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1.1 Purpose of the CMPG

The Contract Management Process Guide (CMPG) is a user-friendly, web-enabled tool designed to benefit Program Offices by providing guidance, tools, and resources to improve the quality of contractual documents, streamline the procurement process, and reduce cost and time to execute contract awards and modifications.

In real estate, the mantra is “location, location, location.”  In contracting, the mantra should be “plan, plan, plan, communicate, communicate, communicate.”  The foundation for a successful contract is a realistic schedule based on an understanding of the process steps coupled with commitment from each of the process “owners” to undertake the necessary actions to meet the schedule. 

Program Offices have a significant role throughout the contracting process. From defining requirements and developing documentation to managing a contract post award, the Program Office provides key data, technical insight, and program oversight essential to developing, awarding, and sustaining a successful contract. Without an understanding of roles and responsibilities within the process – or even of the process itself – how can Program Offices contribute to a smooth, successful procurement? 

This guide provides those within the Program Office – PMs, APMs, support staff, and support contractors – with the following: 

· A comprehensive resource for SPAWAR contracting policies and procedures.

· A clear explanation of roles and responsibilities.

· Guidance on how to effectively perform your responsibilities.

· Insight into common processes. 

But that’s not all! This guide also provides helpful hints, lessons learned, and answers to frequently asked questions (FAQs) – all the guidance you need to realize a successful procurement and contract. 

A key attribute of a successful contract is good communication between the Program Office and the SPAWAR 02 Contracting Officers and Contract Specialists. The CMPG exists to equip Program Offices with all the information you need to communicate your requirements to SPAWAR 02 and jointly plan and execute contracts efficiently and effectively.

1.2 How To Use this Guide

The CMPG is organized chronologically, reflecting the sequence of decisions that must be made and steps that must be taken to efficiently and effectively plan for, structure, award, and manage Government contracts. The web-based structure of this guide encourages the user to jump into the section or subsection applicable to his/her program at any given time. Just identifying requirements? Use this guide from start to finish. Asked to participate in a source selection? Head to section 4.0 to find out what to expect. Inheriting a contract post-award? Click on Section 6.0 to learn more about Modification Requests.   

· 2.0 PLANNING: From developing a solid acquisition strategy and plan (AS/AP) to creating a procurement request (PR) package, properly preparing for a pending solicitation requires detailed planning using realistic schedules.  This section will ensure that you don’t miss a step. 

· 3.0 SOLICITATION: If your documentation is complete, you are ready to solicit industry offers – in this section, learn the ins and outs of doing just that. 

· 4.0 EVALUATION: It is the policy of the Government to rely on competitive contracting to satisfy its needs. This section will help you conduct a proper and defensible source selection.

· 5.0 AWARD: Contract award requires necessary award documentation – understanding the process will help the Program Office and SPAWAR 02 plan a realistic schedule for contract commencement. 

· 6.0 POST AWARD: From writing modification requests (MRs) to allow new work . . . to authorizing orders to stop work – managing a contract requires attention and awareness.  Use the tips in this section to successfully execute your contract.

· 7.0 APPENDICES: Visit this section for forms, templates, an acronym list, lessons learned, and other valuable information that will help you educate yourself on the SPAWAR contracting process. 

This CMPG provides guidance only for SPAWAR and SPAWAR supported PEOs and DRPMs. It is not intended to, does not, and may not be relied upon to create any right or benefit, substantive or procedural, enforceable at law or equity against the United States, DoD, DoN, SPAWAR, or SPAWAR supported PEOs and DRPMs.

1.3 The Contracting Process
The contracting process involves all activities associated with identifying and justifying a mission need, formulating an acquisition strategy to meet this need, and implementing the strategy by means of a contractual relationship with the private sector.  

As with any complex process, successful navigation through the contracting process within SPAWAR can be challenging. The process is predominately a joint effort by the Program Office and SPAWAR 02 – specifically the Program Manager (PM) and his/her support staff and the Procuring Contracting Officer (PCO) and his/her support staff, with additional support required from a number of other participants including, but not limited to, SPAWAR 01, 08, 00C, 00K, and 00L. Therefore, establishing and maintaining a good working relationship between the PM and PCO early in the cycle is vital to the success of a procurement.

Government contracts are not only business relationships – they also serve as vehicles to support the objectives of national socioeconomic policies. One of the many roles of the PCO is to ensure that procurements proceed with requisite consideration of these policies. 

Success relies not just on the dedication of the PM and PCO, but rather on the entire team’s commitment to collectively analyzing and defining requirements, recommending contractual terms and conditions, contributing to and refining the solicitation, and monitoring the procurement from beginning to end.

As you can see, the contracting process is intricate and involved. Anything short of positive teamwork and frequent communication within the contract team can adversely affect a smooth process, possibly delaying contract award and/or creating an unenforceable contract. 

As stated in the Federal Acquisition Regulation,

“The vision for the Federal Acquisition System is to deliver, on a timely basis, the best value product or service to the customer, while maintaining the public’s trust and fulfilling public policy objectives. Participants in the acquisition process should work together as a team and should be empowered to make decisions within their area of responsibility.” (FAR 1.102)

How can you achieve success throughout the contracting process? Adopt this vision. Know and commit to your role and responsibilities; empower and utilize your contract team members; increase your awareness of the global picture; and maintain sight of your program’s mission.
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A top-level view of the contracting process for a typical SPAWAR 02 procurement.

1.4 References 

a.  Federal Acquisition Regulation (FAR), as amended.

b.  Department of Defense FAR Supplement (DFARS), as amended.

c.  SPAWARINST 4200.26B, SPAWAR Contracting Policy and Procedures Manual, as amended. 
d.  Navy Marine Corps Acquisition Regulation  (NMCARS), November 2003, NMCARS Supplement, as amended.

e.  Navy Marine Corps Acquisition Guide (NMCAG), as amended.   
f.  DoDD 5000.1, The Defense Acquisition System, May 12, 2003.
g.  DoDI 5000.2, Operation of the Defense Acquisition System, May 12, 2003.
h. Defense Acquisition Guidebook, November 2006 (Includes Mandatory Policy and Discretionary Guidance).
i.  SECNAVINST 5000.2C, Implementation of Operation of the Defense Acquisition System and the Joint Capabilities Integration and Development System, November 19, 2004. 
j.  DoN Acquisition and Capabilities Guidebook, (For inclusion in the Acquisition Knowledge Sharing System (AKSS) (formerly Defense Acquisition Deskbook)
(DRAFT). 
Note: Most of the references cited, and all other applicable reference material for both statutory and regulatory requirements, can be found at the Acquisition Knowledge Sharing System (AKSS) (formerly Defense Acquisition Deskbook).  The AKSS is an automated reference system containing a “Reference Information” section, “Communities and Knowledge Areas” section, and a comprehensive “Site Menu.”  The AKSS site is continually updated and ready for your use at http://akss.dau.mil/jsp/default.jsp.
1.5 Points of Contact

SPAWAR Contracts Directorate
	
	CODE
	PHONE (619)



	Command & Control (C2)
	02A1
	524–7183

	Intelligence Surveillance and Reconnaissance (ISR)/Communications
	02A2
	524–7201

	Networks
	02A3
	(858) 537-0314

	JPEO JTRS
	02A4
	524-7387

	PEO EIS
	02A5
	(703) 699-3212

	SPAWAR Contracts Policy
	02A6
	524-7393

	Paperless/Office Automation
	02A7
	524-7197


                                          Points of Contact 
	
	CODE
	PHONE (619)

	Procurement Desktop – Defense (PD2)
	02A7
	858-537-0548

	ACT/IPT
	PEO C4I-AM
	524–7144

	Acquisition Management Office (AMO) Website
	PEO C4I-AM
	524–7652

	Clinger Cohen Act (CCA)
	08B
	524–2748

	Contractor Performance Assessment Report  (CPARS)
	02A7-B
	524–7173

	Contracts Policy
	02A6
	524–7393

	Defense Acquisition Workforce Improvement Act (DAWIA) Policy
	00A-HR
	524–7030

	Defense Priorities and Allocations Systems (DPAS)
	PEO C4I-AM
	524–7652

	DoD 5000 / SECNAVINST Coordination
	PEO C4I-AM
	524–7652

	Earned Value Management (EVM)
	01-6
	524–7160

	Economic Analysis
	01-6
	524–7160

	Economic Order Quantity
	01-6
	524–7160

	E-Commerce Central
	02A7-C
	524–7157

	PEO Program Listing
	PEO C4I-AM
	524–7144

	Program Life Cycle Cost Estimates (LCCE)
	01-6
	524–7160

	Small Business (SADBUS)
	OOK
	524–7701

	Specifications and Standards
	051-1
	524–7428

	Total Ownership Cost (TOC)
	01-6
	524–7160
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