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WORKSHEET FOR REQUESTING ARCHITECT AND ENGINEERING SERVICES
        Rev. 4/04
Project:       

Contract No.:       

COTR:       

	STEP
	ACTIVITY
	WHO
	DATE

	1.
	IDENTIFIED IN PROCUREMENT FORECAST
	CO
	     

	2.
	INTEGRATED ACQUISITION SYSTEM APPROVED FORM AD-700 PROCUREMENT REQUEST RECEIVED
	REQ
	     

	
	a.  Independent Cost Estimate $      
	
	     

	
	b.  Performance Time Computations
	
	     

	
	c.  Quality Assurance Plan
	
	     

	
	d.  Statement of Work
	
	     

	
	e.  Type of Contract (Firm Fixed Price (FFP), Indefinite Delivery, Indefinite Quantity (IDIQ), etc.) Recommendation
	
	     

	
	f.  Procurement Preference [8(a), HubZone, Emerging SB, SB, Unrestricted]
	
	     

	
	g.  Funds Available
	
	     

	
	h.  6 percent Design Limitation Computation, if applicable
	
	     

	
	i.  Description of Services
	
	     

	
	j.  Pre-selection Criteria Identified, if applicable
	
	     

	
	k.  Evaluation Factors Identified and Ranking Determined
	
	     

	
	l.  COTR Recommended
	
	     

	
	m.  Recommendation of EB Members
	
	     

	
	    - Chairperson
	
	     

	
	    - Members
	
	     

	
	    - Advisor
	
	     

	3.
	PUBLISH FEDBIZOPPS PRE-SOLICITATION NOTICE
	CO
	     

	4.
	DATE SF-330 FORMS DUE (EFFECTIVE 6/8/04)
	
	     

	5.
	EVALUATION BOARD APPOINTMENT
	CO/STC
	     

	6.
	PROPOSALS RECEIVED
	CO
	     

	
	a.  Conduct Pre-award Survey (SF 1403)
	
	     

	
	   - Determine Eligibility for Award
	
	     

	
	   - Check Treasury List of Debarred/Suspended
	
	     

	
	   - Financial Check
	
	     

	
	   - Central Contractor Registration System
	
	     

	
	b.  Submit Proposals to Board for Evaluation
	
	     

	7.
	EVALUATION BOARD APPLY EVALUATION FACTORS
	EB
	     

	
	a.  Ranks Firms
	EB
	     

	
	b.  Develop Fact Finding Questionnaire
	
	     

	
	c.  Most Highly Qualified Firms Interviewed
	EB/CO
	     

	
	d.  Re-evaluate and Rank Firms in Order of Priority
	EB
	     

	
	e.  Evaluation Board Prepares Source Selection Report (SSR)
	EBC
	     

	8.
	REPORT SUBMITTED TO SOURCE SELECTION OFFICIAL
	CO
	     

	9.
	REPORT APPROVED BY SOURCE SELECTION OFFICIAL
	SSO
	     

	10.
	SERVICE CONTRACT ACT WAGE RATE DETERMINATION OBTAINED
	CO
	     

	11.
	DRAFT SOLICITATION PREPARED
	CO
	     

	12.
	MOST HIGHLY QUALIFIED FIRM NOTIFIED
	CO
	     

	
	a.  Given Draft Solicitation
	
	     

	
	b.  Ask for Cost Proposal and Technical Proposal, as applicable
	
	     

	13.
	PRE-PROPOSAL CHECK LIST PREPARED
	CO
	     

	14.
	FACT FINDING MEETING, IF NECESSARY
	CO/EB
	     

	15.
	UNSUCCESSFUL FIRMS NOTIFIED
	CO
	     

	16.
	TECHNICAL AND COST PROPOSAL RECEIVED
	CO
	     

	17.
	PRE-NEGOTIATION OBJECTIVES (PNO) PREPARED
	CO/EB
	     

	STEP
	ACTIVITY
	WHO
	DATE

	18.
	NEGOTIATIONS CONDUCTED WITH MOST HIGHLY QUALIFIED FIRM
	EB
	     

	19.
	PRICE NEGOTIATION MEMORANDUM (PNM) PREPARED
	EBC
	     

	20.
	IF NEGOTIATIONS UNSUCCESSFUL
	CO
	     

	
	a.  Terminate Negotiations
	
	     

	
	b.  Notify Second Most Highly Qualified Firm
	
	     

	
	  - Give Draft Solicitation
	
	     

	
	  - Ask for Technical and Cost Proposal
	
	     

	
	c.  Repeat Steps 14 through 17
	
	     

	21.
	IF NEGOTIATIONS SUCCESSFUL, CONTRACT AWARDED
	CO
	     

	22.
	FUNDS OBLIGATED
	FNM
	     

	23.
	AWARD NOTICE PUBLISHED IN FEDBIZOPPS
	CO
	     

	24.
	FPDS REPORT COMPLETED
	CO
	     

	25.
	COTR AND QUALITY ASSURANCE REP APPOINTED, IF APPLICABLE
	CO
	     

	26.
	DEBRIEFINGS OF UNSUCCESSFUL FIRMS COMPLETED
	CO
	     

	27.
	IF CONTRACT CONTAINS OPTIONS
	
	     

	
	a.  60-Day Notice of Intent to Exercise Option
	CO
	     

	
	b.  Exercise Option to Extend
	CO
	     

	28.
	INVOICE CERTIFIED FOR PAYMENT
	COTR
	     

	29.
	INVOICE APPROVED
	CO
	     

	30.
	ALL WORK ACCEPTED AS COMPLETE
	CO
	     

	31.
	RELEASE OF CLAIMS OBTAINED FROM CONTRACTOR
	CO
	     

	32.
	FINAL PAYMENT MADE
	FNM
	     

	33.
	CONTRACT PERFORMANCE EVALUATION REPORT COMPLETED
	COTR
	     

	34.
	PERFORMANCE EVALUATION REPORT ENTERED INTO DOH SYSTEM
	CO/COTR
	     

	
	IF IDIQ TYPE CONTRACT
	
	

	1.
	APPROVED FORM AD-700 PROCUREMENT REQUEST RECEIVED
	COTR
	     

	
	a.  Independent Cost Estimate $______________
	
	     

	
	b.  Performance Time Computations
	
	     

	
	c.  Quality Assurance Plan
	
	     

	
	d.  Statement of Work
	
	     

	
	f.  Funds Available
	
	     

	
	g.  6 percent Design Limitation Computation, if applicable
	
	     

	
	h.  Description of Services
	
	     

	
	i.  If more than one IDIQ Contract, determination for contract selection
	
	     

	2.
	SEND DRAFT TASK ORDER & REQUEST COST & TECHNICAL PROPOSAL
	CO
	     

	3.
	RECEIVE TECHNICAL AND COST PROPOSAL FROM CONTRACTOR
	CO
	     

	4.
	PREPARE PRE-NEGOTIATION OBJECTIVES (PNO)
	CO/COTR
	     

	5.
	CONDUCT NEGOTIATIONS WITH CONTRACTOR
	CO/COTR
	     

	6.
	PRICE NEGOTIATION MEMORANDUM (PNM) PREPARED
	COTR
	     

	7.
	QUALITY ASSURANCE REPRESENTATIVE APPOINTED, IF APPLICABLE
	COTR
	     

	8.
	AWARD TASK ORDER
	CO
	     

	9.
	OBLIGATES FUNDS, IF APPLICABLE
	FNM
	     

	10.
	FPDS REPORT COMPLETED, IF APPLICABLE
	CO
	     

	
	IF OPTIONS IN CONTRACT
	
	     

	1.
	MAKE PRELIMINARY DETERMINATION ON EXERCISING OPTION
	CO
	     

	
	a.  Notify Contractor of Preliminary Decision on Exercising Option
	
	     

	2.
	MAKE FINAL DETERMINATION ON EXERCISING OPTION
	CO
	     

	
	a.  Notify Contractor of Final Decision on Exercising Option
	
	     


CO = Contracting Officer 

 EB = Evaluation Board 



REQ = Requisitioner
COTR = Contracting Officer’s 

 EBC = Evaluation Board Chair


SSO = Source Selection Official
Technical Representative  

FNM = Financial Management 


STC = State Conservationist
(more)
CO = Contracting Officer 
EB = Evaluation Board 



REQ = Requisitioner
COTR = Contracting Officer’s 
EBC = Evaluation Board Chair


SSO = Source Selection Official
Technical Representative  
FNM = Financial Management 


STC = State Conservationist

