Annex B


STEPS in a TYPICAL SINGLE PHASE SOURCE SELECTION
1. Acquisition Strategy Panel

2. One-on-One’s with industry

3. Synopsis

4. Develop Statement of Work (SOW)

· Develop performance requirements

5. Develop Request for Proposals (RFP)

· Develop evaluation factors and criteria

· Develop submission requirements

· Develop Special Contract Requirements

· Create DD 254 (Contract Security Classification Specification), if required

· Develop Award Fee Plan

6. Develop Source Selection Plan

· Develop past performance telephonic interview questions

· Identify Source Selection Evaluation Board team

7. Issue RFP

8. Create reference library

9. Industry Conference (Pre-proposal conference)

10. Potential Offeror tours/reference library visits

11. Issue RFP amendments

12. Receive past performance questionnaires

13. Receive proposals

14. Conduct compliance check of proposals received

15. Conduct Debarred list review
16. Conduct evaluation kick-off meeting and evaluator training

17. Schedule and receive offeror oral presentations (if used)

18. Conduct proposal evaluations

· Individual evaluator evaluations

· Past performance telephone interviews

· Advisor input to evaluators

· Evaluator caucus

19. Develop Source Selection Authority (SSA) briefing 

20. Conduct SSA briefing

21. Create SSA Decision Memorandum

22. Conduct debarred list review of successful offeror

23. Verify Central Contractor Registration (CCR)

24. Telephone notice to successful offeror (if applicable)
25. Issue formal notice letter to successful and unsuccessful offerors
26. Notify Congress (if required)

27. Convert RFP into contract
28. Award contract

29. Conduct debriefings

