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 Process:  Contractor Acquisition and Performance Monitoring (CAPM)
Phase:  Global

Process Owner:  SSC San Diego SEPO

Description:. Successful software contract/subcontract management involves selecting a qualified contractor, mutually agreeing on contract requirements, maintaining technical and administrative communication, and tracking the contractor’s actual performance against contract requirements.

Entry Criteria/Inputs: 

· Need for contractor support services
Exit Criteria/Outputs: 

· Contract, awarded and completed

· Fulfilled Statement(s) of Work

· COR files of contract, delivery order status

· Contractor performance evaluations

Roles:

· Project Manager (PM) or Software PM (SPM): oversees contract execution and this process

· Contracting Officer (KO): SSC San Diego Supply Dept. Official legally responsible for the contract

· Contracting Officer’s Representative (COR): project member who administers contract details

· Contractor: responds to Government requests and provides products and services 

· Senior Management: approves contracting strategy and oversees PM/SPM activities

Assets/References:  (all at or accessible via http://sepo.spawar.navy.mil/)
a. SSC San Diego Software Subcontractor Management (SSM) Policy, under SSM Key Process Area 

b. CAPM Process PR-SSM-02, including:

Appendix C - Forms for Contracting Officer’s Representative 

Appendix E - Procedure for Acquiring Contractor Support Services
Appendix F - Procedure for Government and Contractor Interchange

Appendix G - Procedure for Monitoring Contractor Performance
c. Software Subcontractor Management (SSM) Process Definition (NAVAIR) 

d. Software Subcontractor Management Practitioner's Guidebook (NAVAIR)

e. SSC Procurement Quick Look Procedures Guide at http://supply.spawar.navy.mil/policy/qmb/qmb3.htm
f. SSC Supply Dept. webpage at http://supply.spawar.navy.mil/policy/supplydepartment.htm
g. Capability Maturity Model for Software, SSM Key Process Area

Tasks: 

1. Perform acquisition planning
7.  Prepare the procurement requirements package

2. Ensure compliance with acquisition regulations
8.  Evaluate proposal(s) and make award

3. Identify Contracting Officer’s Representative
9.  Process delivery order(s)

4. Ensure adequate resources are available
10.  Maintain after-award communication

5. Ensure required training is provided
11.  Perform tracking of contractor performance

6.
Determine source selection strategy
12.  Close out contract

Measures: 

· Effort and funds expended for each activity

PROCESS TASKS:

1. Perform acquisition planning

The PM/SPM works with Contracts, Legal Council, small business office, the COR, other appropriate personnel, and reference (e) to develop a Plan of Actions and Milestones (POA&M) with milestones and schedules to track procurement progress.

2. Ensure compliance with SSC San Diego acquisition regulations

The PM/SPM reviews for applicability Federal Acquisition Regulations (FAR), Defense Federal Acquisition Regulations (DFARS), Navy Acquisition Procedures (NAP), Naval Supply (NAVSUP) instructions, and SSC San Diego instructions on reference (f).

3. Identify Contracting Officer’s Representative (COR)

The PM/SPM appoints a COR to assist in acquiring and managing the contract and maintain contract files. Appendix C of reference (b) provides a checklist of COR duties.

4. Ensure adequate resources are available

The PM/SPM and COR ensure adequate resources (including labor, time, equipment, tools, technology, and dollars) are available for planning, producing, implementing, tracking the acquisition, and monitoring performance and maintenance of the contract after award.

5. Ensure required and necessary training is provided to project personnel

The PM ensures that all Government personnel associated with the project are properly trained in interfacing appropriately with SSC San Diego's contract administration personnel and the contractors.  The COR must attend COR training and be officially approved with a designation letter.

6. Determine source selection strategy

The PM/SPM, KO, and Senior Management will determine the contract type (small business, sole source, fixed price, cost reimbursement, time and material, etc.) and if a pre-existing contract vehicle or new procurement should be used. A Technical Evaluation Plan (or Source Selection Plan) is prepared. Reference (e) provides guidance.

7. Prepare the procurement requirements package (PRP)

The PM/SPM and COR prepare the materials needed to initiate a contract, using reference (e).  The Statement of Work (SOW) defines the work to be done in explicit, clearly understood terms.  A Contract Data Requirements List (CDRL) identifies the data item characteristics. The KO issues these to prospective contractors in a request for proposal. The COR or PM/SPM prepares an Independent Government Cost Estimate. Guidance and samples are in references (b), (e), and (f).

8. Evaluate proposal(s) and make award

The SPM, COR, and other technical evaluators will review contractor proposals and assign scores based on criteria in the Technical Evaluation Plan. The KO will determine technical acceptability; decide if further offers are needed; and award a contract based on price alone, low price and technical acceptability, or best value.

9. Process delivery order(s)

Delivery orders for indefinite delivery type contracts (IDTC) are generated based on reference (e). The COR coordinates technical wording and funding with the SPM and KO. The contractor responds with a technical approach and cost, and the SPM and COR review the response. The KO issues the delivery order after acceptance and possible negotiation.

10. Maintain after-award communication

While the contractor addresses the SOW, proper and trusting interfaces between the SPM, KO, COR, and contractors are essential to communicate status and comply with the contract.  Appendix F of reference (b) provides guidance.

11. Perform tracking and monitoring of contractor performance

The COR maintains a COR file of technical documentation and contractor status. The SPM reviews status and deliverables and reports acceptability to the COR, who notifies the KO. The KO authorizes payment to the contractor when contract provisions are met.  Appendix G of reference (b) provides guidance.

12. Close out contract

At the end of the contract (and periodically during the contract duration), the SPM and COR evaluate contractor performance for fee awards (if applicable) and for historical background of contractor performance, using reference (e).
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