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1.0  INTRODUCTION.  The Source Selection Plan (SSP) is the written guide for the source selection process.  The SSP describes how proposals will be solicited from industry; how proposals will be evaluated, rated, and summarized after receipt; how proposals will be negotiated; and how the successful offeror will be selected for award.  The SSP should also reflect who will evaluate proposals, composition of the SSEB, functional areas to be represented, protecting source selection records and data, and a timetable for contract execution.  In substance, the SSP is the Government's description of how it intends to purchase its requirements.  It emphasizes what is important and gives the relative importance of those criteria. 





1.1  Uses of the SSP.





a.  Translate the objectives stated in the acquisition strategy and the acquisition plan into a specific approach for soliciting and evaluating the proposals of offerors, and selection of the offeror with the best solution.





b.  Communicate this approach as the recommendation of the Program Manager (PM), Procuring Contracting Officer (PCO), and attorney advisor through the SSEB and SSAC to the SSA.





c.  Serve as guidance to the SSEB.





d.  Provide essential guidance to writers of the request for proposal (RFP) as to what should be emphasized in the evaluation of the solicitation.





e.  Describe the criteria and the techniques to be used to evaluate the proposals.





1.2  Purpose of the plan. The principle objective of this document is to set forth the Government's plan for source selection for the {Insert title and device number}.  This document presents the evaluation criteria and procedures to be followed by evaluators and the resulting basis for award.





2.0  SOURCE SELECTION PROCESS.





2.1  Description of requirement. {From acquisition plan}





2.2  Program description. {From acquisition plan}





2.3  Source selection result. The source selection process will identify which offer provides the best overall value to the Government, cost and other factors considered.  Criteria considered in making the award include {list selection criteria areas}. The evaluation and source selection process will consider each offeror's capability to provide a technical solution that clearly meets the requirements of the RFP, is within the proposed schedule, and is reasonably priced.  An integrated assessment of the strengths, weaknesses, and risks of each offeror's proposal, together with the cost proposed, will be used to determine which proposal offers the best overall value to the Government.  A detailed narrative will provide supporting justification for the decision.





2.4  Acquisition Strategy. A {insert type of acquisition} will be used for the {insert title}.  Award of the contract will be made to the successful offeror.  An Acquisition Strategy Brief was held on {Insert date} and this strategy was approved. The rationale for this type of source selection is {insert rationale}.  Each approach may have a different value to the Government.  The contract will be {Insert type}. The rationale for this type of contract is {Insert reason).





3.0  SOURCE SELECTION ORGANIZATION. The source selection decision will be made by the Source Selection Authority (SSA).  The SSA selection decision is based on the proposal evaluation results accomplished by technical experts assembled in a body called the Source Selection Evaluation Board (SSEB).  The SSEB's evaluation also includes the judgment of the senior military and civilian personnel who represent the various functional areas involved in the acquisition.  This body of experts is called the Source Selection Advisory Council (SSAC).





3.1  Source Selection Authority (SSA). {Insert SSA}





Advisors:  {Insert names of advisors, i.e., those people specifically assigned to the project to supervise the project team, but who are not members of the team}





The SSA is responsible for the proper and efficient conduct of the entire source selection process, encompassing proposal solicitation, evaluation, selection, and contract award.  The SSA has, subject to law and applicable regulations, full responsibility and authority to select the source for award and approve the execution of the contract.  Other responsibilities include the following:





a.  Ensure that the SSP and the evaluation of proposals are consistent with the requirements of the solicitation.





b.  Review and approve the SSP including any special instructions or guidance regarding solicitation, contract provisions and objectives.





c.  Appoint the SSAC and SSAC chairperson.  Approve the membership of the SSEB and appoint the SSEB chairperson, determine the need for a PRAG, and direct the SSAC accordingly.





d.  Provide the SSAC and SSEB with guidance and special instructions to conduct the evaluation and selection process.





e.  Ensure avoidance of conflicts of interest or the appearance thereof.





f. Take necessary precautions to ensure against premature or unauthorized disclosure of source selection information.





g.  Determine if the source selection process shall continue, be revised or be canceled due to violations of items e and f above.





h.  Approve all cases where it is necessary for the PCO to request second or subsequent Final Proposal Revision.





i.  Make the final source selection decision and document supporting rationale prior to contract award.





j.  Approve the PCO's competitive range determination. {This approval may be delegated to the SSAC chairperson (Without further delegation)}.





3.2  Source Selection Advisory Counsel (SSAC). If the SSA chooses not to appoint a SSAC, the SSAC duties revert to the SSA.





Source Selection Advisory Counsel (SSAC):  {Insert names of SSAC}





3.2.1  SSAC Responsibilities. The SSAC is appointed to supplement and report the findings of the SSEB to the SSA and conduct the following:





a.  Review and approve the evaluation criteria, factors, subfactors and standards.





b.  Ensure that appropriate actions are taken consistent with the FAR to obtain competition in the selection process.





c.  Review and approve the recommendations of the PCO and PM, and authorize the release of the solicitation.





d.  Review and provide comments to the SSA on the PCO's competitive range determination.





e.  {If past performance is a selection criteria, the SSAC will establish a Performance Review Assessment Group (PRAG) as an independent group}. 





f.  Reviewing initial proposed evaluation results and providing comments to the SSA.





g.  {If tasked, perform comparative analysis}.





h.  Analyzing the evaluation and findings of the SSEB and applying weights {If established}, to the evaluation results.





i.  Prepare the SSAC Proposal Analysis Report for submission to the SSA, a copy of the Proposal Evaluation Report (PER) will be attached.





j.  Provide briefings and consultations, as requested by the SSA.





k.  If tasked, provide source selection recommendations to the SSA.





l.  If tasked, provide the PCO's competitive range recommendations to the SSA.





m.  Offering a recommendation as to source(s), if requested by the SSA. 





n.  Prepare the Source Selection Decision Document for the SSA's signature, if requested by the SSA.





o.  Planning the times and dates for key SSA and SSAC meetings as far in advance as possible giving consideration to potential conflicts and consolidations with Acquisition Strategy Panels and source selection related meetings for other programs.





3.3  Source Selection Evaluation Board (SSEB). Replacements will be submitted for SSA approval.





a.  Membership:  {Fill in names.  Add additional positions and names as needed for the procurement.}





SSEB Members Title�
Names�
�
Project Manager�
�
�
Project Engineer�
�
�
Systems Engineer�
�
�
ILS Manager�
�
�
Contract Negotiator�
�
�
Configuration Management�
�
�
Data  Manager�
�
�
Facilities Engineer�
�
�
EMI Engineer�
�
�
Maintenance Engineer�
�
�
Publications Specialist�
�
�
Provisioning Specialist�
�
�
Computer Systems Specialist�
�
�
Computer Scientist�
�
�
Electrical Engineer�
�
�
Instructional Systems Specialist�
�
�
Cost Analyst�
�
�
User Activity Personnel�
�
�
Others�
�
�
Others�
�
�
Advisors�
�
�
�
�
�



b.  SSEB Responsibilities.  SSEB responsibilities include the following:





(1).  Conduct an in�depth review and evaluation of each proposal against the solicitation requirements, utilizing their expertise and the approved evaluation criteria and standards.





(2).  Prepare and submit the SSEB Proposal Evaluation Report to the SSAC for analysis along with a summary report of the findings.





(3).  Provide briefings and consultations concerning the evaluation as required by the SSA or SSAC.





(4).  Provide a draft of the SSAC Proposal Analysis Report if requested by the SSAC.





(5).  Establish a Contract Definitization Team as an integral part of the SSEB.  The Contract Definitization Team will negotiate definitive contracts with all offerors determined to be within the competitive range.





(6).  If requested by the SSA or SSAC, offer a recommendation as to source.





3.3.1  SSEB Chairperson Responsibilities. The SSEB chairperson is responsible for the following:





a.  Management of the SSEB to ensure a timely, quality, comprehensive evaluation of competitive proposals is conducted in an impartial and equitable manner in accordance with the approved RFP, and the summary facts and findings required of the selection process are properly documented.





b.  Prescribe the evaluation and rating procedures and the methods by which an overall assessment is obtained among members.





c.  Assign multiple evaluators to all high value areas.





d.  Ensure that available competent individuals with appropriate skills and experience are assigned to the board.





e.  Submit the nomination of qualified individuals to serve on the board for SSA approval.





f.  Determine the need for advisors and consultants.





g.  Provide documented justification for members to work overtime, if necessary.





h.  Estimate and coordinate travel funds with the PM's to support user activity board members when appropriate.





i.  Arrange the necessary facilities for the evaluation.





j.  Plan the security requirements of the board and the worksite and supervise their accomplishments when the board is convened.





k.  Assure the safeguarding of proposals and other sensitive information used by the board.





l.  Assure that the SSEB members are briefed and understand the criteria and the standards for the evaluation of proposals so that there is a uniformity of approach in the rating effort.





m.  Be responsive to the guidance and special instructions of the SSA and the SSAC.





n.  Ensure that a recorder is assigned for SSAC and SSA meetings.





o.  Document the conclusions of the meetings.





p.  Provide such briefings and consultations regarding evaluation progress and clarification of findings as may be required by the SSA and the SSAC.





q.  Assure the adequacy and overall quality of the narrative justification for the evaluation results in the PER.





r.  Coordinate the work of technical, logistics, management, and cost members so that the interface and trade�off possibilities between technical performance, time, and cost are adequately evaluated.





s.  Obtain any necessary clarification of criteria and rating methods.





t.  Identify policy issues and major questions requiring decision by the SSAC and the SSA.





u.  Prepare the SSEB Proposal Evaluation Report to support evaluation findings with major emphasis on clarity, logic, and succinctness.





v.  Transmit the appropriate SSEB records to the PCO responsible for making the award.





3.4  Procuring Contracting Officer (PCO) responsibilities.  The PCO for the {Insert title} contract will be {Insert name}, {Insert Code}.  The PCO responsibilities include the following:





a.  Assure that required cost information is fully consistent with the proposal requirement.





b.  Assure that the Procurement Request (PR) and the relative source selection criteria are fully communicated to all offerors through the RFP.





c.  Conduct the "Quick Look" review of submitted proposals for determination as to their worthiness for evaluation.





d.  Initiate and coordinate activities associated with ensuring that the SSEB, upon completion of the technical evaluation, has sufficient selected cost information to make a realistic assessment.





e.  Conduct and control discussions and negotiations with offerors as required.





f.  Document and obtain required approvals on all business clearance aspects of the source selection process.





g.  Make competitive range determination at appropriate points in the selection process.





h.  Perform other functions and requirements specified in the Federal Acquisition Regulation (FAR), except for source selection responsibilities of the SSA.





i.  Retain originals of all submitted proposals.





j.  Retain the official file of all contract negotiation documentation, including notes and worksheets.





3.5  PM Responsibilities. The PM is responsible for:





a.  The preparation of the SSP, and obtaining the SSA approval of the SSP before issuance of the solicitation.





b.  Coordinating the SSP with the PCO, counsel and advisors of the SSEB, SSAC, and the SSA.





c.  Assuring that source selection personnel understand the item to be acquired, operational requirements, and the technical and other problems that will require solution by the successful offeror.





4.0  SECURITY.





4.1  Safeguarding of Data. The sensitivity of competitive source selection dictates absolute security throughout the entire proceedings, including the actions of all personnel associated with the evaluation and administration of proposals, deliberations of the various boards, and presentations to higher authority.





4.1.1  Security Plan. The security plan for source selection activity has been divided into four major areas of consideration, as follows:  Indoctrination of Personnel; Communication; Documentation Control; and Unauthorized Disclosure. 





4.1.1.1  Indoctrination of Personnel. It is essential that all persons involved in the evaluation have a complete awareness of the consequences of security leaks and a complete appreciation of the need for constant adherence to good security practices.  In briefings to the evaluation members prior to receipt of proposals, the SSEB Chairperson will address the procedures to be followed to ensure data security.  After this briefing, each SSEB member will be responsible for continuously maintaining a security-conscious attitude.  Clerical personnel must also attend security briefings.





4.1.1.2  Communication. It is recognized that exchange of information among members is essential to properly coordinate the evaluation process.  Thus, no specific restrictions will be placed on this type of communication.  However, personnel should exercise this privilege only to the extent required in the conduct of their business, and in an appropriate location that precludes inappropriate dissemination.  Once the evaluation has convened, contact with the competing offerors for additional information and/or clarification of the proposals will be made by the PCO only. No one other than officially designated members of the evaluation will be permitted to attend evaluation meetings.





4.1.1.3  Documentation Control.





a.  All documentation developed by evaluation members will be marked and treated as "SOURCE SELECTION SENSITIVE".





b.  All working papers, rough drafts, computation sheets, carbon copies, stenographic notes, etc., relating to documents which are not required for retention in the official source selection files of the SSEB will be placed in burn bags for destruction as soon as practical.





4.1.1.4  Unauthorized Disclosure. DOD personnel who participate in the evaluation of contractor proposals relative to pending acquisitions must be aware of the potential conflicts of interest and non-disclosure of any aspect of a pending acquisition to any organization or individual except those specifically assigned to the evaluation process for the acquisition.  If at any time during these evaluation proceedings it is found that there has been an unauthorized disclosure or release of either classified information or information marked "FOR OFFICIAL USE ONLY" or "SOURCE SELECTION SENSITIVE", the matter will be brought to the attention of the next highest official by the SSEB Chairperson.





5.0  PRESOLICITATION ACTIVITIES.


{Describe the activities leading up to release of the solicitation. Include such things as:





• Market Research


• Request for Information (RFI)


• Draft solicitations


• Synopsis


• Procurement Planning Conference


• Data Requirements Review Board (DRRB)








6.0  OFFEROR'S FACILITY VISIT. Offeror's Facility visits by the SSAC and SSEB may be beneficial during the source selection process.  All personnel must remember that only the PCO can commit the US Government, and they must avoid any situation or contact with any competing offeror that is not essential, or would raise questions of impropriety.  Offeror's Facility visits by source selection personnel must be for a specific, clearly understood purpose, and be approved by the SSAC chairperson.  The SSAC chairperson should make sure that all visits are made on an impartial basis (see FAR subpart 42.4 Correspondence With and Visits to Contractor Facilities).  Some examples of potentially beneficial offeror's facility visits are:





a.  Presolicitation visits, as a preliminary step to the selection of prospective sources.





b.  Visits to develop knowledge for judging the correction potential of deficiencies.





c.  Visits immediately before assembling all facts pertaining to the selection of the prospective contractor(s).





d.  Manufacturing Methods/Production Capability Reviews and Readiness Reviews required to accurately define the contractor's proposed methods and capabilities to fulfill the requirements of the solicitation.





7.0  MAJOR SOURCE SELECTION EVENTS. {select desired activities and assign dates}





The following list of events are those which usually occur during a source selection action.  As a minimum, a schedule of those events marked with an asterisk (*) below will be included in the Source Selection Plan.  The cumulative time elapsing between events will be indicated.





#�
EVENT�
DATE�
�
1.�
PM develop proposed Acquisition Strategy�
/  /�
�
2.�
Procurement Planning Conference convened�
/  /�
�
3.�
PM prepares SSP�
/  /�
�
4.�
SSP submitted to the SSA�
/  /�
�
5.�
*SSA approves the SSP�
/  /�
�
6.�
Synopsis in CBD and published on internet (PCO task)�
/  /�
�
7.�
PCO coordinate preparation of the solicitation�
/  /�
�
8.�
PM submits evaluation standards for SSAC approval�
/  /�
�
9.�
Functional reviews completed�
/  /�
�
10.�
SSAC formally established and convened to:


 • Designate chairperson and approved SSEB membership


 • Review and approve contractor source list


 • Approve the evaluation standards


 • Authorize release of the solicitation�
/  /�
�
11.�
PM provide preproposal briefing to prospective offerors�
/  /�
�
12.�
*Proposals received and evaluation starts�
/  /�
�
13.�
Offeror's facility visits�
/  /�
�
14.�
Oral presentations by offerors�
/  /�
�
15.�
*Initial evaluation complete�
/  /�
�
16.�
*Competitive range determination�
/  /�
�
17.�
*SSEB initial eval brief, preliminary PER to SSAC�
/  /�
�
18.�
*Release of DRs and clarification questions, start of discussions�
/  /�
�
19.�
*Discussions complete�
/  /�
�
20.�
Optional - additional competitive range determination�
/  /�
�
21.�
*Receipt and evaluation of Final Proposal Revisions�
/  /�
�
22.�
*SSEB final PER and SSAC briefings�
/  /�
�
23.�
SSAC Proposal Analysis Report (PAR) completed�
/  /�
�
24.�
Applicable briefings given by SSAC�
/  /�
�
25.�
*SSAC PAR briefed to the SSA�
/  /�
�
26.�
Review and revision of contract(s) made by PCO�
/  /�
�
27.�
SSA decision�
/  /�
�
28.�
SSA decision document completed�
/  /�
�
29.�
SSA announces award�
/  /�
�
30.�
Debriefings to offerors, if requested�
/  /�
�
31.�
Contract award�
/  /�
�
32.�
Lessons learned report�
/  /�
�



8.0  EVALUATION CRITERIA. The evaluation criteria form the basis by which each offeror's proposal is to be evaluated.  Evaluation criteria are defined at the time the SSP is prepared.  Evaluation criteria consist of two types:  specific criteria, and assessment criteria.  The evaluation technique is to apply (in matrix fashion) the assessment criteria to the specific criteria based on a standard, which identifies an acceptable level of performance. 





8.1  Specific Criteria. The Factor (chapter) level specific criteria for this evaluation are identified below.  These Factors can be further subdivided into subfactors as identified in section M of the RFP.





FORMAT�
EXAMPLE�
�
	AREA 1 - {AREA 1 title}


		FACTOR 1 - {FACTOR 1 title}


		FACTOR 2 - {FACTOR 2 title}


		FACTOR N - {FACTOR N title}


			SUBFACTOR 1 - {SUBFACTOR 1 title}


			SUBFACTOR 2 - {SUBFACTOR 2 title}�
	AREA 1 - Technical


		FACTOR 1 - Student Station


			SUBFACTOR 1 - Visual system


			SUBFACTOR 2 - Motion system


		FACTOR 2 - Computer System


			SUBFACTOR 1 - Processing Power


			SUBFACTOR 2 - Expandability�
�
	AREA 2 - {AREA 1 title}


		FACTOR 1 - {FACTOR 1 title}


		FACTOR 2 - {FACTOR 2 title}


		FACTOR N - {FACTOR N title}


			SUBFACTOR 1 - {SUBFACTOR 1 title}


			SUBFACTOR 2 - {SUBFACTOR 2 title}�
	AREA 2 - Program Management


		FACTOR 1 - IMP/IMS


		FACTOR 2 - Past Performance


�
�
	AREA 3 - {AREA 1 title}


		FACTOR 1 - {FACTOR 1 title}


		FACTOR 2 - {FACTOR 2 title}


		FACTOR N - {FACTOR N title}


			SUBFACTOR 1 - {SUBFACTOR 1 title}


			SUBFACTOR 2 - {SUBFACTOR 2 title}�
	AREA 3 - Logistics


		FACTOR 1 - Life Cycle Support


			SUBFACTOR 1 -Spare Parts


			SUBFACTOR 2 - COTS/NDI


		FACTOR 2 - Technical Documentation


			SUBFACTOR 1 - TD Format/Access�
�
	AREA 4 - {AREA 1 title}


		FACTOR 1 - {FACTOR 1 title}


		FACTOR 2 - {FACTOR 2 title}


		FACTOR N - {FACTOR N title}


			SUBFACTOR 1 - {SUBFACTOR 1 title}


			SUBFACTOR 2 - {SUBFACTOR 2 title}�
	AREA 4 - Cost


		FACTOR 1 - Cost Realism


		FACTOR 2 - Cost Risk�
�



8.2  Assessment Criteria (definitions appear in the PEP). 





	Areas other then Cost:					Cost Area:


	• Adequacy of Approach					• Realism


	• Feasibility of Approach					• Completeness


	• Understanding/compliance with requirements		• Reasonableness





8.3  Proposal requirements. The proposal will include {Insert required volumes}, and cost volumes.





8.4  Basis for award. Proposals received in response to this solicitation will be evaluated by {Insert Command} using formal source selection procedures.  The contract award will be based upon an integrated assessment of each offeror's ability to satisfy the solicitation requirements.  This integrated assessment will include evaluation of contract Schedule L general considerations, specific criteria, assessment criteria, and critical areas, and/or factors.  The Government anticipates discussions with offerors will be conducted, however, the Government reserves the right to make award without discussions.  The Government will make award to that responsible offeror's proposal, conforming to the solicitation that is most advantageous to the Government, price and other factors considered.  An award may be made to other than the offeror who offers the lowest price proposal or to other than the best technical proposal.





8.4.1  Order of importance. Each volume (AREA) of the proposal constitutes a major evaluation area.  The technical volumes, listed in descending order of importance, are as follows:





     {Insert volumes}


     {Describe the relative weights for the criteria}





8.4.2  Critical areas, factors. Critical areas, and factors are those sections of the evaluation, which have been identified as having a high value in terms of importance for this solicitation.  The technical team identifies these sections and the SSAC assigns relative weights to them.  Unacceptability in any critical section may be justification to find the entire proposal unacceptable.  Critical sections for this solicitation are as follows:





	{Insert critical areas, and factors}


	{Identify the relative weight of each}





8.5  Assessment of risk. Identification and assessment of the risks associated with each proposal is essential.  In evaluating risks, the evaluators must consider the program office assessment, the offeror's assessment, and make an independent judgement of the probability of success, the impact of failure, and the alternatives available to meet the requirements.  A risk assessment rating and discussion is mandatory for each Area at the Area summary level.





9.0  EVALUATION PROCEDURES. Evaluation will be initiated at {insert command and location} as soon as practicable after the RFP closing date.  The technical proposal will be provided to the SSEB. The physical evaluation will be conducted in accordance with procedures developed by the SSEB, and this document.  Concurrently, the cost proposal and relevant technical volumes will be provided to {Insert Command and Code} for initiation of the cost or price analysis.





The SSEB evaluation teams will accomplish their assigned evaluation responsibilities for all proposals and document the findings of each individual evaluator and provide summary documentation at the team level.  The SSEB will prepare the SSEB Proposal Evaluation Report (PER) (preliminary and/or final) comparative analysis of the evaluation results and the SSEB chairman will brief the SSAC.  The cost or price analysis will be finalized at this time and will be included in the PER as a separate submission to the SSAC.  The PER will summarize and display all findings.  Strengths, weaknesses, deficiencies, and clarifications will be fully described for each offeror's proposal and will be identified back to the specific minimum Government requirement.  The cost or price analysis evaluation will then be appended and included with the overall SSEB PER.





The SSAC will review the PCO's input together with such other data as is deemed warranted and prepare a competitive range recommendation brief for transmittal to the SSA.  Upon determination and approval of the competitive range, the PCO shall initiate any required discussions or negotiations with all offerors determined to be in the competitive range.  At the completion of discussions, all offerors remaining in the competitive range shall be requested to submit Final Proposal Revisions.  This response shall be evaluated by the SSEB and a final PER prepared and presented to the SSAC.  The SSAC shall objectively review the SSEB PER and rank each offeror for presentation to the SSA.  The SSAC shall finalize the comparative analysis of the evaluation results and provide it to the SSA.  The SSA will then make the source selection decision thereby concluding the proposal evaluation process.
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