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I.  SCOPE AND OBJECTIVES OF THE PROCUREMENT MANAGEMENT REVIEW PROGRAM





A.  Authority to Conduct Program Management Reviews.





The Service Acquisition Executive/Senior Procurement Executive, Assistant Secretary (Acquisition) SAF/AQ, is responsible for functional management and direction of contracting activities for the Air Force and accountable under Internal Control Review procedures for ensuring, and annually certifying that a “healthy” contracting system exists.  SAF/AQC is responsible for functional management and direction of contracting activities for the Air Force.





B.  Objective of the Program.





In a broad sense, procurement reviews are assessments of the contracting process and its ability to satisfy its varied customers.  The reviews are not focused merely on compliance, but rather on the effectiveness of an organization’s contracting processes and methodologies.





The objective of the program is to review MAJCOM/DRU contracting, purchasing and contract administration operations in order to:





1.   provide management consultation and assistance to MAJCOM/DRUs in resolving major contracting process issues;





		2.  consult with a MAJCOM/DRU to share lessons learned, review acquisition streamlining initiatives, assess responsiveness to user needs and assess process innovation/improvement;





3.  ensure MAJCOM/DRU contracting standards, policies, and procedures conform to Federal, DoD, and Air Force expectations through a broad compliance overview.





C.  Purpose of the Review Guide.





The review guide is a reference document indexed by major acquisition areas to assist review team members in satisfying the program objectives.  It assists reviewers in assessing MAJCOM/DRU alignment with CONTRACTING 21SAF/AQCO’s Strategic Plan.  All topics do not apply to every review or to each team member.  By reviewing pertinent portions of the Guide prior to a review, team members can identify matters of concern in the office to be reviewed andd refer to the Guide during the review for key performance indicatorsspecific regulatory references and and focus guidance.  areas.





D.  Types of Reviews





1.  General Reviews.  General process reviews encompass a number of functional areas in a contracting office.  A general review is conducted at each Air Force MAJCOM or DRU contracting activity approximately every four years.  A review schedule is established by SAF/AQC at the beginning of each fiscal year.





2.  Reviews of Selected Topics.  Reviews of selected topics may be part of general reviews, or they may be conducted separately in response to a particular need or area of interest.  Examples are reviews of particular contracts, assessing effectiveness of  specific policy, or evaluating implementation of  programs and procedures.  Reviews of these types of issues may be requested by SAF/AQ, other SAF/AQ officials, or MAJCOM or DRU officials.  Scheduling for reviews of selected topics is made as far in advance as practicable.





E.  Procurement System Certification.





Agency procurement executives are required to evaluate procurement systems and certify to the head of the agency the extent to which procurement systems meet certain criteria. The Procurement Management Review Program will serve as the primary vehicle for procurement system oversight and validation of procurement system certifications.





F.  Internal Controls.





 Line managers responsible and accountable for Air Force’s internal control system are encouraged to use review reports, in appropriate situations, to fulfill portions of their internal control responsibilities.





G.  Functional Responsibilities for Process Reviews.





1.  Deputy Assistant Secretary (DAS) (Contracting).  SAF/AQC establishes a schedule of procurement management reviews to be conducted at Air Force MAJCOM/DRUs each fiscal year.  The DAS reviews the topics to be examined during each review and approves membership of each review team.  At times, the DAS may direct that special reviews be conducted at one or more installations.  Finally, the DAS approves the final report, transmits it to the installation for appropriate action, and monitors implementation of suggested actions in response to each review.





2.  Review Process Manager (Manager).  The Manager is responsible for preparing a general plan for each review.  This plan will identify any special topics for review, assign team member topics, notify the designated MAJCOM/DRU of the intended review and request pre-review data.  DSAF/AQC Ddivision personnel are contacted for suggested items to be reviewed. The manager will select the members, lead the pre-review meeting and the on-site review; provide advice and guidance to team members as needed; make arrangements for entrance and exit conferences with the installation management; supervise the writing of a draft and final report of the review team’s findings.  The Manager is responsible for informing the DAS and SAF/AQC Ddivision chiefs of overall review findings.





3.  Review Team Members.  The number and skill composition of the review team are normally a function of the size of the contracting office to be reviewed and the type and magnitude of subjects to be covered.  Team members for general reviews will be principally from SAF/AQC but may also include a representative from an outside contracting organization.  Each team member is responsible for completing that portion of the review activity assigned and presenting a briefing at the exit conference based on the team member’s findings.





At conclusion of the review, members are responsible for preparing a report of their findings and recommendations.  Members also review MAJCOM/DRU responses to the draft review report and suggest possible revisions for the final report. Team members, at the request of SAF/AQC,  will be responsible for briefing findings which pertain to a particular AQC division to that division.  Team members participate in pre-review activities, on-site reviews and post-review report preparation. 





 II.  REVIEW METHODS AND TECHNIQUES





A.  Pre-Review Activities





1.  Notification of the Installation.  At the beginning of each fiscal year, SAF/AQC will send a review schedule for that year to affected MAJCOM/DRUs.  Approximately 90 days prior to each review, the Manager confirms the dates indicated in the schedule and requests the MAJCOM/DRU provide statistical data and arrange for an entrance conference.  This notification will include a request for inputs the affected MAJCOM/DRU on what subjects or issues they would like to discuss or have instruction on with team members.





2.  Team Sessions and Composition.  Specific assignments, responsibilities and topics are given by the Manager at a meeting of the review team prior to the review.  Other topics to be addressed at a meeting, or by other appropriate means are: review techniques to be used, specific contracting flights to be reviewed, work schedules, including hours, and administrative procedures to be followed. Such procedures are: the method for requesting and returning contracting files, interview arrangements, entrance and exit conference planning, and team meetings to be held during the review.





3.  Team Size.  	Team Size will be dependent upon the installation being visited.  However, team size normally will be limited to no more than six and no fewer than four personnel. The team may be augmented by field personnel but should not exceed a maximum of six personnel.  





4.  Logistics.  Accommodations and air transportation are generally arranged by the Manager. 





B.   Activities During Review





1.  Entrance Conference.	  Before the review begins, the team will hold an entrance conference.  The conference is the first meeting between members of the review team and key members of the installation.  At this meeting, members of the team are introduced, their specific functional areas of review are identified, and the objectives and method of conducting the review are explained.  A summary and update of the installation’s responses to recommendations made in the previous review and current contracting issues should be also be addressed.  The entrance conference will be used to schedule team briefings or training discussions that may have been requested by the MAJCOM/DRU.  The entrance conference should also contain the following information:





			a. 	Mission.  Describe the primary mission of the installation being reviewed and local contracting support needed to fulfill that mission.  What is the size and scope of the contracting operation?  Does it complement and support the mission needs of the contracting activity?





 		b.	Organization.  How does the contracting organization fit into the organizational structure of the installation?  Are the procuring divisions or branches organized along project or commodity lines, type of procurement, or some other method?  Are contracts and simplified acquisitions done by the same personnel?  Is the organizational structure appropriate for the workload?  Is the structure responsive to the customers’ size and scope of operation?  Does the organization meet the approved objective wing structure and manpower determinations?





			c.	Recruitment.  Is the organization having any difficulty filling contracting positions?  Are any special recruitment actions required to ensure proper staffing levels? 





  		d. 	Contracting Officer Appointments and Authority.  Are Contracting officer appointments and authority levels appropriate for the mission and workload of the office?








2.  Evaluation Techniques.  Although evaluation techniques used are a function of the area under review and its scope, reviews of each flight will be accomplished and will include an assessment of the six major steps in the acquisition process:  (1) Requirements Generation,  (2) Market research, (3) Acquisition Planning, (4) Source Selection, (5) Contract Administration and (6) Contract Close-out.  Particular attention will be given to acquisition initiatives and reform/streamlining.  Interviews with contracting, technical and management officials are generally appropriate.   Interviews with personnel from contracting customers, legal counsel, local contractors, as well as the Installation Inspector General may similarly supplement review findings. 





3.  Exit Conference.  The exit conference is the closing meeting between the review team  and MAJCOM/DRU personnel.  Its purpose is to present the general findings of the team.  Each team member will present a summary of findings as follows:





			a.  Acquisition Area Reviewed.  Identify the function and briefly discuss  the scope of the review, such as the number and dollar range of contracts or actions.  Also, describe the relation of these numbers to the overall total, if available, (e.g., four out of five service contracts). 





			b.  Strengths.  Identify programs, policies, or practices that clearly exceed that which is required by directive or regulation.  Innovative and/or streamlined initiatives should be highlighted and, where appropriate, specific work products or examples should be obtained for possible dissemination to other MAJCOM/DRUs.





			c.  Weaknesses.  Identify weaknesses and all related issues.  A weakness is either a problem generally observed in the review sample that indicates a systemic problem throughout the organization or affected office; or an isolated instance that has potential installation or Air Force-wide impact.  Normally,  weaknesses should be discussed with MAJCOM/DRU contracting managers immediately after identification to aide in determining potential causes.  Where appropriate, specific recommendations of corrective action should be provided along with the organizational element or office that should be responsible for implementation.





			d.  Areas Needing Management Attention.  Point out any practices or program areas that require management attention that show evidence of becoming a potential weakness.  Although specific recommendations may not be offered, suggestions for remedial action or alternative processes should be included.d.











C.  Post Review Activities.


	


1.  Draft Report. At the conclusion of on-site review activities, team members are to write the draft report of their findings. This draft is to be consistent with the findings stated at the exit conference and will be substantiated with factual and/or statistical datae obtained during the review.  References to statutory or regulatory requirements should be made in the report, where applicable.  After review by SAF/AQC, the draft report will be sent to the MAJCOM/DRU for comment/response.





Final Report.  After response, the final review report and any changes as a result of responses, will be issued.





3.  Follow-up Review.  The team may be requested by the DAS to return to a site for review follow-up. Corrective actions that have been taken in response to reported weaknesses will be evaluated.  





III.  REVIEW AREAS





The review areas listed below are illustrative of subjects that are typically reviewed during a general or special review.  Each section below includes a discussion of the purpose of the review, overall scope of the review, and areas of inquiry with associated key performance indicators.  (LEAP3S)





-  LeadershipProducts


-  PeopleLeadership


-  ProductsPeople


-  Contracting Processes


-  Services


-  Office Automation/Use of Information Technology





IV  LEADERSHIP





	This area identifies initiatives the Commander and management team have taken to meet the contracting mission.  The leadership vision will be captured in a local business/strategic plan which sets forth goals, objectives, tasks and mission for the organization.  This business plan/strategy should take into consideration the Wings/MAJCOMs and Air Force level goals and objectives. 





	A.  Communication





-  Commander has established programs to ensure personnel at all levels are kept informed of appropriate activities


- Commander has established programs to partner with/inform customers and obtain feedback


-  Commander is keeping Wing Leadership informed of significant issues.


-  Senior leadership ensures lessons learned on contracting processes are provided throughout organization





	B.  Staffing/Personnel Utilization/Organization





		-  Commander takes appropriate actions to fill vacancies


-  Commander takes appropriate action to grade the positions IAW the required work


- Enlisted positions provide opportunity for supervision and development


-  Commander moves individuals to address changes in workload volume/velocity





	C.  Business Advice





-  The Contracting Office is proactive and works effectively with customer organizations in planning strategies, providing best practices and advising in acquisition matters





	D.  Office Management





-  The contracting office is managed effectively;  supervisors hold regular staff meetings, employee morale is high


- Office working environment is adequate - provides for efficient performance


-  A system is in place for controlling contractor access to the contracting office


-  A secured bid box is available for retention of bids


- Bulletin/Bid Board is available in a public area for displaying contracting opportunities/solicitation announcements and bid abstracts


  


	E.  Self Inspection





- Commander has an active self-inspection program that extends throughout the organization and detects weaknesses or areas needing attention


-  Responses to findings address issues, provide appropriate corrective actions and are effective in preventing recurrences


-  Results of the self-inspection are monitored and regularly reviewed to prevent future recurrences





	F.  Acquisition Reform Implementation/Training





		-  Commander has an effective AR advocacy program


		-  Effective training on AR is provided to the staff


-  Commander has an established plan for expanding the use of AR tools


-  Commander measures use of AR tools





	G.  Policy /Guidance (Contract Review Program)





-  Commander has a program established to review contracts and improve the quality of contract documents


		-  Metrics are established to review areas needing attention





	H.  Management Metrics





- Commander has established management metrics on key workload and processes


-  Standard AF metrics are tracked and compared against other bases


-  Metrics are used to improve processes





	I.  Small Business/Socioeconomic Program





	- A Small Business Utilization Specialist is designated/appointed to 	review proposed acquisitions and advocate socioeconomic programs


	-  The Small Business Specialist has an active local outreach program 	to attract and assist small businesses, train staff members and 	technical customer and meet established goals 





	J.  Competition Advocacy





		- The Commander establishes realistic programs and competition 			goals.  A competition plan is used


		-  Commander fosters an effective competitive environment and has 			local awareness program for technical personnel and wing leadership


		-  Non-competitive actions are reviewed and approved at appropriate 			level





	K.  Contracting Officer Appointments





		-  Warrants are effectively distributed in the office to qualified 				personnel


		-  Performance of Contracting Officers are reviewed and appropriate 			actions taken.





	L.  Commercial Advocacy





		-  The contracting office serves as an advocate for acquiring 				commercial items/services


		-  The contracting office ensures that requirements are stated in terms 		of functions to be performed or performance required


		-  Acquisition strategy  includes a deliberate and thorough analysis of 			the use of commercial item contracting procedures





	M.  Contingency Contracting Program





		-  Military personnel are being trained , prepared and equipped to 			perform contingency duties


		-  Unit participates in competition and exercises at Wing and 				MAJCOM level


		-  Contingency /Deployment kits are available and maintained with 			current information and equipment


		-  Unit leadership is involved in deliberate planning to ensure 				contracting is a recognized participant


		-  Unit level DOCS and SORTS are reported


 


	N.  Ratifications





		-  The contracting office maintains a central file of ratifications


		-  Ratifications are processed in a timely manner and include a 				thorough analysis of the circumstances of the unauthorized 				commitment


		-  The contracting office provides proactive awareness training to 			base personnel on contracting authority limitations as well as 				specialized training for individuals involved in each unauthorized 			commitment





V.  PEOPLE





This section focuses on the components of personnel support and development that are crucial to meeting the Squadron’s contracting mission.





	A.  Acquisition Professional Development Program (APDP).





- All employees in the contracting job series are given an opportunity to participate in APDP


- All contracting personnel are familiar with the program and its requirements


- Career assessments (Individual Development Plans) are conducted between supervisors and employees


-  People have the proper APDP level for their jobs





B.  Awards Program.





-  The Squadron recognizes outstanding contributors and submits award recommendations for deserving personnel


-  Award winners are recognized within the organization as well as at the Wing level (i.e., parking spaces, award ceremonies)





	C.  Freedom of Information Officer





- An installation freedom of information officer is appointed or assigned


-  FOIA requests are processed timely





D.  Legal Counsel





-  Sufficient legal staff is dedicated to contracting issues


- Appropriate number and types of actions being submitted for  review, dollar thresholds are appropriate





E. Training/Professional Development





	-  Performance feedback is provided to employees by supervisors


-  Position descriptions current and properly describe critical elements of work


- People are afforded ample opportunity after OJT, job rotation, specialized training and in-house training.  Appropriate records are kept


- Performance appraisals/OPRs/EPRs are completed in a timely manner


A.  Products:  This area considers the specific contracting products that the Squadron provides to its customers (both internal nad external).  Specific examples could be in the areas of Business Advice, Support Service Contracts, QAE training,  Surveillance, and COR’s.  Commodities and the use of IMPAC as well as any specialized contracting activities are all types of products that could be addressed in this section.





B.  Leadership:





C.  People:





D.  Contracting Processes:





E.  Services:














VI.  CONTRACTING PROCESSES





	This section examines the core contracting processes that are used to provide the necessary contracting products.  Abbreviated standards are provided which capture the overall health of individual or specific contracting processes.





	A.  Acquisition Planning Process





-  The contracting office uses acquisition plans to define requirements and establish business strategy


-  Plan acquisitions with sufficient lead time to prevent extensions of existing contracts


-  Appropriate base activities involved in acquisition panels or planning sessions


-  Acquisition plans adequately address all key elements





B.  IMPAC Card Process/Micropurchases


		


- IMPAC Program coordinator is effectively training cardholders and approving officials, providing effective business advice to using organizations and performing annual reviews of all cardholders  


-  Base is achieving card usage rate of 90% or higher on all eligible purchases (all requirements less than $2500 except those prohibited by AF IMPAC procedures should be obtained with the IMPAC card)


-  Annual surveillance of cardholders is conducted and appropriate actions taken when violations are found





	C.  Simplified Acquisition Process





-  The contracting office tracks lead times and takes proactive actions to reduce lead times


		-  Used for Commercial items/services to $5,000,000


- Buyers consider use of best value trade-off methods when appropriate 


		-  Electronic commerce methods are used when practical


-  Acquisitions between $2,500 and $100,000 are being reserved for small business


		-  Documentation supports pricing as fair and reasonable 


		-  Sole source requirements are challenged


-  Blanket Purchase Agreements (BPAs) are appropriately established, reviewed and reported


		


D.  Market Research Process





-  Contracting personnel are actively assisting customers in performing necessary market research


-  Extent of market research is reasonable, based on the individual acquisition factors


- The Contracting office is using a full array of techniques (i.e., government/industry contacts, previous market research, formal RFIs, data bases, industry trade shows, etc.) 


-  Research includes non-technical areas (i.e., business practices, terms and conditions, financing, warranty, etc.)





E.  Commercial Item Acquisition Process





-  Commercial Item definition is applied to all requirements and accurate commerciality determinations are made


-  FAR Part 12 is used in conjunction with Parts 13, 14 and 15 as required to meet acquisition planning objectives


-  Current Part 12 clauses are used consistent with industry practice and tailored as necessary to meet customer needs


-  Other than fixed price contracts are not written as commercial contracts





F.  Contract Pricing Process





-  Contract files provide a clear/concise analysis of fair and reasonable price and adequate documentation exits


-  In the absence of adequate price competition, the contracting office relies on and obtains information other than cost or pricing data; cost or pricing data is obtained only after a determination is made that no exception applies


- Price/Cost analysis techniques are properly applied based on the complexity and unique circumstances of each acquisition


-  Comprehensive technical evaluations support negotiated contracts and modifications





G.  Source Selection Process





- Source selection plans are developed for each formal source selection 


		-  Evaluation standards are clear and support the decision process


- Solicitations contain adequate instructions to offerors and evaluation criteria


-  Industry involvement is promoted


-  Documentation supports the award decision


-  Debriefings are timely and open communication is facilitated


- Evaluation factors are limited to a reasonable number based on the nature of the acquisition


	


	H.  Business Clearance Process





- Business Clearances are processed in a timely manner and a tracking procedure is in place to correct findings





	I.  Construction Contracting Process





	-  Past performance trade-off through RFPs is used in lieu of IFBs


- Department of Labor Wage Determinations are incorporated in the solicitation


-  Contracting Office established appropriate cut-off dates to support year end construction program


-  Statutory limitations are monitored 


-  Adequate construction opportunities are afforded to qualified 8-A firms and appropriate documentation supports pricing





J.  SABER Ordering Process





-  SABER orders comply with established limitations and scope of contract


	-  Documentation supports pricing


- SABER contract is awarded to support the installation construction program 





K.  Incentive Contracting Process





-  Contracting Office considers the use of incentive contracts during acquisition planning


-  An adequate ward fee plan is in place


-Processes are in place to adequately support the Award Fee Plan


-  The FDO is at the proper level and receives adequate input from the award fee board





	L.  Outsourcing/Privatization Process


		


-  Contracting Office is actively involved in the Wing’s outsourcing program


-  Provides business advise, leads acquisition planning.  Accomplishes A-76 actions within the statutory milestones


	


	M.  Service Contracting /QAE Process





		-  Service Contracts are results oriented


		-  Quality assurance plans are established


		-  QAEs are assigned, trained and monitored


		-  FACs are trained


		-  Commanders are briefed annually





N.  Interagency Agreement Process/Economy Act Purchases





- The Contracting office reviews, provides business advice and  maintains a file of all Economy Act Determination and Findings (D&Fs)


- Review of Finance MIPRs indicates that organizations are processing Economy Act purchases





O.  NAF Surveillance/Contracting Process





-  Contracting office is performing an annual review of the NAF program


- Contracting office provides business advice to the NAF office as required





P.  Utilities Contracting Process





-  Adequate expertise exists in the contracting office to handle utilities requirements


-  The contracting office is staying abreast of current utility and cable television policy





Q.  Contract Administration Process


	


		- Contracting office performs post award orientation conferences


- Contracting office establishes partnering relationship between the contracting office and industry


-  Contracting office evaluates contractor performance and maintains past performance evaluation records


- Labor requirements are enforced, including construction labor standards and service contract annual wage determinations


		-  Modifications are processed timely with proper documentation


		-  Construction/services are inspected and accepted


		-  Payments are processed timely


		-  Contract provisions are monitored and enforced


- Customer/contractor inquiries are answered promptly and actions are documented


		-  Performance schedules are enforced


	-  Contract close-out is handled in a timely manner





VIIIV  PRODUCTS - KEY PERFORMANCE INDICATORS:





	A.  Business Advice





	B.  Support Service Contracts





	C.  Quality Assurance Surveillance Training Program/CORs





	D.  Commodities





	E.  Construction





	F.  Specialized and Information Technology





This area identifies workload and level of customer support for each product area.xample:    The report will indicate show activity for the product areasin various contract workload categories (construction, services, commodities and utilities) and provide information about number of contracts, changes in workload over past periods, complexity of work and support metrics.  Specifically address each of the following areas:;





A  Commodities





B.  Support Service Contracts





C.  Construction Contracts





D.  Specialized and Information Technology Contracts





E.  Advisory & Assistance Service Contracts





F.  Utilities





V  LEADERSHIP - KEY PERFORMANCE INDICATORS:





	This area identifies initiatives senior management has taken to meet the contracting mission.  The leadership vision will be captured in a local business/strategic plan which sets forth goals, objectives, tasks and mission for the organization.  This business plan/strategy should take into consideration the Wings/MAJCOMs and Air Force level goals and objectives. 





	A.  Communication





-  Commander has established programs to ensure personnel at all levels are kept informed of appropriate activities


-  Commander has established programs to partner with/inform customers and obtain feedback


-  Commander is keeping Wing Leadership informed of significant issues.


-  Senior leadership ensures lessons learned on contracting processes are provided throughout organization





	





	B.  Staffing/Personnel Utilization/Organization





		-  Commander takes appropriate actions to fill vacancies


-  Commander takes appropriate action to grade the positions IAW the required work


-  Enlisted positions provide opportunity for supervision and development





	C


.  Business Advice





		-  Commander has established program to provide business adviceThe Contracting Office is proactive and works effectively with customer organizations in planning strategies, providing best practices and advising in acquisition matters.





	D.  Office Management





-  The contracting office is managed effectively;  supervisors hold regular staff meetings, employee is high


- Office working environment is adequate - provides for efficient performance


-  A system is in place for controlling contractor access to the contracting office


-  A secured bid box is available for retention of bids


-  Bulletin/Bid Board is available in a public area for displaying contracting opportunities/solicitation announcements and bid abstracts


  


	E.  Self Inspection





		-  Commander has an active  self-inspection program that extends throughout the organization and detects weaknesses or areas needing attention.


-  Responses to findings address issues, provide appropriate corrective actions and are effective in preventing recurrences





-  Results of the self-inspection are monitored and regularly reviewed to prevent future recurrencesocurrances





	F.  Acquisition Reform Implementation/Training





		-  Commander has an effective AR advocacy program


		-  Effective training on AR is provided to the staffCommander has a training program established on Acquisition Reform


-   Commander has an established plan for expanding the use of AR toolson implementing Acquisition Reform


-  Commander measures use of AR tools





	G.  Policy /Guidance (Contract Review Program)





		-  Commander has a program established to review contracts and improve the quality of contract documents


		-  Metrics are established to review areas needing attention





	HC.  Management Metrics





- Commander has established management metrics on key workload and processes


-  Standard AF metrics are tracked and compared against other bases


-  Metrics are used to improve processesto monitor such things as contract award time, open claims, acquisition planning and other key areas








	ID.  Risk Management





		





	IJE.  Small Business/Socioeconomic Program





	- A Small Business Utilization Specialist is designated/appointed to review 	proposed acquisitions and advocate socioeconomic programs


	-  The Small Business Specialist has an active local outreach program to 	attract and assist small businesses, train staff members and technical 	customer and meet established goals. 





	J.  Competition Advocacy





		- The Commander establishes realistic programs and competition goals.  			A competition plan is used.


		-  Commander fosters n effective competitive environment and has local 			awareness program for technical personnel and wing leadership.


		-  Non-competitive actions are reviewed and approved at appropriate 			level.





	K.  Contracting Officer Appointments





		-  Warrants are effectively distributed in the office to qualified personnel.


		-  Performance of Contracting Officers are reviewed and appropriate 			actions taken.





	L.  Commercial Advocacy


		-  The contracting office serves as an advocate for acquiring commercial 			items/services


		-  The contracting office ensures that requirements are stated in terms of 			functions to be performed or performance required


		-  Acquisition strategy  includes a deliberate and thorough analysis of the 			use of commercial item contracting procedures








	ML.  Contingency Contracting Program





		-  Military personnel are being trained , prepared and equipped to perform 		contingency duties.


		-  Unit participates in competition and exercises at Wing and MAJCOM 			level


		-  Contingency /Deployment kits are available and maintained with current 		information and equipment


		-  Unit leadership is involved in deliberate planning to ensure contracting 			is a recognized participant


		-  Unit level DOCS and SORTS are reported


. 


	N.  Ratifications





		-  The contracting office maintains a central file of ratifications


		-  Ratifications are processed in a timely manner and include a thorough 			analysis of the circumstances of the unauthorized commitment


		-  The contracting office provides proactive awareness training to base 			personnel on contracting authority limitations as well as specialized 			training for individuals involved in each unauthorized commitment





Management Initiatives





-  Commander takes appropriate actions to fill staff vacancies.





-  Commander takes necessary action to grade positions according to the nature and complexity of contract actions.





VI.  PEOPLE - KEY PERFORMANCE INDICATORS:





This section focuses on the components of personnel support and development that are crucial to meeting the Squadron’s contracting mission.





	A.  Acquisition Professional Development Program (APDP).  





-  Have aAll employees in the contracting job series been are given an opportunity to participate in APDP?





-   How familiar are All contracting personnel are familiar with the program and its requirementsimplementation and use?








--  How often are Ccareer assessments (Individual Development Plans) are conducted between supervisors and employees


-  People have the proper APDP level for their jobs?








BD.    Awards Program.





-  The Ssquadron recognizes outstanding contributors and submits award recommendations for deserving personnel.


-  Award winners are recognized within the organization as well as at the Wing level (i.e., parking spaces, award ceremonies).





	-  Where is it located in organization? 


	


-  What is activity?





CE.  Freedom of Information Officer	C.  Freedom of Information Officer.


  


-  Is there Aan installation freedom of information officer? is appointed or assigned





-  Have there been any problems processing requests under FOIA requests are processed timely?





DF.  Legal Counsel.  





-  Sufficient legal How many personnel on the legal staff are staff is dedicated to contracting issues?





-  Appropriate number and typesDoes it appear that more or fewer types of actions should being submitted for legal review, or should different dollar thresholds are appropriatebe used?





EG. Training/Professional Development





	-  Performance feedback is provided to employees by supervisors.


-  Position descriptions current and properly describe critical elements of work.


- People are afforded ample opportunity after OJT, job rotation, specialized training and in-house training.  Appropriate records are kept.


-   Performance appraisals/OPRs/EPRs are completed in a timely manner


 Fee Determination Officials.





FH.  Training Needs and Accomplishments/Professional Development.





	-  Are records kept?


�



I.  Self-Inspection Program. 





Are self-inspections held? 


	Are records kept?








VII.  CONTRACTING PROCESSES - KEY PERFORMANCE INDICATORS:





	This section examines the core contracting processes that are used to provide the necessary contracting products.  Abbreviated standards are provided which capture the overall health of individual or specific contracting processes.





	A.  Acquisition Planning Process





-  The contracting office uses acquisition plans to define requirements and establish business strategy


-  Plan acquisitions with sufficient lead time to prevent extensions of existing contracts


-  Appropriate base activities involved in acquisition panels or planning sessions


-  Acquisition plans adequately address all key elements





B.  IMPAC Card Process/Micropurchases


		


- IMPAC Program coordinator is effectively training cardholders, providing effective business advise to using organizations and performing annual reviews of all cardholders  


-  Base is achieving standard of 90% or higher (all requirements less than $2500 except those prohibited by AF IMPAC procedures should be obtained with the IMPAC card)


-  Annual Surveillance of cardholders are conducted and appropriate actions taken when violations are found











.  Acquisition Reform Process





	B.  Guidance Process - Effectiveness of Policy





	CBC.  Acquisition Planning Process





	D.  Simplified Acquisition Processes





		-  Current clauses should be used


		-  Ensure no inappropriate use of PO’s in lieu of IMPAC





	D.  Simplified Acquisition Process





-  The contracting office tracks lead times and takes proactive actions to reduce lead times


		-  Used for Commercial items/services to $5,000,000.


		-  Buyers consider use of best value trade-off methods when appropriate 


		-  Electronic commerce methods are used when practical


-  Acquisitions between $2,500 and $100,000 are being reserved for small business


		-  Documentation supports pricing as fair and reasonable 


		-  Sole source requirements are challenged


-  Blanket Purchase Agreements (BPAs) are appropriately established, reviewed and reported


		





- IMPAC Program coordinator is effectively training cardholders, providing effective business advise to using organizations and performing annual reviews of all cardholders  





-  Base is achieving standard of 90% or higher (all requirements less than $2500 except those prohibited by AF IMPAC procedures should be obtained with the IMPAC card)





D.  Market Research Process





-  Contracting personnel are actively assisting customers in performing necessary market research


-  Extent of market research is reasonable, based on the individual acquisition factors


- The Contracting office is using a full array of techniques (i.e., government/industry contacts, previous market research, formal RFIs, data bases, industry trade shows, etc.) 


-  Research includes non-technical areas (i.e., business practices, terms and conditions, financing, warranty, etc.)





E


C.  /Commercial Item Acquisition Process





-  Commercial Item definition is applied to all requirements and accurate commerciality determinations are made





-  -  FAR Part 12 is used in conjunction with Parts 13, 14 and 15 as required to meet acquisition planning objectives


-  Current Part 12 clauses are used consistent with industry practice and tailored as necessary to meet customer needs


-  Other than fixed price contracts are not written as commercial contracts


Use of commercial procedures (i.e. using FAR Part 12 clauses instead of the other than commercial clauses





-  Use of current clauses





	DE.  Electronic Contracting Process





	EF.  IMPAC Card Process/Micropurchases


		


		-  Using IMPAC in lieu of Purchase Orders





	FG.  NAF Surveillance/Contracting Process





	GH.  Market Research Process





-  Contracting personnel are actively assisting customers in performing necessary market research.





-  Research includes non-technical areas such as terms and conditions, financing, warranty.








		





	HI.  PWS Development Process








	IJ.  Technical Evaluation Process


F.  Contract Pricing Process





-  Contract files provide a clear/concise analysis of fair and reasonable price and adequate documentation exits


-  In the absence of adequate price competition, the contracting office relies on and obtains information other than cost or pricing data; cost or pricing data is obtained only after a determination is made that no exception applies


- Price/Cost analysis techniques are properly applied based on the complexity and unique circumstances of each acquisition


-  Comprehensive technical evaluations support negotiated contracts and modifications





GJ.  Source Selection Process





		- Source selection plans are developed for each formal source selection 





		-  Evaluation standards are clear and support the decision process





-  Solicitations contain adequate instructions to offerors and evaluation criteria





-  Industry involvement is promoted





-  Documentation supports the award decision





-  Debriefings are timely and open communication is facilitated





-  Evaluation factors are limited to a reasonable number based on the nature of the acquisition


	


	


	HJK.  Competition Advocacy Process





		An effective competition advocacy program will ensure that -  Rrealistic plans and goals are established and tracked; 





-  J&As are properly documented, reviewed and signed at the appropriate level; c





- Customers are aware of their responsibilities to create competitive requirements; and that 





-  Ssole source requirements are challenged when unrealistic.





	KL.  K.  Business Clearance Process





- Business Clearances are processssesed in a timely manner and a tracking procedure is in place to correct findings








	LM.  PNM/File Documentation Process


LI.  Construction Contracting Process





	-  Past performance trade-off is used in lieu of IFBs


-  Department of Labor Wage Ddeterminations are incorporated in the solicitation


-  Contracting Office established appropriate cut-off dates to support year end construction program


-  Statutory limitations are monitored 


-  Adequate construction opportunities are afforded to qualified 8-A firms and appropriate documentation supports pricing





JN.  SABER Ordering Process





	-  SABER orders comply with established limitations and scope of contract


	-  Documentation supports pricing


- SABER contract is awarded to support the installation construction program 





KO


	MN.  Contract Pricing Process





	NO.  Social Support Process (SB)





	.  Incentive Contracting Process





-  Contracting Office considers the use of incentive contracts during acquisition planning


-  An adequate ward fee plan is in place


-Processes are in place to adequately support the Award Fee Plan


-  The FDO is at the proper level and receives adequate input from thte  award fee board


OP.  Source Selection Process





		-  Both the Government and Industry understand clearly the requirement


-Very few evaluation notices (en) issued.  (Don’t assume if many en’s issued indicate poor requirements)


-Many RFP amendments changing/clarifying the requirements indicate lack of defining the requirements


-If award time is less than 120 days from issuance of RFP to contract award, indicates clear understanding of the requirements


-Many protests based on lack of clarity of requirements or many sustained protests


-  Evaluation Factors/Subfactors 


	-No more than five subfactors


Existence of more subfactors indicate lack of focus on significant discriminators








	LPPQ.  Outsourcing/Privatization Process


		


-  Contracting Office is actively involved in the Wing’s outsourcing program.  


-  Provides business advise, leads acquisition planning.  Accomplishes A-76 actions within the statutory milestones





	QR.  FOIA Process





	


	MQ.  Service Contracting /QAE Process





		-  Service Contracts are results oriented


		-  Quality assurance plans are established


		-  QAEs are assigned, trained and monitored


		-  FACs are trained


		-  Commanders are briefed annually





NR.  Interagency Agreement Process/Economy Act Purchases





		-  - The Contracting office reviews, provides business advice and  maintains a file of all Economy Act Determination and Findings (D&Fs)


		-  Review of Finance MIPRs indicates that organizations are processing Economy Act purchases








OS.  Advisory & Assistance Service Contracting Process











T.  NAF Surveillance/Contracting Process





	-  Contracting office is performing an annual review of the NAF program


- Contracting office provides business advice to the NAF office as required





P.  Utilities Contracting Process





-  Adequate expertise exists in the contracting office to handle utilities requirements


-  The contracting office is staying abreast of current utility and cable television policy











URS.  Year-End Buying Process


I





	ST.  Interagency Agreement Process





	TU.  Advisory & Assistance Service Contracting Process





		


	VUV.  Contingency Contracting Process





	VW.  .  Ratification Process





	WX.  Technology Exploitation Process





Systems Management





	-  BCAS hours up vs. hours down


	-  Buyers are able to effectively use BCAS


	-  System Administrator trained  and managing issues





Automation Equipment


	


-  Office is preparing for SPS





-  Base SC is preparing for infrastructure needed by Contracting to support EC





E-mail/Internet





	-  Office -wide access to e-mail/Internet


	-  Adequate infrastructure in place to support office needs





Innovative Aautomation Initiatives





Use of Home Page Information





Document Generation Subsystem





	-  Specialists are using MADES - not an “off-line” system


	-  MADES II should be up to date and releases loaded


	-  Training is conductyed on MADES updates








	





QWXY.  Contract Administration Processes








	


		- Contracting office performs post award orientation conferences


- Contracting office establishes partnering relationship between the contracting office and industry


-  Contracting office evaluates contractor performance and maintains past performance evaluation records


- Labor requirements are enforced, including construction labor standards and service contract annual wage determinations


		-  Modifications are processed timely with proper documentation


		-  Construction/services are inspected and accepted


		-  Payments are processed timely


		-  Contract provisions are monitored and enforced


- Customer/contractor inquiries are answered promptly and actions are documented


		-  Performance schedules are enforced


		-  Contract close-out is handled in a timely manner





XAAY.  JWOD/NIB-NISH Contracting ProcessProces


s

















VIII.  SERVICES - KEY PERFORMANCE INDICATORS











Thise section addresses the activities and initiatives of the Squadron that focus on customer assistance, training, mission support and customer satisfaction.





A.  Customer Satisfaction/Customer Support.





-  Are cCuustomers are generally satisfied with the support and assistance of the contracting office?





-      There are Are there annoty recurring issues or problems that were addressed by more than one customer?





B.  Warfighter Support - Contingency Mission Support





-  Contracting office supports contingency missions and participates in Wing/MAJCOM and AF training exercises





C.  Civil Engineering Support - SABER





CD.  Customer Training.





	-  Contracting office has a proactive customer training program


- Training focuses on Acquisition Reform and specific areas needing attention - as identified by the contracting office





IX.  OFFICE AUTOMATION/USE OF INFORMATION TECHNOLOGY





		This section focuses on the effective use of IT resources in the Contracting Office.





A.  Systems Management





- Systems management provides the office with effective training, computer reports, automation support


-  System availability is adequate


-   Buyers are able to effectively use BCAS/SPS


-  System Administrator is trained and proactively manages issues





B.  Automation Equipment





-  Office is preparing for SPS/after implementation, the office has demonstrated capabilities in place to operate and support SPS


-  Base SC is providing adequate support for Contracting


-  A contingency plan is in place


-  Office-wide access to e-mail/Internet is available


-  Adequate infrastructure is in place to support office needs with plans to upgrade equipment in future years





C.  Innovative Automation Initiatives





-  Capabilities are in place to support construction/services over the Internet


-  Home Page Information is regularly used





DC.  Document Generation Subsystem





-  Specialists are using MADES - not an “off-line” system


-  MADES II should be up to date and releases loaded


-  Training is conducted on MADES updates
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