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TASK ORDER (TO)
GUIDELINES
July 2008 – Revision 1.1
Defense Information Systems Agency (DISA)
Defense Information Technology Contracting Organization (DITCO)
Foreword
The ENCORE II Task Order (TO) Guidelines contain all the information you need to use the ENCORE II contracts in order to obtain services, hardware, software and associated products to provide net-centric capabilities, attributes or services for Information Technology (IT) activities at all operating levels. The ENCORE II contracts were awarded under the Federal Acquisition Streamlining Act (FASA), which requires all of the ENCORE II prime contractors be provided a fair opportunity to be considered for task order awards.  DISA/DITCO-Scott (PL8) will occasionally revise these guidelines, as needed to improve the process of awarding and managing task orders under the ENCORE II contracts.
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Revisions made to:
Chapter 1, Sections 8.b. and 10
Chapter, 2, Section 3
Chapter 3, Sections 3.b.; 7.b.; 9.a.; 18; 19 and 20
Chapter 4.  New text in Section 2.b and renumbered the remaining paragraphs; Section 5.b. and 6.
Chapter 5. Section 2.b.
Update CPARS website throughout document.
Questions about these TO Guidelines can be directed to:
Art Kruse, Contracting Officer

Phone: (618) 229-9773 (DSN 779); Fax: (618) 229-9177

encore2@disa.mil
To Be Determined
Phone: (618) 229-9100 (DSN 779); Fax: (618) 229-9305

encore2@disa.mil
Information regarding the ENCORE II contracts, including the statement of work and links to the contractors’ home pages can be found on the World Wide Web at http://www.ditco.disa.mil/hq/contracts/encorIIchar.asp
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CHAPTER 1
GENERAL INFORMATION
1. Background. The ENCORE II contracts provide technical solutions for the Military Services, DOD and other Federal agencies to satisfy their Information Technology (IT) solution requirements.  IT solutions encompass a range of capabilities from old legacy systems to new, emerging net-centric technologies.  The ENCORE II contracts are structured and managed in accordance with the rules for task order contracts, contained in the Federal Acquisition Streamlining Act (FASA) of 1994, and as specified in the Federal Acquisition Regulations (FAR) Part 16. In particular, task order awards will be based on the FASA-specified “fair opportunity to be considered.” The ENCORE II ordering procedures are defined in Section G.4 of the contracts. These guidelines clearly define the types of work allowable under the contract, specify shared responsibility among customers, integration managers, Contracting Officers (CO) and CO-designated Task Monitors (TMs), in order to ensure that all customer Statement of Work (SOW)/Performance Work Statement (PWS)/Statement of Objectives (SOO) tasks are within the contract scope.
2. Purpose. The ENCORE II TO Guidelines describe the roles and responsibilities for managing the ENCORE II contracts, the procedures for preparing and submitting a requirements package in order to award a task order, and procedures for managing a task order from award, through execution, to final close-out. The ENCORE II ordering procedures and required standards are described in Chapters 3 and 4.

3. Applicability. These guidelines apply to all customers using the ENCORE II contracts including Military Services and DOD.   Other Federal agencies may utilize this contract after making the appropriate Economy Act Determination in accordance with Federal Acquisition Regulation (FAR) 17.5 and local agency requirements.

4. Contract Terms. The ENCORE II contracts are Indefinite Delivery/Indefinite Quantity (ID/IQ) multiple award contracts that can accommodate Time-and-Materials (T&M), Firm Fixed Price (FFP) and Cost-Reimbursement (CR) type task orders, in accordance with FAR Subpart 16.5 - Indefinite-Delivery Contracts. The period of performance for the ENCORE II contracts is one hundred twenty (120) months, consisting of one five (5) year base period and an additional five (5) one-year option periods. The maximum order amount for all orders placed against all contracts combined over the ten-year contract life is $12.225 Billion.  The preferred contract type is Performance Based Acquisition (PBA).

5. Contract Scope. The ENCORE II contracts provide net-centric solutions, including network engineering, analysis and support for the acquisition, installation, fielding, training, operation and life-cycle management of components and systems in the operational environments of Combatant Commands and their subordinate components, the military services, Defense agencies, Office of the Secretary of Defense (OSD) and other Federal agencies.  This includes procurement of various products, including but not limited to, hardware, software and licenses, as applicable, when such products are incidental to the implementation of the solution.  A single solution may be fielded to several sites or across the enterprise.  Network analysis and support includes procurement of services necessary and incident to the protection of the client’s domains and systems to ensure continuity, viability while reducing vulnerabilities of the Global Information Grid (GIG).  Net-Centric solutions, services and support anticipated under this contract exist within the scope of the 20 task areas identified below:
· Task Area 1 - Enterprise IT Policy and Planning
· Task Area 2 - Integrated Solutions Management

· Task Area 3 - Performance Benchmarking

· Task Area 4 - Business Process Reengineering

· Task Area 5 - Requirements Analysis

· Task Area 6 - Market Research and Prototyping

· Task Area 7 - Information and Knowledge Engineering

· Task Area 8 - Custom Application Development

· Task Area 9 - Product Integration

· Task Area 10 - Test and Evaluation (T&E)

· Task Area 11 – Asset Management

· Task Area 12 – Communications Engineering

· Task Area 13 – Security Engineering Certification and Accreditation
· Task Area 14 – Telecommunications Support

· Task Area 15 – Computer-Telephone Integration (CTI)

· Task Area 16 – Web Services

· Task Area 17 – Operations Support

· Task Area 18 – Hardware

· Task Area 19 – Software

· Task Area 20 – Managed Services

The ENCORE II contract SOW (Section C of the contracts) contains a complete description of the task areas. All work provided for DoD organizations through the ENCORE II contracts must be in accordance with approved DoD architectures, standards and guidelines. Customer SOW, SOO or PWS for individual task orders must reflect approved DoD architectures, standards and guidelines that apply to the services being provided.

6. Contractors and Subcontractors. Attachment 11 contains a list of the ENCORE II prime contractors and their respective subcontractor team members. Access the ENCORE II contractor links from the ENCORE II web site at http://www.ditco.disa.mil/hq/contracts/encorIIchar.asp to view the most current list of prime and subcontractor team members. Individual companies may subcontract to more than one of the ENCORE II prime contractors, regardless if that company is associated as a team member of one of the ENCORE II prime contractors, unless bound to one prime contractor by an exclusivity agreement. Individual firms may subcontract with any of the other ENCORE II prime contractors as there is no prohibition against teaming between prime contractors for TO requirements.  The ENCORE II prime contractors shall not add or delete subcontractors from its’ ENCORE II team without the express written consent of the CO.
7. Contract Type. As stated above, the ENCORE II contracts are ID/IQ contracts, designed for PBA task orders, using the negotiated, fully-loaded (i.e. direct labor costs, overhead costs including program management, G&A expenses and profit) hourly labor rates that are contained in the ENCORE II contracts. While ENCORE II is designed to accommodate FFP or T&M type TOs, there may be occasions where a cost-reimbursement (CR), e.g., cost plus fixed fee (CPFF) or cost plus award fee (CPAF) structure is more appropriate, due to the type of work required. Customers must provide the anticipated contract type for each TO requirement in Block 3 of Attachment 1, Requirements Package Checklist.  If T&M or CR is requested, the customer must provide justification for that anticipated contract type as part of the Requirements Package Checklist.  Chapter 3 contains details on contract types.

8. Performance-Based Acquisition (PBA).

a. Recent acquisition reform legislation requires agencies to introduce new contracting techniques into their business processes. Through the direction of the OMB Office of Federal Procurement Policy (OFPP) Policy Letter 91-2, it is “the policy of the federal government that agencies use performance-based contracting techniques to the maximum extent practicable.” This policy has been repeatedly endorsed by the Undersecretary of Defense for Acquisition Technology and Logistics - most recently by memorandum dated 01 Feb 2007 which stated “DoD is committed to increasing the quality of PBSA actions.”  

b. When determined appropriate for an individual requirement, customer agencies should use the following methods to develop performance-based requirements:


(1) Job Analysis. Determine what the organization’s needs are and the kinds of services and outputs that the contractor needs to provide. This provides a basis for establishing performance requirements, developing performance standards and indicators, writing the performance work statement (PWS), and producing a Quality Assurance Surveillance Plan (QASP).


(2) Development of the PWS. Describe the specific requirements the contractor must meet in performing the TO, including a statement of the required services in terms of output and measurable performance. The key elements of a PWS are a statement of the required services in terms of output; a measurable performance standard for the output; and an allowable error rate. The PWS describes the specific requirements the contractor must meet in performance of the contract. It also specifies a standard of performance for the required tasks and the quality level the Government expects the contractor to provide. The PWS format is at Attachment 4.


(3) Quality Assurance Surveillance Plan (QASP). The QASP defines what the Government must do to ensure that the contractor has performed in accordance with the PWS performance standards. This can range from a one-time inspection of a product or service to periodic in-process inspections of on-going product or service delivery. It is needed to ensure the Government receives the quality of services called for under the contract, and pays only for the acceptable level of services received. Since the QASP is intended to measure performance against standards in the PWS, these interdependent documents must be coordinated. Accordingly, writing the two documents simultaneously is both effective and efficient. The QASP format is at Attachment 2.  Per memorandum from the Director, Defense Procurement, Acquisition Policy and Strategic Sourcing, dated 14 Jul 2008, a QASP is also to be prepared for all T&M and LH contracts to facilitate the assessment of contractor performance. A copy of the memorandum can be found at http://www.acq.osd.mil/dpap/policy/policyvault/2008-0320-DPAP.pdf 

(4) Performance Evaluation and Reporting. Determine if the contractor has performed to the standards identified in the PWS. For task orders amounting to $1M or more, customers report annually on ENCORE II contractor performance, using the Contractor Performance Assessment Reporting System (CPARS) at www.cpars.csd.disa.mil.  Customers will receive an e-mail notification when they are to complete their evaluation of the contractor’s performance in CPARS.   

(5) In lieu of a PWS, an alternative process is to use a Statement of Objectives (SOO).  The SOO is a government prepared document incorporated into the RFP that states the overall solicitation objectives.  The SOO can be used in those requirements where the intent is to provide the maximum flexibility to each offeror to propose an innovative development approach.  The SOO requires competing contractors to develop the SOO, performance metrics and measurement plan and QASP.  The SOO format is at Attachment 3. 


c.  The Requirements Package Checklist, Attachment 1, for all non-PBA requirements is to indicate in Block  4  why PBA is not applicable to the requirement.


d.  When a non-PBA requirement is initially provided to DITCO, the CO and/or Program Management Office (PMO) will review the SOW to determine if the IT solutions could be obtained via PBA.  If this determination is made, the package will be returned to the customer with a request to revise the package and submit the necessary PWS and QASP.


e.  Per information contained in letter, dated 6 September 2006, from the Office of the Under Secretary of Defense, Defense Procurement and Acquisition Policy, subject:  Performance Based Acquisition (PBA), personnel involved in preparation of performance based PWS are required to complete PBA training.  The Defense Acquisition University (DAU) continuous learning module, CLC 013, Performance-Based Services Acquisitions is available at https://learn.dau.mil/html/clc/Register.jsp
9. Requirements Package Processing Timeline. The ordering process is usually completed in about forty-three (43) days, upon receipt of a complete package for a competitive requirement under $10 Million.  Unless a fair opportunity exception applies, all ENCORE II contractors will be notified by the CO of a TO request for proposals and will be provided a fair opportunity to respond to the request. Details concerning this process are contained in Chapter 4.

10. Fiscal Year (FY) Cut-Off Date. The cut-off date each year for submitting Cost-Reimbursable requirements that must be awarded by the end of the fiscal year (30 September) is 30 June.  The cut-off date each year for submitting all Performance Based Acquisitions or Firm-Fixed Price or Time and Material requirements, that exceed $10 Million that must be awarded by the end of the fiscal year (30 September) is 1 August. The cut-off date each year for submitting Firm-Fixed Price or Time and Material requirements, that are less than $10 Million that must be awarded by the end of the fiscal year (30 September) is 15 August.Requirements received after this date are not guaranteed award by the fiscal year end, which may result in adverse funding impacts.
11. ENCORE II Web Site.

a. DISA maintains a web site to provide information on the ENCORE II contracts. This site currently contains:

· ENCORE II home page describing contract characteristics

· ENCORE II contracts including statement of work

· ENCORE II task order guidelines

· DISA and contractor points of contact

· Contractor information and links to the prime contractors’ web sites

· Link to web-based past performance evaluations

· Ongoing requirements tracking

· Task order awards available for download or online review


b. Updates are added to the site occasionally. The ENCORE II web site address is:

http://www.ditco.disa.mil/hq/contracts/encorIIchar.asp

12. Task Monitor Training. Task Monitors (TM) are procurement officials, responsible for preparation and definition of statement of work requirements and the evaluation of vendor proposals. Procurement officials are required to complete ethics training, procurement integrity training, Wide Area Workflow (WAWF) training and file financial disclosure reports. Task monitors should inquire with their personnel, training and/or legal offices to ensure that all procurement official requirements are met.  

13. DISA Task Monitor Training Certification (applies to DISA customers only!).

a. DISA Primary and Alternate TMs are required to complete TM training prior to appointment in accordance with DISA policy, and must complete refresher training annually. Provide the date (month and year) on the ENCORE II Requirements Package Checklist at Attachment 1 that COR training has been completed for both the Primary and Alternate TMs. Primary and Alternate TM Nomination Letters Attachment 18 are to be submitted with the initial requirements package.  For additional information concerning COR training, consult the DISA Acquisition Regulation Supplement (DARS), Subpart 1.602-2-90(b) at:

http://www.ditco.disa.mil/hq/dars/pdf/dars_Sep2003_thru_AC_03.doc

b. If the requirement is mission critical, DISA customers may be designated as TMs prior to completion of training, with the understanding that training will be completed within thirty (30) days of the task order award date. Although a number of qualifying COR courses exist, one place that TMs can obtain the required training is at the Acquisition Community Connection (ACC) at the (DAU).  The URL is:

https://acc.dau.mil/CommunityBrowser.aspx?id=22122

c. Recommended training is:



1.  Mandatory Ethics Training – available via https://cmis.disa.mil/training/Ethics/ 


2.  Mandatory WAWF Training – available online at www.wawftraining.com  DISA Personnel may register in the DISA Online Training System (DOTS) at the following address to attend classroom WAWF training:  https://mps-cmis.ncr.disa.mil/mps5_training/welcome.html  Further information on WAWF is contained in Chapter 5 of these guidelines.


3.  Mandatory Contracting Officer’s Representative (COR) or TM Functional Responsibilities Overview Training.  Candidate COR and TM must complete at least 24 hours of mandatory COR functional responsibilities training before they can be designated.  This mandatory functional overview training may be obtained from a variety of sources as a single course or a combination of courses totaling at least 24 credit hours or continuous learning points (CLPs).  One source for this type of training is the Defense Acquisition University (DAU) offering courses such as the “COR Overview” course, or “COR With a Mission Focus” course available through the Acquisition Training Application System (ACQTAS) at https://www.atrrs.army.mil/channels/acqtas/main.asp.  The DAU “COR Overview” course completion results in four CLPs.  This course must be taken in combination with other training, such as a contracting overview course, for a total of 24 credits of COR or TM functional responsibilities overview training.  Another course which may be considered, with a written statement of acceptability by the DISA contracting officer, is the U.S. Department of Agriculture (USDA) Graduate School Contracting Basics for COTRs course (three days long for 24 hours credit).   DISA personnel should refer to the COR and TM Master Development Plan (MDP) at https://workspaces.disa.mil/gm/document-1.9.150614 for additional suggested courses and related information..  )


4.  For PBA requirements, see the training requirements in Chapter 1, Paragraph 8, section e. of these Task Order Guidelines.


d. When this training is completed, TMs shall promptly submit the certification of completion to the Contracting Officer (CO).

e.  Additional information can be obtained from the DISA COR/TM Deskbook, dated May 2007, available at http://www.ditco.disa.mil/hq/deskbooks.asp, 

14.  Fees.  


a.  For customers that submit requirements to be awarded by DITCO-Scott Contracting (PL8313) a fee of 1.25% shall be included on their funding document.  This fee is reviewed annually.  Any future revision to the DITCO-Scott fee will be incorporated in a revision to these Task Order Guidelines.


b.  Any other DOD or Federal Agency is authorized to issue orders independently against the ENCORE II contracts for a fee of 1.0%.  

CHAPTER 2
ROLES AND RESPONSIBILITIES

1.  PEO Organization.  The Program Executive Office SATCOM, Teleport and Services (PEO-STS) has the full directive authority and overall responsibility for all aspects of this acquisition.  In this role, the PEO STS will ensure that DISA policies and processes are applied consistently throughout the lifecycle of this Acquisition of Service.
2.  ENCORE II Steering Committee.    The ENCORE II Steering Committee will provide a forum for overseeing the management of the ENCORE II contracts.  This oversight shall include monitoring the contracts lifecycle ceiling, prioritization of tasks to be awarded under the contracts, dollar threshold of internal and external tasks and net-centric compliance issues during the life of the contracts.  The ENCORE II Steering Committee will work with and take its direction from the PEO-STS regarding its goals, objectives and procedures.
3. Defense Information Technology Contracting Organization (DITCO)-Scott (PL8) (Project Manager). DITCO-Scott (PL8) performs the functions of program manager (PM) and steward for the ENCORE II contracts. In this role, the PM assists customers in defining and analyzing requirements for attaining development of the GIG, a network-centric environment required to achieve information superiority. The PM works in partnership with customers from the Military Services, DOD and other Federal agencies to help understand how the ENCORE II contracts can best be used to meet their net-centric requirements. The PM, through occasional In-Progress Reviews (IPRs) and other venues, ensures, among other things, that the work being performed by ENCORE II contractors is in accordance with, and can be integrated with, approved DOD standard communications, security, data and other defined technical solutions.

FOR DISA REQUIREMENTS ONLY:  The contracting officer will report to the DISA Component Acquisition Executive (CAE), any proposed Task Orders that exceed the Major Automated Information Systems (MAIS) thresholds of $32M in any single year or when executed in aggregate (options years, follow on tasks, etc) have total program costs in excess of $126M or total life-cycle costs in excess of $378M.  The DISA CAE will then evaluate whether the effort is a MAIS candidate and report the findings to NII.  Note all MAIS threshold amounts are in FY2000 constant dollars.
FOR NON-DISA REQUIREMENTS:  ,The Service or Agency that presents requirements to a DITCO Contracting Office, or external agency, to be awarded under the ENCORE II contract will be responsible for ensuring that the MAIS reporting requirements are addressed.  

4. DITCO-Scott Contracting (PL8313) and DISA Accounting and Finance Section (CFE811). DITCO-Scott and the DISA Finance Section located at DITCO-Scott performs all contract management and invoice processing functions for the ENCORE II contracts, including:

· Receiving and reviewing each requirements package and each contractor proposal to ensure the documents are complete, accurate and in accordance with the contracts and these guidelines

· Providing advice and guidance to contractors and customers regarding contract scope; acquisition regulation requirements; and DISA contracting policies

· Represent the CO’s position at various contract-related meetings including ENCORE II Steering Committee, IPRs, negotiating sessions and working meetings

· Approving and issuance of electronic task orders (ETOs) and task order modifications

· Appointing Task Monitors/CORs

· Providing full function invoice and billing management

5.  Customers. Customer agencies identify Task Monitors (TM) who are responsible for:

· Defining requirements

· Naming Primary and Alternate TMs to serve as the customer’s main point of contact for both pre- and post- TO award processes and functions

· Funding the work to be performed

· Conducting, in accordance with these guidelines, a best value analysis during fair opportunity competition

· Monitoring and evaluating the contractor’s performance on each TO

· Developing and monitoring appropriate cost, schedule and performance metrics to measure acquisition outcomes against requirements.  
· Providing technical support to the CO on TO issues

· Working with the CO and the contractor to ensure that the contractor performs the requirements specified in the TO

· Providing past performance assessments via CPARS

· Adhering to the requirements and procedures defined in the ENCORE II contracts and these guidelines

· Providing acceptance and rejection information to the DISA Accounting and Finance Section (CFE811) for all invoice processing. TMs must be technically proficient concerning their requirements and familiar with the policies and procedures of these guidelines. In addition, individuals named as TMs should obtain appropriate training from their agencies and complete mandatory refresher training. Further information on TM responsibilities during TO execution is contained in Chapters 4 and 5.

6. Contractors. The principle role of the contractors is to provide the technical support required in the awarded TOs. All contractor performance and deliverables must meet the requirements set forth in the TO and in the ENCORE II contracts.

7. Ombudsman. Under FAR 16.505(b)(4), vendors who are not selected to perform work under a task order award may contact the designated Agency contract Ombudsman for the ENCORE II contracts. The Ombudsman is responsible for reviewing complaints from the contractors and ensures that all contractors are afforded a fair opportunity to be considered, consistent with the procedures in the contract and established guidelines. The designated Ombudsman for the ENCORE II contracts is:

DISA Agency Competition Advocate/Ombudsman 

DISA/PLD

P.O. Box 4502

Arlington, VA  22204-45023206

Phone:  (703) 681-0304

CHAPTER 3
REQUIREMENTS PACKAGE PREPARATION
FOR EACH TASK ORDER, THE TASK MONITOR (TM) SHALL BE RESPONSIBLE FOR DEVELOPING AND MONITORING APPROPRIATE COST, SCHEDULE AND PERFORMANCE METRICS TO MEASURE ACQUISITION OUTCOMES AGAINST REQUIREMENTS.  THIS INFORMATION SHALL BE FORWARDED TO THE ENCORE II CONTRACTING OFFICER ON AN ANNUAL BASIS.  
1. General.

a. Submitting Packages. The requirements package is the basis for processing and awarding an ENCORE II TO. When complete, TMs must submit requirements packages electronically by e-mail to:

encore2@disa.mil
DITCO-Scott (PL8), and other authorized ordering offices, are only able to process complete requirements packages. A complete requirements package is defined as one containing all documents listed in Block 2 of the Attachment 1 Requirements Checklist. A detailed description of each document is contained in this chapter.  If at all possible, customer agencies must avoid submitting partial requirements packages since it results in processing time delays and because it is difficult to match the individual parts to determine whether or not a complete package has been received. DITCO-Scott (PL8) encourages that all requirements package documents be submitted electronically to the above e-mail address. Note that although some of the documents can be faxed, it is mandatory that the SOW, SOO or PWS be submitted electronically. In the event that a document cannot be submitted electronically, it may be sent by fax to the attention of “ENCORE II” at (618) 229-9177. Any document sent by fax should be submitted the same day as the electronic package and must clearly show which electronic package the document belongs with in order to be considered a complete requirements package. Requirements packages must be UNCLASSIFIED, regardless of the classification of work to be performed.


b. Methods of Submission. The TM uses the various Microsoft Office applications (MS Word, MS Excel, etc. – compatible with Microsoft Office 2003 or current version) to draft the documents of the requirements package and then submits them in accordance with the instructions provided below.

2. Requirements Package Checklist and Certification. The checklist is the cover document for the ENCORE II requirements package. The ENCORE II Requirements Package Checklist and Certifications at Attachment 1 lists the items that must be included in the package when it arrives at the ordering office.

DISA Acquisition Approval Group (AAG) – DISA Computing Services Only.  Requirements packages submitted by DISA, Computing Services ONLY must also annotate in Block 2 of Attachment 1, Requirements Package Checklist, whether certification of the package was approved by the DISA AAG, as part of a Program Acquisition Plan.

3. Statement of Objectives (SOO), Performance Work Statement (PWS) and Statements of Work (SOW),. 

NOTE:  FOR EACH REQUIREMENT THAT IS FORWARDED FOR AWARD UNDER ENCORE II, THE CUSTOMER SHALL DEVELOP AND MONITOR APPROPRIATE COST, SCHEDULE AND PERFORMANCE METRICS TO MEASURE ACQUISITION OUTCOMES AGAINST REQUIREMENTS.  THIS INFORMATION SHALL BE FORWARDED TO THE ENCORE II CONTRACTING OFFICER ON AN ANNUAL BASIS. 

a.  Customer agencies may choose from between these three formats, depending on the nature of the individual requirement. The SOO, PWS or SOW is the heart of the TO. All ENCORE II SOOs, PWSs and SOWs, adhere to a standard format; the SO0 format is at Attachment 3, the PWS format is at Attachment 4 and the SOW format is at Attachment 5. This standard format significantly contributes to fast, streamlined processing times since customers, vendors and contracting personnel know exactly where to find specific information quickly. In addition, contractors use automated proposal tools that assemble proposal information based upon these standard formats. As the PBA is the preferred method of services acquisition, the SOO and PWS formats shall be considered for use. This format includes performance standards designed to allow TMs to measure the efficiency and effectiveness of the contractor’s performance. In other words, TMs will evaluate both the quality of the products and services delivered and the manner in which they were produced. TMs must be sure to include their agency’s Department of Defense Activity Address Code (DODAAC) in the SOO, PWS or SOW where indicated in order to facilitate contract reporting and invoice payment through the Electronic Data Access (EDA) and/or Wide Area Work Flow (WAWF) process. Refer to the DODAAC web site at https://dodaac.wpafb.af.mil for additional information.

b.  The DITCO ENCORE II Contracting Officer will review the SOO, PWS or SOW prior to award.  This review will be necessary for any ENCORE II requirement awarded by a DISA Contracting Office.  For each non-performance based requirement, the customer shall provide justification on why the requirement is not suitable for Performance-Based Acquisition (PBA) criteria.  Approval thresholds for a non-performance based SOW are as follows, per guidance in Defense Federal Acquisition Regulation Supplement (DFARS) 237.170-2(a)(2):


<$78.5M, Currently no approval threshold exists


>$78.5M, Senior Procurement Executive (SPE)

c.  System Engineering Task Order Guidelines

These System Engineering (SE) Guidelines identify requirements ONLY FOR DISA Task Orders.  These requirements DO NOT apply to non-DISA Task Orders. Task monitors from other organizations are encouraged to follow sound system engineering practices and make use of the resources listed below.  They are not required to submit the SE Support Requirements Checklist.

1.  Requirements for DISA Task Monitors.  In order to promote sound System Engineering, all DISA Programs/Projects and Services are required to follow the DISA System Engineering process.  ENCORE II Task Monitors are responsible for ensuring their SOO, PWS or SOWs will include the proper System Engineering support.  Their System Engineering activities and documents are subject to external reviews as required by DISA and DoD policies. Guidance can be found in the DISA Systems Engineering Process Reference Manual https://dashboard.ncr.disa.mil/index.php?page=disa_se_process&date=2006-12-05.  All DISA Task Monitors are required to review this manual.

2.  Recommendations for Non-DISA Task Monitors.  Task Monitors from other services, agencies or organizations are responsible for being aware of their organization’s Systems Engineering requirements and ensuring they get the support required to meet them. Their System Engineering activities and documents may be subject to external reviews as required by the policies of the organization placing the task order.

3.  Transition Plan.  For those requirements that are currently awarded under a different contract, the Task Monitors needs to ensure that a Transition Plan is included.  This should describe the Phase-In process for the ENCORE II contractor and the Phase-Out process for the incumbent.  The Transition Plan should include sufficient time to prevent a break in service during the transition period.  
4.  Freedom of Information Act (FOIA) 

All contracts, including the SOO, PWS, SOW, Security Classification, DD254, and other government-generated documents incorporated into a contract by reference are subject to disclosure under FOIA.  Generally, the SOO/PWS/SOW describe the government’s requirement and are in the public domain prior to contract award, having been disclosed to offerors as part of the Request for Quote/Proposal.  If a SOO/PWS/SOW contains information that has not been given a security classification under the criteria of an Executive Order, but the disclosure of which would be considered harmful to a government interest, one or more FOIA exemptions may apply.  In this instance, the SOO/PWS/SOW/DD254 should be marked for official use only (FOUO) and each paragraph that contains FOUO information should also be marked to alert the recipient that an exemption may apply.  Responsibility for the marking of FOUO information is with the submitter organization.  The FOUO legend ensures that a recipient is aware of the status of the information in the document; it is not a form of classification to protect security interests.  

FOIA mandates that releasable information be segregated from exempted information within a document; an entire SOO/PWS/SOW cannot be exempted if only a portion is considered vulnerable to a security risk.  A SOO/PWS/SOW that is marked FOUO in its entirety, but wherein the information is not segregated as set out above will be referred to the submitting organization’s FOIA office for response to the FOIA requester.  DITCO-Scott (PL8) can only protect from disclosure a SOO/PWS/SOW that has been appropriately marked when it is submitted as part of a complete requirements package.  

5. Independent Government Cost Estimate (IGCE).

a. The IGCE helps the CO determine the reasonableness of a contractor’s cost and technical proposals and gain assurance that there is a “meeting of the minds” between the customer and the contractor regarding the scope of the TO. If discussions or negotiations are necessary prior to TO award, the IGCE assists in developing and presenting the customer’s position. The IGCE is for GOVERNMENT USE ONLY and shall not to be made available to contractors.


b. Attachment 8 includes composite IGCE rates, as well as the negotiated rates of each of the prime contractor’s approved labor categories, and the General and Administrative (G&A) percentage markup on other direct costs (ODCs). Refer to Section J, Attachment 2 of the ENCORE II contracts for descriptions of the labor categories.


c. Figures for ODCs must be supported by the work described in the SOO, PWS or SOW. Attach a separate sheet to the IGCE detailing the estimated ODCs. Identification and justification must be provided for travel, hardware, software or other Federal Information Processing (FIP) resources so that the contractor can propose appropriate costs. Once the subtotal for labor plus ODCs is calculated, the current DITCO-Scott (PL8) fee must also be calculated and indicated on the IGCE.


d. The ENCORE II contracts allow for purchase of both technical support services as well as hardware (HW), software (SW), telecommunications services or other FIP resources, when such products are incidental to the implementation of the solution. Include a list of all resources required. If actual HW/SW need is unknown, indicate the dollars available for the purchase, e.g., the PWS may request the contractor to test HW/SW in order to determine which will be purchased.

6. Funding Documents.

a. ENCORE II TOs are funded by the customer organizations that request orders to be placed on contract. A certified funding document for the amount shown in the IGCE must be included in the ENCORE II requirements package when the package is submitted to the ordering office for processing. Customers are solely responsible for ensuring that the correct appropriation is cited and the period of performance is addressed with the correct fiscal year appropriation in order to satisfy “bona fide need” concerns.


b. Subject to Availability of Funds (SAF).


(1) When an ENCORE II requirements package is submitted with the intention of awarding for performance in the next fiscal year, it must be accompanied by a signed funding document containing approved language regarding SAF status. The requirements package will typically include a planning Military Interdepartmental Purchase Requests (MIPR), stating that funds are SAF, pending receipt of the next fiscal year’s (FY) appropriation. The DD Form 1155 award document will also state that funds are SAF.


(2) Some agencies use “no-year” funding in which funds become automatically available at the start of the next FY. If the funding provided is not currently available for obligation, but will automatically become available at the beginning of the next FY, the following statement must be included on the funding document: “Funds in the amount of $xxx.xx are certified and available for obligation beginning 1 Oct 20xx.”  This same statement will also appear on the DD Form 1155 award document.


c. DoD customers must use the mandatory method of providing reimbursable authority through the use of MIPRs. Attachment 22 provides an example of the information to be provided on a MIPR. Whenever possible, it is preferred that the MIPR be submitted in electronic form; either a scanned document or your agency’s electronic format is acceptable. The funding document must be prepared as follows:


d. Prepare a reimbursable (category 1) MIPR to cover the estimated cost of the TO as calculated in your IGCE. Other required information on each MIPR includes:

	MIPR BLOCK NO.
	CONTENTS

	7. TO:
	DISA/DITCO-Scott (PL8313)
Attn:  ENCORE II Contracting Officer
2300 East Drive, Bldg. 3600
Scott AFB, IL  62225-5406

	9. ITEM/DESCRIPTION/QTY :
	Include the following:
a.  TO Title (from the SOO, PWS or SOW) (Contract # and TO # if modification)

b.  Total dollar amount (requirement plus fee)

c.  “This MIPR is  FORMCHECKBOX 
 is not  FORMCHECKBOX 
 issued in accordance with the Economy Act.”

(check the appropriate box)
d.  Funds Expiration Date for Obligation Purposes: (dd/mmm/yyyy)

e.  If the Financial POC differs from the POC in Block 8, indicate name, phone number, and fax number.

f.  E-mail address. This will allow the DISA Finance Office to e-mail the acceptance document immediately.

g.  Period of Performance or Required Delivery Date

h.  Business Partner Network (BPN) number/Trading Partner Number (TPN), see: https.//www/bpn.gov/far/FARWeb.aspx 

i.  Department of Defense Activity Address Code (DODAAC) for receipt of goods and services, see:  https:/www.daas.dla.mil/daasinq/dodaac.asp?cu=d 



	13. MAIL INVOICES TO:
	Enter the appropriate customer billing address for submitting SF 1080.



e. Address and send your MIPRs directly to encore2@disa.mil.


f. Direct all other financial inquiries and requests for MIPR acceptances (DD Form 448-2) to the DISA Accounting and Finance Section (CFE811) at RecMIPR@disa.mil.


g. Make every effort to include the MIPR with the requirements package. If, for some reason, funding is provided by another source and can’t accompany the requirements package, include as much information as possible on the MIPR (i.e. ENCORE II Tracking Number, Contract and TO numbers (if known) or the SOO/PWS/SOW title, so that the MIPR can be matched with the appropriate requirements package when it is received. A single funding document can apply to only one task order, however, a single task order can be funded by multiple funding documents.  Please note that only ONE requirement may be included in a single funding document;  funding documents containing more than one requirement can no longer be accepted.


h. If during the proposal/negotiation process the cost of the TO is determined to exceed the original estimate and MIPR amount, the ordering office will notify the TM that a MIPR amendment is required. The MIPR amendment must include both the amended TO amount and the amended fee amount. If the TO is awarded for less than the IGCE, the customer may request that the difference be returned by a MIPR amendment.


i. For non-DoD customers, the process is identical to the one described above, except that non-DoD customers are not required to use the MIPR form, but may use their own form or format. Whatever form is used, it must contain the following information.  Reference Attachment 22 for the information required on a MIPR.
· Point of contact for billing purposes

· Title of the SOO, PWS or SOW being supported by this fund citation (Contract # and TO # if for modification)

· Appropriate ENCORE II Contract Number

· Identification of the fee amount

· Amount of funds provided

· Fund citation if applicable

· Billing address

· Funds expiration date for obligation purposes

· Date the document is created/signed


j. Incremental Funding.


(1) If a requirement is going to be incrementally funded, customers must annotate such on their funding document (e.g. Block 9 of the MIPR).  The funding document must reflect the total amount available for current obligation and the amount to be incrementally funded (separate funding documents for the incremental funded amounts are acceptable, but they must be received and accepted prior to award).  Although encouraged, at the present time the customer is not required to provide an allotment schedule.   This only applies to the description block and shall not be included in Block 11, grand total of funds (which will reflect only the amount of funds currently available). Do not identify a line of accounting in Block 14 for the incremental dollar amount. In order to incrementally fund a requirement, the effort must be severable. Most technical support services are severable, provided the Government receives benefits throughout performance. An example of a project that is non-severable is one in which the Government receives a single outcome, such as a report, at the end of performance and there is no benefit or the Government received nothing at any time prior to the delivery of this outcome at the end of the performance period. Many technical support services provide daily benefits that include status reports, and by definition, are severable, and can be incrementally funded. 


(2)  Incremental funding is to be used when the customer can fully fund the proposal or agreed upon amount, but will only be receiving and releasing their funds in increments on specified days.  Incremental funding is not to be used in those instances when the customer does not have enough money to cover the proposal or negotiated amount.  In those cases, it will be necessary to negotiate a lower proposal amount (reduce level of effort, descope effort, etc) in conjunction with the customer, for only the amount of funds that are available.  


(3)  Note that the task order must also be either a cost-reimbursement (CR) type or time-and-materials (T&M) and FAR 52.232-22 - Limitation of Funds, applies. Incrementally-funded task orders may cross fiscal years but each fiscal year’s funding must be obligated and used within the same fiscal year that the funds are appropriated.

7. Contract Types.

a. The ENCORE II contracts are designed for FFP or T&M type task orders, using the negotiated, fully-loaded (i.e., direct labor costs, overhead costs including program management, G&A expenses and profit) hourly labor rates. There may be occasions, however, where a cost-reimbursement (CR) structure is more appropriate, due to the type of work required. Because CR TOs do not use the negotiated ENCORE II labor rates, the processing time is longer. When the contractor uses the negotiated labor rates in its proposal, the resulting TO is FFP or T&M and the price analysis performed by the CO is simple since it is based on rates already negotiated and established under the contract. However, if the customer requests, or the contractor proposes a CR contract type, a cost analysis is required that is unique to the proposal and cannot be completed in the same timeframe as that of FFP or T&M types. The CO must analyze all rates for a variety of labor categories, overhead costs, G&A and fees that are added to the direct labor. This analysis requires coordination with the Defense Contract Audit Agency (DCAA). If DCAA and the contractor differ on an element of cost, negotiations must be held to resolve the difference. The contractor’s proposed profit or fee may also require negotiation. Once agreement is reached, the CO may need to obtain certificates of current cost or pricing from the involved prime and subcontractors. Finally, a detailed price negotiation memorandum must be produced to justify the negotiated cost. As a result, the estimated time required to process a CR TO is approximately 90 calendar days.

b. The customer must indicate the anticipated contract type for each TO requirement on the ENCORE II Requirements Package Checklist. The following paragraphs describe each contract type and what, if any, justification information must be provided by the customer in the requirements package.


(1) Firm, Fixed Price (FFP). A firm, fixed price contract provides for a price that is not subject to any adjustment. It places the greatest risk upon the contractor and full responsibility for all costs that results in a profit or loss. It also provides the maximum incentive for the contractor to control costs and perform effectively. It is suitable for acquiring services on the basis of reasonably definite functional or detailed requirements when performance uncertainties can be identified and reasonable estimates of their cost impact can be made. FFP type orders are most appropriate for performance-based acquisition (PBA), utilizing the PWS requirements format.


(2) Time-and-Materials (T&M) or Labor Hour (LH). A T&M contract type may be used only when it is not possible at the time of placing the order to accurately estimate the extent or duration of work or to anticipate costs with any reasonable degree of confidence. This contract type provides no positive profit incentive to the contractor for cost control or labor efficiency and is not the preferred contract type under ENCORE II.  Furthermore, because the contractor’s fee is built into the composite labor rate, the final fee paid to the contractor is directly proportional to the number of hours charged, and therefore, T&M contracts are the least preferred of all DoD contract types.  Accordingly, appropriate Government surveillance of contractor performance is required to provide reasonable assurance that efficient methods and effective cost controls are being used. A T&M contract type may only be used after the CO executes a determination and findings (D&F) that no other contract type is suitable and management approval is obtained for the D&F.  The DISA Acquisition Regulation Supplement (DARS) has been revised to state the D&F to justify the use of T&M on ENCORE II Task Orders shall be approved by the Head of the Contracting Office (HCO).  Therefore, the customer must provide the reasons why it is not possible at the time of placing the contract to estimate accurately the extent or duration of the work or to anticipate costs with any reasonable degree of confidence.   Note that a LH contract is the same as a T&M, except there are no Other Direct Costs (ODC) involved, only labor.
A gradual set of goals will be incorporated into ENCORE II for T&M type Task Orders.

One year after award – No more than 40% T&M Type Task Orders of Total Dollars Awarded

Two years after award – No more than 35% T&M Type Task Orders of Total Dollars Awarded

Three years after award – No more than 30% T&M Type Task Orders of Total Dollars Awarded 

Four years after award – No more than 30% T&M Type Task Orders of Total Dollars Awarded

Five years after award – No more than 30% T&M Type Task Orders of Total Dollars Awarded

Option Year One – No more than 30% T&M Type Task Orders of Total Dollars Awarded

Option Year Two – No more than 30% T&M Type Task Orders of Total Dollars Awarded

Option Year Three – No more than 30% T&M Type Task Orders of Total Dollars Awarded

Option Year Four – No more than 30% T&M Type Task Orders of Total Dollars Awarded

Option Year Five – No more than 30% T&M Type Task Orders of Total Dollars Awarded

Quality Assurance Surveillance Plan (QASP). Per memorandum from the Director, Defense Procurement, Acquisition Policy and Strategic Sourcing, dated 14 Jul 2008, a QASP is also to be prepared for all T&M and LH contracts to facilitate the assessment of contractor performance. A copy of the memorandum can be found at http://www.acq.osd.mil/dpap/policy/policyvault/2008-0320-DPAP.pdf  The QASP defines what the Government must do to ensure that the contractor has performed in accordance with the PWS performance standards. This can range from a one-time inspection of a product or service to periodic in-process inspections of on-going product or service delivery. It is needed to ensure the Government receives the quality of services called for under the contract, and pays only for the acceptable level of services received. Since the QASP is intended to measure performance against standards in the PWS, these interdependent documents must be coordinated. Accordingly, writing the two documents simultaneously is both effective and efficient. The QASP format is at Attachment 2.  


(3) Cost-Reimbursement (CR). A CR contract type is similar in many aspects to a T&M contract in that both are considered a level-of-effort contract – the contractor is only obligated to perform as long as funding permits, which may, or may not, result in a delivered end product.  CR contracts differ from T&M types by the fact that labor rates are not pre-negotiated (which shifts greater risk to the Government), and the total fee to be paid is negotiated in advance and may be fixed or made subject to an incentive provision (which shifts risk to the contractor).  As with T&M contracts, a CR contract type may be used only when uncertainties involved in contract performance do not permit costs to be estimated with sufficient accuracy and use of the fixed labor rates already included in the contract is determined not to be in the best interests of the Government. In order to use this type of contract, the customer must provide rationale as to why the fixed labor rates should not apply and provide the reasons why this contract type is likely to be less costly than any other type, or why it is impractical to obtain services of the kind or quality required with the use of the established contract rates.
8. Economy Act Decisions. When DISA contracts for services or supplies on behalf of another Government agency, that action constitutes an interagency acquisition. Under the Economy Act (31 U.S.C.1535), the head of the requesting agency must determine that contracting for its requirements outside of its own agency is in the best interest of the Government. Non-DISA customers must indicate on the ENCORE II Requirements Package Checklist that appropriate Economy Act decisions have been made in accordance with Federal Acquisition Regulation 17.5.

9. Proposal Evaluation Plan (not required if a fair opportunity exception applies; see Chapter 4, Paragraph 2.a).

a. The TM must provide the evaluation plan at Attachment 7, which sets forth the desired evaluation factors and associated weights. Mandatory factors are Past Performance, Technical/Management Approach and Cost. The TM must specify which specific areas of past performance and technical/management approach are going to be evaluated. These areas should correspond with and relate to the specific requirements set forth in the SOO/PWS/SOW. TMs may add other factors to the mandatory list if the requirements of the SOO/PWS/SOW dictate the need for additional factors.  Maximum page counts for Past Performance and Technical/Management Approach shall be specified on the Proposal Evaluation Plan.  There is no specified page count for the Cost Factor.

b. TMs must also indicate whether the estimated value (or available funds) of the effort can be revealed to the contractors. The purpose of revealing this information is to allow the contractors more insight concerning the required mix of labor categories and number of labor hours and other direct costs that can accommodate budget constraints to provide an economic solution for a particular requirement. This information also facilitates the customer’s determination of best value.


c. Proposals can be evaluated on either a “best value trade-off” or “lowest-price, technically acceptable” basis.


(1) Best Value Trade-Off. Evaluation factors are weighted to indicate which are most important to you, least important to you, or all factors are equal in making a best value trade-off decision. The applicable level of importance is applied to technical/management approach and past performance factors for which you may want to consider in the contractor proposals. Cost is not weighted in order to provide an independent comparison between cost and all non-cost factors. That is how you make your best value trade-off decision. You must also indicate whether all non-cost evaluation factors, when combined, are significantly more important than, approximately equal to, or are significantly less important than the cost factor.


(2) Lowest-Price Technically Acceptable. If cost is significantly more important than all non-cost factors combined, you may wish to consider indicating that your selection will be based on the lowest-price, technically acceptable offer. In this instance, all non-cost factors essentially relate to a “pass/fail” consideration and all proposed offers that are technically acceptable “pass.” They are then compared in order to determine the lowest price, which will be the proposal that is selected for award. Although not prohibited, it is not necessary to assign weights to the non-cost factors when conducting this method of evaluation.


(3) However it is decided, the contractors need to know in advance which way their proposals will be evaluated. The ENCORE II Proposal Evaluation Plan can be used for either evaluation method.
10. Task Monitor Certification. The designated Primary and Alternate Task Monitors must each sign the ENCORE II Requirements Package Checklist indicating that they understand and accept the TM responsibilities associated with using the ENCORE II contracts, and that if they fail to execute their responsibilities, results could include the inability of DISA to accept further work from their organization. Electronic signature of “//signed//” is acceptable.

11. Acquisition Planning. If the task order is expected to exceed the DFARS dollar threshold of $50M or more for all years, or $25M or more for any fiscal year, the customer agency is required to prepare an Acquisition Plan and submit it along with the requirements package. See FAR 7.105 and DFARS 207-105 for the contents of Acquisition Plans.  DISA Customers also need to refer to DISA Acquisition Regulation Supplement (DARS) Part 7 for guidance on Acquisition Plans.
12.  Other Approvals.  These are necessary to allow DITCO to monitor and manage the ENCORE II ceiling.
a.  Approval of DISA Task Orders exceeding $100 Million and non-DISA requirements exceeding $10 Million will require ENCORE II Steering Group approval.   This is for the purpose of monitoring and managing the ENCORE II ceiling. 

b.  Per Section G.8 of the ENCORE II contract, if a non-DITCO contracting office has a requirements package which exceeds $10 Million, the decentralized ordering contract clause requires the customer to notify the DITCO-Scott ENCORE II Contracting Officer.  In addition, in case the customer fails to do this, Section G.8 of the contract requires the ENCORE II contractors to notify the DITCO-Scott ENCORE II Contracting Officer any time they plan to respond to a request for proposal from a non DITCO contracting office and the total amount of their proposal will exceed $10 Million.  In addition to allowing the DITCO-Scott ENCORE II Contracting Officer to manage contract ceiling, this will ensure all DOD requirements in excess of $10 Million are performance based, unless approved by the SPE for that agency and endorsed by the ENCORE II Steering Committee.

c.  For DISA Only Task Orders:

1.  System Program Director (SPD) will coordinate on all ENCORE II Task Orders that are greater than $250M in value and will forward to ENCORE II Program Management Office (PMO) for further approval or coordination.

2.  ENCORE II PMO will forward to PEO-STS all Task Orders that are greater than $250M in value.

3.  PEO-STS will approve all Task Orders that are greater than $250M and less than $500M in value.  They will coordinate on all Task Orders that are greater than $500M in value and forward to Component Acquisition Executive (CAE) for approval.

4.  CAE will coordinate on all Task Orders that exceed $500M in value and forward to the Assistant Secretary of Defense for Network and Information Integration (ASD/NII) for final approval.

13. Performance-Based Acquisition (PBA).  

DOD is placing emphasis on PBA as stated in Chapter 2, Paragraph 9 of these guidelines.  The TM must state in the Requirements Checklist that they have reviewed their requirement and determined whether or not it can be procured via PBA.  Section H.8 of the ENCORE II contract provides information on what is to be provided for a PBA requirement.  When PBA cannot be used, the TM must include sufficient rationale for why PBA is not appropriate.   
14. Conflict of Interest (COI).  An organizational COI may result when factors create an actual or potential COI on an instant contract, or when the nature of the work to be performed on the instant contract creates an actual or potential COI on a future acquisition.  An organizational COI exists when the nature of the work to be performed may, without some restriction on future activities; result in an unfair competitive advantage to the contractor on ENCORE II IT Support or on other work.  The primary burden is on the contractor to identify any organizational COI, however, the Government has the responsibility to identify and evaluate such conflicts.  The CO is charged with avoiding, neutralizing or mitigating such potential conflicts.  Section H.3 of the ENCORE II contract applies.  As part of the Requirements Checklist, the TM will be responsible for determining that no organizational COI exists.  
15.  Earned Value Management.  The TM will be required to include this for all requirements with a life-cycle cost greater than $20 Million, except for Firm, Fixed Price requirements.  The DOD EVM policy is located at: http://guidebook.dcma.mil/79/EVMIG.doc   
16.  Requirement Consolidation.  The TM will indicate the extent of consolidation of previous efforts under a task order placed against the ENCORE II contract
17. Seat Management. Attachment 17 provides information for customer agencies to use in implementing Seat Management.  This attachment is entitled “Implementing Seat Management” and was issued by Acquisition Solutions in August 1999.  This attachment is distributed by DISA/DITCO with permission of Acquisition Solutions, Inc.  Any other use is a violation of United States and international copyright laws.  All rights are reserved by Acquisition Solutions, Inc.

18. Information Assurance
It is the policy of the DoD that Information Assurance (IA) requirements shall be identified and included in the design, acquisition, installation, operation, upgrade, or replacement of all DoD information systems.  This includes systems and processes developed within the Defense Acquisition System; systems and processes developed at private expense; outsourced business processes supported by private sector information systems; and outsourced information technologies.  The source documents for this policy are:

(1)  The National Security Act- see  http://www.intelligence.gov/0-natsecact_1947.shtml;

(2)  Title 40 of the United States Code (40 U.S.C. 11101 et seq)[formerly Division E of the Clinger-Cohen Act of 1996], seehttp://uscode.house.gov/uscode-cgi/fastweb.exe?getdoc+uscview+t37t40+1937+0++%28Clinger-Cohen%20Act%29%20%20AND%20%28%2840%29%20ADJ%20USC%29%3ACITE%20%20%20%20%20%20%20%20%20
(3)  National Security Telecommunications and Information Systems Security (NSTISSP) Policy No. 11.  Fact sheet for NSTISSP No. 11 is http://www.cnss.gov/Assets/pdf/nstissp_11_fs.pdf  
(4)  Federal Information Processing Standards; 

(5)  DoD Directive 8500.1, Information Assurance – see http://www.dtic.mil/whs/directives/corres/pdf2/d85001p.pdf ; 

(6)  DoD Instruction (DoDI) 8500.2, Information Assurance Implementation – see http://www.dtic.mil/whs/directives/corres/pdf/850002p.pdf ;

(7)  DoDI 8580.1, Information Assurance in the Defense Acquisition System (for Mission Critical or Mission Essential IT) – see  http://www.dtic.mil/whs/directives/corres/pdf/858001p.pdf;

(8)  DoDD 8570.1, Information Assurance Training, Certification, and Workforce Management – see http://www.dtic.mil/whs/directives/corres/pdf/857001p.pdf;

(9)  CJCSI 6510.01D, INFORMATION ASSURANCE (IA) AND COMPUTER NETWORK DEFENSE (CND) – see http://www.dtic.mil/cjcs_directives/cdata/unlimit/6510_01.pdf      
(10)  Defense Acquisition Guidebook – Chapter 7  Acquiring Information Technology and National Security Systems, Section 7.5  Information Assurance – see http://akss.dau.mil/dag/Guidebook/IG_c7.5.asp
(11)  DoD Instruction 5200.40, "DoD Information Technology Security Certification and Accreditation Process (DITSCAP)," December 30, 1997 – see http://iase.disa.mil/ditscap/i520040.pdf
(12)  DCI Directive 6/3, "Protecting Sensitive Compartmented Information Within Information Systems," June 5, 1999 – see http://www.fas.org/irp/offdocs/dcid.htm  

(13)  OMB Circular A-130, "Management of Federal Information Resources, Transmittal 4," November 30, 2000 – see http://www.whitehouse.gov/omb/circulars/a130/a130.html
(14) Federal Information Security Management Act of 2002 (Title III E-Gov) December 2002 – see www.estrategy.gov/documents/fisma.doc ;

(15)  Federal Information Processing Standard 200, “Minimum Security Requirement for Federal Information and Information Systems”, March 2006 – see http://csrc.nist.gov/publications/fips/fips200/FIPS-200-final-march.pdf ;

(16)  Federal Information Processing Standard 201 “Personal Identity Verification of Federal Employees and Contractor”, February 2005 – see http://csrc.nist.gov/publications/fips/fips201-1/FIPS-201-1-chng1.pdf;

(17)  National Institute of Standards and Technology Special Publication 800-12, “Introduction to Computer Security”, October 1995 – see http://csrc.nist.gov/publications/nistpubs/800-12/800-12-html/index.html
Specific requirements will be stated in the task order Statement of Objectives, Performance Work Statement or Statement of Work.  






NOTE: All proposed task orders for the acquisition of Mission Critical or Mission Essential IT, as defined DoDI 5000.2, require an approved Acquisition Information Assurance Strategy in accordance with DoDI 8580.1, which will be provided to the ordering officer in lieu of the IA Validation Statement.  The Acquisition Information Assurance Strategy should include the deployment of IA controls commensurate with those defined for each of the Mission Assurance Categories (MAC) in accordance with DODI 8500.2.


Prior to the Contracting Officer releasing a Task Order Request for Proposal, the Contracting Officer shall receive the Requiring Office’s certification of compliance with the Clinger-Cohen Act.  The Requiring Office is responsible for obtaining and documenting the validation, certification of compliance, and reviews in the requirements package’s Attachment 1 Requirements Checklist.  
For non-DITCO processed Task Orders (Decentralized Ordering), the Contracting Officer will insure that all IA or IA-enabled IT hardware, firmware, and software components or products incorporated into DoD information systems comply with the evaluation and validation requirements of National Security Telecommunications and Information Systems Security Policy Number 11.  Prior to releasing a Task Order Request for Proposal, the Contracting Officer shall receive certification of compliance with the Clinger-Cohen Act, as required, from the Requiring Office.  Upon completion of Task Order Award, the non-DITCO Contracting Officer will provide the DITCO Contracting Office with a copy of the Task Order Award and the Clinger-Cohen Act compliance certification.
The Requiring Office is responsible for providing to the Contracting Officer —

              (1)  Statements of Objectives, Performance Work Statements, Specifications, or Statements of Work that meet information assurance requirements as specified in DFARS Subpart 239.7102-1a;

              (2)  Inspection and acceptance contract requirements; 

              (3)  A determination as to whether the information technology requires protection against compromising emanations; 

              (4)  A determination as to whether the information technology being acquired constitutes a "mission critical" or "mission essential" capability as defined in DoDI 5000.2 Operation of the Defense Acquisition System.  

              (5)  If a "mission critical" or "mission essential" system is being acquired, an approved Acquisition Information Assurance Strategy document, approved by the Component CIO. (Ref. DODI 8580.1, Para. 6.4.1.)

              (6)  If for an Acquisition Category (ACAT) IAM, ACAT IAC, or ACAT ID program, an approved Acquisition Information Assurance Strategy document, approved by the Component CIO and formally reviewed by the DOD CIO. (Ref. DODI 8580.1, Para. 6.4.2.)


              (7)  Certification of compliance with the Clinger-Cohen Act, as required.  In addition, all IA or IA-enabled IT hardware, firmware, and software components or products incorporated into DoD information systems must comply with the evaluation and validation requirements of National Security Telecommunications and Information Systems Security Policy Number 11.  Such products must be satisfactorily evaluated and validated either prior to purchase or as a condition of purchase.  Evidence shall include a vendor’s warrant, in their responses to a solicitation and as a condition of the contract, that the vendor's products will be satisfactorily validated within a period of time specified in the solicitation and the contract.  Purchase contracts shall specify that product validation will be maintained for updated versions or modifications by subsequent evaluation or through participation in the National IA Partnership (NIAP) Assurance Maintenance Program, or the Common Criteria Recognition Arrangement (CCRA) Assurance Maintenance Program.”

DISA military and civilian personnel will be provided awareness, training and education commensurate with their respective responsibilities in accordance with DOD Directive, 8570.1-M, Information Assurance Training, Certification, and Workforce Management.  DISA’s Strategic Planning Initiative’s Information Assurance Office (SI34) is responsible for establishing and sustaining IA training, which can be accessed from http://iase.disa.mil .  That office will provide separate notification on any supplemental IA training that will be provided.

User’s Guide provisions shall be updated by reference for any changes to source documents.  Any new laws or policies applicable to IA subsequent to issuance of this contract will be incorporated in to the basic contract unilaterally without equitable adjustment.  Any equitable adjustment shall be assessed by individual task orders that may be affected by the change as applicable.

Additional IA guidance is located at Attachment 21.

19.  Internet Protocol Version 6 (IPv6)  APPLICABLE TO ALL CUSTOMERS
The Task Monitor (TM) developing Task Orders (TOs) for ENCORE II tasks must assess his/her task(s) for Internet Protocol version 6 (IPv6) compliance using the below criteria.  Once the compliance assessment has been performed, the TM will submit a statement with the Task Order (TO) requirements package being submitted stating that the compliance assessment has been performed and identifying the applicable criteria.  When submitting the TO, the TM must also submit a plan for how IPv6 compliance will be maintained through the life of the task order.  

a. Internet Protocol (IP) Convergence efforts: This is a general requirement applicable to any effort where considerations for IPv6 (vs. IPv4) are identified in the task statement.  There could be direct references using phrases such as "IP Convergence" or more generic phrases used in tasks focused on Internet transport networks that are based on Transmission Control Protocol/Internet Protocol (TCP/IP).  There could also be direct references to DoD networks or programs such as the Defense Information System Network (DISN), Unclassified but Sensitive IP Router Network (NIPRNet), Secret IP Router Network (SIPRNet), DoD Teleport System (a collection of telecommunications capabilities and distribution points), and/or the Global Information Grid (GIG). 

b. Information Assurance (IA) and security related efforts: This is a general requirement applicable to any effort containing an IA component, especially if there is a requirement to inspect network traffic.

c. Voice over IP and other real-time services efforts: self-explanatory.

d. Application layer services (e.g. Net-Centric Enterprise Services (NCES)), especially if the application relies upon Dynamic Host Configuration Protocol (DHCP), Domain Name System (DNS) and/or other services that are related to IP: self-explanatory.

e. DoD Information Technology Standards:  This is a general requirement related to the DOD Information Technology Standards Registry (DISR) and/or Internet Engineering Task Force (IETF) Request for Comments (RFCs).  As a rule of thumb, if a program has to abide by RFCs, it is likely to have to consider the IPv6 impact.

f. Global Grid Forum efforts: This is a general requirement directly or indirectly related to the Global Grid Forum that is defining Grid computing standards (e.g., future grid-based networking) that has established the rules for "IP version independence", i.e., they do not want to use IPv4 hooks that would preclude IPv6 in the future, or make it more difficult to migrate/transition to.
20. NetCentric.  APPLICABLE TO DoD CUSTOMERS ONLY.  As part of Attachment 1, Requirements Checklist, the TM must certify that the requirement complies with current DOD NetCentric Policy.  Net-centricity is the fundamental design principle of creating systems that create, support, and enable a geographically dispersed force to be knowledgeable and work in an environment of the massing of effects rather than forces.  Net-centric designed systems allow for links between dispersed operations and enable the creation of synergies in operations that are new to the battle space.  Net-centricity is the result of developers and users in the Military Services, Combatant Commands (COCOMs) and other Defense Agencies taking advantage of net-centric infrastructure and Net-Enabled Command Capability (NECC) community of interest products and services fielded by DISA, with the support and participation of these same Services, COCOMs, and Agencies.  Further information on NetCentric is contained in Section C and Attachment 6 to the ENCORE II contract.  The Office of the Assistant Secretary of Defense for Networks and Information Integration/Department of Defense Chief Information Office (OSD NII / DOD CIO) Net-Centric Checklist version 2.1.3, dated May 12, 2004 is available at:  TO BE PROVIDED

User’s Guide provisions shall be updated by reference for any changes to source documents.  Any new laws or policies applicable to net-centricity subsequent to issuance of this contract will be incorporated in to the basic contract unilaterally without equitable adjustment.  Any equitable adjustment shall be assessed by individual task orders that may be affected by the change as applicable.

21.  Scientific and Technical Information Program (STIP).  In support of the STIP, the TM shall conduct a review of existing reports in the Defense Technical Information Center (DTIC) library (www.dtic.mil ) before submitting any requirements than include the preparation of any new scientific, technical or management reports or studies.  Additionally, contractors will be required to provide a copy any such report or study to DTIC, when generated and funded through an ENCORE II Task Order.  

22. Common Mistakes. Attachment 16 is a useful checklist to help TMs ensure that their requirements package has been completed in accordance with these guidelines. It enables you to screen your package for the most common mistakes found in ENCORE II requirements packages, and may be used in conjunction with the ENCORE II Requirements Package Checklist and Certifications, it serves as a double-check to ensure your package is complete and clean.

CHAPTER 4
ORDERING PROCESS
1. General.

a. Fair Opportunity to be Considered. All products and services acquired under the ENCORE II contracts are provided through award of task orders by a DITCO-Scott (PL8) (or other authorized ordering office) (CO). ENCORE II TOs are awarded in accordance with the Federal Acquisition Streamlining Act (FASA) and FAR 16.505(b) requirements for “fair opportunity to be considered.” Specifically, FASA states that:

“...each awardee shall be provided a fair opportunity to be considered for each order in excess of $2,500. In determining the procedures for providing awardees a fair opportunity to be considered for each order, contracting officers shall exercise broad discretion and may consider factors such as past performance, quality of deliverables, cost control, price, cost, or other factors that the contracting officer, in the exercise of sound business judgment, believes are relevant to the placement of orders. Such procedures need not comply with the competition requirements of 48 CFR (FAR) Part 6. The contracting officer need not request written proposals or conduct discussions with multiple contractors before issuing orders unless the contracting officer determines such actions to be necessary.”

b. Types of Task Order Awards. There are two ways in which task orders can be awarded under the ENCORE II contracts. Awards can be made following a fair opportunity competition among all ENCORE II awardees, or as “sole source” when one of the exceptions to fair opportunity applies as listed below in paragraph 1.e..


c. Section 508 Determination for Task Orders. In 1998, Congress amended the Rehabilitation Act to require Federal agencies to make their electronic and information technology accessible to people with disabilities. Inaccessible technology interferes with an individual’s ability to obtain and use information quickly and easily. Section 508 was enacted to eliminate barriers in information technology, to make available new opportunities for people with disabilities, and to encourage development of technologies that will help achieve these goals. The law applies to all Federal agencies when they develop, procure, maintain or use electronic and information technology (E&IT). Under Section 508 (29 U.S.C. 794d), agencies must give disabled employees and members of the public access to information that is comparable to the access available to others. As a result, proposals submitted by vendors for task order requirements must first be evaluated to determine if they are in compliance with the law. The customer agency’s requirements official must complete the Section 508 Determination on the ENCORE II Requirements Checklist and Certifications, Attachment 1 to these guidelines. If any of the Technical Standards and Functional Performance Criteria are determined to be applicable to the acquisition, they must also be included in either Paragraph 13 of the SOW or Paragraph 15 of the PWS.   Information on Section 508 compliance can be obtained at http://www.ditco.disa.mil/asp/news/ntc_05_01.asp

(1) Section 508 Policy. An offer of E&IT shall initially be considered eligible for award only if it meets the applicable accessibility standards, as identified in the ENCORE II contract SOW. If no offer meeting all applicable provisions of the accessibility standards can be accepted without imposing an undue burden upon the agency, or if no offer fully satisfies all of the applicable accessibility standards, those offers of E&IT that meet some of the applicable standards will be considered eligible for award. These offers will be ranked and considered for award in the order that they best meet the accessibility standards. However, no lower ranked offer may be considered for award unless all higher ranked offers have been eliminated as imposing an undue burden on the agency. If all ranked offers have been eliminated, then offers that met none of the applicable accessibility standards may be considered eligible for award.


(2) Voluntary Product Accessibility Template. Refer to http://www.itic.org/archives/articles/20040506/voluntary_product_accessibility_template.php, which contains a template that can be used to assist Federal contracting officials in making preliminary assessments regarding the availability of E&IT products and services. The template lists all of the Section 508 standards and provisions. It also provides a form in which the requirements community can assess the degree that the product and/or service complies with Section 508 of the Rehabilitation Act.


(3) Section 508 Evaluation Procedure. Proposals will first be reviewed to determine if they meet the accessibility standards, after which they will be evaluated in accordance with the stated evaluation criteria to determine an award. Proposals will be screened to determine whether they fully meet, partially meet or fail to meet the accessibility standards. In the event that one or more offers are determined partially-compliant, based on the subjective judgment of the requirements official, documentation shall be included with the Selection Recommendation Document (SRD) describing which offer best meets the accessibility standards. Prior to award, the Task Monitor must document why the awardee was better at meeting the accessibility standards than the other offers.


d. Task Order Award Process. The typical ENCORE II task order award process, for awards not exceeding $10 Million, is illustrated below:
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Figure 4.1 – Task Order Award Process

e. Fair Opportunity Exceptions. The fair opportunity process must be used for all requirements unless one of the following FASA-defined exceptions applies. If an exception applies, indicate that exception on the Selection Recommendation Document (SRD) and include in the initial requirements package.  Any exception to fair opportunity must also be accompanied by an appropriate Justification and Approval (J&A) to Procure Using Other Than Full And Open Competition.  See Attachment 10 for an example.

(1) The agency need for services is of such urgency that providing such opportunity would result in unacceptable delays. Use of this exception requires a detailed, explicit justification that includes reasons why the usual ENCORE II processing average of 43 calendar days is unreasonable.


(2) Only one such awardee is capable of providing such services required at the level of quality required because the services ordered are unique or highly specialized. Consideration may be given to this exception when the SOW is required to be written in a manner that would reveal proprietary information of a specific single contractor such as a technical or intellectual solution, or a unique method of solving problems. This could alleviate the potential for “technical transfusion” as prohibited by FAR 15.610(e)(1). Use of this exception requires a detailed, explicit justification as to why the services that are being requested are in fact truly unique and that none of the other ENCORE II primes (and all of their subcontractor team members) are able to provide the requested product or service.


(3) The order should be issued on a sole-source basis in the interest of economy and efficiency as a logical follow-on to a TO already issued under this contract, provided that all multi-awardees were given fair opportunity to be considered for the original order. “Logical follow-on to a TO already issued under this contract” refers to TOs previously issued and for which at least a significant subtask has been completed, i.e., the follow-on order represents the next phase of tasks in an ongoing project. Attachment 10 provides a template for preparing a J&A document for a sole source logical follow-on procurement.


(4) It is necessary to place an order to satisfy a minimum guarantee. The guaranteed minimum for each contractor is $10,000.00. Each awardee is permitted to market one requirement and have it placed as a task order under the ENCORE II contract to satisfy the minimum guarantee, regardless of dollar amount.

2. Fair Opportunity Process. If you have a competitive requirement, do not send the SRD (Attachment 6) with your initial requirements package. Complete and forward it after proposals have been received and a contractor selection has been made. There are three parts to the fair opportunity process:

· The TM submits a final and complete requirements package to the CO.

· The CO requests proposals from all 26 prime contractors. If the requirements package cites a fair opportunity exception, only one proposal will be requested from the appropriate contractor.

· The TM and CO conduct a simultaneous technical and cost evaluation. When an exception does not apply, either a best value or lowest-price decision is made concerning which contractor will be awarded a task order. Upon completion of the evaluation and best value or lowest price analysis, the TM prepares a SRD Attachment 6. If your requirement is being competed, do not include the SRD within the initial requirements package; it is completed after proposals are received and a contractor selection is made.

a. Requirements Package. The TM assembles the requirements package, including all of the items listed in the ENCORE II Requirements Package Checklist at Attachment 1 and forwards the package to DITCO-Scott, electronically, by e-mail to encore2@disa.mil. Upon receipt, the CO will typically request a proposal within a day or two (depending on current workload). The TM will be furnished a copy of that request so the TM will know that the package has been received and the contracting process has begun. The CO will review the requirements package to ensure that it is:

· Complete in accordance with the formats and requirements specified in these guidelines.

· Compliant with the scope of the ENCORE II contracts. If a requirements package is determined by the CO to be outside the scope of the ENCORE II contract, or if the package needs significant re-work, the CO will return the package to the TM with an explanation of the reasons for return without action.

· Supported by sufficient rationale for use of a cited exception to fair opportunity. If, after review, the CO cannot approve the cited exception, the CO may request from the TM further documentation to support the exception. In the event the cited exception cannot be supported, the CO will either return the requirements package to the TM without further action, or compete the requirement among all 26 prime contractors.

Note that as you begin preparation of your requirements package that you keep in mind that since all prime contractors will have a fair opportunity to propose on each requirement, customers must be sensitive to any possible conflicts of interests (COI) in dealing with the various contractors. It is the Task Monitor’s responsibility to recuse himself/herself from participating in the selection process if he/she feels there is a COI as a result of an association with any of the ENCORE II contractors.  Consult your Office of Counsel for further instructions if you are unsure how to proceed.  Discussion on Conflict of Interest is also contained in the Task Order Guidelines, Chapter 3, paragraph 13.  

b. Draft Request for Proposals (DRFP).  ONLY APPLIES TO ORDERS ISSUED BY DITCO CONTRACTING OFFICES. 
The government intends to issues a Draft RFP for all Performance Based Acquisitions (regardless of estimated value), for all requirements with an estimated life cycle value that exceed $10 Million, and any other requirements upon request of the Task Monitor.  The draft RFP will provide the contractors additional time to review the requirement, and an opportunity to submit comments and request for clarification in advance of the final RFP being issued.  The anticipated timeframe for the draft RFP process is two weeks.  It will allow the contractors 1 week to provide comments on the draft RFP, followed by one week for the Government to review comments, incorporate changes to the RFP, as necessary, and release the final RFP.   For those task orders requiring a draft RFP, the normal processing timeframe depicted in Figure 4.1 will be extended by 14 days, or overall from 43 days to 57 days.  


c. Request for Proposals (RFP).


(1) Fair Opportunity Competitions.


(i) The CO solicits proposals from all 26 prime contractors by posting an RFP to the DITCO task order web page. The contractors are typically allowed 14 days to prepare and submit offers (may be more depending upon the complexity of the requirement). Each RFP will indicate the proposal due date, applicability of Section 508 standards, and the evaluation criteria including their relative importance. Technical proposals may be either written or presented orally, dependent upon the requirements of the customer. If oral presentations are used, the requirements package and the RFP will indicate the time and place for the presentations and what information the Offerors must present orally. Cost proposals must be always be submitted by the contractors in writing.


(ii) The contractors may request written clarification of requirements, evaluation criteria and proposal preparation instructions. Such requests for clarification must be sent to the CO by e-mail to encore2@disa.mil (or uploaded to the web site) by the date specified in the RFP letter. To avoid compromising the fair opportunity process, only the ENCORE II Contracting Officer may communicate verbally with the vendors concerning the RFP until after TO award. The CO will answer clarification requests by posting questions and answers in an RFP Amendment, available to all of the contractors. As a result of clarification requests, the CO will determine if any revisions to SOO, PWS or SOW requirements or evaluation criteria are required, and if necessary, issue an Amendment to the request for proposals. The CO may extend the proposal due date in the event that written clarification is not provided to the contractors in a timely manner.


(iii) Vendors must submit “no-bid” replies or complete technical and price/cost proposals no later than the proposal due date and time. “No-bids” must be submitted to CO either by upload or e-mail and must reference the tracking number specified in the CO’s letter request for proposal.


(2) Fair Opportunity Exception Applies. The contractor is generally allowed 14 days to prepare and submit a proposal. However, more time may be necessary based on the requirements. The proposal request issued by the CO will indicate the proposal due date. Both the technical and cost proposals must be submitted by the contractor in writing. The contractor and TM may communicate verbally to clarify SOO, PWS or SOW requirements, but may not discuss or otherwise negotiate price.


d. Proposal Preparation.


(1) Technical Proposal. Technical proposals can be provided in either written or oral format. Written technical proposals will be streamlined, normally no more than 10 pages (depending upon the complexity of the requirement), stating compliance with or exception to SOO, PWS or SOW requirements, risks, assumptions and COI issues. Proposals shall not merely restate SOO, PWS or SOW requirements. The technical proposal shall address, as a minimum:

· Technical Approach

· Key Personnel

· Quantities/hours of personnel by labor categories

· Other Direct Costs (ODCs)

· Risks

· Period of Performance

· Government-Furnished Equipment (GFE) and/or Government-Furnished Information (GFI)

· Security (including clearance level)

· Teaming Arrangement to include subcontracting

· Net-Centricity

· Information Assurance (IA)

· Systems Engineering (SE)

Oral presentations are particularly useful in situations where the offeror’s qualifications to perform the work or the offeror’s understanding of the requirement are the prime evaluation criteria.  Oral presentations are used to:

· reduce time and costs associated with the source selection process; 

· reduce proposal preparation costs; 

· allow all parties a more thorough understanding of the requirements; 
· improve the exchange of information between the Government and the offerors; 
· make customers feel more involved in contract selection and award; and 

improve the Governments ability to select most advantageous offer.

The use of oral presentations has the potential of significantly reducing the time and costs associated with the source selection process.  Such benefits can be realized by both government and industry.  Oral presentations avoid the trappings of lengthy written marketing pitches and essay writing contests.  In addition, certain types of written proposal information, particularly in the technical and management areas, are costly to prepare and time consuming to evaluate.  Many technical and management processes often may be better conveyed and understood when explained orally or demonstrated visually.   

(2) Cost Proposal. The cost proposal includes detailed cost/price amounts of all resources required to accomplish the requirement (i.e. man-hours, equipment, travel, etc.). As a minimum, the following data are provided:


(i) Firm Fixed Price (FFP)/Time-and-Materials (T&M). Identify labor categories in accordance with the contract’s Labor Rate Tables and the number of hours required for performance of the tasks. The contractor must provide complete cost proposals that include the identification and rationale for all non-labor and ODC cost elements and identify any GFE and/or GFI required for task order performance.


(ii) Cost Reimbursement. The contractor provides an original cost proposal to the CO with copies of sanitized cost proposals submitted to the TM. Sanitized cost proposals exclude proprietary data, but must include the total labor amount and cost breakout of all ODCs. CR cost proposals must include, as a minimum, a complete work breakdown structure (WBS) with labor categories and hours which coincide with the detailed technical approach, development of loaded labor rates (breakout of base rate and all indirect rates applied), and estimated costs and indirect rates for ODCs (supplies, equipment, travel, etc.).


e. Other Relevant Information. This information addresses other relevant information as required by the contract or requested by the TO RFP, as for example, in accordance with the COI clause of the ENCORE II contracts, Section H.3.

f. Evaluation.


(1) The contractor uploads (or e-mails) the technical and cost proposals for concurrent evaluation by the CO and TM. The CO will request that the TM perform a technical evaluation of the contractor’s technical proposal.


(2) When a fair opportunity exception does not apply, the TM conducts an evaluation based on the evaluation criteria.


g. Past Performance Information. TMs may obtain past performance information on the ENCORE II contractors by requesting such information from the CO. The CO will request that the TM is granted access to the Past Performance Information Retrieval System (PPIRS) or CPARS only if the TM is a member of a valid source selection team. Another, less informative, method for collecting past performance information is by linking to the prime contractors’ ENCORE II contract web sites. These sites contain information for each prime and their subcontractors about the type of work currently on contract, the management team in place, “success stories” of completed/ongoing work, and points of contact. TMs can obtain additional insight into the expertise and approaches inherent in the ENCORE II contract teams and can determine who might be contacted for additional information.


h. Technical and Cost Evaluation.


(1) If the initial technical evaluation reveals differences between the SOO, PWS or SOW requirements and the contractor proposal(s), discussions or negotiations between the Government and contractor may be necessary. The TM informs the CO that discussions or negotiations are required and the CO contacts the contractor to initiate the process. Only the CO may request additional information or revised proposals. Discussions or negotiations between the contractor and the TM may take place only with the concurrence of the CO.

(2) The Government is responsible for protecting proprietary information from unauthorized disclosure. Proprietary information is information contained in bid or proposal; cost or pricing data; or any other information submitted to the Government by a contractor and designated as proprietary. Any information a contractor considers proprietary must be marked as such in accordance with applicable law or regulation. All Government personnel involved in the administration and management of the ENCORE II contracts share in this responsibility. TMs are required to protect a contractor’s proprietary data and must notify the CO of any unauthorized disclosure.


i. Best Value Analysis (applicable when a fair opportunity exception does not apply).


(1) After proposals are received, they are evaluated and scored, depending on the basis of proposal evaluation that was chosen (see Chapter 3, Paragraph 8.c). If the requirement is primarily technically-sensitive, a best value trade-off analysis will better support the TM in determining which of the contractors, based on the TM’s evaluation of different contractors’ technical approaches, past performance and cost, represents the best choice to accomplish the work defined in the SOO, PWS or SOW. The TM assesses the contractors’ technical proposals as well as past performance and rates them against the defined evaluation factors. The TM then considers the different cost levels proposed and conducts a cost/technical trade-off to determine which contractor should be awarded the TO. In this scenario, the TM may determine that “best value” is represented by the contractor with the highest technical score, even if it is at a higher cost. If the requirement is primarily cost-sensitive, the TM should have chosen to evaluate proposals on a lowest-cost, technically acceptable basis and select the lowest-cost proposal that had been rated technically acceptable.


(2) In the event of multi-year task orders (i.e. those containing option year periods), the TM must use the entire life cycle cost in the best value trade off, unless it is otherwise specified within in the evaluation plan and vendors are made aware in the RFP letter, that only labor, or only base year costs, will be evaluated.

j. Selection Recommendation Document (SRD). Once the TM has completed the evaluation and has made a selection, or has determined that an exception to fair opportunity applies, a SRD must be completed. The SRD format is contained at Attachment 6. The SRD documents the results of the steps listed above, providing detailed rationale as to which of the ENCORE II prime contractors, given the information gathered and evaluated, represents the best value to the Government, given the nature of the requirement, or provides detailed justification for the applicable fair opportunity exception. Note that the completed SRD is considered “For Official Use Only – Source Selection Sensitive.”


k. Task Order Award.


(1) Notification and Award. The CO reviews the SRD and if in agreement with the TM, awards a task order to the contractor whose proposal has been selected. When a fair opportunity exception does not apply, the CO will also advise all competing contractors who have submitted proposals, but which were not selected, which contractor has been selected for award of the TO.


(2) Debriefings. Note that if a non-selected contractor has questions as to why the government did not select that company, the contractor may direct a debriefing request to the CO (the TM is available to assist regarding the technical evaluations). The CO may discuss why a contractor’s proposal was not selected in accordance with FAR 15.608 – Postaward Debriefing of Offerors.  However, the CO may not 1) discuss results of the other contractors’ proposals, 2) compare contractors’ proposals to each other, or 3) allow the contractor access to the SRD. Discussions concerning non-selected proposals may only focus on comparison to the Government’s requirements and stated evaluation factors. The point of the debriefing is to allow insight for the unsuccessful contractors to learn which aspects of the proposal was determined to be unacceptable or which may cause undue risk, as well as any parts of the proposal that were determined favorable, therefore providing a baseline for future success.


(3) Complaints. If any of the contractors not selected to perform the work believe they were not provided a fair opportunity to be considered or have any other related complaints, they may contact the designated contract Ombudsman described in Chapter 2, Paragraph 5.

(4)  Protests.  Per the Fiscal Year 2008 National Defense Authorization Act (H.R. 4986)(Public Law 110-181), Section 843, protests are allowed on Task Orders above $10 million.  Additional guidance will be provided in a future revision to the Federal Acquisition Regulation.
3. Task Monitor Assignment.

a. Once the contractor’s proposal has been reviewed by the Government and all pre-award issues have been resolved, the CO awards the TO by issuing a DD Form 1155 to the contractor. At that point, the contractor is authorized to begin work in accordance with the SOO, PWS or SOW. Additional details regarding TO award can be found in Section G.4 of the ENCORE II contracts.


b.  All Primary and Alternate Task Monitors (TM) listed on the SOO, PWS or SOW must be approved by the Contracting Officer and designated as such with a Task Monitor Designation Letter.  There will be separate letters for Primary and Alternate TMs.  This is a two-step process:  


1.  Primary TM and Alternate TM Nomination Letters (Attachment 18) are submitted with the initial requirements package.


2.  Primary TM and Alternate TM Designation Letters (Attachment 19) are issued at the time the Task Order is awarded.  


c. TM responsibilities are set forth in Chapter 5, Paragraphs 2 and 3.

d.  The Office of Federal Procurement Policy (OFPP) has issued Policy Letter 92-1 which deals with "Inherently Governmental Functions".  Information contained in this Policy Letter states that "an 'inherently governmental function' is a function that is so intimately related to the public interest as to mandate performance by Government employees. These functions include those activities that require either the exercise of discretion in applying Government authority or the making of value judgements in making decisions for the Government".  A copy of OFPP Policy Letter 92-1 is available at http://www.whitehouse.gov/omb/procurement/policy_letters/92-1_092392.html  


e.  TMs are procurement officials, responsible for preparation and definition of SOO, PWS or SOW requirements and the evaluation of vendor proposals.  The official responsibility to approve the work of contractors is a power reserved to Government officials.  It should be exercised with a thorough knowledge and understanding of the contents of documents submitted by contractors and a recognition of the need to apply independent judgment in the use of these work products. 


f.  The OFPP Policy Letter includes that "inherently governmental functions do not normally include contractors' providing technical evaluation of contract proposals or providing assistance in the development of Statements of Objectives, Performance Work Statements and Statements of Work." 


g.  The TM, and not contractor personnel, are responsible for providing information to the Contracting Officer that results in submission of a new requirements package, SRD, technical evaluation of a contractor’s proposal, etc.  Contractor personnel can be a part of this process, but they cannot make the final recommendation.  
4. Official Task Order File. Upon completion of proposal evaluation and selection of a contractor, the TM must assemble and maintain an official file of all documentation related to performance of the TO (SOO/PWS/SOW, SRD, deliverables, etc.). The TM must maintain this file until TO close-out.

5. Task Order Modifications. TO modifications are generally made to correct oversights or changes in conditions from the original TO. Modifications are appropriate to change administrative information; e.g., TM information, delivery date revisions, period of performance; and may be appropriate to add a limited amount of new work to a TO. However, if the proposed modification alters the scope of the TO, adds significant additional work or funding, substantially extends the period of performance, or incorporates other major changes, the CO will require the TM to submit a new requirements package in order to award a new TO. The CO makes the determination of whether a proposed change can be processed as a modification or if a new requirements package must be submitted. The TM must submit modification packages to DITCO-Scott by e-mail to ENCORE2@disa.mil.


a. Cost Modifications. The TM prepares a modified requirements package, which includes:

· A copy of the modified SOO, PWS or SOW, with all additions and changes marked by underlined text and all deletions indicated via Balloon Text in the margin or with strikeout text
· The “as of” date indicated on the SOO, PWS or  SOW, must be revised to indicate the date of the most recent change to the SOO, PWS or SOW

· IGCE reflecting increased or decreased funding

· Requirements Package Checklist

· New or amended funding document


b. No-Cost Modifications. For certain types of no-cost modifications, the prime contractor can initiate the modification package. The contractor prepares a letter to the CO, through the TM, stating the nature of the requested change and the reasons the modification is required. The letter includes signature/date blocks for TM approval. If the no-cost modification is necessary to support the reallocation of funds from direct labor to other direct costs or vice versa, the contractor will prepare a revised cost proposal (see paragraph c. below). If other changes are necessary, the contractor may be required to provide a revised draft version of the statement of work to the TM to support the suggested change(s). The TM provides approval directly to the CO, with a copy to the contractor. If the nature of the no-cost modification requires a revised SOO, PWS or SOW, the draft copy provided by the contractor will be updated by the TM and forwarded to the CO along with the approval letter. The CO receives the TM’s approval, and required supporting documentation. The CO then makes a determination that the package is acceptable to support the issuance of a TO modification. If it is determined that the package is not acceptable as submitted, the CO will hold discussions with the TM as to what is necessary to make the package acceptable. Examples of the types of modifications covered by this procedure include:

· Extension of the period of performance.

· Due date change for one or more deliverable by more than fourteen (14) calendar days.

· Labor remix; labor redistribution; or reallocation of funds between direct labor and ODCs.

This contractor-initiated process is the preferred process for simple no-cost modifications because it is faster and easier to process (the CO doesn’t need to request a proposal from the contractor but can award a unilateral modification). However, the TM can elect to initiate requests for no-cost modifications as they would for a modification described in Paragraph 5, above, rather than using this procedure.


c.  Revised Cost Proposals:  If an ENCORE II contractor is to submit a revised cost proposal for either a cost or no-cost modification, the revised cost proposal shall include the original cost proposal and the necessary revisions.  This is to allow the TM the ability to evaluate the changes that are contained in the revised cost proposal.
6. Ordering Offices. Contracting Officers at DITCO-Scott (PL8), DITCO-National Capital Region (PL6), DITCO-Pacific (PL7) and DITCO-Europe (PL5) are authorized to place task/delivery orders, and modifications thereto, against the ENCORE II contracts for any Military Service, DOD or other Federal agency. All orders processed by these DITCO offices will charge the current DITCO fee. The customer agency shall forward a funding document that covers the Independent Government Cost Estimate (IGCE) amount plus the fee.

a.  An external agency is defined as any contracting office that is outside of DISA as specified in Section G.8 of the ENCORE II contracts. External agencies are advised to review the guidance contained in Section G.8 of the ENCORE II contract and Chapter 3, Section 11.b. of these Task Order Guidelines for mandatory approval levels for their requirements.


b. Approvals, coordination, reporting, or oversight imposed by DITCO-Scott (PL8) on these external agency contracting offices are contained in Section G.8 of the ENCORE II contracts.  They are empowered to place orders in accordance with the terms and conditions of the contracts, task order guidelines, the FAR, DFARS (as applicable), and their own agency procedures.  The ENCORE II contractors are required to report various statistics on orders placed by external agencies as part of their Quarterly Progress Reports per Section C, paragraph 2.4.1. of the ENCORE II contract. 


c. The DITCO-Scott (PL8) Contracting Officers will not make judgments or determinations regarding task orders awarded under the ENCORE II contracts by an external agency contracting office. All of the task orders are negotiable and these issues must be resolved consistently with external agency procedures and/or oversight.


d. External agency contracting offices may contact the DITCO-Scott (PL8) Contracting Officers for guidance and assistance.


e. The external agency customer shall add the Contract Line Item Number (CLIN) set forth in Section G.8. of the contracts, entitled External Ordering Agency Fee, to add a 1% fee to each order placed under this contract. The contractor shall reject all orders placed by external agencies that do not include this CLIN.


f. The external agency customer shall not use any order numbers which are identified by using serial numbers beginning with 0001 thru 9999, which are reserved for DITCO-Scott (PL8). DoD agencies should use ordering numbers as specified in DFARS 204.7004(d)(2)(i). Non-DoD federal agencies may use any numbering system provided it does not conflict with either of these numbering systems.

CHAPTER 5
TASK ORDER MANAGEMENT
1. Program Level Management Supporting PEO-STS. DITCO-Scott (PL8) guides and monitors performance over the life of the ENCORE II contracts. Several tools and methods are employed to manage these efforts in close concert with customer monitoring and evaluation efforts. These tools include the following.


a. In Progress Reviews (IPRs). In coordination with PEO-STS, DITCO-Scott (PL8) may conduct IPRs for each contract periodically throughout the year. IPRs are designed to show the work accomplished and underway across functional and technical areas emphasizing the interrelationships between TOs to ensure the work is performed in accordance with approved standards, architectures and guidelines and is compliant with defining and analyzing requirements for attaining development of the GIG and to surface issues encountered during TO execution.


b. Steering Committee Meetings. The ENCORE II Steering Committee will provide a forum for overseeing the management of the ENCORE II contracts.  This shall include monitoring the contracts life-cycle ceiling, prioritization of tasks to be awarded under the contracts, dollar threshold of internal and external tasks and net-centric issues during the life of the contracts.  The Steering Committee shall meet to review contract ceiling, ENCORE II contract activity by customer and contractor and PBA statistics.  The committee shall be composed on representatives from various offices within DISA.


c. Quarterly Progress Report (QPR). The QPR is prepared by each contractor and submitted to the CO per Section 2.4.1. of the contract. It includes a summary of life-cycle, obligated and expended value of all TOs, task areas by customer, labor hours by labor category, percentage of PBA and by the other contract types TO, and narrative summary of any OCI issues. 

d. Task Order Tracking. DITCO-Scott uses a central tracking system called Contract Status System (CSS) to monitor task order status throughout the life cycle of performance. This information is available for reporting pertinent metrics to management. CSS is also used to determine when task orders are approaching completion to provide management insight for potential follow-on work.


e. Official Contract Files. The CO maintains the official file for each ENCORE II contracts and task orders issued against them. The file contains each TO, modifications, correspondence, invoices, performance evaluations and deliverables.

2. Task Order Management. The TM provides “front line,” day-to-day monitoring of the TO during execution. The TM must maintain an official file documenting all communications between the contractor and TM.  A copy of all actions or correspondence generated by the TM shall be furnished to the CO and all other interested parties having a need to know; consideration must be given to restrictions regarding proprietary data, as well as classified and business‑sensitive information. Should either the Primary or Alternate TM change during performance of the TO, the TM must notify the CO immediately via the submittal of a revised SOO, PWS or SOW and TM Nomination Letter Attachment 18.


a. Task Monitor Surveillance. The most important means for measuring contractor performance and ensuring successful TO completion is planned surveillance effort to verify that contractor performance is satisfactory and timely TO completion will occur. The CO doesn’t have the day-to-day relationship with contractor teams executing TOs that would allow meaningful surveillance. Therefore TMs are responsible for developing a surveillance plan that outlines the use of existing reporting tools and other methods of objective and subjective observations to track contractor performance, timeliness and quality of deliverables, etc. The plan does not need to be in a particular format but should list the subjective and objective measurements that will be used to assure timeliness, quality and reasonable cost results.


(1) Subjective measurements that affect performance and which can be viewed through day-to-day interaction include:

· Cooperation

· Problem Solving

· Problem Avoidance

· Correct Staffing Levels

· Adopted Efficiencies

· Effective Use of Office and Communication Tools

· Attendance

· Overall Professionalism


(2) Objective measurements include:

· Deliverables

· Correspondence

· Meeting Minutes

· IPRs

· Reporting


b. Acceptance and Evaluation of Deliverables. Section E of the ENCORE II contracts states that each task order will designate the individual responsible for inspection and acceptance, as well as the basis for acceptance. Rejection of deliverables must be documented in writing to the CO with recitation of the requirement and statements of how the contractor failed to meet those requirements. If rejection of any deliverable impacts acceptance of an invoice, the TM must ensure that all rejections are properly documented and provide notification to DISA Accounting and Finance Section (CFE811) within five (5) calendar days after the date of invoice receipt. In the event a TO deliverable requires C4I interoperability, inspection and acceptance criteria shall include that the requiring activity will obtain appropriate certification/accreditation, i.e. certification by the DISA Joint Interoperability Test Command.

In order to provide greater assurance that the Transmittal Letters and accompanying Contract Data Requirements List (CDRL) are properly stored in the contract file, the following web link is to be used by the ENCORE II contractors to upload Transmittal Letters and CDRLs to the ENCORE II Contracting Officer (as designated in the respective SOO/PWS/SOW).

https://www.ditco.disa.mil/dcop/public/asp/dcop.asp 
The process to upload Transmittal Letters and CDRLs, provided to the ENCORE II Contracting Officer, is similar to the process to upload proposals to the ENCORE II Web Site.  When using the above link, on the right hand side of the page is a column titled “registered Users Only”.  Click on the eighth link in this column, titled “Submit Invoice/CDRLs”. Once the User ID and password have been entered, select the contract number from the drop down menu, type in the Task Order number, attach the Transmittal Letter and/or CDRL and click “OK”.  A confirmation will be provided that the Transmittal Letter and/or CDRL was properly uploaded.

Transmittal Letters and CDRLs are to be provided to the TM according to the Iinstructions contained in the respective SOO/PWS/SOW.


c. Invoice Processing and Disbursement. Performance is documented through the contractor’s invoices. The contractor has an obligation to perform in an acceptable manner. The Government has an obligation to accept or reject that performance in a fair, reasonable and timely manner. The TM is responsible for reviewing invoices submitted by the contractor and verifying that the services and any other direct costs (ODCs) indicated were received and are acceptable.  Each Task Order will specify whether, or not, the invoices will be processed per Wide Area Work Flow (WAWF) Procedures.  
(1)  If WAWF procedures are not used, the TM makes the verification in writing that the services and any ODCs were received and are acceptable using the ENCORE II Task Order Invoice Review/Approval form, Attachment 9 within five (5) calendar days of invoice receipt; e-mail this completed form to invoicereceipt@disa.mil . If acceptance/rejection is not received from the TM within seven (7) calendar days, TM acceptance is assumed and the invoice will be processed for payment. The TM shall contact the contractor directly to obtain additional invoice copies if original invoices were not received by the TM. All payments for products and services provided under ENCORE II task orders are processed for payment through the DISA Accounting and Finance Section (CFE811) and made by the Defense Finance and Accounting Service (DFAS). See the ENCORE II contract, Section G.1, Preparation of Vouchers, for additional, detailed instructions.  


(a) Cost-Reimbursement and Time-and-Materials TOs Which Include Other Direct Costs (ODCs). The contractor will send the original invoice for services performed to DCAA, with a copy to the DISA Accounting and Finance Section (CFE811) and to the TM. If the prime contractor has a DCAA-approved accounting and billing system, typically only the first and final invoices will be routed through DCAA. Original invoices will be provided directly to DITCO with a copy to the TM. The DISA Accounting and Finance Section (CFE811) will forward a request for rejection or acceptance to the Primary and Alternate TM. It is the responsibility of the Primary TM and/or Alternate TM to review the invoices and provide receipt and acceptance feedback. If the TM does not raise a concern via e-mail to the DISA Accounting and Finance Section (CFE811) and the CO, the DISA Accounting and Finance Section (CFE811) will process the invoice for payment by DFAS.


(b) Firm Fixed Price and Time-and-Materials TOs for Labor 0nly. The contractor will send the original invoice for services performed to the DISA Accounting and Finance Section (CFE811), with a copy to the TM. It is the responsibility of the TM to review the invoice. The TM must forward a copy of the certified invoice to the DISA Accounting and Finance Section (CFE811), which in turn processes the invoice for payment by DFAS.


(c) Per information from the DISA Chief Financial Executive/Comptroller (CFE) effective 24 April 2006, no more than one line of accounting may be used per funding document unless instructions are included in the document specifying how subsequent billings and payments against the document are to be distributed.  Examples of such instructions are included in Attachment 20.  By limiting the lines of accouting on funding documents to one, or by specifying billing/payment instructions in those cases where multiple lines of accounting are required, this will create a win-win situation for our service providers, DFAS and DISA.  The billing and disbursing tasks for our service providers and DFAS will be made substantially easier and DISA’s financial records will reflect more accurately and timely disbursement information.

(2)  If WAWF Procedures are used,  contractors must submit payment requests in electronic form as stated in Section G.14 of the ENCORE II contract.  The contractor shall submit electronic payment requests and receiving  reports via WAWF-Receipt and Acceptance (WAWF-RA).  The contractor shall electronically route these documents in WAWF-RA to the Acceptor that is identified in the respective Task Order.  Information regarding WAWF-RA is available at https://wawf.eb.mil .  


d. Past Performance Evaluation. The TM is required to evaluate the contractor’s performance on a periodic basis. These past performance evaluations are made available to Government customers seeking to use the ENCORE II contracts, to the prime contractor who performed the work, and to Government organizations that need past performance information to conduct contract source selections. Evaluations are submitted to the Contractor Performance Assessment Report System (CPARS).  CPARS can be assessed at www.cpars.csd.disa.mil  When required, the TM will be prompted via e-mail to perform an evaluation. Permissions and passwords can be obtained by registering at the CPARS web site.


(1) As PBA is integrated into ENCORE II requirements, the TM will evaluate both the quality of the products and services delivered and the manner in which it is produced. Performance evaluations will serve as an incentive to contractors as ratings reflecting exceptional service, at lower cost, ahead of schedule will identify the contractors who will ultimately be awarded through the fair opportunity selection process.


(2) As TOs are awarded and completed, current performance reports will supersede past performance information contained in the original database. Actual total costs to perform the TO versus anticipated or should-costs estimated prior to TO award will be included as a factor in ENCORE II past performance evaluations. This factor will be expressed as a (+) or (-) percentage of the should-cost.


e. Task Order Close-Out. Upon task order completion, the TM shall:


(1) Forward a statement to the CO that the task order has been satisfactorily completed.


(2) Appropriately dispose of any GFE/GFI prior to the task order close-out. Refer to the Government Property clause in Section H of the ENCORE II contracts for further details.


(3) Dispose of any classified material received or generated by the contractor in accordance with applicable security regulations.


(4) Retain and/or dispose of the task order file and associated documentation following task order completion. Consult the DITCO-Scott Close-Out Team for proper disposition of documents prior to disposal at CloseoutRequest@disa.mil .


(5) For cost-reimbursement task orders, the contractor submits the final voucher for costs incurred (as accepted by the TM during TO execution). Along with the final voucher, the contractor must provide a completion letter indicating that all costs have been accounted for and billed. The final voucher is sent through normal channels for final payment in accordance with Section G.1, Preparation of Vouchers, of the ENCORE II contracts.

3. Task Monitor Appointment. All Primary and Alternate TMs must be approved by the Contracting Officer as stated in Chapter 4, paragraph 3 of these Task Order Guidelines. The TM is responsible for ensuring that the TO is administered properly and is responsible for performing the following:


a. Read the ENCORE II Contract. If you don’t have a copy of the ENCORE II contract, information about the contract and where to obtain a copy is available on the web at:

http://www.ditco.disa.mil/hq/contracts/encorIIchar.asp

b. Read the TO. Along with the contract, the TO is the basis on which the contractor will provide the IT support.  You will also find it helpful to review and keep in your records a copy of the contractor’s final technical and cost proposals that were incorporated by reference into this task order.


c. Read the ENCORE II TO Guidelines. These guidelines contain information you will find helpful in understanding roles and responsibilities and in establishing techniques for executing your TM responsibilities.


d. Establish Inventory Controls. As applicable, maintain and verify inventory listings of Government property (whether Government-furnished or contractor acquired) in the contractor’s possession to facilitate proper disposition of the property at contract close-out.


e. Excess MIPR Funds. The task order award obligates funds in the amount as stated on the order. Excess funds, if any, must be withdrawn via MIPR amendment so that DITCO-Scott (PL8) may return them to your organization for future use prior to funds expiring.

f. Ensure the Government Meets its Obligations to the Contractor.

· Provide any GFE and/or GFI specified in the TO SOO/PWS/SOW.

· Provide timely Government comment on, or approval of, deliverables specified in the TO SOO/PWS/SOW.

· Coordinate any applicable site entry for contractor personnel.


g. Monitor the Contractor’s Work.

· Ensure the contractor completes the requirements of the TO within the specified period of performance.

· Resolve technical differences not involving changes to the TO scope (all technical questions which cannot be resolved, any proposed alteration or changes to the TO scope, and all unresolved differences must be reported to the CO).

· Keep track of hours worked on tasks and costs (travel, materials, etc.) in order to verify monthly invoices.

· Initiate in writing to the CO notice of any changes needed in the TO SOO/PWS/SOW.


h. Receive, Review and Affect Disposition of Deliverables.

· Provide timely Government comment on, or approval of, deliverables specified in the TO SOO/PWS/SOW.

· Perform an evaluation of each deliverable.


i. Track and Verify Costs.

· Review invoices for acceptability to include verifying that the services indicated were received, hours listed are the actual hours worked, and the explanation that ODCs are correct.

· For invoices not submitted via WAWF, e-mail the Invoice Approval/Rejection Letter (Attachment 9) to INVOICERECEIPT@disa.mil. To comply with the provision of the Prompt Payment Act (PL 97-177) and to prevent the incurrence of interest penalties for late payment, the Invoice Approval/Rejection Letter must be e-mailed within five (5) calendar days after receipt of the invoice.

· Pre-approve and monitor travel performance under the TO.

· If WAWF procedures are used, comply with the guidance contained in of the ENCORE II contracts. 


j. Notify the Contracting Officer in Writing of Problems, Including:

· Any performance failure by the contractor.

· If you anticipate that the TO will not be completed on time.

· If you anticipate that the cost for completing the TO will exceed the amount authorized on the TO.

· Any indication that costs being incurred are not appropriately chargeable to the TO.


k. TO Close-Out. Make certain any classified material received or generated by the contractor is disposed of in accordance with applicable security regulations.


l. Record-Keeping. The TM is required to maintain records that sufficiently document performance under the TO. One file is unofficial and shall contain the documentation listed in paragraph l.(1) below and is for your use. The second file is an official file and shall contain the documentation listed in paragraph l.(2) below and shall be provided to the DITCO-Scott Close-Out Team upon TO completion.

1.  TM Unofficial File. This file should include a copy of this TM designation letter, a copy of the TO and all subsequent TO modifications; and a copy of each TO invoice reviewed, verified and forwarded for certification and payment.

2.  TM Official File. A copy of all correspondence between TM and the contractor and all written memorandums recording, in detail, any significant communications between the TM and the contractor (e.g., record of meetings or telephone conversations where the TM provided the contractor technical direction or interpretation under the TO).


m. Restrictions. There are certain things a TM is specifically not authorized to do.

· The TM is NOT authorized to negotiate terms or make any agreements or commitments with the contractor which will modify the terms and conditions or the scope of the work contained in the contract or in the TO. Such changes can be made only by the CO. If you have any questions about this appointment, contact the CO immediately.

· Ensure that the task order is NOT administered in a manner that makes it a personal services contract. A personal services contract is a contract that is administered in a manner that makes contractor personnel appear, in effect, to be Government employees. In a personal services arrangement, the relationship between the Government managers and contractor employees resembles an employer-employee relationship. In personal service situations there is relatively continuous supervision and control of contractor employees by Government employees. PERSONAL SERVICE CONTRACTS ARE EXPRESSLY PROHIBITED BY 5 USC 3109 and FAR SUBPART 37.1.

Appendix A
ENCORE II Prime Contractors and Task Area Descriptions
A list of all ENCORE II prime contractors, with links to their web sites, is maintained on the ENCORE II web site at http://www.ditco.disa.mil/hq/contracts/encorIIchar.asp  Prime contractors that were awarded contracts in the both the full and open category and Small Business Set-Aside category are listed below.  They are capable of performing task orders that encompass any or all of the twenty ENCORE II task areas and will be solicited for every competitive requirement to be awarded under ENCORE II. They are:

ENCORE II Prime Contractors
3H Technology – SB

AnviCom, Inc. – SB, SDB

Analytical Services, Inc. (ASI) – SB

BAE Systems Information Technology Inc. - LB
Booz Allen Hamilton, Inc. (BAH) - LB
CACI, Inc. – Federal - LB
Computer Sciences Corporation (CSC) - LB
Computing Technologies, Inc. (COTS) – SB, SDB, VOSB

Data Systems Analysts, Inc. (DSA) – SB

Electronic Data Systems Corporation (EDS) – LB

FemmeComp, Inc. – SB, WOSB

IBM BCS – Federal - LB
Jacobs Technology, Inc. _LB
L-3 Services, Inc. - LB
Lockheed Martin Information Services, Inc.; (LMIS) – LB

NETCONN Solutions – SB, WOSB

Northrop Grumman Information Technology (NGIT) – LB

Oberon Associates, Inc. SB, WOSB, VOSB, SDVOSB

Raytheon Company – LB

Pragmatics, Inc. – SB

Professional Software Engineering, Inc. (PROSOFT) – SB

Science Applications International Corporation (SAIC) – LB
Solers, Inc. – SB

Systems Research and Application Corporation (SRA) – LB
TranTech, Inc. – SB, WOSB

Unisys Corporation LB
Acronym Key:

LB – Large Business

SB – Small Business

SDB – Small Disadvantaged Business

VOSB – Veteran Owned Small Business

SDVOSB – Service Disabled VOSB

WOSB – Woman Owned Small Business

ENCORE II Task Areas
Task Area 1 - Enterprise IT Policy and Planning. This task area provides technical and programmatic support to assist departments and agencies with all aspects of planning, engineering, fielding and operating IT systems and resources.  It provides technical and programmatic support for review, analysis and coordination of processes, policy, doctrine, directives, regulations and implementation of instructions.
Task Area 2 - Integrated Solutions Management. The requirements of this task area include management and technical support for research, analysis recommendation and documentation of integration issues and approaches.  The issues and approaches considered under this area evolve from a variety of sources such as external audits, technical reports, Federal standards, operational policies and doctrines, technical guidelines and best practices..

Task Area 3 - Performance Benchmarking. This task area includes program, functional, technical and data benchmarking efforts and development of related benchmarking tools and methods for integration.  The contractor shall consider current and emerging technologies, information infrastructures and ongoing and future IT systems support.  This task area also provides for baselining of existing legacy systems, which is the first step in the selection of migration systems supporting functional activities.  The contractor shall develop a baseline inventory to show the “as-is” process and underlying information systems and technology.

Task Area 4 - Business Process Reengineering (BPR). BPR is an approach for improving organization performance and includes services needed to implement new or revised business or functional processes. BPR examines organization goals, objectives, structures/hierarchies, cultures, systems and roles for the purpose of executing a ground-up redesign for achieving long-term, full-scale integration.

Task Area 5 - Requirements Analysis. Design, develop, install, test and validate applications and databases to determine optimal cross-functional solutions for integration concepts and problems integral to the integration process. The contractor shall also develop schedules and implementation plans with definable deliverables, including parallel operations where required, identification of technical approaches and a description of anticipated prototype results.  The contractor shall also develop data collection tools, conduct surveys, hold meetings with customers, analyze data, and consolidate and refine user requirements.
Task Area 6 - Market Research and Prototyping. This task area includes research of current market conditions and provide solutions to prevent premature systems obsolescence.  Operate and maintain prototype applications and databases to determine optimal cross-functional solutions for integration concepts and problems integral to the integration process.
Task Area 7 - Information and Knowledge Engineering.  This task area includes development of information flow models across functional domains; functional data models; standardization and implementation of common data elements; prototyping, development and implementation of shared databases in standard/common/migration system or systems, data mining, and development of data migration strategies to identify the plans and processes for the transition of legacy data to shared data through the utilization of data standards.  This task area includes knowledge management support for Law Enforcement/Counterintelligence (LE/CI) activities, technical network analysis and operations support, information dissemination management/content staging, and technical and engineering efforts in support of the DoD GIG. 

Task Area 8 - Custom Application Development. Design, develop, document and test custom applications and their infrastructures including but not limited to technical support and documentation preparation and control.  Standard/ common/migration application development will generally occur through modification of one or several legacy applications and/or will be built primarily by use of commercial off-the-shelf (COTS) or mainline commercial products (MLCP) and services.
Task Area 9 - Product Integration. Integration strategies are structured processes to reduce the large number of legacy systems to a more manageable, cost-effective, standard number of standard/common/migration applications as the DoD, other Federal agencies, and state and local Governments transition to their target information architecture supporting interoperability and cross-functional data sharing. Integration strategies encompass those functional and operational activities required to develop plans and methodologies for the successful migration of legacy information systems, databases and infrastructure to an integrated environment.  Integration strategies attempt to examine all aspects of change to the organization resulting from functional process improvements and the selection of standard/common/migration applications.  The contractor shall choose an integration strategy that considers all integration management components in order to recommend a standard/common/migration system, provide cost and economic analyses supporting the migration strategy, identify and evaluate risks inherent with the proposed strategy and provide a tentative implementation plan.

Task Area 10 - Test and Evaluation.  This task area includes technical support to early operational assessments, developmental testing, operational testing, and evaluation of IT systems.  The nature of the Testing Directorate (TE) mission is all inclusive and the unique support requirements will be detailed in individual task orders.  
Task Area 11 - Asset Management.  This task area includes maintenance and support to control the entire asset life-cycle, from procurement to retirement, that includes applications, license agreements, IT systems and hardware, as well as IT support equipment such as video teleconferencing (VTC) operations.  Provide asset inventory and asset tracking services that track the financial aspects of an asset to include cost and depreciation as well as contract management aspects to include leases, maintenance agreements and service contracts.

Task Area 12 - Communications Engineering.  This task area addresses network engineering for programs, labs and command systems, as defined in individual task orders.  It includes network design, network policy dissemination, performance monitoring and fault management, which includes networks, servers, applications and force generation databases; collection of operational performance statistics, data analysis, identification of potential problems, and recommendation of engineering solutions for these problems; network architecture design and development of implementation options in conformance with specified guidelines; network engineering for Internet protocol (IP) convergence and integrated voice, data and video communications systems; network technologies and capabilities; and review and update of system and network management CONOPS.  This also includes provision of a control point to resolve and implement local area network (LAN) configuration issues and equipment hookups; analysis, isolation and coordination of corrective action for communications related problems; configuration of communications equipment to satisfy specific test bed requirements of the user; and provision of networking capability for customers to ensure customers are isolated from each other to prevent unintentional harmful actions of one customer from impacting other customers.  This effort may include engineering efforts for defensive actions necessary to prevent unauthorized access that could impact the performance of the GIG and its end users.  The effort may also provide technical coordination for communications engineering requirements, for example in transitioning from LAN to metropolitan area network (MAN) and wide area network (WAN) connectivity.

Task Area 13 - Security Engineering Certification and Accreditation.  This task area addresses planning, design, development, testing, demonstration, rapid prototyping, integration, site survey, installation, operation and maintenance of C2 communications, displays, firewall/guards, intrusion detection systems and information sensors of computer/network systems and infrastructure operations.  This includes the protection and sustainment of the information assurance requirements for system and information availability, access control, integrity, confidentiality and non-repudiation; protection of the operating environments and software, including network, operating systems and databases; integration and implementation of information assurance features for client-server and web enterprises; participation in the planning and performance of Security Test & Evaluation (ST&E), Modified Developmental Tests (MDT), and other testing scenarios; support for implementation of user, server and object certificates and other identification and authentication infrastructure elements; and support for DoD Public Key Infrastructure (PKI) implementation strategies.

Task Area 14 - Telecommunications Support.  This task area includes providing value-added telecommunications support to improve information technology systems by enhancing form or content or by providing for more efficient storage and retrieval.  This effort may include shall design and install wireless and microwave technology when appropriate and as specified in individual task orders.

Task Area 15 - Computer-Telephony Integration (CTI).  This task area includes providing computer telephony (use of computers to manage telephone calls).  This includes computerized services of call centers, such as those that direct phone calls to the correct department or office.  CTI also includes the ability to use a personal computer to initiate and manage phone calls.  

Task Area 16 - Web Services.  This task area includes providing web design and maintenance services consisting of programming, data, human resources Web services design, development, and maintenance activities.  This may also include foundational components for Service Oriented Architecture (SOA) such as:  architecture definition and guiding principles, governance structures and processes, and development tools and methodologies.  Web development support may include design and development of web-based tools for enhanced network visibility and defense.

Task Area 17 - Operations Support.  This task area includes providing support services for all aspects of installing approved standard/common/ migration applications/systems.  All services provided under this task area shall use and be integrated with approved DoD and Federal standard communications, security, data and other defined technical specifications.  Applications shall be integrated with existing infrastructure or built with new infrastructure in compliance with approved DoD and Federal standards and architectures.  Tasks within this area include but are not limited to planning, controlling, overseeing and conducting successful installation, development and/or conduct of initial training, conversion and acceptance testing of migration applications.  

Task Area 18 – Hardware.  This task area provides for acquisition of IT equipment including, but not limited to, servers, central processing units (CPU), disks, disk drives, display screens, keyboards, printers, boards, memory, chips, tapes and tape drives, secure wireless solutions, hubs, transceivers, terminal servers, desktop and laptop computers, personal digital assistants (PDA) and ancillary peripheral hardware.  Hardware delivered under this contract, as appropriate, shall include all controllers, connectors, cables, drivers, adapters and other associated hardware and software required for operations, as provided by the Original Equipment Manufacturer (OEM).  Hardware acquired under ENCORE II shall be incidental to the implementation of the net-centric IT solution.

Task Area 19 – Software.  This task area provides for acquisition of software including, but not limited to, applications, operating systems and licenses.  The contractor shall provide a complete solution for all software including any component necessary for integration.  For large or ongoing programs, where multiple purchases of software are made, typically the latest software version is installed, however the software being delivered must be of the identical version control numbers unless the Government agrees that mixed versions are acceptable.  Software and licenses acquired under ENCORE II shall be incidental to the implementation of the net-centric IT solution.

Task Area 20 – Managed Services.  This task area provides for acquisition of managed services.  Specific service elements may include computer room production capacity, application maintenance, configuration management, network support, performance monitoring and tuning, system backup and recovery, database management, storage management, data protection and management, help desk, system operations, infrastructure facilities, and information security.  In the provision of managed services, the components used by the service provider may include, but are not limited to, facilities, hardware and software, network connectivity, labor, and other infrastructure.
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