Acquiring Technology: Integrating Section 508 into the Procurement Lifecycle
Appendix B: Procurement Process Charts

Procurement Process Charts

The following pages present a flowchart of the Federal Procurement Process – detailing the phases, functions, and duties of that process.  This chart represents our view on an ordering of duties for instructional purposes.  

Please note that not every function or duty applies to every acquisition.  For example, many contracts are not modified, and few are terminated.  Moreover, the sequencing of functions or duties may vary from contract to contract.  For example, some solicitations may be amended prior to the opening of proposals, as suggested by the flowchart, but others might not be amended until after the Government has begun to evaluate proposals.  Moreover, some duties are often performed repetitively or continuously through several phases of the process.  For instance, Federal contracting officers and program managers may begin market research as early as a requirement is forecast and continue their research through award of the contract and even, with respect to some duties as exercising options – after contract award.

Also note that, for instructional purposes, we grouped proposal evaluation and negotiations with the “Solicitation-Award Phase” (see steps 35 through 46).  Those steps, for the most part, apply equally to post-award negotiations (e.g., for contract modifications).

Phase I.  ACQUISITION PLANNING

	A. Determination of Need
	B. Analysis of Requirement
	C. Extent of Competition
	D. Source Selection Planning
	E. Solicitation Terms & Conditions

	· Forecasting Requirements

· Acquisition Planning

· Purchase Requests

· Funding

· Market Research
	· Requirements Documents

· Use of Government Property and Supply Sources

· Services
	· Sources

· Competition Requirements & Unsolicited Proposals

· Set-Asides

· 8(a) Procurements
	· Lease vs. Purchase

· Price Related Factors

· Non-Price Factors

· Method of Procurement or Purchasing
	· Contract Types – Pricing

· Recurring Requirements

· Unpriced Contracts

· Contract Financing

· Need for Bonds

· Method of Payment

· Procurement Planning



Phase II.  CONTRACT FORMATION

	F. Solicitation of Offers
	G. Bid Evaluation
	H. Proposal Evaluation
	I. Contract Award

	· Publicizing Proposed Contract Actions

· Oral Solicitation

· Solicitation Preparation

· Preaward Inquiries

· Prebid/Prequote/
Preproposal Conferences

· Amending/ Canceling Solicitations
	· Processing Bids

· Bid Acceptance Periods

· Late Offers

· Price Analysis – Sealed Bidding

· Responsiveness
	· Processing Proposals

· Applying Non-Price Factors

· Price Analysis – Negotiations

· Pricing Information from Offerors

· Audits

· Cost Analysis

· Evaluating Other Offered Terms and Conditions

· Award Without Discussions

· Communications/ Factfinding

· Extent of Discussions

· Negotiation Strategy

· Conducting Discussions/ Negotiations
	· Debriefing

· Responsibility

· Subcontracting Requirements

· Prepare Awards

· Issue Awards & Notices

· Mistakes In Offers

· Protests


Phase III.  CONTRACT ADMINISTRATION

	J. Initiation of Work and Modification
	K. Quality Assurance
	L. Payment & Accounting
	M. Special Terms
	N. Contract Closeout or Termination

	· Contract Administration Planning

· Post-Award Orientations

· Consent to Sub-contracts

· Subcontracting Requirements

· Contract Modifications

· Options

· Task & Delivery Order Contracting
	· Monitoring, Inspection, and Acceptance

· Delays

· Stop Work

· Commercial/ Simplified Acquisition Remedies

· Noncommercial Remedies

· Documenting Past Performance
	· Invoices

· Assignment of Claims

· Administering Securities

· Administering Financing Terms

· Unallowable Costs

· Payment of Indirect Costs

· Limitation of Costs

· Price and Fee Adjustments

· Collecting Contractor Debts

· Accounting & Estimating Systems

· Cost Accounting Standards

· Defective Pricing
	· Property Administration

· Intellectual Property

· Administering Socio-Economic & other Misc. Terms
	· Claims

· Termination

· Closeout

· Fraud & Exclusion
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