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�
SOFTWARE SUBCONTRACT MANAGEMENT SCENARIO





The SSM Scenario (SSMS) documents the procedures for selecting software subcontractors and managing delivery orders.  By documenting these processes, we will be better able to determine which processes work well and which processes need to be revised.  Use of repeatable processes will enable Defense Finance and Accounting Service (DFAS) Financial Systems Activities (FSAs) and Directors for Software Engineering (DSEs) to move up to Level 2 in the Software Engineering Institute's Capability Maturity Model (CMM) for Software Subcontract Management (SSM).  Once these processes are approved, using the Software Process Improvement (SPI) document approval process, they will be implemented by all FSAs/DSEs throughout the life cycle of all migratory, interim migratory, and any other long-term automated information systems (AISs) when subcontracting is required.  





This scenario is dynamic.  As new processes are identified, either this scenario will change to incorporate the new tasks or additional scenarios will be developed.





The assumptions of this scenario are:


	1.  Acquisition approval has been granted


	2.  The requirements are known


	3.  The decision to subcontract has already been made


	4.  Existing contract vehicles will be used





Individuals using this scenario will:


	1.  Have completed the mandatory Contracting Officer Representative (COR) training	


	2.  Possess the appropriate certificate


	3.  Have completed Statement Of Work (SOW) training, if possible.


	4.  Have received (will receive) a specific nomination/appointment as Technical Assistant 


                (TA) or COR.





The subcontractor's internal software development, modification and  re-engineering practices may or may not be those endorsed by the Financial Systems Organization (FSO).  Subcontract management applies to software engineering contracts which require the contractor to employ their own documented processes.  Subcontract management does not apply to contracts which require the contractor to employ FSO documented processes.  Not all the tasks are performed in a linear manner.  Many tasks can be performed concurrently.  Global references and standards used throughout this scenario are: 





	Federal Acquisition Regulation (FAR) 


	Defense Federal Acquisition Regulation Supplement (DFAR) 	


 	Commercial Standard for Software Development, J-STD-016


	DFAS 8000.1-R, Part F, Chapter 1, Information Technology Acquisitions


	FSO Policy SM-08, Software Process Improvement (SPI) Strategic Action Plan 


	Software Engineering Institute Special Report-7 (CMM) 


	Software Engineering Institute Technical Report-24 (Framework) 	


           Contracting Officer Technical Representative (COTR) Course Guide 


	SOW Course Guide


	Defense Financial Integrated Systems Services (DFISS) Ordering Guide


	Information Management Technology Reform Act (ITMRA) of 1996





In this scenario, FSA/DSE is considered the prime contractor and the commercial contractor is considered the subcontractor.  See the System Modification Scenario (SMS) glossary for standard usage of terms identified in this scenario.  For subcontracts using the Defense Financial Integrated Systems Services (DFISS) contract vehicle, additional information is available in the DFISS Ordering Guide.  In the event of a conflict between the SSMS and the DFISS Ordering Guide, DFISS contract vehicle users should follow the Ordering Guide.





�
PHASE  1.0 - TASK ORDER PACKAGE PREPARATION





Purpose:  During this phase, requirements are identified and an SOW package is assembled.





Description:  Identify the technical requirements, such as computer programs, and the non-technical requirements, such as delivery dates, to be subcontracted, and consult with the FSO Acquisitions Requirements Management Directorate (ARMD) to develop a SOW package that restates these requirements in task detail.





This Phase contains the following Subphase:


    1.1  TASK ORDER PACKAGE PREPARATION











�
SUBPHASE  1.1 - TASK ORDER PACKAGE PREPARATION





Purpose:  Identify the technical and non-technical requirements as the basis for managing the delivery order.  





Description:  Prepare the Requirements Request Memorandum, SOW and Independent Government Estimate (IGE) to acquire subcontractor services for the DFAS FSO.  Task the subcontractor to provide services to satisfy SOW requirements. 





This Subphase contains the following Tasks:


    1.1.1  REQUIREMENTS REQUEST MEMORANDUM PREPARATION


    1.1.2  SOW PREPARATION


    1.1.3  IGE PREPARATION


    1.1.4  SOW PACKAGE COMPLETION





�
TASK  1.1.1 - REQUIREMENTS REQUEST MEMORANDUM PREPARATION





Purpose:  To request subcontractor support.





Description:  Submit a formal request to FSO ARMD for both new requirements and modifications to existing task orders.  The format for the requirements request is at Attachment 1.





Entry Criteria: 	SYSTEM CHANGE REQUEST





Exit Criteria:		REQUIREMENTS REQUEST MEMORANDUM





�
TASK  1.1.2 - SOW  PREPARATION





Purpose:  Prepare a draft SOW.





Description:  This SOW will serve as the documented agreement to commitments between the prime contractor and the software subcontractor and as a basis for managing the subcontract.  The SOW format is at Attachment 2.





Entry Criteria: 	SYSTEM CHANGE REQUEST





Exit Criteria:		DRAFT STATEMENT OF WORK





�
TASK  1.1.3 - IGE PREPARATION





Purpose:  Quantify the labor requirements for the needs identified in the SOW.  





Description:  The TA and the FSA/DSE Project Manager prepare the IGE with assistance from the Business Manager.  The IGE includes the estimates for resources identified in the SOW as well as other associated costs.  The IGE may also be called a delivery order cost estimate (DOCE).  For additional information, please refer to DFISS Ordering Guide, Section IV 4.





Entry Criteria:	DRAFT STATEMENT OF WORK





Exit Criteria:		DRAFT INDEPENDENT GOVERNMENT ESTIMATE





This Task contains the  following Procedure:


    1.1.3.1  LABOR SKILLS DETERMINATION


�
PROCEDURE 1.1.3.1:  LABOR SKILLS DETERMINATION





Description:  Determine the labor categories based on the type of skills required, i.e., secretary, junior programmer, systems analyst, etc.  For additional information, please refer to DFISS Ordering Guide, Attachment 10.





�
TASK  1.1.4 - SOW PACKAGE COMPLETION





Purpose:  Complete and finalize the draft requirements request, SOW and IGE.





Description:  Add any additional documentation such as funding documents, TA nomination, and non-personal services determination.  Submit the completed SOW package to FSO ARMD.





Entry Criteria:	DRAFT REQUIREMENTS REQUEST MEMORANDUM


			DRAFT INDEPENDENT GOVERNMENT ESTIMATE


			DRAFT STATEMENT OF WORK


			FUNDING DOCUMENTS





Exit Criteria:		STATEMENT OF WORK PACKAGE





This Task contains the following Procedures:


    1.1.4.1  FUNDING DOCUMENTS ATTACHMENT


    1.1.4.2  TA NOMINATION


    1.1.4.3  NON-PERSONAL SERVICES DETERMINATION


    1.1.4.4  SOW FINALIZATION


    1.1.4.5  IGE FINALIZATION


    1.1.4.6  SOW PACKAGE SUBMISSION


�
PROCEDURE  1.1.4.1 - FUNDING DOCUMENTS ATTACHMENT





Description:  Obtain the original funding document, i.e., the Military Interdepartmental Purchase Request (MIPR), and attach it to the SOW.  The funding document(s) total must match the total amount of the IGE and must be signed by the appropriate official.  In some cases, a percentage of the IGE must be added to the funding document as "fee for service."  Also, attach a copy of the signature cards that are on file with the Contracting Officer.  For additional information, please refer to DFISS Ordering Guide, Sections IV 5 & IV 6.








PROCEDURE  1.1.4.2 - TA NOMINATION





Description:  Complete the TA nomination letter and attach to the SOW.  List the TA's qualifications and duties in the nomination letter.  Obtain and include a copy of the training certificate that signifies the TA has completed the COR training.  For additional information, please refer to DFISS Ordering Guide, Section IV 7.








PROCEDURE  1.1.4.3 - NON-PERSONAL SERVICES DETERMINATION





Description:  Prepare and attach a statement of assurance that no personal services are described in the SOW.  Write the statement of assurance, to include the following statements, and obtain the signature of the FSA Director/DSE: 





     1.  The requirements described in the SOW provide for the use of highly trained technical 


          personnel not available to the Government.  





     2.  There will be no Government supervision of the manner in which the Subcontractor's  


          employees accomplish work. 





     3.  The Subcontractor's employees will not be integrated into Government organizational   


          structure. 





     4.  The Subcontractor's employees will not be exercising discretion on the behalf of the


          Government.





For additional information, please refer to DFISS Ordering Guide, Section IV 3 4.








PROCEDURE  1.1.4.4 - SOW FINALIZATION





Description:  Review and complete all components of the SOW before submission.





PROCEDURE  1.1.4.5 - IGE FINALIZATION





Description:  Review and complete all components of the IGE and attach to the SOW.








PROCEDURE  1.1.4.6 - SOW PACKAGE SUBMISSION





Description:  Attach the requirements request memorandum to the completed SOW package and submit to FSO ARMD, who will then send the SOW package, excluding the IGE, to the candidate subcontractor.





�
PHASE  2.0 - DELIVERY ORDER FINALIZATION





Purpose:   During this process, the Contracting Officer will issue a delivery order. 





Description:  The Contracting Officer, with the assistance of the TA, evaluates proposals, holds negotiations, and resolves differences.  





This Phase contains the following Subphases:


    2.1  PROPOSAL EVALUATION


    2.2  PROPOSAL NEGOTIATION AND ACCEPTANCE


�
SUBPHASE  2.1 - PROPOSAL EVALUATION





Purpose:  After receiving the proposal from the Contracting Officer, the TA evaluates the subcontractor's proposal against the SOW.  For additional information, please refer to DFISS Ordering Guide, Section V.





Description:   The TA evaluates the subcontractor's proposal against the SOW package.





This Subphase contains the following Task:


    2.1.1  PROPOSAL EVALUATION





�
TASK  2.1.1 - PROPOSAL EVALUATION





Purpose:  Evaluate subcontractor proposals.  Please refer to DFISS Ordering Guide, Section III for additional information.





Description:  The TA evaluates the subcontractor's proposal against the SOW package.





Entry Criteria:	STATEMENT OF WORK PACKAGE


			SUBCONTRACTOR PROPOSAL





Exit Criteria:		PROPOSAL EVALUATION LETTER





This Task contains the following Procedures:


    2.1.1.1  PROPOSAL EVALUATION


    2.1.1.2  PROPOSAL EVALUATION LETTER PREPARATION


    2.1.1.3  FSO/FSA/DSE REVIEW AND CONCURRENCE





�
PROCEDURE  2.1.1.1 - PROPOSAL EVALUATION





Description:  Evaluate the subcontractor's proposal against the SOW package.  Ensure that the proposal is within the scope of the SOW, and that the proposal reflects an understanding of the requirements of the SOW.  Compare the hours proposed against the estimate identified in the IGE.  When evaluating the proposal, consider the following elements: 





    A.  Labor categories 


    B.  Number of hours per category 


    C.  Total SOW cost 


         1.  Labor cost 


         2.  Other direct costs (including travel) 


    D.  Proposed delivery date 


    E.  Subcontractor personnel resumes 


    F.  Ready availability of contract resources 


    G.  Government space and equipment





�PROCEDURE  2.1.1.2 - PROPOSAL EVALUATION LETTER PREPARATION





Description:  Prepare the proposal evaluation letter with comments regarding the subcontractor's proposal and forward to the Contracting Officer.  DFISS contracts will use a standard DFISS Evaluation sheet in lieu of the proposed evaluation letter.








PROCEDURE  2.1.1.3 - FSO/FSA/DSE REVIEW AND CONCURRENCE





Description:  Review and concurrence of the FSA/DSE Director is required prior to the acceptance of any proposal, as is a briefing to the FSO Director.  Contact FSO ARMD for details.








�
SUBPHASE  2.2 - PROPOSAL NEGOTIATION AND ACCEPTANCE





Purpose:  Provide input for negotiations and recommend acceptance of a subcontractor's proposal.





Description:  The Contracting Officer, with input from the TA, negotiates with the subcontractor to resolve differences identified during proposal evaluation.  If negotiations fail to resolve differences, management appropriate to the level of disagreement is notified and necessary corrective actions are taken.  The subcontractor's proposal is accepted when all differences are resolved.





This Subphase contains the following Tasks:


    2.2.1  PROPOSAL NEGOTIATIONS


    2.2.2  PROPOSAL ACCEPTANCE


�
TASK  2.2.1 - PROPOSAL NEGOTIATIONS





Purpose:  The Contracting Officer, with input from the TA, negotiates with the subcontractor to resolve differences identified during proposal evaluation.





Entry Criteria:	PROPOSAL EVALUATION LETTER


			STATEMENT OF WORK PACKAGE


			SUBCONTRACTOR PROPOSAL





Exit Criteria:		NONE





This Task contains the following Procedures:


    2.2.1.1  PROPOSAL NEGOTIATION


�
PROCEDURE  2.2.1.1 - PROPOSAL NEGOTIATION





Description:  The Contracting Officer, with input from the nominated TA, negotiates with the subcontractor to resolve differences identified during proposal evaluation.  The subcontractor provides input for these negotiations and often is present during discussions.  In order to come to an agreement, it may be necessary to alter the scope, schedule or price of the delivery order.  If negotiations fail to resolve differences, management appropriate to the level of disagreement is notified, and necessary corrective actions are taken.








�
TASK  2.2.2 - PROPOSAL ACCEPTANCE





Purpose:  During this task, the TA recommends proposal acceptance to FSO ARMD.





Entry Criteria:	PROPOSAL ACCEPTANCE NOTIFICATION





Exit Criteria:		NONE





This Task contains the following Procedure:


    2.2.2.1  PROPOSAL ACCEPTANCE NOTIFICATION


�
PROCEDURE  2.2.2.1 - PROPOSAL ACCEPTANCE NOTIFICATION





Description:  The TA recommends proposal acceptance to the Contracting Officer.  If the negotiated delivery order amount differs from the originally submitted IGE, the negotiation memorandum prepared by the contracting office will explain the differences between the IGE and the negotiated amount.





�
PHASE  3.0 - SUBCONTRACT MANAGEMENT





Purpose:  The subcontract is managed from its inception to its closure.





Description:  The subcontractor performs planning, tracking, and oversight activities for the subcontracted work.  The TA ensures that the subcontractor's planning, tracking, and oversight activities conform to established standards that are Level 2 or higher of the CMM.  The TA also ensures that the products delivered by the subcontractor satisfy the acceptance criteria specified in the SOW.





This Phase contains the following Subphases:


    3.1  SUBCONTRACT TRACKING AND OVERSIGHT


    3.2  SUBCONTRACT MODIFICATION


    3.3  SUBCONTRACT CLOSURE


�
SUBPHASE  3.1 - SUBCONTRACT TRACKING AND OVERSIGHT





Purpose:  Track results performance of the subcontractor.  





Description:  Perform ongoing tracking and oversight functions in order to keep all levels of management informed of the delivery order's progress and to take appropriate action when necessary.  Gather appropriate data to track progress of the project as necessary.  At the Periodic Review Intervals defined within the Software Development Plan (SDP), collect data, compare it to estimates, record and report it to appropriate levels of management.  Take actions to correct problems and update the SDP as necessary.





This Subphase contains the following Tasks:


    3.1.1  PERSONNEL ASSIGNMENT NOTICE (PAN) REVIEW AND ACCEPTANCE


    3.1.2  PLANS REVIEW AND ACCEPTANCE


    3.1.3  SCHEDULE TRACKING AND OVERSIGHT


    3.1.4  FINANCIAL TRACKING AND OVERSIGHT


    3.1.5  DELIVERABLES TRACKING AND OVERSIGHT


�
TASK  3.1.1 - PERSONNEL ASSIGNMENT NOTICE (PAN) REVIEW AND ACCEPTANCE





Purpose:  Review subcontractor's PANs and resumes to ensure acceptance criteria as stated in the SOW.





Description:  Review subcontractor's PAN and resumes to ensure acceptance criteria as stated in the SOW.





Entry Criteria:	PERSONNEL ASSIGNMENT NOTICE





Exit Criteria:		COMPLETED PERSONNEL ASSIGNMENT NOTICE





This Task contains the following Procedures:


    3.1.1.1  PAN QUALIFICATIONS VERIFICATION


    3.1.1.2  PAN ACCEPTANCE/REJECTION NOTIFICATION





�
PROCEDURE  3.1.1.1 - PAN QUALIFICATIONS VERIFICATION





Description:  Verify PAN qualifications against the criteria for knowledge and experience specified in the SOW and the overall contract.








PROCEDURE  3.1.1.2 - PAN ACCEPTANCE/REJECTION NOTIFICATION





Description:  Complete the acceptance/rejection notice for the PAN.  Note: If the PAN is not accepted, provide the subcontractor with the reason for non-acceptance.  Keep a file copy of each notice.





�
TASK   3.1.2 - PLANS REVIEW AND ACCEPTANCE





Purpose:  Ensure compliance with the SOW.





Description:  Review all subcontractor's plans and provide acceptance/non-acceptance certification.  For additional information, please refer to DFISS Ordering Guide, Section VI 2 b.





Entry Criteria:	SUBCONTRACTOR SOFTWARE DEVELOPMENT PLAN


			SUBCONTRACTOR SOFTWARE CONFIGURATION MANAGEMENT PLAN


			SUBCONTRACTOR SOFTWARE QUALITY ASSURANCE PLAN





Exit Criteria:		ACCEPTANCE/NON-ACCEPTANCE NOTICE





This Task contains the following Procedures:


    3.1.2.1  SDP REVIEW AND ACCEPTANCE


    3.1.2.2  SOFTWARE CONFIGURATION MANAGEMENT PLAN REVIEW AND ACCEPTANCE


    3.1.2.3  SOFTWARE QUALITY ASSURANCE (SQA) PLAN REVIEW AND ACCEPTANCE





�
PROCEDURE  3.1.2.1 - SDP REVIEW AND ACCEPTANCE





Description:  Review the subcontractor's SDP for compliance with the SOW and provide acceptance/non-acceptance certification.  If the plan is not accepted, provide the subcontractor with a description of the deficiencies for modifying the plan.  Keep a copy of each acceptance/non-acceptance notice.








PROCEDURE  3.1.2.2 - SOFTWARE CONFIGURATION MANAGEMENT PLAN REVIEW AND  				    ACCEPTANCE





Description:  Review the subcontractor's Software Configuration Management Plan for compliance with the SOW and provide acceptance/ non-acceptance certification.  If the plan is not accepted, provide the subcontractor with a description of the deficiencies for modifying the plan.  Keep a copy of each acceptance/non-acceptance notice.








PROCEDURE  3.1.2.3 - SOFTWARE QUALITY ASSURANCE (SQA) PLAN REVIEW AND  					    ACCEPTANCE





Description:  Review the subcontractor's SQA Plan for compliance with the SOW and provide acceptance/non-acceptance certification.  If the plan is not accepted, provide the subcontractor with a description of the deficiencies for modifying the plan.  Keep a copy of each acceptance/non-acceptance notice.





�
TASK  3.1.3 - SCHEDULE TRACKING AND OVERSIGHT





Purpose:  Provide tracking and oversight of the subcontractor's schedule progress.





Description:  Provide tracking and oversight of the subcontractor's schedule progress.





Entry Criteria:	SUBCONTRACTOR SDP





Exit Criteria:		UPDATED SUBCONTRACTOR SDP





This Task contains the following Procedures:


    3.1.3.1  MILESTONE REVIEW


    3.1.3.2  PERIODIC REVIEW


�
PROCEDURE  3.1.3.1 - MILESTONE REVIEW





Description:  Conduct formal technical reviews to address the subcontractor's accomplishments and results at selected milestones according to the SOW.  After each milestone review, the subcontractor's SDP is refined, as appropriate, and the TA will notify the Project Manager of outstanding issues addressed during the review.  For additional information, please refer to DFISS Ordering Guide Sections VI 1 a and VI 1 c.








PROCEDURE  3.1.3.2 - PERIODIC REVIEW





Description:  Conduct periodic reviews to address the subcontractor's accomplishments and results at selected intervals according to the SOW.  Discuss progress, status and outstanding issues.  For additional information, please refer to the SMS Release 4 Section 6.1.1.3.





�
TASK  3.1.4 - FINANCIAL TRACKING AND OVERSIGHT





Purpose:  Track expenditures, record labor, and process invoicing.





Description:  Track expenditures, record labor, and process invoicing.





Entry Criteria:	INVOICES


			SUBCONTRACTOR EXPENDITURES REPORT


			SUBCONTRACTOR LABOR REPORTS





Exit Criteria:		NONE





This Task contains the following Procedures:


    3.1.4.1  EXPENDITURES TRACKING


    3.1.4.2  LABOR RECORDING


    3.1.4.3  INVOICE PROCESSING


�
PROCEDURE  3.1.4.1 - EXPENDITURES TRACKING





Description:  Conduct an on-going review of planned expenditures versus actual expenditures to validate that expenditures are on track.  If the expenditures exceed expectations, the TA will notify the Project Manager.








PROCEDURE  3.1.4.2 - LABOR RECORDING





Description:  Obtain and record subcontractor labor data into the designated system that will be used to validate subcontractor invoices.








PROCEDURE  3.1.4.3 - INVOICE PROCESSING





Description:  Compare subcontractor periodic labor data with summarized labor detailed in the invoice, travel costs, and other direct costs and certify the invoice for payment.  For additional information, please refer to DFISS Ordering Guide, Sections VI 2 a & VI 2 c.





�
TASK  3.1.5 - DELIVERABLES TRACKING AND OVERSIGHT





Purpose:  Validate each deliverable to ensure it meets the requirements of the SOW.





Description:  Validate each deliverable to ensure it meets the requirements of the SOW.





Entry Criteria:	DELIVERABLES





Exit Criteria:		DELIVERABLE ACCEPTANCE CERTIFICATION





This Task contains the following Procedures:


    3.1.5.1  DELIVERABLES VALIDATION


    3.1.5.2  DELIVERABLES ACCEPTANCE/REJECTION NOTIFICATION


    3.1.5.3  SOFTWARE BASELINE AUDITS


    3.1.5.4  SQA PROCESS AUDIT





�
PROCEDURE  3.1.5.1 - DELIVERABLES VALIDATION





Description:  Review each deliverable to ensure that it satisfies the requirements specified in the SOW.  Provide acceptance certification to the subcontractor.








PROCEDURE  3.1.5.2 - DELIVERABLES ACCEPTANCE/REJECTION NOTIFICATION





Description:  Complete the acceptance/rejection notice for deliverables.  Note: If the deliverable is not accepted, provide the subcontractor with the reason for non-acceptance.  Keep a file copy of each notice.








PROCEDURE  3.1.5.3 - SOFTWARE BASELINE AUDITS





Description:  Conduct Functional Configuration Audit (FCA) and Physical Configuration Audit (PCA) as detailed in SMS Release 4 Section 5.12.








PROCEDURE  3.1.5.4 - SQA PROCESS AUDIT





Description:  Conduct SQA Process Review as detailed in SMS Release 4, Section 7.1.





�
SUBPHASE  3.2 - SUBCONTRACT MODIFICATION





Purpose:  Manage requirement changes to the delivery order.





Description:  Resolve changes to the SOW, delivery order terms and conditions, and other commitments according to established contracting procedures.  Using these procedures and tasks will promote the involvement of, and agreement between, the prime contractor and the subcontractor.





This Subphase contains the following Tasks:


    3.2.1  SOW MODIFICATION


    3.2.2  MODIFIED SOW PROPOSAL EVALUATION


    3.2.3  MODIFIED SOW NEGOTIATIONS/ACCEPTANCE


�
TASK  3.2.1 - SOW MODIFICATION





Purpose:  Modify the original SOW as a result of requirements changes. 





Description:  Develop and prepare, as necessary, page changes, revised IGE, and necessary funding documents.  Submit the complete change package to the Contracting Officer.





Entry Criteria:	FUNDING DOCUMENTS


			INDEPENDENT GOVERNMENT ESTIMATE


			STATEMENT OF WORK


Exit Criteria:		MODIFIED INDEPENDENT GOVERNMENT ESTIMATE


			MODIFIED STATEMENT OF WORK


			SOW CHANGE PACKAGE





This Task contains the following Procedures:


    3.2.1.1  SOW CHANGE CREATION


    3.2.1.2  IGE REVISION


    3.2.1.3  FUNDING DOCUMENT SUBMISSION


    3.2.1.4  REVISED SOW PACKAGE SUBMISSION


�
PROCEDURE  3.2.1.1 - SOW CHANGE CREATION





Description:  Identify and create appropriate changes, i.e. tasks, schedules, deliverables and resources,  to the SOW based on issues identified as a result of requirement changes.








PROCEDURE  3.2.1.2 - IGE REVISION





Description:  Create a new IGE, if necessary, that reflects the requirements changes made to the SOW.








PROCEDURE  3.2.1.3 - FUNDING DOCUMENT SUBMISSION





Description:  Obtain and attach a funding document that reflects the amount to cover the SOW revisions.








PROCEDURE  3.2.1.4 - REVISED SOW PACKAGE SUBMISSION





Description:  Prepare a Requirements Request memorandum and submit the complete change package to the FSO ARMD to ensure all required documentation is included and correct, as well as to obtain technical and systems concurrence and FSO Director's approval.





�
TASK  3.2.2 - MODIFIED SOW PROPOSAL EVALUATION





Purpose:  The TA evaluates the subcontractor's proposal against the needs and requirements identified in the modified SOW, as well as the cost constraints of the project.





Description:  The TA evaluates the subcontractor's proposal against the needs and requirements identified in the modified SOW, as well as the cost constraints of the project.





Entry Criteria:	MODIFIED INDEPENDENT GOVERNMENT ESTIMATE


			MODIFIED STATEMENT OF WORK


			SUBCONTRACTOR PROPOSAL





Exit Criteria:		NONE





This Task contains the following Procedure:


    3.2.2.1  MODIFIED SOW PROPOSAL EVALUATION





�
PROCEDURE  3.2.2.1 - MODIFIED SOW PROPOSAL EVALUATION





Description:  Evaluate the subcontractor's modified proposal against the needs and requirements identified in the modified SOW.  Ensure that the proposal is within the scope of the modified SOW, and that the proposal reflects an understanding of the modified requirements.  Compare the hours proposed against the estimate identified in the modified IGE.  When evaluating the modified proposal, consider the following elements: 





   A.  Labor categories 


   B.  Number of hours per category 


   C.  Total SOW cost 


        1.  Labor cost 


        2.  Other direct costs 


   D.  Proposed delivery date


   E.  Subcontractor personnel resumes 


   F.  Availability of contract resources





�
TASK  3.2.3 - MODIFIED SOW NEGOTIATIONS/ACCEPTANCE





Purpose:  Provide input for negotiations and recommend acceptance of a subcontractor's modified proposal.





Description:  The Contracting Officer, with input from the TA, negotiates with the subcontractor to resolve all differences identified during the revised proposal evaluation task.  If negotiations fail to resolve differences, management appropriate to the level of disagreement is notified, and necessary corrective actions are taken.  The subcontractor's modified proposal is accepted when all differences are resolved.





Entry Criteria:	PROPOSED STATEMENT OF WORK MODIFICATION


			SUBCONTRACTOR PROPOSAL


Exit Criteria:		MODIFICATION PROPOSAL NOTIFICATION





This Task contains the following Procedures:


    3.2.3.1  MODIFIED SOW PROPOSAL NEGOTIATION


    3.2.3.2  MODIFIED SOW PROPOSAL ACCEPTANCE NOTIFICATION


�
PROCEDURE  3.2.3.1 - MODIFIED SOW PROPOSAL NEGOTIATION





Description:  The Contracting Officer, with input from the TA, negotiates with the subcontractor to resolve differences identified during the modification proposal evaluation task.  The subcontractor provides input for these negotiations and often is present during discussions.  If negotiations fail to resolve differences, notify appropriate level of management  and take necessary corrective actions.








PROCEDURE  3.2.3.2 - MODIFIED SOW PROPOSAL ACCEPTANCE NOTIFICATION





Description:  The TA recommends proposal acceptance to the Contracting Officer.  If the negotiated contract amount differs from the modified IGE, the negotiation memorandum prepared by the contracting office will explain the differences between the IGE and the negotiated amount.


�
SUBPHASE  3.3 - SUBCONTRACT CLOSURE





Purpose:  Perform the activities associated with subcontract closure.





Description:  Review all final deliverables, ensure a smooth transition of on-going requirements to the FSA/DSE, outprocess subcontractor personnel and certify the final invoice for payment.





This Subphase contains the following Tasks:


    3.3.1  SUBCONTRACT FINALIZATION





�
TASK  3.3.1 - SUBCONTRACT FINALIZATION





Purpose:  Close the subcontract, regardless of the type of termination.  





Description:  The TA will review each final deliverable, ensure a smooth transition of incomplete or ongoing requirements to the FSA/DSE, ensure a satisfactory contractor personnel outprocessing, and certify the final invoice for payment.





Entry Criteria:	FINAL DELIVERABLES


			PRODUCT FINAL INVOICES


Exit Criteria:		DD FORM 250 - MATERIAL INSPECTION AND RECEIVING REPORT


			DELIVERABLE ACCEPTANCE CERTIFICATION


			FINAL INVOICE CERTIFICATION





This Task contains the following Procedures:


    3.3.1.1  FINAL DELIVERABLES ACCEPTANCE


    3.3.1.2  CONTINUING SUBCONTRACT TASKS TRANSITION


    3.3.1.3  SUBCONTRACT EMPLOYEE OUTPROCESSING


    3.3.1.4  FINAL INVOICE PROCESSING


�
PROCEDURE  3.3.1.1 - FINAL DELIVERABLES ACCEPTANCE





Description:  Review each final deliverable to ensure that the deliverable satisfies the requirements specified in the SOW.  Provide acceptance certification to the subcontractor.








PROCEDURE  3.3.1.2 - CONTINUING SUBCONTRACT TASKS TRANSITION





Description:  The TA will ensure that the subcontractor transitions any incomplete or ongoing subcontract requirements to the government.








PROCEDURE  3.3.1.3 - SUBCONTRACT EMPLOYEE OUTPROCESSING





Description:  The TA will ensure that all subcontractor employees turn in to the government all government-furnished equipment, software, supplies, etc., and satisfy any outprocessing requirements.








PROCEDURE  3.3.1.4 - FINAL INVOICE PROCESSING





Description:  Compare subcontractor final labor data with summarized labor detailed in the final invoice, travel costs, and other direct costs and certify the invoice for payment.  If the comparison shows variances, return the invoice to the subcontractor, detailing the variances, and ask that the invoice be amended.  Keep a copy of each invoice certification and each variance notice.  For additional information, please refer to DFISS Ordering Guide, Section VI 2 c.


�
Attachment 1 - REQUIREMENTS REQUEST MEMORANDUM





MEMORANDUM FOR DIRECTOR, FINANCIAL SYSTEMS ORGANIZATION, ACQUISITION 	  


            			REQUIREMENTS MANAGEMENT DIRECTORATE





SUBJECT:  	Contractor Support for (List system name).





	The attached SOW is to purchase Contractor support for (System name.)  This support is required (State the reason(s), the type of support required, and state if this is a legacy or migratory system.)





	The funds are available for this effort under the Cost Account Code (CAC), (list code) and Job Order Number (JON), (list JON) if  applicable, under the Contractor support category.  The maximum available for this support is (list maximum dollar amount.)





	The proposed Technical Assistant (TA) for this requirement is (List name and phone number of proposed TA.)





COORDINATION:





(Funding Available)				______________________________


Yes   ___   No  ____			Budget Officer





Accounting Classification:  _________________________________________





Approved  ___   Disapproved  ___	_______________________________


						Requesting Director's


						Signature Block








�
Attachment 2 - STATEMENT OF WORK FORMAT





Statement of Work


as of date mm/dd/yy








Contract Number: _____________________________


 (completed by KO at time of task order award)








Delivery Order Number:


  (completed by KO at time of task order award)








Identification information for Technical Assistants.


	Name:  ________________________________________________


	Organization:  ___________________________________________


	Address:  ______________________________________________


	          _________________________________________________


	Phone No.:  ____________________________________________


	DSN:  _________________________________________________


	Fax No.:  ______________________________________________


	Internet Address:  _______________________________________








Task Order Title: __________________________________________





1.  Background:  A brief history of the system and why you are requesting subcontractor support for this effort.  Explain the type of system, legacy or migratory, and identify if this is an on-going maintenance effort, consultation, or a new developmental requirement.





2.  Objectives:  A concise overview of the customer’s goals and expectations for the results of this task order.  Define the range of subcontractor activities.  Begin with the phrase "The Subcontractor shall perform all effort necessary to...".  Include a broad description of the type of work the subcontractor is to perform, summarizing all software life cycle activities to be included in the delivery order (i.e., Requirements Analysis, System and Software Design, Coding).  Close with the statement, "The Contracting Officer must approve all work which is beyond the scope of this SOW".  





3.  Scope:  General scope of the work the Subcontractor will be performing.  Explain the breadth and depth of the effort in general terms.  This can be covered in one paragraph; however, brevity does not undermine its importance.  During contract performance, the subcontractor cannot be expected to do anything beyond the scope of the contract.  Should a dispute arise, this paragraph will be read critically to determine the intent of the parties to the contract.  For DFISS contracts, you must identify the appropriate DFISS Task Area(s) and Subtask areas contained in the DFISS contract SOW (Attachment 10).





4.  Tasks:  Give details for each task listed in Paragraph 3 above.  Identify all tasks to be accomplished by the subcontractor.  Define each task in concise detail.  Describe each task clearly enough so that any subcontractor can perform to your satisfaction with the task statements as the only guide.  Include a list of DoD, DFAS, FSO, and FSA standards and regulations that the subcontractor must follow as well as all applicable references which govern completion of the task (i.e., DIDs, regulations, and standards).  Also include samples of all required work products (i.e., reports)





Define each task to ensure: 





	1.  Progress can be monitored and/or measured.  


	2.  Task costs are easily estimated. 


	3.  Each task description begins with "Contractor Shall..." 





The majority of the SOWs will contain C4.1 Task 1 - Program and Project Management.  Include the following task and subtasks areas in all SOWs, as applicable.  The contents may be edited as deemed appropriate.  Provide a narrative of the specific tasks that meet your requirements in the SOW.  Identify the Data Item Descriptions (DFISS Ordering Guide Attachment 4) that will result from the task.





	C4.1 Task 1 - Program and Project Management.  The Program Manager shall oversee all of the activities outlined in this SOW.  The Program Manager shall designate a single Project Manager for each Task Order who will be responsible for determining the management, organization, authority, responsibility, controls, and the extent they apply to this project in the areas of:  cost, schedule, technical performance, quality improvement, delivery of products, configuration management, software development, systems engineering management, and project administration.  The tracking and updating of the above information shall be captured in a project plan and detailed in individual project milestone charts.  Currently, the Government is using Microsoft Project (MS Project) as the standardized tracking system.  The Subcontractor’s software shall integrate with DFAS-FSO’s standard, MS Project.





	C4.1.2 Work Breakdown Schedule (WBS).  The Subcontractor shall develop a WBS (CDRL A083) within 10 working days after the award of the task order.  The Subcontractor shall input/submit project data for the DFAS-FSO standardized Labor Reporting System (LRS).  Input into LRS is bi-weekly.





	C4.1.4 Performance and Cost Report.  The Subcontractor shall prepare and deliver a Performance and Cost Report (CDRL A003), and a Summary Project Status Report to the TA.  The Subcontractor shall maintain project status, metrics, and cost data; forecasts; analyses; software reuse progress metrics; and report data for the Computer Software Configuration Item (CSCI), System Change Request (SCR), Interim Change Package (ICP), and/or Software Change Package (SCP) level as appropriate for the task being addressed.  The Subcontractor shall report status and cost in accordance with the Government-approved WBS.





	C4.1.5 Management Reviews (MRs).  The Subcontractor shall prepare and provide Management Reviews (MRs) (CDRL A084) quarterly.  The Subcontractor shall  address progress, problems, and other pertinent, detailed information.  The Subcontractor shall ensure the following topics are available for discussion at the MR:  Management, Scheduling, Costs, Technical Status, and other topics that may affect the timeliness of deliverables.





	The services acquired must not fall in the category of “Personal Services.”  Personal Services are those contracted efforts that, by express terms or as administered, make the Subcontractor personnel appear, in effect, as Government employees.  See FAR Part 37.104 for a detailed discussion of Personal Services.





Include tasks for Software Development Plan (SDP), Software Configuration Management Plan (SCMP) and Software Quality Assurance Plan (SQAP).





	C4.2 Task 2 - Software Development, Engineering and Migration.  This task requires the effective development, maintenance, and migration of information systems and databases.  If required by a SOW, the subcontractor shall evaluate information systems requirements using sound engineering principles for examining the hardware, software, firmware and human interfaces for life-cycle management.





4.2.1.  Software Development Plan (SDP).  Develop a software development plan (SDP) (CDRL A028).  Inclusive in the SDP are procedures for all management and technical activities associated with software development or maintenance; software configuration management plan; and references made to hardware, local area network, and other interface components required to meet the customer requirement.  All software produced under this SOW becomes the property of the Government.  Release control management, configuration management, quality control, software process improvement, testing procedures, and required documentation will be outlined in each Delivery Order SOW.





4.2.4  Quality Assurance.  The subcontractor, through the system of assessment and measurement defined in the Software Quality Assurance Plan (SQAP), shall determine and report that quality requirements such as testability, supportability, flexibility, portability, transportability, and interoperability have been established; that the procedures, methodologies, and tools specified in the SDP are successfully implemented; and that implemented CSCIs meet the specified quality requirements.  IThe subcontractor shall provide a Software Quality Assurance Plan (CDRL A029).  The Subcontractor may be required to revise, update and maintain the Software Quality Assurance Plan (SQAP) as directed by the SOW as lessons learned and advancing technology warrant.  Delivery of the SQAP will be directed by the specific SOW.  The subcontractor may be required to apply the management and engineering procedures, methodologies, and tools specified in the SDP or Software Quality Evaluation Plan (SQEP).  Examples of procedures, methodologies, and tools include requirements specification languages, program support libraries, internal audits, walkthroughs, and reviews; programming teams; and independent testing.





5.  Deliverable/Delivery Schedule:  Describe the items to be delivered, from Paragraph 4 above, during the period of performance of the task order.  A deliverable is a work product created as part of defining, maintaining or using the repeatable FSO software process, or another CMM Level 2 or higher process.  List all items which must be delivered by the subcontractor.  This includes but is not limited to: 





	1.  Plans


                a.  Software Quality Assurance (SQA) Plan


	     b.  Software Configuration Management (SCM) Plan 


	     c.  Software Development Plan (SDP) 


	     d.  Test Plans 


	2.  Procedures 


	3.  Computer programs/source code 


	4.  Reports 


	     a.  Status 


	     b.  Metrics 


	     c.  Financial 


	5.  Documentation 


	6.  Training


	7.  Manuals


Require submission of draft products prior to final delivery.





Describe the schedule in terms of calendar days from the date of the task order award date.  





SOW


Task#	 	CDRL#       	TITLE               			      DID#            	     DUE DATE





   1		A083   		Contract Work Breakdown    	      DI-MGMT-81334            Draft 15,


		                          Structure					   	      Final 45





    		A003   		Performance & Cost	     	       OT-89-12055	      Monthly,


	                                       Report             				                                on 5th workday





    		A084                 Management Review                         DI-MGMT-024               Quarterly





SOW Task # - State the task from paragraph 4 of the SOW that requires this deliverable.





Deliverable Title - State the title of the deliverable, as listed on the DID.





CDRL/DID - 


State the DFISS contract assigned CDRL and DID number.  A CDRL contains the complete list of deliverables with a synopsis of each one.  It contains information such as the number of copies required, place of delivery, etc.    Use Forms Engine Form, DD Form 1423 Contract Data Requirements List, to create the CDRL.  For each deliverable listed, you must prepare a DD Form 1423 (CDRL) and include it in your Requirements Package.  DFISS Ordering Guide Attachment 4 is a list of the CDRLs/DIDs assigned to the DFISS contracts.  Do not submit DIDs with your Requirements Package, unless requested by an Action Officer, or the COR/ACOR.  If Data Item Descriptions are requested, include Descriptions (DIDs), DD Forms 1664.  DIDs are listed in the DOD Acquisition Management System and Data Requirements Control List (AMSDL).,  


	If you require a DID that’s not included on the list, contact the COR.  You may be required to supply a copy of the applicable DID to the COR.  All requirements to place additional DIDs in the DFISS contracts will have to be approved by the Contracting Officer.





6.  Government Furnished Equipment (GFE)/Government Furnished Information (GFI):  Identify any GFE and/or GFI, and any limitations, that will be provided to the Subcontractor.  These will include, but are not limited to: 


  1.  Subcontractor assistance 


  2.  Name of Technical Assistant (TA)(if known at this time) 


  3.  Office space 


  4.  Supplies 


  5.  Equipment (e.g., PCs, printers) 


  6.  Software (e.g., Word, Clipper, Powerbuilder) 


  7.  Network connectivity 


  8.  Duplicating facilities 


  9.  Computer terminal time 


 10.  Standards and documentation


 11.  Phone access





Describe all property and services to be provided by the subcontractor for performance of the subcontract, including but not limited to: 





     1.  Personnel, including supervision and management 


     2.  Support services 


          a.  Recruiting 


          b.  Payroll 


          c.  Travel arrangements 


     3.  Administrative and clerical support 


     4.  Equipment and property 


     5.  Allowable software and tools (non-proprietary)





7.  Security:  





	7.1  Security and Privacy Act Requirements:  All work performed relative to the tasking identified in this SOW is unclassified or carries a Privacy Act classification.  System security shall be in accordance with DoD Directive 5200.28, Security Requirements for AISs.





	7.2  Security Investigation Requirements.  The work performed under this delivery order is designated as ADP I positions; therefore, subcontractor personnel performing under this delivery order are required to have a personnel security investigation.  If adverse information is reflected as a results of this investigation, the subcontractor must provide employees that are suitable for working in a sensitive position.





	7.3  Non-US Citizen Employee Requirement.  Non-US citizens will not be allowed to perform work on DFISS contracts or subcontracts involving access (or possible access) to sensitive data, software, or equipment without prior approval from DFAS Financial Systems Organization Headquarters.





	7.4  Submission of the Standard Form 85P:  The Subcontractor shall submit the completed Standard Form 85P to the Contracting Officer’s Representative via the TA.





8.  Place of Performance:  Specify whether the work is to be performed at a Government site or the Subcontractor’s site.  For work that is to be performed at a Government site (i.e., the Government will provide all necessary facilities such as office space and support for the duration of the task order).  Provide an address and a point of contact if different from the TA.  This paragraph should also describe any travel the Subcontractor will have to perform to execute this task order.





List the location where the services are to be performed under this task order:





	Organization Name:


	Organization Address:








Invoices shall be submitted to the TA at (if address is different from above):





	Organization Name:


	Organization Address:





9.  Period of Performance:  The performance period for all task orders are 1 October through 30 September (fiscal year).  A task order may be placed at any time during the fiscal year, but the task order will expire at the end of the fiscal year (30 September).





10. Inspection and Acceptance Criteria:





	Define the conditions which must be satisfied prior to acceptance of any portion or all of the subcontractor's work by the FSA.  List timeframes for which each deliverable will be accepted or rejected.  List each deliverable and define the conditions for which each deliverable will be accepted or rejected.  Identify who will receive, inspect, test, or verify the deliverables.  In most cases this will be the TA.  Identify the location at which the inspection and acceptance will take place.  State that the deliverables will be accepted or rejected in accordance with the subject contract and delivery order.  For additional information, please refer to Section E of the DFISS Contracts.





11. Identification Of Potential Conflict of Interest:


	


	No conflicts of interest are identified.  This is a directed task order for no-personal services.
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