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INTRODUCTION

1.  The purpose of this guide is to familiarize AETC contracting personnel with the terms, procedures, and techniques of Air Force Source Selection Median or Agency Procedures.

2.  It must be stressed that this is to be used only as a guide, not as policy or a stand-alone textbook.  You must read and understand the Source Selection Procedures and AFFARS 5315.3 and use the guide for helpful hints and for jogging your memory.  The guide does not replace or supersede regulatory guidance and if there is a conflict, the regulation(s) govern.

3.  We wish to extend many thanks to Rita Sampson for her first edition published in 1994.  This update includes FAR Part 15 changes and the new AF Source Selection procedures as of 12 February 1999.  Exhibits are no longer included.

HQ AETC/LGCQ

Randolph AFB TX

June 1999
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WHAT IS A TRADEOFF SOURCE SELECTION?

1.  Tradeoff source selection is one method of value based contracting.  It is a negotiation method which allows assessment of technical, cost, and past performance in order to award a contract to the offeror whose proposal is the most advantageous to the government.  It involves the evaluation and analysis of proposals, justifying the significance and value of technical and cost tradeoffs to obtain the best overall value to the government.

WHEN SHOULD YOU USE TRADEOFF SOURCE SELECTION?
2.  The idea behind tradeoff source selection is that the government can pick the best contractor for the job, whose cost is affordable, and award doesn't have to go to the lowest priced offer.  Since proposals are evaluated, the government may ask offerors to explain during negotiations exactly how they will do the job, how many people they will use, how they will organize the workforce, how they assure quality work, how they solve problems, what they pay their employees, what equipment and materials they will use, etc.

3.  Even though tradeoffs are the most suitable method for best value decisions, they do require significant investments of time and human resources for both your customer and the contracting office.  Its use is appropriate when technical considerations are of paramount importance.  The advantages likely to result from a tradeoff decision should be compared to the costs of conducting this type of source selection prior to deciding upon an acquisition strategy.

4. Never use source selection primarily to make contractor responsibility determinations.  Prior experience, financial capability, personnel experience are all responsibility factors and while technical proposals may contain this information, these alone are not legitimate technical factors.

5.  Oftentimes a customer who thinks source selection is a good idea (when sealed bidding might be better) will have second thoughts after the contracting officer explains how much time and how many technical people are required to accomplish it.

The pros and the cons

6.  Advantages of source selection:


- Award can be based on other than lowest price


- Customer can evaluate offerors’ policies, procedures, methods, manning


- Air Force management may participate in contractor selection by acting as Source Selection Authority


- Customer, the actual recipient of goods and services, plays a major role in deciding who gets contract award


- Can result in higher quality contracts and contractors

7.  Disadvantages of source selection:


- Source selection takes considerably more time than sealed bidding or normal competitive negotiations


- Customer must devote several personnel to the technical evaluation team for extended periods of time


- Contracting office must devote more time and personnel than other acquisition methods


- May result in higher cost contracts

ACQUISITION STRATEGY PANEL

1.  Acquisition Strategy Panel (ASP) is a planning meeting with all the functional experts, legal, and finance to discuss all the options and strategies available, document your plans, make minutes of the meeting for the official contract file, and to give all involved parties suspenses on their input.  An ASP is required on median and agency source selections, all OMB A-76 cost studies, and any complex programs.  If there is even a possibility that a requirement will be done as a source selection, it is wise to convene an ASP.

2.  The sooner you have an ASP, the more time you will have to fix all the things which come up that you didn't think about but should have.  Six months before the release of the RFP is not too soon.

3.  Your contracting squadron commander will probably chair the ASP.  If this is a recompetition there should be plenty of anecdotes available about how, if the previous acquisition was handled differently, certain situations could have been avoided, money savvy, statement of work written better, contact type more appropriate, etc.  All of these lessons learned are invaluable at an ASP and should be used to help with strategy.

Getting high level interest

4.  Having the ASP chairman involved early on in the acquisition process pays off by making them feel they have some stake in helping you out if you run into trouble later on.  Since your top management will be involved from the birth of the project, they will be as anxious as you for the effort to succeed.

Who's in charge?

5.  Since the contracting officer has the ultimate responsibility for the acquisition, the contracting officer makes the final decision on contract type, set aside, inclusion of award/incentive fees, whether or not to do source selection, etc.  This does not always sit well with your management or customer, so be sensitive to this when explaining that although the ASP is a great source of information and invaluable to planning, IT IS ADVISORY IN NATURE.

6.  There are good (as well as regulatory) reasons for making the contracting officer the final authority for contract strategy.  The contracting officer signs the contract.  That single act makes the contracting officer legally responsible for answering protests, congressional inquiries, small business challenges, IG and Air Force audit inquiries, and lawsuits as well as irate contractor's phone calls, or any other complaints.

What kind of planning documents and who gets them

7.  As far in advance of the ASP as possible, send a letter to the participants and include at least the following:


- Copy of AFFARS 5307.104-91, Acquisition Strategy Panels (as supplemented)


- Copy of previous contract (or, minimally, the Statement of Work)


- Milestones


- Copy of AFFARS 5315.3 and Air Force Source Selection Procedures


- Procurement integrity information


- Copy of AETC Guide to Best Practices for Technical Evaluators


(Source Selection)

In the beginning...

8.  Never go into an ASP without an idea of what you would like to do.  Some decisions are cut and dried, but others aren't.  If you know an issue will be controversial, be prepared by having the facts and your arguments lined up, complete with regulation cites.  Do not, however, blind-side the participants.  Let them know beforehand that you will be discussing an issue so they may also come prepared.  If possible, send a draft agenda out with the invitation to the ASP.

9.  Officially, all the decisions made about the acquisition are open for discussion, but at least come prepared to address:


- Past performance history of the program


- Project risks


- Who will be responsible for contract administration


- Small business potential


- Contract type and method


- Pros and cons of incentive and award fees

Working group meetings
10.  It's always a good idea to have working group meetings in advance of a formal ASP so that the actual meeting won't be so lengthy.  This advance meeting should be restricted to the lowest working level folks, the pricer, the buyer and the contracting officer.  Some of the issues you could work out in advance are:

- How and when customer will have the AF Form 9, the SOW, the technical exhibits, the Source Selection Plan, etc.

- When customer will provide the required information required for submission of SF-98 so wage determinations may be received timely


- Who will be the SSA, technical team chief, team members, etc.


- Where and when will money be available?


- Does the previous SOW/PWS need to be rewritten?


- Will data requirements (DIDS) be added?


- Does award fee feature need to be added or removed?


- Does incentive fee feature need to be added or removed?

11.  You don't necessarily have to solve all the problems or tie up each loose end, but you can at least have a plan on who is working what problems and when they will be resolved.  These advance meetings can really pay off later, so you are encouraged to try this.

Who gets invited?

12.  Usually the Administrative Contracting Officer, Procuring Contracting Officer, functional area experts, JAG, Deputy for Small Business, Financial Management, Contract Committee, price analysts, quality assurance evaluators are invited to an ASP.  If you have ancillary or collateral customers, they may also need to be involved.  If this is a cost study, invite manpower.  Sometimes the budget people don't think ASPs are important, but they are really important when it comes to discussing obligation of award fees, quarterly funding, etc.  Everyone should get a written invitation and should RSVP.

How formal is this?

13.  How formal an ASP is depends on who is attending.  Use your best judgment, but if a general officer is chairing the meeting, it's probably going to be more formal than if your local support group vice commander is the senior attendee.  Also, if there are adversarial or tense relationships among any of the participants, it's advisable to have a more formal atmosphere. 

14.  If the ASP is to be formal, it is vital that you get together with any briefers and have them run through their slides, etc. so things will go smoothly for the real thing.  The contracting officer must arrange for the room, the overhead projector, make seating arrangements, provide placecards, refreshments, reserve parking for VIPs, etc.

The inevitable problems...
15.  It's important not to allow logjams or to get too bogged down on one issue.  The discussion should keep moving.  It's better to table a discussion or have a side meeting later than to keep everyone bored and irritated for hours on end.

16.  In a room full of people, you will never get anyone to commit to an answer on a controversial issue.  No one person should be allowed to dominate a discussion in which you need all participants views.  If conditions become too chaotic, it's better to adjourn the meeting and reconvene when cooler heads prevail.

For the record...
17.  No acquisition has ever suffered because the records were kept in too much detail.  It is very important that everyone understand and that the meeting minutes reflect how certain decisions were arrived at, i.e., why was an award fee added, why is this a firm fixed price contract instead of fixed price with incentive fee, why isn't this a small, disadvantaged business set-aside, etc.  Do not just record that a decision was made, document HOW the decision came about.  If someone asks you next year why the acquisition was set aside for small, disadvantaged businesses, how would you explain it?

18.  The minutes should contain action items, who has the responsibility on them, when information or documents are due, who they go to, and drop dead dates which might torpedo the entire project.

19.  Make sure no one leaves the room without understanding what they need to do and what suspenses they have.  Stress to participants that if they miss the due dates, they may delay the acquisition, force others to make up for the time they lost and possibly cause a slip in the contract start date.

CONTRACTING SQUADRON COMMANDER’S ROLE

IN SOURCE SELECTIONS
1.  The contracting squadron commander plays a crucial role in the source selection process.  Briefing the Support Group or Logistics Group Commander and the SSA on the upcoming source selection and their part in that process is critical.  The significance the commander places on a project has a tremendous impact on how the rest of the source selection evaluation team perceives their role.

2.  Together with the contracting officer, it’s the commander’s job to impress upon the SSA and the customer, the importance of devoting the time and effort necessary to make a source selection successful and, to the best of their ability, assure selection of the contractor who will provide the level of service your base requires.  The commander’s continued support is also helpful to the contracting officer in maintaining the momentum, enthusiasm, and intensity of effort necessary to achieve a successful source selection.

3.  The contracting officer and the commander have the ultimate responsibility for the contracts at each base.  As part of each contracting squadron’s quality process, procedures should be put into place to assure that solicitations and requests for business and contract clearance submitted to HQ AETC have all the required documentation and that the documentation is correct.  Although honest mistakes and omissions occasionally occur, the contract analyst on the Committee should not be the first person outside the technical team reading the technical evaluations to validate that all deficiencies have been addressed to the offerors and the language in the narratives supports the color code assigned.

PRESOLICITATION ACTIVITIES

1.  There are several items you will need before you can release the RFP:


- Delegation of Source Selection Authority (blanket or individual)

- Statement of Work with all applicable technical exhibits, DIDS, drawings, etc.


- Source Selection Plan


- Evaluation Factors/Baselines (standards)


- Award Fee Plan (if applicable)


- Wage determinations (if applicable)


- AF Form 9 (funded is preferable, but planning PR is absolute minimum required)

Delegation of Source Selection Authority

2.  If your source selection is over $10 million, AETC/CC is the Source Selection Authority.  This has been delegated to Wing Commanders with the power of redelegation except for AETC CONS source selections. AETC CONS may obtain a delegation by sending a written request to AETC/LGCQ.  The request should include:


- Full name and rank (or grade) of proposed SSA

- Position title of proposed SSA

- Reason that person is the best choice for SSA


- Brief synopsis of the requirement


- Estimated dollar value of basic and option years

This letter must be made a part of your original contract file.

Statement of Work

3.  Probably the single most common reason for a delay in release of the RFP is receipt of the SOW from your customer.  You must make your customer understand that the SOW:


- is the most important document in the entire acquisition process.


- is the focal point of all performance specifications, requirements, and evaluations and serves as the basic foundation for the entire contract.


- must be clear, concise, and free of any ambiguities to insure there are no misunderstanding.


- must describe the government's minimum needs regarding essential and technical requirements for items, materials or services, including the standards used to determine whether the requirements have been met.


- describes the government's desires - the contractor's don't know if we don't tell them!

4.  The format for SOW's is described in AFI 63-124, Performance-Based Service Contracts.  This regulation incorporates many of the acquisition reform initiatives and stress defining requirements in terms of desired outcomes. 

Reviewing the Work Statement

5.  When you receive the SOW from your customer, review it carefully.  Even if you aren't a functional area expert, you can tell if things don't make sense.  Some of the things you should check for:


- Paragraph and page numbering, misspelled words


- Acronyms must be spelled out the first time they are used


- SOW requirements should not conflict with other terms and conditions (especially look for statements requiring contractor to get permission from or provide something to someone other than the contracting officer)


- Is it clear what the government will and will not provide?  (Some of the most common problem areas are who provides office space, telephones and hookups, computers and assorted IT support items, utilities, administrative supplies, etc.)


- Are there hidden acquisition items?  For example, statements that the government will purchase computer software and hardware when the contract is to have a testing lab analyze soil samples?  The government should not provide equipment, supplies, and materials to a firm when they should already own such items if they are in that line of work!  There are some exceptions, such as when the government owns the rights to special software which a contractor would have to use to perform the job.


- Are all technical exhibits referred to in the SOW attached?


- If workload data is provided, does it include estimates for basic plus all option years?


- If this is the first time service is to be provided, is there historical data included?
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SOURCE SELECTION PLAN

1.  A good Source Selection Plan (SSP) is critical.  It sets forth how the acquisition will be conducted, how the proposals will be evaluated and how the contractor considered to be of best overall value to the government will be selected.  THE RFP MAY NOT BE ISSUED UNTIL THE SSP IS SIGNED BY THE SSA.  Since the evaluation criteria contained in the SSP are set forth word for word in the RFP, obviously it needs to be provided in advance of the issuance date.

2.  The development of the SSP is a joint effort between contracting and the customer and should be started not later than immediately after the ASP.  Make sure your customer has a copy of AFFARS 5315.3 and AF Source Selection Procedures.  The technical evaluation criteria must be formulated by the customer and should consist of those factors considered to be the best indicators of successful performance.

3.  Air Force Source Selection Procedures limit the number of factors and subfactors.

Only one technical factor is permitted, Mission Capability.  AETC/LG standard factors for transportation, supply, fuels and aircraft maintenance are attached.  Standard factors for civil engineering are being developed.

4.  In rare instances, on agency source selections, subfactors may be broken down further by assigning elements. Remind your technical team that they must provide a written narrative evaluation for each element, subfactor and factor for every proposal received.  Too many subdivisions can cause severe writer's cramp.  Urge SSP writers to keep the number of criteria small and manageable.  Note: Maximum number of subfactors for Mission Capability is six.

5.  The SSP must state the importance of each evaluation factor.  Factors may be in descending order of importance, they may all be of equal importance, or some factors may be equal and some more important.  For example, "Factor 1 is significantly more important than factor 2, 3, and 4.  Factor 2, 3 and 4 are then in descending order of importance."  Or, "Factors 1 and 2 are in descending order of importance, with factors 3 and 4 being less important than 1 and 2, but of equal importance to one another."  Whatever the arrangement, it must be made clear to offerors what value to government is assigning to each factor.

Before the SSA signs...
6.  Send the draft SSP to your AETC/LGCQ analyst for review before you send it to the SSA for signature.  If there are any comments or corrections required, it's better to do them now than to have to modify the SSP later.  If something changes after the SSA approves the original SSP, modifications may be done with a letter (with replacement pages if changes are extensive or numerous) or any other method so long as the SSA's signature is obtained before the changes are incorporated into the RFP.

7.  Remember that the descriptions of the color and risk ratings must exactly match the language published in AFFARS 5315.3 and AF Source Selection Procedures - no creative license allowed!

DEVELOPING EVALUATION BASELINES (STANDARDS)

1.  The evaluation baseline is what the technical evaluation team uses to perform evaluations so that each proposal is fairly compared to a uniform standard.  This helps to make sure that each offeror’s solution is compared to the same baseline to determine the value that solution offers the government.  While it is human nature for technical team members to compare proposals to each other, this is not allowed.  EACH OFFER IS COMPARED AGAINST THE BASELINE, NOT AGAINST THE OTHER OFFERS.

2.  Evaluation baselines are established by the technical team (the technical team chief should head the effort) and this is much easier to do concurrently with the development of the technical evaluation criteria.  The evaluation baselines must be approved by the SSA BEFORE THE RFP IS RELEASED.

3.  The baselines are combined with the subfactors so they must be consistent with and flow from the evaluation criteria.  Baselines should be prepared for the lowest level subdivision within each specific evaluation criteria in the SSP.  What that means is, if the SSP contains factors, subfactors and elements, baselines must be prepared all the way down to the element level.

4.  Evaluation baselines must indicate the minimum performance or compliance acceptable to enable an offeror to meet the requirement of the solicitation.  Baselines may be quantitative or qualitative.  See the attached AETC/LG standard evaluation factors. 

5.  When the contracting officer reviews technical evaluation ratings and narratives, they must correspond exactly with the approved baselines.

AWARD FEE PLANS
1.  An award fee contract is a type of incentive contract.  Usually, the contract will be firm fixed price except that an additional pool of money is set aside for the contractor to earn during the contract performance period if the performance is better than satisfactory.  Award fee contracts are designed to motivate contractors to improve the quality of their service and to allow the government to more closely monitor the contractor’s technical and managerial performance.

2.  Differences between simple firm-fixed price and fixed price with award fee:



FFP:





FPAF:

- Motivation by contractors

- Motivation by  contractors


    to cut costs



    to satisfy customer


- Low local command involvement
- High local command involvement


- Interpreting the letter of the

- Interpreting the spirit of the


    contract




    contract

3.  Contracting officers should consider that award fee incentives may be appropriate for:


- High visibility or mission essential services


- High dollar value services (over $1,000,000 annually)


- Contract services which historically have had performance problems

4.  An award fee on a contract may help assure more commander participation, the contractor should be more customer oriented, and the base should receive better service.  However, award fee contracts are not a cure-all for the problems associated with getting quality service from a contractor because there is no guarantee that the award fee will motivate the contractor.  An award fee should not be used just for the sake of it, because there is a huge increase in the administrative effort required to administer the contract.  Commanders are especially tasked with additional efforts in the performance evaluation boards, meetings, and fee determining requirements.

5.  If an award fee plan is to be included in the RFP, the contract file must contain an analysis which weights the administrative effort or costs against the anticipated benefits to be achieved through the use of the award fee contract.  This is required by DFARS 216.470(5) and is important because if the potential effort or costs versus anticipated benefits are not analyzed, the government can unnecessarily adopt a more expensive contracting method.  The analysis should also support the award fee pool rationale, i.e., how did the government come up with the amount of the award fee pool?

6.  It is important to note that writing the award fee plan is the customer’s responsibility. Although contracting officers should work with their customers to this end, ultimately only the customer can decide on the members of performance evaluation board, fee determining official, what the evaluation criteria are, determining the award frequency and amount, etc.

7.  An award fee plan must be completed before release of the RFP.  It should be signed by the chairperson of the performance evaluation board and approved by the fee determining official.  The award fee plan is not made a part of the contract but is an attachment to the RFP.

8.  Award fee criteria can be either objective or subjective or a combination of the two.  Subjective is the recommended method.  If you only remember one thing when reviewing an award fee plan, it should be:
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        NO AWARD FEE IS GIVEN FOR SATISFACTORY PERFORMANCE!
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After all, we are paying for satisfactory performance and it is very least the government expects.  Performance over-and-above a satisfactory level may result in award fee, satisfactory performance results in getting paid the regular contract price.

9.  For more information on award fee contract, see “Base-Level Award Fee Guide”, 

AFLMA Project No. LC850705 dated Feb 88.  For copies call AFLMA/LGC,

DSN 446-4085 or check the Internet at http://www.il.hq.af.mil/aflma/lgc/lgccomp.shtml.

WAGE DETERMINATIONS
1.  One of the more distressing and preventable problems on service contracts happens when the contracting officer forgets to get a wage determination (WD) which can be added to the RFP.  Although you may certainly issue an RFP and add the wage determination later by amendment, it’s much better to have a current WD in the original RFP.

2.  Your customer must provide you with the following information so you can obtain effective WDs direct from the on-line subscription service:

- All classes of service employees to be used

-- The exact title shown in DOL’s Service Contract Act Directory of     Occupations”

-- If a job is not found on the list, a SF 98 and SF 98A must be prepared 

and submitted


     
-- If a wage determination is to be based on a collective bargaining 



agreement, use the exact title in the agreement (and attach a copy 



of the agreement) to the SF 98


- The estimated number of employees in each class


- The rate that each class would be paid if the person worked for the government

                along with the applicable GS or WG rating

3.  When completing the SF 98, be sure to complete the following:

a.  Block 5, “Place of Performance” on the SF-98 is often incomplete and this will usually guarantee that DOL will either send it back or take longer than you have to get you the wage determination.  You must spell out the name of the base (or other place of performance) and the city, county, and state in which it is located.  The county is important because individual wage determinations are often issued for different counties in the same state.

b.  Another common problem occurs when “VARIOUS LOCATIONS” is used in block 5.  Because DOL files WD’s by state, city, and county, this term renders your request useless.  At the very least, attach a list of the places of performance; better yet, submit a separate SF 98 and SF-98A for each place of performance.  Yes, every single, known place of performance!

4  If you need to submit a SF 98, you are strongly advised to call your regional Air Force labor advisor not later than the 90 day time limit DOL has to issue WD’s.  Better yet, start calling a little sooner.  Keep detailed records of your contact with them and request their assistance as often as you need to get timely wage decisions.  That’s what they’re there for-use your labor liaison!

5.  See FAR 22.10, as supplemented, for further information about wage determinations for service contracts.

FUNDING DOCUMENTS

1.  Funding must be available to cover the basic contract period for a firm-fixed price contract.  For indefinite quantity type contracts, funds must be available for the minimum amount.  If a contract has an award fee feature, funds must be committed under a contingent liability for the total amount but may be obligated for each award fee period (usually one quarter).  If there is a separate CLIN for a mobilization period this fiscal year but full contract performance starts next year, current year certified funds must be obtained for the mobilization period.
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2.  It’s always preferable to have a funded PR, but at the very least your customer must provide a planning PR which shows that the funds have been set aside and budgeted for by FM.  If the contracting officer hasn’t already received it, the PR should be provided by the customer immediately following the ASP, but not later than receipt of the PWS.

3.  The PR must be safeguarded to prevent potential offerors from using the cost estimate as a baseline for their cost proposals.  It should be marked “FOR OFFICIAL USE ONLY”.

SOLICITATION PREPARATION

1.  There are 3 critical parts of the RFP which require input from the customer:  Section B, Supplies or Services and Prices/Costs; Section L, Instructions, Conditions, and Notices to Offerors or Respondents; and Section M, Evaluation Factors for Award.

2.  Section B must make it clear to offerors how to present their price to us, how we will pay and what the frequency of payment will be.  On indefinite quantity contracts, this section should make it clear what the minimum and maximum amounts will be.  Minimum and maximum quantities or dollar amounts may be stated on individual CLINs, however, more flexibility will be maintained by making minimums and maximums lump sum dollar amounts to be spent in the basic contract period or in each option year or over the life of the contract.

3.  When numbering CLINs, use 0001, 0002, 0003, etc. in the basic contract year.  The first option year CLINs should be numbered 1001, 1002, 1003; the second option year, 2001, 2002, 2003, etc. and so on for the remaining options.

4.  Section L should have a section that tells offerors in which format they should submit cost and technical proposals and past performance information.  For example, you may specify that proposals should contain a table of contents, dividers separating chapters and sections within each volume, maximum number of pages in the technical proposal (do not impose page limits on cost proposals), how pages should be numbered, type size and pitch, whether double or 1 1/2 spaced text should be used, size of margins on all sides, etc.

5.  Cost Proposal format:


a.  Be sure you are specific about the information to be provided in the cost proposal.  On a source selection for a cost reimbursement or fixed price incentive fee contract, it is not enough to have offerors fill out the Section B schedule of prices.  You probably want to ask for a summary breakdown of costs to include direct labor hours and rates, labor overhead, material costs, subcontractor costs, G&A, profit, number of personnel or man-year requirements for each job classification, average operating capital to be used for the performance of the resultant contract.  It helps to have the costs detailed by functions and cost elements which can be related to the various segments of the technical proposal.  CAUTION:  Do not obtain this amount of detailed cost information on a firm fixed price contract without AETC/LGCQ coordination and  SAF/AQC approval.


b.  AETC/LGCQ can assist you in coming up with a cost proposal matrix specific to your acquisition so that offerors may present their costs in exactly the same format.  The matrix can be added in Section L or added as an attachment to the RFP.  Be sure the technical team reviews the matrix so the two parts of the proposal are consistent and can be effectively integrated.


c.  Remind offeror’s that subcontractor costs must be as detailed as the prime’s and must be included with the prime’s cost proposal submission.


d.  Consider using a cost model to speed up evaluation of cost proposals and help contractors spot errors in their computations.

6.  Section M is a critical section of the RFP and must state the relative importance of

past performance, technical criteria and price or cost.  Technical criteria may be considered in descending order of importance, of equal importance, or some may be equal and others less important, depending on the customer’s desire.  Price or cost is a mandatory evaluation  criteria, but no color rating is assigned to it. The RFP must state whether all evaluation factors other than cost or price when combined are significantly more important than cost or price, approximately equal to cost or price or significantly less important than cost or price.  

7.  The technical evaluation factors for award must be stated in Section M, word for word, as they are in the approved SSP.  Protests lodged on source selections invariably accuse the government of not following the evaluation criteria stated in Section M, so it is vital that the technical team follow these criteria exactly, without deviation.  When the contracting officer reviews the technical ratings and narratives, this is the section to use as a “sanity check” on whether the technical team has performed the evaluation properly.

8.  Section M must clearly state how the color and risk ratings will apply, how the price or cost proposal will be evaluated (for example, realism or reasonableness) and what standards apply to the mission capability subfactors.  Section M should have a separate paragraph to specifically address the basis for award.

9.  An executive summary page should be placed on the face of the RFP.  It should describe and highlight the important aspects of the solicitation:


- The acquisition is being conducted in accordance with AFFARS 15.3 and AF Source Selection Procedures.


- Brief description of what is being acquired


- Small business potential of the acquisition


- Anticipated period of source selection


- Warn potential offerors that contacts regarding or briefings concerning the acquisition by participating offerors or subcontractors are prohibited


- Source Selection Authority is the only person with authority to release information regarding an ongoing source selection


- Name, title, address, telephone number of the contracting officer

WHAT TO DO WHEN THE PROPOSALS GET HERE

1.  The proposals have arrived.  Now what do you do? 


a.  Take all the boxes the proposals  came in to the source selection room.  You must be able to lock the room and it should be in the contracting office.


b.  Open only one box at a time and count the number of copies of each technical and cost volume.  Did the offeror provide enough copies?  If not, call him immediately and give him a day to get the remaining copies to you.  This doesn’t mean an offeror submitting an incomplete proposal gets more time!


c.  Set aside the original technical and cost proposal for the official contract file.  Set aside the remaining cost proposal volumes for the price analyst.  Set aside the remaining technical proposals for the technical team.


d.  Once you have unpacked all the proposals, take the originals of each proposal to the contracting officer’s work area and secure them.  Deliver the cost proposal copies to the price anlayst with a request for evaluation.  Leave the technical proposals in the room for the technical team.

2.  The room you provide for the technical evaluation team to work in should be close enough to your office so that you may have daily contact with each other.  Under no circumstance should a contracting officer simply give an orientation briefing to the technical team and then disappear until they are finished.  This is the NUMBER ONE reason for you having to get your technical team back together to rewrite their evaluations!  You, the contracting officer, are responsible to make sure the technical team is properly documenting their evaluations.  The sooner you correct a problem in your technical team’s methods, the easier it will be to keep on schedule.

3.  You should give the technical evaluation team an orientation briefing.  Important things to get across to your team:


a.  The dates they will be expected to work on the source selection, including when they have to come back to review revised proposals, final proposal revisions, to write the PAR and/or prepare the briefing charts and to debrief.


b.  Remind them they should have already reviewed the RFP, the SSP, the evaluation standards and that they should refer to them all during their evaluations.


c.  Obtain signed integrity and conflict of interest certifications, if you haven’t already.


d.  All information is source selection sensitive and they may not discuss it outside the room.  Emphasize that the number of offerors and their names is source selection sensitive and they may not at any time speak directly to any of the offerors.

e.  The names of the technical team members are source selection sensitive.

f.  Source selection evaluation is a full time job.  Their presence on this team means they will devote a full 8 hours a day, 5 (or more days) a week to technical evaluations until they are finished.  They may not do their “real” jobs and source selection evaluations at the same time.

4.  The team may accomplish their technical evaluations and evaluation notices (ENs) in longhand or they may type them.  Encourage them to bring laptops or other computer support of their own (assuming you can’t provide them).  If computers are used to accomplish the evaluations, make sure the team knows that information downloaded to disks cannot be removed from the source selection room.  The contracting officer should attempt to provide as much administrative and clerical support as possible, BUT if none is available, make sure the team knows it so they have the chance to bring their own supplies.  The contracting officer must provide evaluation forms to the technical team.  The team may generate their own forms if the information required by AF Source Selection Procedures is included.

TECHNICAL & COST EVALUATIONS & ENs

1.  While it is the technical evaluation team chief’s responsibility to keep the technical team on track, the entire acquisition is the contracting officer’s responsibility.  It is recommended that you spend the first few days in constant contact with the technical team.  Also, keep in touch with the price analyst.  Your close relationship with the technical team chief and price analyst will make or break a source selection.  It is also recommended that the technical team and price analyst meet after the initial and revised proposals are received to be sure they are taking a consistent approach and that their evaluations can be effectively integrated.  Make sure you have a “meeting of the minds” on philosophy, procedures, and methods the team will use to document the evaluation.

2.  The first few days, the contracting officer should read every word of the technical evaluations and the ENs.  Things you should look for:


a.   Make sure that each subfactor is addressed and described.


b.  Make sure each baseline (standard) for each subfactor is addressed.


c.  Make certain that the team doesn’t evaluate anything that isn’t stated in the RFP.


d. Advise the team to write up an EN as soon as they become aware there is a deficiency or something requiring clarification.  Do not wait until after you’ve written the evaluation or you will forget!


e.  Make sure that an EN is written every time a deficiency is mentioned in the evaluation and that it is identified as a deficiency.
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f.  Make sure the team isn’t comparing the proposals to each other.  Right now, they only compare each proposal against the RFP and the evaluation baseline.


g.  When a strength, weakness, or deficiency is found in one offer, check all the other offers for the same strength, weakness, or deficiency and document it in the evaluation.

3.  The way a technical team goes about writing the technical evaluations is normally determined by the technical team chief.    Generally, a team goes through the following steps:


a.  Read the RFP, SOW, SSP, and the evaluation baseline (standards).


b.  Read a section of the first offeror’s proposal (although some read through the entire proposal first).


c.  Begin the evaluation with the evaluation baselines on the desk in view of the evaluator.  Continue through all factors, subfactors and elements.


d.  Start evaluating the next offeror’s proposal.  Continue until each offer has been evaluated.

The AETC Guide to Best Practices for Technical Evaluators (Source Selection) is a good tool to use when training the technical team.  Check the AETC Contracting Homepage for this publication or call LGCQ.

4.  Generally, each evaluator will have his or her own copy of the each offeror’s technical proposal.  As they go through each volume of each proposal, they will make notes on the strengths, weaknesses, deficiencies, and unclear information in that proposal.  The evaluator should be pretty picky during this first review of the proposal.  Several seemly minor complaints may begin to show a trend and when combined may show a definite weakness in the some aspect of the proposal.

5.  Each portion of a proposal must be evaluated against the approved evaluation baselines.  The baseline must remain constant for each proposal to prevent the possibility of comparing one proposal to another. 

6.  A proposal must meet the minimum baseline.  If this is done, the offeror should be able to perform the work in an acceptable manner, on time, and within cost.  If any requirement is exceeded in the proposal, and that excess is advantageous to the Air Force, the evaluation of that proposal must include the facts and reasons behind the high color rating given it.  Likewise, any portion of the proposal that does not meet the minimum baseline must be individually evaluated and so recorded in the evaluation.  The evaluator should assess the possiblity of the offeror correcting the problem to allow the proposal to meet the baseline and record in the evaluation how the problem affects manpower or other aspects of work.

7.  The baselines listed in the RFP must be applied to each subfactor.  Strengths and weaknesses should be identified for each subfactor.

8.  When evaluating manpower, remember that each offeror may look at the work differently, therefore each may have a different manpower requirement.  Evaluators should only concern themselves with the proposal in front of him and not compare the manhours required in a different approach.  Evaluation of manpower will be coordinated with the Contract Team price analyst.

9.  Evaluators will identify and assess the risks associated with each proposal according to the language of the RFP.  Normally, the RFP states that offers will be assessed as to risk of cost, schedule and technical aspects.  Evaluators should assess the probability of success, the impact of failure, and the alternatives available to meet the requirements.  Risks may occur as a result of a particular technical approach, selection of certain materials, processes, equipment, etc., which may result in cost, schedule, or economic impacts.  Additional risk may be found when a certain approach would result in marginal performance of the work.  If certain risks are known to be inherent in the contract work, offerors should not be penalized merely because of the existence of the particular risks.  Measurement of the acceptability must consider both the approach proposed, the alternatives available, and any back-up solutions described in the proposal.

10.  Color ratings must be assessed against every subfactor and element.  The adjectives the evaluators use to describe a blue rating (such as excellent, superior, etc.) must be used consistently with every offeror.  For example, if one offeror is rated as blue and the narrative describes “excellent manning to support the back shops”, every other offeror with the words, “excellent manning” in their evaluation should have the same blue rating.  If other offerors are only rated green, have the team go back and check both the ratings and the narratives to make sure they are applying the baselines consistently.

A few choice words about ENs

11.  Clarifications are limited exchanges and may occur when award without discussion is not contemplated.  Examples of clarifications are minor irregularities or clerical mistakes which do not give an offeror an opportunity to revise or modify his proposal.  Also included are questions about nonrelevant or adverse past performance information.  The EN should pinpoint the aspect of the offeror’s proposal which requires clarification.  This means that the EN should specifically refer to paragraph or page numbers in the RFP or in the proposal itself and state exactly what is unclear and why.  The test of whether something is really a clarification or not is, if the offeror chose not to answer a question, would it affect the rating of the proposal?  If the answer is yes, then it is probably a deficiency, not a clarification.  Clarifications alone normally will not change a color rating.  

12.  If the response to a clarification results in an answer from the offeror which then clearly shows that the offer is somehow deficient, another EN must then be issued.  Some teams make the mistake of thinking they’re done just because they asked for information in an EN.  They think they don’t then have to turn around and issue another EN once they’re sure that there is a deficiency.  NAY, NAY!!!  All deficiencies must be identified to the offeror and they must be called deficiencies when we tell the offeror about them.  THIS ISSUE WILL CERTAINLY LOSE THE AIR FORCE A PROTEST, so be very careful.

13.  A deficiency is when any part of an offeror’s proposal, that when compared to the pertinent baseline, fails to meet the Air Force’s minimum level of compliance.  It can also be a combination of significant weaknesses that increases performance risk to an unacceptable level.  Some examples of deficiencies are:  if a proposed approach poses an unacceptable risk, if missing data makes it impossible to assess compliance with a baseline for that requirement, if an approach taken by an offeror would cause undesired results, and if an offeror fails to respond to a criteria.  An EN gives an offeror the opportunity to revise his proposal.  It cannot be repeated enough, ALL DEFICIENCIES MUST BE IDENTIFIED TO AN OFFEROR.  Offerors must also be advised of other aspects of the proposal that could be altered or explained to enhance materially the proposal’s potential for award.


14.  The technical team records ENs on approved AF format.  Make sure the team fills out the forms completely.  Forcing the team to say what the actual effect of a deficiency is on a EN is just a method to make them think hard about whether something is truly a deficiency.  Make sure the team annotates proposal reference numbers so they can locate the exact source of the problem.

15.   ENs do not necessarily have to be posed as questions.  It is sufficient to say, “Explain your procedure for XXX.”  Be sure to be direct enough in a question to tell the offeror what we really want him to respond to.  For example, ask an offeror to explain the merits of using procedure XXX, not why he didn’t use procedure YYY like another offeror.  If an offeror did not respond to a certain part of the Section L proposal preparation instructions, tell him which part he didn’t answer, not that his response to proposal criteria number 2 was too vague.  Don’t make it hard for an offeror to give us the information we need!

WHAT THE CONTRACTING TEAM DOES

(AS IF I DON’T HAVE ENOUGH TO DO!)

1.  While the contracting officer is running back and forth to check on the tech team’s progress, the original copies of the proposal cannot simply lie around doing nothing!  At the very same time the tech team is working, the contract team has lots of work to do:


a.  Has the offeror completed the SF-33 (or SF-1447)?


b.  Is the offer signed by an officer of the company?  If not, is the certification in Section K properly completed?  If a partnership, is proof that one partner may bind the company included?


c.  Is Section B properly completed?


d.  Is Section K properly completed?


e.  Does the cost proposal contain all the information in the format required by Section L?


f.  Is the subcontracting plan attached and accomplished correctly (if required)?


g.  If a small business set aside, are Limitations on Subcontracting exceeded?


h.  Do subcontractor cost proposals also contain all the information in the format required by Section L?


i.  Is it crystal clear what percentage of the work is subcontracted and to who?

2.  The contracting officer should evaluate the contractual documents as well as the cost proposal.  Any omissions, errors, or ambiguities should be reported to each offeror at the same time as the clarifications and deficiencies.  Don’t just depend on your price analyst’s evaluation of the cost proposals.  Make sure you understand the pricing report and if it doesn’t make sense, keep asking questions until you get it!  Also, make sure the technical and cost evaluations are consistent and can be effectively integrated.

3.  When the technical and contract teams are both finished evaluating all the proposals you may go out for CLARIFICATIONS ONLY or you may decide to make a competitive range decision.  Communications with offerors before establishment of the competitive range must be limited to those offerors whose exclusion is uncertain and those whose past performance is the determining factor in their elimination.  All of the most highly rated proposals should be included in the competitive range unless there are too many.  In that case, if the solicitation notified offerors that the compeitive range could be limited for purposes of efficiency, reduce the number to a more manageable (efficient) number.  If there is no doubt in your mind that an offeror cannot possibly be in line for award, 

DO NOT HESITATE TO EXCLUDE him from the competitive range.  It costs contractors big bucks to prepare revisions to proposals and final proposal revisions, so don’t string them along if they have no chance. 

4.  If you wish to make award without discussions, make sure you haven’t had discussions with any offeror.  If you identify deficiencies and give offerors the opportunity to revise their proposals, you have had discussions.  It is uncommon to make award without discussions on a source selection, but it is possible.

5.  If you decide to exclude one or more offerors from the competitive range, you must include complete justification in your Competitive Range Determination .  FAR requires you to consider past performance, cost and technical aspects in your decision, so be sure to mention how both of these impact the decision to exclude an offeror.  The contracting officer has the authority to make a competitive range decision, however, the SSA must approve that decision.  If no offerors are excluded, the SSA may delegate approval authority to the SSET chairperson.

6.  Send a letter immediately to each offeror excluded from the competitive range.   Whatever you do, DON’T simply tell an offeror he’s been excluded and you won’t consider a revised proposal without telling him why.  This means giving him the high points of why he was unacceptable.  If he wants more information at this stage, you must give him a pre award debriefing.  Or he  may prefer a full debriefing after contract award, along with all the other unsuccessful offerors.

NEGOTIATIONS

1.  Negotiations must be conducted with all offerors within the competitive range.  Discussions may be conducted orally or in writing.  Begin with a letter to each offeror from the Contracting Officer requesting answers to the Evaluation Notices.  Each offeror must submit any changes from his original proposal, as well as addition of any other information which he feels is pertinent.  The Technical and Contract Team members will review all revisions from each offeror and will evaluate any changes to determine if the changes have affected the color and risk ratings.  Any deficiencies identified at this time will be recorded on ENs.  Any additional clarifications will be recorded on ENs.

2.  The Contract Team will simultaneously review any proposed additions and or exceptions taken to contract terms and conditions, cost area including rates, subcontract costs, and any new deficiencies/clarifications generated by answers to discussion questions.  It’s possible that the competitive range may change.  If so, do another competitive range decision.  Reconcile "yellow proposals" by recording and communicating any remaining issues to the offerors before requesting final proposal revisions (FPRs).
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3.  When discussions have finally been concluded (remember what we said about all deficiencies being identified), you must come in for business clearance.  Check the AETC FAR Desktop Guide for a list of documents needed for the clearance.  Please don’t send original documents with your clearance request.  Wait until you have all the documents finished before you send up your clearance package.
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DON’T SEND YOUR REQUEST FOR CLEARANCE UP PIECEMEAL-IT DOESN’T WORK AND IT ANNOYS YOUR ANALYST
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4.  Following discussions and after you get your clearance, the Contracting Officer will issue a letter re​questing final proposal revisions from the offerors remaining in the competitive range.  

5.  When the FPRs are received, the Technical Team and the Contract Team will evalu​ate them.  If the evaluations show a change in the competitive range, you don’t have to notify offerors or do another competitive range decision.  Why?  Because the only reason you establish a competitive range is to decide who to have discussions with.  We’re finished with discussions!!!  Sooooo, whoever is unlucky enough to have blown it at this point has the pleasure of being at the bottom of the heap without knowing it.

PROPOSAL ANALYSIS REPORT

Note: This report is used for Agency or Median procedures IF requested by the SSA.

1.  The technical team is finally going to be able to give into that urge to compare the offers against one another.  The Proposal Analysis Report (PAR) is prepared after the Technical Evaluation Team has completed their final evaluation of any revisions to offers received in response to the final proposal revision.  The PAR must draw on past performance ratings, technical and cost evaluations to come up with a coherent road map to lead the SSA to the source selection decision.

2.  The format for a PAR is in Attachment 3-1 of the Air Force Source Selection Procedures. You may add more information than is listed there, but not less.  The Contract Team will assist in preparing the PAR, however the biggest and most important sections will be prepared by the Technical Team.

3.  The introduction may be done as a narrative summary which states:

a.  The basis for award and the evaluation factors are as follows:  (Enter summary of Section M of the RFP).

b. The requirements set forth in the solicitation, including salient points.

c.  The following offerors responded to the solicitation with proposals.  List offerors submitting proposals and address any offeror removed from competitive range.

4.  The description of the proposals is not just a listing of how many pages each offer contained!  You should briefly describe the proposals in the competitive range.  Don’t compare them, rank them, or talk about their quality.  What you want here is to describe things like the offeror’s proposed man-hours, subcontractors, key personnel, presence of quality control plan, cross-training utilization plan, offeror’s plans to inventory upon take-over, facilities maintenance plans, etc.  Obviously, the information you requested in your RFP will impact on the contents of the proposals, so this description will be different for each source selection as well as for each offeror.

5.  Evaluation results compares the offeror's proposal to the evaluation factors contained in the RFP.  Be sure to address price or cost, performance confidence, mission capability and proposal risk.

6.  Comparative analysis of offers is the most important part of the PAR as well as the most difficult to write.  The rationale for excluding offerors from the competitive range is discussed.  Only offerors in the competitive range are compared.  The analysis covers strengths, weaknesses, proposal inadequacies and deficiencies as well as evaluation ratings.  Past performance confidence levels are discussed along with the price/cost evaluation and proposal risk.  The result is an integrated assessment.


a.  It is very important that you be consistent when mentioning strengths, weaknesses and risks or other comments.  If strengths, weaknesses, proposal inadequacies, and deficiencies appear for one offeror and are noteworthy, comments pertaining to similar strengths, weaknesses or risks should be included for EVERY offeror.


b.  The Contracting Team is invaluable now in bouncing this section against the RFP and checking that the narratives and colors reflected in the final evaluation are consistent with the wording in the Comparative Analysis.  The language in these documents must be consistent, reflect the color ratings assigned, and not contradict each other.  Nothing may be mentioned as a deficiency or weakness in this comparison unless it was already identified as such to an offeror.  If you’ve gotten this far and just now discovered you forgot to mention a deficiency or weakness, you probably should reopen discussions.  BE VERY, VERY CAREFUL about this and if you need to reopen discussions, by all means do it!

c.  The Technical Team should discuss the impact that significant risks of each proposal have on the probability of successfully accomplishing what has been promised in that proposal.   Cross check with the language used in the evaluation narratives.


d.  Past performance must be evaluated in all source selections for negotiated competitive acquisitions expected to exceed $ 100,000 unless the CO documents why it is not an appropriate evaluation factor.   Overall assessment of past performance should analyze each offeror’s past performance history on previous relevant contracts as it relates to proposal and performance risk.( Some topics which might be discussed in this section are offerors’ track records on cost overruns, terminations, time extensions, incentive and award fees earned, management of subcontractors, disputes, contract claims, change orders which significantly affected contract costs, etc.

e.  A comparative price analysis should display each offeror’s price and summarize the reasonableness.  A comparative cost analysis should address realism of each offeror’s cost proposal and should compare each offeror’s costs.  It is not enough just to list the prices and leave it at that.  On a cost type contract, this section might contain:


a.  Breakout of costs and profit (including options)


b.  Profit percentage


c.  Government estimate


d.  Share ratio, ceiling price, min/max fee, award fee


e.  Subcontractors prices


f.   Percentage of work accomplished by subcontractors and whether Limitations on Subcontracting applies


g.  Cost of direct labor, overhead, materials


h.  Direct labor rates, overhead rates, G&A rates


i.  Cost of special tools, test equipment, spare parts, support equipment, uniforms, safety shoes, etc.

SOURCE SELECTION DECISION DOCUMENT

This is the document that directly supports the Source Selection Decision and is signed by the SSA.  


a.  Suggestions for writing this document:



(1)  Make statements concise-don’t repeat entire paragraphs from other parts of the PAR.  Synopsize and paraphrasebut adequately document the SSA decision.!



(2)  Write in the first person and maintain a logical flow from paragraph to paragraph.



(3)  Consider only factors included in the RFP.



(4)  Be specific about strengths their significance and how they relate to the conclusion or decision made.


(5)  Assess major technical and cost discriminators that relate to differences among proposals.



(6)  Weigh the extent of the differences and the costs associated with them.



(7)  If the highest technically rated proposal is not the lowest price, specifically address whether an offeror’s technical superiority is worth any associated cost premium and why.



(8)  If award is not recommended for the lowest cost proposal, state why award would not provide the best overall value to satisfy the Air Force needs.  This is required even if the RFP specifically stated that award would not necessarily be made to the lowest cost proposal.



(9)  Systemically explain by a process of elimination how the SSA arrived at his best value determination.
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b.  Many. many protests are filed and WON because the government did not adequately document the cost/technical trade-off in the source selection decision document.  Please go read a selection of the current case law about this very hot topic (your legal office has these Comptroller General decisions).  The following is from Comptroller General Decision B-250193, Jan 14, 1993, 93-1 CPD 42.

“An agency’s acceptance of a higher-priced, higher-rated offer over a lower-priced, technically acceptable offer, in a best value procurement, should be supported by a specific, documented determination that the technical superiority of the higher-priced offer warrants the additional cost involved, even where, as here, cost is stated to be the least important factor.” 


c.  The SSET should verify that all information is accurate, complete and substantiated prior to briefing the SSA.

d.  The Source Selection Decision Document is not truly part of the PAR..  The Source Selection Decision Document is releasable.  Therefore, any proprietary information, such as manning figures, innovative organizational structures, etc. must be redacted prior to release.  Also redact any percentages or dollar amounts used to show differences between offerors.

e.  The legal advisor and the senior contracting advisor must coordinate on the decision documents prior to signature by the SSA.

AFTER THE PAR

1.  After completing the PAR, you must get coordination from the clearance official.  Do this BEFORE you schedule your SSA briefing.  If you schedule the briefing before you have the coordination, you run the considerable risk of having to postpone the briefing or go back and do another briefing because problems or errors were found by the contracting advisor in the evaluation process or in the PAR.

2.  If the source selection was a small business set-aside FAR 15.503(a)(2) requires you to send out a notification of apparent successful small business offeror.  The letter should be issued after the SSA signs the decision document and at least 3 days prior to contract award.  The only reason for the letter is to provide offerors with a chance to challenge the small business size status of the successful offeror.  If you are under a time crunch, this requirement may be waived by a written determination of the Contracting Officer.  Do not mistake this letter for the “sorry letter” to unsuccessful offerors.  And NEVER, EVER combine the two requirements into one letter.

3.  If the contract is over $5 million, remember you must notify Congress at least 3 days before award.  You may send the notification letter to SAF even before the SSA briefing, since on a source selection, all offerors are listed, but it must be received by SAF/LLP not later than 3 working days before award date.  You must, however, call SAF/LLP with the name of the successful offeror not later than 0900 on the anticipated award date.  Information on awards shall not be released and award shall not be made before 1700 Washington D.C. time.  Before releaseing any information it is best to verify with SAF/LLP that the announcement was made.  See AFFARS 5305.303-90 and 5305.303-91.

4.  Since it isn’t usually possible to make official announcement of contract award for several days after the SSA signs the decision document, remember to caution all team members (or anyone else who might by this time have gotten wind of the decision) that the information is not public until all the above requirements of law have been met.  To recap:


a.  On set-asides, the time you’ve given unsuccessful offerors to challenge the size status of the apparent successful offeror must have expired before you make award.


b.  On awards over $5 million, Congress must be notified before you make award.  Call SAF/LLP to verify that it has been announced.  Don’t assume-SAF gets really ugly when we make contract award and public announcement before Congress finds out.

5.  The Contracting Officer should call the SSA as soon as public announcement can be made to signal him or her that the name of the successful offeror can be revealed.  Remind the SSA and others that the names of competing offerors still cannot be revealed.  If a Notice of Award is being used, the Contracting Officer may wish to fax it to the successful offeror now.  The Contracting Officer may want to call the successful contractor’s president (or other high ranking company official) with the

award news.
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6.  A note about use of Notice of Awards.  This method can save you the trouble of having to send to each competitior, a conformed copy of the contract (that is, a copy of the contract which incorporates all the amendments and changes made during negotiations).  Using a Notice of Award allows you to send just one conformed copy to the successful contractor immediately after award.  The date of award is the date of the Notice of Award, not the date the contractor signs the conformed contract.

7.  Notify the unsuccessful offerors immediately after award.  Calling the company point of contact and  faxing them the unsuccessful offeror letter is a good way to handle this.    It’s important that these offerors get the news fast, because you don’t want them to hear about the award through the grapevine before they have a chance to hear it from you.

8.   Your objective at this point should be to smooth the ruffled feathers of offerors who spend a lot of money and time on proposal preparation and can’t believe they didn’t get the award.  If one of these offerors telephones you upon receiving the news, try to persuade them to come in for a full debriefing so we can give them all the specifics on why their proposal wasn’t chosen.  If handled considerately, most offerors will not protest simply because they didn’t get award.  The biggest reason for these automatic, knee-jerk protests is INSENSITIVE HANDLING BY GOVERNMENT PERSONNEL.  Be careful what you say and how you say it.  You’ll only save yourself a lot of heartburn if you tread lightly.

9.  Don’t forget to send notification to offerors who were removed from the competitive range, too.  They must also be offered the opportunity to be debriefed.

DEBRIEFINGS

1.  FAR 15.505 and 15.506 require a pre award or post award debriefing be offered to all unsuccessful offerors.  Debriefings are offered in the “sorry letters”.  Don’t be surprised if the successful offeror (the guy getting the award) wants a debriefing, too.  This is okay and should be used as an opportunity to tell him what you did and didn’t like about his proposal.  Debriefings may be done in person, over the telephone, or in writing.  The Contracting Officer may, at their discretion, allow debriefings to be audio taped.  See AETC/LGCQ training, 24 June 98 prepared by Chris Rothe.

2.  Pre award debriefings are permitted for offerors excluded from the competitive range.Offerors are only authorized one debriefing, either before or after award.  The minimum information required is the evaluation of the debriefed offeror’s proposal and a summary of the rationale for eliminating him/her from the competition.  The offeror may ask questions about the source selection process or regulations concerning his/her elimination.

3.  To avoid compromising the ultimate award, the number or identity of offerors, the content or scores of competitors proposals and information prohibited by FAR 15.506(e) is not disclosed in pre award debriefings.

4.  All post award debriefings have the same characteristics:


a.  Offerors are told their proposal’s strengths and weaknesses.


b.  Debriefed offeror gets his/her overall evaluated cost or price and technical rating and his/her past performance information.  Include their color scores, risk assessments, and evaluated cost.

c.  Successful offeror’s overall evaluated cost or price and technical rating
is released.

d.  Overall ranking of all offerors shall be revealed. (Offerors other than the awardee and the offeror being debriefed should be identified by an alpha or numeric symbol.)


e.  Offerors get a redacted source selection decision document.


f. The offeror may ask questions about the source selection process or regulations concerning his/her elimination.


g.  Offerors will not be given a point by point comparison of their proposal with any other proposal.


h.  This is not an opportunity for the offerors to debate the merits of the evaluation done by the SSET.


i.  Purpose of a debriefing is to give offerors an opportunity to improve future proposals.

3.  The Contracting Officer chairs and controls the debriefings and makes the appointments with contractors.  Try to debrief within 5 days after receipt of the offeror's written request for debriefing.  At the discretion of the Contracting Officer, contractors may be permitted to submit questions in writing before the debriefing to give the Air Force time to research specific evaluation points.  In fact, this is recommended  since it gives you and the technical team time to formulate complete answers.  Just because a contractor asks, does not automatically mean an answer will be provided - it has to be releasable information.

4.  The Technical Team Chief usually briefs the technical aspects to contractors.  This may be done by other technical team members or the SSET Chairman.  Several technical team members may wish to share the debriefing duties.  The technical debriefer should use a narrative, an outline, or a script to debrief from.  The information used to debrief must be supported by the actual technical evaluations which is, in fact, usually the source of the material.  The Contracting Officer must review the technical debriefing material in advance to assure that only releasable information in presented at the debriefing.

5.  Contracting Officers may wish to limit the number of contractor participants and request the position title of those attending.  This can be important if a contractor brings an attorney; then the government can bring one, too.  If contractors bring their comptroller because they have some very specific questions on evaluated costs, the government can bring the price analyst along to assist.

6.  Contracting Officers should control the debriefing as to tone and content.  Do not let the meeting get out of control or to degenerate into a shouting match or a lecture by the contractor on how he doesn’t agree with the government evaluators.  You may want to break to let things cool down.  Keep in mind that it is in the best interest of the Air Force to give contractors as much information as possible (within the allowed boundaries) so they can submit better proposals in the future.  We have nothing to hide.  We have conducted the source selection in absolute accordance with the evaluation criteria in the RFP.  (Right?)

7.  The contract file must be documented as to the content of each debriefing.    The contents of the minutes will differ on every source selection and maybe on each offeror, but they should contain enough detail so that they can be referred to later if there is a dispute as to what was said or what information was revealed.  Contracting Officers should attach a copy of the technical briefer’s outline or narrative to the minutes.  The minutes are for the contract file, so tell contractors to keep their own record of the meeting!

8.  Telephone or written debriefings may be done if acceptable to both parties.  The content and documentation requirements are the same as a personal debriefing.

9.  The Contracting Officer is not obligated to give successive debriefings, that is, more than one debriefing per contractor.  The Contracting Officer may also limit the time period that is offered for personal debriefings, such as, informing contractors that personal debriefings will be scheduled between certain dates only.  BUT...don’t be unreasonable....you’re only trying to manage your time, not make it hard for contractors.

HINT HINT





You don’t have to be a technical expert to review PWS/SOW’s.  Remember:





IF SOMETHING DOESN’T MAKE SENSE TO YOU, IT PROBABLY DOESN’T MAKE SENSE.
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HELPFUL HINT:  Every time a deficiency is noted in the evaluation, the writer may state, “EN issued”.  The same goes for clarifications.





AN INCREDIBLY IMPORTANT HINT:





If it’s a deficiency, CALL IT A DEFICIENCY





AN EXCRUCIATINGLY IMPORTANT HINT:





If you find deficiencies after the 1st round of discussions and you haven’t told the offeror yet…………you can’t ask for FPR.





All deficiencies must be identified to each offeror and they must be given an opportunity to respond BEFORE you may end discussions and go out for FPRs.





A TERRIBLY IMPORTANT HINT:





The Decision Document must contain a cost/technical trade-off.
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