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           11 March 2003

MEMORANDUM FOR All Acquisition Personnel Assigned to the Capital District Contracting

Center (CDCC) and Subordinate Directorates of Contracting (DOC)

SUBJECT:  Policy/Compliance Branch Standard Operating Procedure (SOP) Number One (1) - 

Pre-Solicitation Reviews

1.  PURPOSE:   The purpose of this SOP is to establish guidelines and procedures for the issuance of solicitations to ensure the mission is met and all requirements are awarded in accordance with regulations.

2.  REFERENCE:  FAR 1.304, DFAR 201.304 and AFAR 5101.304 – Agency control and compliance procedures.

3.  APPLICABILITY:  This SOP applies to all personnel responsible for preparing solicitations and awards.

4.  PROCEDURES:  

a.  The Division Chief and only the Division Chief will work load assign projects.  The Contract Specialist shall review the following within five days of receipt from the Division Chief:  Performance Work Summary (PWS); Specifications and Drawings; Independent Government Cost Estimate (IGCE); Contract Line Item (CLIN) descriptions; delivery schedule; preferred acquisition strategy; method and criteria for selection of the best offeror; information required from each offeror to perform the evaluation; Justification and Approval (J&A) if not full and open competition; Market Survey; Technical Exhibits; list of deliverable data items, and any other documentation received from the requiring activity.  The review will be recorded in a Memorandum for Record (MFR) and provided to the requiring activity with a five day suspense for correction.  A copy of the review and the requiring activities response and any revisions will be on file under Tab A1 of the solicitation folder.  The review process shall include a complete inspection of the all documents for spelling errors and any inconsistencies between the PWS/specifications and the other documents provided.  The review shall insure that all documents required have been received and, when applicable, that the PWS includes at a minimum - performance work requirements that define the work in measurable, mission-related terms, performance standards in terms of quantity, quality and timeliness that are tied to the performance requirements, a stipulation for the contractor to provide a Contractor Quality Control Plan, a Quality Assurance Plan (QASP), and Performance Requirement Summary 
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(PRS).  If the requirement is a construction contract, the requiring activity should a provide a printed version of the drawings if in-house reproduction is not possible. 

b.  Upon assignment of a Purchase Request (PR) in PD2 from Contracting Officer, the Specialist will prepare a notice for Fedbizops and a DD Form 2579, Small Business Coordination Record, for approval by the Small Business Specialist.  Procurement Acquisition Lead Time (PALT)/Contract Acquisition Lead Time (CALT) shall be assessed from the date the PR was assigned.  The Specialist shall be responsible for their work from the time of receipt until contract is awarded through contract administration.  A current status sheet of each contract specialist’s work load shall be kept at their desk in an easily identifiable area to be made available to other specialists in the event of their absence.  The following guidelines shall be adhered to:

1.  The Division Chief will review completed packages to include corrected

specifications, PWS, purchase requests and other pertinent documents will be reviewed by the 

Division Chief.

2.  After the project is assigned to the Specialist, the Specialist will meet with the 

Division Chief to discuss how the solicitation will be issued (i.e., set-aside, 8(a), RFP, IFB).

3.  Within four (4) days after receipt of package, the Specialist shall prepare the

DD Form 2579 and synopsis.

4.  PALT/CALT will be established and tracked weekly.  A status report will be 

given to the Division Chief by close of business (COB) every other Tuesday.  This time frame is 

mandatory.

5.  Don’t wait on receiving discussed changes from the customer.  Continue 

preparing solicitation files and other documents in order to prevent delays in issuing the

solicitation.

6.  All files shall be reviewed in writing by a peer and the contracting officer 

prior to written review by the Division Chief.  After all corrections have been incorporated and 

responded to in writing, the solicitation and file shall be submitted to Policy/Compliance Branch 

for review.

7.  The contract specialist shall prepare a suspense log on all work leaving their 

desk to alert themselves to any delays that might affect PALT/CALT.
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8.  After written corrections to the Policy/Compliance Branch’s review comments 

are completed and documented, all solicitations will be resubmitted to the Division Chief for 

written review.  All review comments and responses shall be placed in the contract file 

under Tab A11.  When the solicitation is finalized, all solicitation at or above the $250,000 

threshold will be forwarded to the Legal Advisor for review.  

c.  The Contract Specialist will serve as the project advisor during solicitation package development and is therefore responsible for its oversight.  The Contract Specialist is responsible for reviewing the submission package, preparing the solicitation with the proper clauses/provisions, and ensuring necessary revisions in response to review comments are incorporated for regulatory and legal sufficiency – all within assigned PALT/CALT.  Review comments shall be retained and used when preparing employee evaluations.

5.  EFFECTIVE DATE:  This policy is effective 3 March 2003 and remains effective until rescinded by the Director.  The above stated criteria shall be followed when completing solicitation packages and applies to the CDCC as well as all DOCs.

DEBORAH L. BUTERBAUGH

Procurement Analyst
Approved by:_______________________

                      LENORA CLARK-EVANS

                      Director
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