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A/E Procurement 



1.0   Purpose

These work instructions describes the process for obtaining A/E services and the design process used to develop design documents. 

2.0   Applicability

This procedure applies to new design contract awards, or orders on existing A/E IDIQ contacts.

3.0   Responsibilities

· The PO is responsible for recommending the acquisition method and preparing and submitting the acquisition information required in the Request for Contract Action (RFCA).  The PO also provides any technical evaluations required during the acquisition process.

· The PO’s Supervisor is responsible for assisting the PO with preparation of the RFCA and for approving the final acquisition package.

· The CO is responsible for selecting the acquisition method, managing the design acquisition process and is the government’s agent for the design contract.
4.0 Procedures

Process Description for Obtaining A/E Services:  Depending on the project requirements, the PO follows one of the processes described below to obtain an A/E.

4.1       Selecting and awarding new A/E contracts using full and open competition.

4.1.1 
The PO drafts letters for the appointment of A/E selection board members.  The board consists of at least three members; the PO is normally designated as the chair.  The letters are signed by the convening authority (Agency Head or a designated Selection Authority  - FAR 36.602-4).
4.1.2    The PO prepares the RFCA and submits it to procurement.  The RFCA includes the following:

· Government estimate 

· SOW 

· RFCA Memorandum including RQM (funding authorization)

· Draft announcement for the Fed Biz Opps (including Sources Sought and Solicitation Notices)

· Copy of selection board appointment letters 

· Evaluation Criteria

4.1.3 The CO reviews the RFCA package for completeness and verifies project has design review tracking number assigned by DPPA.  

4.1.4    If the RFCA package is complete, the CO prepares the solicitation file and obtains the appropriate authorizations and reviews from the SBA, NIH SBO and DAPE.

4.1.4 The PO assists the CO in selection of the A/E as per the FAR 36.6

4.1.5    The CO/CS receives the A/E Proposal(s) and provides copies to the PO for technical evaluation.

4.1.6     Upon successful negotiations, the CO awards a contract and the contract period of performance commences.

4.2
Selecting and awarding new A/E 8(a) IDIQ contracts up to $3 Million. 

4.2.1 The PO, in coordination with the CCB Contracting Officer or Contract Specialist (CO/CS), prepares an Acquisition Plan per FAR 7.1.

4.2.2    The PO reviews the qualifications of a minimum of three (3)-8(a) firms to determine the best qualified based on demonstrated competence, relevant experience and capability, and past performance and recommends the best-qualified firm to the SSA.  The PO may obtain information about 8(a) firms from the following three sources: Small Business Administration (http://www.sba.gov); PRO-Net (http://pro-net.sba.gov); and, the National Institutes of Health Small Business Office (http://sbo.od.nih.gov).

4.2.3
In accordance with 10 U.S.C. Section 4540(b), the final negotiated price for A/E services for design costs (i.e. producing and delivering designs, plans, drawings and specifications) will not exceed 6% of the estimated construction cost.  The total A/E fees for all price elements for the task order shall not exceed the maximum contract-ceiling amount for the performance period.

4.2.4    The PO develops two (2) Requests’ for Contracting Action (RFCA).  One RFCA includes the requirements for the new IDIQ contract and one RFCA includes the requirements for the first task order (i.e. seed task order).

4.2.5    The RFCA for the new IDIQ contract include the following:

· Acquisition Plan.

· Justification for selection of the firm based on the technical criteria identified in 4.2.2.

· Description of Work.  Work such as, but not limited to, renovation of patient care units, laboratory spaces, animal and administrative support areas, and relocation of interior and exterior utility systems.

· Description of Basic Services.  Work such as, but not limited to, planning, surveys, design, specifications, studies, reports, cost estimates, submittal review, QA/QC, commissioning, and construction management services.

· Number of Contract Option Years.

· Contract Ceiling Amount.

· Minimum Task Order Dollar Amount (i.e. the A/E is not obligated to honor a task order under this amount).

· Maximum Task Order Dollar Amount (i.e. the A/E is not obligated to honor),

(1)  Any order for a single task order in excess of ________;

(2)  Any order for a combination of task orders in excess of _______;

(3)  A series of orders within ________ days that together call for quantities exceeding the limitation of (1) or (2), above. 

· Minimum Contract Dollar Amount Guarantee in the form of a funding document if the first task order funding is not available [the CO/CS establishes this amount and is typically $10,000.00].

4.2.6    The RFCA for the first task order, which will be awarded at time of contract award, include the following: 

· Statement of Work, including estimated construction contract price for the task order.

· Government Estimate.

· RFCA Memorandum including RQM (funding authorization), which covers the first task order and meets the minimum contract amount guarantee.  RFCA Memorandum shall include the name of the recommended firm.

4.2.7 The PO submits both RFCA’s to procurement, if applicable.

4.2.8 The CO/SC reviews the RFCA package(s) for completeness and verifies project has design review tracking number assigned by DPPA.

4.2.9 The CO/CS prepares the solicitation file, obtains the appropriate authorization and reviews from the SBA, NIH SBO and DAPE.

4.2.10 The CO/SC requests the proposal from the contractor.

4.2.11 The CO/CS receives the A/E proposal(s) and provides a copy of them to the PO.

4.2.12  The PO reviews the A/E proposal, compares the A/E cost estimate to the government estimate, and completes a technical analysis, if necessary.  If the PO determines that the proposal can be accepted as submitted, the PO notifies the CO/CS in writing that acceptance of the proposal is recommended.  

4.2.13  If the PO determines that the A/E’s proposal cannot be accepted as submitted, the PO notifies the CO/CS in writing that negotiation is required.  The PO completes the technical input to the Pre-Negotiation Memorandum, if required.  The PO submits this information to procurement.

4.2.14 The PO the NIH Form 2497 “PO Technical Questionnaire” from the CO.  The PO submits the completed form to procurement.

4.2.15 The CO/CS performs a cost and/ or price analysis.

4.2.16  The CO/CS conducts negotiations, with the PO present to answer technical questions, per FAR 36.606.  Negotiations of the base contract first and then the first task order are conducted. 

4.2.17 The CO/CS completes the contract file and submits the file for Pre-Award review(s).

4.2.18 The CO/CS awards the base contract and awards the first task order. Contract performance period commences.

4.2.19 The PO updates the project plan for the first task order, if appropriate, and proceeds with the implementation of the basic services. When additional services are required for the contract, the PO initiates a change and the contract is modified. (See QS600-140)

4.3       Ordering A/E services from existing IDIQ contracts. 
4.3.1    The PO completes the RFCA. The RFCA includes the following:

· Justification for A/E Selection, when ordering from a multi-award contract.

· A/E statement of work. The A/E SOW should include a quality assurance plan, and a building commissioning plan as required. 

· Government estimate. 

· RFCA Memorandum including RQM (funding authorization).

4.3.2 The PO submits the RFCA to CCB.

4.3.3 The CO/SC reviews the RFCA package(s) for completeness and verifies project has design review tracking number assigned by DPPA.

4.3.4 The CO/CS prepares the task order file (including the RFP) and sends the RFP to the contractor.

4.3.5
The CO/CS receives the task order proposal and provides a copy to the PO for technical evaluation.

4.3.6    The PO reviews the A/E’s proposal, compares the proposal to the government estimate, and completes a technical analysis, if necessary.  If the PO determines that the A/E’s proposal can be accepted as submitted, the PO notifies the CO in writing that acceptance of the A/E’s proposal is recommended, if necessary.

4.3.7   If the PO determines that the A/E’s proposal cannot be accepted as submitted, the PO notifies the CO that negotiation is required. The PO completes the Architect-Engineer Contracts Pre-Negotiation Memorandum, if required.

4.3.8 The PO and the CO conduct negotiations as per the FAR 36.6. 

4.3.9 The CO/CS completes the task order file including the summary of negotiations and submits the file for Pre-Award review.  

4.3.10 The CO issues a Record of Call and provides a copy to the PO.

4.4 Selecting and awarding new A/E contracts under a JOFOC citation.

4.4.1 If sole source of a firm is required, the PO prepares a JOFOC and submits the JOFOC documentation along with the following to the CCB:

· Government estimate 

· SOW 

· RFCA Memorandum including RQM (funding authorization)

4.4.2 The CO/ CCB branch chief reviews the JOFOC and forwards it to the appropriate levels of authority for approval.  The CO follows the procedures set forth by the JOFOC manual.

4.5

Ordering A/E services through a Lessor. 

4.5.1    All design work in leased facilities must be done through the lessor.  The PO completes the RFCA. 


The RFCA includes the following:                        

· A/E statement of work. The A/E SOW should include a quality assurance plan, and a building commissioning plan as required. 

· Government estimate. 

· RFCA Memorandum including RQM (funding authorization).

4.5.2    The PO submits the RFCA to DRPAS.

4.5.3    The PO reviews the A/E’s proposal, compares the proposal to the government estimate, and completes a technical analysis, if necessary.  If the PO determines that the A/E’s proposal can be accepted as submitted, the PO notifies the CO in writing that acceptance of the A/E’s proposal is recommended.

4.5.4    If the PO determines that the A/E’s proposal cannot be accepted as submitted, the PO notifies the CO that negotiation is required. The PO completes the Architect-Engineer Contracts Pre-Negotiation Memorandum, if required.

4.5.5 The PO and the CO conduct negotiations as per the FAR 36.6. 

4.5.6 The CO issues SLA.

5.0 Related Procedures

C-700 Contract Funding

6.0 Relevant Documents

Federal Acquisition Regulation

JOFOC Manual

7.0 Records

Scope of Work

Independent Government Cost Estimate
Funding Document

Selection Criteria

Justification for Other than Full and Open Competition (JOFOC)-If applicable

Fee Proposal

Technical Evaluation

Record of Negotiation – If applicable

Contract Schedule

Record of Contract Action Award



See attachments

Attachment A  - SELECTION BOARD LETTER (SAMPLE)

DATE:          May 15, 2001

TO:               Barbara Taylor, Contracting Officer

FROM:          ORFDO/Senior Manager

                     

SUBJECT:     Solicitation No. 263-01-P-(CL)-0006.  Technical Evaluation Board Designees for New Task Order Contract

1. The technical evaluation panel has been established for the new single award Task Order Contract that will replace the current Brown and Root Delivery Order Contract.  The individual panel members are as follows:  

2.   If you have any questions, feel free to call me at 555-1212.

                                                                                    Senior Manager

                                                                                    

Attachment B –FEDBIZ OPS  Solicitation Notice  (SAMPLE)

Solicitation Notice: The National Institutes of Health, DHHS, plans to enter into three “Indefinite Delivery Indefinite Quantity” contracts for Architectural/Engineering services for term type contracts for Infrastructure, Building Systems, Utility Systems and Associated Facilities including animal laboratory, biomedical laboratory, hospital and miscellaneous support spaces.  Three term type contracts will be awarded.  Each one will be awarded for one year (365 colander days) with four one-year options.  The type of contract awarded will be based upon a ranking of first, second and third place.  The awarded contracts will be administered in task fixed price increments.  Any of these three contracts can be issued by the Government at anytime during the contract period regardless of ranking.  The A/E services include but are not limited to: development of program of requirements, development of final design schemes, perform hazardous materials survey, preparation of plans and specifications suitable for bidding, preparation of detailed cost estimates, and post design services.  The Government may issue task orders for any, or all of the work described above.  Independent firms, as well, as joint ventures and firm/consultant arrangements, will be considered and evaluated based upon demonstrated ability to provide a quality design effort and capacity to follow through all phases of the project.  Only firms able to have a qualified representative of the firm at NIH within four hours of NIH request and firms which are a small business concern will be considered.  These requirements shall be addressed in item 10 of the SF 255.  Selection criteria shall be in a two part format: A) The SF 254 and 255 Evaluation, and B) The presentations by the firms short-listed from the 254 and 255 evaluation.  The evaluation factors in order of priority are: (A) SF 254 and 255 Selection Criteria: 1. Specialized experience and technical competence in infrastructure, building systems, utility systems and associated facilities including animal laboratory, biomedical laboratory, hospitals and miscellaneous support spaces. 2. Professional qualifications necessary for satisfactory performance of required services in similar projects. 3. Capacity to accomplish the work in the required time. 4. Past performance in similar contracts with Government agencies and private industry in terms of cost control, quality of work, and compliance with performance schedules. 5. Locations in the general geographical area of the project and knowledge of the locality of the project. (B) Presentation Selection Criteria: 1. Evaluation of 3 recently completed projects showing the teams expertise in infrastructure, building systems, utility systems, and associated facilities which best illustrates the proposed design team capabilities.  (a) One project shall have a construction estimate up to $150,000.  (b) One project shall have an estimated construction cost of between $150,000 and $500,000. (c) One project shall have an estimated construction cost of between $300,000 and $3,000,000.  For one of the evaluated projects show all pre-design and design submissions, owner or other reviewer comments, all estimates, and bidding documents.  2.  Experience of key personnel assigned to our project as related to similar projects and relationship to the 3 evaluated projects.  3.  Management plan as related to design and construction of indefinite delivery contracts.  

4.  Contingency plan in the event of a loss of key personnel or appreciable increase in the workload of the A/E.  Each contract shall provide for a one-year term with an option for a total of four one-year options.  Option year fee rates will be negotiated.  The maximum aggregate fee will not exceed $15,000,000 for the possible five-year performance.  The guaranteed minimum fee is $10,000 per year.  Interested firms must submit a completed Standard Form 254 and 255 by the date stated in the CBD announcement.  A Form 254 and 255 shall be presented for all joint venture members and consultants, and a composite SF 255 for the proposed team.  If a Joint Venture, identify the design office that will administer the project and its experience.  Firms desiring considerations shall submit the appropriate data to: Construction Contracts Branch by 3:00 p.m. EDT on the closing date.

Attachment C – APPOINTEE LETTER (SAMPLE)
DATE:          June 29, 2003

TO:               Project Officer

FROM:          ORFDO/Senior Manager

                     

SUBJECT:     Solicitation No. 263-01-P-(CL)-0006.  Appointment to Technical Evaluation Board for Selection of Indefinite Delivery Indefinite Quantity (IDIQ) Task Order Contract

You, Mr./Ms. XXXXX, are hereby appointed as a technical evaluation panel member for the selection of an Indefinite Delivery Indefinite Quantity task order contractor.  Other panel members are Mr./Ms. XXXXXX.    

                                                                                                Senior Manager

                                                                                    

                  cc:  Team/Group Manager                                                   

Attachment D - TECHNICAL EVALUATION CRITERIA (SAMPLE)

Selection criteria shall be in a two part format, A) for the SF 254 and 255 evaluation and B) for the presentations by the firms short-listed from the 254 and 255 evaluation.  The evaluation factors in order of priority are:

A) SF 254 and 255 Selection Criteria:

1. Specialized experience and technical competence in infrastructure, building systems, utility systems and associated facilities including animal laboratory, biomedical laboratory, hospitals and miscellaneous support spaces.

2. Professional qualifications necessary for satisfactory performance of required services in similar projects.

3. Capacity to accomplish the work in the required time.

4. Past performance in similar contracts with Government agencies and private industry in terms of cost control, quality of work, and compliance with performance schedules.

5. Locations in the general geographical area of the project and knowledge of the locality of the project.

B) Presentation Selection Criteria:

1. Evaluation of 3 recently completed projects showing the teams expertise in infrastructure, building systems, utility systems, and associated facilities which best illustrates the proposed design team capabilities.  One project shall have a construction estimate up to $100,000, and one project shall have an estimated construction cost of between $100,000 and $250,000.  For one of the evaluated projects show all pre-design and design submissions, owner or other reviewer comments, all estimates, and bidding documents. 

2. Experience of key personnel assigned to our project as related to similar projects and relationship to the 3 evaluated projects.

3. Management plan as related to design and construction of indefinite delivery contracts.

4. Contingency plan in the event of a loss of key personnel or appreciable increase in the workload of the A/E.
Attachment E – JUSTIFICATION FOR A/E SELECTION FORM
 * For Multi-Award A/E Contracts *

1) PROJECT TITLE:   FORMTEXT 

     
2) BRIEF DESCRIPTION OF PROJECT: FORMTEXT 

     
3)         GOVERNMENT ESTIMATE (DESIGN SERVICES):  
4)         PROPOSED A/E  (CHECK ONE):

 FORMCHECKBOX 
 A/E 1

 FORMCHECKBOX 
 A/E 2

 FORMCHECKBOX 
 A/E 3

5)         JUSTIFICATION FOR A/E SELECTION:  Describe why the proposed A/E is more highly rated than the other two on element “a”.  Also, comment on elements “b”, “c” and “d”.
a) Specialized experience and technical competence in infrastructure, building systems, utility systems and associated facilities, including animal laboratory, biomedical laboratory, hospitals and miscellaneous spaces.

 FORMTEXT 

     
b) Professional qualifications necessary to satisfy performance of required services in similar projects.

 FORMTEXT 

     
c) Capacity to accomplish the work in required time.

 FORMTEXT 

     
d) Past performance under similar tasks/contracts. 


Recommended By:    _______________________________________________

  Project Officer’s Signature

Approved By:          _______________________________________________

                                             Source Selection Authority (or Designee) Signature



