7.0  Task Order Process, Step-By-Step

Step 1:  Requirements Generation.  A complete DESP Task Order Initiation package consists of the following:

a) Contractual Engineering Task (CET): Once a requirement has been identified and a funding source established, the government’s Task Order Initiator (TOI) will develop the CET document.  Please note that government employees, including the TOI, shall not discuss their requirements or seek help from any DESP contractor or subcontractor for acquisitions that are (1) going to be competed or (2) are planned as sole source and the sole source justification is unapproved.  Contact the applicable DESP point of contact is section 6.0 above for further information.  Contractors may provide information (such as a ROM) but they may not make the sole source decision or write the justification. DESP contractors may help in developing competitive CETs but will not be considered in the competitive CET selection process. CDRLs (DD Form 1423) are required for each deliverable referenced within the CET.  CDRLs must be signed before the RFP will be sent out. Signed CDRLs will need to be faxed (or scanned and emailed) to the Agency Program Manager.

The CET format is as follows:  (See attachment 6 for more details)

1.0
Introduction




1.1
Purpose




1.2
Scope




1.3
Background

2.0
Reference Documents




2.1  Government Documents




2.2  Other Documents

3.0
Contractor Tasking / Requirements




3.x  as applicable



3.x  as applicable




3.x  Contractor Program Management

4.0
Delivery Schedule and Period of Performance

5.0 Special Considerations




5.1
Security




5.2
Access to Facilities and Property




5.3
Government Furnished Equipment, Materials, and Software

6.0 Travel Requirements

7.0 Quality

8.0 Contacts (mailing address, phone, fax, email)

b) Statement of Objectives (SOO): If desired, the DESP does support the use of a SOO.  By using a SOO, the contractors’ proposals would include a prepared CET.  The SOO will follow the same format as the CET, requirements are not detailed and are more top-level objectives. The contractor should call out the deliverables, however if there is specific data needed, it should be specified in the SOO.

c)
PR Supplement Sheets:  All sections of the PR Supplement Sheets must be completed by the TOI.  Users’ Guide Sections 3.0 through 5.0 provide additional information.  A template for PR Supplement Sheets is included as Attachment 2 to this document.  Please ensure that you are using the latest version of this document (see the DESP webpage).

c) Funding Document:  For on-base requirements, the appropriate funding document is the AFMC Form 36.  If funds are to be sent between bases, or from other agencies (e.g., Army, Navy, etc.) the DD Form 448 (MIPR) should be used.  The AF Form 9 or AF Form 616 are not acceptable for placing orders under the DESP. The customer/project officer is responsible for ensuring that the PR funding document is clearly marked with the correct Contract Number (if a contractor has been selected through sole source requirements).

All funding documents must have a JCN number assigned by LGKF (Kim Burr).  This requirement includes new orders, modifications and incremental funding.  This requirement is necessary to track contract ceiling.
e)
Task Order Modifications. The DESP contract is an Indefinite Delivery Indefinite Quantity (IDIQ) contract.  New requirements that go beyond the original scope of the task order should be accomplished on a new task order.  The concept behind DESP is to issue task orders, which are determined to be within scope of the Basic DESP statement of work and to exercise additional unfunded taskings which were identified at the onset of award of the basic tasking.


Modifications are generally made to correct oversights or changes in conditions from the original task order. Modifications are appropriate to change administrative information (names, phone numbers, period of performance dates, etc.) and to alter the scope of a task to a limited extent.  Task orders may be modified at the Government’s initiative. Task order modifications are issued by submitting the entire CET with changes hi-lighted or identified along with justification to the DESP program office.


No direction changing the requirements of a task order will be binding upon the contractor unless issued in writing by the government contracting officer (CO). Likewise, the Government shall not be liable for an equitable adjustment to the price of a task order for a change unless the CO authorizes the change.


A new task order should be written if the proposed modification alters the scope of the order significantly or incorporates other major changes.  The requestor of the proposed modification must justify why the requirements within the original task order cannot be completed without modification, or why the modification is in the governments best interest.  The CO makes the determination of whether a change can be incorporated as a modification or requires a new task order.

A complete CET package (including the CET, PR Supplement Sheets, and signed CDRLs) should be submitted (email preferred) to the Agency PM for technical review of content and relevancy to DESP. The Agency PM will forward the package through the review channel indicated on the PR Supplement Sheets. All funding documents must have a JCN number assigned by LGKF (Kim Burr).  This requirement includes new orders, modifications and incremental funding.  This requirement is necessary to track contract ceiling.
1)  If customer/project officer is Local to HAFB:  Following CDPM review, the customer/project officer retrieves the combined package (CET package and PR funding document) from the CDPM and submits to the MIPR Control Office (OO-ALC/LGMPR); (see information below).  MIPRs will be accepted per FMCI 23-102.  Please remember that no MIPR amendments will be accepted for increased funding after award.

2) If the customer/project officer is located Outside of HAFB: If your Agency is not listed in paragraph 6.0 (b) then contact the Central DESP Program Office in Paragraph 6.0 (a).

The DESP MIPR Control officer at Ogden Air Logistics Center is responsible for DD Form 448 acceptance:

Gaylene Johnson

OO-ALC/LGMPR

6038 Aspen Ave

Hill AFB, UT  84056-5805

Voice: DSN 777-5045

Fax:    DSN 775-3871


The DESP point of contact for submission of AFMC Form 36’s in PR/MIPR control is:



Brenda Montgomery   DSN 775-2583    or



Maxine Nicholas      DSN 586-2615



OO-ALC/LGMPR



DSN 775-2583

Step 2:  The Agency PM will review the package, certify it as to the scope applicability to the DESP, and review the sole source justification and/or Delphi method questions.  When the PM receives the properly certified and accepted funding document, the Agency PM will then forward the package to the Agency Contracting Officer (CO).

Step 3:  The Agency CO, after verifying the completeness and accuracy of the package and funding, will prepare the RFP and forward it via email to the applicable contractor(s).  Each contractor has a designated RFP distribution list.  This list is maintained by the contracting point of contact designated in Para 6.0 (b) above.  Contractor(s) is/are selected as follows:

Sole Source Justification present and acceptable – forwarded to that sole source contractor

Competitive orders will be distributed using the following criteria. 

	Applicable SOW Paragraphs
	Dollar Value
	Category I
	Category II
	Combined

	3.1, 3.2, 3.3, 3.4 and 3.6
	Under $100K
	X
	
	

	3.1, 3.2, 3.3, 3.4 and 3.6
	Over   $100K
	X
	
	X

	3.1, 3.2, 3.4, 3.5 and 3.6
	Under $100K
	
	X
	

	3.1, 3.2, 3.4, 3.5 and 3.6
	Over   $100K
	
	X
	X

	All
	
	
	
	X


For list of contractors and their functional category see “List of Successful Offerors” attachment at the end of this guide.

Step 4:  Contractor(s) return(s) proposal (email preferred) within specified time frame (see contract clause H-902).  General proposal times are dependent upon the dollar value, and complexity of the task, and vary from 6 to 10 days (although sole source contractors are often willing to propose in less time).  Contractors will submit technical proposals which (outside the cover page) do not indicate the contractors identity. 

Step 5:  Competitive Proposals:  The Contracting Officer will number the technical proposals and remove the cover pages prior to forwarding the technical proposals to the TOI for review.  The TOI, with any technical assistance required, will perform an evaluation based on the Delphi method (see Attch 1 to this document).  The TOI will provide the Delphi scoring sheet and an analysis of the strengths and weaknesses for each offeror.  A technical ranking is established based on the Delphi scores.  The Contracting Officer will prepare a cost ranking of the offerors and forward this to the TOI.  A best value determination will be made according to the relative weight given to cost and technical capability established in the RFP.  The TOI will document this best value decision and forward to the contracting officer.  The TOI  may also be required to evaluate the necessity and sufficiency of labor hours and other direct costs/materials/travel proposed in support of the task.

Sole Source proposals:  the contracting officer will forward the entire proposal to the TOI, who will perform a technical evaluation and determine the necessity and sufficiency of labor hours and other direct costs/materials/travel proposed in support of the task.

Step 6: CO documents the negotiation and makes award.  Orders are distributed to the contractor, TOI, PM, Central DESP contracting office, payment office, ACO, etc.  Award announcement (including the successful offeror and award amount) will be made via email to the successful offeror and posted on the DESP webpage (please forward to a DESP Ogden contracting point of contact for posting).  Contractors may request a written debriefing with 5 days of the award announcement posting.  Upon the request, offerors should be provided with a letter indicating the offeror’s own strengths and weaknesses.  

Step 7:  Administration.  Agency CO and PM may retain administration of Task Orders, or administration may be transferred to an alternate contracting division within the ALC.  Modifications requiring additional funds are processed in the same manner as the above (sole source) process for initial order.  Revised CETs should include a revision number, and contain a revision date.  Change bars should be included in the margins.  The TOI is responsible for monitoring contractor performance and reporting any problems to the Agency CO and PM.
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