
CONTRACT MANAGEMENT PROCESS GUIDE 

(CMPG) Version 4.0
USER’S GUIDE

[image: image1.png]es %

T e——
Qe - © - [x] [B] D] Psewen Poramni €] (2- 2 - [ JH O

Address [] hips//1:

H8e [we>

O setigs~

| D D 1A B~ | %3 soomaris~ D roppsotay | T check v LookforMap + ||l [ Sendtov

oogle[G- EY
T ] redseuch - Quoon |
O RA A A PRO D jome
ocess Roadmap | SAP | SBIR | Co p po 0 POASM | PO

[ @

«[Oe'@ QB30 205

]
Fset| G EO W PEE D





September 2007

1Welcome

1.  Getting Started
2
1.1
Accessing the CMPG
2
2.  CMPG OVERVIEW
2
2.1
CMPG Commonalities
2
2.2
Horizontal Menu
3
2.3
Preface/Introduction
10
3.  CMPG CONTRACT PHASES
11
3.1
Contract Phases
11
3.1.1
Planning
11
3.1.2       Solicitation
12
3.1.3
Evaluation
12
3.1.4
Award
13
3.1.5
Post-Award
14
3.2
Appendices
14
3.3
SAP
15
3.4
SBIR
16
4.  SEARCH ENGINE
16



Welcome

The Contract Management Process Guide (CMPG) is a user-friendly, web-enabled guide designed to benefit Program Offices by providing guidance, templates, and resources to improve the quality of contractual documents, streamline the procurement process, and reduce cost and time to execute contract awards and modifications.
The CMPG is based primarily on SPAWARINST 4200.26B, commonly known as the SPAWAR Contracts Policy and Procedures Manual (SCPPM). The SCPPM is a web-based contractual guidance of policy and reference documents available to those working within SPAWAR 02, with the goal of providing the acquisition workforce “decision making information at their fingertips” (SPAWARINST 4200.26B). The CMPG’s goal is to augment the SCPPM and provide an easy-to-use, web-enabled tool that educates, guides, and assists all of the other players in the world of SPAWAR contracting.  
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 the CMPG encourages the user to jump into the section or subsection applicable to his/her program at any given time. 
The CMPG User’s Guide is intended for all users of the CMPG. It gives an overview of the entire CMPG and provides directions on how to access the instruction, resources, and templates within this guide.
1.  Getting Started
 1.1
Accessing the CMPG 

To access the CMPG, enter http://enterprise.spawar.navy.mil/cmpg/public_cmpg_index.htm into your browser.

2.  CMPG OVERVIEW

The CMPG is organized chronologically based on the sequence of decisions that must be made to effectively manage Government contracts.  The CMPG starts with 1.0 Introduction, 2.0 Planning, 3.0 Solicitation, 4.0 Evaluation, 5.0 Award, 6.0 Post-Award and lastly, 7.0 Appendices.   This version also contains two new modules, SAP and SBIR.
2.1
CMPG Commonalities
 

All of the sections within the CMPG contain the same functionality and have the same look and feel to provide familiarity and facilitate usability for the user.  
The CMPG sections contain the following:

1. Hyperlinks – located throughout the subsections; link the user to sections within the CMPG or directly to an external website or file.

2. Flowcharts – link located in section navigation bar; the user may link to text through phase-specific flowcharts or view, and download, and print the flowcharts.
3. File Downloads – link located in section navigation bar and Table of Contents (TOC); allows the user to download the complete CMPG section or flowchart. 
4. Section Navigation Bar - located below the section header; allows the user to instantly jump from subsection to subsection. 
5. Font Size Selector – located in the section navigation bar; allows the user to increase or decrease the font to their individual preference.

6. Section Table of Contents – located at the beginning of each section; allows the user to click on the hyperlinked subsection title which directs the user to the specified section.
2.2
Horizontal Menu 

The horizontal menu appears across the top of all CMPG screens and remains in the same location at all times.  It provides access to the most frequently used system modules and other system functions.  The figure below depicts the horizontal menu.
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The following list outlines the components of the horizontal menu:

· Process Roadmap – Opens the SPAWAR Contracting Process flowchart, which allows the user to see a snapshot of the entire contracting process.  The user can click on each phase to view a more detailed, phase-specific flowchart.  Within the phase-specific flowcharts, users can click on the individual nodes to view section write-ups, templates, and additional information.
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· SAP ​– Opens SAP module.  The SAP section provides detailed information for acquiring supplies or services that meet the simplified acquisition guidelines.
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· SBIR ​– Opens SBIR Module.  The SBIR module provides detailed information on how to contract Small Business Innovative Research.
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· Contract Templates ​– Opens 7.2 CMPG Matrices Section.  This section contains the CMPG Templates Matrix, SCPPM Documents Matrix, POA&M, and PBSA Templates (General Info/Memo/Templates/Examples). 
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· SeaPort-e– Opens the SPAWAR SeaPort-e Task Order Process Flowchart which is customized to depict the task order process flow under SPAWAR’s SeaPort-e Acquisitions. 
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· MSA Flowcharts – Opens the SPAWAR MSA Task Order Process Flowchart which is customized to depict the task order process flow under SPAWAR’s Major Services Acquisitions. Users can also click on the MSA Modification Process link and the MSA Procurement Request link to view the desired flowcharts.
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· PBSA Templates – Opens the PBSA Templates (General Info/Memo/Templates/Examples) section, which provides links to PBSA Information.  
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Frequently Asked Questions (FAQs) 103
General

Q: Whatis the Federal Business Opportunities (FedBizOpps)?
A The FedBizOpps is a website that publicizes notices of proposed Government procurement actions, contract awards, sales of
Government propert, and other procurement information. All Federal procurement offices are required to announce, via FedBiz0pps,
proposed procurement actions greater than 525,000 and contract awards greater than 525,000 that are liely to resultin the award of any.
‘subconiracts. Prime contractors are also encouraged to publish subcontracting opportunities in the FedBizOpps.

Q:Whatis the SBIR Program?
A: The Small Business Innovation Research (SBIR) Program is a highly compeitive three-phase award system, which provides qualified
‘small business concems with opportunities to propose innovative ideas that meet the specific research and development needs of the
Federal Govemment.





· Useful Links – Opens the Useful Links section which provides links to information on training classes, contracts information, and acquisition information.
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· POA&M – Opens the Plan of Actions and Milestones (POA&M) section, which provides the program offices with a template to start creating and tailoring a POA&M for their procurements.
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7.2.4 Plan of Action and Milestones (POA&M) for Seaport-E Task Orders

The Seaport£ Task Orders POA&H Matrix provides suggested actions and milestones as it relates to each phase in the procurement
process. To access this matrix, please visitthe CHPG and click on the POA&H tab in the top navigation bar. Once i the matrix, you can
view this document or it can be downloaded to your deskiop for later use.
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· POCs – Opens the Points of Contact section which displays SPAWAR Contract Directorate points of contact and other SPAWAR contact information organized by functional area.
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. The Defense Acquisition System, May 12, 2003.
. Operation of the Defense Acquisition System, ay 12, 2003
< November 2006 (Includes Mandatory Policy and Discretionary Guidance)
 Implementation of Operation of the Defense Acquisition System and the Joint Capabilies Integration and
Development System, November 19, 2004,
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‘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.

1.5 Points of Contact ro #|
SPAWAR Contracts Directorate
Code PHONE (619)

‘Command & Control (C2) 02A1 5247183

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

Networks 02A3 (858) 537-0314

JPEO JTRS 0244 524-7387 :
PEOEIS 02A5 (703) 699-3212

‘SPAWAR Contracts Policy 0266 5247303

Paperiess(Office Automation 0247 5247107





· Help – Opens the CMPG User’s Guide
· Home – Opens the CMPG homepage.
· Search – Opens the CMPG Search Engine screen, which allows the user to search for information by keyword.  Results are then displayed ranked according to relevancy.  Search results link directly to each applicable section.
· Contact Us – Allows the user to send SPAWAR 02 comments and questions about the CMPG.
2.3
Preface/Introduction 

The Preface/Introduction sections provide an introduction to the CMPG, describing to the user the purpose of the CMPG, how to use the CMPG, the Government contracting process, policy references, and SPAWAR points of contact.  

To access the Preface, click on Preface in the Table of Contents.
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oD aa streamline the acquisition process by educating key players and implementing common processes in the area of procurement The
CMPG was created to provide Program Offices across SPAWAR and SPAWAR supported Program Executive Offices (PEOS) and Direct
O-LasZTi ) Reporting Program Wanagers (DRPHIS) with easily accessible instruction, tools, fesources, templates, and examples to assist Program
7-APPENDICES I} Managers and their staff in executing their contracting responsibilities properly, efficiently, and effectively.
sap 0
sBR 0 The PG is based primarily on SPAWARINST 4200 268, commonly known as the SPAWAR Contracts Policy and Procedures Manual
CPPLI). The is 2 web-based contractual guidance of policy and reference documents available to those working within SPAWAR
02, with the goal of providing the acquisition worklorce “decision making information at their fingertips™ (SPAWARINST 4200 268). The
CIPG's goal is to augment the and provide an easy-to-use, web-enabled tool that educates, guides, and assists allof the other
players in the world of SPAWAR contracting

Table of Contents.

CMPG Version 4.0 has the same feel and the same look at 3.0. We've updated some of the visual features, including the home page,
table of contents, and top navigation bar. We've updated some of the process flowchars to reflect updated contract processes. We've
updated links, policy references, SPAWAR points of contact, and an updated Search engine. We've also added contentto provide you with
amore robust and user-iendly guide.

ve added a new module, th quide, that outines the steps for acquiring supplies or senvices
when the aggregate amount of supplies or sevices does not exceed the Simplified Acquisition Threshold (SAT) or when procuring
commercial supplies or senvices with a value not greater than $5.5 million (511 million for contingency operations) including Options,

Amodule outining details for R) was developed and posted to the CHPG. Also, the CHPG
search engine was optimized to enhance search results and reduce results response time.

Section 2.0 Planning includes changes to the Acquisition Planning and Strategy (Section 2.4) write-up based on updates from the PEO
and DoN Acaquisition Plan documents. Information on Naval Open Architecture (Seciion 2.4.2) was added with information regarding Navy
and DOD's Open Architecture approach. The Contract Planning Conference (Section 26), Determinations and Findings (S
and Justification and Approval (S were Updated o reflect changes in thelrrespective SCPPM documents. A section on Proper
Use of Award Fee Coniracts was added (Section 2.8). The Source Selection Plan section (Section 2.9.1) was updated to include
information on Software Process Improvement Initiative (SPI).

Section 3 Solicitation has an updated Synopses section (Section 3.2).
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To access section 1.0 Introduction, click on Introduction in the Table of Contents.   
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The Federal Acquisition Regulation (FAR) provides the following definition for “acquisition planning™
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2 How To Use this Gt

Contact Us

1.1 Purpose of the CMPG ror

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

In real estate, the mantra is “location, location, location.” In coniracting, the manira should be "plan, plan, plan, communicate,
communicate, communicate.” The foundation for a successful contractis a realistic schedule based on 3n understanding of the process
steps coupled with commitment from each of the process “owners” to undertake the necessary actions to mest 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 responsibiliies 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 — PHis, APMs, support staff and support contractors — with the following:

A comprehensive resource for SPAWAR contracting policies and procedures.
Adlear explanation of roles and responsibilfes.

Guidance on how to effectively perform your responsibilties.

Insightinto common processes.

Butthats not all This guide also provides helpful hints, lessons leamed, and answers to frequently asked questions (FAQs) —allthe
guidance you need o realize 3 successiul procurement and contract

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

e ror |

The CHPG is organized chronologicaly, 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 Govemment contracts. The web-based structure of this guide encourages the user
tojump into the section or subsection applicable to his/er program at any given time. Just identifing requirements? Use this guide from
startto finish. Asked to participate in a source selection? Head to section 4010 find out what to expect. Inheriting a contract post-award?
Click on Section 6.0 to lear more about Modification Requests.

2.0 PLANNING: From developing a solid acquisition sirategy and plan (ASIAF) to creating a procurement request (PR) package,
properly preparing for a pending soliciation requires detailed planning using realistic schedules. This section will ensure that you







To access any subsection within section 1.0 Introduction, click on Introduction in the Table of Contents and then click on the desired subsection link. 
 To download the Preface or Introduction sections, click on the Word icon next to the desired section in the Table of Contents.   

3.  CMPG CONTRACT PHASES

3.1
Contract Phases 
3.1.1
Planning
The Planning section of the CMPG provides the user with extensive information on the planning phase of the SPAWAR Contracting Process.  This section contains information on everything from defining requirements, conducting market research, acquisition planning and strategy, to determining contract types, identifying non-DoD contracts, understanding SeaPort-e, and planning your source selection.
To access section 2.0 Planning, click on Planning in the Table of Contents.
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The Federal Acquisition Regulation (FAR) provides the following definition for “acquisition planning™





To access any subsection within section 2.0 Planning, click on Planning in the Table of Contents and then click on the desired subsection link, or by using the section table of contents or the section navigation bar.  

To download the Planning section or Planning Flowchart, click on the Word and PowerPoint icons next to the Planning section link in the Table of Contents.   

3.1.2       Solicitation
The Solicitation section of the CMPG provides the user with extensive information on the solicitation phase of the SPAWAR Contracting Process.  This sections contains information on unsolicited proposals, how to develop a synopsis, issuing a solicitation, amending a solicitation, and much more.  
To access section 3.0 Solicitation, click on Solicitation in the Table of Contents.
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To access any subsection within section 3.0 Solicitation, click on Solicitation in the Table of Contents and then click on the desired subsection link, or by using the section table of contents or the section navigation bar.
To download the Solicitation section or Solicitation Flowchart, click on the Word and PowerPoint icons next to the Solicitation section link in the Table of Contents.   

3.1.3
Evaluation

The Evaluation section of the CMPG provides the user with extensive information on the evaluation phase of the SPAWAR Contracting Process.  This section contains information on the source selection process, oral presentations, conducting evaluations, awarding a contract without discussions, debriefings, business clearances, and more.  

To access section 4.0 Evaluation, click on Evaluation in the Table of Contents.
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Please be mindful that this phase is exiremely sensitive - proprietary information, both technical and cost,is now in your hands. Follow all
guidelines and instructions provided by your PCO, Contracts Specialist, and Counsel. And when in doubt, ask!





To access any subsection within section 4.0 Evaluation, click on Evaluation in the Table of Contents and then click on the desired subsection link, or by using the section table of contents or the section navigation bar.  

To download the Evaluation section or Evaluation Flowchart, click on the Word and PowerPoint icons next to the Evaluation section link in the Table of Contents.   

3.1.4
Award
The Award section of the CMPG provides the user with extensive information on the Award phase of the SPAWAR Contracting Process.  This section contains information pertaining to all steps in awarding a contract.  

To access section 5.0 Award, click on Award in the Table of Contents.
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To access any subsection within section 5.0 Award, click on Award in the Table of Contents and then click on the desired subsection link, or by using the section table of contents or the section navigation bar.
To download the Award section or Award Flowchart, click on the Word and PowerPoint icons next to the Award section link in the Table of Contents.   

3.1.5
Post-Award

The Post-Award section of the CMPG provides the user with extensive information on the Post-Award phase of the SPAWAR Contracting Process.  From modification requests to terminations, this section contains information to help the user effectively manage contracts post-award.  

To access section 6.0 Post-Award, click on Post-Award in the Table of Contents.
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To access any subsection within section 6.0 Post-Award, click on Post-Award in the Table of Contents and then click on the desired subsection link, or by using the section table of contents or the section navigation bar.  

To download the Post-Award section or Post-Award Flowchart, click on the Word and PowerPoint icons next to the Post-Award section link in the Table of Contents.   

3.2
Appendices 

The Appendices section of the CMPG provides the user with an Acronym list, CMPG Templates Matrix, SCPPM Documents Matrix, POA&M, PBSA Template, Frequently Asked Questions and Answers, and Lessons Learned.    

To access section 7.0 Appendices, click on Appendices in the Table of Contents.
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To access any subsection within section 7.0 Appendices, click on Appendices in the Table of Contents and then click on the desired subsection link.  

To download the Appendices section, click on the Word icon next to the Appendices section link in the Table of Contents.   

3.3
SAP

The SAP section of the CMPG provides users with extended information and procedures for using Simplified Acquisition Procedures.

To access section SAP, click on SAP in the Table of Contents.

[image: image29.png]CONTRACT MANAGEMENT PROCESS GUIDE

Contact Us
Process Roadmap | SAP | SBIR | Contract Templates | Seaport-e | MSA Flowcharts | PBSA Templates | Useful Links | POA&M | POCs

At Font S

[a|SESET! Download Planning &1

O pReFaCE o 2.0 Planning

1-INTRODUCTION B}
2-pLANNNG @@
3-soucTATION ) @)
4-EvALUATION ) The Federal Acquisition Regulation (FAR) provides the following definiion for “acquisition planning™
5- AWARD na
6-POSTAWARD 1) @)
7-APPENDICES )

B sap 0

1.0 SAP Overview ne's heard the provert “proper planning prevents poor performance.” And itis 50 n the contracts process. The ease and success of
20 icro-Purchases jour solicitation, evaluation, award, and performance of e contract tself inge on thoroughness and dedication during the planning

30 Acquisition of stage

Commercia ltems

4.0 Planning Phase
50 Solicitation Phase
60 Evaluations Phase
7.0 Award Phase

80 Postaward Phase.

sBR 0

Table of Contents.
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team is essential, but the Program Manager has the responsibilty for completing and managing the majoriy of steps in this section,
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To access any subsection within SAP, click on SAP in the Table of Contents and then click on the desired subsection link.  

To download the SAP section, click on the Word icon next to the SAP section link in the Table of Contents.   

3.4
SBIR

The SBIR section of the CMPG provides users with extended information and procedures for using Small Business Innovative Research.

To access section SBIR, click on SBIR in the Table of Contents.
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To access any subsection within SBIR, click on SBIR in the Table of Contents and then click on the desired subsection link.  

To download the SBIR section, click on the Word icon next to the SBIR section link in the Table of Contents.   

4.  SEARCH ENGINE

The CMPG Search Engine allows the users to find instant answers to any keyword search.  Enter your search term(s) in the data field and all instances of your search will be returned and indexed by relevancy.  Click on any heading title to be directed to the appropriate link.  
To access the Search Engine, click on the Search button at the top right corner of the screen.
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‘Search for [Protest Search

You must have JavaScript enabled to execute this search engine.
For Windows XP SP2 Users:
To allow the search engine to be executed,right-clck on the information bar and select"Allow Biocked Content”

Or correctthe security options:
Tools > Internet Options > Advanced > Security > Allow active content to runiin fles on My Computer.
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Found Links: 12, Search Category: "Entire Site"

7.3 Frequently Asked Questions (FAQs)

URL: - Category: Entire Site - Accuracy: 100% [ Navigation Bar changes the contens of s rame.
7.0 Appendices
URL: - Category: Entire Site - Accuracy: 93%

You may be wondering wh this section resides in the Award section rather than the Post-Award section. Good question. The
reason is simple
URL: - Category: Entire Site - Accuracy: 35%

A protest s a writen objection to a contract award submitted by a prospective offeror economically impacted by a source selection
decision
URL: - Category: Entire Site - Accuracy: 35%

All services acquired under IDIQ Muliple Award Contracts (MACs) are provided through award of task orders (TO).
URL: - Category: Entire Site - Accuracy: 34%

Post-award protests occur when an offeror was unsuccessfulin winning a coniract. Post-award protests can be fled with one or
‘more of the following entiis: SPAWAR, the Government Accountabilty Office (GAO), or the U.S. Court of Federal Claims
(COFC)

URL: - Category: Entire Site - Accuracy: 33%

“Although oral presentations have been used by Federal agencies during source selections for almost a decade, their use has become
‘more popular in recent years
URL: - Category: Entire Site - Accuracy: 33%
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