be considered complete when the CPAR is signed.  




10.  Reviewing official validates, closes CPAR, and notifies focal point that process is completed.  
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