Requirements Documentation

TASK TITLE 

Client
Project Details

	Project Name:
	

	Project Number:
	

	Customer/OPR Point of Contact:
	

	Requested Start Date of Support:
	

	Duration of Task/Period of Performance:
	

	Project Security Level:
	


Project Background

Provide a short description of the requirements without including the specific requirements.

Consider the following:  Client mission.  How the requirement evolved; relationship to other projects; why work is needed. Summarize information which is essential for understanding the work and ensure technical information is understandable to potential readers of different disciplines.

	


Project History

If this is an on-going project, provide details of procurement history.  Is there an incumbent contractor?  Who are they?  Are you satisfied with their performance? 

	


Project Objectives

What is the desired end result?  What are the client’s expectations/goals?

	


Project Scope
What are the ranges of tasks that the contractor will be performing?  

	


Project Requirements

What tasks do you want the contractor to perform?  What do you want the contractor to do?

	


Desired Skills
What are the desired skills you are looking for to perform this task?  What skills/technology will the vendor need to understand in order to complete this task?  These skills may be based on the current operating environment.  For example:

· Programming skills:  C++, HTML, XML

· Databases:  Oracle, SQL

· Hardware:  Sun

· Operating Systems:  Microsoft XP, Linux, UNIX

· Systems:  SAP, PeopleSoft, Distance Learning

· Project Management:  Earned Value Management, Microsoft Project

	Desired Skills

	
	

	
	

	
	

	
	

	
	


Note:  Add additional lines if required
Desired Deliverables

What does contractor provide the client?   

	Task Area
	Required Deliverables/Reports
	Required Due Date
	Description

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Note:  Add additional lines if required
Market Research Information

In accordance with FAR Part 10, market research must be conducted to help identify the availability of commercial items and resources necessary for satisfying this requirement.  This market research should be conducted in a manner that substantiates the following information: 

· Capability of an offeror's product to meet all elements of the agency's description of needs. 

· Alternative solutions meeting all stated needs.

· Information regarding the offered product's design stability, prospects for future design enhancements, and their impact on the product to be delivered during the term of any resulting contract. 

· Production processes, facilities, depth of personnel and their experience, and capacities. 

· Distribution and logistics support capabilities, and access to qualified personnel.
· Analysis of trade-offs between products, vendors and solutions. 

Describe the market research that has been conducted for this acquisition. The following table identifies techniques were used to conduct market research.  Identify all methodologies that apply and provide a summary of the results.
	Methodology Used

(Check all that apply)
	Market Research Methodology
	Identify Sources of information

	
	Personal knowledge in procuring supplies/services of this type. 
	

	
	Contact with the requester and/or other knowledgeable people in Government and industry regarding the commercial nature of this requirement and standard industry practices in this area of supply/service. 
	Identify contacts:


	
	Review of recent market research results for similar or identical supplies/services 
	Cite Contracts or Order Numbers:


	
	Publication of a formal request for information. 
	Identify how the formal request was made and the date request was made:

	
	Use of source lists for identical or similar items obtained from Government, professional and/or industry sources.
	Identify sources:

	
	Review of catalogs and other generally available product literature. (on-line and/or hardcopy). 
	Provide web-sites, name of catalog, name of vendors: 

	
	Interchange meetings or pre-solicitation conferences with potential offerors. 
	List the names of any vendors contacted:

	
	GSA Schedules/GWACs or other contracting vehicles
	Identify Schedule/GWAC/other contracting vehicle and the vendors you researched:


	
	Other (Describe methodology):
	


Market Research Results

	


Federal Information Security Management Act (FISMA) of 2002 Compliance

The client must provide information on how the agency information security requirements will be met and that the Information Technology security provisions of the Federal Information Security Management Act of  2002, (Title III of the E-Government Act of 2002) have been implemented.  If possible provide a copy of the agency’s policies or a web site where they can be found.  Include a POC for InfoSec who is responsible for the systems under consideration. 
Note:  This requirement must be met on any procurement, IT, PS, etc., where the contractor will have access to government electronic information.  
If available, location where policies can be viewed (i.e. web address):  
	


InfoSec POC:  
	POC Name
	

	Office Symbol
	

	Address
	

	City, State, Zip
	

	email address
	

	Telephone Number
	

	FAX
	


HSPD-12 Compliance

FAR Clause 52.204-9 Personal Identity Verification of Contractor Personnel (Jan 2006), which addresses Homeland Security Presidential Directive-12 (HSPD-12) policy will be included in the solicitation or SOW.  In order to satisfy this requirement GSA requires the Security/Identification point of contact for the client agency that is responsible for implementing their HSPD-12 compliant policy:

	POC Name
	

	Office Symbol
	

	Address
	

	City, State, Zip
	

	email address
	

	Telephone Number
	

	FAX
	


Evaluation Criteria:

The following evaluation criteria are typical for most tasks.  Listed in their relative order of importance:

	Evaluation Area
	Evaluation Factors

	Past Experience (PE)
	Relevancy to scope compared to the requirement.

	Technical Approach (TA)
	Feasibility, practicability and appropriateness in accomplishing requirement.

	Price
	Evaluated to determine that they are fair and reasonable. 


Non-price factors (past performance/experience and technical approach) when combined are significantly more important than price.  Non-price factors will be evaluated first, then price.  The award will be to the offeror that provides “best value” to the government.

Past performance/experience and technical approach will be evaluated to determine adequacy/compliance and prices will be evaluated to determine that they are fair and reasonable.  

In determining the best value, each of the evaluation criteria will be applied to each proposal received, to evaluate how well each proposal addresses the requirements in the statement of work.  
EVALUATION SCORING GUIDE

Past Experience:

	Past Experience

	Rating
	Definition and Criteria

	Exceeds the Standard 
	Exceeds the Standard:  Each individual PE citations described projects that are exact and/or very similar to the scope of this requirement and the description offers additional information on how it conveys experience.  Strengths with no weaknesses or deficiencies.

The government has high confidence the offeror will successfully perform the required effort.

Risk: Very Low

	Meets the Standard
	Meets the Standard:  Between all of the project citations (combined) the vendor meets the majority of the PWS requirements.  The PE citations describe strong relevance to the current requirement in the significant areas of the PWS.  PE indicates outstanding strengths in several areas with very few minor or no weaknesses and minor or no deficiencies.  Weaknesses are outweighed by strengths.

The government has confidence the offeror will successfully perform the required effort.

Risk: Moderate to Low

Rating can be qualified with “moderate” or “low” risk within this category

	Falls Short of the Standard
	Falls short of the Standard:  The majority of the PE citations are not generally relevant to the requirement.  May have both strengths and weaknesses in one or more of the citations but weaknesses or deficiencies outweigh strengths.  May have major deficiencies or significant weaknesses along with some strengths.

The government has doubt that the offeror will successfully perform the required effort.

Risk: High


TA Evaluation Ratings

	Technical Approach

	Rating
	Definition and Criteria

	Exceeds the Standard
	Exceeds the Standard:  The proposal is feasible, practical, and appropriate, has exceptional merit, and reflects an excellent TMA which should clearly result in the attainment of all requirements and objectives.  The proposed TMA includes numerous strengths, no weaknesses or deficiencies and demonstrates the vendor’s ability to provide good services and performance.  The solutions proposed are considered very low risk in that they are exceptionally clear and precise, fully supported, and demonstrate a complete understanding of the requirements.  The government has high confidence the offeror will successfully perform the required effort.  

Risk Level: Very Low

	Meets the Standard
	The proposal is feasible, practical, and appropriate, has merit, and reflects a TMA which should result in the attainment of all requirements and objectives.  The proposed TMA includes no significant weaknesses or major deficiencies, some minor weaknesses or minor deficiencies, but can be expected to result in satisfactory performance.  The solutions proposed contain some risk but of an acceptable level.  The proposed solutions are clear and precise, fully supported, and demonstrate a satisfactory if not complete understanding of the requirements.

Risk Level:  Low to Moderate
Rating can be qualified with “moderate” or “low” risk within this category.

	Falls Short of the Standard
	The proposal does not demonstrate that it is either feasible, practical, and/or appropriate and demonstrates an approach which does not demonstrate the vendor’s capabilities of meeting PWS requirements and major objectives.  Strengths that exist in the approach are outweighed by existing significant weaknesses and/or deficiencies which pose an evident risk that the offeror might fail to perform satisfactorily without significant Government oversight

Risk Level: High


Identify any additional or different evaluation criteria guidelines required for this task.

	Evaluation Area
	Evaluation Factors
	Evaluation Area Weight of Importance
	Scoring Method

	
	
	
	

	
	
	
	


Note:  Add additional lines if required
Quality Assurance Planning

Contracts for commercial items shall rely on a contractor's existing quality control system as a substitute for compliance with Government inspection and testing before tender for acceptance unless customary market practices for the commercial item being acquired permit in-process inspection (Section 8002 of Public Law 103-355). Any in-process inspection by the Government shall be conducted in a manner consistent with commercial practice.  The following QASP Matrix identifies the typical methods used for quality assurance.
QUALITY ASSURANCE SURVEILLANCE PLAN MATRIX

	Required Services
	Performance Standard
	Method of Surveillance
	Acceptable Quality Level/Incentives

	Program/ Project Management
	Conduct technical & functional activities needed to manage the program.  
	Client Representative establishes milestones for accomplishing project objectives and monitors. 
	Milestones are timely met.  Successfully meeting the goals will result in a favorable performance rating.        

	Advisory and Consultation Services
	Maintain good communication with customer and others involved with project in order to stay current with daily events.  Recognize issues in time to make recommendations.  Advice and consultation results in efficient, cost effective and effective solutions.     
	Client Representative monitors and provides feedback to PM and CO.
	Meeting standard results in favorable performance rating.

	Deliverables
	On time delivery of monthly status reports, invoices and other required deliverables
	Client Representative monitors timely, compliant and accurate submission.
	Timely, compliant and accurate submission .results in favorable performance rating.


Identify any additional QA guidelines required for this task.

	Desired End Result
	Feature(s) of end result to be surveilled.
	Required performance level for each feature.
	Method of review and approval of deliverables
	Incentives/Quality Link

	
	
	
	1. 
	1. 

	
	1. 
	
	
	

	
	1. 
	
	
	

	
	1. 
	
	
	

	
	1. 
	
	
	

	
	1. 
	
	
	

	
	1. 
	
	
	

	
	1. 
	
	
	


Independent Government Estimated (IGE)
Include any available information concerning anticipated skills, manhours, labor rates, travel, material/hardware, and other direct costs.  If option periods are required, break out costs by each option period.
Estimated Manpower Costs (add additional lines if required):

	Position
	Rate
	Est Hrs
	Total

	Instructors
	
	46080
	

	Training Specialists
	
	3840
	

	Wing/Det OJT Administrator
	
	13440
	

	Training Administrator
	
	1920
	

	
	
	
	

	Total
	


Note:  1920 Mhrs is one person working for 1 yr to include holidays and timeoff.  Adjust the estimated hours to reflect the anticipated need as required for each desired skill. 

Estimated Material Costs (add additional lines if required):
	Material Description
	Number of Units
	Unit Issue
	Unit Cost
	Total

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
	


Estimated Travel Costs (add additional lines if required):
	Material Description
	Number of Units
	Unit Issue
	Unit Cost
	Total

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
	


Funds Management:

Identify all funding documents associated with this task:

	Funding Document Number
	Appropriations Code
	Fiscal Year Appropriated
	Expiration of Appropriations

	
	
	
	

	
	
	
	

	
	
	
	


The funds cited on the order are available, meet time limitations, and are for the purpose designated by the appropriation.
The client will use the following management tools to monitor the contractor's effort and ensure funding is properly spent within the limits of the appropriations:

	Check All That Apply
	Funds Management Tools

	
	Monthly Status Reports

	
	Track Burn Rate

	
	Quality Assurance Surveillance Plan (QASP)

	
	In-Process Reviews 

	
	Project specific reports

	
	Approval of Deliverables as stated in Task Orders

	
	Schedules and/or timetables

	
	Earned Value Management Reporting

	
	Industry standardized processes and procedures

	
	Risk Management Plans

	
	Other:  


If “Other “ is checked please describe:  

	


Additional Notes:
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