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DOCUMENT HI STORY LOG

St at us

(Basel i ne/

Revi si on/ Docunent Ef fective

Cancel ed) Revi si on Dat e Descri ption
Docunent converted from MSFC-P06.1-C05 to a

Basel i ne 5/ 14/ 99 Directive. Previous history retained in system
as part of canceled or superseded | SO Document
files.
Changes nade to refl ect new organi zati onal codes.

Revi si on A 8/ 20/ 99 Appendi x A updated and refornatted to be nore

user friendly; paragraphs 4 and 6 revi sed
accordingly.

Docurnent renunbered to conply with fornat

Revi si on B 9/ 14/ 01 required by MPG 1410.2. Added NPG 7120.5, MN
7120.2, NPG 1441.1, and MN 5330.1 to Section 3,
Appl i cabl e Docunents. Section 9, Quality
Records, addressed the mai ntenance and retention/
di sposition requirenents for SEB records.
Appendix A, Part 3: 1.7, added requirement for
an assessnent of anticipated programrisks as
part of ASM briefing; 4.1, added requirenent for
onsite approval letter (if required); 4.2 (new,
added requirement for a detailed acquisition risk
anal ysis; 4.3 (now 4.4), added requirenent for
Safety and Health subfactor and, if not reserved
for small business, a Small D sadvant aged

Busi ness Utilization subfactor; 4.16 (new), added
requirement for synopsis of final RFP which

provi des t he updated schedul e date for RFP
release; 4.20 (now 4.22), added an option for

wai ving the preproposal conference; and 6.9
added definition of “cost confidence” adjective
assessnment at the FPR price.

Updated URL in footers; Throughout the document
Revi si on C 7/ 28/ 2003 del eted “CBDNet” to and substituted with

“FedBi zOpps”; Throughout the docunent del eted
“Quality Records” to and substituted with
“Records”; Throughout the docunent del eted
“Procurenent Initiators” to and substituted with
“Procurenent Requisitioners”; Appendix A Part 1,
Row 13 of the table, change “Associate” to
“Assistant” Adnministrator for Procurenent;
Appendi x A, Part 3, Ref. # 3.1 rewitten to
include instructions for maintaining a |ist of
potential candidates to serve on an SEB/ SEC
Appendi x A, Part 3, 5.6, added the Snall

Busi ness Admi ni stration Procurenent Center
Representati ve; 6.1, changed Chief Counsel to
Legal O fice Representative; added 6.20, Review
Subcontracting Pl an.
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1. PURPCSE

To prescribe policies, procedures, and guidelines to be foll owed
by Source Eval uati on Boards (SEB) and Source Eval uation
Committees (SEC).

2. APPLICABILITY

This Marshall Work Instruction (MN) applies to all NMSFC
enpl oyees appointed to SEBs or SECs.

3. APPLI CABLE DOCUMENTS

3.1 Federal Acquisition Regulation (FAR

3.2 NASA FAR Suppl enent (NFS)

3.3 NPG 1441.1, “NASA Records Retention Schedul es”

3.4 NPG 7120.5, “Program and Project Managenent Processes and
Requi r enent s”

3.5 MAN 5330.1, “Evaluation of Contractors, Suppliers, and
Vendor s”

3.6 MAN 5100.1, “Procurenent Requisitioners Guide”

3.7 MN 7120.2, “Data Requirenents ldentification/Definition”
3.8 PS-OWN-02, “Training”

3.9 PS-OWN-04, “Acquisition Leadtinmes and Pl anni ng”

3.10 PS-OW-05, “Review and Execution of Procurenent Docunents”
3.11 PS-OWN-08, “Vendor Sources and Past Perfornmance”

3.12 PS-OWN-09, “Preparation of Solicitations and Contracts”
3.13 PS-OWN-13, “Transfer of Procurement Files to C ose-out”

4. REFERENCES

None
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5. DEFI N TI ONS

5.1 Source Evaluation Board (SEB). Process to be used for NASA
conpetitive negotiated acquisitions of $50 million or nore.

5.2 Source Evaluation Conmittee (SEC). Process to be used for
MSFC conpetitive acquisitions between $25 mllion and $50
mllion or other designated procurenents.

6. | NSTRUCTI ONS

6.1 This MN, specifically Appendix A entitled “The SEB Source
Eval uati on Process,” provides conprehensive procedures and
guidelines to be foll owed for an equitable and thorough

eval uation of offerors’ proposals using formal source selection
procedures. The SEB or SEC assists the Source Sel ection

Aut hority (SSA) in decision nmaking by providing expert anal yses
of offerors’ proposals in relation to the evaluation factors
contained in the solicitation. These procedures, as applicable,
may be nodified for sinplicity and used on procurenents with an
estimated val ue | ower than shown in Section 5.

6.2 SEBs and SECs shall be appointed and shall operate

under formal source selection procedures prescribed by the FAR
and the NFS. Instructions in MAN' 5100.1, “Procurenent

Requi sitioners @Quide,” and in Procurenent O fice Wrk

I nstructions (OWs) listed in Section 3 shall also be foll owed
where they apply to the acquisitions.

7. NOTES

None

8. SAFETY PRECAUTI ONS AND WARNI NG NOTES

None

9. RECORDS

Records: Al l SEB/ C docunentation as set forth in Attachnment B
of Appendix A.  Upon conpletion of the SEB/C activities, the
records shall be transferred to the cogni zant Procurenent
Depart ment Manager and shall be maintained as an integral unit

with the related contract file. These records shall be
consolidated with the related contract file at the tine the
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contract is readied for closeout. See MPG 5000.1, Purchasing,
Appendi x D, for records instructions for contract/procurenent
file docunentation. Retention/disposition requirenents for
procurenent file docunentation are set forth in the FAR NFS and
NPG 1441. 1.

10. PERSONNEL TRAI NI NG AND CERTI FI CATI ON

See PS-OW-02 and referenced applicable docunents for courses
addressing this topic.

11. FLOW DI AGRAM

None

12. CANCELLATI ON

MAI 5115. 2B dated Septenber 14, 2001

Oiginal signed by
Axel Roth for

David A. King
Di rect or

Appendi x A The SEB Source Eval uati on Process
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THE SEB SOURCE EVALUATI ON PROCESS

Part 1 Identification of Responsible Parties

Part 2 SEB Tenpl ate Schedul e

Part 3 Definition of Schedule M| estones

Attachment A Security Requirenents

Attachment B Recor ds

O her Rel ated Forns, Formats, and Tenpl at es:

SEB Eval uation Plan Tenpl ate

Draft RFP Revi ew

RFP Revi ew Briefing

Initial Findings Presentation

Fi nal Finding Presentation

OGE Form 450, Confidential Financial D sclosure Report

| ndi vidual Certificate for Source Eval uati on Board
Partici pants

Security Plan For mat

Past Performance I nterview Questionnaire Form
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Part 1:

| dentification of Responsible Parties

Responsi bl e
Parties

Definition O Responsible Parties & Key Duties

Cent er
(Center

Managenent

Mymt )

Seni or Center managers that nust approve key
Procurement docunents before they are subnmitted to
NASA Headquarters. At MSFC, these individuals
normal Iy include the Procurenment Officer, Chief
Counsel, the Director of the requiring directorate
or Ofice, and the Center Director. Procurenent

O fice instruction PS-ON-05 provides the specific
i dentification of review ng/approving officials
for various types of procurenent docunents.

Cent er
(Center

Revi ew Team
Rev Team

Seni or Center managers that attend the vari ous SEB
bri efings and provide guidance to the SEB

Chai rperson. At MSFC, these individuals normally

i nclude the Procurement O ficer (or Deputy
Procurement O ficer when the Procurenent O ficer
serves as the Source Sel ection Authority), the

Chi ef Counsel, the Director of the requiring
directorate or Ofice, and the Chief Financi al

O ficer.

Chi ef Counsel
(Counsel)

The Center’s senior attorney and the
organi zational director of the MSFC Ofice of
Chi ef Counsel .

Chi ef Fi nanci al
Oficer
(Fi nance)

The Center’'s senior financial official and the
organi zational director of the MSFC Ofice of
Chief Financial Oficer.

SEB Eval uators
(Eval uat or s)

I ndi vi dual s appointed to the SEB eval uati on team
by the SEB Chairperson and asked to furnish

advi ce, findings, analysis, and/or reports in a
specific field of expertise or discipline. Each
partici pant nust conplete a United States O fice
of Governnment Ethics (OGE) Form 450, “Confidenti al
Fi nanci al Di sclosure Report” (and be cl eared by
the Ofice of Chief Counsel), and execute an
“I'ndividual Certificate for Source Eval uation
Board Participants.”

Legal
Representative to
t he SEB

(Legal)

A senior attorney appointed by the Center Chief
Counsel that provides |egal support and gui dance
to the SEB. This individual is available to the
SEB on an as needed basis but nust be present
during the proposal scoring process. This

i ndi vidual will also serve as one of the SEB
Advi sors.
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Responsi bl e
Parties

Definition O Responsible Parties & Key Duties

NASA Managenent
( NASA Mgymt)

Key NASA Headquarters or Level | Managenent

O ficials that make SEB rel ated procurenent or
programmti c deci sions. The conposition of this
group varies dependent on the issue in question.
Consult the SEB Procurenment Menber or Procurenent
Organi zation Representative for specific

i dentification of persons relative to a given

i ssue.

O ferors
Respondi ng to the
RFP (OfFf erors)

Firms that submit a proposal in response to the

RFP.

Pr ocur enment

Depart nent Manager
(Operati ons)

(Proc DV

Procurement O fice nanager whose departnent is
responsi bl e for providing procurenent support to
the requiring organi zation. This individua
coordi nates Center activities in support of the
SEB. Key responsibilities include counseling the
requiring organi zati on on procurenent policies,
procedures, and practices and serving as an SEB
Advi sor.

Pr ocur enent
O ficer
(Proc Oc¢)

The Center’s senior procurement official and the
organi zati onal director of the MSFC Procurenent
Ofice.

Pr ocur ement
Oper ati ons

Or gani zati on
Representati ve

A contract specialist within the Procurenent
Departnent (Operations) that provides direct
support to the requiring organization

(Proc Rep)

Requiring The organi zati on requiring or sponsoring the

Or gani zati on procurenment action that is the subject of the SEB
(Req Org)

Sour ce Eval uation
Board Menbers
( SEB)

I ndi vi dual s appointed by the SSA to eval uate
proposal s submitted in response to a major
solicitation. An SEB is to be used for
conpetitive negotiated actions of $50, 000,000 or
nore unl ess formally wai ved by the NASA Assi st ant
Admi ni strator for Procurenent. Appointed board
menbers will normally be NASA personnel. Each
nmenber nust conplete an OGE Form 450,
“Confidential Financial Disclosure Report” (and be
cleared by the Ofice of Chief Counsel), and
execute an “Individual Certificate for Source
Eval uati on Board Parti ci pants.”
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Responsi bl e Definition O Responsible Parties & Key Duties
Parties

SEB Advi sors Identified in NFS 1815.370(f)(3), these persons
(Advi sors) function as nonvoting ex officio (advisory) SEB
menbers and no appoi ntnent is necessary. A key
function of this group is conducting initial reviews
of SEB products prior to presentation to the Center
Revi ew Team or SSA. At MSFC, these individuals
normal Iy i nclude the Chairpersons of SEB conmitt ees,
unl ess desi gnated as voting nmenbers, the Procurenent
O ficer, unless designated as a voting nenber, the
Procurement Departnment Manager (Qperations), a senior
manager fromthe requiring organi zation, the Lega
advi sor assigned to the SEB, the Industrial Labor

Rel ations advisor, the installation Small Business
Speci al i st, the SEB Recorder and, when not a nenber
of the Center Review Team the Deputy Procurenent

O ficer.

SEB Chai rperson | The SEB Chai rperson is the senior nanager in charge
(SEB Ch) of all SEB activities. Key functions of the

Chai rperson include appointing all required SEB

Eval uators, convening and presiding at all SEB
neetings, and scheduling SEB activities in order to
nmeet the overall SEB schedule requirenents. The SEB
Chai rperson is selected and appoi nted by the SSA.

SEB Procurenment | The SEB Menber from the Procurenment O ganization.
Voti ng Menmber The SEB Procurenent Voting Menber is normally an
(Proc Mor) experi enced Contracting O ficer within the
Procurement O fice. This individual is responsible
for interpreting regulations/policy and providing the
SEB with real -ti me procurenent gui dance while al so
serving as a voting nenber of the SEB.

SEB Recorder The SEB Recorder is an ex-officio nenber of the SEB
(Recor der) appointed by the SSA (only ex officio nmenber so
appointed). The Recorder functions as the principal
adm ni strative assistant to the SEB Chairperson and
is principally responsible for |ogistical support and
record keeping of SEB activities. Anong other

adm ni strative duties, the SEB Recorder
schedul es/ coordi nates and keeps minutes of all SEB
revi ew neetings and establishes/ maintai ns the SEB
“official files” in accordance with Attachment B

Security The duties of the Protective Services (Security)
(Sec) Departnent include providing a briefing to the SEB on
security matters and provi di ng subsequent advice and
gui dance to the SEB Chai rperson on any security-
related issues.
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Responsi bl e Definition OF Responsible Parties & Key Duties
Parties
Sour ce Sel ection The seni or managenent official responsible for
Aut hority maki ng the source selection. At MSFC, the Center
( SSA) Director is the SSA unless the Center Director

el ects to delegate this responsibility to the
Procurement O ficer.
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Part 2: SEB Tenpl ate Schedul e

Schedul e Assunpti ons

e Cost type procurenent

e The estimated cost of action is >$50, 000, 000

« Al Master Buy Plan (MBP) decision points are
del egated to the Center

e 6 Proposals submtted in response to the Solicitation

e« 3 Oferors in Conpetitive Range

e Duration tinme period is normal workdays (excl udes
Hol i days and weekends)
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SEB Tenpl ate Schedul e

Ref Activity Name Start | Finish Qurat Responsibility 2001 2002
Date Date @ ion May Jun | Jul  Aug Sept Oct Nov Dec Jan Feb | Mar
1.0 |Acquisition Planning
1.1/ Requirement Placed on Acg. Forecast 5/3 Proc Rep <>
1.2/ CCI Analysis Performed 5/3 5/17 10 Proc Rep m
1.3| Procurement Briefing to Requiring Org. 5/17 Proc DM <>
1.4| Verify POP Submit 5/17 = 5/28 8 Req Org/Finance m
1.5/ Prepare & Submit Action on MBP 5/17 6/3 11 Proc Rep/Req Org m
1.6/ MBP Dispositioned 6/4 6/17 9 NASA Mgmnt m
1.7/ Prepare ASM Charts/Plan 6/4 6/18 10 Req Org/Proc Rep m
1.8 SEB Facilities Secured 6/21 Proc DM <>
1.9/ ASM Held & Plan Approved 6/29 NASA/Center Mgmnt <>
2.0 Requirement Definition
2.1 Market Research Conducted 5/24 6/7 10 Req Org/Proc Rep 7\
2.2 Draft SOW Developed 5/24  6/28 25 Req Org/Proc Rep \VanmwaAN
2.3 Draft Data Requirements Developed 6/1 6/28 19 Req Org/Proc Rep U
2.4| Draft RFP "Mat" Developed 6/1 6/28 19 Proc Rep e\
2.5 Draft Evaluation Factors Developed 6/7 6/28 15 Req Org/Proc Rep E
2.6 Draft WBS & IGCE Developed 6/14 7/8 16 Req Org/Proc Rep e\
2.7 NPG 7120.5 Approval or Waiver 7/28 Req Org <>
2.8 Initial Funding Provided 8/31 Req Org ©
3.0 Establishment of the SEB
3.1 Obtain List/Develop SEB Nominee Ltr 6/1 6/18 12 Proc DM/Req Org e\
3.2 SEB Formally Appointed 6/30 SSA <>
3.3 SEB Initial Meeting 6/30 SEB Ch <>
3.4 Initial Briefings to SEB 6/30 7/2 1 Proc Ofc/Counsel/Sec B
3.5 Selection & Appointment of Evaluators 6/14 7/9 18 Req Org/SEB Ch m
3.6 SEB Security & Control Plan Defined 7/6 7/9 2 SEB Ch/Recorder m
3.7 Submittal of COl/Clearance 6/23  7/14 15 Evaluators/Counsel m
3.8 Evaluator Training - Process & Tools 7/14 | 7/16 1 SEB Ch/Proc Mbr m
May | Jun  Jul  Aug Sept| Oct Nov Dec Jan Feb Mar
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SEB Tenpl ate Schedul e

Ref Activity Name Start | Finish Qurat Responsibility 2001 2002
Date | Date @ ion May  Jun | Jul  Aug Sept Oct Nov Dec Jan | Feb Mar
4.0 Develop/Issue Solicitation (+Amendment)
4.1 SEB Refines SOW & DR's (All Sec. J) 6/30  7/16 @11 SEB e\
4.2 SEB Prepares Risk Analysis 716 | 7/14 SEB %
4.3 SEB Prepares Draft Evaluation Plan 7/12 | 7/19 SEB %
4.4 SEB Prepares RFP/Sec. M 7/12 | 7/19 SEB AVAN
4.5 SEB Prepares RFP/Sec. L 7/16 = 7/23 SEB AVAN
4.6 SEB Prepares RFP/Sec. B-I 6/30  7/23 | 16 SEB \Vawa\
4.7 SEB Refines WBS & IGCE 79 | 7/23 11 SEB A
4.8 Draft RFP Review by SEB & Advisors 7/16 = 7/30 11 SEB/Advisors AV7AN
4.9 Arrangements for Industry Briefing 7/16 = 7/30 10 Proc Mbr AV7AN
4.10 RFP/Schedule Synopsized (NAIS & CBD) 7/30 Proc Mbr <>
4.11 Draft RFP Review Charts Developed 7/26 8/2 SEB AVA\
4.12 Draft RFP Provided for Center Review 7130 8/3 SEB/Center Rev Team m
4.13 RFP Briefing /Draft RFP Posted on NAIS 8/6 SEB Ch/Proc Ofc <>
4.14  Industry Brief/Tour/Industry Comments 8/9 | 8/16 SEB Ch/Req Org m
4.15 Final RFP & Eval. Plan Developed 8/16 = 8/23 SEB AVAN
4.16 Final RFP/Schedule Synopsized (NAIS & CBD) @ 8/23 Proc Mbr <>
4.17 Repository Notified of Pending RFP 8/23 Proc Mbr <>
4.18 RFP/Plan Review by SEB & Advisors 8/23 = 8/25 2 SEB/Advisors Y&
4.19 IGCE Finalized 8/23 SEB <>
4.20 Develop RFP Presentation Charts 8/23 = 8/25 2 SEB A\
4.21 Final RFP & Charts for Center Review 8/25  8/30 SEB/Center Rev Team m
4.22 Preproposal Conference Arrangements 8/23  8/31 Proc Mbr AVAN
4.23  Final RFP & Evaluation Plan Briefing Held 8/31 SEB <>
4.24 RFP Approved & released Posted on NAIS 9/2 SSA/Proc Mbr <>
4.25 Procurement Sensitivity Letter Issued 9/3 Proc Mbr/Proc Ofc <>
4.26  Pre-Proposal Conference & Questions 9/13 = 9/20 5 SEB Ch/Proc Mbr AVAN
4.27 Amendment to RFP Posted on NAIS 9/27 SEB/Proc Mbr <>
May Jun  Jul  Aug Sept Oct Nov Dec Jan Feb Mar
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SEB Tenpl ate Schedul e
Ref Activity Name Start | Finish Dlurat Responsibility 2001 2002
Date = Date ion May Jun Jul | Aug Sept Oct Nov Dec Jan Feb Mar
5.0 Initial Proposal Evaluation
5.1/ SEB Chair Briefing to all Evaluators 10/11 SEB Ch <>
5.2/ SEB Detailed Training Provided 10/12  10/14 1 Recorder/Proc Mbr ﬁ
5.3/ Receipt & Log of Proposals 10/18 SEB Ch/Proc Mbr <>
5.4 Overview of All Proposals 10/18 = 10/20 SEB 2&
5.5/ Proposal Page Count & Determination 10/18 10/20 SEB E
5.6 Assign Proposals for Evaluation 10/20 SEB Ch/Recorder <>
5.7| ListtoIG & EEO/Coordinate Clearance 10/20 11/2 10 Recorder m
5.8/ Preparation of Detailed Findings 10/20 11/16 20 SEB/Evaluators B
5.9/ SEB Reviews all Findings 11/12  11/19 SEB m
5.10 SEB Develops Consensus Findings 11/18 11/24 SEB m
5.11 SEB Determines Significant S&W 11/24  11/30 5 SEB m
5.12 SEB Assigns Adj. Ratings & Scores 11/30  12/1 SEB K
5.13 SEB Completes Cost Evaluation 10/20 12/1 30 SEB \Vawa\
5.14 SEB Completes Past Performance Evaluation | 10/20 12/1 = 30 SEB N\
5.15  Initial Findings Charts Prepared 11/30 12/6 5 SEB m
5.16  Charts Reviewed by SEB & Advisors 12/6 = 12/8 2 SEB/Advisors K
5.17 SEB Provides Charts for Center Review 12/8  12/13 4 SEB/Center Rev Team m
5.18 Prepare "Draft" Letters to Offerors 12/8  12/13 4 Proc Mbr m
5.19 "Dry Run" Briefing to Review Team 12/13 SEB Ch/SEB <>
5.20 Initial Findings to SSA Briefing Held 12/15 SEB Ch/SEB <>
5.21 Source Selection or Comp. Range Det. 12/15 SSA <>
May Jun  Jul # Aug Sept Oct Nov Dec | Jan Feb Mar
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SEB Tenpl ate Schedul e

Ref Activity Name start Finish Duration Responsibility 2001 2002
Date Date May Jun Jul Aug Sept Oct Nov Dec Jan Feb Mar

6.0 Discussions & Final Proposal Evaluation

6.1  Review/Issue "Discussions” Letter 12/14 12/17 2 Proc Mbr AVaN

6.2  Arrangements for Discussions 12/9 12/21 10 Proc Mbr AVAN

6.3  Offerors Receive Ltr/Submit Response 12/16 12/24 6 Offerors A

6.4  Receipt/Review of Offeror's Response 1/3 1/4 2 SEB

6.5 Hold Discussions 1/6 1/23 12 SEB

6.6 Issue Letter Requesting Final Proposal 1/25 Proc Mbr <

6.7  Offerors Receive Ltr/Submit FPR 1/25 1/28 2 Offerors Ava\

6.8 Login FPR's and Assign to Evaluators 1/27 Proc Mbr/Recorder <

6.9 Perform "Delta" Evaluation 1/27 1/29 2 SEB/Evaluators Aval
6.10 Review Findings, Adjectives & Scores 2/1 2/4 2 SEB AVAN
6.11  Prepare Final Presentation Charts 2/3 2/5 2 SEB AN
6.12 | Charts Reviewed by SEB & Advisors 217 2/8 2 SEB/Advisors w
6.13 = Provide Final Charts for Center Review 2/9 2/11 1 SEB/Center Rev Team “
6.14  Prepare "body" of Selection Statement 217 2/12 4 Proc Mbr/Legal 2\
6.15  "Dry Run" Briefing to Review Team 2/11 SEB Ch/SEB <o
6.16 | Notify Public Affairs 2/11 Proc Mbr <&
6.17  Final Findings to SSA Briefing Held 2/15 SEB Ch/SEB <&
6.18 | Source Selection & Rationale Provided 2/15 SSA
6.19  Prepare Selection Statement 2/15 2/18 3 Proc Mbr/Legal AVAN
6.20 Review Subcontracting Plan 2/15 2/16 2 Proc Mbr w

7.0 Notifications, Award & Debriefings

7.1  Notify NASA HQ and Obtain ATP 2/15 Proc Ofc

7.2  Prepare Letters to Offerors 2/15 2/19 3 Proc Mbr AVAN

7.3 Notify Public Affairs & Obtain ATP 2/17 2/19 1 Proc Mbr

7.4 Notify Offerors & Sign Contract 2/17 Proc Ofc

7.5 Issue Synopsis of Contract Award 2/18 Proc Mbr <

7.6 Hold Debriefings of Offerors 2/22 2/28 5 Proc DM AV/AN

7.7 = SEB Chair Holds SEB "Out Brief" 3/1 SEB Ch

7.8  Disposition of SEB Documentation 3/15 3/22 6 Recorder/SEB

7.9  Retention of Records 3/28 Proc DM

May Jun Jul Aug Sept Oct Nov Dec Jan Feb Mar

CHECK THE MASTER LI ST at https://repository. nmsfc. nasa.gov/directives/directives. htm

VERI FY THAT THI S | S THE CORRECT VERSI ON BEFORE USE



https://

Marshal | Work Instruction
PS01
Sour ce Eval uation MA 5115.2 Revision: C
Board/ Conmittee (SEB/C) Process | Date: July 28, 2003 Page 16 of 52

Part 3: Definition of Schedule Milestones

Ref # Activity Responsi bility
1.0 Acqui si tion Pl anni ng
Ref # Activity Responsi bility
1.1 Requi renent Placed on Acq. Forecast Proc Rep
Activity Description
The action, defined in very general ternms, is placed on the Center’s
acquisition forecast where it nmay be viewed by representatives of
I ndustry and Governnent. Nornally, this action results in severa
inquiries and requests for “narketing” neetings with the requiring
organi zation. As much as practicable, such requests should be granted.
Ref # Activity Responsi bility
1.2 CCl Anal ysis Performed Proc Rep
Activity Description
Pl aci ng the action on the Consolidated Contracting Initiative (CCl)
automated listing provides a nmeans of deternmining i f a Governnent
contract vehicle is already in place that could satisfy the anticipated
requi renent. Al so, placing the requirenent on this I[ist enables other
Covernnment entities contenplating a simlar requirenent to join forces
wi th NASA and defray the procurenent adm nistrative and acquisition cost.
Ref # Activity Responsi bility
1.3 Procurenent Briefing to Requiring Proc DM
Gg
Activity Description
This briefing provides the requiring organization with an overvi ew of the
SEB process with enphasis on the responsibilities of the requiring
organi zation and the supporting Procurenent Departnment (Operations).
Ref # Activity Responsi bility
1.4 Verify POP Submit Req O g/ Fi nance
Activity Description
Fundi ng for the procurenent is required prior to Request for Proposa
(RFP) release. However, early in the process the requiring organization
should verify that funds are in the Program Operating Plan (POP) for the
procurenent and the first fund increment will be sent to the Center prior
to RFP rel ease.
Ref # Activity Responsi bility
1.5 Prepare & Submit Action on MBP Proc Rep/Req Og

Activity Description

Al'l conpetitive negotiated procurenent actions of $50,000,000 or nore in
estimated val ue are subject to SEB procedures and nmust be subnmitted to
NASA Headquarters on the agency MBP. The MBP submittal provides basic

i nformati on concerning the requirenent and all ows NASA Headquarters to
determine its level of involvenent in future key decision points relative
to the procurenent. Specific “decision points” that nust be

di spositioned are the Acquisition Strategy Meeting (ASM, the RFP revi ew
and rel ease, the Initial Findings Presentation, and the Fina
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Fi ndi ngs/ Sources Sel ection Briefing. (Full coordination with the Center
Smal | Business O fice should be perforned prior to submtting the MBP
action.)

Ref # Activity Responsi bility
1.6 MBP Di spositioned NASA Mgmt
Activity Description
NASA Headquarters will notify the Center as to Headquarters retention or
del egation of review approval authority for the various procurenment
deci sion points. Delegations are nmade to the Center Director who may
further delegate responsibilities to the Procurenent Oficer
Ref # Activity Responsi bility
1.7 Prepare ASM Charts/ Pl an Req O g/ Proc Rep
Activity Description
The ASM briefing provides a conprehensive review of the requirenent,
overal | funding situation, the anticipated conpetitive environnent, an
assessnment of anticipated programrisks which specifically addresses
speci al situations or issues that could affect the procurenent, and the
pl anned RFP/contract provisions that will serve to protect the
Governnent's interest (see PS-ON-04 and PS-OWN-05).
Ref # Activity Responsi bility
1.8 SEB Facilities Secured Proc DM
Activity Description
The Procurenent Departnent Manager (Qperations) will arrange for adequate
space and equi prent to conduct the SEB. Normally, MSFC SEBs are
conducted in the SEB dedi cated area in Building 4203.
Ref # Activity Responsi bility
1.9 ASM Hel d & Pl an Approved NASA/ Cent er Mgmt
Activity Description
VWhen ASMs are held, the signed minutes of the ASM serve as the forna
acquisition plan. The ASM charts and m nutes of the neeting serve as the
SEB' s roadmap. The SEB shoul d be postured to begin its activities
i mredi atel y upon ASM appr oval
Ref # Activity Responsi bility
2.0 Requi renent Definition
Ref # Activity Responsi bility
2.1 Mar ket Research Conduct ed Req O g/ Proc Rep

Activity Description

Mar ket research involves reviewi ng the narketplace to answer the
fol |l owi ng questi ons:

(1) Are the goods or services required by NASA available in the
commer ci al mar ket pl ace?

(2) If not procured comercially, could NASA revise its requirenent
(while still satisfying its basic need) and use a conmercially
avail abl e item service?

(3) When procured comrercially, what type of contract is used nost
of ten?

(4) What types of contract terns, conditions, and performnce
incentives are nornally utilized?
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(5) What conpani es or types of conpani es can NASA expect to propose on
this requirenment?

The results of this research are integral to the Requiring O ganization
and its supporting Procurenent Department efforts to devel op a draft
Statenment of Work (SON and RFP. Another key result of this research is
t he devel opnent of a potential source list. The Procurenent
representative to the requiring organi zation and the Requiring

Organi zation will provide the potential source list to the Procurenent
Depart ment Manager (Operations). The Procurenent Manager will reviewthe
list to deternine that (1) conpanies listed are appropriate, (2) there
are no known or potential organizational conflict of interest situations,
and (3) all known potential sources are included on the list. The
approved list of potential sources should be made known to all persons
who are being considered as candi dates to serve on or assist the SEB and
its committees.

Ref #

Activity Responsi bility
Draft SOW Devel oped Req Org/ Proc Rep

Activity Description

The draft SOWis devel oped by the requiring organization utilizing the
mar ket research findings. Performance based contracting (PBC) principles
nmust be incorporated in the SON The Procurenment Representative wll
provide the requiring organi zation with PBC gui dance and furni sh exanpl es
of Performance Wrk Statenents (PWS). It is essential that a

conpr ehensi ve, well-organi zed, PBC-based, draft SOWbe provided to the
SEB as the SEB schedul e does not allow tinme for anything nore than “fine
tuni ng” the requiring organi zati on products.

Ref #

Activity Responsi bility
Draft Data Requirements Devel oped Req O g/ Proc Rep

Activity Description

The data requirenents nust ensure sufficient NASA contract insight in
order to appropriately nmanage the work content and ensure that the
contract requirements are satisfied. Data requirenents, and the
managenment systens required to produce them are expensive. Avoiding
non-essential data requirenents will result in a cost-effective
procurenent. Wen data requirenents are determned to be essential, the
requi ri ng organization should carefully consider the “Type” data it nust
obtain. Data requirenments that require NASA witten approval before the
contractor is allowed to proceed with work are very expensive and costly
to administer. At MSFC, Marshall Work Instruction (MAV) 7120.2 provides
det ai |l ed gui dance for devel opi ng data requirenents.

Ref #

Activity Responsi bility
Draft RFP "nat" Devel oped Proc Rep

Activity Description

A Draft RFP (DRFP) or contract “mat” shall be devel oped by the
Procurenent organi zati onal representative and provided to the SEB. Basic
“mats” are available fromthe Procurenent Ofice Policy and Infornmation
Managenent Department. The followi ng special note nust be displayed
prominently on the face page of each SEB solicitation: "The proposed
procurenent will be evaluated by a Source Eval uation Board (or conmittee)
in accordance with procedures prescribed by the Federal Acquisition

Regul ati on (FAR) and the NASA FAR Supplenent (NFS).” In addition, the
followi ng notice shall be placed on the face page of all DRFPs: “This
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DRAFT RFP is not a solicitation but is issued as an acquisition planning
instrument and as a neans of soliciting industry coments for use in
devel oping the future fornmal solicitation.”

Ref #

Activity Responsi bility
Draft Eval uation Factors Dev. Req O g/ Proc Rep

Activity Description

The requiring organi zati on shoul d provide the SEB its reconmendation
regarding relative inportance of the three evaluation factors (m ssion
suitability, cost/price and past performance) and what it considers to
be the nost inportant technical requirenents.

Ref #

Activity Responsi bility
Draft WBS & | GCE Devel oped Req Org/ Proc Rep

Activity Description

A wel | - devel oped WBS and | ndependent Governnent Cost Estinmate (1 GCE) are
essential for perfornming a detailed cost proposal eval uation

Preparation of the draft WBS and | GCE are the responsibility of the
requi ring organi zation. This necessitates a firm understanding of the
job to be performed, the effort (labor hours, subcontract, materials,
etc) required, know edge of prevailing industry/locality wage rates,

i ndustry overhead or burden rates, and typical contractor accounting
systens. The Procurenent representative will assist the requiring
organi zation in perform ng additional narket research and/or obtaining
expertise required for performng this assessnent.

Ref #

Activity Responsi bility
NPG 7120.5 Approval or Wiver Req O g/ NASA Mgmt

Activity Description

NPG 7120.5 establishes that the requiring organi zati on mnust:

(1) Obtain NASA Managenent approval for the procurenment as set forth in
NPG 7120.5, or

(2) Obtain a waiver to the 7120.5 process, or

(3) Docunent that the procurenment in question is clearly outside the
scope of 7120.5 and therefore a waiver is not necessary.

The draft RFP cannot be released to Industry until one of the above
actions is perforned.

Ref #

Activity Responsi bility
Initial Funding Provided Req O g/ Fi nance

Activity Description

The fundi ng docunment providing the first increnent of contract funding is
required prior to RFP release. There is a process whereby the
Procurenent O ficer can insert special RFP provisions describing that
funds are budgeted and will be available prior to contract award and thus
wai ve the funds at the tinme of RFP release requirenent. However, the
Procurenent Officer will exhaust all avenues in attenpting to expedite
fundi ng before agreeing to this waiver process.
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Activity Responsi bility
Est abl i shnent of the SEB

Activity Responsi bility
otain List & Devel op SEB Nomi nee Ltr Proc DM Req Og

Activity Description

The Procurenent Departnent Manager (Operations) will contact the
Procurenent O fice, Policy and Information Managenent Departnent, and
obtain a list of all Center enployees that have served on an SEB or SEC
within the last 5 years. In addition, the Procurement Office will
maintain a list of enployees fromother directorates across the Center
who are offered as potential candidates to serve on an SEB/ SEC. Each
directorate shall subnmit potential candidates, who are qualified, trained
and conpetent to serve, as required by the Center Director for

devel opnent al assignnents on SEB/SEC s to the Procurenment O fice annually
by October 1 of each year. Candidate qualifications will be detern ned
by the Procurenment O fice. These two lists (past and future SEB/ SEC

enpl oyees) will then be used by the Director of the requiring

organi zation, the Procurenent Departnent Manager (Operations) and the
Procurenent O ficer in devel opi ng SEB/ SEC Menbership for required
acquisitions. Factors to be considered are:

(1) While prior experience is valuable for any SEB Menber, it is nost
i mportant that the SEB Chairperson and SEB Procurenent nenber have
such experience.

(2) For reconpetitions, the SEB Chairperson should be fromother than the
Requi ri ng Organi zati on.

(3) For non-reconpetition procurenent actions, sone SEB Menbers shoul d be
fromother than the requiring organization.

(4) NFS 1815 stipulates lints on the overall size of an SEB.

Departrent directors for each potential SEB Menber will be contacted
regarding availability of the candidate. Difficulties at this juncture
due solely to other work requirements will be raised to the Center
Director for resolution. Once the field of candi dates has been narrowed,
each candidate will be contacted regardi ng any potential conflicts of
interest (CA) situations and requested to conplete an OGE Form 450,
“Executive Branch Confidential Financial D sclosure Report.” The

conpl eted OGE Form 450 will be subnmitted to the Ofice of Chief Counsel
for review cl earance.

Once a final list of candidates is deternined, a menorandum establishing
t he SEB nenbership (consisting of 4-6 voting nenbers) is prepared by the
Procurenent Departnent Manager (Qperations) and executed by the SSA.

Ref #

Activity Responsi bility
SEB Appoi nt ed SSA

Activity Description

Under provisions of NFS 1815, the SSA issues a nenorandum appoi nting the
SEB Voting Menbers and the Recorder (the recorder is an ex officio nenber
of the SEB and does not vote or score proposals). The SEB Recorder will
obtain and file, in the official SEB file, a copy of the SEB appointing
nmenor anda and any anmendnents thereto.

Upon appoi ntnment, SEB Menbers will be required to conplete and subnit to
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t he SEB Recorder the “Individual Certificate for Source Evaluation Board
Partici pants.”

Ref # Activity Responsi bility
3.3 SEB Initial Meeting SEB Ch
Activity Description
For procurenments delegated to Centers, SEB activities should begin
pronmptly upon ASM approval and receipt by the Chairperson of the neno
establishing the SEB. Boards to be appointed by higher authority should
begin prelimnary activities upon ASM approval and subrmittal of the SEB
Appoi ntment Letter to NASA Headquarters.
SEB Menbers shall review the approved acquisition plan or ASM minutes to
fam liarize thenselves with the scope of the procurenent, all aspects of
the initial risk assessnment and resultant procurenent strategy, and the
schedul e for acconplishing the action (see PS-ON-04). The SEB nust
ensure its activities are in consonance with the ASM
The SEB, using the SEB Tenpl ate Schedul e and software tool, shall devel op
the detail ed SEB schedul e consistent with the approved ASM schedul e.
This schedule will be provided to the Procurenent Oficer, the
Procurenent Departnent Manager (Qperations) supporting the SEB, each
nmenber of the SEB, and Director of the requiring organization. |If the
SEB subsequently determines that it will nost |likely be unable to
mai ntai n the ASM schedul e, the Procurenent Departnent Manager
(Operations) supporting the SEB and the Procurenent Oficer are to be
notified inmediately.
M nutes of this neeting, and all subsequent SEB neetings, are to be taken
by the Recorder.
Ref # Activity Responsi bility
3.4 Initial Briefings to the SEB Proc O c/ Counsel / Sec
Activity Description
The SEB will be provided an overview of the SEB process by the
Procurenent O ficer or designee and inforned of the | atest procedural
devel opnents. In addition, the Ofice of Chief Counsel will review CO
and procurenment sensitivity issues applicable to SEB activities. Also,
the Protective Services Departnent will brief the SEB on special security
controls applicable to SEB work areas.
Ref # Activity Responsi bility
3.5 Sel ection & Appoi ntnment of Eval uators Req Org/ SEB Ch

Activity Description

Upon recei pt of an appointing menorandum establishing the SEB, the

Chai rperson will appoint all other persons who are to assist with the
eval uation. This appointnent excludes ex officio menbers listed in NFS
1815.370. The SEB Recorder will maintain the official file copies of

t hese appointments. The Recorder will also develop a list of all SEB
nmenbers and eval uators reflecting the enpl oyee's name and organi zati on
(as shown on the Center Personnel Ofice record) and the individual’'s
position or area of responsibility on the SEB. A copy of this list is to
be provided to the Procurenment O ficer.

In addition to evaluators, the SEB Chairperson al so appoints all clerical
or support personnel required by the SEB. dCerical or support personnel
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are to be limted to as few personnel as possible. Only permanent NASA
enpl oyees shall be assigned as support personnel

Nornmal |y, SEB Evaluators will be organized in one or nore supporting
conmmittees. SEB Conmittees function as a fact-finding armof the SEB in
di sci pli ne areas such as technical, business managenent, and cost. The
conmittee eval uates each proposal, or portion thereof, assigned by the
SEB and sunmmarizes its evaluation in a report to the SEB. Evaluators
(excluding SEB voting nmenbers and ex-officio nmenbers) will be linmted to
a maxi mum of 20 individuals, unless the Procurenment O ficer approves an
i ncreased nunber.

An SEB may be appoi nted wi thout any supporting comittees. In such

i nstances, the SEB Chairperson should organi ze the SEB nenbership and
assign additional duties in a way that will ensure all mandatory

requi renents of NFS 1815.3 are net by the appoi nted nenbers. \Were the
use of Comrittees is not necessary but the SEB Menbers al one cannot neet
all the mandatory requirenents, individual evaluators nay be appointed to
assi st the SEB Menbers.

Ref #

Activity Responsi bility
SEB Security & Control Pl an Defined SEB Ch/ Recor der

Activity Description

The SEB Chairperson and Recorder will, in accordance with Attachment A of
this instruction, prepare a “security plan” docunenting the nethods the
SEB will use to ensure SEB security. The plan will identify individua
responsibilities and provide instructions to SEB partici pants.

Attachnment 1 of the SEB Eval uation Plan Tenplate is an exanple of a
security plan

Ref #

Activity Responsi bility
Submittal of CA Docunents/C earance Eval uat or s/ Counse

Activity Description

Each SEB partici pant (SEB Menbers, Evaluators and Support Personnel) is
required to conplete an “Individual Certificate for Source Eval uation
Board Participants” inmedi ately upon appoi ntnent. These certificates are
to be provided to the SEB Recorder and filed in the SEB official records.

In addition, each SEB Menber and Eval uator, will have al ready conpl eted
(at the tine the nomination for SEB nenbership is subnmitted to the SSA)
OCGE Form 450, “Confidential Financial D sclosure Report,” and submitted
the formto the Ofice of Chief Counsel for review and clearance. The
Chi ef Counsel will subsequently verify, in witing, to the SEB
Chairperson that the respective individuals have been cleared for SEB
duties.

The Chairperson is not to release sensitive SEB material to SEB
participants until Chief Counsel clearance has been received and al
required forns/certificates are on file.

Ref #

Activity Responsi bility
Eval uator Training - Process & Tools SEB Ch/ Proc Mor

Activity Description

This training is to reinforce the need for SEB security, provide
eval uators with an overview of the SEB process, and acquaint the
eval uators with sonme of the software tools that will be utilized.
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The Chairperson will verify that each SEB Menber and Eval uator has read
and understands the SEB “security plan.”

The Chairperson and the SEB Procurenment nmenber will provide an overview
of the SEB process and the key elenents of the evaluation plan. The
briefing shoul d provide evaluators a better understanding of the events
that are about to occur and answer questions that they may have
concerni ng the process.

The SEB Procurenment nmenber will provide a brief introduction to the
software tools that the SEB will utilize. An in-depth training session
wi Il be provided just prior to proposal receipt.

Activity Responsi bility
Devel op/ I ssue Solicitation &
Anmendnent

Activity Responsi bility
SEB Refines SON& DR s (Al Sec. J) SEB

Activity Description

The requiring organi zati on provi des the SEB a conpl ete “Purchase Request
(PR) support package” consisting of the SON data requirements, WBS,

| GCE, fundi ng docunent, NPG 7120.5 approval nenorandum specifications or
ot her required technical docunments, and an on-site approval letter (if
required). The Procurenent organi zational representative supporting the
requiring organi zation will provide a prelimnary draft RFP/contract

The “PR support package” docunents should be reviewed to deternmine if
they are conplete and suitable for the procurenment. The SEB shoul d
expect to revise the “PR support package” docunents to a certain degree
and tine is allowed in the SEB schedule for a thorough review and sone
rework. Such rework will nost likely require special nmeetings with the
representatives of the Requiring Organization. El enments of the “PR
support packages” that are so deficient as to require a najor revision or
conplete rewite should be reported to the Procurenent O ficer and SSA

i medi ately and the SEB schedule risk identified.

The SEB will establish page linmtations for the respective portions of
the RFP. However, the page linmtation for all sections except for
Section C (DESCRI PTI ON SPECI FI CATI O WORK STATEMENT) will not exceed 150
pages, and the page limtation for Section Cwill not exceed 200 pages.
(RFP attachments count as part of the section they would otherw se be
in.) Utimtely, the SEB nust satisfy itself that the RFP and all its
supporting docunments accurately represent NASA's requirenents in a

conci se, well-organi zed, and professional manner

Ref #

Activity Responsi bility
SEB Prepares R sk Analysis SEB

Activity Description

The SEB, using the ASMrisk assessnent as a starting point, shall prepare
a detailed acquisition risk analysis. This analysis shall focus on

i ssues that inpact the selection of the offeror best suited for the
acquisition and those issues that will be of special inportance or
criticality during subsequent contract performance. The results of this
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anal ysis should aid the SEB in defining the RFP eval uation factors and
the contract performance eval uation plan

Ref # Activity Responsi bility
4.3 SEB Prepares Draft Eval uation Pl an SEB
Activity Description

The SEB shall devel op a proposal evaluation plan prior to issuance of the
final RFP. The SEB Eval uation Plan Tenpl ate provides a standard
eval uation plan that shall be used to the fullest extent possible. Any
deviation to the standard eval uation plan shall be reviewed with the
Procurenent Officer. The plan should set forth in detail the procedure
for evaluating the mssion suitability factor and subfactors, cost/price
factor, and past performance factor. Additionally, the plan should set
forth the SEB's instructions to evaluators and/or committees. Evaluation
factors and subfactors, and their definitions, nmust be identical to
Section Mof the RFP

Ref # Activity Responsi bility

4.4 SEB Prepares RFP/ Sec. M SEB

Activity Description

Using the results of the SEB perforned analysis, the SEB will determ ne
the relative inportance of the three evaluation factors (m ssion
suitability, cost/price, and past perfornance). The SEB will then
devel op/ define the nmission suitability subfactors and determni ne the
points to be assigned to each. Each evaluation factor/subfactor will be
acconmpani ed by a narrative definition. The relative inportance assigned
each of the three evaluation factors and the point weighting of the

m ssion suitability subfactors requires the exercise of judgnment based on
t he uni que aspects of the procurenment requirenent. The relative

i mportance of the three evaluation factors nmust be set forth in section M
of the RFP in narrative terns.

The mission suitability evaluation subfactors will assess the suitability
of the offeror's proposal to performthe overall mission and is point
scored, 1000 points being assigned to a perfect proposal. “Subfactor” is
the explanation of what the mission suitability factor consists. The

m ssion suitability factor and its subfactors shall be described and
their assigned points included in Section Mof the RFP. M ssion
suitability subfactors nmust include a safety and health subfactor and, if
not reserved for snmall business, a Snall Di sadvantaged Busi ness
Utilization subfactor. The total nunber of nmission suitability
subfactors are linmted to no nore than 5and all nust be susceptible to a
range of qualitative evaluation. The SEB should ensure the nission
suitability subfactors and narratives are conplete, nmutually acceptabl e,
do not overlap, do not conflict, and are susceptible to being rated in
order to distinguish between responsible offers. For cost reinbursenent
procurenents, Section Mof the RFP will normally include a cost proposa
eval uation approach that may result in a structured adjustnent to m ssion
suitability scores for a |l ack of cost realism (see NFS 1815. 305).

The SEB will define, in Section Mof the RFP, how the cost eval uation
will be conducted. As a mininum the cost eval uation should produce
findi ngs which include:

(1) The probable cost to the Governnment of each proposal, including any
recommended additions or reductions. The probable cost should
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reflect the best estimate of the cost of any contract, which m ght
result fromthe offeror’s proposal

(2) The differences noted in each proposal regarding busi ness nethods,
operating procedures, and practices as they inpact cost.

(3) A level of confidence in the nost probable cost assessnment for each
pr oposal

Section Mwill also define how the past perfornance evaluation will be
conducted and the rating systemthat will be enployed for evaluating past
per f or mance.

In addition to the above, the RFP nust stipulate the North Anerican
Industrial Cassification (NAIC) code applicable to the procurenent
action, and Section Mnust define any special adjustnent factors to be
used in the event a Small Di sadvantaged Busi ness (SDB) concern submits a
proposal in conpetition with |arge business.

Ref #

Activity Responsi bility
SEB Prepares RFP/ Sec. L SEB

Activity Description

Section Mshould clearly define “What is inportant to NASA in this
procurenent” and Section L should provide “In each inportant area, this
i s what NASA wants to see in the proposals.” SEBs nmust ensure that
information required for an efficient and accurate proposal eval uation
is requested while also carefully avoi di ng obtai ni ng excessive

i nformati on.

In Section L, proposal page limtations will be clearly established as
firmlimts, not as “guides.” Page linmts should be established at the
m nimum |l evel required for an offeror to adequately address the RFP
requi renents. The use of font size, margin size, special indices,
unnunbered section dividers, foldouts on paper greater than 8 1/2 X 11
i nches, and the misplacenment of page-restricted information (mssion
suitability information in the cost volune) nust be addressed. O ferors
shoul d be clearly advised that pages submtted in excess of the
[imtation will not be evaluated and will be returned to the offeror
with a letter citing the applicable RFP provision. In no event shal

t he proposal page limtati on exceed 500 pages (excluding title pages,
tabl e of contents, and cost proposal).

In the mission suitability area, Section L should request very specific
information correlating with each of the evaluation subfactors. 1In
addition, O ferors should be required to submt a risk analysis
identifying risk areas inherent in the requirenent and/or their
proposal s and the recommended approaches to minimze the inpact of those
risks. (The evaluators will evaluate the nmerits of the offeror's
assessnment and devel op findings regarding the risk associated with each
proposal. Findings will be docunented via the assessnment of strengths
and/ or weaknesses.)

In the cost area, Section L will provide detailed instructions on how
cost information is to be presented and will include Electronic
spreadsheet cost formats. Cost and pricing data shall not be requested.
Detailed informati on other than cost and pricing data should only be
requested to the extent necessary for perfornance of a cost anal ysis.

O ferors should be cautioned that NASA may, in the “di scussions” or

CHECK THE MASTER LI ST at https://repository. nsfc. nasa. gov/directives/directives.htm

VER FY THAT THIS | S THE CORRECT VERSI ON BEFORE USE



https://repository.msfc.nasa.gov/directives/directives.htm

Marshall Work I nstruction
PS01

Sour ce Eval uation MAY 5115, 2 Revision: C
Board/ Conmittee (SEB/C) Process | Date: July 28, 2003 Page 26 of 52

Fi nal Proposal Revision (FPR) process, request sone additional pricing
i nformati on.

In the past performance area, Section L should ask the offeror to
provide detailed informati on on a prescribed nunber of contracts
(perforned by the conpany el enment proposed to performthe resultant
contract) that the Offeror believes to be nost relevant to the
procurenent action. Section L should specify the process the SEB wil |
follow in obtaining custoner references. Attachnment 5 of the SEB
Eval uation Plan Tenplate is an exanple of a customer reference
guestionnaire that is to be obtained by the SEB

In certain procurenent situations it nay be appropriate to use an “ora
proposal " approach as defined in FAR/NFS Part 15 in lieu of witten
proposals. Use of an “oral proposal” approach nust be approved by the
Procurenent O ficer prior to preparing the DRFP

Ref # Activity Responsi bility
4.6 SEB Prepares RFP/ Sec. B-I SEB
Activity Description
In addition to the standard “nmat” cl auses, the SEB shoul d consi der any
uni que performance situations that m ght be encountered and include
cl auses that protect NASA s interests.
Ref # Activity Responsi bility
4.7 SEB Refines WBS & | GCE SEB
Activity Description
The requiring organi zati on provides a draft WBS and corresponding I GCE to
the SEB; but the SEB nust thoroughly review, challenge, refine and
ultimately adopt an IGCE that it believes is the best estimte of what
t he requirenent should cost. Al future SEB cost proposal adjustnents
will, to sonme degree, be linked to the IGCE. Therefore the I1GCE is
crucial to the cost evaluation and is worthy of the anount of effort
required to fully understand it and fine-tune it. The Procurenent
Depart ment Manager (Operations) will assist the SEB in obtaining the
needed expertise for refinenment of the | GCE
Ref # Activity Responsi bility
4.8 Draft RFP Review by SEB & Advisors SEB/ SEB Advi sors
Activity Description
This is a joint review of the fully assenbled draft RFP
Ref # Activity Responsi bility
4.9 Arrangenents for Industry Briefing Proc Mor

Activity Description

The assi gned SEB Procurenment nenber will nake the necessary physica
arrangenents for the briefing including:

(1) Reservation of the Mrris Auditorium Building 4200, or other
accommodations suitable for the briefing.

(2) Arrangenents for recording (audio or visual) the briefing. Recording
is not required, but it is recomended.

(3) Arrangenents for visual aid equipnment and services.

(4) Arrangenents for security support including clearing and registering
attendees, and establishing any special parking arrangenents.

(5) A receptionist at the conference |location, with a |log providing for
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regi stration of industry attendees.

(6) Arrangenents for recording and distributing all handout nateri al

(7) Posting to the NAIS of the information presented at the briefing.
(Generally, industry briefing questions/coments shoul d be submitted
inwiting for NASA's consideration in revising the draft RFP. NASA
does not respond directly to each of the questions/coments. |If the
conference provides for receiving questions fromthe floor, the
Procurenent Departnent Manager (Qperations), or designee, should
ensure that questions and answers be recorded accurately and | ater
posted on NAIS.)

(8) Arrangenents with the cafeteria if the conference goes beyond the
[ unch hour.

(9) Transportation, if a local site visit is involved.

Ref #

4.10

Activity Responsi bility
RFP/ Schedul e Synopsi zed (NAIS & Proc Mor
FedBi zQpps)

Activity Description

The synopsis shall be created using the El ectronic Posting System (EPS)
and posted to both the on-1ine Federal Business Cpportunities Wb Page
system (i.e., FedBizOpps) and NAIS via EPS. The EPS synopsis should

i ncl ude:

(1) A description of the procurenent.

(2) Schedule for release of the draft and final RFP

(3) Whether an industry briefing and/or a preproposal conference is
pl anned.

(4) If an industry briefing is planned, the place/date/tinme and agenda
(If a preproposal conference is planned this information will be
provided with the RFP.)

(5) The point of contact for additional information

A preproposal conference or industry briefing will be held for al
procurenents using SEB procedures, unless waived by the Procurenent
O ficer or designee. A sanple agenda for an industry briefing is as
fol |l ows:

(1) Introductory remarks by the Procurenent O ficer or designee.

(2) A general description of the procurenent and an overvi ew of proposa
eval uati on process.

(3) A technical description of the work by a know edgeabl e i ndi vi dua
(usually fromthe requiring organi zation), using visual aids to
ensure a conprehensi ve under st andi ng.

(4) The answering of any witten questions received prior to the
briefing.

(5) The opportunity and process for subnitting additional witten
questions/ comrents for NASA's consideration in devel oping the fina
version of the RFP

(6) dosing remarks by the Procurenent O ficer, or designee, rem nding
all attendees that all contacts are to be nade through the person
identified in the RFP and that all data presented in the industry
briefing will be posted on NAIS within 1 week.

(7) Plans for holding a site tour, if any.
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Ref #

Activity Responsi bility
Draft RFP Review Charts Devel oped SEB

Activity Description

The SEB should use the “DRFP Review' chart tenplates for preparing the
chart presentation.

Activity Responsi bility
Draft RFP Provided for Center Review SEB/ Cent er Rev Team

Activity Description

The DRFP will be provided to the Center Review Team nenbers for review
Concurrently, RFP clauses and provisions will be reviewed by the
Procurenent O fice, Policy and Information Managenment Departnent. The
DRFP Revi ew charts are not required to be furnished to the Center Review
Team prior to the briefing.

Unl ess specifically requested, draft RFP/ evaluation plan review by the
Center Revi ew Team and hi gher nanagenent is not required when the
Procurenent O ficer has been appointed the SSA. Wen the Center Review
Teamis not involved, the Chief Counsel and the Director of the requiring
organi zation will support the SSA

Activity Responsi bility
RFP Briefing/Draft Posted on NAI'S SEB Ch/Proc Oc

Activity Description

When the SSA is the Center Director, the Procurenent Oficer will |ead
the Center Review Teamin the DRFP briefing. Prior to the briefing, the
Procurenent O ficer will schedule a 30-minute overview with SSA (Center
Director) where potential issues and the proposed eval uation factors will
be discussed. The release of the draft RFP constitutes the rel ease of a
wor k-i n-progress. The SSA does not approve the evaluation plan at the
time the DRFP is rel eased (approval of the evaluation factors,
subfactors, and weights will be provided at the tine the final RFP is
revi ewed and authorized for rel ease).

Activity Responsi bility
I ndustry Brief/Tour/Industry Conmments SEB Ch/Req Org

Activity Description

The SEB Chairperson, the Director of the requiring organization, the
Procurenent Departnent Manager (Qperations), and the SEB Procurenent
nmenber shall jointly determi ne who shall |ead the various parts of the

i ndustry briefing and site tour. The SEB Procurenment nmenber will be the
poi nt of contact for any industry questions or conments.

Activity Responsi bility
Final RFP & Eval uati on Pl an Devel oped SEB

Activity Description

The RFP will be nodified as a result of industry questions and coments
provided in response to the DRFP/industry briefing and as a result of the
SEB's continuing RFP review. A summary of the major changes fromthe
DRFP may, if appropriate, be reflected in the final RFP transmittal
letter. Direct response to industry conments and questions is not
necessary.

The final RFP nust establish the due date for the recei pt of proposals
fromall offerors. The time for receipt of proposals should be no |ater
than 1:00 PMlocal tinme. Were it will benefit either the offerors in
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general or the SEB, different dates may be established for separate parts
of the proposal (phased proposal submittals). Any decision to have
separate due dates nust be clearly set forth in the RFP. Any and all due
dates nust be identical for all Oferors.

Ref # Activity Responsi bility
4.16 Fi nal RFP Synopsized on NAIS & Proc Mor
FedBi zQpps
Activity Description
The final RFP is to be synopsized (with a reference to the previous draft
synopsi s) providing the updated schedul e date for RFP rel ease.
Ref # Activity Responsi bility
4.17 Repository Notified of Pending RFP Proc Mor
Activity Description
The SEB should include in the solicitation package, or provide access to,
any Governnent-owned studies or other docunentation (either NASA or
contractor-generated) related to the requirenments of the RFP. The SEB
shoul d revi ew t hese docunents in detail, and if there is any question of
whet her or not the docunments should be released (restrictive | egends,
etc.), the matter shall be referred to the Ofice of Chief Counsel for
resol ution.
At least 5 days prior to the RFP release, notification shall be given to
the Center Repository regarding the planned RFP rel ease and copies of all
RFP-rel at ed docunents (not already in the Repository) provided. The RFP
will provide clear instruction as to what docunments are available within
the Repository. An alternative is to establish a “reading roonf where
interested of ferors may revi ew docunents pertinent to the procurenent.
This roomis the responsibility of the Procurenent SEB nmenber and shall
not be located in the buil di ng housing the SEB.
Ref # Activity Responsi bility
4.18 RFP/ Pl an Revi ew by SEB & Advi sors SEB/ Advi sor s
Activity Description
This is a joint review of the fully assenbled final RFP.
Ref # Activity Responsi bility
4.19 | GCE Finalized SEB
Activity Description
The | GCE shoul d be conpleted by the tinme the RFP is issued and di scussed in detail at the
final RFP briefing.
Ref # Activity Responsi bility
4. 20 Devel op RFP Presentation Charts SEB
Activity Description
The SEB shoul d use the “RFP Review and Briefing” chart tenplates for
preparing the chart presentation.
Ref # Activity Responsi bility
4.21 Final RFP & Charts for Center Review SEB/ Center Rev Team

Activity Description

The SEB will provide a copy of the RFP and a set of the briefing charts
to each Menber of the Center Review Team Center Review Team nenbers
wi || thus have an opportunity to thoroughly review the package and
prepare any comments/questions in advance of the nmeeting. The keys to
havi ng an effective and successful Center Review Team briefing are:
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(1) The use of periodic, informal neetings between the SEB Chairperson
(and perhaps the Procurenent SEB nenber) and various nmenbers of the
Center Review Teamto informof status, raise potential issues and
obt ai n feedback prior to the chart package preparation

(2) The SEB and its advisors performng a thorough prelininary review of
t he package and ensuring a high-quality package.

(3) Holding very brief (10-15 minutes) prelininary nmeetings with each
Center Revi ew Team nenber shortly before each of the major review
presentations to ascertain any concerns with the package provi ded and
identify areas where anplification during the presentation is

desi red.
Ref # Activity Responsi bility
4.22 Preproposal Conference Arrangenents Proc Mor
Activity Description

The assi gned SEB Procurenment nenber will nake the necessary physica

arrangenents for the conference including:

(1) Reservation of the Mrris Auditorium Building 4200, or other
acconmodati ons suitable for the purpose of the conference.

(2) Arrangenents for recording (audio or visual) the briefing. Recording
is not required, but it is highly recomended.

(3) Arrangenents for visual aid equipnment and services.

(4) Arrangenents for security support including clearing and registering
attendees, and establishing any special parking arrangenents.

(5) A receptionist at the conference location, with a log providing for
regi stration of industry attendees.

(6) Arrangenents for recording and distributing all handout nateri al

(7) Posting to the NAIS the information presented at the conference.
(Al questions/coments should be submitted in witing. NASA will
prepare a witten response to each question which will be
i ncorporated in an RFP amendnent.)

(8) Logistic arrangenents with the cafeteria if the conference goes
beyond the lunch hour, and with Transportation if a local site visit
i s invol ved.

(9) Posting of the preproposal conference draft agenda on NAIS. The
agenda format for the conference should be similar to the “industry
briefing” agenda previously di scussed.

The preproposal conference may be waived in its entirety if an industry

briefing was held and there is little new information (fromthe tinme of

the industry briefing) to be conveyed. The Procurenment O ficer nust
approve the decision not to hold a preproposal conference.
Ref # Activity Responsi bility
4,23 Final RFP & Evaluation Plan Briefing SEB
Activity Description
The SSA will lead the Center Review Teamduring the final RFP briefing.

Unl ess the changes fromthe DRFP are substantial, a “dry run” briefing
to the Center Review Teamis not required.
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Activity Responsi bility
RFP Approved & Posted on NAI S SSA/ Proc Mor

Activity Description

The SSA approves the evaluation plan and the RFP and authorizes the SEB
to proceed with the procurenent.

Activity Responsi bility
Procurenent Sensitivity Letter |ssued Proc Mor/Proc O c

Activity Description

This letter is prepared by the SEB Procurenent nenber and issued by the
Procurenent O ficer in conjunction with the RFP release. Distributed
electronically to all Center enployees, the letter advises that the RFP
has been issued and i nposes a prohibition for any future discussions with
I ndustry representatives regarding this procurenent action. The letter
will further establish a nmenber of the Procurenent Office (normally the
SEB Procurenment nenber) as the official point of contact for any

i nformati on requests regardi ng this procurenent.

Activity Responsi bility
Pre- Proposal Conf. & Receipt of ?'s SEB Ch/ Proc Mor

Activity Description

The SEB Chairperson, Director of the requiring organization, Procurenment
Depart ment Manager (Operations), and the SEB Procurenent nenber will
jointly deternmine who will lead various parts of the preproposa
conference. The SEB Procurenent nenber will be the point of contact for
i ndustry questions or conments.

Activity Responsi bility
Amendnent to RFP Posted on NAIS SEB/ Proc Mor

Activity Description

If any terns of the RFP are nodified during the solicitation period, a
formal witten RFP anmendnent shall be posted on the NAIS. Approval of
the Procurenent Officer is required if the amendnent:

(1) Substantially changes the intent of the procurenent.

(2) Affects basic requirements (quantities, levels of effort, tine,
etc.) which have an appreci able effect on cost.

(3) Extends the proposal due date.

(4) Changes the evaluation factors/weights (al so requires SSA approval).

Activity Responsi bility
Initial Proposal Eval uation

Activity Responsi bility
SEB Chair Briefing to all Evaluators SEB Ch

Activity Description

This is a neeting involving all SEB participants. During this nmeeting, an
overvi ew of the overall SEB process will be provided along with a detail eg
review of the SEB Evaluation Plan. The SEB Chairperson will discuss each
section of the Evaluation Plan and the SEB' s expectations regarding

eval uator/conmittee performance. Any required suppl emental instructions
to the conmittees (setting forth the objectives of each phase of the

eval uation, the preferred nethod of proposal eval uation, the docunentati on
desired by the SEB at the conpl etion of each phase, etc.) will be
identified. The need for the SEB to function as an integrated teamw th
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frequent joint nmeetings of the SEB Menbers and Eval uators/ Committees
shoul d be stressed.

Ref #

Activity Responsi bility
SEB Detail ed Training Provided Recor der/ Proc Mor

Activity Description

A software expert will provide the SEB Recorder or Procurenment menber
with detailed training on the electronic evaluation system and data base
managenent. The Procurenment nmenber or Recorder will then train the SEB
nmenbers on using the software. 1In the event the full SEB training is
provi ded by the software contractor, the SEB Recorder will coordi nate

| ogi stics and hold the training outside the SEB area.

The SEB Recorder will also brief all SEB participants on the SEB filing
system (paper and electronic) and review the security plan sections
addressing information security.

Ref #

Activity Responsi bility
Recei pt & Log of Proposals SEB Ch/ Proc Mor

Activity Description

Upon recei pt, proposals are tinme-logged by the SEB Procurenent nenber and
gi ven (unopened) to the SEB Chairperson and Recorder.

O ferors' proposals are sensitive SEB docunents and, therefore, all

copi es received nmust be codified and secured. The SEB Recorder is the

i ndi vi dual responsible for naintaining overall accountability for all
copies of all proposals (including revisions) fromreceipt until the SEB
is officially disbanded.

Any proposal received after the deadline stated in the RFP for receipt of
proposals will be considered a “late proposal.” Such proposals will be
given to the Procurenent Departnent Manager (Operations) for disposition
in accordance with the FAR and NFS.

Ref #

Activity Responsi bility
Overview of Al Proposals SEB

Activity Description

Once codified, proposals nay be distributed by the SEB Chairperson or
Recorder to other SEB Menbers and/or Evaluators for initial evaluation
regardi ng proposal “acceptability.” The Procurenent O ficer shall be
i mediately notified of any proposal that is found unacceptable in
accordance with NFS 1815. 305-70.

If only one proposal is received in response to the RFP this fact should
be i medi ately brought to the Procurenment O ficers attention for
resolution in accordance with NFS 1815. 305-71.

As part of this review, a conplete list of offeror teanms (prine and
subcontractors) will be developed. Al SEB participants will review the
list toreaffirmthat they do not have a conflict of interest with any
firmlisted.

Ref #

Activity Responsi bility
Proposal Page Count & Determnination SEB

Activity Description

Concurrent with the “acceptability” evaluation, the Procurenent voting
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nmenber, SEB Chairperson, and the SEB Recorder will jointly exam ne the
proposals to deternine they are essentially conplete and do not exceed
the RFP page limtation established. The Procurenment voting nenber will
docunent any incident of missing naterial. The Procurenent Departnment
Manager (Operations) will conmunicate with offerors concerning any

m ssing nmaterial .

Ref #

Activity Responsi bility
Assign Proposal s for Eval uation SEB Ch/ Recor der

Activity Description

Pursuant to the evaluation plan, the SEB Chairperson and Recorder, will
proceed to assign proposals (or specific sections thereof) to SEB Menbers
and Evaluators for their review evaluation. Al proposals or specific
sections are codified and signed receipts are acquired when distributed.
The SEB Recorder will naintain records of the | ocation of all proposals
at all tines.

The SEB may al so request very focused eval uation assi stance from Center
subj ect matter experts such as the EEO Conpliance O ficer, Small Business
Specialist (SBS), the Small Busi ness Administration Procurenent Center
Representative (SBA PCR), Industrial Labor Relations Oficial, Supply and
Equi prent Managenent O fice (SEMD representatives, Environmental Ofice
representatives, and others. Review NFS 1815.370(f)(3) and consult with
the SEB Procurenment nmenber and Legal Advisor regarding requirenments for
formal SEB appoi nt ment.

Ref #

Activity Responsi bility
List to | G & EEQ Coordi nate C earance Recor der

Activity Description

I mredi ately follow ng proposal opening, the SEB Recorder shall furnish
the Iist of the offerors (prine and subcontractors) to the NASA | nspector
General (1G. The NASA IGis requested to reviewits records and advi se
if there is any information concerning any of the listed firns that

shoul d be brought to the attention of the SEB.

In addition, the Recorder shall reviewthe Ofice of Federal Contract
Conpl i ance Prograns (OFCCP) National Preaward Registry (located at
http://ww. dol - esa. gov/ preaward/) and verify that all offerors are
listed. Al Oferors listed are certified by OFCCP as being fully
conpliant with EEO statutes. In the event an Oferor is not listed, the
SEB Procurenment nenber nust conplete an MBFC Form Letter 21 for the
offeror and forward to the Center Equal Opportunity Ofice, for
processing and return to the SEB.

O her than the above rel eases, the names of firnms submitting offers and
t he nunber of offers received shall be treated as sensitive information
and will not be rel eased except by specific authorization of the
Procurenent O ficer.

Ref #

Activity Responsi bility
Preparation of Detail ed Findings SEB/ Eval uat or s

Activity Description

The initial evaluation results becone a baseline for the final evaluation
and changes frominitial to final evaluation should be tied to
identifiable changes to the proposal. Thus the basis for the initial

eval uation rmust be extrenely well docunented.
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Fi ndi ngs are to docunent proposal areas requiring clarification or
addi ti onal substantiation, identify strengths, weaknesses, and
deficiencies for all assigned factors/subfactors, and cost for correcting
weaknesses. Areas in the proposal where the technical description of
work to be perfornmed and the resources provided in the cost volunme are
seem ngly inconsistent (either “underpriced” or “overpriced”) should al so
be specifically identified.

Ref #

Activity Responsi bility
SEB Reviews all Findings SEB

Activity Description

The SEB will review the findings of all evaluators or comittees al ong
with the findings of each SEB nenber. Committee findings are provided
via an oral report (chart presentation) and |ater docunmented in a witten
report listing each comm ttee finding.

Activity Responsi bility
SEB Devel ops Consensus Fi ndi ngs SEB

Activity Description

Pursuant to the evaluation plan, the SEB will devel op a consensus |ist of
deficiencies, strengths, and weaknesses for each proposal. A
“deficiency” is a material failure of a proposal to neet a CGovernnent
requi renent or a conbi nation of significant weaknesses in a proposal that
i ncreases the risk of unsuccessful performance to an unacceptabl e | evel
(FAR 15. 301).

Activity Responsi bility
SEB Determ nes Significant S&W SEB

Activity Description

In the mission suitability and past perfornance areas, the SEB wil |

consi der each proposal and determ ne (per factor/subfactor) a consensus
prioritized listing of all strengths and weaknesses. Strengths are those
aspects of a proposal that inspire confidence in the Oferors ability to
performthe work required. A weakness is a flaw in the proposal that

i ncreases the risk of unsuccessful contract performance. Next, the SEB
will determ ne which of the strengths and weaknesses shoul d be consi dered
“significant.” Significant strengths are those areas of a proposal where
a high level of confidence of neeting or exceeding the requirenent is
assured. A significant proposal weakness is a flaw that appreciably

i ncreases the risk of unsuccessful contract performance.

Activity Responsi bility
SEB Assi gns Adjective Ratings & SEB
Scores

Activity Description

The SEB nust ensure the strengths and weaknesses assessed and the
resultant adjective ratings and scores reflect the relative nerits of the
proposal s and there has been a consistent application of the evaluation
factors to all proposals. Strict adherence to the process defined in the
eval uation plan should assure this result.

As set forth in the evaluation plan, follow ng the adjective
assessnment/scoring on cost reinbursenment procurenents, an additiona
adjustnment to the mission suitability score may be required due to | ack
of cost realism During the initial evaluation the resources proposed
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(e.g., hours, facilities, costs, etc.) will be evaluated and the results
used to substantiate the offeror’s understanding of the requirenents and
the correspondi ng degree (or |ack thereof) of cost realism Pursuant to
NFS 1815. 305, a cost reasonabl eness/nission suitability nonmogram
(establishing the degree of mssion suitability adjustnent for |ack of
cost realism will be set forth in all RFPs for cost reinbursenent
procurenents and used to nmake such adjustnents.

Activity Responsi bility
SEB Conpl et es Cost Eval uation SEB

Activity Description

The Cost evaluation will require the devel opnment of a Government nost
probabl e cost position. This assessnent will be nade at the levels of the
WBS at whi ch cost proposals were acquired. The SEB Menbers and Eval uat or g
wi Il furnish required adjustnent for weakness correction to the cost

eval uation group for use in devel opi ng the Governnent nost probabl e cost
position. Any other cost related issues that do not rise to the I evel of
a weakness (discrepancies with audit findings, inflated cost for specific
WBS areas, inconsistencies in the cost volune, etc) should be identified
and a question to the offeror fornulated for use in “discussions.” The
cost position should be developed in such a fashion as to easily
facilitate the preparation of the “lnitial Findings Presentation” briefing
package.

The RFP and evaluation plan will norrmally provide for a cost proposa
eval uation approach which may result in a structured adjustnent to nissior
suitability scores for a |l ack of cost realism (see NFS 1815. 305).

The SEB nust also determine a | evel of “cost confidence” associated with
each proposal. Cost confidence is the level of certainty the SEB attaches
to the Oferors ability to subsequently performthe effort (successfully)
at the “nost probable cost” val ue.

Activity Responsi bility
SEB Conpl et es Past Perfornance Eval. SEB

Activity Description

Findings within this factor shall be docunmented and strengths and
weaknesses assessed using the process set forth in the Eval uation Pl an.
The RFP should request each offeror to identify contracts it has
determned to be highly relevant to the RFP SON The SEB will survey al
past performance references provided by the Oferor and any others that
t he SEB has know edge of and believes to be appropriate for
consideration. The SEB will also review, per PS-ON-08, the MSFC Past
Per f or mance dat abase and consi der any relevant information in its

eval uati on.

| f damagi ng past performance information (and its corresponding inpact on
t he past performance adjective evaluation) is the determ ning factor

whi ch could potentially exclude an offeror from maki ng the conpetitive
range, the offeror nust be afforded an opportunity to rebut the

i nfornmati on before the conpetitive range is established. 1In such
situations, the Procurenment O ficer should be i mediately apprised and an
appropriate course of action jointly devel oped.
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Ref #
5.15

Activity Responsi bility
Initial Findings Charts Prepared SEB

Activity Description

The SEB shall docunent its initial proposal evaluation by preparing an
array of charts summarizing the activity to date. The SEB shall use the
“Initial Findings Presentation” briefing tenplate in devel oping the chart
presentati on. The purpose of the initial evaluation and ranking is to
establish the proposals that are to renmain in the eval uati on process.

The SEB shoul d be prepared to recomend an appropriate conpetitive range
(the nost highly rated proposals unless further reduced for purposes of
efficiency) to the SSA, if requested. A total of no nore than three
proposal s shall be a working goal in establishing the conpetitive range.

Activity Responsi bility
Charts Revi ewed by SEB & Advi sors SEB/ Advi sor s

Activity Description

This is a joint, simultaneous review of the “Initial Findings
Presentation” chart package. A thorough reviewis essential to an
ef fective and successful Center Review Team bri efing.

Activity Responsi bility
SEB Provides Charts for Center Review SEB/ Cent er Rev Team

Activity Description

The SEB Chairperson, or designee, shall deliver the “Initial Findings
Presentation” chart package to the Center Revi ew Team nenbers. |If
possible, it is reconmended that the SEB Chairperson hold a brief (10-15
m nutes) prelimnary neeting with each Center Revi ew Team nmenber shortly
before the actual presentation to ascertain any concerns with the chart
package and areas where anplification during the presentation is desired.

Activity Responsi bility
Prepare "Draft" Letters to Offerors Proc Mor

Activity Description

For each O feror considered outside the conpetitive range, a letter wll
be prepared advising the offeror that its proposal is not within the
conpetitive range and has therefore been w thdrawn from further

consi deration by the SEB in accordance with FAR 15.503. This letter nust
i nclude a general, reasonably brief explanation of the reasons for
exclusion fromthe conpetitive range and notify the Offeror that a fornal
debriefing will be provided if requested in witing.

O ferors inside the conpetitive range will be provided a brief letter
informng of this finding and advising themthat a detailed letter

est abl i shing di scussions will be provided within 2-3 days. The SEB
Procurenent nenber should al so begin preparing the detail ed di scussions
letter. This letter nust include:

(1) The tinme, date, place, and agenda for the oral discussions;

(2) Any specifically desired Oferor attendees and any linmts on nunber
of attendees;

(3) Alist of all deficiencies, weaknesses and questions relating to the
areas of the proposal requiring clarification and/or additional
substanti ati on;

(4) Notification if an unfavorabl e past perfornance report was received.
The offeror will be provided an opportunity to provide witten
conment s regardi ng the unfavorabl e report;
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(5) Notification that witten responses addressing itens (3) and (4)
above shall be submitted to the SEB Procurenent nenber in X days
(normally 7-10 cal endar days) with specific directions for subm ssion
(i.e., format, nunber of copies);

(6) An outline of the oral/witten discussions and FPR submittal process
and schedul e;

(7) Designation of a point of contact at the Center (usually the SEB
Procurenent representative); and,

(8) A statenment that the nmeeting will be recorded.

Unl ess the urgency of the procurenment prohibits, offerors should be
provided a mninumof 7-10 cal endar days to answer the questions and
prepare for oral discussions.

Use of witten discussions only (no oral presentation or face-to-face
di scussions) are not reconmended for SEB procurenent actions and are
utilized only in those situations where questions to all offerors are
few, relatively sinple, and straightforward

Ref # Activity Responsi bility
5.19 "Dry Run" Briefing to Review Team SEB Ch/ SEB
Activity Description
During this review, the Center Review Team nenbers will probe the depth,
consi stency and accuracy of the initial findings. The neeting should
result in the refinenent of some presentation charts and a genera
i ncrease in confidence by all parties regarding the efficacy of the
initial evaluation.
Ref # Activity Responsi bility
5.20 |Initial Findings to SSA Briefing Held SEB Ch/ SEB
Activity Description
During this neeting the SEB Chairperson, with support fromthe SEB
Menbers and the Center Review Team will brief the SSA on the SEB's
initial findings.
Ref # Activity Responsi bility
5.21 Source Sel ection or Conp. Range Det. SSA

Activity Description

The RFP provisions will provide the option of proceeding directly to
contract award and onitting the conpetitive range determ nation and

di scussi ons/ FPR phase of the SEB process. This option requires one
proposal to be so clearly superior to all others that continuation of the
SEB process is not expected to provide any neani ngful benefit to NASA

In addition to its clear superiority, the “sel ected” proposal nust not
have any weaknesses that require correction before contract award and
nmust not have proposed any contract provisions/clauses that are
unacceptable to NASA. darifications (see FAR 15.306 (a)) with the

sel ected Oferor may be necessary. Cdarifications are |linmted exchanges,
bet ween the Governnent and offerors, that may occur when award w t hout

di scussions is contenplated. An exanple of a clarification would be
resol ving an obvious mnor clerical error

When a conpetitive range is established, it will consist of the SEB' s
nost highly rated proposals unless further reduced for purposes of
efficiency. Three proposals shall be a working goal in establishing the
conpetitive range. In sone procurenents, conmuni cati on may be needed in
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order to establish the conpetitive range. FAR 15.306 (b) defines
“communi cations” as used in this context. An exanple would be obtaining
an offeror's response to a negative past performance eval uati on input.
The SEB will use a random nethod, such as the SEB Procurenent nenber
drawing lots, to determine the order (who will be first, second and
third) for discussions with Oferors.

Appropriate letters (inside or outside the conpetitive range) shall be
issued to all offerors. An offeror, having been notified that its
proposal is no |onger being considered for award, may request a
debriefing. |In such instances the Procurenent Departnent Manager
(Operations) or designee will conduct a formal debriefing of the Oferor
in accordance with FAR 15.505 and 15.506 and NFS 1815. 506.

Ref # Activity Responsi bility

6.0 Di scussi ons & Fi nal Proposal Eval

Ref # Activity Responsi bility

6.1 Revi ew | ssue "Di scussi ons" Letter Proc Mor

Activity Description

This activity is a continuation and refinenment of the draft discussion
letters to offerors previously addressed. Ideally, the letters will only
require mnor editorial revision. These letters are crucial to the
success of the ensuing discussions and should be carefully reviewed and
edited by the SEB, its Advisors, the Procurenment O ficer, and Lega
O fice Representative.

Ref # Activity Responsi bility

6.2 Arrangenents for Di scussions Proc Mor

Activity Description

The SEB Procurenent nenber is responsible for all contacts with the

O ferors and arranging all Center |ogistics regardi ng physica
arrangenents for the oral discussions. Physical arrangenents include the
fol | owi ng:

(1) Reservation of a suitable conference area

(2) Adequacy and arrangenent of furniture.

(3) Ensuring availability and functionality of required visual aid
equi pnent .

(4) Coordination with the Protective Services Departnent concerning the
entry and registration of offeror personnel

(5) Coordination of the “discussions” nmeetings with other offices in the
general area in order to nminimze disruption (due to increased
security) to normal operations.

(6) Coordinating conference recording (audi o or audi o/ vi sual)
arrangenents. A request form (RFS 1018) nust be conpl eted and
submitted two weeks prior to the conference. The Center Operations
Directorate and/or support contractor will set up the equi pnent and
i nstruct SEB Menbers on operation. Support contractors shall not be
in the area during the neeting nor gain access to SEB sensitive
procurenent information.

(7) Ensuring a receptionist is at the conference roomto log in al
attendees (offeror and Governnent).

(8) Devel opi ng and providing the neeting agenda.
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Ref # Activity Responsi bility
6.3 O ferors Receive Ltr/ Subnit Response O ferors
Activity Description
Oferors should be provided a mini numof 6 workdays to prepare witten
responses to the “di scussions” letter
Ref # Activity Responsi bility
6.4 Recei pt/ Revi ew of O feror's Responses SEB
Activity Description
Witten responses nust be | ogged and codified in the sane nanner as
witten proposals. The review of witten responses should result in the
cl osure of many areas of concern and allow the SEB to becone wel
prepared for oral discussions.
Ref # Activity Responsi bility
6.5 Hol d Di scussi ons SEB

Activity Description

These di scussions or negotiations are exchanges between the Governnent
and offerors undertaken with the intent of allowing the offeror to revise
its proposal. Bargaining is permtted but discussions are linmited in
some regard (see FAR 15.306). NASA personnel shall not engage in conduct
t hat :

(1) Favors one offeror over another

(2) Reveals an offeror’s technical solution or price.

(3) Reveals the nanmes of individuals providing reference information
about an offeror’s past perfornance.

(4) Knowingly furnishes information in violation of FAR 3. 104.

The prinme objective of discussions is to maxim ze NASA's ability to
obt ai n best val ue.

The SEB Procurenment nmenber is the presiding official at these neetings.
As such, he/she will naintain order and ensure adherence to the agenda
and rul es for discussions (see FAR 15. 306 and NFS 1815.306). The SEB
Procurenent nenber nmay desire to convene the SEB in advance to ensure an
under standi ng of the areas of discussion to be covered by each

partici pating nmenber.

The SEB Procurenment nmenber and the SEB Chairperson will devel op the
neeting agenda for each offeror. Cenerally, the nmeeting agenda will be
in the follow ng order

(1) The SEB Procurenent nenber calls the nmeeting to order, nakes any
necessary adm ni strative announcenents, and introduces the SEB
Chai r per son.

(2) The SEB Chairperson briefly reviews the agenda, introduces the
nmenbers of the SEB, the committee chairpersons (if applicable), and
any other Center or Headquarters officials who may be attending.

(3) Discussions concerning offeror responses to deficiencies, weaknesses,
and answers to questions (and any further questions, deficiencies
and/ or weaknesses that have devel oped).

(4) The SEB Procurenent nenber discusses contract terns and conditions so
a “nodel” contract can be sent to each offeror with the request for
FPR (NFS 1815. 307).

(5) The SEB Procurenent nenber shall describe the process and schedul e
for conpleting discussions and subnitting the FPR/ nodel contract.
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As part of the discussion process, the SEB may find it necessary to
conduct plant visits and pre-award quality surveys (MAN 5330.1).
Adequat e records nust be made of information acquired through such

vi sits/surveys, which nust be conpleted before final cutoff dates are
established for receipt of proposal revisions.

Ref #

Activity Responsi bility
| ssue Letter Requesting Final Proc Mor
Pr oposal

Activity Description

Fol I owi ng the conclusion of oral and witten discussions (and pl ant
visits, if applicable) with all Oferors, a witten comrmunicati on shal
be prepared and sinultaneously released to all Oferors. This letter
will:

(1) Establish the date and tine revised proposals and signed contracts
are due. A common cutoff and FPR due date is to be established for
all offerors. Al FPRs are to be delivered to the Procurenment SEB
nmenber .

(2) ldentify any renaining deficiencies and significant weaknesses.

(3) Instruct offerors to incorporate all changes to their offers
resulting fromdiscussions, and provide clear traceability from
initial proposals.

(4) Require offerors to conplete and execute the “nodel” contract,
(prepared to acconpany each letter to each Offeror) which includes
any special provisions or performance capabilities the offeror
proposed above those specified in the RFP

(5) Caution offerors agai nst unsubstanti ated changes to their proposals.

(6) Establish a page Iimt for FPRs.

(7) Advise offerors that the FPR shall be in witing and that the
Governnent intends to nake award without obtaining further revisions.

(8) Advise offerors that proposal revisions received after the cutoff
date will be considered a | ate proposal

If, after discussions have begun, an offeror originally in the
conpetitive range is no |longer considered anong the nost highly rated

of ferors being considered for award, that O feror nay be elimnminated from
the conpetitive range. This elimnation may be acconplished regardl ess
of whether all material aspects of its proposal have been discussed and
whet her or not the offeror was afforded an opportunity to submt a

revi sed proposal (FAR 15.307 and 15.503). The SSA nust make this

det ermi nati on based upon input fromthe SEB

Ref #

Activity Responsi bility
O ferors Receive Ltr/Submt FPR O ferors

Activity Description

I nasnuch as offerors have been previously notified concerning the FPR
process and schedul e, and recogni zing that the FPR should normally
consi st of nerely docunenting all positions previously identified during
di scussions, a significant anmount of time for FPR preparation is not
required.
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Ref # Activity Responsi bility
6.8 Log in FPR s and Assign to Evaluators Proc Mor/ Recor der
Activity Description
Al FPRs are tinme-logged upon receipt by the SEB Procurenent nenber and
transmitted unopened to the SEB Chairperson and Recorder. Any proposa
received after the deadline will be considered a “late proposal,” and
turned over to the Procurenent Departnent Manager (Operations) for
di sposition in accordance with the FAR and NFS.
The FPRs will then be codified and secured by the SEB Recorder and
revi ewed by the Procurenent voting nmenber, SEB Chairperson, and the SEB
Recorder jointly to determine that they are essentially conplete and do
not exceed the established page linmtation. The SEB Chairperson and
Recorder will then proceed to assign the FPRs to SEB Menbers and
Eval uators for final evaluation.
Ref # Activity Responsi bility
6.9 Perform"Delta" Eval uation SEB/ Eval uat or s
Activity Description
The final evaluation of proposals is essentially the updating and
refining of the initial evaluation based on the results of discussions
with the Offerors and the resulting proposal revisions. This is not a
re-evaluation, but is a conpletion of the “initial evaluation.” Cear
traceability fromthe initial findings nust be maintained.
When comittees are utilized, at the conpletion of committee eval uations,
the conmittee chairperson will make an oral report to the SEB. Each
conmmittee shall also prepare a final report. The final report presents
the witten record of all committee activity. The final report will be
formul ated as an addendumto the initial report with revisions clearly
marked. (This witten report is not required for SEC actions.)
The SEB Menbers shall individually review and eval uate the data provided
during the oral/witten discussion process and incorporated in the FPR s
The SEB will then receive, review, and discuss the evaluator's fina
findings/final oral conmittee reports until the SEB thoroughly
understands the findings. After such discussion, the SEB may request the
i mprovenent/revision of any finding or report found deficient or
anbi guous.
The SEB, supported by its evaluators, shall review and eval uate the cost
data provided during the oral/witten di scussion process and FPR s. The
SEB shal | establish a revised nost probable cost position for each
offeror. Adjustnments fromthe initial nost probable cost position will
be clearly identified. A slight change is introduced in the “cost
confidence” adjective assessnent. At this stage in the evaluation, the
“cost confidence” is a nmeasure of the SEB' s confidence that the offeror
can successfully performthe effort at the FPR price.
Ref # Activity Responsi bility
6. 10 Revi ew Fi ndi ngs, Adjectives & Scores SEB
Activity Description
After its review and consideration of evaluator findings, conmittee
reports, information received fromofferors through plant visits/surveys
(if applicable) and witten/oral discussions, and revised proposals, the
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SEB shal

develop its final

consensus finding and proceed to conplete the

eval uation as set forth in the evaluation plan

Activity

Prepare Final

Presentation Charts

Responsi bility
SEB

Activity Description

The SEB shall utilize the “Final Findings Briefing” chart tenplate in

devel opi ng the final

presentation charts.

| ogi cal audit trai
changes fromthe initial

eval uati on.

It

is inperative that a

and supportive rationale be nmaintained for al

Activity

Charts Revi ewed by SEB & Advi sors

Responsi bility
SEB/ Advi sor s

Activity Description

This is a joint, simultaneous review of the “Final Findings Briefing”
chart package. This review should focus on the changes nade fromthe
initial evaluation and ensure that all such changes are easily understood
and clearly identified.

Activity
Provide Final Charts for
Revi ew

Responsi bility
SEB/ Center Rev Team

Cent er

Activity Description

The SEB Chairperson, or designee, shall deliver the “Final Findings
Briefing” chart package to the Center Review Team nenbers. |f possible,
it is reconmended that the SEB Chairperson hold a brief (10-15 mi nutes)
prelimnary neeting with each Center Review Team nmenber shortly before
the actual presentation to ascertain any concerns with the chart package
and areas where anplification during the presentation is desired.

Ref #

Responsi bility
Proc Mor/ Legal

Activity
Prepare "body" of Selection Statenent

Activity Description

The “body” of the selection statenent is the selection statement |ess the
source selection rationale section. The selection statenment should be
fully devel oped so that, when the SSA provides the sel ection decision and
supporting rationale, the selection rationale can be quickly reduced to
witing and the sel ection statenent conpl eted.

Responsi bility
SEB Ch/ SEB

Activity
Briefing to Review Team

n D, y Runn

Activity Description

During this review the Center Review Team nenbers will probe the depth,
consi stency and accuracy of the final findings. The neeting should
result in the refinenent of some presentation charts and a genera

i ncrease in confidence by all parties regarding the efficacy of the
eval uati on.

Responsi bility
Proc Mor

Activity
Notify Public Affairs

Activity Description

The SEB Procurenment Menber will notify the Center Media Rel ations
Department (MRD) of an upcoming selection and provide the date the
presentation to the SSA is scheduled. MD will also be advised
regardi ng whether the selection is over $25M and thus requires advance
coordi nation with Headquarters Code HS. MRD will then, using
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i nformati on provided by the SEB Procurenent nenber, begin preparing a
“strawman” press release. The Center MRD will effect any necessary
Headquarters coordination of the inpending sel ection decision and wll
notify the Procurenent O ficer or designee of any special factors that
shoul d be considered in the rel ease of the source sel ection
announcenent .

Ref # Activity Responsi bility
6. 17 Final Findings to SSA Briefing Held SEB Ch/ SEB
Activity Description
The SEB Chairperson, supported as necessary by the SEB Menbers and the
Center Review Team wll present the final findings to the SSA. The SEB
does not recommend the selection of a contractor; it reports its
findi ngs, answers questions raised by the SSA and provi des speci al
anal yses clarifying natters related to the final selection.
Ref # Activity Responsi bility
6.18 | Source Selection & Rationale Provided SSA
Activity Description
I mredi ately follow ng the conclusion of the SEB presentation of final
findings, the SSA shall convene an executive session to review the
findings presented, determine the source(s) that should be selected, and
devel op the selection rationale. Attendees at the executive session
normal ly will include the SEB Chairperson, SEB Procurenent nenber, key
SEB Advi sors, and the Center Review Team During this session specific
assignments will be nade regarding conpletion of the formal source
sel ection statement, subsequent notifications, and conducting
debri ef i ngs.
Ref # Activity Responsi bility
6. 19 Prepare Sel ecti on Statenent Proc Mor/ Legal
Activity Description
The rationale for selection will be added to the previous draft and the
docunment submitted for Procurenent O ficer and Chief Counsel review and
subsequently to the SSA for signature.
Ref # Activity Responsi bility
6. 20 Revi ew Subcontracting Pl an Proc Mor
Activity Description
The Center SBS and the SBA PCR will be provided the opportunity to review
and concur in the successful offeror’s subcontracting plan(s), when a
subcontracting plan is required, prior to award.
Ref # Activity Responsi bility
7.0 Noti fications, Award & Debri efi ngs
Ref # Activity Responsi bility
7.1 Noti fy NASA HQ and (htain ATP Proc Oc

Activity Description

When the procurenent is $25M or nore in val ue, NASA Headquarters (Code
HS) shall be imediately notified by secure fax of the SSA s sel ection
decision. No further action nmay be taken until authority to proceed with
rel ease of the selection information is received from Headquarters.
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Ref #
7.2

Activity Responsi bility
Prepare Letters to Oferors Proc Mor

Activity Description

For unsuccessful offerors, a letter will be prepared advising the

of feror(s) of the selected proposal and thanking the offeror for having
participated in the procurenent. The letter is to include a sunmary of
the selection rationale and notify the offerors that, if requested, a
formal debriefing will be provided at the earliest opportunity.

For the successful offeror, a letter will be prepared advising the

of feror of its selection and inviting the offeror to attend a post
award/ contract initiation neeting. The letter will further provide the
time, date, place, and agenda for the neeting, and any specifically
desired contractor attendees.

Ref #

Activity Responsi bility
Notify Media Rel ati ons Departnent & Proc Mor
Obt ai n ATP

Activity Description

I nredi ately follow ng source selection and recei pt of Headquarters
approval, the SEB Procurenment nenber shall provide to Center MRD the (1)
name and address of successful and unsuccessful Oferors and (2) the
total dollar anount, less fee (or total price if fixed price) for the
total contract period of performance.

The Center MRD shall pronptly provide the aforenentioned information to
NASA Headquarters for advance notification to Congressional offices and
ot her special coordination that Headquarters Public Affairs deens
necessary. The Center MRD will also prepare a draft of the source

sel ection press release for review and conment by the Chief Counsel and
the Procurement O ficer.

The Center MRD will then consult w th NASA Headquarters and determ ne the
date and tine that all offerors are to be notified and when the source
sel ection announcenent is to be made public via a press release. The
Center MRD then pronptly notifies the SSA or designee, of when Oferors
may be infornmed of the sel ection decision.

Ref #

Activity Responsi bility
Notify Offerors & Sign Contract Proc Oc

Activity Description

Once all NASA notifications have been conpleted and the announcenent is
immnent, the SSAwll sign the conpleted selection statenent and the
Procurenent Officer will be authorized to execute the contract. A copy
of the selection statenent will be retai ned by the SSA and additi onal
copies will be provided to the Procurenent O ficer and the Procurenent
Depart ment Manager (Operations). The original of the selection statenment
will be provided to the SEB Recorder and incorporated in the SEB offici al
files.

VWen the selection is made at the Center, the SSA will designate the
person (nornmally the Procurenent Officer) to notify the successful and
unsuccessful Oferors. For both Headquarters and Center selections, the
Procurenent O ficer or designee will issue a confirmng facsinle.
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Ref #
7.5

Activity Responsi bility
| ssue Synopsis of Contract Award Proc Mor

Activity Description

A notice of contract award synopsis will be subnitted to FedBi zQpps and
posted on NAIS.

Ref #

Activity Responsi bility
Hol d Debriefings of Offerors Proc DM

Activity Description

Debriefings are conducted in accordance with FAR 15.505 and 15.506. A
debriefing is the only vehicle for furnishing an unsuccessful offeror

i nfornmati on about the evaluation of its proposal. Debriefings are
normal |y conducted by the Procurement O ficer or the Procurenent

Depart ment Manager (Operations). |If not the conducting official, the
Procurenent Oficer shall be notified before any debriefing is schedul ed
with a contractor. Center debriefings will generally include the
presiding Procurement O ficial, SEB Chairperson, the SEB Procurenent
nmenber, the Chief Counsel or designee, and others as appropriate.

The Procurement O ficial identified to conduct the debriefing wll
coordi nate arrangenents regarding tine, date, and attendance at the
debriefing, including obtaining the nanes of attendees fromthe offeror
and ensuring that a conpany official at a responsible level will attend.
Those persons designated to participate in the debriefing nust be
prepared to explain to the offeror where its proposal was | acking and
where it was strong. The information made available to the offeror at
the debriefing nmust be information that is contained in the supporting
reports or is logically concluded fromthe report data.

The debriefing official and the designated Center participants will neet
prior to the debriefing to discuss potential contentious issues and
general rules regarding how the debriefing will be conducted.

The debriefing official is the NASA spokesperson at the debriefing.
He/ she may, however, at their option call upon any or all of the other
attendees to participate in the discussion. The discussion nust
careful ly avoid inproper disclosure of conpetitor information
Therefore, attendees are required to rigidly adhere to the debriefing
official's | eadershinp.

Foll owi ng the debriefing, the debriefing official will prepare a sumary
of the debriefing for the SEB file.

Ref #

Activity Responsi bility
SEB Chair Holds SEB "Qut Brief" SEB Ch

Activity Description

The SEB Chairperson will want to thank all participants for their support
and remind each that, even after a contract is awarded and debriefings
have been concluded, they are required to regard infornmation |earned
whil e serving on an SEB as procurenment sensitive. SEB participants are
not to discuss or disclose any part of the proposal eval uation process or
its results.
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Ref #
7.8

Activity Responsi bility
Di sposition of SEB Docunentation Recor der/ Proc DM

Activity Description

At conpletion of its assignnment, the SEB nmust “clean up” and di spose of
its accunul ated naterial before returning to regular assignnents. This

i nvol ves proper disposition of all docunentation. Al SEB-generated
information retained in electronic formnust be renoved fromthe SEB area
personal conputers. Al SEB and conmittee reports nust be collected and
destroyed with the exception of those required for the official SEB file.
A conprehensive listing of SEB records that constitute the “official

file” is contained in the table in Attachnent B.

Wrking with the SEB Chairperson and other SEB participants, the SEB
Recorder shoul d devel op a schedule that will apprise the cognizant
Procurenent Departnent Manager (Qperations) of the date(s) when the
records will be accunul ated as prescribed in Attachnent B and readi ed for
final transfer or destruction. Followi ng fornmal debriefing of Offerors,
t he Procurenent Departnent Manager (Qperations) will notify the Recorder
and SEB Chairperson that the records may be di spositioned. The
Procurenent Departnent Manager (Qperations) will coordinate the transfer
of all records fromthe SEB Recorder to his/her respective Procurenent
Depar t ment .

Ref #

Activity Responsi bility
Retenti on of SEB Records Proc DM

Activity Description

The cogni zant Procurenent Departnent Manager (Qperations) or subordi nate
Contacting Oficer will maintain the SEB records as an integral unit in a
“secured” fashion (locked cabinet(s) and/or office) and not co-m ngled or
filed with other records. Access to these records will be limted to

aut hori zed personnel. These SEB records will be consolidated with the
related contract file at the tine the contract is readied for closeout.
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ATTACHVENT A

SECURI TY REQUI REMENTS FOR SEBS

The SEB is responsible for devel oping an SEB “Security and Control
Pl an” that assures the SEB operates in a secure manner. Three areas
nmust be specifically considered:

Physical security (access)

* Personnel security (need and eligibility to know)
e Information security (docunment control).

I. Physical security procedures:

A

B.

Ensure that all entrance/exit doors to the SEB area are | ocked
at all tines.

Devel op a system for accessing the SEB area and mai ntai ning a
signhature register of all persons entering or |eaving the

ar ea.

Provi de cabinets with |locks for storage of all materi al
relating to SEB proceedi ngs.

Ensure that cabinets are kept |ocked and only authorized
personnel have access to their contents.

Devel op an energency evacuation procedure that first and
forenost ensures the safety of SEB participants and, secondly,
nmnimzes the security risk inherent in an energency
situation.

Il. Personnel security procedures:

A

B.

Identify all SEB participants, their functions, and

responsibilities.

Ensure that all SEB Menbers and Evaluators submit an OGE Form

450 to the Chief Counsel for review and have been cleared for

participation.

Ensure all SEB participants have been properly briefed on the

SEB security procedures and understand the restrictions and

regul ati ons concer ni ng unaut hori zed di scl osures.

Ensure SEB partici pants are counsel ed on howto respond to and

report:

(1) Any inquiries or attenpts to obtain information relating
to the source eval uati on made by anyone (inside or
outside NASA) not participating in the evaluation
pr oceedi ngs.

(2) Allegations or runors brought to their attention which
i ndi cate a possi ble disclosure of information relating to
t he eval uati on proceedi ngs.

Mai ntain a record of all “security briefings” conducted (both

by the Protective Services Departnent and the SEB Chair person)
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and a | og showi ng when each SEB partici pant was provi ded the
briefing.

Mai ntain a | og of where each SEB participant has attested to
having read the SEB “Security and Control Plan.”

Ensuring that each SEB participant (including any SEB support
personnel not appointed as an eval uator) conpl etes and
forwards their “Individual Certificate for Source Evaluation
Board Participants” to the SEB Chairperson for review and
eventual filing by the SEB Recorder in the official SEB fil es.

I nformation security procedures:

A

Ensure that all documents, which contain or reveal SEB

sensitive information (except contractor-supplied), are narked

as Source Selection Information; see FAR 3. 104.

Ensure that SEB documents are not renoved fromthe SEB work

area without the prior approval of the Chairperson or the SEB

Recorder. Approval nust be docunented via a receipt signed by

the individual identifying the docunents renoved.

Ensure the reproduction of all the SEB material is kept to a

nmi ni mum and acconpl i shed, wherever possible, by NASA enpl oyees

usi ng dedi cated SEB area reproduction equi pment.

Ensure sensitive material excess to the needs of the SEB is

properly maintained and ultimately destroyed. (To prevent an

unnecessary accunul ati on of materials and docunents in the

work areas, all surplus, obsolete, scrap, and waste materials

wi Il be destroyed when the volune warrants it. The SEB

Recorder will package the materials and be responsible for

delivery to the shredder.)

Ensure that, in those circunstances where contractor

reproduction support is required, witten job orders are

prepared for the production of sensitive SEB material. Such

i nstruction nust specify:

(1) The nunber of copies required.

(2) Al rejected copies or overruns are to be given to the
SEB Recorder for disposition.

(3) Access to the material, during reproduction and delivery,
islimted to persons specifically authorized by the SEB
Chai rperson or SEB Recor der

Ensure that the followi ng docunents are nunbered or coded, and

a record of their distribution is maintained:

(1) Al offeror proposals, proposal revisions, and rel ated
suppl enmental information (i.e., witten responses during
di scussi ons).

(2) Al SEB presentation charts and handouts.

(3) Any conmttee reports.

(4) The final RFP prior to release. (Draft RFPs are not
rigidly controlled).

(5) The Evaluation Pl an.
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G Ensure that copies of all sensitive materials distributed at
nmeetings for review or discussion are collected at the end of
t he neetings.
H.  Ensure full conpliance with the follow ng special rules for

transnitting SEB materials outside the SEB area:

(1)

(2)

(3)

(4)

When transmitting materials within the Center, al

material will be placed in a seal ed envel ope showi ng the

of fi ce synbol and nane of recipient and stanped SEB

SENSI TI VE | NFORVATI ON TO BE OPENED BY ADDRESSEE ONLY.

This envel ope will then be placed inside another envel ope

which will have only the office synbol and nane of

recipient (i.e. provides no indication as to the contents

encl osed). Envelopes will then be handcarried by an SEB

Menber to its destination.

Sensitive SEB nmaterial being prepared for transm ssion

outside the Center (e.g., to NASA Headquarters or another

NASA Center) will follow the sanme process defined in

paragraph H 1), above, but are to be transnitted by one

of the follow ng nmeans:

(a) Hand carried by an SEB Member or Center Managenent
O ficial.

(b) Delivered via mail shuttle service (if to NASA
Headquarters).

(c) Sent by registered mail, return receipt requested.
(Sender personally delivers the envel ope to the
mai | room)

Sensitive SEB nmaterial being prepared for transm ssion
outside of MSFC to an offeror will be securely encl osed
in a sealed, opaque envel ope (of sufficient strength to
wi t hst and rough handli ng) showi ng the address and return
address. The envelope will bear no identification of the
nature of the contents. The seal ed envel ope can reach

t he addressee by one of the foll ow ng neans:

(a) Hand carried by an SEB Member or Center Managemnent
O ficial.

(b) Entered into the MSFC nmail systemfor routine
delivery by the U S. Post Ofice.

(c) Sender personally delivers the envel ope to the MSFC
mai | room when premium nail service is required
(e.g., registry, return receipt requested,
certified).

Notwi t hst andi ng the above, SEB sensitive material may be

transmtted by electronic devices when determ ned by the

SEB Chai rperson to be appropriate and to involve m ni nal

if any, risk of disclosing prejudicial or preferential

information. Any planned el ectronic transm ssion nust be
coordinated with the Procurenent Oficer in advance.
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ATTACHVENT B

OFFI G AL RECORDS TO BE CREATED/ MAI NTAI NED BY EACH SEB

FI LE NO

CONTENTS

Appoi nti ng Menor anda/ Cl ear ances
SEB Menber shi p
Consul t ant s/ Advi sors
Eval uators, Conmittee, Subcommittee, Panel
Clerical Support
Legal O earances of Participants
Non- Di scl osure Certificates

A conprehensive listing of all individuals serving in any
of the above categories

M scel | aneous
Mast er Buy Pl an
Acqui sitions Plan/ ASM M nut es
Sour ce Li st
List of Oferors and Notification to NASA I G
Late Proposal s
O her (folders to indicate contents)

Maj or Docunent s
Eval uati on Pl an
RFP and Amendnent (s), if any
Sel ection Statemnent

Presentati ons
I ndustry Briefing
Preproposal Conference
Draft RFP/ Evaluation Plan to Center Review Team
RFP/ Eval uati on Plan to Center Review Team & SSA
Initial Findings to Center Review Team
Initial Findings to SSA
Final Findings to Center Review Team
Final Findings to Center Director (if SSA at HQs)
Fi nal Fi ndings to SSA
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FI LE NO CONTENTS
5 M nutes of SEB Meeti ngs

» Board neetings
e Conmittee neetings
 Panel neetings

e Briefings to Headquarters or Center Review Team
(including any action itens assi gnhed)

6 Techni cal Committee Report/Charts
e Individual Findings
e Initial
* Final

e Panel Reports, if prepared

7 Busi ness Committee Reports/Charts
(Note: Disregard when the Technical and Busi ness
Commi ttees are conbi ned)

e Individual Findings

e Initial

* Final

e Panel Reports, if prepared

8 Cost Conmittee Reports/Charts
(Note: Disregard when the Business and Cost Committees
are comnbi ned)

e Individual Findings

e Initial

* Final

e Panel Reports, if prepared

9 Special Briefings & Instructions Provi ded
e to SEB Menbers
e to Evaluators

10 Correspondence
* Al Transmittal Letters
e Letter(s) to Successful O feror(s)
e Letter(s) to Unsuccessful Oferor(s)
* Menos to and from SSA, if any
* Menos to and from Headquarters, if any
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FI LE NO CONTENTS
11 Di scussi ons
e List of Deficiencies and Waknesses, and Questions to
O ferors

e Oferor Submits During Discussions
* Responses and Questions from O ferors

« O her
12 Vi deot apes, Recordings, Transcripts
13 SEB Schedul es
14 Accountabi lity Docunents

* Receipts, e.g., Post Ofice, Messenger, Docunent Renpbva
* Record of Proposals

e Security Correspondence

* Work Requests

15 Log Sheets
» Work Area Access
* Industry Briefing
* Preproposal Conference
» Attendance at D scussions

16 Proposal s
» Successful Proposal (Oiginal and FPR plus Di scussion
Subnits, if applicable)
* Unsuccessful Proposal (Oiginal and FPR plus Di scussion
Subnits, if applicable)
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