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REQUIREMENTS PACKAGE CHECKLIST

	AF FORM 9#

TSR #

MIPR #
	


1.  A Complete package includes the following items.  Files shall be sent electronically via email to:  DTS6 Scott AFB  (DisaNet) or dts6s@scott.disa.mil.  MIPRs may be fax’d to 618-229-9177.  If the MIPR must be fax’d, please use the MIPR # in the subject line of the electronic package.  A MIPR template is included as Enclosure 6.

You must include an email address in the from address block of the MIPR as all MIPR acceptances are furnished via email.  In addition, do not break fee out on a separate line.  The MIPR should be for one grand total, estimated amount of requirement plus 2% fee.  The amount available for obligation on contract is the total amount of the MIPR divided by 102%.  

If the requirement is for the ENCORE, IASSURE or GEMS contracts, packages shall be submitted in accordance with the Task Order Guidelines of each contract contained at the following web site:  

http://www.ditco.disa.mil/hq/contracts/index.asp

2.  Distribution:  Please provide the email address(s) that the order or modification should be sent to upon award: 

	

	


3.  Department of Defense Activity Address (DODAAC) Code:  __________  (refer to the DODAAC web site at https://dodaac.wpafb.af.mil for additional information)
4.  Section 508 Determination with every package.  (See Enclosure 1)

5.  DISA Form 1.  (DISA customers only).  The DISA Form 1 must contain the following information:

The Government acceptor information (including name, series/grade or rank, office code, email address, telephone number and DoD Activity Address Code (DODAAC)) in the Remarks block of the DISA Form 1, “DISA Purchase Request (PR)/Coordination Cover Sheet for MIPRs/ROs.”  Further, one of the following statements must also be included in the Remarks block of the DISA Form 1: (1)  The requirements office requests that the individual identified as the Government acceptor be designated in writing by the Contracting Officer as the (insert either “COR” or “TM”) for this action.  A nomination package is included with this package; or (2) The requirements office does not intend to request that a COR or TM be designated for this action.
6.  Statement of Need:

    a.  Services.  Recent acquisition reform legislation requires agencies to introduce new contracting techniques into their business processes. Through the direction of the OMB Office of Federal Procurement Policy (OFPP) Policy Letter 91-2, it is “the policy of the federal government that agencies use performance-based contracting techniques to the maximum extent practicable.” For more information on PBSC, refer to the Office of Federal Procurement Policy’s Best Practices Handbook located at http://www.arnet.gov/Library/OFPP/BestPractices/.  When determined appropriate for an individual requirement, customer agencies should use the following methods to develop performance-based requirements:

(1) Job Analysis. Determine what the organization’s needs are and the kinds of services and outputs that the contractor needs to provide. This provides a basis for establishing performance requirements, developing performance standards and indicators, writing the performance work statement (PWS), and producing a Quality Assurance Surveillance Plan (QASP).


(2) Development of the PWS. Describe the specific requirements the contractor must meet in performing the TO, including a statement of the required services in terms of output and measurable performance. The key elements of a PWS are a statement of the required services in terms of output; a measurable performance standard for the output; and an allowable error rate. The PWS describes the specific requirements the contractor must meet in performance of the contract. It also specifies a standard of performance for the required tasks and the quality level the Government expects the contractor to provide.  A sample PWS for technical support services is contained at Enclosure 2.  This sample will provide a format and general guidance on how to develop your specific PWS for your specific requirement.


(3) Quality Assurance Surveillance Plan (QASP). The QASP defines what the Government must do to ensure that the contractor has performed in accordance with the PWS performance standards. This can range from a one-time inspection of a product or service to periodic in-process inspections of on-going product or service delivery. It is needed to ensure the Government receives the quality of services called for under the contract, and pays only for the acceptable level of services received. Since the QASP is intended to measure performance against standards in the PWS, these interdependent documents must be coordinated. Accordingly, writing the two documents simultaneously is both effective and efficient.  A sample QASP format for technical support services is contained at Enclosure 3.  This sample will provide a format and general guidance on how to develop your specific QASP for your specific requirement.  

    b.  Hardware/Software/Supplies:  Provide the following information:

	ITEM #
	DESCRIPTION
	QTY
	UNIT
	UNIT PRICE
	TOTAL

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	GRAND

TOTAL
	

	 DELIVERY DATE
	

	DELIVER ITEMS TO:
	

	Office Symbol
	

	Address
	

	City, State, Zip
	

	POC Name
	

	Phone
	

	Fax
	

	Email
	


7.  IGCE.  Attach an Independent Government Cost Estimate (IGCE (DISA Form 752 or excel spreadsheet) for services.

8.  Sources:

	Source 1:
	

	Company Name
	

	Address
	

	City, State, Zip
	

	POC Name
	

	Phone
	

	Fax
	

	Email
	

	GSA Schedule/Contract #:
	

	
	

	Source 2:
	

	Company Name
	

	Address
	

	City, State, Zip
	

	POC Name
	

	Phone
	

	Fax
	

	Email
	

	GSA Schedule/Contract #:
	

	
	

	Source 3:
	

	Company Name
	

	Address
	

	City, State, Zip
	

	POC Name
	

	Phone
	

	Fax
	

	Email
	

	GSA Schedule/Contract #:
	


9.  GSA Schedule Rules.  As required by the Federal Acquisition Regulation (FAR) when conducting evaluations and identifying sources, consider one or more small, women-owned small, and/or small disadvantaged business schedule contractor(s), if available.  See the .pdf GSA Owner’s Manual for complete rules for acquiring products and services via GSA Schedule contained at www.fss.gsa.gov/om.  Some key information in Chapter 3 of the manual is:

a.  Services that require a statement of work.  Each order for services that exceeds $100,000 shall be placed on a competitive basis.

To be considered competitive, at least 3 quotes must be received and evaluated (no bids do not count).  Therefore, when conducting market research to identify vendors, ensure at least 3 of the vendors identified intend to quote.  If your not sure all 3 will quote, then provide more than 3 sources.  Awards should be made based on best value.  Sample Evaluation Plans are contained at Enclosure 4 of this document.  Upon receipt of the GSA schedule contractor quotes, the customer will be requested to make a best value selection using the criteria set forth in the Evaluation Plan.  The format for documenting the results of the best value selection is the Selection Recommendation Document (SRD) contained at Enclosure 7.


b.  Services and products, no statement of work.  Review GSA Advantage! On-line web site at www.gsaadvantage.gov and make a best value determination.  Indicate in the requirements package the requested vendor, the vendors reviewed and the rationale used to make the best value selection.  In the event, GSA Advantage! only provides a single source that can provide the services or products and you know of no other GSA vendors, then state in the requirements package that you searched GSA Advantage! and there were no other vendors which offer the products or services.  


c.  The customer must provide DITCO with information on any  applicable regulatory and statutory requirements imposed on them by their agency.

10.  Sole Source:  A Justification for Other Than Full and Open Competition (OTFAOC) is required for open market buys which exceed $100K and GSA schedule buys which exceed $2,500.  Procedures for preparing Justification & Approvals (J&As) are at http://www.ditco.disa.mil/hq/aqinfo.asp.  From this link click on the DARS link at the top of the page and then go to DARS 6.303-90 beginning on page 6-3.

If the services/items are open market and under $100K and only available from one source a formal J&A is not required.  Instead, provide a brief, but concise explanation as to why there is only one source and the impact to your organization if the services/items are not obtained from that source.  
11.  Acquisition Plan. Written Acquisition Plans shall be prepared for the following: 

New contract actions over $3M life cycle or $15M for one year (includes GSA and ID/IQ orders)

Procedures for preparing acquisition plans are at:  http://www.ditco.disa.mil/hq/deskbooks.asp.  From this site, click on the Acquisition Planning link.

12.  DD Form 254 (if applicable)

13.  COR or TM Appointment.

If a Contracting Officer’s Representative (COR) or Task Monitor (TM) will be appointed to monitor technical performance, complete the following information:

	COR or TM (select one)
	

	Name
	

	Office Symbol
	

	Phone
	

	Fax
	

	Initial COR Training Date
	

	Refresher COR Training Date
	


Brief Description of Experience that qualifies person to act as COR/TM (Needed only if this is the person’s first appointment as COR/TM):

	


	Supervisor Name
	

	Supervisor Email
	


NOTE:  All CORs and DISA TMs are required to have COR training prior to appointment in accordance with DISA/D4 Memorandum dated 17 Feb 1999, and must complete refresher training annually.  

14.  PAST PERFORMANCE:  On requirements $1M and above, you will need to identify the person who will do the evaluations on the contractor’s performance.  It will be the COR/TM if one is identified.  If it is not the COR/TM please provide:

	Name:
	

	Phone:
	

	Fax:
	

	Email:
	


15.  Contract Type.

	FFP, T&M or FP LOE (select one)

If T&M or FFP LOE, Justification:  




Description of Contract Types:

Firm Fixed Price (FFP).  A FFP contract provides for a price that is not subject to any adjustment.  It places upon the contractor medium risk and full responsibility for all costs and resulting profit or loss.  It also provides maximum incentive for the contractor to control costs and perform effectively.  It is suitable for acquiring services on the basis of reasonably definite functional or detailed specifications when performance uncertainties can be identified and reasonable estimates of their cost impact can be made.  FFP type orders are most appropriate for performance-based services contracting (PBSC), utilizing the PWS requirements format.

Time-and-Materials (T&M).  A T&M contract reimburses the contractor only for the actual time and material costs incurred in performance of the contract and may be used only when it is not possible at the time of placing the contract to estimate accurately the extent or duration of the work or to anticipate costs with any reasonable degree of confidence.  This type of contract provides no positive profit incentive to the contractor for cost control or labor efficiency.  Accordingly, appropriate Government surveillance of contractor performance is required to give reasonable assurance that efficient methods and effective cost controls are being used.  A T&M contract type may only be used after the KO executes a determination and findings that no other contract type is suitable.  Therefore, the customer must provide the reasons why it is not possible at the time of placing the contract to estimate accurately the extent or duration of the work or to anticipate costs with any reasonable degree of confidence.
Firm Fixed Price Level of Effort (FFP LOE).  A FFP LOE contract pays a fixed dollar amount to the contractor to provide a specified level of effort over a stated period of time on work that can only be stated in general terms.  A FFP LOE may only be used after the KO executes a determination and findings stating the following conditions apply:  (a)  The work required cannot otherwise be clearly defined; (b) The required level of effort is identified and agreed upon in advance; and (c) there is reasonable assurance that the intended result cannot be achieved by expending less than the stipulated effort.  Therefore, the customer must provide the reasons why the work cannot otherwise be clearly defined.

8 Enclosures

1 Section 508 Determination

2 Performance Work Statement

3 QASP

4 GSA Schedule Evaluation Plans

5 DISA/CS Approvals

6 MIPR Template

7 Source Selection Recommendation (SRD)

8 Statement of Work (SOW) Format
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