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CONTRACT PLANNING CONFERENCE

1. PURPOSE

The purpose of this document is to provide the policy and guidance for conducting a Contract Planning Conference for acquisitions conducted by SPAWAR 02 for SPAWAR Headquarters requirements.

2. POLICY

A Contract Planning Conference (CPC) will serve as the forum wherein a contract procurement baseline is composed.  This baseline is an agreement between the PCO and the Program Manager addressing and formulating key aspects of the procurement as early as possible. The baseline document establishes a “configuration status” for each procurement determining facets such contract structure, type, procurement schedule, funding requirements, and budget estimates. The conference should also address the possible use of presolicitation briefings/conferences and draft Requests for Proposals- The use of a draft Request for Proposals is probably the most effective and widely used method for obtaining comments from industry on draft requirement documents. The need for a Contract Planning Conference has been stated in the SPAWAR PEO C4I and Space Memorandum dated April 26, 2006. 
A CPC is a meeting of the Acquisition Coordination Team to:

(a) recommend the method of acquisition, type of contract, basic format and scope of the acquisition package;

(b) decide on the contents of the Purchase Request (PR);

(b) review the Acquisition Plan (AP) for currency, if the AP has already been approved;

(c) review early drafts of the specification, the Statement of Work (SOW), and/or the Justification and Approval (J&A);

(d) determine if a component breakout review in accordance with DFARS Appendix D is applicable and if it is applicable, development a milestone plan for conducting the review;

(e) decide, address, and document the applicable acquisition planning topics discussed in FAR 7.105 “Contents of written acquisition plans.”  While SPAWAR 00 only requires that the AP address competition, funding and overarching engineering strategy, the acquisition planning topics discussed in FAR 7.105 must also be documented;

(f) if applicable, the topics discussed in FAR 7.106 “Additional requirements for major systems” are to be addressed and documented;

(g) if applicable, the topics discussed in FAR 7.107 “Additional requirements for acquisitions involving bundling of contract requirements” are to be addressed;

(h) schedule the events and reviews that will be required for the procurement; and

(i) determine if Unique Identification markings will be required (i.e parts, supplies or components over $5,000)
(j) discuss potential OCIs

(k) discuss Government Furnished Property (GFP).  If there are any, identify them, and discuss whether any of it should be classified as Special Test Equipment (STE).

This policy and guidance does not apply to task or delivery orders issued under a definite or indefinite delivery contract, nor does it apply to task or delivery orders issued under a Federal Supply Schedule contract.
3. RESPONSIBILITIES

A CPC will be convened and chaired by the Program Manager.  This requirement may be waived with the written approval of both the Program Director or Directorate Head and the PCO.  
Although the contract team is encouraged to meet frequently throughout the contracting process, the CPC is a formal meeting and is required when: 
· The total cost of all contract actions for Development is estimated at $5 million or more

· The total cost of all contract actions for the acquisition of supplies is estimated at $15 million or more for all years

· The total cost of all contract actions for IT services is estimated at $32 million or more for all years 

· Additional delivery orders for supplies on existing contracts when that delivery exceeds thresholds, or
· Any other acquisition considered appropriate by the PEO (C4I / Space Systems) 

CPCs are to be conducted within 30 days of the requirement for supplies and services is identified by the Program Manager.  The CPC should be held even if one of the participants is not in attendance.  All invitees will get copies of the CPC Baseline agreement, whether they attend the CPC or not.  Any invitee could provide comments/input for the proposed meeting without attending.
CPC participants should include as a minimum:

(a) Representative of the PEO C4I / Space Systems Acquisition Management Office
(b) Representative of the PEO C4I / Space Systems Business Financial Manager
(c) Representative of the PEO C4I / Space Systems Technical Director
(d) Representative(s) of the Program Manager
(e) The Procurement Contracting Officer and Contracts Specialist (SPAWAR 02)
(f) Representative(s) of SPAWAR 01 (Comptroller)
(g) Representative of SPAWAR 00C (Legal)
(h) Representative of SPAWAR 00K (Small Business) 
(i)  Representative of SPAWAR 08 (CIO)
(j)The Defense Contract Management Command (DCMC) Customer Liaison
(k) Representatives of other Acquisition disciplines as deemed necessary by the PM and/or PCO (e.g. Logistics (04H), HSI, Security, Systems Engineering, T&E)

4.
PROCEDURES

a.
Notice of Scheduled CPC

A minimum of five working days notice of the planned CPC shall be provided to all invitees.  This notice shall include at a minimum:

(1) An agenda for the meeting,


(2) A proposed list of supplies and services (preferably in contract Section B format),


(3) An executive summary of the program or procurement, 


(4) A copy of a draft SPAWAR CPC Baseline document for the procurement document),


(5) A statement of the objectives of the meeting and key issues that need to be resolved.

b.
CPC Objectives

The participants at these conferences will:

(1) Determine the availability and agree on the level of use of electronic and/or magnetic media to develop and transfer data relating to the documentation of the procurement including, but not limited to, preparation and transmittal of the PR, RFP, and contractor data deliverables,

(2) Discuss the method of procurement, type of contract, basic format and scope of the procurement package,

(3) Determine if the acquisition is an Information Technology National Security System (see FAR Part 39),

(4) Discuss the use of either performance/commercial specifications or military specifications and standards,

(5) Determine whether or not options will be included in the solicitation/contract and the applicability of variable quantity options,

(6) Determine the applicability of warranty provisions,

(7) Determine the applicability of value engineering provisions,

(8) Discuss the level of data rights, if any, to be obtained under the contract,

(9) Determine the level of contractor cost reporting, if any, to be required and the applicable data items to be invoked,

(10) Discuss the applicability of special performance incentives,

(11) Determine if a list of spares for inclusion as priced option items has been developed,

(12) Discuss small business/small disadvantaged business participation,

(13) Review all items addressed on the SPAWAR CPC Baseline document,

(14) Discuss the use of presolicitation briefings/conferences and draft RFPs, and

(15) Schedule the events and reviews that will be required for procurement.
c.
Frequency of CPC Meetings

Acquisition planning is a continuous process.  While one CPC meeting may suffice for simple procurements, CPC meetings for complex procurements should be ongoing.  CPC meetings should be held at the earliest stages of the acquisition cycle and should continue until the contract is awarded.  If the contents of a previously-submitted CPC Baseline Document have changed, a revised document is to be prepared and submitted to the members of the CPC.
5.
APPROVAL PROCESS

The Program Manager will document the deliberations of the CPC including the names of each conference attendee.  The Program Manager and the PCO are to document the decisions made and the agreements reached by signing the CPC Baseline document.  Changes should not be made without adequate written justification.  A copy of the approved CPC Baseline or the signed waiver, including the rationale, is to be included in the PR package.  The Program Manager is responsible for providing a copy of the meeting minutes, including the signed SPAWAR CPC Baseline document, to all codes invited to the meeting, whether or not they attended.  The CPC Baseline document should be maintained current until the PR is released by the Program Manager and the contract is awarded.

6. MISCELLANEOUS
Contract Planning Conference Toolbox
1. SPAWAR PEO C4I and Space Memorandum dated April 26, 2006
2. draft SPAWAR CPC Baseline document
3. Naval Open Architecture Guidebook – v1.0 for PMs 
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