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CHAPTER 1

GENERAL INFORMATION

I.  OVERVIEW

1.  The U.S. Army Training Support Center (ATSC), Individual Training Support Directorate (ITSD), Fort Eustis, VA, in support of The Army Distributed Learning Program (TADLP), collectively, the ‘Customer’, needs to provide continued training tools and deliverables which contribute to the development of distributed learning products for the Army.  This effort is intended to be a new solicitation but is also a replacement contract, for the purpose of continuing support in the areas of development and distributed learning for the U.S. Army Training and Doctrine Command (TRADOC) schools. 

The contractors shall provide Analysis, Design, Development, Implementation and Evaluation (ADDIE) training and education in accordance with the Systems Plan to Training process as described in TRADOC Regulation 350-70, Systems Plan to Training Management, Processes and Products.  This requirement is performance–based with a Performance Work Statement (PWS) stating the required services to be provided.  Services are specifically identified in the PWS and require the Contractor to provide quality services and deliverables in accordance with all specifications detailed in the PWS.  Training and education products ordered under these task orders will include courseware; reusable content objects (reusable computer or web delivered objects such as animation, 3D models, gaming scenarios for use as part of a course and reuse as needed in other courses), analysis products such as critical task analysis reports, training task data, learning objective data and knowledge and skills analysis data; and other training and education products such as scripts, narration, graphics, animations, lesson plans, training support packages and student guides.  These contracts provide for many on-going initiatives and future development efforts to produce a coherent, integrated network of systems and strategies to ensure Soldiers and units are trained to meet Army needs.  The Army Training System shall produce a full range of Training and Educational (T&E) products, services and simulation.  These contracts will be used by the Army to develop T&E products for The Army Distributed Learning Program (ADLP). The ADLP provides T&E, which can be delivered anytime and anywhere, with or without an instructor.  Requirements as to deliverables will be described in detail in the PWS and in subsequent task orders, and will be included in the solicitation and resultant contract(s). 

     2.  CAPDL Services contracts were solicited and awarded in coordination with the Small Business Administration (SBA) in accordance with (IAW) competitive 8(a) procedures.

II.  PURPOSE
The CAPDL Ordering Guide contains the information needed to properly use the Multiple Award ID/IQ contracts to award task orders responsive to the Ordering Office’s requirements.  The Ordering Guide also describes the steps for preparing a requirements package, the roles and responsibilities for managing the CAPDL Task Orders (TO), and guidance, oversight and review, and approval procedures.
III.  APPLICABILITY

The CAPDL Ordering Guide is applicable to all organizations delegated authority to award and administer task orders against the CAPDL Multiple Award IDIQ contracts.
IV.  SCOPE

CAPDL is a Multiple Award ID/IQ, task order (TO) driven contract awarded for five years (base year and four, one-year option periods). The CAPDL contract will provide support services for Army operations customers in the following requirements areas which follow the TRADOC ADDIE process outlined in the TRADOC Regulation 350-70:

Requirement 1:  Analyze

Requirement 2:  Design

Requirement 3:  Development

Requirement 4:  Implementation 

Requirement 5:  Evaluation
Requirement 6: Train the Government Training Developer (TTGTD)
Requirement one: Analysis - Analysis determines the nature and content of the training or education requirement, identifies the target audience, and provides information to facilitate rational decisions concerning development of training programs. Analysis involves observation, research, data/materials collection, weighing variables, and making decisions. There are many different types of analysis provided under this contract: Analysis of or determination of government furnished information, individual task analysis (identification of task, recommended media and level of interactivity), media analysis.  

Requirement two: Design – The design of interactive multimedia instruction (IMI) which addresses one or more of the human senses, to maximize learning.  Design of course materials, presented or controlled by a computer, that use multiple inputs to register learner responses and multiple requirements for recording learner responses, as a primary means of demonstrating mastery of a task, supporting skill, or knowledge.  IMI is a type of Interactive Courseware (ICW), and is also called CBI, CBT, and Web Based Training (WBT).

Requirement three: Development - The actual programming, or authoring, of interactive multimedia instruction.  

Requirement four: Implementation – Testing and fielding of the final product for delivery on Army systems. 

Requirement five: Evaluation – validation of educational or training efficacy and technical compliance and playability.
Requirement six: Train the Government Training Developer (TTGTD) – up to two days of training for the government training developer to assist in understanding how to maintain contractor developed content. (not required for all TOs)
The contracts and detailed descriptions of all task areas can be found on the Army Training Support Center, The Army Distributed Learning Program web page:  www.atsc.army.mil/tadlp.
V.  ORDERING PERIOD

The CAPDL multiple award ID/IQ contract provides for a five year ordering period (base period plus four one-year option periods).  Performance under task orders or associated options may extend beyond periods below.  However, a task order may not have a period of performance extends beyond 10 years from the date of award of the basic contract (7 December 2021).  The CAPDL provides for a base ordering period and four on-year options periods included as follows:
Base Year:

8 December 2011 – 7 December 2012

1st Option period:
8 December 2012 – 7 December 2013
2nd Option period:
8 December 2013 – 7 December 2014
3rd Option period:
8 December 2014 – 7 December 2015

4th Option period:
8 December 2015 – 7 December 2016
VI.  PERIOD  OF PERFORMANCE FOR TASK ORDERS
Performance under task orders or associated option periods may extend beyond the ordering period above.  However, a task order MAY NOT have a period of performance that extends beyond 10 years from the date of award of the basic contract 7 December 2021. 
VII.  PROGRAM CEILING

The CAPDL Multiple Award ID/IQ contracts have a collective ceiling of $371,000,000 that will be measured against “all” task orders awarded over the five (5) year contract life.  Prior to the initiation of a task order, ordering activities should contact the Administrative Contracting Officer or the Contract Specialist to verify remaining ceiling capacity.

VIII.  AUTHORITY TO PLACE TASK ORDERS

All requests for task orders will be submitted to the TRADOC Capability Manger, The Army Distribute Learning Program (TCM-TADLP) and placed by the Mission and Installation Contracting Command (MICC), Mission Contracting Office (MCO) – Fort Eustis, VA.  Questions regarding organizations authorized to submit Requests for Task Orders against these contracts should be directed to the Administrative Contracting Officer or the Contract Specialist.

IX.  FEE FOR USE
There is no fee for the use of the contract by any activity or agency authorized to submit Task Order Request (TOR) under these contracts.

CHAPTER 2

ROLES AND RESPONSIBILITIES
I.  PROCURING CONTRACTING OFFICER:
The Administrative Contracting Officer (ACO), located within the MICC MCO – Ft Eustis is responsible for the administration of the CAPDL Multiple Award ID/IQ master contracts and the following:
· Serving as point of contact for CAPDL customers;
· Providing information regarding the services available under the contracts;
· Providing the administrative procedures for placing orders, contract administration, and issuing contract modifications to the master contracts;
· Establishing and maintaining central contract files and databases, as appropriate;
· Gathering semi-annual usage data from the field and reporting to the Deputy Assistant Secretary of the Army Policy and Procurement (DASA P&P);
· Tracking and reporting contract level metrics;
· Ensuring the task order requirements are within the scope of the contract;
· Ensuring that the contractor Manpower Reporting requirement is a part of the service acquisition requirements package and that the requirement is included in the PWS of the resultant task order;
· Ensuring that the requirement to monitor the contractor’s reporting of the required information obtained for the Contractor Manpower Reporting is included in the COR appointment letter;
· Complying with the fair opportunity for consideration requirement and competing all task orders among the CAPDL Multiple Award ID/IQ contractors;
· Ensuring that Quality Assurance Surveillance Plans (QASP) and appropriate metrics are provided with each task order request;
· Assembling the Technical Evaluation Board (TEB) to evaluate contractor proposals

· Coordinating task order requests and obtaining approvals prior to task order execution; and
· Preparing a Performance Assessment Report, as required.
II.  MISSION AND INSTALLATION CONTRACTING COMMAND, PRINCIPAL ASSISTANT RESPONSIBLE FOR CONTRACTING (PARC)
The MICC PARC is responsible for review, approval, overall guidance, and oversight of all task orders and procedures in accordance with acquisition regulations and the designated thresholds as outlined in Chapter 5, Paragraph A, of the Ordering Guide.  The PARC Office is responsible for the following:

· Contracting Authority and Agency lead
· Reviewing, processing, and providing approvals and guidance for task orders in excess of $50 million
· Simplifying, standardizing, and streamlining the process 
· Analyzing the adequacy of tools and training
· Sharing lessons learned 
· Disseminating Army Contracting Command (ACC) and MICC Policy
· Ensuring competition 
III.  TASK ORDER OMBUDSMAN
The ombudsman is a senior agency official at the MICC PARC staff who is independent of the Administrative Contracting Officer.  The Ombudsman is delegated authority to:

· Review concerns and complaints from contractors;

· Ensure contractors are afforded a fair opportunity to be considered;

· Render responses to concerns and complaints from contractors; and,
· Require the Task Order Contracting Officer to take corrective action, which may result in re-competition of a task order if fair opportunity was not provided to all contractors.

If the Administrative Contracting Officer does not agree with the Ombudsman, the matter will be decided by the MICC PARC.   

IV.  TASK ORDER CONTRACTING OFFICER REPRESENTATIVES
The COR will be appointed in writing by the ACO. The specified delegations will require CORs to ensure that the contractor’s performance is properly documented and that required reports are provided to the contracting activity for contract administration, monitoring purposes, and the official contract file.
· Verify that the contractor performs the technical requirements of the contract in accordance with the contract terms and conditions of the performance work statement.
· Perform, or cause to be performed, inspections necessary to verify that the contractor has corrected all deficiencies.
· Monitor the contractor's performance.  Notify the contractor of deficiencies observed during surveillance and direct appropriate action to correct the known deficiency. Record and report to the KO all incidents of faulty or nonconforming work, delays or problems. 
· Submit a monthly report concerning performance of services rendered under this contract.
· Maintain liaison and direct communications with the contractor. All documents pertaining to this contract shall be signed as "Contracting Officer's Representative" and a copy shall be furnished to the KO.
· Ensure that the government meets its contractual obligations to the contractor. This includes but is not limited to GFP, Government Furnished Equipment (GFE), and/or government furnished information (GFI) that is required by the contract.
·  Ensuring the task order requirements are within the CAPDL contract scope

· Ensuring that Contractor Manpower Reporting (CMR) requirement is a part of the request for task order response requirements package and that the requirement is included in the PWS of the resultant task order
· Ensuring that the requirement to monitor the contractor’s reporting of the required information obtained for the CMR is included in the Contracting Officer’s Representative’s appointment letter

· Complying with the fair opportunity for consideration requirement and competing all task orders among the CAPDL contractors

· Ensuring that Quality Assurance Surveillance Plans and appropriate metrics are provided with each order request

· Coordinating task order requests with the PARC or MCO – Fort Eustis points of contact, as required, and obtaining approvals prior to execution

· Preparing a Contractor Performance Assessment Report, as required

· Submitting a semi-annual report to MCO – Fort Eustis regarding contractor performance and ceiling usage 
· The COR does not have the authority to award, agree to, or sign any contract (including delivery orders) or contract modification(s), or in any way obligate the payment of money by the Government.
V.  TASK ORDER ALTERNATE CONTRACTING OFFICER’S REPRESENTATIVE (ACOR) 
The appointment letter will specify the ACORs responsibilities and authorities.  The contractor will be provided a copy of the executed appointment letter.   The specified delegations will require CORs to ensure that the contractor’s performance is properly documented and that required reports are provided to the contracting activity for contract administration, monitoring purposes, and the official contract file.
The Alternate CORs at the proponent locations will coordinate with the TCM-TADLP/CORs to ensure proper contract management and oversight by filling the following functions and those functions as outlined in the COR appointment letter.    

· Provide doctrinal guidance to the Contractor on the requirements as set forth in the TO.  

· Review deliverables and provide accurate, documented, and timely information to the TCM-TADLP/CORs.

· Review and validate the Contractor Monthly Status Report (MSR) with information on performance and progress against the QASP and provide a signed/dated 1st page to within 48 hours of receipt to authorize the TCM-TADLP/COR to process invoices for payment.

· Notify the TCM-TADLP/CORs immediately if it appears the contractor is changing the scope of the contract or delivery schedules. 

· Direct all questions, comments, requests for additional information on contract content, deliverables, etc., to the TCM-TADLP-CORs who will coordinate with the KO.

· Conduct inspections and accept supplies or services specified for this task order.

· Promptly reject, in writing, all work that does not comply with the TO Quality Assurance Surveillance Plan (QASP) requirements and report this and all discrepancies to the KO ‘via the TCM-TADLP/CORs’ and indicate if corrective action must be forwarded to the contractor in writing. Ensure the contractor takes the appropriate corrective action to resolve the discrepancies in a reasonable amount of time.  

· Notify the TCM-TADLP/CORs of any contractor’s change of status (i.e., termination, retirement, contract expiration).  Retrieve contractor’s CAC and return it to the nearest RAPIDS/ID Card site for proper disposition.  These procedures are necessary to track and ensure quality assurance for the contractor’s CAC stored in the CVS database.  Upon notification to the ATSC-CORs and TAs, the contractor’s CAC status will be revoked in the CVS.

VI.  CONTRACTORS
The CAPDL prime contractors are:

Akima Infrastructure Services LLC
Angelo Group INC., The

Cogar Group LTD, The

Craig Technologies

Delan Associates Inc.

Information Experts Inc.

Kebridge Technologies Inc.

Nangwik Services LLC

At contract award, the CAPDL prime contractors will be provided contract information to include the contract numbers, mailing addresses, points of contact, telephone numbers, and e-mail addresses of the ACO and Contract Specialist.  Contract awardees will all be technically qualified and will have satisfied the full competitive and past performance requirements of the basic CAPDL Multiple Award ID/IQ award process.  The contractors are responsible for the following: 
        
·  Submitting deliverables (IAW the PWS) of the master contracts to the ACO/COR that cover task orders and contract status as specified in the master contracts;
·  Ensuring that performance and deliverables meet the requirements set forth in the master contracts and individual task orders;
·  Performing work and providing the services in accordance with the terms and conditions of the task order and prescribed levels of quality control;
·  Submitting a proposal in accordance with the request from the Ordering Office; and 
·  Collecting and reporting data for the Contractor Manpower Reporting requirement (See Section 16. of the basic contract entitled “Reporting of Contractor Services and Manpower”).
CHAPTER 3

THE REQUIREMENTS PROCESS AND PLACING ORDERS
I.  ACQUISITION PLANNING

An Acquisition Strategy has been approved at the Multiple Award ID/IQ contract level; therefore acquisition strategy documents are not required at the individual task order level.
II.  PERFORMANCE-BASED WORK STATEMENT

The PWS shall be performance-based, shall identify the customer’s entire needs, and shall address those needs with statements describing the required services in terms of output.  The requirements/standards should not be presented in such a manner that limits fair opportunity to ‘compete’ for the task order and should not impose requirements that are not specifically required to ensure successful satisfaction of the task order requirements.  The requirements/standards should be stated in clear, concise, easily understood and measurable terms.  Detailed procedures should not be included that dictate “how” the work is to be accomplished; rather, the requirements should allow the contractor the latitude to work in a manner suited for innovation and creativity.  At a minimum, the PWS should address the work to be performed, location of the work, period of performance, delivery schedule, applicable standards, acceptable criteria, and any special requirements (i.e., security clearances, travel, reports/deliverables, unique or professional qualifications, special knowledge, etc).  (See FAR 37.102(a) and Subpart 37.6 for additional requirements for Performance-Based Contracting).
III.  FUNDING

Funding shall be authorized at the TO level and shall be deemed appropriate for the services to be acquired.  As noted in Chapter One, paragraph V, the services performed for these TOs have been determined to be non-severable.  No unfunded task orders are authorized.
IV.  TASK ORDER TYPE
The types of task orders that are authorized for use under the CAPDL Multiple Award ID/IQ are Firm-Fixed Price with reimbursable line items for travel.  Task orders will be solicited, negotiated, and awarded as unilateral orders.
V.  SECURITY REQUIREMENTS
Contractors shall conform to all security requirements as specified in each task order and as detailed in the DD Form 254 included with the master contract and each task order as needed.  A complete booklet with instructions on how to prepare and submit a DD Form 254 to obtain security clearances up to Top Secret can be found at:  http://www.classmgmt.com/Resource/files/DSSA_Guide_DD254.pdf.  Surveillance of DD 254 requirements will be executed at the task order level.
VI.  FAIR OPPORTUNITY

IAW FAR 16.505(b)(1) – Indefinite Delivery Contracts – Ordering – Orders under Multiple Award Contracts, the ACO must provide each CAPDL Multiple Award ID/IQ contractor a fair opportunity to be considered for each task order exceeding $3,000, except as provided for at FAR 16.505(b)(2) – Orders under Multiple Award Contracts - Exceptions to Fair Opportunity Process.  IAW DFARS 216.505-70 - Orders Under Multiple Award Contracts, each order exceeding $150,000 shall be placed on a competitive basis in accordance with paragraph DFARS 216.505-70(c) - Orders Under Multiple Award Contracts – Orders Exceeding $150,000, unless this requirement is waived on the basis of a justification that is prepared and approved and includes a written determination that:  (1) A statute expressly authorizes or requires that the purchase be made from a specified source or; (2) One of the circumstances described at FAR 16.505(b)(2)(i)(A) through (E) applies to the order. Follow the procedures at DFARS Procedures, Guidance, and Information (PGI) 216.505-70 if FAR 16.505(b)(2)(i) (B) or (C) is deemed to apply. 
· The DFARS standard for competition is met only if the contracting officer: (i) provides a fair notice of intent to make the purchase, including a description of the supplies/services and the basis for the source selection, to all contractors offering the required services under the multiple award contract and (ii) affords all contractors responding to the notice a fair opportunity to submit an offer and have that offer fairly considered.
· Any order exceeding $150,000 that is not placed on a competitive basis must be supported by a Limited Source Justification that is prepared and approved IAW FAR 8.405-6.
· The authority for the Limited Source Justification is FAR 16.505(b)(2) and DFARS 216.505-70(b), and the document must include a written determination that a statute expressly authorizes or requires that the purchase be made from a specified source, OR that one of the circumstances at FAR 16.505(b)(2)(i) through (iv) applies.  See PGI 216.505-70.
· In accordance with DFARS 216.505-70, approval requirements for the Limited Source Justification are set forth in FAR 8.405-6(h).  The thresholds mirror those established in FAR Part 6.
· Sec 843 of the NDAA for FY08 created stricter guidance regarding what constitutes “fair opportunity” when competing task and delivery orders that exceed $5M.  At this dollar threshold, contractors must receive disclosure of the significant factors and sub-factors, and their relative importance.  Unsuccessful contractors must also be given the opportunity for a post-award debriefing (see FAR 16.505(b)).
The competition requirements in FAR Part 6 and the policies in FAR Subpart 15.3 DO NOT APPLY to the ordering process.
VII.  ORDERING PROCEDURES

When ordering services over $150,000, the ACO shall follow the policies and procedures in the Defense Federal Acquisition Regulation Supplement (DFARS) PGI 216.505-70, Orders for Services under Multiple Award Contracts.  DFARS 216.505-70 procedures take precedence over all other ordering procedures.
VIII.  TASK ORDER REQUEST (TOR)
The ACO will solicit responses to requirements from CAPDL Multiple Award ID/IQ contractors in written form (email).  A TOR for proposal or other communication tool should be prepared and issued for each task order requirement.  Orders must clearly describe all services to be performed or delivered so the full cost or price for the performance of the work can be established when the order is placed.  Orders shall be within scope and in accordance with all contract terms and conditions.
The TOR and supporting documents should clearly define:
· The requirement Performance Work Statement (PWS), applicable workload data, Performance Requirements Summary (PRS), Quality Assurance Surveillance Plan (QASP), DD254, etc;
· Instructions to Offerors for submissions in response to the request and order placement procedures that will be employed;
· The Basis for Award that will be used to select a contractor, as well as Evaluation Criteria that will form the award decision.
· Additional clauses/provisions unique to the task order; and
· Period of Performance (POP).
The ACO may exercise broad discretion in developing the most appropriate order placement procedures.  Formal evaluation plans or scoring of offers are not appropriate for orders competed under the CAPDL Multiple Award ID/IQ.  ACO’s should consider the nature of the requirement, the value of the requirement, the duration of the requirement, the extent of existing information (e.g., past performance information, existing quality control plans, etc), and the extent of information requested when determining the order placement approach, submission requirements, and response time.  The Contracting Officer should keep submission requirements to a minimum.  Ordering Offices should strive to minimize the contractor’s proposal costs associated with responding to requests for specific task orders.  Streamlined evaluation approaches are encouraged.  Information from offerors should be tailored to the evaluation criteria and should be sufficient to conduct the evaluation.  

The ACO may exercise broad discretion in developing the Basis for Award.  The primary Basis for Award will be Lowest Price Technically Acceptable.  The task order evaluation factors should be developed by the customer and coordinated with the ACO.  The evaluation factors may vary from one requirement to another and should be tailored to satisfy the unique aspects of each requirement.  If the ACO determines it is in the Government’s best interest, a tradeoff approach may be used.   When best-value trade-off approaches are contemplated, the ACO should consider what is being traded off and will the Government gain a benefit from using this approach.
IX. TASK ORDER PRICING
All TOs are issued on a Firm-Fixed Price basis.  The TO will consist of three CLINs (Service, Travel, CMR). 
· CLIN 0001 – Offerors shall submit a fixed price to perform the services and evaluation should simply entail a fair and reasonableness determination (see FAR Part 15.404-1(b) for price analysis techniques to be used).  Competition should be the predominant evaluation tool.  Where the services are complex or never acquired before a realism analysis may be accomplished, but this should be a very rare occurrence. The Offerors proposed price for CLIN 0001 shall be submitted with a pricing worksheet similar to the worksheet that was required for the base award.  This worksheet shall show the contractor’s price for each task/subtask that they propose for the award.  The task/subtask price proposed by the contractor for the TO may be less (discounted) but not more than the price proposed by the contractor on the base contract.
· CLIN 0002 – If travel is required, it will be notated in the PWS.  The Government will pay actual and allowable travel costs; reimbursable up to the Not-To-Exceed (NTE) amount specified.  Travel shall be in accordance with the Joint Travel Regulations in effect on the date(s) the travel is performed.  Travel shall be approved by the COR in advance of the travel date(s).  All travel must be in direct support of the applicable task order.  Support documentation/receipts shall be sent electronically to the COR.   NO PAYMENT WILL BE MADE WITHOUT SUPPORTING DOCUMENTATION/RECEIPTS.  A trip report shall be submitted to the COR/ACOR within 5 days of completion of travel.
· CLIN 0003 – CMR:  The contractor is required to report contractor manpower information associated with performance of this contract.  The contractor shall include any associated CMR pricing under CLIN0003 in their TO price proposal.
X.  PAST PERFORMANCE

Past Performance should be limited to easily attainable information (i.e. Government information systems such as PPIRS, FAPIIS, ELPS, ect.) and past performance information of previous CAPDL Multiple Award ID/IQ TOs where possible.  See AFARS 5116.5(4) which in part reads that “Requests for contractor submission of past performance information with proposal submission under Multiple Awards Task Order Contracts shall be eliminated.”    
XI.  ORDERING LIMITATIONS
If the Government requires supplies and services covered by this contract in an amount less than $10,000.00, the Government is not obligated to purchase, nor is the contractor obligated to furnish those supplies or services under the contract.
XII.  TASK ORDER EXECUTION PLAN (TOEP)

The contractor shall submit a Task Order Execution Plan (TOEP in response to TORs.  The TOEP shall include the contractor’s approach to satisfy the TOR requirements and pricing.

XIII.  SOURCE SELECTION FOR TASK ORDER AWARD
Technical Evaluation Board (TEB) will be designated by the ACO.  The TEB will evaluate the proposals submitted IAW the evaluation criteria set forth in the TOR and determine which contractor has submitted the “best value” offer.  The evaluation should be free from bias.  The ACO will ensure all evaluator(s) have no conflicts of interest or preconceived outcomes.  Documentation should have clear ties back to the evaluation criteria provided in the TOR.  
· Technical support to assist in the evaluation procedure must be provided by the requiring activity.  Technical evaluators must be capable of providing the knowledge and expertise required to accurately determine adequacy of the proposals.  Technical evaluation shall be conducted of each TOEP in response to the terms of the TOR and shall not be a comparison between contractor responses or to the Independent Government Estimate (IGE).  The technical evaluators shall not “normalize” the contractor’s response to the IGE, but rather should consider the merits of each response as compared to the evaluation criteria and basis of award stated in the TOR.  TEB members will be required to sign Non-Disclosure Statements.
· Evaluation of price should typically be based upon competition.  The ACO should evaluate the proposed price (and should include such in the evaluation criteria) to ensure it is balanced and is presented in accordance with pricing instructions.
· The ACO shall control all communications with contractors.  A competitive range decision is not required prior to conducting communications nor must the ACO conduct communications with each contractor.  Upon determination of the apparent task order awardee, the ACO may conduct negotiations to finalize task order terms, conditions, and price/cost.
· The Task Order Decision Document (TODD) should be well documented and provide the reader with a clear picture as to how the ACO arrived at the decision to select the contractor for award.
XIV.  DEBRIEFINGS: 
The ACO is encouraged to provide feedback to contractors that provides information regarding the weaknesses of the contractor’s response.  During the feedback session, the Government should discuss what was required and expected of the contractor and how or why the contractor did not provide what was requested.  The feedback shall not include point-by-point comparisons of the contractor’s proposal with those of other contractors.  The feedback session is provided only as a courtesy to our CAPDL Multiple Award ID/IQ contractors to assist the contractors in preparing future proposals.  The feedback may be provided orally, in writing, or by any other method deemed appropriate to the ACO.
CHAPTER 4
TASK ORDER MONITORING AND CONTRACT ADMINISTRATION
I.  CONTRACT ADMINISTRATION OF MASTER CONTRACTS

MICC MCO – Ft. Eustis, VA is responsible for contract administration for the master CAPDL Multiple Award ID/IQ contracts.  In no event shall any understanding or agreement, contract modification, change order, or other matter in deviation from the terms and conditions of the contract between the contractor and a person other than the ACO be effective or binding upon the Government.  All such actions must be formalized by proper contractual document executed by the ACO.  Notification of changes in the assigned ACO will be provided by official correspondence.  All correspondence pertaining to the CAPDL Multiple Award ID/IQ master contracts must be addressed to the ACO MICC MCO Center – Fort Eustis, VA.  The contracting office issuing task orders will follow the policies and ordering procedures in accordance with DFARS 216.505-70 and FAR 16.505.  Additionally, as required by FAR 16.505(b)(6), a senior agency official designated by the PARC is the Task and Delivery Order Ombudsman to ensure that contractors are afforded a fair opportunity to be considered, consistent with the procedures in the contract (See Chapter 2, paragraph C). 
II.  CONTRACTOR PERFORMANCE ASSESSMENT REPORTING SYSTEM (CPARS)
Contractor Performance Assessment Report (CPAR) shall be completed in CPARS for each task order issued under this contract that is expected to exceed $1 million (see FAR 42.15 and AFARS 5142.15).  The preparation and completion in CPARS is the responsibility of the ACO.  The COR will be responsible for initiating the review.  The CPAR will be entered into the Federal past Performance Information Retrieval System (PPIRS), located at www.CPARS.gov. 
III.  QUALITY ASSURANCE SURVEILLANCE PLAN (QASP)
A QASP will be included with each task order and will be tailored for the task order to ensure the assessment of performance of critical contract elements.  The QASP serves as the plan for surveillance of performance and identifies the performance indicators, standards, inspection methods, and procedures to be used in monitoring performance.  Additionally, the QASP shall include specified procedures for collecting service delivery data, methods of surveillance, thresholds for acceptable and unacceptable performance, and sampling guides.  The COR will be responsible for surveillance of the TO.
IV.  METRICS
Metrics shall be included and applied to all task orders performed for the TSS CAPDL Multiple Award ID/IQ program.  There will be two levels of metrics---Program Level Metrics and Task Order Level Metrics.  Most surveillance will be at the TO level.
Task Order Level Metrics:  Metrics will be measured on a task order level to assess the successful performance on task orders.  Task order level metrics will include Trip Report/Monthly Status Reports/Deliverables, Periodic Inspection/Random Samplings, and Customer Satisfaction.
          (a) Trip Reports/Monthly Status Reports/Deliverables.  The task order COR will review the stated documents to ensure that they are prepared accurately in accordance with the requirements of the contract and in a timely manner.  The method of surveillance will be 100% inspection for these critical deliverables to include software modifications.
          (b)  QASP.  Services performed under the task orders will be monitored by the COR based on the QASP.  The Government will reserve the right to employ 100% inspection when it is deemed necessary.  In addition, the task order CORs will monitor how successfully the contractor(s) execute their internal Quality Control Plan (QCP) to ensure the contractor(s) are continually vigilant in regards to quality.
           (c)  Customer Satisfaction.  The success of a program is directly tied to the perceptions of those that use the services of the program.  Surveys will be created and administered, at a minimum, on an annual basis seeking feedback from requirements organizations that obtain support under this contract program.
V.  INVOICES AND PAYMENTS
Invoice instructions shall be stated on each task order issued by the Ordering Office.  The COR will monitor all invoices and acceptance of work through Wide Area Work Flow (WAWF).  

CHAPTER 5

CREATING AND TRACKING TASK ORDERS

A. Task Order Process:

1.  The proponent identifies the requirement and submits request to the TRADOC Capability Manger, The Army Distribute Learning Program (TCM-TADLP).
2.  Upon approval, the proponent submits the PWS along with requested documents (i.e. Government Furnished Information (GFI)) to the COR at TCM-TADLP.  The COR works with the proponent to complete all the required acquisition documents for submission to the Contracting Officer (KO) at the Mission and Installation Contracting Command (MICC), Mission Contracting Office (MCO) – Fort Eustis, VA .  
3.  The customer’s procurement package shall include:
·  PWS; Refer to Chapter 3, Paragraph B:  PWS must clearly describe all services to be performed or delivered so the full cost or price for the performance of the work can be established when the order is placed.  Orders shall be within scope and in accordance with all contract terms and conditions.
·  Performance Requirements Summary (PRS).
·  Quality Assurance Surveillance Plan (QASP).
·  Applicable workload data and DD254 if required.
·  Secretary of the Army Approval (TRADOC Form 5-14-E, RCA).
· OPSEC Cover Letter.
·  Independent Government Estimate (IGE).  To include estimates at the Task and Sub-Task levels.
·  Purchase Requisition submitted through GFEBS to include CLIN structure, Period of Performance and Funding Documentation.
·  Instructions to Offerors for submissions in response to the request and order placement procedures that will be employed
·  The Basis for Award that will be used to select a contractor, as well as Evaluation Criteria that will form the award decision.
·  COR nomination completed through VCE
·  Additional clauses/provisions unique to the task order  
4.  MCO will review the procurement package and the documents submitted for completeness and accuracy.  The requiring activity needs to allow up to 20 days for this review. 
5.  If the requirement exceeds $500,000, the ACO submits the TOR and attachments to the local Legal office for review.  For additional review requirements, please see MICC Contracting Information Letter (CIL) 09-13 - Review and Approval Requirements for Contracting Actions.
6.  A revised PWS with suggestions for revisions along with comments will be sent to the COR at ATSC for review/change/approval.  Any documents requiring changes or additional reviews will also be sent to ATSC for final review.   
7.   TOR prep local review and issue; upon completion of required reviews, the ACO submits the TOR to the CAPDL Multiple Award ID/IQ contractors via email.  The requiring activity needs to allow up to 5 days for this step.
8.  Contractors submit their TOEP by the due date (normally 10 days). 
9.  TEB meets to evaluate the contractor’s proposals.  The evaluator(s) evaluate the proposals and documents their findings in accordance with the evaluation criteria established in the TOR (desired evaluation period is within 5 days).
10.  The ACO determines whether discussions are required.  If so, the ACO notifies offerors (via email) regarding discussions, conducts discussions, and requests revised proposals.  Evaluator(s) evaluate and document revised responses (this could take up to 20 days).  If discussions are not conducted, the ACO prepares the Task Order Decision Document (TODD).  The ACO shall review the prices for fair and reasonableness.  The requiring activity needs to allow up to 10 days for this step.
11.  The ACO prepares the TODD.  If the requirement exceeds $500,000 the ACO submits the TODD to the local Legal office for review.  
12.  The ACO awards task orders in the PD2 system.  
13.  The ACO provides notification of the award decision for the task order (via email) to the awardee and unsuccessful task order participants.       
14.  The ACO conducts debrief sessions, if requested, to the unsuccessful participants
15.  The ACO administers the task order files.
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