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Executive Summary

Ordering Guide:  This Ordering Guide provides the Department of Veterans Affairs (VA) organizations and offices with a simple and straightforward process to order Integrated Product Team (IPT) Facilitation and Acquisition Support Services.  Within this Ordering Guide, the process and associated information are structured to maximize efficiencies and streamline ordering.

Overview:  Blanket Purchase Agreements (BPA) listed in Section 5.0 of this Ordering Guide will provide any VA agency and organization the ability to procure IPT Facilitation and Acquisition Support Services using a standardized process.  These BPAs are anticipated to provide the capabilities of the current strategic acquisition need while offering a consolidated and streamlined approach for the award of IPT Facilitation and Acquisition Support Services 
enterprise-wide.

Scope:  The BPAs listed in Section 5.0 of this Ordering Guide identify the companies that were awarded BPAs, and that are able to provide a broad range of IPT Facilitation and Acquisition Support Services commonly required throughout the VA.  

Customer Assistance:  The Strategic Acquisition Center (SAC) Contracting Officer is responsible  for placing BPA calls.  The Requiring Office will enter the data requested in this ordering Guide into the Virtual Office of Acquisition (VOA) Customer Acquisition Portal (CAP) at https://admin.voa.va.gov/HomeMain.aspx.  The Portal has valuable information and samples that will enable our customers to navigate the VOA CAP.
If you have any questions regarding the VOA access or need technical assistance with the CAP “New Planned Requirement” record entry (described later in this document), contact the VOA Customer Portal help desk at voahelp@va.gov or 937-281-1740.
For assistance with the Order Request Package (ORP) development, email questions to the SAC Acquisition Rapid Response Service (ARRS) team at: vacoSACIPT@va.gov.  Include the following information when drafting questions for submittal to the ARRS team e-mail address: (1) customer focal point name, telephone/mobile number, and email address, (2) name of customer’s organization, (3) a brief description of the requirement, and (4) projected need date.
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[bookmark: _Toc339018014][bookmark: _Toc339019519][bookmark: _Toc339024033][bookmark: _Toc339024306][bookmark: _Toc339362652]1.0  PURPOSE
The purpose of this Ordering Guide is to assist the Department of Veterans Affairs (VA)   Requiring Offices in preparing all associated documentation to order services (i.e., place a Call) against the established Blanket Purchase Agreements (BPA) described herein.  This guide describes the process and documents required to place a BPA Call.  Roles and responsibilities of the major parties involved in the ordering process are defined.  BPA Calls will be placed by the Strategic Acquisition Center (SAC), in accordance with Federal Acquisition Regulations (FAR) section 8.405-2, Ordering procedures for services requiring a statement of work.
[bookmark: _Toc339018015][bookmark: _Toc339019520][bookmark: _Toc339024034][bookmark: _Toc339024307][bookmark: _Toc339362653]2.0  BACKGROUND
The VA is responsible for providing high quality and timely commodities and services for our veterans and their families.  As the complexity of those items and services increases, program and team involvement will, likewise, become more complicated.  These VA enterprise-wide BPAs are based on General Services Administration (GSA) Schedules, and serve to standardize and streamline the acquisition of Integrated Product Team (IPT) Facilitation and Acquisition Support Services using a centralized process.  These BPAs, in total, provide a $225 million ceiling over the next five years for the IPT Facilitation and Acquisition Support Services described herein. 
[bookmark: _Toc339018016][bookmark: _Toc339019521][bookmark: _Toc339024035][bookmark: _Toc339024308][bookmark: _Toc339362654]3.0  BPAs SUMMARY
The IPT Facilitation and Acquisition Support Services BPAs are summarized in the following.
Who:  The IPT Facilitation and Acquisition Support Services BPAs are available for use by all VA organizations and offices, regardless of geographic location. 
What:  The IPT Facilitation and Acquisition Support Services BPAs are GSA-based from the Special Item Number (SIN) 874-2 Facilitation Services, SIN 874-6 Acquisition Management Support, and SIN 874-7 Program and Project Management.  When a customer requests an order for IPT Facilitation and Acquisition Support, that order is competed among the BPA holders to secure the best value for the Government.  The resulting award will be on a Firm-Fixed-Price (FFP) or Labor Hour (LH) basis.
When:  BPAs listed in Section 5.0 were established on October 25, 2012 and are available for BPA Calls for 60 months from the established date to October 24, 2017.  The period of performance for individual BPA Calls cannot exceed 12 months.
Why:  Developed to standardize and streamline the acquisition of IPT Facilitation and Acquisition Support Services throughout the VA.  Ordering is centralized and offers an efficient means to quickly award BPA Calls, while reducing the time and saving costs for the Requiring Office and the VA as a whole. 
How:  IPT Facilitation and Acquisition Support requirements will be fulfilled through the use of BPA Calls.  The Requiring Office will prepare an Order Request Package (ORP) in accordance with Section 6.0 of this document. 
[bookmark: _Toc339018017][bookmark: _Toc339019522][bookmark: _Toc339024036][bookmark: _Toc339024309][bookmark: _Toc339362655]4.0  COMPETITION
The award of BPA Calls will normally be competed among those vendors awarded BPAs listed in Section 5.0 of this document.  VA officials and employees must not have conversations with Contractors or other vendors, including incumbents, about pending requirements before obtaining express written approval to do so from the SAC Contracting Officer, via the Contracting Officer’s Representative (COR).  This measure is to ensure that no vendor is provided an unfair advantage in a competition.  If a bona fide business need exists to discuss requirements with vendors in advance, all BPA holders listed in Section 5.0 shall be provided the opportunity to participate in the discussion.  The SAC Contracting Officer will provide official points of contact to arrange and facilitate such discussions, and to ensure all awardees are provided a fair opportunity to be considered for any order in excess of $3,000.
Exceptions to competition are based on the existence of one or more conditions, as determined by the SAC Contracting Officer.  These conditions include the following:
a) The requirement is an urgent need such that a competition would result in unacceptable delays; or
b) The order should be issued on a sole source basis in the interest of economy and efficiency as a logical follow-on to a task order already issued under the contract.
[bookmark: _Toc339018018][bookmark: _Toc339019523][bookmark: _Toc339024037][bookmark: _Toc339024310][bookmark: _Toc339362656]5.0  CONTRACTORS
The Following BPAs have been awarded for this effort.  The following includes the BPA number, the Prime Contractor and any subcontractors or teaming partners for each BPA.
a) VA798S-13-A-0001
Prime Contractor: Monterey Consultants, Inc.
Subcontractors: CACI Dynamic Systems Inc.

b) VA798S-13-A-0004
Prime Contractor: Integrated Systems Solutions, Inc.
Subcontractors: MCR Federal, LLC

c) VA798S-13-A-0005
Prime Contractor: Cline-Morin Associates, Inc.
Subcontractors: CACI Dynamic Systems Inc.

d) VA798S-13-A-0006
Prime Contractor: Premier Management Corporation
Subcontractors: Calibre Systems, Inc.

e) VA798S-13-A-0007
Prime Contractor: Addx Corporation
Subcontractors: LMI, MARKON Solutions, and YRCI


[bookmark: _Toc339018024][bookmark: _Toc339019528][bookmark: _Toc339024042][bookmark: _Toc339024315][bookmark: _Toc339362657]

6.0  ORDER REQUEST PACKAGE (ORP) COMPONENTS
The Requiring Office is responsible for preparing Order Request Packages (ORP).  The ORP will include the following:
Note:  Samples of the documents identified below are located in the Virtual Office of Acquisition (VOA) Customer Acquisition Portal (CAP) Template Library, SAC Templates and Guides at: http://voa.aac.dva.va.gov/sites/SIP/Customer%20Portal%20Templates/Forms/AllItems.aspx?RootFolder=%2Fsites%2FSIP%2FCustomer%20Portal%20Templates%2FOAO%20Acquisition%20Requirements%20Package%20Templates%2FSAC%20Templates%20and%20Guides&FolderCTID=0x01200079368963D4577048840AF10BBF4043D6&View={8FF06DE8-29A5-4123-B6C8-F7048D21A0B4}.
The samples contain notes and instructions to assist in the development of the document.
[bookmark: _Toc339018025][bookmark: _Toc339019529][bookmark: _Toc339024043][bookmark: _Toc339024316][bookmark: _Toc339362658]6.1  Performance Work Statement (PWS)
The PWS is a detailed description of what the Government intends to buy.  The "detailed description” must be within scope of the overarching performance work statement in the base BPA.  Also refer to the SIN labor category descriptions in Appendix A of this document.  Follow the sample PWS notes and instructions to prepare the PWS.
[bookmark: _Toc339018026][bookmark: _Toc339019530][bookmark: _Toc339024044][bookmark: _Toc339024317][bookmark: _Toc339362659]6.2  Independent Government Cost Estimate (IGCE)
The IGCE is the Government estimate of the resources required and the projected other costs (such as travel or materials) that would be incurred by the contractor during performance of a specific BPA Call.  The rates will be based on the average proposed labor rates among the BPA contractors for a specified labor category.  See SAC Templates and Guides for a sample IGCE.
[bookmark: _Toc339018027][bookmark: _Toc339019531][bookmark: _Toc339024045][bookmark: _Toc339024318][bookmark: _Toc339362660]6.3  VA Form 90-2237
VA Form 90-2237 represents a VA Purchase Request to identify commitment of funds in an amount equal to the IGCE for the specified period of performance.  The funding document number as well as a copy of the 2237 should be included with the ORP.
[bookmark: _Toc339018028]Note:  See Appendix B of this ordering guide for instructions regarding the SAC Funding Process Flow (Pre-Award), and the SAC Centralized Funding Administration Process Flow (Post-Award).
[bookmark: _Toc339018029][bookmark: _Toc339019532][bookmark: _Toc339024046][bookmark: _Toc339024319][bookmark: _Toc339362661]6.4  Contracting Officer’s Representative (COR)
The Requiring Activity will provide a signed nomination letter for a qualified COR.  The nomination letter will identify the name(s) of the designee (with contact information) and include the signatures from the customer’s nominating official and the COR.  The COR’s Training Completion Certificates must also be provided with the ORP.  All training certificates must be no less than three years old, and must not expire during the performance of the BPA Call.  

Note:  See Appendix C of this ordering guide for technical information deemed important to the COR functions and responsibilities.
[bookmark: _Toc339018030][bookmark: _Toc339019533][bookmark: _Toc339024047][bookmark: _Toc339024320][bookmark: _Toc339362662]6.5  Government-Furnished Equipment (If applicable)
List of Government-Furnished Equipment (GFE), Government-Furnished Information (GFI), Government-Furnished Facilities (GFF) to be provided.  If applicable, provide a list of the identified need, the expected need date, and the source from which the need will be provided.  The GFE data will become part of the PWS or contract attachments as needed.
[bookmark: _Toc339018031][bookmark: _Toc339019534][bookmark: _Toc339024048][bookmark: _Toc339024321][bookmark: _Toc339362663]6.6  Determination and Findings (D&F) (If applicable)
A signed D&F is required only if a Labor Hour (LH) contract is preferred, vice a Firm-Fixed-Price (FFP) contract.
[bookmark: _Toc339018032]Note:  If PWS includes Labor Hours (LH) contract type tasking, vice FFP only, please complete a D&F form.
[bookmark: _Toc339018033][bookmark: _Toc339019535][bookmark: _Toc339024049][bookmark: _Toc339024322][bookmark: _Toc339362664]6.7  Special Sourcing Considerations (If applicable)
Identify any special sourcing considerations.  An example would be a request to continue work in progress with the incumbent vendor.  This “logical follow-on work” would need to be accompanied by a signed Limited Source Justification (LSJ) is required whenever a fair opportunity will not be provided to all BPA Holders.  
Note:  If the requirement is exempt from competition, please complete a Limited Source Justification (LSJ) form.  Exemptions from competition include:
a) The agency need for services is of such urgency that providing such an opportunity would result in unacceptable delays;
b) Only one Awardee is capable of providing the services required at the level of quality required, because the services ordered are unique or highly specialized; or
c) The order should be issued on a sole source basis to an incumbent in the interest of economy and efficiency as a logical follow-on to a BPA Call already issued under an existing agreement, provided that all Awardees were given fair opportunity to be considered prior to award of the BPAs listed in Section 5.0.
[bookmark: _Toc339018034][bookmark: _Toc339019536][bookmark: _Toc339024050][bookmark: _Toc339024323][bookmark: _Toc339362665]7.0  ORDERING PROCESS
Administration offices, staff offices, or other key officials wishing to use the services identified in the overarching BPA PWS and described in this ordering guide for their procurement needs shall assemble an ORP.
[bookmark: _Toc339018035][bookmark: _Toc339019537][bookmark: _Toc339024051][bookmark: _Toc339024324][bookmark: _Toc339362666]7.1  Ordering Preparation Steps
The Requiring Office will enter any available ORP documents described in Section 6 of this document into the Virtual Office of Acquisition (VOA) Customer Acquisition Portal (CAP) in accordance with following instructions:
a) Go to https://admin.voa.va.gov/HomeMain.aspx.
b) Select Customer Acquisition Portal (CAP) on left side panel.
c) Select New Planned Requirement in the panel labeled Customer Acquisition Portal List.
d) Enter all required data (asterisked fields), select Strategic Acquisition Center from the  drop-list in the Contracting Office field, and enter as much other information as available for Planned Data. (Note: Enter the Program Office Requirement Narrative in the Description of Acquisition field.).
e) Select Save in the bottom right corner of the screen.
f) Once saved, the record will refresh and a new Tab labeled Requirement Details is created in addition to a Comments tab.
g) Select the Requirement Details Tab 
h) Enter all required data and as much other information as possible for Requirement Details.  (Note:  This screen will include a section to upload all preliminary documentation and files.  If you have the files in a single folder, you can select multiple documents to upload at one time.)
i) Once the preliminary documents have been uploaded and all required data fields are completed, the user will have the following choices on the Requirement Details Tab:  Save as Save, Submit, or Close.  
j) On the Requirement Details Tab, select Submit to initiate the request. (Note: Other selections will result in the record remaining in a Draft status and available for Customer edit.)
[bookmark: _Toc339019538][bookmark: _Toc339024052][bookmark: _Toc339024325][bookmark: _Toc339362667]7.2  Within Scope Determination
Once the VOA entry has been received by the SAC, the SAC CO will determine if the specific request is within the scope of the BPA.  Please note that the data entered should be sufficient to determine if the work requested is within the scope of the BPA.  The SAC CO will use the PWS sample provided by the requiring activity to assist in making his or her Within Scope Determination.
[bookmark: _Toc339018036][bookmark: _Toc339019539][bookmark: _Toc339024053][bookmark: _Toc339024326][bookmark: _Toc339362668][bookmark: _Toc331675373]7.3  Receipt and Refinement of ORP
[bookmark: _Toc339024327][bookmark: _Toc339019540][bookmark: _Toc339024054]After a “within scope determination” has been made by the CO, the SAC ARRS team and contract specialist will work with the Requesting Office to ensure that the ORP is complete.
[bookmark: _Toc339018037][bookmark: _Toc339019541][bookmark: _Toc339024055][bookmark: _Toc339024328][bookmark: _Toc339362669]7.4  Request for Quote
The CO, having reviewed the ORP for completeness, will issue a Request for Quotation (RFQ) to all BPA Holders for a response.  
[bookmark: _Toc331675376][bookmark: _Toc339018038][bookmark: _Toc339019542][bookmark: _Toc339024056][bookmark: _Toc339024329][bookmark: _Toc339362670]7.5  Contractors’ Response to Quote
Each RFQ will specify its corresponding response time for a quote and include instructions to contractors to provide a “No Response” statement if its intent is to not respond with a Quote.
[bookmark: _Toc331675378][bookmark: _Toc339018039][bookmark: _Toc339019543][bookmark: _Toc339024057][bookmark: _Toc339024330][bookmark: _Toc339362671]7.6  Evaluation of Quotes
[bookmark: _Toc331675375]The CO and customer will work to assemble an evaluation team (as required and instructed by the CO).  The CO, Requiring Office, COR, and Technical Personnel will evaluate the proposals and associated quotes within twelve (12) working days of receipt and ultimately select the BPA Call Awardee.
[bookmark: _Toc331675379][bookmark: _Toc339018040][bookmark: _Toc339019544][bookmark: _Toc339024058][bookmark: _Toc339024331][bookmark: _Toc339362672]7.7  Award
The SAC is responsible for awarding BPA Calls.
[bookmark: _Toc331675380][bookmark: _Toc339018041][bookmark: _Toc339019545][bookmark: _Toc339024059][bookmark: _Toc339024332][bookmark: _Toc339362673]7.8  Award Notification
[bookmark: wp1179129][bookmark: wp1179130][bookmark: wp1179131][bookmark: wp1179132][bookmark: wp1179133][bookmark: wp1179134][bookmark: wp1179135][bookmark: wp1179136][bookmark: wp1179137][bookmark: wp1179138][bookmark: wp1179139]The SAC CO is responsible for notifying the Contractor and Requiring Office of award.
[bookmark: _Toc331675395][bookmark: _Toc339018042][bookmark: _Toc339019546][bookmark: _Toc339024060][bookmark: _Toc339024333][bookmark: _Toc339362674]8.0  BPA ROLES AND RESPONSIBILITIES
[bookmark: _Toc331675396][bookmark: _Toc339018043][bookmark: _Toc339019547][bookmark: _Toc339024061][bookmark: _Toc339024334]The following roles and responsibilities are applicable to the request and award of Calls under these BPAs.
[bookmark: _Toc339362675]8.1  Strategic Acquisition Center (SAC) Contracting Officer (CO)
The SAC CO has the overall responsibility for the placement of BPA Calls, administration, and competing follow-on agreements beyond the full five (5) year period of performance covered by respective BPAs.
[bookmark: _Toc339018044][bookmark: _Toc339019548][bookmark: _Toc339024062][bookmark: _Toc339024335][bookmark: _Toc339362676][bookmark: _Toc331675397]8.2  SAC Contract Specialist (CS)
The SAC CS assists the SAC CO with placing BPA Calls, administration, and competing follow-on agreements and works with the COR to assist with administering the BPA Call through completion. 
[bookmark: _Toc339018045][bookmark: _Toc339019549][bookmark: _Toc339024063][bookmark: _Toc339024336][bookmark: _Toc339362677]8.3  SAC Acquisition Rapid Response Service (ARRS)
The SAC AARS Team works with the Requesting Office, the SAC CO, and the SAC CS to ensure that the ORP is completed timely and accurately and provides other assistance as needed.
[bookmark: _Toc339018046][bookmark: _Toc339019550][bookmark: _Toc339024064][bookmark: _Toc339024337][bookmark: _Toc339362678]8.4  Requiring Office
The Requiring Office is responsible for the initiation of a requirement, which includes development of a PWS and an IGCE.  The Requiring Office is also responsible for identifying a COR and providing a COR nomination letter, ensuring that the COR has completed all requisite training, and ensuring that the COR training certificates are sent with the ORP.  In addition, the Requiring Office is responsible for funding their request.
[bookmark: _Toc331675398][bookmark: _Toc339018047][bookmark: _Toc339019551][bookmark: _Toc339024065][bookmark: _Toc339024338][bookmark: _Toc339362679]8.5  Contracting Officer’s Representative (COR)
[bookmark: _Toc331675399]The COR duties will be delineated in the COR designation/appointment letter.  In general, the COR responsibilities are to assist in the technical monitoring and/or administration of respective BPA Calls.
[bookmark: _Toc339018048][bookmark: _Toc339019552][bookmark: _Toc339024066][bookmark: _Toc339024339][bookmark: _Toc339362680]9.0  POST AWARD ACTIVITIES
The Requiring Office and the assigned COR will be responsible for evaluating the services performed under each BPA Call (refer to the COR Appointment Letter for additional responsibilities) after award.

Examples of Post Award activities include:

a) Within Scope Changes
b) Modifications
c) Changes to Delivery Locations or Dates
d) Performance Monitoring
e) Ensuring Timely Monthly Reporting and Invoicing
f) Metric Monitoring
g) Ensuring COR reporting

[bookmark: _Toc331675400]A SAC Contract Specialist will work with the COR to assist in administering the BPA Call through completion.
[bookmark: _Toc339018049][bookmark: _Toc339019553][bookmark: _Toc339024067][bookmark: _Toc339024340][bookmark: _Toc339362681]10.0  ACRONYMS AND ABBREVIATIONS

BPA	Blanket Purchase Agreement
CO	Contracting Officer
COR	Contracting Officer’s Representative
CONUS	Continental United States 
CAP	Customer Acquisition Portal (CAP)
D&F	Determination and Findings (D&F)
FFP	Firm-Fixed-Price (contract type)
GSA	General Services Administration
LH	Labor Hour (contract type)
LSJ	Limited Source Justification
IGCE	Independent Government Cost Estimate
OAO	Office of Acquisition Operations
ORP	Order Request Package
OCONUS	Outside of the Continental United States 
PMBOK	Program Management Body of Knowledge
PWS	Performance Work Statement
SAC	Strategic Acquisition Center
SF	Standard Form	
SIN	Special Item Number
PWS	Performance Work Statement 
QASP	Quality Assurance Surveillance Plan 
VA	Veterans Affairs; also Department of Veterans Affairs
VOA	Virtual Office of Acquisition




[bookmark: _Toc339018020][bookmark: _Toc339019524][bookmark: _Toc339024038][bookmark: _Toc339024311][bookmark: _Toc339362682]APPENDIX A.  TASK AREAS AND LABOR CATEGORIES
Table 1 provides a breakout of the GSA SIN (Special Item Number) Task Areas (listed below) along with the associated labor categories, descriptions and education and experience requirements included in these BPAs.
[bookmark: _Toc339018021][bookmark: _Toc339019525][bookmark: _Toc339024039][bookmark: _Toc339024312][bookmark: _Toc339362683]SIN 874-2 Facilitation Services
[bookmark: _Toc339018022][bookmark: _Toc339019526][bookmark: _Toc339024040][bookmark: _Toc339024313][bookmark: _Toc339362684]SIN 874-6 Acquisition Management Support 
[bookmark: _Toc339018023][bookmark: _Toc339019527][bookmark: _Toc339024041][bookmark: _Toc339024314][bookmark: _Toc339362685]SIN 874-7 Program and Project Management

	Table 1. Task Areas and Labor Categories  

	Labor Category Title
	Description
	Experience/Education

	TASK AREA:  IPT FACILITATION SUPPORT SERVICES (SIN 874-2)

	Lead Facilitator I
	Conducts information collection and coordination as part of a project team. Also, facilitates subcommittees, breakout sessions at workshops, intra-organizational meetings, and small multi-party stakeholder meetings and workshops.  In addition, organizes conferences, large meetings, report production, and web-site development and maintenance.  Conducts convening interviews, drafts meeting summaries and reports, coordinates internal team, and oversees meeting logistics work of support staff.  The Lead Facilitator will posses strong leadership, management, written and oral communications skills.
	Minimum General Experience:
Eight (8) years general experience, with at least three (3) years of specialized work in direct support of meetings and workshops.
Minimum Education: BS/BA in Business or related field with 3+ years experience delivering complex facilitated workshops or MS/MA and 7 years general experience.

	Subject Matter Expert I
	Provides high level subject matter expertise for work described in the task.  Provides expert level subject consultation with regards to overall program goals, development, and management.  Offers advanced technical or practical knowledge of highly specialized tasks. Prepares and organizes reports identifying results of studies and evaluations.  Makes recommendations on appropriate actions.  Applies principles, methods, and knowledge of functional areas of expertise to task requirements.
	Minimum General Experience:
Fifteen (15) years of direct task related experience in the identified field of specialization.

Minimum Education: BS/BA or MS/MA degree with a specialization in the subject matter related to the task order and 10 years related experience.
Ph.D. preferred.

	Recorder I
	The Recorder captures, either electronically or manually, information, ideas, and potential solutions to issues discussed in a meeting and workshops. Under the guidance of the Lead facilitator, the Recorder will identify the information to be documented and the appropriate method needed to record the identified information. This individual will be familiar with modern techniques and equipment for the recording of meeting and workshop proceedings. The recorder must be able to work with little or no supervision and have adequate communication skills to interact with senior staff and client personnel.
	Minimum General Experience:
Three (3) years general experience with at least one (1) year successfully supporting professional workshop leaders and facilitators.
Minimum Education:
BS/BA with 1+ years experience capturing meetings and workshops.

	Functional Specialist I
	Senior expert with extensive knowledge in designated field or discipline.  Provide insight and advice concerning task or project strategic direction and outcomes.  Contribute to the evaluation, analysis, and development of recommended solutions.  Resolves complex problems, which require an in-depth knowledge of subject matter related to the designated field or discipline.  Apply principles and methods of the subject matter to specialized solutions.  Generally possess demonstrated ability and experience in management consulting and cross-team facilitation at the senior management level.  Other areas of expertise may include, but is not limited to, business process reengineering, statistical process control, individual and organizational assessment and evaluation, process modeling and simulation, strategic and business planning, change management, organizational development, and the development of leadership/ management skills.  Directs the activities of other staff as necessary.
	Minimum General Experience:
Ten (10) years of relevant experience.

Minimum Education: BA/BS or related Business or relevant field; MA/MS in related field.


	Analyst I
	Uses some subject-matter knowledge and judgment to complete assignments consisting of numerous steps that vary in nature and sequence.  Selects from alternative methods and refers problems not solvable by adapting or interpreting substantive guides, manuals, or procedures.  Typical duties include: assisting in a variety of administrative matters; maintaining a wide variety of financial or other records; verifying statistical reports for accuracy and completeness; and handling and adjusting complaints.  Use a thorough knowledge of an office's work and routine to: 1) choose among widely varying methods and procedures to process complex transactions; and 2) select or devise steps necessary to complete assignments.
	Minimum/General Experience:
Two (2) years of relevant experience.

Minimum Education: Bachelor’s degree.


	Analyst II
	Uses some subject-matter knowledge and judgment to complete assignments consisting of numerous steps that vary in nature and sequence. Selects from alternative methods and refers problems not solvable by adapting or interpreting substantive guides, manuals, or procedures. Typical duties include: assisting in a variety of administrative matters; maintaining a wide variety of financial or other records; verifying statistical reports for accuracy and completeness; and handling and adjusting complaints. Use a thorough knowledge of an office's work and routine to: 1) choose among widely varying methods and procedures to process complex transactions; and 2) select or devise steps necessary to complete assignments. 
	Minimum/General Experience:
Five (5) years

Education Requirements:
Bachelors Degree


	Administrative Analyst I
	Under direction performs both administrative and technical duties. Collects and maintains work activity data and documentation such as survey data, time activities, user guides, training materials and other performance data reports. Under established procedures and working under immediate supervisor, analyzes collected data. Assist in responding to routine and non-routine inquiries using standard formats, refers unusual or complex inquiries to supervisor. Establishes and maintains confidential files and records. Under supervision prepares special reports. 
	Minimum/General Experience:
One (1) year.

Education Requirements:
High School Diploma


	Administrative Analyst II
	Under direction performs both administrative and technical duties. Collects and maintains work activity data and documentation such as survey data, time activities, user guides, training materials and other performance data reports. Under established procedures and working under immediate supervisor, analyzes collected data. Assist in responding to routine and non-routine inquiries using standard formats, refers unusual or complex inquiries to supervisor. Establishes and maintains confidential files and records. Under supervision prepares special reports.
	

	TASK AREA:  ACQUISITION SUPPORT SERVICES (SIN 874-6)

	Senior Contracts Specialist
	Senior contract administrator and business support person within the company. Administers and negotiates contracts, prepares and/or reviews all cost estimates, interfaces with client contract administrators. In addition, serves as in-house contractual consultants. Also operates with wide latitude for independent action.
	Minimum/General Experience:
Ten (10) years of relevant experience.

Minimum Education:
BA/BS or related Business or relevant field.

	Contract Specialist I
	Develop, award and administer limited contract types with some supervision and oversight required; Perform "cradle-to-grave" acquisition functions (i.e., from pre-award, to post-award, to the final contract termination/close-out).  Review procurement requests to ensure compliance with procedures and regulations and sufficiency of technical specifications or purchase description and supporting information. Develop solicitation documents and other contractual documentation (i.e., D&F's; justifications, solicitation amendments, supporting memoranda).
	Minimum/General Experience:
Two (2) years.

Education Requirements:
Associates Degree.

	Contract Specialist II
	Develop, award and administer limited contract types with some supervision and oversight required; Perform "cradle-to-grave" acquisition functions (i.e., from pre-award, to post-award, to the final contract termination/close-out).  Review procurement requests to ensure compliance with procedures and regulations and sufficiency of technical specifications or purchase description and supporting information. Develop solicitation documents and other contractual documentation (i.e., D&F's; justifications, solicitation amendments, supporting memoranda).
	Minimum/General Experience:
Five (5) years.

Education Requirements:
Bachelors Degree.

	Contract Specialist III
	Develop, award and administer limited contract types with some supervision and oversight required; Perform "cradle-to-grave" acquisition functions (i.e., from pre-award, to post-award, to the final contract termination/close-out).  Review procurement requests to ensure compliance with procedures and regulations and sufficiency of technical specifications or purchase description and supporting information. Develop solicitation documents and other contractual documentation (i.e., D&F's; justifications, solicitation amendments, supporting memoranda).
	Minimum/General Experience:
Ten (10) years.

Education Requirements:
Bachelors/Masters Degree.


	Acquisition Manager I
	Functions in a junior to mid-level acquisition management capacity.  Under guidance, provides advice and assistance to functional area technical experts on acquisition related matters.  Assists with the development of writing performance criteria and requirements into sound/sufficient Statement of Work and or task/orders.  May perform or evaluate market research and trends, conditions and technological advances as they apply to the program.  May also assist with the development of source selection evaluation criteria. Coordinates and works with the technical experts and the contracting office to ensure project milestones are reflected in the contractual documents and project plan.  May assist in the development of independent Government Cost Estimates.  May also be responsible for assisting with the planning, preparing, and maintaining of the current acquisition plans and overall program office acquisition administration functions to include program control and tracking.  Provides acquisition support for services and supplies, including major system acquisitions, and executes the full life-cycle acquisition requirement.
	Minimum/General Experience:
Four (4) years of relevant experience.

Education Requirements:
Bachelors Degree.

	Acquisition Manager II
	Functions in a mid-senior to senior-level acquisition management capacity. Under guidance, provides advice and assistance to functional area technical experts on acquisition related matters. Assists with the development of writing performance criteria and requirements into sound/sufficient Statement of Work and or task/orders. May perform or evaluate market research and trends, conditions and technological advances as they apply to the program. May also assist with the development of source selection evaluation criteria. Coordinates and works with the technical experts and the contracting office to ensure project milestones are reflected in the contractual documents and project plan. May assist in the development of independent Government Cost Estimates. May also be responsible for assisting with the planning, preparing, and maintaining of the current acquisition plans and overall program office acquisition administration functions to include program control and tracking.  Provides acquisition support for services and supplies, including major system acquisitions, and executes the full life-cycle acquisition requirement.
	Minimum/General Experience:
Eight (8) years of relevant experience.
Education Requirements:
Bachelors Degree. 


	Quality Assurance Manager I
	Serves as a Quality Assurance expert.  Establishes and maintains a process for evaluating software and other developmental programs and associated documentation.  Determines the resources required for quality control. Maintains the level of quality throughout the software life cycle.  Conducts formal and informal reviews at pre-determined points throughout the development life cycle.
	Minimum/General Experience:
Eight (8) years experience, three (3) of which shall be within the last five (5) years in Configuration Management, verification and validation, quality assurance testing and integration, software metrics and their application to software quality assessment.

Minimum Education:
Bachelor’s degree in a technical or management field.

	Procurement Analyst I
	Responsible for the development and monitoring of the Government’s policies and programs for the management of acquisition and supply functions and for providing Staff analysis, policy development, and advice in the acquisition function of equipment, supplies, materials, and services.  Performs work related to the review of contract actions or provisions to determine regulatory compliance or to improve contract competition.  Analyzes organizational policies and procedures, and makes recommendations for improvements. Develops a variety of written materials pertaining to service operations.
	Minimum/General Experience:
Four (4) years experience in contracting or related field.

Minimum Education:
Bachelor of Science degree in a related field / Certifications or equivalent required

	Procurement Analyst II
	Specialized experience will include strong demonstrated hands-on experience and a diverse range of subject matter expertise in development and monitoring of the Government’s policies and programs for the management of acquisition and supply functions. Ability to successfully manage routine to moderately complex matters and provide assistance on broad agency efforts in the relevant subject matter area to include: Staff analysis, policy development, and advice in the acquisition function of equipment, supplies, materials, and services. Ability to participate as a member of the team or work independently, coordinate with others, and provide an appropriate level of leadership on a diverse range of individual task elements; review of contractual actions or provisions to determine regulatory compliance or to improve contract competition. Specialized experience that requires analysis of written materials, attention to detail, interaction and coordination with other personnel on policy or process matters, application of procedures, implementation of processes and instructions, research, documentation and/or formation of recommendation.
	Minimum/General Experience:                      Eight (8) years of experience in contracting or related field.
Minimum Education:     Bachelor’s degree 
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	Procurement Analyst III
	Specialized experience will include outstanding recent operational and managerial, team lead or supervisory experience, and a diverse range of subject matter expertise in development and monitoring of the Government’s policies and programs for the management of acquisition and supply functions. Demonstrated record of professional excellence among multiple organizations in challenging roles, including management/team lead roles.  Ability to successfully manage, simultaneously, multiple and mostly highly complex matters and provide assistance and well-developed analyses on broad agency efforts in the relevant subject matter areas to include: staff analysis, policy development, and advice in the acquisition function of equipment, supplies, materials, and services.  Ability to perform all work independently in a senior level role that will include management, oversight and training responsibilities.  Ability to provide formal briefings and/or training to others.  Responsible for exercising latitude over the approach and implementation of tasking, developing original solutions, prioritizing workload and making recommendations on overall strategies, including the coordination of others’ work.  Considered the “go to” person in functional areas and will be responsible for routinely interacting with customer’s management on key matters.  
	Minimum/General Experience:                       Twelve (12) years of experience in contracting or related field.
Minimum Education:  Bachelor’s degree 


	Senior Procurement Analyst
	Evaluate procurement activities and recommend strategies under major VA Acquisition initiatives. Collaborate with program managers and program offices to monitor contractor’s cost, schedule and performance expectations and provide structured recommendations to corrective actions consistent with VA acquisition objectives.  Provide expert recommendations to VA Contracting Officials on VA activities that should be designated as high priority, or mission essential.  Conduct periodic reviews of organizations’ acquisition policy implementation, and propose changes to acquisition policy and governing legislation.  Review, examine, and conduct in-depth analysis of VA activities to support acquisition decisions, and assist Contracting Officials with the preparation of proper acquisition documents.  Review, analyze and provide expert recommendations to Congressional inquiries or General Accounting Office matters relating to VA-funded and other associated acquisition activities.  Participate in meetings, conferences, and other forums regarding VA acquisitions.
	Minimum/General Experience:                 Minimum (15) years experience in contracting or related field.
Minimum Education:    Bachelor/Master’s Degree 


	TASK AREA:  PROGRAM MANAGER/PROJECT MANAGER SUPPORT SERVICES (SIN 874-7)

	Program Manager I
	Senior expert with extensive knowledge and experience developing and applying analytic methodologies and principles, and is recognized as a leader within SIN functions. Leads the application of analytic techniques and helps define project objectives and strategic direction. Responsible for providing leadership and vision to client and project teams around the methodology. Additionally, resolves complex problems, which require an in-depth knowledge of analytic methodologies and principles. Identifies technological and business strengths, establishes data systems that leverage and capitalize on the knowledge of employees, and finds ways to use that knowledge to maximize opportunities and improves business processes, collects data, analyzes training support functions and other training areas, and recommends business process improvements. Develops alternatives showing where the work is processed differently under different circumstances for validating business process improvements, performs statistical and financial analyses, identifies best practices throughout organization and communicates/ implements these practices, provides overall technical and financial direction to the knowledge management function and develops controls, budgets, and measurements to monitor progress. Also, directs the activities of more junior Analysts or other staff as necessary on activities related to the application of analytical techniques and methodologies. Managerial and supervisory skills required.
	Minimum/General Experience:
Ten (10) years of relevant experience.

Minimum Education:
BA/BS or related Business or relevant field; MA/MS in related field.

	Project Manager I
	Performs day-to-day management of contract support operations, possibly involving multiple tasks and groups of personnel at multiple locations, on a single project. Demonstrates skills in the scope of work encompassed by the task order; provides technical guidance to the project team in performance of the work, and reviews the quality of all work products. Organizes, directs, and coordinates the planning and production of all contract support activities. In addition, responsible for staffing, project planning, project financials, and staff direction and oversight. The Project Manager maintains and manages the client interface at the COR levels of the client organization. Assist the Program Manager as required in managing contract performance.
	Minimum/General Experience:
Five (5) years of relevant experience.

Minimum Education:
BA/BS or related Business or relevant field.

	Project Manager II
	Performs day-to-day management of contract support operations, possibly involving multiple tasks and groups of personnel at multiple locations, on a single project. Demonstrates skills in the scope of work encompassed by the task order; provides technical guidance to the project team in performance of the work, and reviews the quality of all work products. Organizes, directs, and coordinates the planning and production of all contract support activities. In addition, responsible for staffing, project planning, project financials, and staff direction and oversight. The Project Manager maintains and manages the client interface at the COR levels of the client organization. Assist the Program Manager as required in managing contract performance.
	Minimum/General Experience:
Ten (10) years of relevant experience.

Minimum Education:
BA/BS or related Business or relevant field.





[bookmark: _Toc339019554][bookmark: _Toc339024068][bookmark: _Toc339024341][bookmark: _Toc339362686]APPENDIX B.  STRATEGIC ACQUISITION CENTER (SAC) FUNDING PROCESS
B1.  SAC FUNDING PROCESS FLOW (PRE-AWARD)
NOTE: All requirements equal to or less than the Simplified Acquisition Threshold (SAT) (i.e., $150K, as of the release date of this Ordering Guide) will be purchased by the customer’s local contracting office.
The following outlines the Funding Award Process (FAP) flow for all contract actions processed by the SAC:
PHASE I (Customer Responsibility)
Customers will create a VA Form 90-2237 within the Integrated Funds Distribution, Control Point Activity, Accounting and Procurement (IFCAP).  For new customers, the SAC’s vendor code must be setup within IFCAP.  The SAC’s vendor code is 741612229 TE.  The Service Level Agreement (SLA) should be a separate line of accounting on the VA Form 90-2237.  Please see the “Pricing Terms” section of this document.
As part of the complete ORP, Customers will upload a screen shot(s) of the VA Form 90-2237 with the appropriate SLA fee for their respective requirement(s) into the SharePoint within Virtual Office of Acquisition (VOA).  The ORP contains such documents as the PWS, IGCE, and any other required procurement documents.  A complete list of ORP documents is listed under Section 6.0 of this Ordering Guide.  The SharePoint submittal instructions are provided under Step 4 of Section 7.1, Order Preparation Steps, of this Ordering Guide.  If the customer needs assistance uploading the requirement into the SharePoint within VOA, contact the Strategic Acquisition Center’s (SAC) Acquisition Rapid Response Service (ARRS) team at: vacoSACIPT@va.gov.  ARRS will provide the customer with assistance, if required.
· Time frames for receiving, soliciting, and awarding contracts will be in accordance with the established SAC Procurement Action Lead Times (PALT).  Therefore, the VA Form 90-2237 must be uploaded into the SharePoint within VOA by the date established by your SAC POC(s).
*	All funding changes to the requirement are due to the Contracting Officer (CO) no later than forty-eight (48) hours prior to solicitation posting.  The CO will ensure that FAR clause 52.232-18, Availability of Funds, is included in all pre-solicitation and solicitation notices.
Please Note: The Pricing Terms delineated below are an abridged version of the SAC’s Intra Agency Cross-Servicing Support Agreement.  Please see Intra Agency Cross-Servicing Support Agreement, VA Agreement NO.: VA SAC2012-VHA-01 for a comprehensive list of Pricing Terms.  The signed SLA, VA Agreement NO.: VA SAC2012-VHA-01, only applies to organizations under the VHA umbrella.  For organizations outside of VHA, the SAC will negotiate SLAs prior to accepting requirement packages.


Pricing Terms
The VA Form 90-2237 shall include the appropriate fee in accordance with the following SAC/Veterans Health Administration (VHA) SLA fee percent: 
· 0.5% of the obligated dollars of each order to a Federal Supply Schedule (FSS) vendor against FSS contract vehicles
· When considering the option of using SAC awarded contract versus VA FSS actions issued by the Office of Acquisition Logistics & Construction (OALC)/National Acquisition Center (NAC), customers will not incur an additional charge above 0.5% for utilizing the SAC
· Non-FSS Actions – 3% of the obligated dollars of each contract action, including task/delivery orders, and modifications issued by the SAC 
· For non-routine acquisition related services provided under this agreement, payment shall be negotiated based on a reasonable estimate of the SAC’s actual costs associated with the given effort
Note: Prior to acceptance, SAC management will review all requirements to determine whether it meets the definition of “non-routine acquisition related services.”  If a requirement meets the definition of “non-routine acquisition related services,” payment will be negotiated accordingly.
For non-award, customers shall pay SAC a charge equal to one-third of the estimated acquisition charge if the contract or task/delivery order is not finalized once a procurement package is submitted to the SAC.  Payment shall be as agreed to by both parties based on a reasonable estimate of SAC’s cost associated with the given effort.
Phase II (Customer Responsibility)
If necessary, the customer will amend the original VA Form 90-2237 to reflect the total contract award amount.  If the VA Form 90-2237 is amended, the SLA fee will be adjusted accordingly to the established line of accounting.  The customer shall generate the VA Form 90-2138.  (The VA Form 90-2138 is the Government Purchase Order that authorizes an obligation and the instrument from which funds are obligated).  Once the customer obligates the funding within IFCAP, the customer will upload and save a screen shot of the VA Form 90-2138 with the SLA into the SharePoint within VOA and send a courtesy copy of the VA Form 90-2138 screen shot to the CO and Contract Specialist, via email.
Important Definitions:
VA Form 90-2237 – Sometime s referred to as “2237”.  Request, Turn-in and Receipt for Property or Services; used to request goods and services.
VA Form 90-2138 – Sometime s referred to as “2138”.  Order for Supplies or Services; first page of a VA Purchase Order.
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B2.  CENTRALIZED FUNDING ADMINISTRATION PROCESS FLOW (POST-AWARD)
The following outlines the Centralized Funding Administration Process (Post-Award) flow for all actions processed by the SAC:
PHASE I (SAC Responsibility)
The vendor sends the customer/COR the invoice as noted in the award document.  The SAC receives the invoice from the customer/COR and certifies vendor invoices.  The SAC will work with Contracting Officer’s Representative (COR) to verify that all work and deliverables cited on invoices have been accomplished and charged in accordance with the terms and conditions of the contract.   
PHASE II (SAC Responsibility)
The SAC will document expenditures and forward expenditures along with the respective invoice to the cognizant Fiscal Office (i.e., Merchandising Office of Acquisition and Logistics (OAL) in Hines, Illinois) for billing.
PHASE III (Fiscal Office Responsibility)
The Fiscal Office will create a Billing Document that references the customer’s purchase order.  The contractor is paid the invoiced amount from the responsible payment office.  Upon confirmation of the payment, concurrently, the SAC is reimbursed the amount of the vendor invoice and paid the appropriate fee.
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The COR will ensure that the Contractor institutes and maintains a management process that effectively manages all Contractor personnel and financial resources used to perform the services delineated in their specific BPA Call.
As part of the management process described above, the COR will ensure that the Contractor:
a) Employs a management approach that is consistent with project management best practices (e.g., PMBOK). 
b) Clearly identifies all staff involved in the management and performance of the contract and clearly defines their roles, responsibilities and interaction with the Government. 
c) Ensures that all services are compliant with applicable Federal regulations and guidelines. 
d) Adheres to security regulations, policies, and procedures described in BPA Call solicitations.

[bookmark: _Toc339018053][bookmark: _Toc339019558][bookmark: _Toc339024072][bookmark: _Toc339024345]C2.  Fair Opportunity for Consideration and Proposal Evaluations
a) Fair Opportunity for Consideration. 
1) One or more BPA Calls will be issued during the specified performance period.  The Government will provide all Awardees a fair opportunity for consideration.  The Contracting Officer (CO) will give each Awardee a "fair opportunity" to be considered for each order in excess of $3,000 unless one of the conditions in paragraph 2, below, applies.
2) Exceptions to Fair Opportunity for Consideration.  Awardees will not be given an opportunity to be considered for task orders which are expected to exceed $3,000 when the CO determines one of the following conditions apply:
a. The agency need for services is of such urgency that providing such an opportunity would result in delays;
b. The order should be issued on a sole-source basis in the interest of economy and efficiency as a logical follow-on to a task order already issued under the contract, provided that all Awardees were given fair opportunity to be considered for the original order.  For the purposes of this solicitation the CO may negotiate a sole source logical follow-on task order with the current Contractor providing previously competed services.  In the event an increase in the amount of previously competed services is required by the Government, the CO may negotiate a sole source logical follow-on task order with the current Contractor provided the required additional services do not represent more than one full time equivalent position or 20% of the total competed labor hours on the entire task order, whichever is greater.  When deciding whether to negotiate a sole source logical follow-on task order with the current Contractor, consideration will be given to the Contractor's past performance, continuity of services, and price.
b) Proposal Evaluation
1) The CO has broad discretion in determining which Awardee should receive a BPA Call.  Each BPA Call award decision will specify evaluation plan that will be developed by the Contracting Officer and detailed in each BPA Call solicitation (i.e., Standard Form (SF) 1449).  In general, BPA Call proposals will be evaluated by analysis of the Technical Approach, Management Plan, Past Performance, and Price.  Other factors may be used to evaluate proposals, if deemed appropriate by the Contracting Officer.  Such factors will be made known to the Contractors via evaluation instructions provided within BPA Call solicitations.
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The CO will issue a written solicitation, Standard Form (SF) 1449, and will forward it to all awardees unless one of the exceptions to the fair opportunity for consideration listed above in (a)(2) applies.
The SF 1449 will be issued as either a “Standard” 1449 or “Rapid Response” 1449.  A “Standard” 1449 will generally allow 10-30 calendar days for proposal submission, and once awarded, work shall begin in approximately 30 calendar days, unless otherwise specified by the Contracting Officer.  A “Rapid Response” 1449 requires a shorter suspense period for proposal submission, generally less than 10 calendar days (unless otherwise specified by the Contracting Officer), and commencement of work, less than 30 calendar days from award.
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Key personnel shall not be removed, diverted, or replaced from work without approval of the CO and COR.
Any personnel the Contractor offers as substitutes shall have the ability and qualifications equal to or better than the key personnel who are being replaced.  Requests to substitute personnel shall be approved by the COR and the CO.  All requests for approval of substitutions in key personnel shall be submitted to the COR and the CO immediately after receiving knowledge that an employee will be leaving his/her position.  The request shall be written and provide a detailed explanation of the circumstances necessitating the proposed substitution.  The Contractor shall submit a complete resume for the proposed substitute, and any other information requested by the CO needed to approve or disapprove the proposed substitution.  The CO will evaluate such requests and promptly notify the Contractor of approval or disapproval thereof in writing.
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BPAs will be performance-based to the maximum extent practicable, in accordance with FAR 37.102.  Contractor performance within Contractor Performance Assessment Reports System (CPARS) will be assessed annually.  Based on the Quality Assurance Surveillance Plan (QASP), BPA Call performance will be assessed by the COR and Requiring Office for each invoicing period (e.g., monthly).  The COR is responsible for reviewing and accepting the work performed for each invoice.
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