	
	
	




[bookmark: _GoBack][image: ]

ACQUISITION PLAN TEMPLATES

The purpose of these templates is to provide a guide for the preparation of acquisition planning documents. Because of the wide variation between the documentation required from one acquisition to another and the items or services that may be acquired, these templates cannot be simple "fill-in-the-blank" documents.  The intent of these guides is not to replace contracting personnel's innovation and originality, but to provide a starting point, examples, and the framework for preparing this required information.
CRITERIA FOR USE:  
All acquisitions should involve some level of planning to ensure effective, economical, and timely purchases of supplies and services. Agencies must perform acquisition planning and conduct market research (see Federal Acquisition Regulation (FAR) part 10) for all acquisitions in order to promote and provide for: 
(1) Acquisitions of commercial items or, to the extent that commercial items suitable to meet the agency’s needs are not available, nondevelopmental items, to the maximum extent practicable (10 U.S.C. 2377 and 41 U.S.C. 3307); 
(2) Full and open competition (see FAR part 6) or, when full and open competition is not required in accordance with Part 6, to obtain competition to the maximum extent practicable, with due regard to the nature of the supplies or services to be acquired (10 U.S.C. 2304(a)(I) (A)and 41 U.S.C. 3306(a)(1); 
(3) Selection of appropriate contract type in accordance with FAR part 16; and (4) Appropriate consideration of the use of pre-existing contracts, including interagency and intra-agency contracts, to fulfill the requirement, before awarding new contracts (see 8.002 through 8.004 and FAR subpart 17.5). 
The level of acquisition planning is dependent on various factors including complexity, dollar value, and visibility of the acquisition. FAR 7.103(e) requires written plans be prepared for cost-reimbursement and other high-risk contracts other than firm-fixed-price contracts. In addition, written plans may be required for firm-fixed-price contracts as appropriate.  FAR 7.103(j) requires that plans for other than firm-fixed-price contracts be approved and signed at least one level above the contracting officer. FAR 7.106 provides additional requirements for major systems; FAR 7.107 provides additional requirements for acquisitions involving consolidation, bundling, or substantial bundling; and FAR 7.108 provides additional requirements for telecommuting.  
Agency heads/designees are required to prescribe procedures which include establishing the criteria and thresholds which apply for acquisition planning within their agency, and may establish standard acquisition plan formats suitable to agency needs (see FAR 7.103(e), (k), and (l)). Agency users should ensure that these suggested VAO templates comply with applicable agency procedures.
If the acquisition strategy contemplates substantial bundling and unless the contract or task order or delivery order is entirely reserved or set-aside for small business under Part 19, the acquisition plan must be coordinated with the cognizant small business specialist in accordance with FAR 7.104(d). The threshold for substantial bundling is based on an estimated contract or order value of:
· $8 million or more for the Department of Defense;
· $6 million or more for the National Aeronautics and Space Administration, the General Services Administration, and the Department of Energy; and 
	
	
	




· $2.5 million or more for all other agencies. 

Developed by Virtual Acquisition Office™ for federal government use and customization.
FORMAL ACQUISITION PLAN TEMPLATE

PART I - ACQUISITION BACKGROUND AND OBJECTIVES
A. Statement of Need
[Summarize the requirement using a synopsis of the government's described need. The detailed description of the need should generally be an attachment to the acquisition plan.
In describing the need, agencies have the ability to use existing requirements documents, modifying or combining existing documents, or creating new requirement documents.  In developing these documents, it should be noted that various terms are used to describe the government's requirements based on the approach and the type of supplies or services being acquired.  These are summarized below:
Specification - The term "specification" generally refers to the description of the minimum essential technical characteristics of materials, products, or services to be acquired. There are a number of types of specifications.  While the government often uses its own uniquely developed specifications and standards, preference should be given to using commercial item descriptions where possible. For a commercial item procurement, the government's requirement must be sufficiently detailed to permit offerors to know which of its products or services may be appropriate to propose. Therefore, the government's description should detail the type of product or service to be acquired and explain how the government intends to use it in terms of functions to be performed, performance requirements, or essential physical characteristics. Detailed, design-oriented specifications are less preferred as they impose a risk upon the drafter if performance fails. Performance-oriented specifications are preferred.
Statement of Work - A Statement of Work (SOW) describes the work to be performed in a detailed manner by using a series of orderly written directions or instructions on how to achieve an end product or service. The SOW provides the information necessary for offerors to prepare their response to the requirements of the solicitation and, after award, the SOW serves as the standard to measure if the work is being performed properly. The assumption is that if the reader follows the government's instructions, the performance will be acceptable. As with design-oriented specifications, a concern for using this type of solution is that it places responsibility on the government for accuracy as the drafter of the SOW.
Performance Work Statement - A Performance Work Statement (PWS) is a form of SOW that is used for performance-based contracting. Instead of being "process oriented" as a typical SOW is, a PWS is "results oriented" and places the burden of accomplishing the desired results on the contractor. This means the government advises what the end result should be without attempting to describe how to get to the end result. This has many benefits for the government since it often does not have the expertise to prepare a SOW with fully-developed requirements. Using a PWS is preferred as generally the government understands the problem that needs to be solved and the constraints to solving it, while industry is in the business of understanding and providing solutions. As a part of the PWS development, the government must also develop a quality assurance surveillance plan (QASP) and the acceptable quality level (AQL).
Statement of Objectives- A Statement of Objectives (SOO) is a more preferred approach for describing needs for performance-based contracting.  The objective of a SOO is to provide maximum flexibility to permit each offeror to propose its own innovative approach. Many agencies have had difficulty using the performance-based approach as it is difficult to conduct a job analysis and break the work down into measurable outputs.  One significant problem with job analysis is that it may tend to focus the drafters on the "status quo" and analyzing the current process, which may not be the most efficient or effective means of performing. By using a SOO, the process is changed by permitting the offerors to provide the PWS (FAR 37.602) based on their unique solution. Offerors use the solicitation and SOO as the basis for preparing their proposal. This technique also shifts the preparation of the appropriate performance measures and metrics (QASP and AQL) to the contractor. This often permits their performance to be judged based on their existing commercial practices.
The procurement instrument must identify the supplies or services to be acquired as separately identified line items and, as needed, subline items (FAR 4.1001).
This section should also include any information about various acquisition alternatives considered, including any market research efforts which led to the alternative chosen, any history of the procurement, and any related procurements or in-house efforts.]
B. Applicable Conditions
[Describe any circumstances that will impact the acquisition. These may include the need for compatibility, constraints on performance, cost, schedule, or capability. If such conditions exist, discuss steps that will be taken to promote competition and socio-economic goals.]
C. Cost
[Detail the estimated cost of the acquisition. If options are planned, the cost should be broken out to detail the base period and each option year's estimate. Include a discussion of the Independent Government Cost Estimate and how it was developed. Also address issues that may impact the cost and how they will be addressed or mitigated. Specific cost concepts or techniques that may be employed and which should be addressed, if applicable, include:
i. Life-cycle cost - This technique considers not just the cost of the item being acquired, but the cost of the item over its life. For example, if purchasing a piece of office equipment such as a copier, life-cycle costing could consider the cost of operation, including parts, supplies, maintenance, etc., in addition to the initial outlay for the piece of equipment.  
ii. Design-to-cost - This technique is employed to try to achieve a balance between life-cycle cost, acceptable performance, and schedule. Cost is used as a constraint during the design or development phases and as a management tool throughout the acquisition and use of the system or component. An example of when design-to-cost might be used is in development of a prototype before full production. Because the highest percentage of product costs are committed based on decisions made during concept development and design, it is imperative that costs be monitored during key decision points.
iii. Application of should-cost - A should-cost evaluation is a special form of cost-analysis that reviews the economy and efficiency of the contractor's existing work force, methods or materials (see FAR 15.407-4). Should-cost reviews are conducted by a multi-functional team that looks at contracting, contract administration, pricing, audit, and engineering issues to identify short and long-term improvements to reduce the cost of performance and to put the government in a better position to develop a realistic objective for negotiation. Should-cost techniques can be applied to both a program as a whole or to overhead costs. This complex process is often appropriate for a major system acquisition (FAR subpart 34.)]
D. Capability or Performance
[Describe the needed capabilities or performance characteristics of the supplies or the performance standards of the service to be acquired. If the government's requirements are sufficiently different from those of existing commercial or non-developmental items or services, discuss the feasibility of changing these requirements or why these requirements cannot be waived or revised to accept commercial or non-developmental products or services.]
E. Delivery or Performance-Period Requirements
[Discuss the government's requirement in terms of delivery or performance-period. In accordance with FAR 11.4, the delivery or performance schedule must be realistic and meet the needs of the government; however, it should not be unnecessarily short or difficult to attain, as such actions restrict competition, result in higher prices, and are inconsistent with small business policies. The acquisition plan should explain and provide reasons for any urgency. 
In establishing schedules, factors such as urgency of the need, industry practices, market conditions, production time, small business capabilities, and the time needed for the government to fulfill its obligations such as furnishing government property or inspections should be considered. Also explain how performance will be monitored during performance.
If delivery or performance is very important, liquidated damages may be appropriate and a clause used in the solicitation. When using liquidated damages, it is imperative that there be a reasonable and verifiable basis for the amounts used.  They should represent a reasonable forecast of what constitutes just compensation for the harm that is caused by late delivery or untimely performance. Such amounts cannot be considered to be punitive. Making a decision for using liquidated damages and how they will be calculated should be addressed in this section.]
F. Trade-Offs
[Address any trade-offs that might be employed among various factors or aspects of the acquisition and the potential consequences of such action. General categories for trade-offs include:
· Cost
· Capability or performance
· Technology obsolescence
· Schedule
This section might discuss how much money the government is willing to spend to increase technical capability and at what point the cost would become prohibitive. The pros and cons of specifying technical capabilities or performance criteria that are close to state-of-the-art versus going with more proven technology might be a topic for this section. In a highly volatile and changing market, provisions for technology up-date to prevent obsolescence might be discussed along with a trade-off of cost to the government. If appropriate, discuss impacts to the schedule that might result from changes in capability or performance and cost.]
G. Risks
[Risk management is an important aspect of any procurement plan. It is a technique for assessing what could go wrong during contract performance, determining which risks are important enough to deal with, and implementing strategies to deal with these risks. Risk assessment should be done as a preventative measure to prevent catastrophic problems that cannot be overcome once they occur. Risk response strategies include:
· Avoidance - To avoid a risk, requirements may be changed.
· Transference - A risk can be transferred by other actions such as allocating the risk to another system.
· Mitigation - A risk can be mitigated by taking action to handle the unwanted outcome in an acceptable way.
· Acceptance - Some risks may be appropriately accepted through recognition and control.  For example, sometimes the cost of risk reduction far outweighs the benefits of reducing the risk.
Assessment of risks for an acquisition should be looked at for trade-off areas described above--cost, technology, and schedule.  In addition, other risks that might be addressed are strategic risks in the market, legal risks, people risks, and change management risks.  Risk assessment involves all stages of the procurement—pre-award, award, and post-award or contract administration.]
H. Acquisition Streamlining
[Discuss the plans that have been or will be taken to streamline the acquisition. Efforts taken to stimulate industry involvement such as pre-solicitation conferences, industry briefings, one-on-one industry meetings, draft specifications or statements of work/objectives, draft solicitations, and attempts to use commercial items or products as well as commercial terms and conditions may be discussed. Another type of streamlining might be the use of innovative techniques such as reverse auctions or the multi-step process described at FAR 15.202.]
PART II - PLAN OF ACTION
A. Sources
[Indicate the potential sources of supplies and/or services that can meet the requirement, including consideration of FAR Part 8, Required Sources of Supplies and Services. Describe the efforts that have been or will be made to identify all qualified sources, including small, small disadvantaged, small women-owned, small service-disabled veteran-owned, and historically underutilized zone (HUBZone) business concerns (see FAR Part 19).
Any impact of consolidation or bundling on the requirement and how that would impact the use of the various socio-economic programs should be addressed (see FAR 7.107). Combining several small requirements into one large or major acquisition may provide benefits to the government; however, it can have serious adverse impact on small business participation. Therefore, if the requirement will involve consolidation or bundling, explain the market research conducted which led to the decision that consolidation/bundling is necessary and justified (see FAR10.001(a)(2)(iv).) Substantial benefits to the agency in terms of cost savings, improved performance or efficiency, reduced acquisition cycle time, etc. should be detailed and quantified in dollars to the extent practicable. When the proposed acquisition strategy involves bundling, you must also identify the incumbent contractors and contracts affected by the bundling.
Also, discuss the results of market research and/or surveys and indicate the impact on the various parts of the plan in this section (see FAR Part 10). The extent to which commercial sources, Federal Supply Schedule (FSS) contracts, including blanket purchase agreements under those contracts, government-wide acquisition contracts (GWACs), multi-agency contracts (MACs) and other instruments intended for use by multiple agencies can possibly fulfill the agency’s needs must be considered.]
B. Competition
[Describe how competition will be promoted and sustained throughout the life of the acquisition.  If there are impediments or barriers to competition, all steps to mitigate these issues should be discussed—for example, breaking out aspects or unbundling the procurement to promote competition. For procurements involving systems with spares and repair parts, address how competition will be sustained for these items. If subcontracting during performance is expected and desired, discuss how competition for subcontracting will be promoted. 
Describe how the acquisition will be structured to encourage participation by and among companies within the small business programs outlined in FAR Part 19 (small business set-aside, 8(a) competitive set-aside, 8(a) sole source, HUBZone competitive set-aside, HUBZone  sole source, service-disabled-veteran-owned small business competitive set-aside, service-disabled-veteran-owned small business sole source, woman-owned small business set-aside, or economically disadvantaged women-owned small business set-aside).
If bundling or consolidation is contemplated, note that the solicitation must include the provision at 52.207-6, Solicitation of Offers from Small Business Concerns and Small Business Teaming Arrangements or Joint Ventures (Multiple-Award Contracts), in solicitations for multiple-award contracts above the substantial bundling threshold of the agency (see 7.107-4(a)).
If the procurement is not competitive, describe the appropriate authority under FAR 6.302, and provide convincing evidence of why competition cannot be obtained. A Justification for Other Than Full and Open Competition should be attached to the acquisition plan.
For indefinite-delivery indefinite-quantity contracts, in accordance with FAR 16.504(c) (1)(ii)(C), a decision must be made as to whether or not to use multiple awards. In accordance with FAR 16.504(c)(1)(i), except for indefinite-quantity contracts for advisory and assistance services as provided in FAR 16.504(c)(2), to the maximum extent practicable, preference must be given to making multiple awards of indefinite-quantity contracts under a single solicitation for the same or similar supplies or services to two or more sources.  In accordance with FAR 16.504(c)(1)(ii)(A) and (B), the contracting officer must avoid situations in which awardees specialize exclusively in one or a few areas within the statement of work, thus creating the likelihood that orders in those areas will be awarded on a sole-source basis; however, each awardee need not be capable of performing every requirement as well as any other awardee under the contracts. The contracting officer should consider the following when determining the number of contracts to be awarded:
· The scope and complexity of the contract requirement
· The expected duration and frequency of task or delivery orders
· The mix of resources a contractor must have to perform expected task or delivery order requirements
· The ability to maintain competition among the awardees throughout the contracts’ period of performance
The multiple award approach must not be used if:
· Only one contractor is capable of providing performance at the level of quality required because the supplies or services are unique or highly specialized;
· Based on the contracting officer’s knowledge of the market, more favorable terms and conditions, including pricing, will be provided if a single award is made;
· The expected cost of administration of multiple contracts outweighs the expected benefits of making multiple awards;
· The projected task orders are so integrally related that only a single contractor can reasonably perform the work;
· The total estimated value of the contract is less than the simplified acquisition threshold; or
· Multiple awards would not be in the best interests of the government.]
C. Contract type selection. 
[Discuss the rationale for the contract type. The acquisition plan must include findings that detail the particular facts and circumstances (e.g. complexity of the requirements, uncertain duration of the work, contractor’s technical capability and financial responsibility, or adequacy of the contractor’s accounting system) and associated reasoning necessary to support the contract type selection. The contracting officer must ensure that requirements and technical personnel provide the necessary documentation to support the contract type selection. In accordance with FAR 16.103(d), document why the particular contract type was selected.
· Explain why the contract type selected must be used to meet the agency need.
· Discuss the government’s additional risks and the burden to manage the contract type selected (e.g., when a cost-reimbursement contract is selected, the government incurs additional cost risks, and the government has the additional burden of managing the contractor’s costs. For such instances, acquisition personnel shall discuss –
· How the government identified the additional risks (e.g., pre-award survey, or past performance information)
· The nature of the additional risks (e.g., inadequate contractor’s accounting system, weaknesses in contractor’s internal controls, non-compliance with Cost Accounting Standards, or lack of or inadequate earned value management system)
· How the government will manage and mitigate the risks
· Discuss the government resources necessary to properly plan for, award, and administer the contract type selected (e.g., resources needed and the additional risks to the government if adequate resources are not provided).
· For other than a firm-fixed price contract, at a minimum the documentation should –
· Include an analysis of why the use of other than a firm-fixed-price contract (e.g., cost reimbursement, time and materials, labor hour) is appropriate.
· Detail the particular facts and circumstances (e.g., complexity of the requirements, uncertain duration of the work, contractor’s technical capability and financial responsibility, lack of historical data, or adequacy of the contractor’s accounting system) and associated reasoning essential to support the contract type selection. 
· Assess the adequacy of government resources that are necessary to properly plan for, award, and administer other than firm-fixed price contracts.
· Discuss the strategy to transition to firm fixed-price contracts to the maximum extent practicable.  During the requirements development stage, consider structuring the contract requirements, i.e., line items, in a manner that will permit some, if not all, of the requirements to be awarded on a firm-fixed-price basis, either in the current contract, future option years, or follow-on contracts.  This will facilitate an easier transition to a firm-fixed-price contract, because a cost history will be developed for a recurring definitive requirement.
· Discuss why a level-of-effort, price redetermination, or fee provision was included.
Acquisition personnel must document the acquisition plan with findings that detail the particular facts and circumstances, (e.g., complexity of the requirements, uncertain duration of the work, contractor’s technical capability and financial responsibility, or adequacy of the contractor’s accounting system), and associated reasoning essential to support the contract type selection.  The contracting officer must ensure that requirements and technical personnel provide the necessary documentation to support the contract type selection.]
D. Source-selection procedures
[Discuss how the decision for award of the acquisition will be made. Who will be the Source Selection Official—the contracting officer, or another agency official? In determining the best value for the government, will a "trade-off" process be employed, or will a "lowest price technically acceptable" process be used? If using a trade-off process, describe the evaluation factors and their relationship to the goals of the procurement (see FAR 15.304). Describe the relative importance between technical, business management, past performance, and cost factors in the selection process. Discuss how options, if utilized, will be evaluated. When EVMS is required and a pre-award Integrated Baseline Review (IBR) is contemplated, discuss how the IBR will be considered, conducted, and if compensation will be given to offerors. (See FAR 34.202(d).)] 
E. Acquisition considerations
[This section should describe the basic contracting decisions made with respect to the acquisition. These include:
· Contract type and the rationale for the choice (see Section C).
· Special contracting methods to be employed – multi-year contracting, options, etc.
· Any special clauses or provisions which may be required.
· Any FAR deviations that may be needed.
· Whether Sealed Bidding or Negotiated procurement was chosen and why.
· If acquiring equipment, the decision to acquire by lease or purchase and why.
· A discussion of performance-based contracting and rationale if not used.
· Rationale behind using another agency either through consolidation of requirements for a new acquisition or use of their existing procurement vehicles. Discussion should include the impact on the various socio-economic programs and sources.
· For information technology requirements, how compliance with capital planning and investment control requirements of OMB A-130 and 40 U.S.C. 1422 were assured.]
F. Budgeting and funding
[Describe how the budget estimates were developed. If all necessary funds are not currently available, discuss the schedule for obtaining the additional funds. Provide detailed information on the funding amounts by providing data such as appropriation account, fiscal year, line item and project name. If funding is obtained from multiple projects, provide a complete listing of each source.]
G. Product or Service Descriptions
[In accordance with FAR Part 11, set forth the rationale for the choice made for the product or service description as detailed in Part I, Section A- Statement of Need.]
H. Priorities, Allocations, and Allotments
[Certain urgent requirements with short delivery schedules may be subject to the Defense Production Act of 1950. If this requirement is listed as an authorized program for priorities, allocations, and allotments, the reasons should be detailed in this section. (See FAR 11.6.)]
I. Contractor Versus Government Performance
[The long-standing policy of the federal government has been to rely on the private sector for needed commercial services. Agencies are required by OMB Circular A-76, dated May 29, 2003, to classify all activities performed by government personnel as either commercial or inherently governmental functions. OMB Circular A-76[footnoteRef:1] requires that commercial activities should be subject to the forces of competition through either a streamlined or standard competition between the government and industry. This section should address the requirements of OMB Circular A-76 if applicable to this acquisition.] [1:  ttp://www.gsa.gov/graphics/staffoffices/Revised_Circular_A-76.doc] 

J. Inherently Governmental Functions
[An inherently governmental activity is an activity that is so intimately related to the public interest as to require performance by government personnel. These activities involve the exercise of substantial discretion in applying government authority and/or in making decisions for the government. Inherently governmental activities normally fall into two categories: the exercise of sovereign government authority or the establishment of procedures and processes related to the oversight of monetary transactions or entitlements.  OFPP Policy Letter 11-01 https://www.gpo.gov/fdsys/pkg/FR-2011-09-12/pdf/2011-23165.pdf addresses actions needed to ensure inherently governmental functions are not part of any procurement action. Actions taken to comply with these requirements should be addressed in this section (see FAR 7.5).]
K. Management Information Requirements
[Discuss what type of monitoring system the government will employ to ensure timely, effective, and efficient performance under the contract. Examples might include use of performance monitoring techniques such as use of computer programs like Microsoft Project, PERT or Gantt charts, regularly scheduled meetings, key milestone reviews, etc. If an earned value management system (EVMS) is to be used, discuss the methodology the government will employ to analyze and use the earned value data to assess and monitor contract performance. In addition, discuss how the offeror’s/contractor’s EVMS will be verified for compliance with the American National Standards Institute/Electronics Industries Alliance (ANSI/EIA) Standard-748, Earned Value Management Systems, and the timing and conduct of integrated baseline reviews (whether before or after award, see FAR 34.202).]
L. Make or Buy
[Generally the contractor is given wide latitude in determining whether during performance of a contract it should make or buy any items required. Such decisions are made based on factors such as lowest overall cost or technical risk. For acquisitions >$13.5 million (or at lower dollar values if circumstances justify their use) as described in FAR 15. 407-2(c), a "make or buy" plan may be required of a contractor. Detail the decision to require or not require a "make or buy" plan.]
M. Test and Evaluation
[Describe the test program the government plans to employ during contract performance and the test program to be required of the successful contractor. Any special test procedures of the contract should be addressed such as prototype development, dual development, milestone testing, special inspections, etc.]
N. Logistics Considerations
[Discuss the logistics issues involved for reliability and maintainability of the equipment or systems to be acquired over its expected life. Discuss whether support will be by the contractor or the agency, both in the beginning and over the life of the acquisition. Other important considerations include:
· Any special maintenance and servicing considerations
· Quality assurance requirements
· Use of warranties
· Standardization concepts, including use of commercial repair products
· Requirements for contractor data (including repurchase data)
· Data rights, including the estimated cost and how the data will be used]
O. Government-Furnished Property
[Discuss any plans to provide government-furnished property (GFP) (which includes materials or facilities) and indicate whether the property is currently owned or will be acquired (see FAR 45.102). Other issues that may be addressed include:
· Any schedule for providing the property
· The condition of the property
· Whether use of the GFP is optional or required
· Any plans for ensuring appropriate control and accountability for GFP
· If potential contractors may have existing GFP, steps that will be taken to mitigate any competitive advantage that might arise from use of the existing GFP]
P. Government-Furnished-Information
[Detail any government-furnished information that will be provided. This may include manuals, schematics, drawings, test data, reports, etc. Also describe how this data will be provided during the competitive process, such as through individual copies to offerors, providing data on the agency web site, or by establishing a reading library. The schedule and means for providing the information to the successful contractor after award should be discussed as well as any impact delays by the government in providing the data might have on contract performance.]
Q. Environmental and Energy Conservation Objectives
[Discuss the impact of any environmental or energy conservation efforts associated with the acquisition, including use of recovered materials and preference for environmentally preferable products and services. If hazardous or toxic materials might be involved or be a byproduct of contract performance, indicate actions which may be taken to mitigate potential environmental damage. If the contract performance requires an environmental assessment or environmental impact statement, provide the details of this requirement.  Comply with the policy in 11.002(d) regarding procurement of biobased products, products containing recovered materials, environmentally preferable products and services (including Electronic Product Environmental Assessment Tool (EPEAT®)-registered electronic products, nontoxic or low-toxic alternatives), ENERGY STAR® and Federal Energy Management Program designated products, renewable energy, water-efficient products, non-ozone-depleting products, and products and services that minimize or eliminate, when feasible, the use, release, or emission of high global warming potential hydrofluorocarbons, such as by using reclaimed instead of virgin hydrofluorocarbons. (See FAR Part 23, FAR 11.002, and FAR 11.303)]
R. Security Considerations
[If the requirement involves classified or unclassified but sensitive data, discuss how appropriate security will be established, maintained, and monitored during contract performance. Discuss service contracts where contractor employees will be granted continuing and official access to government buildings and facilities to perform the work. Discuss the level of risk and security requirements for the contract personnel who will perform the work and how this will be handled during contract performance. (see FAR 4.4)
For acquisitions requiring routine contractor physical access to a Federally-controlled facility and/or routine access to a Federally-controlled information system, discuss how agency requirements for personal identity verification of contractors will be met. (see FAR 4.13) 
For acquisitions that may require Federal contract information to reside in or transit through contractor information systems, discuss compliance with FAR subpart 4.19]
S. Contract Administration
[Provide particulars of how the contract will be administered to ensure timely, effective, and compliant performance. If all or part of the administrative functions will be delegated, they should be set forth in this section. Discuss if a post-award conference is planned or desired.  Also discuss special requirements of the contract such as quality control procedures, inspection, and acceptance criteria. In accordance with FAR 1.602-2(d), for all contracts and orders other than those that are firm-fixed-price, a contracting officer’s representative (COR) must be designated and authorized by the contracting officer after nomination by the requirements official. A COR may be designated for firm-fixed price contracts and orders as appropriate. However, the contracting officer is not precluded form retaining and executing the COR duties as appropriate.]
T. Other Considerations
[Discuss other issues that may be applicable to the procurement and are not covered elsewhere.  These may include, among others items: 
· Value engineering provisions
· Pre-proposal or pre-solicitation conferences
· Site visits for contractors
· Pre-award surveys
· Technology update provisions
· Standardization concepts
· The industrial readiness program
· The Defense Production Act
· The Occupational Safety and Health Act
· Support Anti-terrorism by Fostering Effective Technologies Act of 2002 (SAFETY Act)
· Foreign sales implications
· Special requirements for contract to be performed in a designated operational area or supporting a diplomatic or consular mission]
U. Additional Requirements for Major Systems
[If the requirement is designated as a Major System under agency procedures, address the requirements of FAR 7.106. Set forth the strategy to satisfy the mission need in the most effective, economical, and timely manner. If the major system is for information technology, a discussion of the consideration given to acquiring it by using modular contracting (dividing the large requirement into several smaller acquisitions that would be easier to manage, reduce the risk of obsolescence, and improve the ultimate system to be provided.)]
V. Additional Requirements for Acquisitions Involving Consolidation, Bundling, or Significant Bundling
[If the acquisition involves bundling, the requirements of FAR 7.107 must be addressed. VAO provides templates to help with the applicable determination and notifications.]
W. Additional Requirements for Telecommuting
[To ensure compliance with section 1428 of Public Law 108-136, the requirements of FAR 7.108 must be followed.]
X. Identification of participants in the acquisition process
[List the names and contact information (phone numbers, titles, or organizational code) for the following individuals:
1) Responsible Contracting Officer
2) Contract specialist, if assigned
3) Responsible program manager
4) Contracting Officer's Representative, if different from (3)
5) Additional individuals who helped prepare the acquisition plan
6) Source Selection Official]
Y. Attachments to the Acquisition Plan
[List all documents that are incorporated and made a part of the acquisition plan.]
Z. Milestones for the acquisition cycle.
[Detail the major milestones for the procurement as follows:]

	

MILESTONE
	PLANNED DATE

	1) Acquisition plan approval
	

	2) Completion of acquisition package including: requisition, Statement of Need/ Statement of Work/Statement of Objectives, data requirements, evaluation factors, evaluation plan, Quality Assurance Surveillance Plan
	

	3) Justification for Other than Full and Open Competition
	

	4) Any other required D & F approvals
	

	5) Issuance of synopsis
	

	6) Solicitation drafted; reviews begin
	

	7) Solicitation reviews completed
	

	8) Issuance of solicitation
	

	9) Proposals due
	

	10) Initial evaluation of proposals
	

	11) Request audits or field pricing reports
	

	12) Receive audits or field pricing reports
	

	13) Begin negotiations
	

	14) Complete negotiations
	

	15) Request final proposal revisions
	

	16) Final proposal revisions received
	

	17) Final proposal revisions evaluation
	

	18) Contract preparation, reviews, and clearances obtained
	

	19) Contract award
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