COMPETITIVE PURCHASE REQUISITION PACKAGE CONTENTS


Technical Initiator Responsibilities

The following list and brief discussion outlines the minimum requirements which your IFM Purchase Requisition (PR) package must include for Code 210.3 to promptly acquire what you want.  Failure to include these items will only serve to delay your procurement.  If someone else completes these items for you and they are deficient, those deficiencies will still delay your procurement.  If you want a sample of one or more of these items or have any questions, call Bill Hatchl on extension 6-6843.

1. Purchase Requisition (IFM).  The PR must be completely filled in.  It has over 20 blocks that require your input.

2. Performance Work Statements (PWS) and performance-based and/or functional specifications.  The "performance-based" modifier means you must describe your requirement in terms of what outcomes and outputs the contractor must deliver to satisfy your minimum needs.  It must not include staffing parameters, such as "1 Ph.D. level scientist, " etc.  It should include results (outcomes and outputs) such as "1 peer-reviewed journal article," or "one article of peer-reviewed journal article quality regards quality and content," etc.  The "functional" modifier means you must describe your requirement entirely in terms of what functions it must perform to satisfy your minimum needs.  It must not include design parameters, such as "spherical diameter of 3.67 centimeters," etc.  You can find additional information on preparing work statements by reviewing NPR 5600.2B, Statement of Work (SOW):  Guidance for Writing Work Statements at http://nodis3.gsfc.nasa.gov.
3. Market Research.  The Federal Acquisition Streamlining Act of 1994 requires federal agencies to conduct market research to help define the agency's requirements by determining whether sources of commercial items or services are available to satisfy them.  Technical input is required to help us complete the market research report.

4. In-house cost estimate (IHE).  See your co-located Resource Analyst about the minimum requirements here.

5. Funding profile.  This applies if you do not have all the money now to cover your IHE, which is described above under Item 4.

6. Source list.  The companies that you believe can satisfy your requirement.  You must list at least 3 companies.  This list must include a brief discussion on each listed company explaining why you believe each can satisfy your requirement (e.g., "I called Mr. X of Company Y who indicated his company was interested in bidding;" or "I know that Company Y can probably provide this instrument because they have done so in the past."

7. Initiators Acquisition Checklist.  This is a separate form that you complete and attach to the PR (GSFC 23-59) discussed above under Item 1.  You must complete it so that Code 210.3, Code 230, and Code 250 can determine what safety and export regulations must apply to your procurement. You may access an electronic Word document of this form under GSFC Forms at http://gsfc-artemis.gsfc.nasa.gov/210/procform.htm.
8. Security requirements.  You must indicate whether your procurement will require the contractor to provide or have access to classified information, etc.

9. Government property.  You must identify what Government property, if any, you want to provide to the contractor during actual contract performance (i.e., after the contract has been awarded).  It will usually be Government-furnished property if provided to contractors not performing on the GSFC and be Installation-provided Government property if provided to contractors performing on the GSFC.

Note that Government property may include property that you are expecting the contractor to purchase during contract performance.  Note also that it is Government policy NOT to provide Government property.  If you believe Government property must be provided, please coordinate your intent very early in this acquisition planning process, since providing such Government property will require the review and approval of senior GSFC and NASA HQ management.

10. Evaluation criteria.  This is narrative that describes how you would prefer to evaluate the competitive proposals once they have been submitted.  It must have two parts.  The first part will describe the information which the proposers must submit with their proposals and that you will need to perform and complete your evaluation.  The second part will describe how you will evaluate the information that the proposers have submitted.  This must be done correctly and completely, so please call Bill Hatchl on extension 6-6843 before proceeding too far with this item.

11. Contract type information.  This will apply to procurements for hardware items and some services.  Code 210.3 will determine the type of contract most appropriate to satisfy your procurement without placing an inordinate cost risk burden on the contractor.  To satisfy this item, you must describe the amount of customization and uncertainty involved in producing your hardware item or the uncertainty in the type and magnitude of services involved in providing the services you will require.

12. Procurement Library Information.  You should consider submitting information that might help companies learn about the work your competitive procurement encompasses. Given the tighter physical security at the Center, the most helpful and accessible information would be formatted to access via the Internet.  This information will usually include progress reports, task orders, technical reports, and other deliverable items from the current contract and contractor.  Please coordinate the submission of this information with your assigned Contract Specialist.

13. NPR 7120.5 and Electronic Information Technology (EIT) Compliance Certification.  NPR 7120.5 is used specifically for programs/projects that provide aerospace products or capabilities, i.e., provide space and aeronautics, flight and ground systems, technologies, and operations.  EIT compliance is used when your requirement includes EIT and addresses the accessibility of that EIT to persons with disabilities.  This form (NF 1707) must be completed for all PRs. You can access a Word document version of this form (preferred over the IFM version) under 210 Procurement Forms at http://gsfc-artemis.gsfc.nasa.gov/210/procform.htm.

14. Risk Management Planning.  NPR 8000.4 covers risk management for contracts not covered by NPR 7120.5.  Risk management is an organized method of identifying and measuring risk and developing, selecting, and managing options for handling these risks.  The first step in risk management is to identify and assess all potential risk areas.  Several types of risk include:  schedule risk; cost risk; technical feasibility; risk of technical obsolescence; dependencies between a new project and other projects or systems (e.g., closed architectures); and risk of creating a monopoly for future procurement.  Once risks are identified, each risk should be characterized as to the likelihood of its occurrence and the severity of potential consequences.  After a risk has been assessed and analyzed, the agency should consider what to do about it.  You can access NPR 8000.4 at:  http://nodis3.gsfc.nasa.gov/displayDir.cfm?Internal_ID=N_PR_8000_0004_&page_name=main.  You can access NPR 7120.5 at:  http://nodis3.gsfc.nasa.gov/displayDir.cfm?Internal_ID=N_PR_7120_005B_&page_name=main.  
