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Acquisition Plan
	Project Name:
	

	Sponsor:
	

	PM:
	

	Date:
	

	Proposed Contract Manager:
	



About: The Acquisition Plan provides guidance for developing procurement plans involving management of solicitations and contracts. Use of the Acquisition Plan presumes a sourcing decision has already been made as part of project planning activities.
The Acquisition Plan should be developed with consideration of the Project Plan content and the other project planning deliverables used to manage the project. The project team should clearly define in the Project Plan who is responsible for each of the procurement activities as detailed in the Acquisition Plan. The Acquisition Plan should be referenced throughout the life of the procurement effort as it provides an overview of why goods and/or services are being procured, who is involved and in what capacity, and the general approach and timeline for accomplishing the procurement goals. 
[bookmark: _Toc87680546][bookmark: _Toc95537992]Individual(s) responsible for the Acquisition Plan should collaborate closely with the Executive Sponsor to ensure a common understanding of the project background, project scope, project deliverables, and/or other stipulations that impact the successful delivery of the product and/or service.
Delete Blue Text after completing the applicable section.

Section 1: Procurement Overview
[bookmark: _Toc248900851]Highlight the procurement effort, provide background procurement information, define the boundaries, and describe the assumptions, constraints, and relevant historical information. 
	1.1 Description:

The focus of the procurement description is on the procurement aspects of the project within the context of addressing the business problem. 
How will the procured goods and/or services will be used to address the business problem? (These goods and/or services are those obtained through development and management of solicitations and contracts). 
Summarize the goods and/or services that will be procured as part of the project, including technology features and requirements as deemed relevant.



[bookmark: _Toc248900852]
	1.2 Background:

Identify the estimated total contract amount, duration of need, and projected life of the project. This information should be a ROM (Rough Order of Magnitude) +-25% based on market research.  


[bookmark: _Toc248900853]
	1.3 Scope:

The scope establishes the boundaries of the procurement process and the goods and services that will be delivered, and should describe goods and/or services that are outside of the procurement scope. Indicate the procurement scope for each phase if needed. Describe goods and/or services that are critical to the project success but will be provided by a different source (e.g., another agency, federal entity) other than through this procurement effort.



[bookmark: _Toc248900854]
	1.4 Assumptions:

Describe any assumptions that impact the procurement scope and overall procurement effort. Include assumptions related to business, technology, resources, scope, expectations, or schedules. Specifically include assumptions relevant to factors such as customers, technology, expectations, and staffing. For example, ownership of deliverables and work products may be clarified as assumptions. 


[bookmark: _Toc248900855]
	1.5 Constraints:

Describe any constraints that impact the procurement process, such as those imposed in areas such as schedule, budget, resources, products to be reused, technology to be deployed, products to be acquired, and interfaces to other products. 


[bookmark: _Toc248900857]
	1.6 History:

[bookmark: _Toc248900856]Briefly describe relevant contracting history. Identify similar projects that have been initiated to solicit and contract similar goods and/or services within the last four years. Include successful projects and projects that may have failed during project delivery and if possible, reasons for the project failure.




Section 2: Market Research
[bookmark: _Toc248900858]
	2.1 Research Approach:

Describe the approach used to accomplish market research, including why a particular approach was used.  Refer to your market research documentation here. 


[bookmark: _Toc248900860]
	2.2 Research Outcomes:

[bookmark: _Toc248900859]Describe the extent and results of the market research. Identify the effects of the market research in formulating and defining the procurement strategy.  Explain how the market research may have reshaped the intent of the procurement effort.



Section 3: Procurement Approach

	3.1 Procurement Strategy 

The procurement strategy deals with different aspects (e.g., single sourcing, procurement method, procurement steps) of the procurement effort. The procurement strategy seeks to establish agreement, purpose, and intent among stakeholders involved in the technology procurement.



	3.2 Sourcing Approach and Justification

Describe the sourcing approach and justify why the planned sourcing (e.g., full outsourcing, partial outsourcing, insourcing, multi-sourcing) is in the best interest of the state and why existing staff cannot provide the desired goods and/or services.


	Sourcing Approach
	Justification

	
	



	3.3 Procurement Method:

Describe why the planned procurement method (e.g., invitation to bid, or requests for proposals) is in the best interest of the state. The resultant goods and/or services, the approximate budget, the desired length the contract, skill level and capacity of internal staff, and technology stability are examples of factors that should be considered when selecting the procurement method. The business needs and the type of procurement method selected for the procurement dictate the required solicitation documents, specifications, and activities.




	3.4 Competitive Procurement:

Describe how sources for competition will be identified, promoted, and sustained until a contract is awarded. If competition is not a consideration or achievable, provide a basis and justification for that decision.


[bookmark: _Toc248900861]
	3.5 Procurement Steps 

Describe the procurement steps in relation to the procured goods and/or services identified as part of the procurement scope. Describe why the planned procurement steps are being recommended. Include estimated contract value based on market research.


	Types of Goods or Services
	Procurement Method
	Estimated Contract Dollar Value

	
	
	



	3.6 Evaluation and Award

Describe the evaluation approach, including evaluation factors[footnoteRef:1] and overall use for vendor selection. Provide a table view for weighted requirements. [1:  Identification of evaluation factors is a critical step since it helps to ensure that the vendor is selected based on pre-set criteria and that a single person/group does not influence the decision.  Factors should include previous experience with similar projects, quality of work, financial stability, project management capabilities, and technical capabilities. Delineate mandatory and desirable requirements as appropriate, and indicate if the information provided by each bidder will be verified. Indicate whether specific evaluation factors will be subdivided into additional criteria. For example, pricing may be an evaluation factor that can be further evaluated based on different sub-criteria that affect pricing. ] 



	Factor
	Description
	Weight

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



[bookmark: _Toc248900862][bookmark: _Toc248900864]
 
	3.7 Procurement Key Action Dates 

Indicate major dates for procurement activities that require an essential action to occur in order to move the procurement forward. These key dates are a granular subset of the milestones and deliverables as reflected in the Project Plan. List pre-solicitation, solicitation, award and post ward activities. You may wish to add these milestones to the WorkFront plan for monitoring purposes.


	Action
	Target Date
	Actual Date

	Acquisition Plan Approved
	
	

	Statement of Work Completed
	
	

	Requirements and Evaluation Factors/Values completed
	
	

	Solicitation Released to Market
	
	

	Bidders Conference Held
	
	

	Solicitation Responses Received (Bid Period Closed)
	
	

	Evaluation Start
	
	

	Evaluation Concludes
	
	

	Contract Awarded
	
	

	Contract Planning 
	
	

	Contract Management
	
	

	Contract Closeout
	
	



Section 4: Performance and Service Standards Approach
Identify key procurement factors that influence the definition of the performance standards and measurements. For example, determine how the performance standards and measurements will tie to compensation to the vendor. The approach may include pay-for-performance, penalties, payment holdbacks, warranty provisions, and/or liquidated damage provisions based on unacceptable vendor productivity and response. Identify boundaries or limitations that may exist for the data that will be used for measurements. Include the boundaries or limitations and how they impact the performance standards and service standards and measures. By defining and agreeing to a common understanding of the key factors, all standards and measurements are in alignment based on the objectives of the procurement as identified throughout the procurement planning process. 
[bookmark: _Toc248900865]
	4.1 Performance Standards and Measurements
Describe the approach for how performance standards and measurements will be defined specifically in terms of the procurement scope, assumptions, constraints, and strategy. Performance standards (based on performance objectives) are used to measure the overall effectiveness of the vendor performance in areas such as quality, productivity, and response, regardless of whether a type of service is involved. 


	Performance Standard
	Type
	Measurement

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


[bookmark: _Toc248900867]
	4.2 Service Standards and Measurements 

Describe the approach for how service standards and measurements will be defined.  Service standards (based on performance objectives) are used to measure the overall effectiveness of the vendor performance in terms of services provided.


	Service Standard
	Measurement

	
	

	
	

	
	

	
	

	
	



Section 5: Contract Management Approach
[bookmark: _Toc248900868]
	5.1 Vendor Orientation Approach:

Describe the approach for vendor orientation once the contract has been awarded. Indicate whether a post award conference will be required. Orientation should include information such as background project information, current project status, applicable project processes/standards, and relevant work environment conditions. 


[bookmark: _Toc248900869]
	5.2 Contract Change Control:

Describe how contract changes will be managed. Contract changes that require a contract amendment include changes to project scope, contract dates, contract costs, or contract terms. Change orders may be used for clarification of changes to tasks and work products already described in the solicitation document. A Change Control Request tool should be used for approval of all types of change, regardless of funding and/or schedule impacts. Include how management of contract changes will be addressed and communicated to the project team (see Project Charter). During each phase of the contract life cycle, technology related decisions, feedback loops, and control mechanisms must be defined and incorporated to ensure intended business objectives are met. Describe methods used to ensure technical staff is engaged extensively throughout the change management process by working closely with the Contract Manager



[bookmark: _Toc248900870]

	5.3 Deliverables Management Approach:

Describe how all planned and actual contractor deliverables and services will be tracked and managed, including due dates, actual submission dates, approval/rejection, and other data as needed. Include methods used to ensure technical staff is used throughout the deliverables management process. Technical reviews may be used to support the deliverables management process which means the customer, other stakeholders, Project Manager, Contract Manager, and project staff must work together to determine if the deliverables satisfy the contract stipulations and whether specific deliverables should be approved or rejected.



[bookmark: _Toc248900871]
	5.4 Invoice Management Approach:

Describe how invoices will be managed. Include methods for coordination between the appropriate fiscal staff to ensure contractor invoices are paid only if the performance, deliverables and/or services for the invoiced period have been received, approved, and/or satisfy stipulations as specified in the contract. Include how expenditures, financial penalties, and other related data associated with the contract are tracked. Also, include how supporting documentation associated with the invoices for historical and auditing purposes will be tracked, maintained, and managed.


[bookmark: _Toc248900872]
	5.5 Dispute Resolution Process:

Describe how contractual disputes will be handled, including escalation of dispute issues to appropriate agency staff. At a minimum, the initiation process, who is involved, and how are outcomes closed out should be included.



[bookmark: _Toc248900873]
	5.6 Contract Closeout Process:

Describe the approach for contract closeout. When a contract is completed or is terminated, specific steps are used to ensure proper closeout has been completed. Contract closeout involves both verification (confirming all work was completed correctly and satisfactorily) and administrative closeout (updating of records to reflect final results and information archival for future use). Include use of any contractor evaluation and audit processes. The contract may prescribe specific procedures for contract closeout.




	5.7 Contract Management Tools:

Describe any tools used to manage the contract, contractual requirements, and deliverables. For example, WorkFront, Microsoft Project, applications with database(s) and reporting capabilities, and tools to ease maintenance activities based on manual processes may be used



[bookmark: _GoBack]
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