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CHAPTER 1

1.  PURPOSE:  This handbook is designed to standardize Agency operating procedures for the efficient conduct of CMRs and conducting internal self-assessments within the Northern Region HQ Army Contracting Agency (NR HQ ACA).  It also provides applicable checklists to measure the quality of performance and productivity.

2.  APPROACH:  The approach in conducting the CMR process is moving from a traditional auditing methodology to a more contemporary process review.   Using this philosophy, the DOC is responsible to develop a self-assessment of the DOC operation.  Though the PARC CMR occurs only every 2-3 years, it is incumbent upon the DOC to implement a self-assessment that occurs at least once a year.  The results can then be rolled up into the report required prior to a scheduled CMR.  The CMR review by the PARC team is conducted to validate the self-assessment. 


a. Annual Self-Assessment.  In accordance with AFARS 5101.690-1 and ACA Acquisition Instruction, each organization is responsible to develop and implement processes – encompassing organizational structure, policies and procedures - that successfully accomplish business objectives.  The objectives of internal self-assessments are to assist the DOC to identify trends, strengths, and weaknesses within the contracting office and ensure compliance with acquisition and related regulations and directives.  The results are analyzed to determine the need for new or revised policies and assess internal training requirements.  All directors shall conduct an annual self-assessment/inspection in accordance with AFARS Appendix BB and include DASA(P) Areas of Special Interest which are incorporated into the CMR Guide Self-Assessment each fiscal year.
 
b. Document the Self-Assessment:  Documentation is necessary to form the written record of the self-assessment.  Though the level of detail is at the discretion of the DOC, the report should be sufficient to assure the CMR team that a well-planned and thorough assessment has been made.  The document should explain the methodology and strategy used, as well as the results captured.   Some degree of audit trail back to the contract files is necessary to demonstrate that the quality of the final product has been examined.  As a starting point, DOCs shall address the findings and observations from the previous CMR and describe the steps taken to alleviate these issues.

c. Contract Management Reviews:  The Contract Management Review (CMR) is conducted to determine responsiveness, as well as the efficiency and effectiveness of the contracting office. Results of the annual self assessment will be used by the Principal Assistant Responsible for Contracting (PARC) to tailor the CMR and to streamline the on-site visit.  The CMR encompasses a random sampling of all files, review of management programs and procedures, and assistance, when needed.  Each contracting office will generally be evaluated once every three years to determine compliance with regulatory, procedural guidance and validate the self assessments.  This validation of employee skill levels, management programs and practices, and compliance with acquisition directives will provide feedback to determine the quality and timeliness of customer support and mission accomplishment.  The team will consist of the team chief, installation action officer, and analysts with various specialties that include procurement, cost and pricing, SPS, and management.  Ad hoc members from other HQ ACA NR staff elements or installation DOCs may augment the team.

3. RESPONSIBILITIES:


a.  The Principal Assistant Responsible(PARC) for NR HQ ACA retains overall responsibility for the conduct of all NRHQ ACA CMRs, updating checklists, and disseminating DA interest items upon receipt.  The PARC, Deputy Director or Chief of Contract Operations Division will generally be the primary team chief.


b.  The Chief, Contract Operations Division will:

        (1)  Oversee the efficient, effective operation of all CMRs. 


   (2)  Determine the size and composition of the team.

        (3)  Review history of the directorate's performance and determine which, if not all, areas are to be reviewed.


    (4)  Assign team member taskings and advise selected team members of specific assignments.


    (5)  Augment the team with specific talents from outside the OPARC, if needed.



   (6)  Brief team members on their responsibilities and required input to the report.  Stress techniques in conducting CMRs and maintaining a business-like approach. 



(7)  Provide results of findings to the Process and Programs Branch Chief for implementation by the action officer.


c.  The Process & Programs Branch Team will:


   (1)  Establish policy and procedures for conducting CMRs.  
        (2)  Prepare a tentative annual CMR schedule and furnish to the Deputy Director/PARC for review and approval not later than 31 August each year.  After approval, provide schedule (and any subsequent updates or revisions) to ACA NR staff and field directors, and the HQ ACA PMAP Director.


   (3)  At least 90 days prior to the CMR, notify the field office scheduled for review, of names of the CMR team, logistical requirements, and a copy of the self-assessment format. Establish a suspense that allows the team at least 30 days before the CMR to review and evaluate the self-assessment.  
        (4)  Distribute portions of the DOC’s response to appropriate OPARC subject matter experts for their review and evaluation.  Consolidate responses and prepare complete assessment for the review team prior to the CMR.
   (5)  Coordinate team CMR arrangements with field directors of contracting.

    (6)  Forward preliminary taskings to the DOC 45 days prior to the CMR.


   (7)  Review final CMR report prepared by the installation action officer.

 

   (8)  Review all final CMR reports to identify trends and determine the need for developing new policy or revising current policy.



   (9)  Review copies of documents that contain NR ACA comments, acquisitions plans, etc., and DOC internal self-assessment findings with actions taken, to determine trends and types of contract actions generated.



   (10)  Prepare the final report within 60 days after completion of the CMR for signature of the PARC/Deputy PARC. 


    (11)  Make proper distribution of the signed report to: HQ DA; HQ ACA Associate Director, Small and Disadvantaged Business Utilization; and the ACA NR contracting office.


    (12)  Maintain a suspense system to ensure a response is received from the contracting office demonstrating corrective action has been taken, all issues addressed, and subsequent suspense dates established, if needed.

d. Team members will:


   (1)  Have the expertise in the area assigned, or the capability to research information.



   (2)  Be professional and a team player.


    (3)  Review the previous CMR report and other reports relative to that installation, i.e. IG, Audit, GAO, HQDA, Protest files, Congressionals.



   (4)  Perform the review pursuant to the review guide and at the direction of the team chief.


    (5)  Discuss assignments and receive further instructions one week prior to departure.



   (6)  Research findings prior to finalizing and determine factual accuracy.  If opinions are expressed, suggest actions to be accomplished that will improve the organization.



   (7)  Provide laudatory comments, as appropriate, as well as deficiencies.


    (8)  Provide written, properly formatted input to the lead installation analyst.


e. The installation action officer (OPARC) will, in addition to being a team member:



   (1)  Coordinate travel and lodging arrangements with the installation point of contact within the DOC and provide this information to the secretary or administrative person responsible for the preparation of TDY/Travel Orders.



   (2)  Be responsible for coordinating logistical support, (i.e. rental car, lodging, travel).



   (3)  Consolidate the findings and recommendations.



   (4)  Determine the validity of comments and findings.


f. The contracting office will:



   (1)  Cooperate and assist the team upon arrival and throughout the CMR to the fullest extent possible.


    (2)  Provide required documentation requested by the PARC.



   (3)  Comply with the tasking in the CMR notification letter.



   (4)  Conduct an internal self-assessment and provide to the PARC 30 Days Prior to CMR, findings and action taken or being taken to preclude recurrence. The format at enclosure 2 shall be used for this purpose.  Reference AFARS Appendix BB Checklist to assist in contract and simplified acquisition reviews.

CHAPTER 2

1.  PROCEDURES.  The following procedures establish standard methods of conducting CMRs to provide uniformity and consistency in reviews and reports.

Notification to the Contracting Organization


a.
The CMR schedule will be published on the Contracting Division homepage prior to 15 July of each fiscal year.  The PARC will notify the DOC at least 90 calendar days prior to the date the review is to begin.  A sample notification letter is at Enclosure 1.
   b. Thorough preparation and planning, and the sensitivity of the team, will produce a well organized and successful review and stimulate the interface and interaction between the team and contracting office personnel.

   c. Not later than 45 calendar days prior to the scheduled CMR, the Director will receive written notice of the date and time of the CMR, and the names of the team members.  This notification will further include taskings to ensure a smooth and thorough review, with minimum interruption of work.

In-Brief

a. An entrance briefing will be presented by the team, if requested by the installation Garrison Commander.  The purpose and length of the visit, as well as the areas to be reviewed, will be identified.


b.  An in-brief will be presented to the team by the Director concerning conditions that have an impact on office efficiency and productivity, such as mission requirements, workload data for current and previous fiscal year, staffing, CA status if applicable, etc.


 c.   During the review, the Team Leader will keep the DOC informed of progress and findings.  Such meetings assure understanding between the team and the DOC and enable the DOC to take timely action concerning deficiencies identified during the review.  Matters of fact are determined at this time (i.e., a document is either in the file or not).  The DOC should not be surprised at the out-brief with problems and criticisms that should have been revealed and discussed during the review.

d. In addition to providing an adequate work area, the Director will have available, on the first day, the following:


    (1)  Access to the FAR/DFARS/AFARS/AI and other policy issued by NR HQ ACA.



   (2)  All documentation required to substantiate the findings made during the yearly DOC self assessment.


e.  Work will proceed as normal with minimum interruptions.  Operations will not be suspended--business as usual.


f.  Managers can expect the visit to last approximately five workdays; however, the length of time will be determined during the visit based on the problems identified and assistance requested.  Divisions found not in compliance with regulations, statues and directives, will be provided on-site training and instruction on correct procedures.


g. At the end of each workday, the team will meet to discuss and consolidate findings and their significance, determine the best approach in resolving issues and propose recommendations.


 h.   Prior to completion of the review and the out-briefing, the Team Leader should conduct a final meeting with the team to review the significant findings and recommendations to be included in the report.  During this meeting, the team will conclude whether or not the review has validated the self-assessment prepared by the DOC.  If the self-assessment is not validated, the team may select an alternate course of action, such as a plan to conduct a six-month follow-up review.   

    i. On the final day of the CMR, an exit briefing will be presented by the team to the Director and Division Chiefs, and others the Director may invite (attendance by all DOC employees is encouraged).  At this time, each finding will be discussed, recommendations will be presented, and contracting personnel offered a chance for rebuttal.  This session will also be used for DOC personnel to share good ideas and to make recommendations for process improvements. 

Out-Briefs

Two separate out-briefs will be conducted, first with the Director and selected staff and second with the Director and the Garrison Commander; if desired.  The Director has the option of extending the first out-brief to all DOC personnel.


a. Strengths and weaknesses will be discussed, recommendations provided, and laudatory comments highlighted.  In the event a problem is surfaced that demands immediate resolution, the team chief will provide a recommended plan of action and establish a suspense date for completion. 


b. A draft report of findings and recommendations will be provided to the director or the director responsible for the DOC in review prior to the team's departure.  A final report of the CMR will be provided to the Director within 30 calendar days after the visit.  When the office falls under the direct supervision of the PARC, the report will go directly to the director. However directorates responsible for satellite DOCs 

c. If a response is required, the director will respond in writing within 45 calendar days after receipt of the report. Responses will address corrective action taken and/or the need to further extend the suspense to allow time to complete the necessary action.  If further training is required, it should be requested.

Report Format


a.  Draft Report:  The draft report will consist of comments/ recommendations inserted into the electronic copy of the DOC's self assessment report, together with discussion of any additional issues as appropriate.


b. Final Report:  The final report must be clear, concise, easy to read, brief as possible, easily understood and factually accurate.  It will be forwarded by letter of transmittal and include, as a minimum items listed at enclosure 2 and specific findings in contract preparation, contract administration, systems support, purchase card program, and simplified acquisitions.
  Lessons Learned


a.
Information obtained from CMRs that should be shared with other contracting offices will be disseminated using various means of communication, such as the NRHQ ACA home page, e-mail, newsletters, memoranda, conferences, and other channels.

Enclosure 1

                           S:  26 November 2003

SFCA-NR







           27 August 2003

MEMORANDUM FOR Army Contracting Agency, Directorate of Contracting (SFCA-NR-CR), 123 Army Way,  Building 456, Fort XXXX,  USA

SUBJECT:  Contract Management Review (CMR)

1.  A Contract Management Review (CMR) of the Fort XXXX Directorate of Contracting (DOC) is scheduled for the week of 8-12 December 2003.  Participants for the review will be Don Fitzgerald (Team Chief), Thomas Sumpter, Melinda Simmons-Healy, and Shirley Dowell from the Northern Region Headquarters.  

2.  The team is available to meet with the Garrison Commander early in the visit, if desired.  The team is also available at the conclusion of the visit, if requested, to give the Garrison Commander feedback on general assessment of customer support.

3.  The team leader would like to visit with representatives from your major customers.  A Customer Survey, Encl 1, will be used as the medium to assess the need for face-to-face visits.  Request you forward Encl 1 to your major customers with instructions to provide their responses to Melinda Simmons-Healy at Melinda.Simmons-Healy@monroe.army.mil by COB on 26 November 2003.  Request you provide a list of your major customers, points of contact, telephone numbers, and e-mail addresses to Ms. Simmons-Healy by COB on 26 November 2003.  Further, request you provide an installation map to the team upon arrival, well marked to depict locations of your major customers.

4.  During the CMR, the team will do a random sampling of contract and purchase/delivery order files, review management programs and procedures, and provide assistance where needed. 

      a.  To assist the team and ensure minimum interruption, please provide an adequate work area.  The team desires the designated work area to have a telephone and two computers with Internet access. 

      b.  You will not be required to provide a formal in-brief to the team.  If there is specific information not requested in the enclosed written assessment package that you would like to provide to the team, request you include it as an introduction to the assessment.  However, if there are specific issues you wish to discuss with the team, time will be scheduled. 

c. Request a separate indexed folder/notebook with copies of documentation/

information described at Encl 2 be available for the team in the designated work area at beginning of the CMR.  Please insert your inputs where indicated in light blue and/or 

SFCA-NR

SUBJECT:  Contract Management Review (CMR)

just after topics indicated in the electronic document as "DOC Comments/Self Assessment."  This will allow us to streamline the CMR process and leave an interim report with you at the conclusion of the CMR.  Request you provide your input on Encl 2 to Ms. Simmons-Healy via e-mail (Melinda.Simmons-Healy@monroe.army.mil ) by COB on 26 Nov 03.

      d.  The team will be available during the visit to provide assistance in any areas of particular interest.  Request you advise of any known areas of interest as soon as possible.

5.  Upon receipt of this memorandum, request you identify a POC for the purpose of making/coordinating necessary arrangements.  The team will require assistance with lodging arrangements.  ACA NRHQ POC for any additional arrangements or coordination is Melinda Simmons-Healy, DSN 680-5339, CML (757) 788-5339, or e-mail Melinda.Simmons-Healy@monroe.army.mil.
Encl a/s             



STEVEN R. BOSHEARS

                                



Colonel, Acquisition Corps



                      

Principal Assistant 



                        

  Responsible for Contracting

Enclosure 2

SELF-ASSESSMENT

DOCUMENTATION REQUIRED FOR

REVIEW BY CMR TEAM

Please insert information as indicated below -- where necessary; also please make back-up files/documentation available in the designated work area at the beginning of the review.  Unless otherwise indicated, the team will need to retain one copy of each for the CMR file (request a copy for the CMR team be made and included with each file).  Each file should indicate the appropriate DOC POC.  Unless stated otherwise, the reporting period is the previous two calendar years prior to the date of this report.  (If information/data is not readily available for any item, please include complete explanation.)

I.  MISSION.

Please insert mission statement:


II.  STATE OF PERSONNEL AND ORGANIZATION.

1.  Office Structure:

a.  The DOC is authorized _____ personnel with _____ on board.  The contracting office is separated into _____ divisions:  (a)_____, (b) _____, and (c)_____.  The _____ Division is responsible for ____________ and ___________; the _____ Division is responsible for _____; and the _____ Division is responsible for _____. 


b.  Organization diagram with name, grade, and position of all employees and any vacancies you may have.  (Include notes of any known or anticipated change.)

2.  Overtime:  Discuss use of overtime and how it is used for a tool to manage workload, decrease backlog, compensate for manpower shortages, etc.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

3.  Career Management, Training/Education and Interns:  

    a.  Career Management/Training: 
        (1)  Continuous Learning Programs (Director ACA Special Interest Items):  How many employees (percent) meet the minimum continuous learning requirement of 80 hours every two years?  What programs or approaches are in place to obtain/provide training to the workforce to meet this requirement?
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (2)  Intern Program Management (Director ACA Special Interest Items):  How many interns (DA or local) are authorized in the activity and how many are on board?  If vacancies, what actions are being taken to timely recruit quality candidates?  Does the activity follow the ACTEDS/Master Training Plan for Interns?  Do they have an Individual Development Plan (IDP)?  Are interns receiving the requisite training and rotational assignments?  Discuss the extension of participation, intern IDPs and progress toward completion. 
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (3)  Contracting Professionalism Metric (Strategic Goals)/Career Planning/Management (Director ACA Special Interest Items):  
        (a)  Developmental Assignments, Leadership Training, and Long Term Training (LTT):  How many employees (percent) have participated in cross-training and developmental assignment such as Competitive Development Group (CDG), Defense Leadership 

Management Program (DLAMP), Acquisition Rotational Assignment Program (ARAP), or those ODASA(P&P) or ACA opportunities sponsored by the Contracting Career Program Office?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (b)  SBLM/PME/OLE:  How many personnel have participated in Sustained Base Leadership and Management Program (SBLM), Personnel Management for Executives (PME I & II), Organizational Leadership for Executives (OLE), or those ODASA(P&P) or ACA opportunities sponsored by the Contracting Career Program Office?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (4)  Certification:  Are all employees DAWIA certified at the level appropriate for their grade/position?  Are any certified at higher levels than required?  If training is not completed, what is left to do, and is it scheduled? 

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (5)  Efforts to convert 1105/1106 positions to 1102 including efforts to prepare employees for conversion:

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (6)  IDPs and status of plan completion:

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (7)  Status of ACRBs:

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    b.  Training/Education: 

        (1)  Efforts to enable the entire contracting work force to obtain Bachelor/Masters degrees.  (How many have?  How many are working towards?)

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (2)  In-house training (i.e., file with subject, date, copies of handouts, presenter, attendees, etc.):

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (3)  Cross-training:

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    c.  Future Planning:  What is forecast for anticipated retirements and other known personnel turnover?  Discuss efforts and provide copy of director's plan to attract qualified replacements.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

4.  Communication:  

    a.  Include a brief discussion of types, purpose and frequency of meetings (staff meetings or other routine office gatherings).

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    b.  Does DOC have an open door policy for all employees?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

5.  Morale:  

    a.  Include a brief discussion of factors that may effect employee morale (i.e., employee recognition, turnover of personnel, overtime/comp time, environmental conditions, etc.).

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    b.  Acquisition Excellence Incentive Awards and Recognition Programs:  Brief discussion of type of, and criteria for, incentives, awards, and recognition the DOC gives to employees, with focus on awards given during the past two fiscal years and so far this fiscal year.  Also include samples of award-related documentation and how awards were publicized.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    c.  Workforce empowerment:

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    d.  Other local initiatives:

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

6.  Self-Inspection (of DOC management programs, and of contracting processes/procedures):  Self-inspection log covering the last two fiscal years.  Include brief discussion of process, schedule, results, documentation, actions taken, and follow-up actions -- include copies of checklists used with the log.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

7.  Office Policies/Procedures/Instructions:

    a.  General Contracting Office SOPs:  Include brief discussion of how DOC ensures compliance with SOPs, and that SOPs are current.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    b.  Contract-Related SOPs:  Include brief discussion of how DOC ensures compliance with SOPs; and that SOPs are current, not too restrictive or duplicative (i.e., that they supplement [as opposed to repeat] HQ or higher guidance).

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

III.  STATISTICS.

1.  Workload:  Contract actions/dollars awarded:

    FY         ACTIONS AWARDED           DOLLARS AWARDED

    01 

_____


    
 $ _____
    02 

_____


    
 $ _____
    03      
_____               

 $ _____
2.  Competition:

    FY      Achieved    Goal

    01       _____%     _____%

    02       _____%     _____%

    03       _____%     _____%

3.  Socio Economic Metric (Director ACA Special Interest Item):  Are the goals realistic?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    a.  Small Business Awards:

    FY     Achieved      Target

    01      _____%       _____%

    02      _____%       _____%

    03      _____%       _____%

    b.  Small Disadvantaged Business

    FY     Achieved      Target

    01      _____%       _____%

    02      _____%       _____%

    03      _____%       _____%

    c.  HBCU/MI

    FY     Achieved      Target

    01      _____%       _____%

    02      _____%       _____%

    03      _____%       _____%

    d.  HUB Zone

    FY     Achieved      Target

    01      _____%       _____%

    02      _____%       _____%

    03      _____%       _____%

    e.  Service Disabled Veteran - Owned

    FY     Achieved      Target

    01      _____%       _____%

    02      _____%       _____%

    03      _____%       _____%

    f.  Veteran – Owned

    FY     Achieved      Target

    01      _____%       _____%

    02      _____%       _____%

    03      _____%       _____%

4.  IMPAC:

    a.  Percent of micro purchases:

    FY     Achieved    Goal

    01      _____%    _____%

    02      _____%    _____%

    03      _____%    _____%

    b.  Number of cardholder accounts:

    FY       Accounts
    01       _____
    02       _____
    03       _____
    c. Ratio of cardholders to billing officials:

    FY    Cardholders 
Ratio of cardholders to billing officials

    01      _____


    _____%

    02      _____


    _____%

    03      _____


    _____%

d. Ration of AOPCs to Accounts

   Accounts

Ratio of AOPCs to Accounts
    01      _____


    _____%

    02      _____


    _____%

    03      _____


    _____%

IV.  Customer Education/Service/Satisfaction.   
1.  Include copy of local instruction which provides contracting policy and guidance to customers.

2.  Brief statement concerning DOC initiatives in areas of customer education.  (Discuss format and forum used by KOs and the DOC to educate customers.)

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

3.  Customer Service:  (Discuss how DOC identifies and removes barriers to customer satisfaction; how DOC solicits and receives customer feedback; how DOC ensures customers stay satisfied.)

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

4.  Customer Satisfaction Metric (Director ACA Special Interest Items):


a.  Director’s assessment of customer’s comments submitted by the Interactive Customer Evaluation (ICE) program.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________


b.  Discuss how the assessment is measured.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

5.  Brief statement to describe DOC initiatives to maximize success of interface with industry partners.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

V.  Business Processes for Continued Improvements.  Brief statement concerning DOC plan for, progress on, and measuring success of, and educating the workforce and customers on various acquisition excellence initiatives.  

1.  Contract Efficiencies (Director ACA Special Interest Items):

    a.  A-76:  Identify studies initiated or completed

        (1)  Describe source selection methodology.  Discuss source selection criteria used and basis of award.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (2)  Discuss the use of performance based work statements.  If not used, discuss why.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (3)  Discuss additional contract administration positions gained as result of contract award.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    b.  Market Research:  Ensure documentation clearly shows that requirements, terms, and conditions are derived from common commercial practices.  

        (1)  Discuss methods used to perform adequate market research.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (2)  Train contracting personnel to understand their prime commodities/market and ensure there is a balance between, (1) describing an agency’s needs in sufficient detail for potential offerors of commercial items to know which products or services may be suitable, and (2) ensuring the requirement is written to promote full and open competition.
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    c.  Teaming/Partnering:  

        (1)  Discuss how DOC uses integrated process team approach to improve business processes, quality of work, customer relations and customer satisfaction.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (2)  Discuss techniques used by DOC to enhance communications and problem prevention.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    d.  Progressive/Innovative methods for awarding contracts:  Discuss new business processes, business manager strategies, and if these methods resulted in expanding the Small Business base.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    e.  Performance Based Service Acquisition (PBSA):

        (1)  Are work statements for Service Contracts performance oriented?  What actions are you taking with the customer to convert remaining non-PBSA work statements to performance based?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (2)  PBSA metrics:  Do you have a metric in place to show percent of contracts that are performance based? 

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (3)  Training received for contracting personnel.  Have all contracting personnel been trained in PBSA requirements?  Has this information been disseminated to customer activities?  If not, what action is being taken to train the activities in preparing performance-oriented work statements?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    f.  Past Performance (PPIMS/PARS):  Ensure contractor performance is documented on all contracts meeting the thresholds published in AFARS 542.1502-90(a).  Past performance should be the most important factor in selecting service contractors.  Assure Performance Assessment Reports (PARS) are completed in sufficient detail to fully and accurately capture the quantitative and qualitative aspects of contractor performance.  

        (1)  How do you ensure contractor performance is documented timely and appropriately?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (2)  How do you monitor and validate PPIMS input?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    g.  Is the Contract Audit Follow-up (CAFU) program being managed and bi-annual reports submitted?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    h.  Are weighted guidelines done and the quarterly report submitted?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    i. Are over aged audit reports (OAR) being tracked and the bi-annual report submitted?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    j.  DD 350s and 1057s Prior to FY03:

        (1)  Price Reasonableness – Block 11.  Ensure that price analysis is properly performed and price reasonableness is adequately established.  Are contracting officers thoroughly documenting their price reasonableness decisions for sole source and single offer solicitations?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (2)  How do you ensure DD350s are coded correctly? 
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (3)  How do you track DD350s error rates and ensure actions failing edits are corrected?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

     k.  Elimination of Redundant Efforts:  Are requirements being reviewed for possible incorporation into larger contract requirements to obtain economies of scale and cost avoidance?  During acquisition planning have requirements been reviewed for possible transfer to NRCC/CDCC/ARCC?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

2.  Best Value Source Selection:  Discuss methods used for best value source selections?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

3.  Incentive Contracting:  Discuss types of incentives used.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

4.  Discuss Commercial Practices/Part 12/Commercial Items Solicitations/EDI and FACNET compliance:

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

5.  Brief statement describing how DOC sets acquisitions aside and supports the following sources for supplies and services:

     a.  Javis Wagner O’Day (JWOD) Act.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

     b.  Randolph Sheppard Act.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    c.  Federal Prison Industries.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    d.  Indian organizations and Indian-owned economic enterprises.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

6.  Brief statement describing how DOC ensures continuous improvement in all processes, including results in terms of reduction of cost of purchasing and contracting cycle times.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

VI.  Competition.

1.  ______________ is the Competition Advocate (CA).  Include a statement to discuss how the CA’s duties are documented, and whether competition is a separate objective in the CA’s support form.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

2.  Competition-related information for period since last CMR.

    a.  Copies of reports.  (The team does not need to retain copies of reports.)

    b.  Innovations, improvements, goals and overall achievements. 

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

3.  J&A log (showing J&A number, customer activity, item/service, total dollar value including all options, exception, date received, date approved/disapproved, etc.) with copies of locally-approved J&As for past two full fiscal years and so far this fiscal year.  (The team would like to retain a copy of the log for the CMR file, as well as copies of locally approved J&As.)

VII.  Contracts/Contract Administration.  

1.  Sampling of contract files (e.g., one for construction with value over $500K, one for services with value over $500K, and one supply contract with value over $100K purchased using other than SAP).  The team will identify additional contracts at the beginning of the CMR.  (The team will not need to retain copies of contracts for the CMR file.)

2.  Printout of active contracts showing contract number, type of supply/service/commodity, dollar value, and names/codes for contracting officers and specialists.  (The team will not need to retain a copy of the printout for the CMR file.)

3.  List of delinquent contract actions (e.g., outstanding claims, delivery dates not met, modifications not processed, etc.).

4.  List of work in progress (e.g., solicitations, modifications, etc.).

5.  List of contracts completed but not closed out.
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

6.  Warrants/Delegations:  

    a.  Master (or individual) file of active warrants (showing names, effective date, and applicable limitations), associated backup for each warrant, and disposition of terminated warrants.  Include statement to show date the DOC reviewed the file and determined that number of and threshold/limitations on warrants are appropriate.  (The team will need to retain a copy of the log and review statement for the CMR file, but not copies of warrants or associated backup.)  Also include brief discussion stating how DOC ensures KOs are acting within the parameters of their warrant.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    b.  List of all contracting delegations (e.g., ordering officers and contracting officer representatives), as well as training and inspection files.  (The team will need to retain a copy of the list of delegations for the CMR file, but not copies of delegations themselves or training and inspection files.)  Include a brief discussion stating how DOC performs oversight of ordering officers and CORs.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

7.  Contract Administration (Director ACA Special Interest Items):

    a.  How performed?  Discuss initiatives used?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    b.  Closeout backlog:  What is the office closeout backlog?  Are closeouts being accomplished in a timely manner?  What action is being taken by the activity to ensure closeouts are being accomplished in a timely manner? 

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    c.  Compliance with Subcontracting Plan:  Discuss how contractor’s subcontracting plan are administered and monitored by the DOC.  Are contractor’s subcontracting targets being achieved?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

VIII.  Simplified Acquisitions.

1.  Sampling of purchase/delivery order files (e.g., one for construction with value exceeding $5K, one for services with value exceeding $5K, and one for commercial items over $100K but less than $5M using SAP).  The team will identify additional purchase/delivery orders at the beginning of the CMR.  (The team will not need to retain copies for the CMR file.)

2.  Purchase/delivery order register showing document number, name of contractor, type of supply/service/commodity, and dollar value since beginning of current FY or last six months, whichever is longer.  (The team will not need to retain a copy of the register for the CMR file.)

3.  Most recent register of open purchase requests.  (The team will not need to retain a copy of the register for the CMR file.)

4.  List of current Blanket Purchase Agreements (BPAs) showing whether or not each is established for use by IMPAC purchase cardholders.  (The team will not need to retain a copy of the register for the CMR file.)

5.  List showing BPA designees outside the contracting office to include name, activity, letter of appointment, determination of essentiality, applicable BPA number, and number of actions reported by each for the last six months.  (No need to provide such information for PCAs.) (The team will not need to retain a copy of the register for the CMR file.)

6.  List of purchase/delivery orders completed but not closed out.  Include explanation why close out has not been done and anticipated schedule for completion.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

IX.  IMPAC Purchase Card Program. 

1.  Copy of local IMPAC purchase card SOP.

2.  Brief discussion of status on purchase card initiatives:


a.  Barriers to increasing purchase card use.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________


b.  Implementation of "super users" program allowing decentralized users to place orders against established IDIQ and purchase card agreements (PCAs).

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________


c.  Awarding ID/IQ contracts for use by cardholders.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________


d.  IMPAC for training requirements (DD 1556).

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________


e.  Implementation of IMPAC checking accounts.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________


f.  Establishing IMPAC as a method of payment against large contracts.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________


g.  Any other innovative purchase card initiatives.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________


h.  If SFs 44 are still being used, include a list of customer activities and an explanation why purchase cards cannot be used for these requirements.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

3.  Cardholder Span of Control (Director ACA Special Interest Items):


a.  What is the average number of cardholders assigned to each approving official?  Is the number of approving officials assigned adequate to ensure comprehensive oversight of purchases with the purchase card?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________


b.  Does the A/OPC span of control (billing officials and cardholder accounts) exceed a ratio of 1:300?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________


c.  Do billing officials spans of control exceed a ratio of 1:7?  If so, has an appropriate waiver been obtained? (8-10 cardholders Chief of Contracting office, 11-19 cardholders PARC, 20 or more cardholders DoD Purchase Card Program Management Office.) 

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    d.  How do you ensure your customers receive maximum rebates? 

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    e.  How do you ensure no account payment for delinquencies?  Percentage of delinquencies over 60 days?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    f.  Discuss your training program.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    g.  Are 100% audits done yearly?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    h.  Are billing officials certifying monthly accounts, automated systems within 5 days and manual systems within 15 days?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    i.  Are billing official’s responsibilities included in their performance standards?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

X.  Planning.  
1.  Human Capital Strategic Planning/Resourcing (Director ACA Special Interest Items):  Establish forward-thinking programs addressing all facets of human capital management.  Project personnel requirements and obtain the appropriate authorizations necessary to fulfill the acquisition missions.  Plan and execute effective recruiting strategies to ensure an adequate number of intern/trainee personnel to fill most projected journeyman level vacancies from within, and the remaining journeyman positions from external sources.  Utilize local colleges and universities as sources of outstanding scholars.

    a.  Human capital impact with impending retirements:

        (1)  Anticipated retirements.  What is the projected retirement population in the office?  What actions have been taken to ensure continuous operation of the activity?  

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (2)  Impact on Organization.  What is the impact of the individuals retiring to the organizations ability to successfully fulfill the mission?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    b.  Retention/staffing plans and concerns:  

        (1)  Strategic Planning.  What are the authorization and requirements level over the POM years?  How are requirements levels determined; how do they relate to satisfying customer needs.   

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (2)  Recruiting Strategies.  If current manning is less than authorized, what is the status of recruitment?  What strategies are being used to recruit highly qualified personnel?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (3)  Professional Growth.  Ensure that contracting personnel have sufficient technical knowledge to analyze client needs and offer a wider range of business solutions.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (a)  How many (percent) employees are certified at the appropriate level for their position?  

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (b)  How many (percent) meet the educational requirements of DAWIA as amended by Sec. 808?  For those not meeting the Sec. 808 requirements, how many received waivers?  How many were grand fathered?  How many in each category have plans in place and are taking appropriate course work to meet the requirements?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (4)  Obstacles.  What obstacles is the activity encountering in achieving appropriate certification of the employees?  What steps have been taken to overcome those obstacles? 

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    c.  Use of support contractors:

        (1)  Workload/efforts performed.  What type contracts have been put in place to assist the DOC in completing the mission?  

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (2)  Monitoring.  How is the effort being monitored and measured?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    d.  Budget plans to meet long term requirements:  What actions have been taken to forecast/request funding for personnel, recognition, TDY expenses, training requirements, contract support requirements, rental/lease needs, equipment upgrades for the POM years?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

2.  DOC's strategic plan (e.g., copy of DOC’s vision, goals, objectives, plans, metrics).

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

3.  Operational Planning:

    a.  Contracting support plans for every operations plan and operations order (Theater PARC).

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    b.  Full staffed and functional plans office (Theater PARC)

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

4.  Are emergency essential DA civilians designated, trained and equipped?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

5.  Advance Acquisition Planning.  Provide brief discussion concerning:  

    a.  DOC involvement in collection/reporting of data for the ACA Advanced Acquisition Planning System.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    b.  What DOC does to ensure adequate advance planning is accomplished, and whether the process is effective.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    c.  Has DOC established and published standard lead times and target cut-off dates for submission of purchase requests at year end?  Is the system effective?  Are PR&Cs received in a timely manner?  If not, is follow up made?  Are contracts and options executed in a timely manner?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    d.  Are solicitations for requirements that can cross fiscal years staggered throughout the fiscal year to preclude year-end rush?  Are contract option expiration dates staggered so follow-on contracts for all do not fall in the same year?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

XI.  Systems Administration and Automation Electronic Commerce.  

1.  Business Processes for Continued Improvements (Director ACA Special Interest Items):

    a.  Paperless Initiatives.  Is application server (EDA) running and how often?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    b.  SPS Issues.

        (1) Interface with DFAS:  

        

(a)  Is CAPS-SPSI running and how often?  (Must be furnished to DFAS within 5 days.)

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        

(b)  What is the percentage of rejects received from SPSI?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        

(c)  What is the percentage of rejects received when the files are loaded into CAPS?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (2)  Site Certification.  Does the DOC have a current MOA with DFAS for the DA-mandated paperless system?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

2.  Brief statement concerning DOC automation initiatives and technology enhancements (e.g., access to the Internet for all employees, progress and/or problems with EC/EDI/FACNET, DOC web page, office automation, etc.).
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

3.  Brief statement on efficiencies of internal processes and how automated reports are used to manage workload.  

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

4.  Brief statement discussing status of SPS and paperless contracting.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

5.  Percentage use of on-line certification of Purchase Card statements?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

6.  Discuss DOC’s use of effective links to the Small Business community.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

XII.  Legal Issues.

1.  Legal (Director ACA Special Interest Items):

    a.  Protests.  Has the DOC been involved in protests of their requirements?  How many?  How many were sustained?  What action is being taken to ensure protest information is disseminated to the workforce to minimize recurrence?  Briefly discuss protests received in last two fiscal years -- disposition, and any trends.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    b.  Claims and Disputes.  Are there any outstanding claims or disputes pending?  Have claims been resolved in a timely manner?  If not, what action is being taken to consummate the claim or dispute?  Briefly discuss claims received in last two fiscal years -- disposition, and any trends.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    c.  Appeals from Disputes.  Has the activity received any appeals of their original decision?  What action if any has been taken to rectify the situation for further contract actions?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

2.  Support:  Discuss legal support to the DOC.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

3.  Standards of Conduct/Integrity:  Discuss how the Director ensures employees are properly trained in and comply with requirements standards of conduct to maintain unquestionable integrity.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

4.  Unauthorized Commitments/Ratifications (UC/R):  UC/R file with master log and copies of each ratification processed in the last two complete fiscal years and so far this fiscal year.  (The team will need to retain a copy of the log for the CMR file, but not copies of UC/Rs.)

    a.  Ratifications.  Has the DOC noted any trends in ratifications (i.e., mostly due to lack of education; mostly due to lack of planning; other)?  How does the DOC ensure ratification actions are properly documented?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________
    b.  Number of unauthorized commitments:



       $2,500 or less             $2,500 - $25,000                       Over $25,000

FY 01

____
____



____
FY 02

____
____



____
FY 03

____
____



____
    c.  Include a discussion to address the following:

        (1)  How the DOC ensures ratification actions are properly documented. 

· Customer activity package:  identify person responsible?  Is there a complete statement by the person responsible that clearly explains circumstances that led to the unauthorized commitment?  Why normal procurement procedures were not followed?  What bona fide government requirement necessitated the action?  Whether there is an invoice for supply/service received?  Commander’s endorsement that includes: Statement that documentation is accurate and complete; statement that benefits were received and associated value; detailed description of action taken to preclude recurrence; disciplinary action taken.  Purchase request and funding, with certification that funds are available, and were available at the time the unauthorized commitment was made.

· KO’s documentation:  Was price determined to be fair and reasonable?  Determination that administrative settlement would not involve a claim subject to resolution under the Contract Disputes Act of 1978?  Recommendation that payment be made and reasons as to why the ratification should be made.  Statement that resulting contract would otherwise have been proper if made by an authorized contracting officer.  Statement describing action that has been taken to preclude recurrence.  Legal counsel’s opinion.  Approval at the appropriate level. 

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

XIII.  Other Management Programs. 

1.  Cost and Price Analysis:  Brief statement describing how DOC ensures adequate cost and price analysis is conducted for all procurements.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

2.  Offloads:  Offload file covering last two fiscal years and so far this fiscal year.  (The team will need to retain a copy of the log for the CMR file, but not copies of offload packages.)  Include a statement discussing DOC process for determining if offloads are appropriate and that work could not be accomplished in house.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

3.  Onloads:  Provide a list of contracts to include amounts awarded and purpose of the contracts for all actions external to your chartered mission, i.e., mission versus BASOPS, non-installation activities, other DOD services, etc.
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

4.  Unsolicited Proposals (UPs):  UP file covering last two fiscal years and so far this fiscal year.  (The team will need to retain a copy of the log for the CMR file, but not copies of UPs.)  Include a statement discussing how DOC ensures UPs are processed appropriately.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

5.  Freedom of Information Act (FOIA):  FOIA file covering last two fiscal years and so far this fiscal year.  (The team will need to retain a copy of the log for the CMR file, but not copies of FOIAs.)  Include a statement discussing how DOC ensures FOIAs are processed appropriately/timely, and whether decisions are coordinated with SJA and installation FOIA Officer prior to release.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

6.  Vendor Demonstrations:  Vendor demonstration files covering last fiscal year and so far this fiscal year.  (The team will need to retain a copy of the log for the CMR file, but not copies of vendor demonstration agreements.)  Include a brief discussion of installation process for execution of vendor demonstration agreements, who approves agreements, and whether a standard format is used.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

7.  Contingency Contracting Plan:

     a.  Provide Individual Training Status for Contingency Contracting for Officers, NCOs, and Emergency Essential DA Civilian Personnel.  Provide list of personnel assigned to those positions and associated training received for personnel within your organization.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

b.  Has a Contingency Contract Support Plan (CCSP) been established?  (AFARS Manual No. 2, Appendix O, paragraph 0-1 & 0-2)

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

c.  Has training been conducted to ensure that contracting personnel are given current information regarding individual and unit mobility responsibilities?  (AFARS Manual No. 2, chapter 2 and Appendix O, paragraph c)

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

d.  Has at least one pre-assembled contingency kit been established for each potential area of deployment?  Note:  Since some offices do not have a deployment mission, the kits should include materials which would be needed for any general deployment not specific to any particular location.  (AFARS Manual No. 2, Appendix O, Para c[3])

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

e.  Has coordination been made with the supporting Finance Group in planning for the finance support necessary for the CCSP?  For instance, the after duty POCs for finance personnel for funds availability.  (AFARS Manual No. 2, Appendix O, Para [d]) 

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

8.  Reporting:  Include a brief discussion of how DOC ensures recurring reports are prepared and submitted in a timely manner.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

XIV.  Good News Stories.  

1.  Discuss any/all good news stories -- implementing new initiatives, success (or not) in implementation, lessons learned, cost savings, time savings, etc.  Include name of person(s) responsible and whether there was any formal recognition of the accomplishment.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

2.  Significant events, projects, initiatives (past and planned).

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________
ENCLOSURE 2

SELF-ASSESSMENT

DOCUMENTATION REQUIRED FOR

REVIEW BY CMR TEAM

Please insert information as indicated below -- where necessary; also please make back-up files/documentation available in the designated work area at the beginning of the review.  Unless otherwise indicated, the team will need to retain one copy of each for the CMR file (request a copy for the CMR team be made and included with each file).  Each file should indicate the appropriate DOC POC.  Unless stated otherwise, the reporting period is the previous two calendar years prior to the date of this report.  (If information/data is not readily available for any item, please include complete explanation.)

I.  MISSION:
Please insert mission statement:


II.  STATE OF PERSONNEL AND ORGANIZATION:
1.  Office Structure:

a.  The DOC is authorized _____ personnel with _____ on board.  The contracting office is separated into _____ divisions:  (a)_____, (b) _____, and (c)_____.  The _____ Division is responsible for ____________ and ___________; the _____ Division is responsible for _____; and the _____ Division is responsible for _____. 


b.  Organization diagram with name, grade, and position of all employees and any vacancies you may have.  (Include notes of any known or anticipated change.)

2.  Overtime:  Discuss use of overtime and how it is used for a tool to manage workload, decrease backlog, compensate for manpower shortages, etc.
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

3.  Career Management, Training/Education and Interns:  
    a.  Career Management/Training: 
        (1)  Continuous Learning Programs (Director ACA Special Interest Item):  How many employees (percent) meet the minimum continuous learning requirement of 80 hours every two years?  What programs or approaches are in place to obtain/provide training to the workforce to meet this requirement?
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (2)  Intern Program Management (Director ACA Special Interest Item):  How many interns (DA or local) are authorized in the activity and how many are on board?  If vacancies, what actions are being taken to timely recruit quality candidates?  Does the activity follow the ACTEDS/Master Training Plan for Interns?  Do they have an Individual Development Plan (IDP)?  Are interns receiving the requisite training and rotational assignments?  Discuss the extension of participation, intern IDPs and progress toward completion. 
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (3)  Career Planning/Management (Director ACA Special Interest Item):  
        (a)  Developmental Assignments, Leadership Training, and Long Term Training (LTT):  How many employees (percent) have participated in cross-training and developmental assignment such as Competitive Development Group (CDG), Defense Leadership Management Program (DLAMP), Acquisition Rotational Assignment Program (ARAP), or those ODASA(P) opportunities sponsored by the Contracting Career Program Office?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (b)  SBLM:  How many personnel have participated in Sustained Base Leadership and Management Program(SBLM), Personnel Management for Executives (PME I & II), Organizational Leadership for Executives (OLE), or those ODSA (P) opportunities sponsored by the Contracting Career Program Office?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (4)  Certification:  Are all employees DAWIA certified at the level appropriate for their grade/position?  Are any certified at higher levels than required?  If training is not completed, what is left to do, and is it scheduled? 
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (5)  Efforts to convert 1105/1106 positions to 1102 including efforts to prepare employees for conversion:

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (6)  IDPs and status of plan completion:
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (7)  Status of ACRBs:
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    b.  Training/Education: 

        (1)  Efforts to enable the entire contracting work force to obtain Bachelor/Masters degrees.  (How many have?  How many are working towards?)

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (2)  Efforts to encourage attendance at AMSC, OLE, LEAD, PME I&II, etc.:
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (3)  In-house training (i.e., file with subject, date, copies of handouts, presenter, attendees, etc.):
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (4)  Cross-training:
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    c.  Future Planning:

        (1)  Discuss efforts and provide copy of director's plan to attract qualified replacements for retirements and other personnel losses.
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

4.  Communication:  

    a.  Include a brief discussion of types, purpose and frequency of meetings (staff meetings or other routine office gatherings).
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    b.  Does DOC have an open door policy for all employees?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

5.  Morale:  

    a.  Include a brief discussion of factors that may effect employee morale (i.e., employee recognition, turnover of personnel, overtime/comp time, environmental conditions, etc.).
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    b.  Acquisition Excellence Incentive Awards and Recognition Programs:  Brief discussion of type of, and criteria for, incentives, awards, and recognition the DOC gives to employees, with focus on awards given during the past two fiscal years and so far this fiscal year.  Also include samples of award-related documentation and how awards were publicized.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    c.  Workforce empowerment:
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    d.  Other local initiatives:
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    e.  Contracting Professionalism Metric (Director ACA Special Interest Item):

(Bev's comment/question on 1/10/03:  Ellen, what does this one mean?  What are we measuring?)

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

6.  Self-Inspection (of DOC management programs, and of contracting processes/procedures):  Self-inspection log covering the last two fiscal years.  Include brief discussion of process, schedule, results, documentation, actions taken, and follow-up actions -- include copies of checklists used with the log.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

7.  Internal Management Controls:  Internal management control file covering last five fiscal years (should capture at least one full cycle).  Include brief discussion of process, results, actions taken, and follow-up action taken.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

8.  Office Policies/Procedures/Instructions:

    a.  General Contracting Office SOPs:  Include brief discussion of how DOC ensures compliance with SOPs, and that SOPs are current.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    b.  Contract-Related SOPs:  Include brief discussion of how DOC ensures compliance with SOPs; and that SOPs are current, not too restrictive or duplicative (i.e., that they supplement [as opposed to repeat] HQ or higher guidance).

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

III.  STATISTICS:
1.  Workload:  

a.  Contract actions/dollars awarded:

    FY         ACTIONS AWARDED           DOLLARS AWARDED
00 

_____


    
 $ _____
01 

_____


    
 $ _____
    02      
_____               
 $ _____
b.  Average PALT: 

FY        SAP      >$100K    >$500K     >$1M     >$5M      

00       _____     _____     _____     _____     _____     

01       _____     _____     _____     _____     _____     

02       _____     _____     _____     _____     _____     

2.  Competition:

    FY      Achieved    Goal

    00       _____%     _____%

    01       _____%     _____%

    02       _____%     _____%

3.  Socio Economic Metric (Director ACA Special Interest Item):
(Bev's comment/question on 1/10/03:  Ellen, what does this one mean?  What are we measuring?)

    FY     Achieved       Goal

    00      _____%       _____%

    01      _____%       _____%

    02      _____%       _____%

4.  Small Business:

    FY     Achieved       Goal

    00      _____%       _____%

    01      _____%       _____%

    02      _____%       _____%

5.  IMPAC:

a.  Percent of micro purchases:

    FY     Achieved    Goal

    00      _____%    _____%

    01      _____%    _____%

    02      _____%    _____%

    b.  Number of cardholder accounts:

    FY 

    00       _____
    01       _____
    02       _____
IV.  Customer Education/Service/Satisfaction:
1.  Local Instruction:  Include copy of local instruction which provides contracting policy and guidance to customers.

2.  Customer Education Initiatives:  Brief statement concerning DOC initiatives in areas of customer education.  (Discuss format and forum used by KOs and the DOC to educate customers.)

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

3.  Customer Service:  (Discuss how DOC identifies and removes barriers to customer satisfaction; how DOC solicits and receives customer feedback; how DOC ensures customers stay satisfied.)

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

4.  Teaming:  (Discuss how DOC uses integrated process team approach to improve quality of work, customer relations and customer satisfaction.)

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

5.  Partnering:  (Discuss how DOC uses formal and/or informal partnering with customers and contractors.)

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

6.  Customer Satisfaction Metric (Director ACA Special Interest Item):

(Bev's comment/question on 1/10/03:  Ellen, what does this one mean?  What are we measuring?)


a.  PARC/OPARC Staff.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________


b.  PARC Offices.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

7.  Interface with Industry:  Brief statement to describe DOC initiatives to maximize success of interface with industry partners.
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

V.  Acquisition Excellence/Continuous Process Improvement.  Brief statement concerning DOC plan for, progress on, and measuring success of, and educating the workforce and customers on various acquisition excellence initiatives.  

1.  Contract Efficiencies (Director ACA Special Interest Item):
(Bev's comment/question on 1/10/03:  Ellen, what does this one mean?  What are we measuring?)

    a.  A-76:

        (1)  Best Value.

        (2)  Performance Based.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    b.  Market Research:  Train personnel in their prime commodities to understand their markets.

(Bev's comment/question on 1/10/03:  Ellen, what does this one mean?  What are we looking for?)

        (1)  How Performed.

        (2)  Contracting personnel are trained and understand their prime commodities/market.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    c.  Teaming/Partnering:  Continue and expand the use of partnering techniques to enhance communications and prevent problems from developing.

(Bev's comment/question on 1/10/03:  Ellen, is this a duplication of teaming and partnering earlier in the document?)

        (1)  Maximize use of IPTs to improve business processes.

        (2)  Techniques to enhance communication and problem prevention.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    d.  Progressive/Innovative awards:

(Bev's comment/question on 1/10/03:  Ellen, what does this one mean?  What are we looking for?)

        (1)  New business processes.

        (2)  Business Manager Strategies.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    e.  Past Performance (PPIMS/PARS):  Ensure contractor performance is documented on all contracts meeting the thresholds published in AFARS 542.1502-90(a).  Past performance should be the most important factor in selecting service contractors.  Assure Performance Assessment Reports (PARS) are completed in sufficient detail to fully and accurately capture the quantitative and qualitative aspects of contractor performance.  

(Bev's comment/question on 1/10/03:  Ellen, what does this one mean?  What are we looking for?)

        (1)  Ensure Contractor performance is documented.

        (2)  Monitor and validate PPIMS input.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    f.  Performance Based Service Acquisition (PBSA):

        (1)  Performance work statements for Fixed Price Service Contracts (AFARS 5137.1).  Are statements of work for service contract performance oriented?  What actions are being taken by the activity to convert remaining non-PBSA work statements to comply with AFARS 5137.1?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (2)  Training Received for Contracting Personnel.  Have all contracting personnel been training in Performance Based Service Acquisition requirements?  Has this information been disseminated to the requiring activities?  If not, what action is being taken to train the activities in preparing Performance Based Service Acquisition requirements?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

        (3)  PBSA metrics in place.  Is the contracting activity maintaining a metric to show percent of contracts in compliance with AFARS 5137.1? 

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    g.  DD 350/1057s:

        (1)  Price Reasonableness – Block 11.  Ensure that price analysis is properly performed and price reasonableness is adequately established.  Are contracting officers thoroughly documenting their price reasonableness decision for sole source and single offer solicitations?

        (2)  Error Rates.

        (3)  Socio-Economic Goal.

        

(a)  Small Business Awards.

        

(b)  Small Business Set-Aside.

        

(c)  Small Disadvantaged Business Woman-owned.

        

(d)  HBCU/MI.

        

(e)  HUB Zone.

        

(f)  Service Disabled Veteran.

        

(g)  JWOD.

        

(h)  Randolph-Sheppard.

       

(i)  Indian Owned.

        

(j)  Prison Industries.

DOC Self-Assessment/Comments:

DOC POC:____________________

(Bev's comment/question on 1/10/03:  Ellen, what does this one mean?  What are we looking for?)

OPARC Response/Comments:

PARC POC:___________________


h.  Eliminate Redundant Efforts Metric.  Are requirements being reviewed for possible incorporation into larger contract requirements to obtain economies of scale?  Have requirements been reviewed for possible transfer to NRCC?

        (1)  Acquisition Planning.

(Bev's comment/question on 1/10/03:  Ellen, what does this one mean?  What are we looking for?)

        (2)  Consolidation of Contracts.

(Bev's comment/question on 1/10/03:  Ellen, what does this one mean?  What are we looking for?)

        (3)  Economies of Scale.
(Bev's comment/question on 1/10/03:  Ellen, what does this one mean?  What are we looking for?)

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

2.  Best value source selection:
(Bev's comment/question on 1/10/03:  Ellen, what does this one mean?  What are we looking for?)

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

3.  Incentive Contracting:
(Bev's comment/question on 1/10/03:  Ellen, what does this one mean?  What are we looking for?)

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

4.  Commercial practices/Part 12/commercial items solicitations/

EDI & FACNET:
(Bev's comment/question on 1/10/03:  Ellen, what does this one mean?  What are we looking for?)

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

5.  Brief statement describing how DOC ensures continuous improvement in all processes, including results in terms of reduction of cost of purchasing and contracting cycle times.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

VI.  Competition.
(Bev's comment/question on 1/10/03:  Ellen, this topic appears to be out of place.  Don't think it needs to be a separate major topic.)

On 1/10/03, Bev stopped here

1.  ______________ is the Competition Advocate (CA).  Include a statement to discuss how the CA’s duties are documented, and whether competition is a separate objective in the CA’s support form.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

2.  Competition-related information for period since last TRADOC CMR.

    a.  Copies of reports.  (The team does not need to retain copies of reports.)

    b.  Innovations, improvements, goals and overall achievements. 

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

3.  J&A log (showing J&A number, customer activity, item/service, total dollar value including all options, exception, date received, date approved/disapproved, etc.) with copies of locally-approved J&As for past two full fiscal years and so far this fiscal year.  (The team would like to retain a copy of the log for the CMR file, as well as copies of locally approved J&As.)

VII.  Contracts/Contract Administration.  

1.  Sampling of contract files (e.g., one for construction with value over $500K, one for services with value over $500K, and one supply contract with value over $100K purchased using other than SAP).  The team will identify additional contracts at the beginning of the CMR.  (The team will not need to retain copies of contracts for the CMR file.)
2.  Printout of active contracts showing contract number, type of supply/service/commodity by FSC Code, dollar value, and names/codes for contracting officers and specialists.  (The team will not need to retain a copy of the printout for the CMR file.)

3.  List of delinquent contract actions (e.g., outstanding claims, delivery dates not met, modifications not processed, etc.).

4.  List of work in progress (e.g., solicitations, modifications, etc.).

5.  List of contracts completed but not closed out.  Include explanation why close out has not been done and anticipated schedule for completion.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

6.  Warrants/Delegations:  

    a.  Master (or individual) file of active warrants (showing names, effective date, and applicable limitations), associated backup for each warrant, and disposition of terminated warrants.  Include statement to show date the DOC reviewed the file and determined that number of and threshold/limitations on warrants are appropriate.  (The team will need to retain a copy of the log and review statement for the CMR file, but not copies of warrants or associated backup.)  Also include brief discussion stating how DOC ensures KOs are acting within the parameters of their warrant.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    b.  List of all contracting delegations (e.g., ordering officers and contracting officer representatives), as well as training and inspection files.  (The team will need to retain a copy of the list of delegations for the CMR file, but not copies of delegations themselves or training and inspection files.)  Include a brief discussion stating how DOC performs oversight of ordering officers and CORs.
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

7.  Contract Administration (Director ACA Special Interest Item):

    a.  How performed?  Initiatives?

    b.  Closeout backlog:  What is the office closeout backlog?  Are closeouts being accomplished in a timely manner?  What action is being taken by the activity to ensure closeouts are being accomplished in a timely manner? 

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

VIII.  Simplified Acquisitions.
1.  Sampling of purchase/delivery order files (e.g., one for construction with value exceeding $5K, one for services with value exceeding $5K, and one for commercial items over $100K but less than $5M using SAP).  The team will identify additional purchase/delivery orders at the beginning of the CMR.  (The team will not need to retain copies for the CMR file.)

2.  Purchase/delivery order register showing document number, name of contractor, type of supply/service/commodity, and dollar value since beginning of current FY or last six months, whichever is longer.  (The team will not need to retain a copy of the register for the CMR file.)

3.  Most recent register of open purchase requests.  (The team will not need to retain a copy of the register for the CMR file.)

4.  List of current Blanket Purchase Agreements (BPAs) showing whether or not each is established for use by IMPAC purchase cardholders.  (The team will not need to retain a copy of the register for the CMR file.)

5.  List showing BPA designees outside the contracting office to include name, activity, letter of appointment, determination of essentiality, applicable BPA number, and number of actions reported by each for the last six months.  (No need to provide such information for PCAs.) (The team will not need to retain a copy of the register for the CMR file.)

6.  List of purchase/delivery orders completed but not closed out.  Include explanation why close out has not been done and anticipated schedule for completion.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

IX.  IMPAC Purchase Card Program. 

1.  Copy of local IMPAC purchase card SOP.

2.  Brief discussion of status on purchase card initiatives:


a.  Barriers to increasing purchase card use.
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________


b.  Implementation of "super users" program and purchase card agreements (PCAs).
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________


c.  Awarding ID/IQ contracts for use by cardholders.
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________


d.  IMPAC for training requirements (DD 1556).
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________


e.  Implementation of IMPAC checking accounts.
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________


f.  Establishing IMPAC as a method of payment against large contracts.
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________


g.  Any other innovative purchase card initiatives.
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________


h.  If SFs 44 are still being used, include a list of customer activities and an explanation why purchase cards cannot be used for these requirements.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________


i.  If imprest fund is still being used, include a list of customer activities and an explanation why purchase cards cannot be used for these requirements.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

3.  Cardholder span of control (Director ACA Special Interest Item):


a.  What is the average cardholders assigned to each approving official?  Is the number of approving officials assigned adequate to ensure comprehensive oversight of purchases with the purchase card?


b.  Does the A/OPC span of control (billing officials and cardholder accounts) exceed a ratio of 1:300?


c.  Do billing officials spans of control exceed a ratio of 1:7?  If so, has an appropriate waiver been obtained? (8-10 cardholders Chief of Contracting office, 11-19 cardholders PARC, 20 or more cardholders DoD Purchase Card Program Management Office.) 

    d.  Rebates. 

    e.  Delinquencies.

    f.  Training.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

X.  Planning.  
1.  Strategic Planning/Resourcing (Director ACA Special Interest Item):  Establish forward-thinking programs addressing all facets of human capital management.  Project personnel requirements and obtain the appropriate authorizations necessary to fulfill the acquisition missions.  Plan and execute effective recruiting strategies to ensure an adequate number of intern/

trainee personnel to fill most projected journeyman level vacancies from within, and the remaining journeyman positions from external sources.  Utilize local colleges and universities as sources of outstanding scholars.

    a.  Human Capital Impact with impending retirements:

        (1)  Anticipated retirements.  What is the projected retirement population in the office?  What actions have been taken to ensure continuous operation of the activity?  

        (2)  Impact on Organization.  What is the impact of the individuals retiring to the organizations ability to successfully fulfill the mission?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    b.  Retention/staffing plans and concerns:  

        (1)  Strategic Planning.  What are the authorization and requirements level over the POM years?  How are requirements levels determined; how do they relate to satisfying customer needs.   

        (2)  Recruiting Strategies.  If current manning is less than authorized, what is the status of recruitment?  What strategies are being used to recruit highly qualified personnel?

        (3)  Professional Growth.  Ensure that contracting personnel have sufficient technical knowledge to analyze client needs and offer a wider range of business solutions.

        (a)  How many (percent) employees are certified at the appropriate level for their position?  

        (b)  How many (percent) meet the educational requirements of DAWIA as amended by Sec. 808?  For those not meeting the Sec. 808 requirements, how many received waivers?  How many were grandfathered?  How many in each category have plans in place and are taking appropriate course work to meet the requirements?

        (4)  Obstacles.  What obstacles is the activity encountering in achieving appropriate certification of the employees?  What steps have been taken to overcome those obstacles? 

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    c.  Use of support contractors:

        (1)  Workload/efforts performed.  What type contracts have been put in place to assist the DOC in completing the mission?  

        (2)  Monitoring.  How is the effort being monitored/measured?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    d.  Budget plans to meet long term requirements:  What actions have been taken to forecast/request funding for personnel, recognition, TDY expenses, training requirements, contract support requirements, Rental/lease needs, equipment upgrades for the POM years?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

2.  DOC's strategic plan (e.g., copy of DOC’s vision, goals, objectives, plans, metrics).

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

3.  DOC's latest APIC submission.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

4.  Advance acquisition planning.  Provide brief discussion concerning:  

    a.  DOC involvement in collection/reporting of data for the ACA Advanced Acquisition Planning System.
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    b.  What DOC does to ensure adequate advance planning is accomplished, and whether the process is effective.
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    c.  Has DOC established and published standard lead times and target cut-off dates for submission of purchase requests at year end?  Is the system effective?  Are PR&Cs received in a timely manner?  If not, is follow up made?  Are contracts and options executed in a timely manner?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    d.  Are solicitations for requirements that can cross fiscal years staggered throughout the fiscal year to preclude year-end rush?  Are contract option expiration dates staggered so follow-on contracts for all do not fall in the same year?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

XI.  Systems Administration and Automation.  

1.  Business Processes for Continued Improvements (Director ACA Special Interest Item):

    a.  Paperless Initiatives.  Is application server (EDA) running and how often?

    b.  SPS Issues.

        (1) Interface with DFAS:  

        (a)  Is CAPS-SPSI running and how often?  (Must be furnished to DFAS within 5 days.)

        (b)  What is the percentage of rejects received from SPSI?

        (c)  What is the percentage of rejects received when the files are loaded into CAPS?

        (2)  Site Certification.  Does the DOC have a current MOA with DFAS for the DA mandated paperless system?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

2.  Brief statement concerning DOC automation initiatives (e.g., access to the Internet for all employees, progress and/or problems with EC/EDI/FACNET, DOC webpage, office automation, etc.).
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

3.  Brief statement on how automated reports are used to manage workload.  In addition to samples of these reports, PALT statistics for the past two FYs and so far this fiscal year.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

4.  Brief statement discussing status of SPS and paperless contracting.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

XII.  Legal Issues.
1.  Legal (Director ACA Special Interest Item):

    a.  Protests.  Has the activity been involved in protests of their requirements?  How many?  How many were sustained?  What action is being taken to ensure protest information is disseminated to the workforce?  Briefly discuss protests received in last two fiscal years -- disposition, and any trends.
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    b.  Claims and Disputes.  Are there any outstanding claims or disputes pending?  Have claims been resolved in a timely manner?  If not, what action is being taken to consummate the claim or dispute?  Briefly discuss claims received in last two fiscal years -- disposition, and any trends.
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    c.  Appeals from Disputes.  Has the activity received any appeals of their original decision?  What action if any has been taken to rectify the situation for further contract actions?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

    d.  Ratifications.  Has the DOC noted any trends in ratifications (i.e., mostly due to lack of education; mostly due to lack of planning; other)?  How does the DOC ensure ratification actions are properly documented?

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

2.  Support:  Discuss legal support to the DOC.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

3.  Standards of Conduct/Integrity:  Discuss how the Director ensures employees are properly trained in and comply with requirements standards of conduct to maintain unquestionable integrity.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

4.  Unauthorized Commitments/Ratifications (UC/R):  UC/R file with master log and copies of each ratification processed in the last two complete fiscal years and so far this fiscal year.  (The team will need to retain a copy of the log for the CMR file, but not copies of UC/Rs.)

    a.  Number of unauthorized commitments:



$2,500 or less     $2,500 - $25,000     Over $25,000

FY 00

____
____



____
FY 01

____
____



____
FY 02

____
____



____
    b.  Include a discussion to address the following:

        (1)  Any trends (i.e., mostly due to lack of education; mostly due to lack of planning; other)?
        (2)  How the DOC ensures ratification actions properly documented? 

· Customer activity package:  identify person responsible?  Is there a complete statement by the person responsible that clearly explains circumstances that led to the unauthorized commitment?  Why normal procurement procedures were not followed?  What bona fide government requirement necessitated the action?  Whether there is an invoice for supply/service received?  Commander’s endorsement that includes: Statement that documentation is accurate and complete; statement that benefits were received and associated value; detailed description of action taken to preclude recurrence; disciplinary action taken.  Purchase request and funding, with certification that funds are available, and were available at the time the unauthorized commitment was made.

· KO’s documentation:  Was price determined to be fair and reasonable?  Determination that administrative settlement would not involve a claim subject to resolution under the Contract Disputes Act of 1978?  Recommendation that payment be made and reasons as to why the ratification should be made.  Statement that resulting contract would otherwise have been proper if made by an authorized contracting officer.  Statement describing action that has been taken to preclude recurrence.  Legal counsel’s opinion.  Approval at the appropriate level. 

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

XIII.  Good News Stories.  

1.  Discuss any/all good news stories -- implementing new initiatives, success (or not) in implementation, lessons learned, cost savings, time savings, etc.  Include name of person(s) responsible and whether there was any formal recognition of the accomplishment.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

2.  Significant events, projects, initiatives (past and planned).
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

XIV.  Other Management Programs. 

1.  Cost and Price Analysis:  Brief statement describing how DOC ensures adequate cost and price analysis is conducted for all procurements.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

2.  Offloads:  Offload file covering last two fiscal years and so far this fiscal year.  (The team will need to retain a copy of the log for the CMR file, but not copies of offload packages.)  Include a statement discussing DOC process for determining if offloads are appropriate and that work could not be accomplished in house.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

3.  Onloads:  Provide a list of contracts to include amounts awarded and purpose of the contracts for all actions external to your chartered mission, i.e., mission versus BASOPS, non-TRADOC activities, other DOD services, etc.
DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

4.  Unsolicited Proposals (UPs):  UP file covering last two fiscal years and so far this fiscal year.  (The team will need to retain a copy of the log for the CMR file, but not copies of UPs.)  Include a statement discussing how DOC ensures UPs are processed appropriately.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

5.  Freedom of Information Act (FOIA):  FOIA file covering last two fiscal years and so far this fiscal year.  (The team will need to retain a copy of the log for the CMR file, but not copies of FOIAs.)  Include a statement discussing how DOC ensures FOIAs are processed appropriately/timely, and whether decisions are coordinated with SJA and installation FOIA Officer prior to release.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

6.  Vendor Demonstrations:  Vendor demonstration file covering last fiscal year and so far this fiscal year.  (The team will need to retain a copy of the log for the CMR file, but not copies of vendor demonstration agreements.)  Include a brief discussion of installation process for execution of vendor demonstration agreements, who approves agreements, and whether a standard format is used.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

7.  Contingency Contracting Plan:

a.  Has a Contingency Contract Support Plan (CCSP) been established?  (AFARS Manual No. 2, Appendix O, paragraph 0-1 & 0-2)

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

b.  Has training been conducted to ensure that contracting personnel are given current information regarding individual and unit mobility responsibilities?  (AFARS Manual No. 2, chapter 2 and Appendix O, paragraph c)

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

c.  Has at least one pre-assembled contingency kit been established for each potential area of deployment?  Note:  Since some offices do not have a deployment mission, the kits should include materials which would be needed for any general deployment not specific to any particular location.  (AFARS Manual No. 2, Appendix O, Para c[3])

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

d.  Has coordination been made with the supporting Finance Group in planning for the finance support necessary for the CCSP?  For instance, the after duty POCs for finance personnel for funds availability.  (AFARS Manual No. 2, Appendix O, Para [d]) 

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

8.  Reporting:  Include a brief discussion of how DOC ensures recurring reports are prepared and submitted in a timely manner.

DOC Self-Assessment/Comments:

DOC POC:____________________

OPARC Response/Comments:

PARC POC:___________________

Enclosure 1

CUSTOMER SURVEY

The Army Contracting Agency – Northern Region would like you to evaluate the Fort XXXX Directorate of Contracting (DOC) by completing the following survey.  This will be helpful in assessing the DOC in our upcoming Contracting Management Review (CMR) on 8 December 2003.  

Please return this survey to Ms. Melinda Simmons-Healy at Melinda.Simmons-Healy@monroe.army.mil (preferred method) by 26 November 2003 or you may mail the survey to the Army Contracting Agency – Northern Region, ATTN:  SFCA-NR (Ms. Melinda Simmons-Healy), 11 Bernard Road, Building 10, Fort Monroe, VA  23651-5000 or fax to (757) 788-2496.  Ms. Simmons-Healy can be reached at DSN 688-5339 or CML (757) 788-5339 if you need assistance.

Please use the following scale to assign a score to each question.  Please annotate “N/A” next to any questions that are not applicable to you.

    1
       2
            3


4
        5

      
  Above


     
Below

Outstanding      Average
      Average
     Average
   Poor

1.  Are your calls to the DOC returned promptly?  ______

2.  How do you rate the level of interest, technical expertise and helpfulness demonstrated by the DOC staff?  ______

3.  Are your inquiries promptly resolved?  ______

4.  How do you rate the overall courtesy and professionalism of the DOC staff?  ______

5.  Awards/Contracts:  To what degree was the DOC responsive to questions or concerns during the life cycle of your contract or order?  _______

6.  Were modifications completed expeditiously most of the time?  ______

7.  If you had questions regarding the contracting process, were you provided:

        a.  Informative responses?  ______

        b.  Timely responses?  ______

8.  If you attended a site visit:

a.  Was the scheduling and length of visit adequate?  _____       

b. Was the conference beneficial?  ______

9.  How beneficial would you rate the following:

a. Pre-Performance Conference?  ______

b. Pre-Construction Conference?  ______

10.  If there were problems with your order or contract, how effective was the DOC in getting them corrected?  _____

11.  Generally, how do you rate the overall quality of service you received?  ______

12.  Please name anyone with the DOC who consistently provides you exceptional service. _________________________________________________

13.  Do you have any thoughts concerning how the DOC may improve its service to you?

14.  Additional comments/suggestions:

Name  ________________________________________________________________

Title  _________________________________________________________________

Organization  __________________________________________________________

Phone Number  __DSN:_____________________CML: (     )____________________

E-mail address _________________________________________________

While our team is at Fort XXXX would you like to talk to us face-to-face?
_____ YES; _____ NO

Thank you for taking time to complete this survey.  It will be of great assistance in serving you better!
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