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5.0 AWARD

This section has been prepared to help explain the SPAWAR processes pertaining to all steps in awarding a contract: 

5.1 Pre-Award Notification to Unsuccessful Offerors
5.2 Awarding a Contract
5.3 Award Announcements


5.3.1 Synopses
5.3.2 CHINFO Announcement
5.4 Post-Award Debriefings
5.5 Assignment of Contract Administration
5.6 Contracting Officer’s Representative (COR)
5.7 Contract/Modification Distribution
5.8 Individual Contracting Action Report (DD Form 350)
5.9 CPAR and IPAR
5.9.1 CPARS
5.9.2 Informal Contractor Performance Assessment Reporting (IPAR)
Most of the responsibility in this phase lies with the PCO and Contracts Specialist within SPAWAR 02; however, it is important that the Program Office understand all of the components of a contract award so that it can continue to work toward a realistic schedule following the conclusion of the evaluation phase, help identify and select a COR, review the final contract for compliance with technical requirements, and prepare for participation in post-award debriefings. 

The following SCPPM Documents are referenced in this section:  

· Assignment of Contract Administration
· Announcement of Contract Awards
· Synopses
· Contracting Officer’s Representative (COR)
· Contract/Modification Distribution
· Individual Contracting Action Reports (DD 350s)
· Post-Award Debriefings
· CPARS
· IPAR
5.1 Pre-Award Notification to Unsuccessful Offerors

Prior to awarding the contract, the PCO will promptly notify the unsuccessful offerors in writing when their proposals are no longer within the competitive range or otherwise eliminated from the competition. There is no set format for the notice, but it must state the basis for the determination and that a proposal revision will not be accepted.  
A separate pre-award notice must be sent to each unsuccessful offeror that submitted a proposal in response to a small business set-aside, where a small disadvantaged business concern receives a benefit based on its disadvantaged status and is the apparently successful offeror, or where HUBZone or service-disabled veteran-owned small business procedures were used. The notice must state the following:
· The name and address of the successful offeror.

· That proposal revisions will not be accepted.

· That no response is required unless a basis exists to challenge the small business size status, disadvantaged status, HUBZone status, or service-disabled veteran-owned status of the successful offeror.

For more specific information on the pre-award notification to unsuccessful offerors process, please visit FAR 15.503.

5.2 Awarding a Contract

After final evaluations have been completed and the business clearance has been approved, the contract may now be awarded to the successful offeror. The PCO will notify the successful offeror by furnishing the executed contract or other notice of the award to that offeror.
Various rules apply when awarding a contract:

· If the award document includes information that is different from the latest signed proposal, as amended by the offeror’s written correspondence, both the offeror and the contracting officer must sign the contract award. 

· When an award is made to an offeror for less than all of the items that may be awarded and additional items are being withheld for subsequent award, each notice must state that the Government may make subsequent awards on those additional items within the proposal acceptance period. 

· SPAWAR utilizes Standard Form (SF) 26 Award/Contract, SF 33 Solicitation, Offer and Award, or SF 1449 Solicitation/Contract/Order for Commercial Items to award contracts.
For more specific information on awarding a contract, please visit FAR 15.504.

5.3 Award Announcements

SPAWAR contract actions (and those of SPAWAR supported PEOs and DRPMs) must be published on the SPAWAR E-commerce website and the Federal Business Opportunities (FEDBIZOPPS) website, and/or require Congressional notification through the CHINFO process. CMPG 5.3.1 Synopses and CMPG 5.3.2 CHINFO Announcement detail the requirements for all SPAWAR (and SPAWAR supported PEOs and DRPM) contract action announcements.  

5.3.1 Synopses 

FAR Part 5 mandates the publication of contract actions expected to exceed $25,000. The purpose behind such publication is to increase competition, broaden industry participation in meeting Government requirements, and assist small business concerns (including veteran-owned, service-disabled veteran-owned, HUBZone, small disadvantaged, and women-owned) in winning contracts and subcontracts. SPAWAR contract actions are published on the central web site (https://e-commerce.spawar.navy.mil) which, in turn, posts all notifications on the Federal Business Opportunities (FedBizOpps) website (formerly Commerce Business Daily). 

There are four categories of synopses: Presolicitation Notices, Special Situations, Notices of Subcontracting Opportunities, and Synopses of Contract Awards.  Although the PCO and Contract Specialist prepare and issue synopses, the Program Office is responsible for understanding the process and the procedures inherent in synopses submission because it must be able to provide the PCO/Contracts Specialist with the information necessary for synopses development.

The SCPPM document Synopses provides additional information on SPAWAR policies and procedures for the development and use of synopses.

5.3.2 CHINFO Announcement 

All awards in excess of $100,000 must be announced on FEDBIZOPPS.  In addition, all contractual actions (including modifications) exceeding $5 million require Congressional notification through the CHINFO process.  With technical assistance from the Program Office, the PCO or Contracts Specialist will prepare the CHINFO award announcement in accordance with the Standard CHINFO/OSD Contract Announcement Format.  The PCO or Specialist must submit the announcement to their cognizant Public Affairs Office (PAO) two to four days prior to proposed contract award. (Timeframes vary by claimancy and contract value.) The PAO must then submit the announcement to the Office of the Assistant Secretary of Defense (Public Affairs) (OASD (PA)) no later than one day before proposed contract award. 

OSD (PA) releases contract announcements at 5:00pm EST time via the Defense Link News Web Site. After ensuring that the contract announcement has been posted, the PCO may effect the award. 

Awards that contain sensitive or security issues shall be coordinated with SPAWAR Public Affairs (00P) before submission.

For site-specific procedures as well as sample announcements, visit the SCPPM document Award Announcements. As well, visit DFARS 205.303 and FAR 5.303(a) to learn more about DoD regulations regarding award announcements.

5.4 Post-Award Debriefings 

You may be wondering why this section resides in the Award section rather than the Post-Award section. Good question. The reason is simple: 

(From SCPPM document Post-Award Debriefings) 

Debriefings are time sensitive; preparations for debriefings should begin even before proposal evaluations are complete.  Usually, the proposal evaluation board will assist in preparing debriefing charts and conducting the debriefing.  Accordingly, at the time the evaluation board is formed, the evaluators should be informed that their duties include assisting with debriefings.

As explained in CMPG 4.7, a debriefing is a meeting in which Government personnel explain to an offeror the basis for selection of either a competitive range (pre-award debriefing) or an award (post-award debriefing). Debriefings allow the Government to clarify its rationale behind a decision and reduce misunderstandings and protests. A debriefing is not a page-by-page analysis of the offeror’s proposal, a point-by-point comparison between the successful and non-successful proposals, or a debate or defense of the Government’s award decision or evaluation results.

The PCO is ultimately responsible for assembling the debriefing team and conducting the debriefing itself, but the Program Office is responsible for providing support to the PCO and Contracts Specialist in performing the following duties:

· Preparing for pre- and post-award debriefings by identifying the Government team, identifying the debriefed/unsuccessful offeror’s team, and preparing debriefing material.
· Scheduling the debriefings. 

· Conducting the debriefings. 

A post-award debriefing is held after contract award. NOTE: The 10-day protest clock (see Section 3.6) does not begin until the day the offeror is debriefed! This type of debriefing is usually requested by both successful and unsuccessful offerorers (see FAR 15.506(a)(1)). A post-award debriefing must include the Government’s evaluation of any significant weaknesses in the offeror’s proposal; the evaluated cost or price and any technical rating of the awardee and the debriefed offeror and past performance information on the debriefed offeror; the overall ranking of all offerors when any ranking was developed by the agency during the source selection; a summary of the rationale for award; the make and model of any applicable commercial item to be delivered by the awardee; and reasonable responses to relevant questions about the source selection process.  

A post-award debriefing cannot include point-by-point comparisons of the debriefed offeror’s proposal with those of other offerors.  In addition, post-award debriefings cannot disclose information that is exempt from release under the Freedom of Information Act (FOIA), relating to proprietary information. 
For details regarding required minimum information to be included in a debriefing as well as what should not be disclosed in a debriefing, visit FAR 15.505(e)-(g), 

HYPERLINK "http://www.arnet.gov/far/current/html/Subpart_15_5.html" \l "1046527"

FAR 15.506
 and NAPS 5215.505 and 506.  

Debriefing Memorandum

Regardless of whether a debriefing is conducted pre- or post-award, an official summary of the debriefing, in accordance with FAR 15.506(f), shall be included in the contract file. The debriefing memorandum shall include a list of all persons in attendance, a summary of the information disclosed, and the substance of all questions and answers discussed at and provided after the debriefing. Government personnel from both the Contracts Directorate and the Program Office must sign this document. Visit the SCPPM document Debriefings for more information on this topic.
5.5 Assignment of Contract Administration

The Procuring Contracting Officer (PCO) usually assigns contracts to a contract administration office (CAO) after award. Contract administration functions include such actions as reviewing the contractor’s compensation structure and insurance plans, determining allowability of suspended or disapproved costs, and negotiating and executing contractual documents in various situations. The long list of functions can be found in FAR 42.302. The PCO may elect to retain some management of functions he/she believes can best be accomplished by the SPAWAR Claimancy. 

The PCO consults the Federal Directory of Contract Administration Services Components to determine the appropriate CAO. The Contract Specialist must include the CAO and payment and audit office in the procurement vehicle. The Program Office will assist the Contracts Specialist on matters of quality assurance, inspection/acceptance criteria, and technical issues.

For more information, visit the SCPPM document Assignment of Contract Administration. 

5.6 Contracting Officer’s Representative (COR)

Rarely will PCOs have the expertise in all facets of every procurement they administer to ensure a successful contract. To assist them in technical monitoring and administration of a contract – typically monitoring receipt of contract deliverables, verifying the accuracy of contract invoices, and monitoring contract expenditures – PCOs may designate qualified personnel as their authorized representatives. Such individuals, known as Contracting Officer’s Representatives (CORs), must be technically qualified (via formal COR training) and properly trained before assuming such responsibilities.  

The process of designating a COR is quite formal. In a nutshell, the Program Office must nominate a potential candidate; the PCO will consider the candidate and issue a letter of designation; and ideally, the nominee will accept the position.  

A COR has many responsibilities and many limits to his/her responsibilities. To learn more, visit the SCPPM document Contracting Officer’s Representative.   Included in that document are site-specific procedures and policies, information about COR training, and sample COR-related documents including the following: 

· Sample COR Nomination and Designation Letter 

· Sample 02 COR Designation Letter

· COR File Documentation

· COR Review Checklist – Long Form

· COR Review Checklist – Short Form

· SSC-CH COR for Delivery Orders

· NRaD Instruction 4205.1B

5.7 Contract/Modification Distribution

Per FAR 4.2 and DFARS 204.2, the PCO or Contracts Specialist is responsible for distributing copies of contracts or contract modifications within 10 working days of execution to the following, at a minimum:

· PCO (retains original)

· Contractor

· Paying Office (DFAS)

· ACO (DCMA)

· Each accounting/finance office whose funds are obligated (01)

Distribution of modifications should be consistent with security regulations (i.e., if classified specifications or requirements are involved in the modification, they must be handled in accordance with the appropriate security level).

From the Program Office’s perspective, the most critical step in the contract modification process is the distribution of the executed contract/modification to SPAWAR 01 (Comptroller). When the procurement/modification request is routed from 02, SPAWAR’s funds control branch will “commit” funds or place a hold on them in anticipation of a signed modification. However, it is not until the contract/modification is signed and 01 receives a copy that funds are transferred and reflected as “obligated.”  

The Program Office’s role in the contract/modification distribution process is to retain a copy for its contract records.
To learn more, and for site-specific procedures, visit the SCPPM document Contract/Modification Distribution.
5.8 Individual Contracting Action Report (DD Form 350)

To keep senior contracting officials apprised of procurement activities, Federal mandate requires the collection of contract data through a central repository called the Federal Procurement Data System (FPDS). The information is also used to generate data in response to requests by the President, Congress, Government Accountability Office, Small Business Administration, and DoD/Navy/NAVSUP auditors. 

The Navy submits its contract data to the FPDS through the Procurement Management Reporting System (PMRS) via the Defense Contract Action Data System (DCADS). SPAWAR and submits its data to the Navy through DD Form 350, Individual Contracting Action Report. 

This is for information only to the Program Offices; the PCO is responsible for reporting program data and maintaining the submission in the contract file. PCOs must report contracting actions within three days, with several exceptions. For a complete list of actions that require a completed DD Form 350, actions that do not require a DD Form 350, and for more specific information, please visit the SCCPM document, Individual Contracting Action Report (DD Form 350). 

For more information on site-specific procedures, please click on the appropriate link(s), DD 350 Procedures-SPAWAR HQ, DD 350 Procedures-SSC CH, DD 350 Procedures-SSC SD.

5.9 Contractor Performance Assessment Reporting (CPAR) and Informal Contractor Performance Assessment Reporting (IPAR)

FAR Part 42 mandates that past performance data be collected and used in source selection evaluations of prime contractors. Formal past performance collection is facilitated through the Contractor Performance Assessment Reporting System (CPARS), which is DoD’s mandatory system for collecting contract data over certain threshholds.  SPAWAR and SPAWAR supported PEOs and DRPMs also mandate use of an informal contractor performance collection process called IPAR.

5.9.1 CPARS

CPARS is a web-enabled application that collects and manages the library of automated contractor assessment data – unclassified, formal reports, completed annually by the Program Office. A CPAR assesses a contractor’s performance and provides a record, both positive and negative, on a given contract during a specific period of time.  Each assessment is based on objective facts and supported by program and contract management data, such as cost performance reports, customer comments, quality reviews, technical interchange meetings, financial solvency assessments, construction/production management reviews, contractor operations reviews, functional performance evaluations, and earned contract incentives.

The purpose of CPARS is to ensure that contractor performance data is appropriately assessed and that feedback regarding performance is conveyed to companies with whom SPAWAR and SPAWAR supported PEOs and DRPMs have contracted. In a sense, the CPAR is a “report card” on how well a contractor is performing or has performed on an individual contract.  Once a contract is awarded, the Contracting Officer’s Representative (COR) obtains a CPARS user ID from the Contracting Officer.   

Every 12 months throughout the life of the contract (including option exercises, warranty periods, and delivery of deferred data, if any), the Assessing Official (Program Directorate/Department Head/Program Manager/Technical Code) will prepare a CPARS evaluation on contracts meeting the business sector thresholds in accordance with the applicable completion instructions as listed in the DoN CPARS Guide.  The Assessing Official is encouraged to seek input from the multi-functional acquisition team when assessing the contractor’s performance.  At a minimum, PCO input should be obtained.  Support contractors should not prepare inputs to CPARS (not even as project team members) and should not have access to CPARS.  Please See FAR 7.5 for more information.

After the report has been processed and reviewed, the Assessing Official will notify the contractor and provide guidance for the review process.  The contractor may review and comment on the assessment within 30 calendar days of the evaluation.  If the contractor would like a meeting to discuss the CPAR, a written request must be forwarded to the Assessing Official within seven calendar days from notification of the evaluation.

The SPAWAR policy document, Contractor Performance Assessment Reporting System (CPARS) further explains CPARS thresholds, responsibilities, procedures, and implementation.  More information is also available on the CPARS website: http://cpars.navy.mil.

5.9.2 Informal Contractor Performance Assessment Reporting (IPAR)

SPAWAR and SPAWAR supported PEOs and DRPMs have implemented the use of Informal Contractor Performance Assessment Reports (IPARs) to provide contractors with timely status of major programs. The feedback assessment is intended as a more frequent tool than CPAR to improve contractor performance and to ensure a constant dialogue between the Program Manager and the Contractor.  The Program Office must submit IPARs quarterly. IPAR data can be compiled for CPARS submission, but at no time shall IPARs take the place of formal CPARs. 

Read the SPAWAR policy document, Informal Contractor Performance Assessment Reporting System (IPARS) carefully – it explains policies, responsibilities, and procedures in detail.  

As a final note, in the case of Cost Plus Award Fee contracts, it is important that the Program Office demonstrate consistency among CPARS and IPARS data for inclusion in award fee evaluations. 

SCPPM Award Documents
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ASSIGNMENT OF CONTRACT ADMINISTRATION

1. PURPOSE

The purpose of this document is to provide Claimancy wide guidance on the assignment of contract administration under DOD contracts.  It does not address the role of the contracting officer representative or administration actions that fall under Other Transactions.
2. POLICY

a.
All Contracts, to the maximum extent practicable, shall be assigned to a contract administration office (CAO) for administration.  Normal contract administration functions performed by the CAO are listed in FAR 42.302(a) and DFARS 242.302(a).  However, the PCO may withhold specific functions in 42.302(a) when performance of such functions can be best accomplished by the PCO.  The functions listed under FAR 42.302(b) and DFARS 242.302(b) are only performed when specifically authorized by the PCO. See site-specific policy in 2(c).  Do not delegate the responsibility to make contract payments to the DCMA.

b.
Exceptions may be found at DFARS 242.202. 

c.
Site Specific Policy is as follows:

(1) Headquarters policy is to assign contracts to DCMA for administration.

(2) SSC CH policy is to assign contracts, both supply and service type, to a CAO to the maximum extent possible.  However, guidance and procedures for service contracts for which all or part of the contract administration functions are retained for delegation to authorized Government representatives within the requiring activity are contained in SPAWARSYSCENCHASNINST 4330.3A.

(3) SSC-SD policy is to assign contract administration to the maximum extent possible except when it is not in the interest of the government, and for service contracts when it is clear that administration can be best performed by the contracting office.

3. RESPONSIBILITIES

a.
The PCO is responsible for assigning contract administration functions to the CAO and withholding those functions that can best be performed by the SPAWAR claimancy.

b.
The Contract Specialist is responsible for including the appropriate CAO, payment and audit office in the procurement vehicle.

c.
The PMW/Technical Code is responsible for assisting the contract specialist on matters relative to quality assurance, inspection and acceptance criteria and other matters requiring specific qualifications and resources outside the contracting office.
4. PROCEDURES

a.
Designation of the Contract Administration Office: Designate the appropriate CAO by consulting the Federal Directory of Contract Administration Services Components.

b.
Assignment Mechanism: For delegating functions: See FAR 42.302 for procedures.  A good practice is to request that the ACO to acknowledge acceptance or denial via e-mail or official correspondence.

	DCMA has a “keep it simple” policy for delegations: By filling in Block 6 of the SF 26 or Block 16 of the SF 1449 automatically gives DCMA a blanket delegation to perform the services designated in FAR Part 42.302(a).  However, there are some functions listed in the same section that require further authorization (can use sample delegation letter below).


5. APPROVALS

There are no special approvals for basic delegation; however, if a delegation letter is used for further administration, PCO approval is necessary.

6. MISCELLANEOUS
	ADDITIONAL INFORMATION

· SSC Charleston Instruction 4330.3A – Service Contract Administration
· Sample CAS designation letter
· Contracting Officer Representative (COR) Document
· Other Transaction Document
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ANNOUNCEMENT OF CONTRACT AWARDS

1.
PURPOSE

The purpose of this document is to provide SPAWAR Claimancy policy and guidance for preparing and providing public announcements of contractual actions, other transactions, grants and cooperative agreements to the Office of the Assistant Secretary of Defense (Public Affairs) (OASD (PA)). 

2.
POLICY

a.
It is the policy of SPAWAR to provide information on all contractual actions or modifications that have a face value, including options, of $5 million or more, to the Office of the Assistant Secretary of Defense (Public Affairs) (OASD (PA)) by close of business the day before the date of the proposed award.  This information will be used to publicly announce the award in accordance with DFARS 205.303. In addition, concurrent with the public announcement, similar information shall also be provided to the member(s) of Congress in whose State or district the contractor is located and the work is to be performed.

Note: Although other transactions, grants and cooperative agreements do not fall within the purview of FAR/DFARS announcement procedures, the $5M threshold will still apply to ensure consistent public notification of expenditures.

b.
For undefinitized actions, report the not to exceed (NTE) amount.  Later, if the definitized amount exceeds the NTE amount by more than $5 million, report only the amount exceeding the NTE.

c.
For indefinite delivery, time and material, labor hour, and similar contracts, report the initial amount if the estimated face value, inclusive of options, is more than $5 million.  Do not report orders up to the estimated value, but after the estimated value is reached, report subsequent modifications and orders that have a face value of more than $5 million.  Do not report the same work twice.

d.
Option Exercises.  There is no requirement to announce the exercise of an option so long as the option amounts were included in the initial announcement.  

e.
Exceptions.  See FAR 5.303(a).
3.
RESPONSIBILITIES

a.
PCO/Contract Specialist is responsible for preparing the announcement and submitting it to their cognizant Public Affairs Officer (PAO). The Contract Specialist is also responsible for ensuring that a copy of the announcement is filed in the official contract file.  It is recommended that the contract specialist or PCO be available on the date of the announcement.

b.
Program Manager Warfare/Technical Codes are responsible for assisting the PCO/Contract Specialist in the preparation of the award announcement.

c.
Systems Center PAOs are responsible for coordinating all announcements through the Congressional and Public Affairs Office (SPAWAR 00P). 

d.
SPAWAR 00P is responsible for providing all SPAWAR award announcements to the Navy OLA and Navy Chief Information Officer (CHINFO).

e.
Navy Office of Legislative Affairs (OLA) provides information on contract announcements exceeding $50 million to the Secretary of the Navy for potential SECNAV notification of Congressional members.  OLA makes routine notification to Congressional offices at 5:00 P.M. Washington, D.C. time.

f.
The CHINFO provides consolidated Navy contract announcements to OASD(PA) on the day of award.

g.
Office of Assistant Secretary of Defense Public Affairs (OASD(PA)) releases contract announcements at 5:00 P.M. Washington, D.C. time via the Defense Link News Web Site.

4.
PROCEDURES

a.
General.

(1) The Contract Specialist should prepare the public announcement in accordance with the Standard CHINFO/OSD Contract Announcement Format.  Routing procedures, if any, are included in (c) below.

Note:  Awards that contain sensitive or security issues shall be coordinated with SPAWAR 00P before submission.  

(2) For awards over $50 million, questions and answers will be provided to the PAO.   In some instances, a fact sheet will also have to be developed.  This information is optional on contracts of lesser amounts; however, cognizant codes should be ready to prepare them on short notice depending on SPAWAR 00P, SECNAV or OSD interest.  Sample fact sheets and questions and answers are provided in paragraph 6. below.

(3) SPAWAR 00P will convert the information into final form and release it to the Navy OLA and CHINFO prior to the close of business the day before the planned award.

b.
Timeframes.  The award information shall be provided to SPAWAR 00P no later than--

SPAWAR HQ

>$5 million – 2 working days prior to planned award date.

>$50 million – 3 working days prior to planned award date.

SPAWAR SYSTEM CENTERS

>$5 million – 3 working days prior to planned award date.

>$50 million – 4 working days prior to planned award date.

Notes:

Award information for actions > $50 million may be submitted to SPAWAR 00P anytime except Fridays or holidays. 

If the award date is near the end of a fiscal year or calendar year, allow additional time in order to avoid the situation of not being able to award by the end of the fiscal year or calendar year.

If the contracting officer has heard no objections from SPAWAR 00P, CHINFO or OASD (PA), he/she may proceed to award the contractual action at 5:00 P.M. Washington, D.C. time to coincide with the public announcement.  However, it is advisable to check the contract announcements a few minutes after 5:00 P.M. Washington, D.C. time on the scheduled release date to ensure that the contract being awarded has been posted.

c.
Site Specific Procedures.

(1)
SPAWAR HQ.

(a)
Branch Heads will notify 02 & 02A by e-mail of all awards over $5M.

(b)
Award announcements will be submitted to 00P via the PAO Virtual Program Office (VPO), a secure web site that allows users to submit, share, and send documents for security and policy review.  In order to post announcements you must register on the PAO VPO site.  Once registered, you will have the ability to post documents and be notified of documents for review.  Questions or concerns regarding the PAO VPO should be directed to SPAWAR 00P.  

(2)
SSC Charleston.  This form shall accompany all award announcements (releases).

(3)
SSC San Diego. Electronic Routing Process.

5.
APPROVALS

The PCO is responsible for the review and concurrence of the announcement prior to submission to the cognizant PAO. 

6.
MISCELLANEOUS

	CHINFO TOOLBOX

· Standard CHINFO/OSD Contract Announcement Format
· DMR Award Announcement/U.S. Navy News Release dated Tuesday, February 1, 2000
· DMR Questions & Answers/U.S. Navy News Release dated Tuesday, February 1, 2000
· SSC Charleston  - Contract Announcement Form
· SSC San Diego – Electronic Routing Process
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SYNOPSES
1. PURPOSE

The purpose of this document is to provide Claimancy-wide policy and procedures for publicizing contract actions through the Federal Business Opportunities (FedBizOps), Government-wide Point of Entry (GPE).
2. POLICY

The primary purposes of publicizing contract actions are to improve small business access to acquisition information and to enhance competition by identifying subcontracting opportunities.  Pursuant to FAR 5.101(a)(1) agencies must make notices of proposed contract actions expected to exceed $25,000 by synopsizing in the GPE, except as noted in FAR 5.202.  Pursuant to FAR 5.301(a) agencies must synopsize through the GPE awards exceeding $25,000, except as noted in FAR 301(b).  The SPAWAR Claimancy will comply with these requirements by publicizing applicable contract actions via the e-commerce central web site.  E-commerce will automatically forward synopses to the GPE. 

3. RESPONSIBILITIES

a. The PCO and the Contract Specialist are responsible for preparing and issuing synopses, promptly responding to requests for additional information and properly filing the synopses in the official contract file.  Details of these responsibilities are included as procedures in paragraph 4 below. 

b. Persons receiving responses to the synopsis shall forward all of these directly to the cognizant PCO.  
c. PMW/Technical Code:  Not applicable.
4. PROCEDURES

a. There are three broad categories of synopses:   (1) Presolicitation notices;   (2) Special situations; and (3) Synopses of contract awards.  Details for each   category are explained below.  

(1) Presolicitation notices.  Presolicitation notices must be made available through the GPE.  Proposed contract actions must be synopsized therein before issuing any resulting solicitation. This category of synopsis equates to Action Code P.
a. Proposed contractual actions include:  

See FAR 5.201(b).  

· Contract actions over $25,000;

· Modification to an existing contract for additional supplies or services (i.e., new procurement mod) over 25,000; and  

· Contract actions in any amount for which a synopsis would be advantageous to the Government.

b. The timeframes for synopsizing proposed contractual actions are:        See FAR 5.203.

· Publicizing and response times are calculated based on the date of publication.  The publication date is the date the notice appears on the GPE.

· A notification of contract action shall be published at least 15 days before issuance of a solicitation.  For acquisitions of commercial items, the contracting officer may establish a shorter period for issuance of the solicitation or use the combined synopsis and solicitation procedure in FAR 12.603. 

· Except for commercial item acquisitions, allow at least 30 days response time for receipt of bids or proposals from the date of issuance of a solicitation.

· Allow at least 30 days response time from the date of publication of proper notice of intent to contract for architect-engineering services or before issuance of an order under a basic ordering agreement or similar agreement.

· Allow at least 45 days response time for receipt of bids or proposals from date of publication for Research and Development (R&D) actions.

(2) Special Situations.  Special situations include: R&D advance notices, Federally Funded Research and Development Centers (FFRDCs), Special notices, Architect-engineering services, Efforts to locate commercial sources under OMB Circular A-76, and Section 8(a) competitive acquisitions.  This category of synopsis equates to Action Code R, with the exception of special notices.  Action Code S applies to special notices.  See FAR 5.205.  

(3) Synopsis of Contract Award.  See FAR 5.3.  Awards exceeding $25,000 must synopsized through the GPE that are subject to the Trade Agreements Act, likely to result in the award of any subcontracts, or when publicizing would be advantageous to industry or to the Government.  This category of synopsis equates to Action Code A.    An award synopsis is not required for awards under Blanket Purchase Agreements, Delivery Orders, or Task orders, and Federal Supply Schedule (FSS) orders.  See paragraph 6, Miscellaneous, for awards exceeding $5M.
Each of the three categories of synopses above may be modified, if necessary.  When publicizing synopsis modifications on GPE, Action Code M applies.  

Specific procedures for transmitting each category of synopsis to GPE may be found at https://e-commerce.spawar.navy.mil.  Once there, click on "Registered Users Login."  After login, choose the “FedBizOps Users Guide” link.  This guide will provide step-by-step instructions for preparing and transmitting synopses to GPE.
5. APPROVALS

a. All Sites:  In addition to the site specific approvals listed below, the following review/approvals may be required of the claimancy:  

(1) The Security Office shall review a draft presolicitation notice ONLY if contractor access to classified information is necessary and a DD 254 has not been executed.  This includes special situation synopses where contractor access to classified information will be required.

(2) The Small Business Office shall review a draft presolicitation notice ONLY if a DD 2579 (small business coordination record) has not been executed, or the synopsis does not reflect the small business representative’s recommendation.

b. Site Specific Approvals:

(1) SPAWAR HQ: None.

(2) SSC CH: The PCO shall review and approve all synopses.  The PCO’s forwarding of the synopsis to the GPE constitutes approval.


(3) SSC SD: SSC-SD Policy Gram 99-14 




6. MISCELLANEOUS

Award Announcements (CHINFO) 
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CONTRACTING OFFICER’S REPRESENTATIVE (COR)

1. PURPOSE

The purpose of this document is to provide the SPAWAR claimancy policy and guidance regarding the COR.

2. POLICY

a.
It is the policy of the SPAWAR Contracting Office at the Contracting Officer’s discretion, to designate qualified personnel as their authorized representatives to assist in the technical monitoring and administration of support service contracts and occasionally on other than support services contracts depending on the circumstances. If the PCO determines that a need exists, a COR shall be designated for a contract when:

(1) the Government must clarify, define or give direction on a contract’s specification or statement of work;

(2) task orders are to be issued against a cost-reimbursement (time and material, labor-hour, or cost plus fee) indefinite delivery type contract;

(3) the contract or task/delivery order falls under the definition of Consulting Services (CS) in accordance with SECNAVINST 4200.31C.

b.
A COR and an alternate COR (ACOR) can be assigned to a contract. An ACOR may be designated to perform the COR functions when the COR is unavailable to perform those duties.  The ACOR can be appointed at the time of contract award. Any person designated as an ACOR must possess the necessary COR qualifications as evidenced by a nomination or designation letter prior to contract award. The duties and responsibilities of the COR are set forth in DFARS 201.602-2; it should be noted that the COR is prohibited from issuing delivery orders and from re-delegating COR authority, duties or responsibilities.

c.
Only persons technically qualified and properly trained will be designated, and only designated persons will perform COR duties. Under no circumstances are the functions designated for performance by the COR to be performed by a non-government employee nor will any non-government employee assist the COR in the execution of any of his/her duties (see exception at NAPS 5201.602-2).

d.
The COR is the “eyes and ears” of the Contracting Officer (CO) and acts as the technical liaison between the government and the contractor regarding the statement(s) of work and/or specification(s) under a contract. As a practical matter, the CO rarely has the expertise in all the areas necessary to ensure successful contract completion, therefore, the CO must rely on the COR to assist in contract development and administration regarding the technical and financial aspects of the terms and conditions of the contract.

3. RESPONSIBILITIES

Generally, the COR is authorized by the Contracting Officer to monitor the receipt of contract deliverables, verify the accuracy of contract vouchers, and monitor contact expenditures.

a. Program Manager/Technical Code: The PM/TC is responsible for nominating CORs and notifying the PCO if a COR vacates his/her position.

b. Procuring Contracting Officer: The PCO, upon receipt of a COR nomination, will:

(1) Review the nomination to ensure that formal COR training (and appropriate refresher training) has been successfully completed by the nominee and that the nominee is a government employee (or if the exception at NAPS 5201.602-2 applies). 

(2) Ensure that a COR is not delegated responsibility to perform functions at a contractor’s location that have been delegated to a contract administration office.

(3) Prepare and issue a COR letter of designation (see sample for content and format), including the extent and method of contract monitoring appropriate to the particular contractual effort, and establish a feedback procedure to ensure that the PCO is informed of significant contract events.

(4) Provide a copy of the fully executed COR letter of designation to the parties identified in the letter as well as to the COR’s supervisor. This information will then be stored in the COR database. In addition to the COR’s supervisor, as a minimum, the original of the designation letter must be provided to the COR and a copy of the designation letter must also be provided to the contractor and the contract administration office. In addition, SPAWAR 02 contracting officers must provide a copy of the designation letter with training certificates to COMSPAWARCOM 02-41.

(5) Provide a copy of the contract to the COR containing the applicable COR clause.

(6) Require the nominating code to recommend a replacement if in the PCO’s opinion, an assigned COR is not properly monitoring a contract.

(7) Perform reviews of the COR contract files on an “as needed” basis. Issues/events to consider when deciding whether a review is needed are:

· designation of a new COR on the contract

· contractor receipt of an overall CPARS/IPARS rating of RED (unsatisfactory) or YELLOW (marginal), or when a T4D is being contemplated

· a pattern of problems with COR performance in any area of responsibility, like;

· untimely/poor quality modification SOWs/IGEs

· inadequate/non-existent invoice reviews

· untimely/poor quality CPARS/IPARS recommendations

· issuing questionable TDLs

· complaints regarding monitoring of contractor performance or requesting  contractor performance outside the scope of the contract

c. Contracting Officer Representative: The COR, upon receipt of a COR designation, will:

(1) Complete acknowledgment/acceptance portion of the COR designation letter, and sign and return the original to the PCO.

(2) Maintain currency of training through attendance at mandatory refresher training sessions at least once every three years.

(3) Provide technical liaison between the government and the contractor with respect to the contract specification and statement of work.

(4) Monitor the contractor’s progress, costs and quality of performance and keep everyone informed.

(5) Promptly report any substantive deficiencies in contract performance or other instances of noncompliance with contract terms and conditions to the PCO.

(6) Provide reports of, and documentation to support, significant actions taken as directed.

(7) Review and certify the contractor’s invoices to ensure that work cited has been performed and that labor hours, materials and travel charged, are consistent and reasonable for the work performed.

(8) If the contract specifies a labor mix/level of effort, the COR is responsible for monitoring the actual labor mix/level of effort expended and is responsible for periodically reporting significant differences between the contracted and actual incurred labor mix/level of effort expended to the PCO. This allows a more realistic labor mix/level of effort estimation, more realistic pricing for subsequent contracts, and also helps to reduce the risk of contractor-proposed uncompensated overtime on future contracts.

(9) Any labor mix/level of effort established in the contract shall not be altered by COR technical direction or task orders.

(10) Where work under a contract is assigned by task order or delivery order, the COR shall track performance, labor hours and mix ordered and labor hours and mix expended by individual order.

(11) Be alert to inconsistencies between work actually performed by the contractor and performance claimed on invoices, as well as inefficiencies of the contractor and promptly notify the PCO.

(12) Review, inspect, and accept services or deliverables when completed, unless otherwise specified in the contract, and certify when all deliverables have been accepted.

(13) Not requiring the contractor to provide personal services for the requiring organization or for the COR.

(14) Not issuing delivery orders or change the intent of substance of a contract or order.

(15) Not interfering with the contractor’s dealings with organized labor.

(16) Not interfering with the contractor’s personnel practices.

(17) Maintain a file for each contract assigned and close out the COR contract file within five years upon completion.

(18)
Ensuring the government is getting what it pays for.

(19)
Preparing a report on the contractor's performance in accordance with CPARs.

(20)
In general the COR should ensure the following actions do not occur:

· Promising or authorizing the contractor to perform additional work.

· Issuing stop work orders.

· Authorizing additional GFP.

· Disclosing source selection or proprietary information.

· Providing any budgetary information

· Directly or indirectly changing the following:

-Pricing, Cost or Fee

-Quantities

-Quality

-Scope of the Task/Delivery Order/Contract

-Delivery Schedule

-Labor Mix

-Any other terms/conditions of the DO/Contract

4. PROCEDURES

For site-specific procedures regarding the COR nomination see the links under paragraph 6 below.  General procedures are as follows:

a. COR Contract Clause.  The clause at DFARS 52.201-7000, Contracting Officer’s Representative, shall be used in solicitations and contracts when appointment of a Contracting Officer’s Representative is anticipated.

b. COR Training. Before designation, COR nominees must complete an approved or sponsored SPAWAR course.  COR nominees in the 1102 series are exempt from the formal COR training requirements.  COR refresher training is required every three years.  The course, at a minimum, should offer training in the following areas:

(1) Conflict of Interest.

(2) Standards of Conduct.

(3) Constructive Changes.

(4) Personal versus Non-Personal Services.

(5) Unauthorized Commitments.

(6) Procurement Integrity

5. APPROVALS

Only the Contracting Officer may appoint a COR, as their authorized representative to assist in the technical monitoring or administration of a contract, and any designation should be in writing and should specify all duties for which the COR is responsible.  See DFARS 201.602-2.

6.
MISCELLANEOUS

	COR/DOCOR TOOLBOX
· SPAWAR 02 - Sample COR Designation Letter
· SPAWAR Claimancy - COR File Documentation
· SPAWAR Claimancy - COR Review Checklist (Long Form)
· SPAWAR Claimancy - COR Review Checklist (Short Form)
· SPAWARSYSCEN Charleston – COR for Delivery Orders (DOCOR)
· SPAWARSYSCEN Charleston – Sample COR Nomination and Designation Letter and Invoice Review Form
· SPAWARSYSCEN San Diego – NRaD INSTRUCTION 4205.1B
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CONTRACT/MODIFICATION DISTRIBUTION

1.
PURPOSE

To provide Claimancy wide guidance on the distribution of contracts,  modifications, correspondence, and other types of supporting documents.

2.
POLICY

a.
Distribution requirements shall be limited to the minimum necessary for proper performance.  See site-specific information below for additional distribution requirements.

b.
General:   FAR 4.2 provides a summary of general contract distribution requirements.

c.
DOD:   DFARS 204.2 provides specific agency distribution requirements.

d.
Navy:   NAPS 5204.201 requires all DoN activities to post an electronic copy of each newly executed procurement instrument (contracts, purchase orders, delivery orders, contract modifications, etc.) within two working days of its execution to the DoN Electronic Document Access (EDA) website, unless payment under the instrument will be made with the Government Commercial Purchase Card. 

3.
RESPONSIBILITIES

a.
Contracting Officers are responsible for ensuring timely, correct contract distribution and for ensuring the contract file contains the approved Distribution Record. 

b.
Contract Specialists are responsible for 

(1) Ensuring that all necessary offices receive copies of the actions for proper performance of essential functions: such as the contractor, paying office, contract administration, contract auditing, security;

(2) Determining the correct current addresses for other government agencies including DCMA/DFAS and DCAA. 
(3) Preparing and maintaining a record of distribution for each action.

c.
PMW/Technical Code: Maintain a copy for files.
4.
PROCEDURES

a.
The Contract Specialist completes, updates, and maintains a current copy of the record of distribution for filing contracts and contract modifications in the official contract folders.

b.
Accounting Copy: Within 1 working day after execution, the contract specialist will forward the obligation document to their respective comptroller’s office.

c.
Site Procedures:: 
(1) HQ:  The contract specialist will verify the Distribution Contractor sends a copy of the obligation electronically to the “01 Fund Control” e-mail address by reviewing the e-mail distribution notification for compliance.  The Distribution Contractor must receive the document for processing no later than one day after execution. 
(2) SSC-CH:    The office assistant is responsible for all contract and modification distribution except copies to DFAS, DCAA and DCMA.  Distribution to these offices will be by transmission of an electronic file download each day from PD2 and forwarded to NAFI.
(3) SSC-SD:  In addition to the standard distribution process performed by the Reproduction and Distribution Center, the contract specialist is responsible for

· Entering the appropriate accounting information in the designated accounting log book; and

· Ensuring that one copy of the obligating document, funding document, funding plan (if applicable), purchase request, or any other document that is used by Budget to commit and certify funding, is placed into the designated accounting box, located in the Contract Directorate reception area.

5.
APPROVALS

The PCO is responsible for reviewing and approving the distribution and for ensuring the approved Distribution Record is part of the contract file.

6.
MISCELLANEOUS
View sample site-specific Distribution Records by clicking the appropriate hot link below:

Headquarters 

SSC-CH , SSC-CH DELIVERY ORDER
SSC-SD
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INDIVIDUAL CONTRACTING ACTION REPORT (DD Form 350)

1. PURPOSE

To provide Claimancy wide guidance on the Uniform Reporting requirements for DD Form 350, Individual Contracting Action Report.
2. POLICY
a. The Navy provides contract data, as prescribed by DFARS 204.600, through the Procurement Management Reporting System (PMRS) to the Defense Contract Action Data System (DCADS).  The DCADS provides DoD contract data to the Federal Procurement Data System (FPDS).  Congress directed the establishment of the FPDS and the collection of contract data in sections 6 and 19 of the Office of Federal Procurement Policy Act (41 U.S.C. 405 and 41 U.S.C. 417). 

b. The Navy uses PMRS to collect data from the DD Form 350, Individual Contracting Action Report.  The system provides senior Navy contracting officials with essential information on key indicators of performance for Navy procurement activities.  It is also used to generate data in response to requests by the President, Congress, the Government Accountability Office, Small Business Administration and DoD/Navy/NAVSUP auditors. 

3. RESPONSIBILITIES

a. The Procuring Contracting Officer (PCO) is responsible for completing a DD Form 350 for all reportable contracting actions (see paragraph 4.a. below).  The PCO is also responsible for maintaining a copy of the DD Form 350 in the official contract file.

b. Site-specific responsibilities regarding completion of the DD Form 350 can be found in paragraph 4. d. below.  

4. PROCEDURES
a.
A DD 350 is required for --

(1)
All contracting actions, including actions executed by DoD for purchase of land, or rental or lease of real property, that obligate or deobligate more than $25,000, except actions summarized on DD Form 1057 in accordance with DFARS 204.670-2(b)(2); and

(2)
All contracting actions that obligate or deobligate $25,000 or less if the action is
(i)   Under a very small business set-aside (see FAR Subpart 19.9);
(ii) Requirements that DoD is processing for a non-DoD Federal agency; or
(iii) In a designated industry group under the small business competitiveness demonstration program (see FAR Subpart 19.10), except for.

(A)
Foreign military sales;

(B) Orders or modifications under Federal schedules;

(C) Actions with government agencies;

(D) Actions with non-U.S. business firms; and

(E) Actions where the place of performance is other than the United States and its outlying areas.

b.
A DD 350 is not required for --

1) Micro purchases obtained through use of the purchase card;

2) Transactions that cite only nonappropriated funds;

3) Transactions for purchase of land, or rental or lease of real property, when the GSA executes the contracting action;

4) Orders from GSA stock and the GSA Consolidated Purchase Program;

5) Transactions that involve Government bills of lading or transportation requests, except orders placed under Regional Storage Management Office's (RSMO) BOAs; 

6) Requisitions transferring supplies within or among the departments or agencies; and

7) Orders placed by other contracting activities against indefinite delivery contracts awarded by the --

(i) Military Sealift Command;

(ii) Defense Fuel Supply Center for petroleum and petroleum products;

(iii) Defense General Supply Center for petroleum products.

c.
A DD 350 must be uploaded in the PMRS - Within 3 working days after the ob/deobligation date.  

d.
Site specific procedures - Click on the appropriate link for the desired procedure:
(1) SPAWAR HQ -  DD 350 Procedures-SPAWAR HQ
(2) SSC Charleston - DD 350 Procedures-SSC CH
(3) SSC San Diego  - DD 350 Procedures-SSC SD
5. APPROVALS

The PCO is responsible for reviewing and approving each DD Form 350.

6.
MISCELLANEOUS
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POST AWARD DEBRIEFINGS

1.
PURPOSE
a.
The purpose of this document is to provide the policy and guidance for the preparation of a Post Award Debriefing for the SPAWAR claimancy.

b.
Meaningful debriefings serve to strengthen and enhance the Government’s relationship with industry, instilling greater confidence in the acquisition process, through comprehensive and open debriefings in which the offeror is given an opportunity to provide feedback regarding the solicitation, discussions, evaluation, and the source selection process.

2.
POLICY

a.
Whenever the Government awards a contract based on competitive proposals, an unsuccessful offeror is entitled to a debriefing, if they submit a timely request, in accordance with FAR 15.506(a)(1). 

b.
The Government must conduct a debriefing (see timeframes in FAR 15.506) for an unsuccessful offeror if:  

(1) The offeror makes a written request for a debriefing, and 

(2) The request is received by the contracting activity within three days after the offeror received notice of exclusion from competition or contract award.  

c.
A debriefing means informing the unsuccessful offeror of the basis for the selection decision in contract award, when the contract was awarded on a basis other than price or price related factors.  A debriefing is therefore only held when award has been made through competitive negotiation procedures.  Successful offerors may also request a debriefing whenever award is made on the basis of competitive proposals.

d.
A debriefing is a meeting between Government personnel and an offeror who has been eliminated from competition, either prior to or after contract award.  

e.
The purpose of a debriefing is to provide offerors the basis for the selection decision.  Accordingly, the objectives of a debriefing include:

(1) Explaining the rationale for excluding the offeror from competition (if applicable);

(2) Instilling confidence in the offeror that they were treated fairly;

(3) Assuring the offeror that proposals were evaluated in accordance with the solicitation, as well as applicable laws and regulations;

(4) Identifying weaknesses in the offeror’s proposal, so the offeror can prepare better proposals in response to future Government acquisitions; and

(5) Reducing misunderstandings and protests.

f.
A debriefing is NOT:

(1) A page-by-page analysis of the offeror’s proposal;

(2) A comprehensive point-by-point comparison between the proposals of the debriefed offeror and the successful offeror(s); nor

(3) A debate or defense of the Government’s award decision or evaluation results.

g.
Offerors excluded from the competitive range or otherwise excluded from the competition before award may request either a preaward or postaward debriefing.  However, offerors are entitled to no more than one debriefing for each proposal.

h.
Additionally, good business practice dictates that the Government should also debrief the successful offeror (awardee), if so requested, since postaward conferences, which are often provided to successful offerors, do not necessarily substitute for a debriefing.

3.
RESPONSIBILITIES

a.
PCO:  The PCO is responsible for the overall debriefing and assembling the debriefing team.

b.
Contract Specialist: The contract specialist is responsible for participating in the debriefing and ensuring that a copy of the debriefing memorandum is filed in the official contract file.  Additional duties are outlined in paragraph 4 below.

c.
PMW/Technical Code: See paragraph 4. below.

4.
PROCEDURES

a.
Preparation:

(1) Identifying the Government Team.  The PCO should identify the Government debriefing team members, with the selection to be based on the complexities presented in each acquisition.  The key is to ensure that knowledgeable Government personnel are present.  Additionally, due to the statutory requirement for a prompt debriefing, the PCO should tentatively select the team before the contract award is announced.  In determining the composition of the Government’s debriefing team, it is important to remember the objectives of a meaningful debriefing.  Above all, the Government should display that it fully understood the offeror’s proposal; if this is not conveyed, the offeror will have little confidence in the conduct of the acquisition.

(2) Identifying the Debriefed Offeror’s Team.  Prior to the debriefing, the PCO should ask the offeror to identify all individuals by name and position that will attend the debriefing.  Normally, no limitation should be placed on the number of personnel the offeror may bring to a debriefing.  However, in extraordinary cases, space limitations of Government facilities may require restrictions on the number of offeror personnel invited to attend.  Nonetheless, PCOs should not impose such restrictions unless the PCO has determined that all suitable alternate facilities are unavailable.

(3) Early Team Involvement.  Debriefings are time sensitive; preparations for debriefings should begin before proposal evaluations are complete.  Usually, the proposal evaluation board will assist in preparing debriefing charts and conducting the debriefing.  Accordingly, at the time the evaluation board is formed, the evaluators should be informed that their duties include assisting with debriefings.

(4) Prerequisites for Properly Conducting A Debriefing:
· Government personnel attending the debriefing should be briefed on their roles and expected demeanor during the debriefing.  Argumentative or overly defensive conduct should be discouraged, and Government personnel should be instructed to make a positive presentation.

· The following factors should be looked at early on during the acquisition process to avoid possible pitfalls.  Waiting until you receive a request for debriefing is too late:

· A good source selection plan;

· A well documented evaluation of the offeror’s proposal, citing both good and bad points (strengths and weaknesses); and

· A knowledgeable and strong chairperson for the technical evaluation committee.

(5) Debriefing Material.  Normally, debriefing materials consist of briefing charts and notes prepared for use during the debriefing.  Faulty memory or misstatements by Government personnel are detrimental to a successful debriefing.  The PCOs should ensure that necessary notes or other documents are accessible during the debriefing. Government personnel should NOT bring proposals or evaluation reports of other offerors’ into the debriefing room.

b.
Scheduling the Debriefing:  It is extremely important that the Government schedule a debriefing on the earliest possible date after receipt of the request from the offeror. It is also important to note that debriefings should only be conducted with one offeror at a time.   The offeror should be notified of the scheduled date in writing or by electronic means, with immediate acknowledgement requested.   If the offeror is unable to attend the scheduled date and requests a later date, the offeror should be required to acknowledge, in writing, that it was offered an earlier date, but requested the later date instead.  This procedure serves to protect the Government’s interests in the event the offeror subsequently files a protest. Note:  The 10-day protest clock does not begin until the day the offeror is debriefed. 

c.
Conducting the Debriefing:

(1) The PCO should normally chair any debriefing session(s), with individuals who conducted the evaluations providing support.  In other words, the PCO is not responsible for conducting the entire debriefing, but may rely on Government technical and cost/price personnel to present the portions of the debriefing that address those specialized areas of the offeror’s proposal.  The PCO’s office of legal counsel may also attend the debriefing, as well as assist in preparations for the debriefing. PCOs may conduct debriefings orally, in writing, or by electronic means.  If the debriefing is face to face, always have a signed attendance record, signed by everyone present at the debriefing.

(2) At a minimum, debriefing information shall disclose:

· The deficiencies and significant weaknesses of the debriefed offeror’s proposal.

Note:  Guidelines regarding what is considered a significant weakness: If the weakness was of significant enough concern to warrant its discussion during the negotiation phase of the acquisition, it is probably significant for debriefing purposes as well.  Whereas, if it was not significant enough to warrant discussion, it is not significant for debriefing purposes either, unless, of course the weakness was created in the final proposal revision. [It is also a good practice to discuss the significant advantages of the debriefed offeror’s proposal.]

· The overall evaluated cost or price (including unit prices) and technical rating, if applicable, of the successful offeror and the debriefed offeror (but only to the second level of evaluation), as well as past performance information on the debriefed offeror.

Note:  Guidelines regarding what is considered the second level of evaluation: Assume a solicitation sets forth the following three evaluation factors: Technical, Management, and Past Performance.  This would be considered the first level of evaluation, and the overall ratings for each of the three factors would be disclosed.  In addition, if several subfactors are separately rated under a factor (such as Management Approach, Proposed Staffing, and Past Corporate Experience, under the Management factor), then these subfactors constitute the second level of evaluation and their ratings would also be released.  Be prepared to explain the rationale for the ratings of the debriefed offeror’s proposal.

· The total evaluated cost/price of the debriefed offeror’s proposal should be disclosed for each contract line item (CLIN), and an explanation should be given for any significant cost realism adjustments made by the Government at the major cost element level.  Additionally, the awardee’s total proposed and evaluated cost/price for each CLIN should be disclosed.  However, it may be a good business practice not to disclose the specific Government cost/price adjustments to the awardee’s proposed cost/price (especially in a Cost type contract). PCO's may use their discretion here.  (See NAPS 5215.506 Postaward Debriefing of Offerors)

· If the evaluation board used adjectival ratings, the adjectives and their definitions contained in the evaluation plan should be disclosed.  Likewise, if numerical ratings or color codes were used instead, they should also be disclosed.

· Overall ranking of all offerors.  If the source selection authority ranked the proposals, the overall ranking of all proposals must be revealed.  However, the identities of the other unsuccessful offerors should not be revealed.  Rather, those offerors should be referred to by alphanumerical letter or other designators.

· Rationale for award decision.  The Government should disclose a summary of the rationale for the contract award decision, identifying the significant advantages of the awardee’s proposal in general terms, without revealing confidential proprietary information contained in the awardee’s proposal.

· If the awardee’s proposal includes a commercial item as an end item under the contract, the make and model of the item must be disclosed.

· Reasonable responses to relevant questions about whether source selection procedures contained in the solicitation, applicable regulations, and other applicable authorities were followed.

INFORMATION PERTAINING TO OTHER UNSUCCESSFUL OFFERORS

THAT MAY BE RELEASED

Note:  Under certain circumstances, additional information may be released, such as the final overall ratings for non-cost factors and/or the final total evaluated cost/price of the other unsuccessful offerors.  Release of the overall non-cost rating is discretionary.  However, release of the total final evaluated cost/price is limited to those situations where an unsuccessful offeror consents or the agency determines that the unsuccessful offeror, after consulting with it, would not suffer competitive harm from such a release.  The decision to release any of this information should be made on a case-by-case basis with guidance from legal counsel.

(3) What can not be disclosed during post award.  By law a debriefing may NOT include point-by-point comparisons of the debriefed offeror’s proposal with those of other offerors.  In addition, by law, debriefings may NOT disclose information that is exempt from release under the Freedom of Information Act (FOIA), relating to:

· Trade secrets;

· Privileged or confidential manufacturing processes and techniques;

· Commercial and financial information that is privileged or confidential, including cost breakdowns, profits, indirect cost/rates, and similar information; and

· Names of individuals providing reference information about an offeror’s past performance.

	Note:  This information is normally referred to as "proprietary information".  Proprietary information means information contained in a proposal, or otherwise submitted to the Government, that the submitter has marked as proprietary.  Proprietary information does NOT include information that is otherwise available without restriction to the Government or the public.  If you believe that information marked proprietary is not truly proprietary, you should contact the assigned legal advisor for an appropriate determination before the information is released.


d.
Debriefing the Awardee:  Although debriefing an awardee is similar in many respects to debriefing an unsuccessful offeror, there is one significant difference—very little information is revealed regarding the proposals of the unsuccessful offerors.

e.
Debriefing Outline:  What follows is a suggested outline to follow when conducting a debriefing:

(1) Introduction.
(2) Explain the purpose of the debriefing.
(3) Announce the ground rules.
(4) Summarize the source selection process that was used.
(5) State the proposal evaluation factor and subfactors.
(6) Reveal the evaluation results:
· The significant advantages of the offeror’s proposal.

· The significant weaknesses of the offeror’s proposal.

· The evaluation ratings of the offeror’s proposal to the second level of evaluation, explaining the rating definitions.

· At the PCO's discretion, the Government’s total evaluated cost/price of the offeror’s proposal for each CLIN, explaining significant cost realism adjustments made by the Government to the major cost element level. 

(7) A summary of the rationale for the contract award decision.
(8) The overall ranking of all proposals, but do not identify the unsuccessful offerors by name.
(9) Answer relevant questions pertaining to whether the Government followed the source selection procedures set forth in the solicitation, applicable regulations, and other authorities.
f.
Debriefing Memorandum:

(1) Contract file.  In accordance with FAR 15.506(f), an official summary of the debriefing shall be included in the contract file.

(2) Debriefing Memorandum importance.  

· The debriefing memorandum shall be provided in as much detail as possible.  Accordingly, it is recommended that you have a designated person take minutes of the debriefing.  The reason for this is that it is difficult to remember every statement that is made and by whom and that the minutes of a debriefing become a key document in cases where a protest is filed.

· Good debriefing memorandums are essential if the acquisition is reopened or resolicited, as a result of a protest or otherwise, within one (1) year of the contract award date.  In such circumstances, the law requires that the contracting agency make available to all offerors information regarding the proposal of the awardee that was provided to other offerors at debriefings on the prior contract.  This requirement is designed, in part, to place all offerors on a level playing field.  Accordingly, the need for good debriefing memorandums is apparent.

(3) Debriefing Memorandum contents.  The debriefing memorandum should include at a minimum:

· A list of all persons who attended the debriefing.

· A summary of the information disclosed during the briefing.  The most efficient means for doing this is to identify the charts that were used at the debriefing and attach a copy of them to the memorandum.

· The substance of all questions and answers discussed at the debriefing, including answers provided after the debriefing.

(4) Signatures.  Both the technical and procurement Government representatives should sign the debriefing minutes (debriefing memorandum).  

(5) Samples.  What follows are site specific samples.

· HQ Specific:  (under construction)

· SSC CH Specific: (under construction)

· SSC SD Specific:   (under construction)

5.
APPROVALS

The PCO should sign the debriefing memorandum for the official contract file.

6.
MISCELLANEOUS

None
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CONTRACTOR PERFORMANCE ASSESSMENT REPORTING SYSTEM (CPARS)

1. PURPOSE

This document provides policy and guidance for reporting past performance information (PPI) on all SPAWAR Claimancy contracting vehicles.

2.  POLICY

a. The Federal Acquisition Regulation (FAR) requires that PPI be collected (FAR Part 42) and used in source selection evaluations of prime contractors (FAR Part 15). The Department of the Navy has established the CPARS as the process for the collection of PPI by Navy activities.

b. PPI must be collected on contracts (including indefinite delivery contracts and information technology federal supply schedule blanket purchase agreements (IT FSS BPAs)) meeting the applicable “Business Sector” threshold and contract period of performance (including warranty period, if any):

	Business Sectors and Thresholds

      Business Sector                               Dollar Threshold
       -Systems                                             >$5,000,000

           -Ship Repair & Overhaul                >$500,000

       -Services                                             >$1,000,000

       -Information Technology                   >$1,000,000

       -Operations Support                          >$5,000,000

       -Unique (Construction/A-E,              Various

         Health Care, Fuels, Science

         & Technology)

Dollar threshold applies to “as-modified” face value of contract


c. Clause G-321, Contractor Performance Appraisal Reporting System, has been added to SPAWAR Claimancy Clausebook. Contracting officers are to insert Clause G-321 in all contracts requiring the collection of past performance information as specified in Table 1 and Attachment 1 of the Department of Navy "Contractor Performance Appraisal Reporting System (CPARS) Guide".
d. Indefinite Delivery Contracts (IDCs).


(1) For existing contracts, a CPARS will be done on an interim and final basis in accordance with the procedures in paragraph 4. below.  A CPARS is not to be done for each delivery order, unless the program manager/technical code and contracting officer feel it is in the best interest of the government and the Contractor concurs, or the Contractor requests a CPARS evaluation at the delivery order level and the program manager/technical code and contracting officer concur.


(2) For contracts to be awarded, the contracting officer can elect to do a CPARS evaluation under one of the following circumstances: (a) at the contract level only, not on individual delivery orders; (b) at the delivery order level only when the individual delivery order meets or exceeds the threshold, or (c) at the delivery order level and again at the contract level to “roll” the information to give a big picture perspective.

e. IT FSS BPAs.  For IT FSS BPAs, a CPARS will be performed in accordance with the procedures in paragraph 4. below.  A CPARS is not to be prepared for each delivery order.

f. All CPARS information is treated as source selection information in accordance with FAR 3.104.  This information sometimes includes information that is proprietary, such as trade secrets and confidential commercial or financial data that would not be released under the Freedom of Information Act.

g. The PCO should conduct a Post-Award Conference for all contract awards requiring a CPARS evaluation to discuss the CPARS evaluation factors to be used during contract performance and the CPARS process.

h. CPARS will not be used for any purpose other than as stated in paragraph 2.a. above; however, summary data from the CPARS database or from the reports themselves may be used to measure the status of industry performance, and support continuous process improvement, provided that the data used does not reveal individual contract or contractor performance in any form.

3. RESPONSIBILITIES

a. The SPAWAR Commander is responsible for the oversight and implementation of CPARS within the Claimancy.  The Commander has assigned the SPAWAR Contracting Directorate to be the Command Focal Point (CFP) to oversee CPARS implementation for the Claimancy.  The SPAWAR System Centers Contracting Offices will also designate Focal Points (SCCFP) to be responsible for CPARS implementation and training at their respective sites.

b. CFP: The CFP is responsible for providing CPARS training to the Claimancy on how to use the CPARS Automated Information System (AIS) to report PPI.

c. CFP and SCCFPs: Both the CFP and SCCFPs are responsible for the following at their respective sites:

(1) Identifying and maintaining a list of applicable CPARs contracts.

(2) Completing Access Authorization Matrixes for all contracts to allow personnel authorized access to the CPARS AIS to report PPI data.

(3) Monitoring the timeliness of report completion by authorized CPAR AIS users.

(4) Providing assistance to CPAR AIS users where applicable.

(5) Monitoring CPAR quality.

(6) Maintaining a monthly report of CPAR activity.

d. Assessing Official (Program Directorate/Department Head/Program Manager/Technical Code): The Assessing Official is responsible for preparing, reviewing, signing, and processing the CPAR. To ensure appropriate Claimancy oversight, each PD/DH should designate, as a minimum, one overall CPARS Focal Point for each PD/PMW/Technical Code within their organizations.  These focal points will interface directly with the respective CFP and SCCFPs on overall issues concerning training, report preparation, timeliness, quality of reports, contract identification, user access and others as appropriate.

e. Reviewing Official: The Reviewing Official (at least one level above the Assessing Official) shall provide the check and balance review needed to ensure report integrity. The Reviewing Official shall reconcile any significant discrepancies between the Assessing Official’s assessment and the contractor’s comments.

f. PCO:  The PCO is responsible for discussing the CPARS evaluation areas (i.e., quality of product/service, schedule, cost control, management, etc.) in Post-Award Conferences (if any).

g. Contract Specialist: The Contract Specialist is responsible for completing blocks 1-14 of the CPARS Automated Forms.

4. PROCEDURES

a. Identification of SPAWAR Contracts.  The CFP and SCCFPs will coordinate with the Procuring Contracting Officers (PCOs) to establish and maintain a master list of current SPAWAR Contracts that meet the business sector thresholds for a CPAR Report.

b. Completion of blocks 1-14.  Blocks 1-14 must be input in the CPARS AIS within thirty (30) days of award.  Input within the Claimancy will be accomplished as follows:

· SPAWAR HQ – Contract Specialist

· SSC San Diego – Contract Specialist

· SSC Charleston - TBD

c. Report Preparation.

(1) Every 12 months throughout the life of the contract (including option exercises, warranty periods, and delivery of deferred data, if any), the Assessing Official will prepare a CPARS evaluation, on contracts meeting the business sector thresholds, in accordance with the applicable completion instructions as listed in the DoN CPARS Guide.  The Assessing Official is encouraged to seek input from the multi-functional acquisition team when assessing the contractor’s performance.  As a minimum, PCO input should be obtained.

(2) Support contractors shall not prepare inputs to CPARS (not even as project team members) and should not have access to CPARS.

d. Report Processing and Review.

(1) The Assessing Official shall:

(a) Prepare an assessment based on multi-functional input from individuals familiar with the contractor’s performance.  The multi-functional team can include, but is not limited to, Military components, Program Managers, Scientist, Engineers, Contract Specialists, SPAWAR Financial Specialists, Defense Contract Audit Agency, and the Defense Contract Management Agency.  It is imperative that support contractors shall not have input to CPARS, in any form whatsoever.  Assessing Official’s narrative remarks shall be limited to the equivalent of additional 8-1/2 by 11 inch typewritten pages.

(b) Notify the contractor and provide guidance for the review process.  The contractor may review and comment on the assessment within 30 calendar days of the evaluation.  Should the contractor request a meeting to discuss the CPARS, the request is to be made in writing and within 7 calendar days from notification of the evaluation.  Discussions will not effect the 30-calendar day period.  Should the CPARS not be reviewed within the allotted 30 days, the Assessing Official may annotate Block 20 as follows:  “ The report was delivered/received by the contractor on (date).  The contractor neither signed nor offered comment in response to this assessment.”  The Assessing Official would then continue processing the CPARS evaluation.

(c) Review and may revise the Assessing Official assessment, including the narrative, upon submission of the CPAR comments from the contractor.

(d) Notify the Reviewing Official after review by the Assessing Official.

(2) If there is a significant discrepancy between the Assessing Official’s assessment and the contractor’s comments, the reviewing official will provide, if possible, a consideration and reconciliation thereof.  The CPARS shall be completed and signed by the reviewing official not later than 120 days after the end of the evaluation period.

e. CPAR Metrics.  SPAWAR 02 will be responsible for establishing and maintaining a database to track on-going status of CPARS Reports.

f. Report Frequency.  Performance information shall be reported on a regular basis. The reporting period may not exceed 12 months.  The CPARS completion evaluation requirements are set forth below:

Initial Report: The first evaluation of any contract meeting the requirements threshold must be for a period of no more than 12 months beginning no less than 180 days and no more than 365 days from contract award.

Intermediate Reports: Each subsequent evaluation must not exceed 12 months.

Out-of-Cycle Reports: There are two types of out-of-cycle reports.  The first is issued when significant changes in performance occur.  This evaluation is official, but does not affect the 12-month cycle for evaluations.  The second type of out-of-cycle evaluation is issued if an Assessing Official’s reassignment occurs more than four months since the last CPARS evaluation.  The current Assessing Official should complete an informational report.  The informational report should be transferred to the succeeding Assessing Official as background information for the next CPARS report.  This informational CPARS does not become part of the official record.

Final Report: The report is issued at contract termination, transfer of program management responsibility, delivery of the final major end item, or completion of the period of performance.

g. In writing a CPARS report, the Assessing Official should take into account the aggregation of quarterly (IPAR) assessments, if any, including, for those contracts with EVM reporting, the cumulative CPI and SPI achieved at the end of the CPARS rating period, as well as the CPI and SPI trends during the period; and note this consideration in the Report.  In the CPARS report, the Assessing Official should also comment on the contractor’s performance trends over the life of the contract.  Any apparent inconsistencies between the Informal Contractor Performance Assessment Reports (IPAR), CPARS and EVM reports for the same contract should be addressed in the respective IPAR or CPARS so that mixed signals are not sent to industry or Navy senior management.  Program managers are required to transmit quarterly IPAR reports on all contracts in excess of $50 million (total estimated value of contract including all options) to the corporate leadership of each contractor.

5. APPROVALS


Approvals are set forth in Paragraph 4, Procedures.

6. MISCELLANEOUS

	CPARS TOOLBOX

· CPARS Web Site -- http://www.cpars.navy.mil
· Navy CPARS Guide -- http://www.cpars.navy.mil
· DoD Guide to Collection and Use of Past Performance Information -- http://www.cpars.navy.mil
· SSC-SD Corporate Intranet --http://www.cpars.navy.mil/
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INFORMAL CONTRACTOR PERFORMANCE ASSESSMENT REPORTING (IPAR)

4. PURPOSE


Informal Contractor Performance Assessment Reports (IPAR) provide contractor leadership (at the VP and CEO level) a succinct and timely awareness of the status of major programs on a path outside the traditional corporate organizational chain and without the delay and formality associated with the Contractor Performance Assessment Report (CPARS) process.  The feedback assessment is intended as a more frequent tool to improve contractor performance and to ensure a constant dialogue between the program manager and the contractor.  These reports are separate from and are not a substitute for the CPARS.  The CPARS process is a more formal annual assessment that is aimed at improving performance, seeks contractor feedback, and provides source selection teams with past performance information needed to make best value awards.  These quarterly reports are not to be included in source selection deliberations and therefore, do not require separate evaluation boards or process teams.

5.  POLICY

a. Program managers are required to transmit quarterly contractor performance assessments on all contracts in excess of $50 million (total estimated value of contract including all options) to the corporate leadership of each contractor.

b. The information submitted on the IPAR shall be consistent with applicable Contractor Performance Assessment Report (CPARS) and other contractor performance documentation.  The aggregation of the quarterly assessments should be considered in establishing award fees and past performance reports.

6. RESPONSIBILITIES


The quarterly contractor performance assessment shall originate with the program manager and be routed via the cognizant PEO to the appropriate contractor VP/CEO within 10 calendar days of the end of the quarter.  The Reports are due on October 10, January 10, April 10, and July 10.

4. PROCEDURES

a. The SPAWAR Commander is responsible for the oversight and implementation of IPARS within the Claimancy.  The Commander has assigned the SPAWAR Contracting Directorate to be the Command Focal Point (CFP) to oversee IPAR implementation for the Claimancy.  The SPAWAR System Centers Contracting Offices will also designate Focal Points (SCCFP) to be responsible for IPARS implementation and training at their respective sites.  The CFP and SCCFPs will coordinate with the Procuring Contracting Officers (PCOs) to establish and maintain a master list of current SPAWAR contracts that meet the threshold for an IPAR.

b. The mandatory format for the IPAR is provided on the Attachment 1 format.  Although it closely resembles the first page of the CPARS form, it eliminates written comments from either the Government or contractor program manager.  The color code scheme is the only rating mechanism needed to indicate a developing problem and stimulate more detailed communication.

c. In writing an IPAR for contracts with Earned Value Management (EVM) reporting, especially for cost control, schedule and management, reporting officials must take into account the contractor’s EVM cumulative cost performance index (CPI) and schedule performance index (SPI) achieved at the end of the rating period.  Also the amount of risk inherent in the effort should be recognized as a significant factor and taken into account when assessing performance.

d. Any apparent inconsistencies between the IPAR, CPARS and EVM reports for the same contract should be addressed in the respective IPAR or CPARS so that mixed signals are not sent to industry or Navy senior management.

5. APPROVALS


None

6. MISCELLANEOUS

a. A copy of the report shall be provided to:

(1) Contractor VP/CEO

(2) Appropriate Contracting Officer

(3) ASN(RDA) butler.john@hq.navy.mil
(4) DASN(PPR) ramsey.coral@hq.navy.mil
(5) DASN(ABM) tronic.sidney@hq.navy.mil
(6) Appropriate IPAR focal point:

SPAWAR HQ – CDR Kevin Waskow waskow@spawar.navy.mil
SSC-SD – Dennis Thompson rdennis@spawar.navy.mil
SSC-CH – Linda Lunn lunnl@spawar.navy.mil
b. The critical aspect of the rating system is recognizing the contractor’s resourcefulness in overcoming challenges that arise in the context of contract performance.  The following is the Common DoD Assessment Rating System for the Report:

Exceptional (Dark Blue) Performance meets contractual requirements and exceeds many to the Government’s benefit.  The contractual performance of the element or sub-element being assessed was accomplished with few minor problems for which corrective actions taken by the contractor were highly effective.

Very Good (Purple) Performance meets contractual requirements and exceeds some to the Government’s benefit.  The contractual performance of the element or sub-element being assessed was accomplished with some minor problems for which corrective actions taken by the contractor were effective.

Satisfactory (Green) Performance meets contractual requirements.  The contractual performance of the element or sub-element contains some minor problems for which corrective actions taken by the contractor appear or were satisfactory.

Marginal (Yellow) Performance does not meet some contractual requirements.  The contractual performance of the element or sub-element being assessed reflects a serious problem for which the contractor has not yet identified corrective actions.  The contractor’s proposed actions appear only marginally effective or were not fully implemented.

Unsatisfactory (Red) Performance does not meet most contractual requirements and recovery is not likely in a timely manner.  The contractual performance of the element or sub-element contains serious problem(s) for which the contractor’s corrective actions appear or were ineffective.
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