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BY ORDER OF THE COMMANDER                                            RRS INSTRUCTION 63-101

AIR FORCE RESEARCH LABORATORY
                                                       1 September 2003

Acquisition

ACQUISITION STRATEGY PANELS & ACQUISITION PLANS

COMPLIANCE WITH THIS PUBLICATION IS MANDATORY

OPR:  AFRL/IFKC (Stephen J. Rocci)
                          Certified by:  AFRL/IFK (Linda W. Reed)

Supersedes:  RRS 63-101, 1 Oct 98
                                                         Pages:   7/Distribution:  X

This instruction implements AF Policy Directive 63-1, Acquisition System, and the Federal Acquisition Regulation (FAR), Part 7, its supplements and the AFMC Acquisition Plan Preparation Guide.  It describes the acquisition strategy panel (ASP)/Acquisition Plan (AP) process.  This instruction does not apply to IF personnel located at Wright Patterson AFB since they rely on Wright Research Site for their contracting support.

SUMMARY OF CHANGES

This revision incorporates divesting the AP process and incorporating the AP into the ASP process.  ASP slides and minutes will now constitute the Acquisition Plan.  A separate acquisition plan document is no longer required.  This revision also incorporates changes to the approval authority thresholds.

An exception to the process covered by this instruction is on those occasions (i.e. Master BAAs) when the CO requests and is granted an ASP waiver from the AP approval authority.  For these cases, an AP written in the standard format is required (see the templates at p:\Acquisition Plan Template (S&T).doc and p:\Acquisition Plan Template (non S&T).doc).

1.  Introduction.  The Competition in Contracting Act states as policy:  “Agencies shall perform acquisition planning to promote and provide for full and open competition, or, when full and open competition is not required to obtain competition to the maximum extent practicable.” Timely, careful, and adequate advance planning is a mandatory element of the acquisition process.

2.  General Procedures:

2.1.  Retrieve ASP sample slides from the IFK homepage.  The Laboratory Program Manager (LPM), with assistance from the contracting team obtains necessary advice from resident experts, develops a strategy and then prepares the slides.  It is highly recommended that IFKC, IFOJ and other functional expects be consulted and used as a forum to discuss and refine planning issues early during the strategy development phase.   This Pre-ASP activity is an iterative approach to the development of an acquisition strategy and is intended to allow the various experts to provide the LPM and contracting team with increasingly focused advice and lessons learned over time.  Pre-ASP activity should be dedicated to the resolution of major problems prior to holding a formal ASP. 

2.2.  The LPM is responsible for all aspects of the ASP.  The Contract Specialist will assist the LPM in preparing for the ASP presentation to ensure that it is thoroughly developed.  It is the responsibility of the LPM and contracting team to be knowledgeable in all areas covered in the slides during the ASP.  The slides cover topics to include but are not limited to; program description (program objective, program background, customer user profile), program element/direction (requirements), special considerations (political issues/concerns), cost, delivery and performance requirements, program risks, acquisition streamlining/reform initiatives, competition, budgeting and funding, contract type and any other acquisition alternatives considered, source selection procedures, acquisition strategy (small business considerations), technical data/computer software rights, government furnished property (GFP), government furnished information (GFI), foreign participation, milestones, any other pertinent issues (i.e. security considerations, service contract requirements), and a summary.

2.3.  See Attachment 1 for RRS thresholds for the ASP Chairperson/AP approval authority.  To determine if an effort meets one of the thresholds shown in Attachment 1, the maximum potential acquisition price will be used (maximum order limitation for Indefinite Delivery-Indefinite-Quantity Contracts, basic plus options, ceiling amount on BAA/PRDAs, etc.).  

2.4.  Formal solicitations shall not be released until the ASP/AP has been approved.

2.5.  Amendments.  Prior to award, if a change occurs to the program/acquisition that significantly affects the acquisition (e.g., scope, dollar value, contract type, changes in competition approach or basic acquisition strategy etc.), the ASP/AP must be amended.  Amendments are subject to the same coordinations and approvals as the original ASP/AP.   

2.6.  File the approved ASP/AP slides and minutes under Tab 2 of the contract file.

3.  ASPs $5 Million to <  $25 Million 
3.1.  IFK is ASP Chairperson, and AP approving authority. Standing members include IFF, IFB, IFKC, IFOJ, IFKA Branch Chief, technical writer, price analyst, cognizant IFK Branch Chief, and the technical division representative(s).  

3.2.  A Pre-ASP meeting is not officially required under $25 million, if IFKC, IFOJ and other resident experts have been consulted early during the strategy development phase as described in paragraph 2.1. 

3.3.  The Contract Specialist contacts the IFK secretary to schedule the ASP meeting with IFK.  The Contract Specialist will invite the remaining representatives and reserve a conference room for the date and time of the meeting.  Attachment 3 provides a template for inviting members to the meeting.  The Contract Specialist is also required to send either a soft or hard copy of the ASP slides to all representatives at least three days prior to the ASP.  All information shall be marked “For Official Use Only (FOUO)” and “Source Selection Information – See FAR 2.101 and 3.104.”

3.4.  Conduct ASP Meeting –  A record of ASP attendees is required.  In addition, it is suggested that a person other than the Contract Specialist take notes of the ASP proceedings since the Contract Specialist’s attention will be directed toward the discussions taking place during the ASP.  

3.5.  The Contract Specialist will be responsible for preparing minutes of the ASP.  It is highly recommended that the minutes be written as soon as possible so that they clearly and accurately reflect the results of the ASP.  Attachment 2 provides a template for the minutes.  If there are items that need to be resolved, the LPM makes the appropriate changes to the ASP slides and re-accomplishes any required Technical Division coordinations or signatures, and then returns the package (ASP slides, minutes and Source Selection Plan) to the Contracting Officer for review and further processing.  The package is then processed through IFKC, IFOJ, IFB, IFF and IFK for approval. 

4.  ASPs $25 Million to < $50 Million 

4.1.  IF is ASP Chairperson and AP approving authority.  Standing members include representatives from IFK, IFF, IFB, IFKC, IFOJ, IFKA Branch Chief, technical writer, price analyst, cognizant IFK Branch Chief, and the technical division representative(s).

4.2.  A Pre-ASP meeting is required for all acquisitions $25M and over.  A Pre-ASP meeting is held with all members of the panel with the exception of the Director.  The purpose is to identify and resolve significant issues with the IF staff offices prior to briefing IF.  

4.3.  The Contract Specialist contacts the IFK secretary to schedule the Pre-ASP with IFK.  The Contract Specialist will invite the remaining representatives and reserve a conference room for the date and time of the meeting.  Attachment 3 provides a template for inviting members to the meeting. The Contract Specialist is also required to send either a soft or hard  copy of the ASP slides to all representatives at least three days prior to the Pre-ASP.  All information shall be marked “For Official Use Only (FOUO)” and “Source Selection Information – See FAR 2.101 and 3.104”. 

4.4.  Conduct Pre-ASP Meeting –  A record of Pre-ASP attendees is required.  In addition, it is suggested that a person other than the Contract Specialist take notes of the Pre-ASP proceedings since the Contract Specialist’s attention will be directed toward the discussions taking place during the Pre-ASP.  

4.5.  The Contract Specialist will be responsible for preparing minutes of the Pre-ASP.  It is highly recommended that the minutes be written as soon as possible so that they clearly and accurately reflect the results of the Pre-ASP.  Attachment 2 provides a template for the minutes.  If there are items that need to be resolved as a result of the Pre-ASP, the LPM makes the appropriate changes to the ASP slides and re-accomplishes any required Technical Division coordinations or signatures, and then returns the package (ASP slides, minutes and Source Selection Plan)  to the Contracting Officer for review and further processing.  The package is then processed through IFKC, IFOJ, IFB, IFF and IFK.  

4.6.  Upon IFK coordination of the package, IFK will then hand carry or email the package to IF and coordinate with IF to determine whether a formal ASP meeting will be held.  At this point IF can forego the need for a formal meeting and approve/sign the package, inquire about certain areas and seek further information from the Contracting Officer and/or Technical Division, or ask that a formal meeting be convened.  

4.7.  If IF does not require a formal ASP meeting, then the ASP is considered held as of the day the ASP/AP slides are signed.

4.8.  If IF requires a formal meeting, the Contract Specialist will contact the IFK secretary to schedule the ASP with IFK and IF.  The remaining procedures described in paragraphs 4.3 – 4.5 will be repeated.  After the meeting is held and IFK coordinates on the final package,  IFK will then hand carry or email the package to IF for signature and return the approved package to the appropriate buying branch.  

5.0.  ASPs over $50 Million 

5.1.  IFKC will provide special review and approval instructions for any acquisition strategy requiring AFRL/CC approval.  

RAYMOND P. URTZ, Director


Information Directorate

Attachments

1.  Acquisition Plan Thresholds

2.  Sample ASP Minutes 

3.  Invitation to Acquisition Strategy Panel

Attachment 1

*ACQUISITION STRATEGY PANEL/ACQUISITION PLAN THRESHOLDS (OTHER CONTRACTING) 

	THRESHOLD
	ASP/AP (REVIEW)
	ASP/AP (APPROVE)

	$5M to < $25M
	IFKC
	IFK

	$25 to < $50M
	IFK
	IF

	$50M and over
	AFRL/PK
	AFRL/CC


* The above thresholds apply to Non-Information Technology programs (includes Development, Production and Services).  For Information Technology programs (rarely applies at RRS), the thresholds are: $5M to less than $15M (in one fiscal year) or less than $30M (for all program years), the AP approval authority is IF and the procedures in paragraph 4.0 apply.   Above this threshold, the AP approval authority is AFRL/CC and the procedures in 5.0 apply. 

Attachment 2
ASP MINUTES

(Title of Program/Project)

Introduction:


Date, location


Identification of chairperson and panel members in attendance


Identification of briefer(s)

Description of Effort/Strategy


See the accompanying Acquisition Strategy Panel/Acquisition Plan for a discussion of the program/acquisition history, description of the effort, cost estimate, schedule, and other relevant issues.

Panel Observations/Recommendations and Resolutions:


Include a statement that there were no major recommendations if there were none.


If changes were made to the approach, identify the slide # and describe the resolution.

Attachment 3
                                                                                                         Date

MEMORANDUM FOR AFRL/IF (Mr R. Urtz)

                                                  /IFK (Chief)

                                                  /IFK (Deputy)

                                                  /IFKC (Chief of Acquisition Development Branch)

                                                  /IFKC (Price Analyst)

                                                  /IFKA (Branch Chief)

                                                  /IKFA (Technical Writer)

                                                  /IFK_ (Branch Chief) 
                                                  /(Office symbol & name of Tech Division Chief)

                                                  /(Office symbol & name of Program Manager) 

                                                  /IFOJ (Legal Representative)

                                                  /IFB (Small Business)

                                                  /IFF (Comptroller)

                                                  /IFOS (Chief if computer systems being acquired)

                                                  /IFOL (Chief if Gov’t Property being used or acquired)

FROM:  AFRL/IFK_

SUBJECT:  Acquisition Strategy Panel (ASP) – F30602-0_-R-____

1. In accordance with RRS Instruction 63-101, Preparing and Processing Acquisition Strategy Panels/Acquisition Plans, you are invited to attend an Acquisition Strategy Panel meeting scheduled for (insert date) from (insert time) hrs in (insert Bldg and room #).   This ASP is being conducted to review the acquisition strategy for the subject (insert tech office involved) sponsored solicitation, entitled “(insert title).”

2. Please advice (insert contract specialist name) at extension xxxx if you will be unable to attend.  Copies of the ASP slides, the draft Source Selection Plan, the Statement of Work, and/or the Statement of Scope will be provided to you prior to the scheduled meeting.

3. Please address any questions to the Contract Specialist, (insert contract specialist name), extension xxxx, the Program Manager, (insert name), extension xxxx, or to myself at extension xxxx.






Contract Officer Name






Contracting Officer

cc:  



