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Abstract 

Contract administration is a critical work component for United States federal government agencies. It 

ensures that contractors perform according to the contract requirements and deliver the scope of work as 

defined. Successful administration of a contract between the federal agency (project owner) and the 

contractor conducting the work is essential to deliver positive outcomes, reduce risk, and maintain a 

productive and collaborative workflow involving multiple people with different roles. Both new and 

experienced staff may have limited or inconsistent understanding of contract administration and how to 

initiate and manage this important process.  

Detailed and holistic representation of process workflows provides clarity, captures valuable information, 

supports effective decision making, and identifies continuous improvement opportunities. A companion 

guide adds supporting detail to ensure consistent understanding. Existing contract administration 

documents, literature review, and stakeholders’ experiences for the Engineering Department of the United 

States Department of Agriculture Forest Service-Chugach National Forest-Cordova Ranger District were 

evaluated. Research identified opportunities to refine clarity, comprehensiveness, accuracy, and consistent 

use of the contract administration process for this agency. Based on research conducted, this project 

developed an instructional guide and process workflow chart to improve the contract administration 

process for new and experienced project staff using a hazardous materials storage facility replacement 

project in Cordova, Alaska as a reference example. 

Key Words: Contract Administration Workflow Diagram, Contract Administration Process 

Guide, Contract Administration Process Checklist, Contract Administration Workflow, Contract 

Administration Instructional Guide 
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Overview 

Project development will summarize the project from initiating through closing of the project. The 

introduction covers a brief project background and reasoning for the project. Project and product 

requirements are outlined with critical success factors, enterprise environmental factors, assumptions, and 

limitations of the project. The project prioritization captures the triple constraint of scope, schedule, and 

budget. Expected outcomes are highlighted for the product deliverable and overall project goal with the 

stakeholders and project sponsor in mind. An outline of the contract administration workflow and 

instructional guide are described in detail with roles and responsibilities defined. The workflow captures 

what is currently available to stakeholders and the product of this project to be delivered to the project 

sponsor. Results from multiple research components complete with analysis are provided. Conclusions 

and recommendations based off the research conducted are provided. The report is completed with project 

closure and acceptance criteria are outlined. 

Project Management Approach 

This project utilized five Project Management Process Groups: Initiating, Planning, Executing, 

Monitoring, and Controlling and Closing (Project Management Institute, 2017). A comprehensive outline 

regarding the management of the project is available in the corresponding Project Management Plan 

(PMP) can be found in Appendix B: Project Management Plan. Brief descriptions about the project 

specific processes are summarized below. 

The project applied Define, Measure, Analyze, Improve, Control (DMAIC), a structured problem-solving 

methodology and acronym that describes and utilizes five phases of Lean Six Sigma process 

improvement: Define-Measure-Analyze-Improve-Control. “These phases lead a team logically from 

defining a problem through implementing solutions linked to underlying causes and establishing best 

practices to make sure the solutions stay in place,” (George, Rowlands, Price, & Maxey, 2005). DMAIC 

is described further in the project’s research and DMAIC phases aligned with Project Management 

Process Groups are explained in the research in respective project management process groups below.  

Initiating 

This project was initiated to study the contract administration process for the United States Department of 

Agriculture (USDA) Forest Service (FS) Chugach National Forest and propose tools to improve it for 

new and experienced project staff. Deliverables included a comprehensive contract administration 

workflow diagram and instructional guide to assist new and experienced employees based on research 

conducted on existing processes, policies, and stakeholder input. The project charter was developed, and 

the project sponsor provided a letter of support to the project manager (PM) approving this project. Key 
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stakeholders were identified and logged in the Stakeholder Register in the PMP. These activities aligned 

with the “Define” phase of DMAIC during which clarity about stakeholder and process needs and 

concerns are clearly understood. When the project manager started working with the Forest Service, 

contract administration was mentioned as one of the major duties for the position. Having no prior 

experience in contract administration, the learning curve was high. The supervisor emphasized that the 

lack of experience was normal and acceptable, and that the PM would gain on-the-job experience once 

the appropriate contracting certifications were obtained. Scopes of Work (SOW), Specifications, Schedule 

of Items, and other contracting terms were areas that were unfamiliar for a basic understanding of the 

overall workflow and process dependencies. Although the trial and error, learn as you go approach 

yielded results, the PM felt knowledge could have been attained prior.  

Planning 

Appendix B: Project Management Plan (PMP) was developed by the project manager during initiating 

and planning phases. The PMP included subsidiary plans for Scope, Schedule, Quality, Communications, 

Procurement, Stakeholder, Risk and Change Management areas. The project did not require Cost 

Management or Resource Management Plans due to the project size and topic selected. The PMP was 

utilized to plan for and manage the work to ensure project and product deliverable success. The 

“Measure” phase of the DMAIC is well aligned with the Planning Process Group. These planning 

processes ensure stakeholder requirements are clearly understood and work is defined to address them. 

The “Measure” phase in DMAIC determines the current process state, establishes a baseline from which 

improvements can be made, and begins to identify the targeted areas of process improvement that can be 

included in the project’s scope of work. 

Executing 

Within the Executing Process Group, the project manager used processes guided by the PMP to manage 

the execution of this project based on subsidiary plans included in the PMP and the project baseline. 

Throughout the life of this project, the PMP was a living document that was updated regularly to measure 

and capture progress of the project. During project execution, an array of research methods was 

conducted, and results captured in this report in the Research Results and Analysis section. The research 

helped characterize the current state and support recommendations for potential solutions to make 

improvements. The “Analyze” phase of DMAIC aligns with the Executing process because it clarifies 

root cause issues and continuously refines targets and measures for success. This is the time to make 

identifications and determinations of critical inputs and root causes. Estimating and prioritizing root 

causes are key in this phase to identify and implement appropriate best solutions.  
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Monitoring and Controlling 

Monitoring and Controlling was used to assess project progress and implement improvements. Using 

monitoring and controlling processes, approaches and deliverables are evaluated, validated, and 

optimized. These processes measure project progress and alignment of work and deliverables with the 

project objectives, measures of success, and scope, schedule, and resource baseline. Risk, schedule, and 

change management subsidiary plans described how the project was monitored and controlled. A risk 

register was developed complete with risk descriptions, likelihood, impact, levels, owners, and response 

types that were planned. Once the project was underway, realized risks were captured and the risk register 

updated with planned versus actual risk responses, any variations, actions driven, and lessons learned. The 

project schedule was outlined and managed using Microsoft Project and a Gantt chart format. The project 

explored more robust features of the platform that increased accuracy and comprehensive schedule 

management. A change management process was developed and utilized throughout the project to 

manage change and update the PMP, the project’s deliverables, and project report. Formal and informal 

project status reports were held with the Advisory Committee as well as the Project Sponsor. These 

meetings reported updates and project progress and also captured feedback and guidance from 

stakeholders. Iterations between “Analyze” and “Improve” in DMAIC, are aligned with Monitoring and 

Controlling Processes because they measure progress, refine understanding, and adjust the project work to 

fulfill project objectives.  

Closing 

Monitoring and controlling processes were used to capture and apply lessons learned throughout the 

project for continuous improvement, and to validate successful completion of deliverables at project 

milestones and upon final completion of the project. The “Control” phase in DMAIC is well aligned with 

the Closing Process Group because “Control” determines a new baseline that is anchored into the process 

and the point from which to drive further continuous improvement. This new process baseline is 

equivalent to completion of a project’s results that are transferred into an operational environment. In this 

case the final deliverables of the contract administration instructional guide and process workflow 

establishes an improved baseline from which future outcomes can be measured and ongoing continuous 

improvement and lessons learned applied.  

Background of USDA Forest Service and Project Objectives  

“The phrase, ‘Caring for the Land and Serving People,’ captures the United States Department of 

Agriculture Forest Service mission. Set in law, the mission is to achieve quality land management under 

the sustainable multiple-use management concept to meet the diverse needs of people. Advocating for a 

conservation ethic in promoting the health, productivity, diversity, and beauty of forests and associated 
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lands. Listening to people and responding to their diverse needs in making decisions. Protecting and 

managing the National Forests and Grasslands so they best demonstrate the sustainable multiple-use 

management concept.” (USDA Forest Service, n.d.) These overarching Forest Service aspects can be 

applied to improving the workflow of Forest Service contract administration. Improving contract 

administration processes can reduce project risks, reduce contract initiation time and rework, improve 

quality of contract outcomes as well as develop individuals into better stewards of forest resources. These 

benefits allow stakeholders to care for the land and serve people in their respective contract 

administration roles. The project sponsor for this project emphasized the critical importance of contract 

administration and project management within the functions of Forest Service duties. The project sponsor 

expressed their support and interest in the development efforts by the project manager to improve the 

process of project management within the organization. Initially, the goal of the project was to create a 

new instructional guide for contract administration where it was believed one did not yet exist. Although 

contract administration instructional guides existed, it became apparent that the documents available were 

extensive, not user friendly, and not easy to navigate for addressing specific questions or concerns. A 

comprehensive high-level overview workflow diagram with an accompanying instruction guide were 

created to capture the basic workflow of contract administration. This flowchart will be beneficial to new 

employees who have little to no experience in contract administration.  

Project Requirements 

The instructional guide needed to outline the general overview steps involved from start to finish of a new 

contract in the contract administration process. The instructional guide required enough detailed 

explanation of how to complete contract documents required for each major step. Position titles, roles, 

and responsibilities for general points of contact needed to be outlined for the various departments that are 

typically involved in the contract administration process for the sponsoring organization. Any employee, 

new or experienced, should be able to follow the process flow in the instructional guide to complete the 

contract administration process with little to no errors or significant delays.  

Development of the instructional guide and process workflow chart were developed using the 

replacement of a hazardous materials (HAZMAT) storage facility in Cordova Alaska as a reference case. 

The replacement facility was required to meet or exceed the requirements of all applicable codes and 

regulations including, but not limited to, the current editions of the International Building Code (IBC), 

International Fire Code (IFC), International Fuel Gas Code (IFGC), National Fire Protection Association 

(NFPA), National Electrical Code (NEC), and Environmental Protection Agency (EPA). The new 

HAZMAT storage facility was set up for replacement according to the needs and preferences of the 

primary stakeholders which are the local Forest Service Cordova Ranger District staff.  
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Critical Success Factors 

The following critical success factors outlined the project and product success: 

 The Project Management Plan was detailed sufficiently to account for variances throughout the 

execution phase 

 The project was effectively and efficiently monitored throughout execution 

 Variances were identified early; project was adjusted appropriately and effectively as needed 

 The instructional guide covered all aspects of the general workflow for contract administration 

 The instructional guide could be understood and followed by the target audience 

 The instructional guide was complete to the level of detail identified in this project and to project 

sponsor’s acceptance criteria 

 The instructional guide could be revised for specific process areas or different organizations 

requiring more detail  

 The instructional guide was completed and delivered on time 

 The HAZMAT storage facility was set up for replacement to the desired level of the customer, 

outlined by the contractor scope of work 

 The final complete and properly formatted project report, analyzed research, conclusions, 

recommendations, and final project deliverables were completed and delivered on time 

Enterprise Environmental Factors 

According to the Project Management Body of Knowledge (PMBOK), “enterprise environmental factors 

(EEFs) refer to conditions, not under the control of the project team, that influence, constrain, or direct the 

project. These conditions can be internal or external to the organization. EEFs are considered inputs to 

project management processes, specifically for most planning processes. These factors may enhance or 

constrain project management options. In addition, these factors may have a positive or negative influence 

on the outcome,” (Project Management Institute, 2017). Internal organization EEFs include, but were not 

limited to, culture, governance, organizational style, distribution of resources, infrastructure availability, 

resource availability, and employee capabilities. The project sponsoring organization has had a high 

turnover rate despite employee retention efforts. Succession planning has been ongoing but there are 

always risks that are outside the control of the organization and supervisors. One area of on-boarding 

inexperienced staff more effectively could be addressed with the development and implementation of an 
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instructional guide. When experienced employees leave an organization for whatever reason, they tend to 

take all their learned experiences with them. Without proper documentation and availability, these lessons 

require relearning by the less experienced staff that follow.  

Forest Service employees themselves typically collaborate in a people-oriented manner which is an aspect 

of clan culture. Clan culture employees work as a community and place peers as priority number one. 

Clan culture promotes flexibility for employees with their work schedule and operations. As a downside, 

clan culture has the potential for too much talk and less action (Down, breathe, 2019). The Forest Service 

organization operates in a more traditional hierarchal fashion in a structured and ordered process 

overarching approach. In a hierarchical structure, everyone knows their respective responsibilities and 

lines of authority. When a structure is well developed, employees feel more secure in their organization. 

Disadvantage areas of a hierarchical structure can be a lack of flexibility and limited communications 

(Down, breathe, 2019). The hybridized clan and hierarchical cultures can have a good working balance 

when everything is operating functionally and well. A downside to this combination of cultures can lead 

to discontinuities and lack of a clear operating procedures. The Forest Service also utilizes a Plan-driven 

or “waterfall” approach to project management where each project step relies on the previous project step 

to be completed. Project setbacks were observed in the Cordova HAZMAT Storage Facility Replacement. 

While the waterfall structure has purpose and can be effective, it can create limitations, especially when 

proper planning has not been set up. Attempts towards project progress were delayed by approval 

processes in the Forest Service waterfall structure. Leadership and direction are important but when 

processes are an inhibitor to progress, the project experienced challenges. Such challenges could have 

been prevented or better planned for with more established knowledge from effective instructional guides.  

Another area to consider is standardization. Government agencies employ the use of a multitude of 

Standard Forms (SF) for various departments’ needs. Contract administration supporting documents have 

a lack of standardization throughout the agency. The current approach to drafting required contract 

documentation varies across different forests as well as between employees in the same department. Few 

guidelines exist with no uniformity standard. This allows for individual staff to make their projects unique 

and their own. It also is an area for confusion and disorganization. A standardized method of approach 

could decrease the number of potential errors and confusion throughout the contract administration 

process. 

Assumptions 

 The purpose of this project and product was communicated throughout the organization prior to 

deployment 

 Stakeholders were utilized the product as a guide in the contract administration process 
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 Leadership supported this project and product 

 Stakeholders at all levels provided feedback that was incorporated to continuously improve the 

product 

Limitations 

 Only one workflow diagram was created for implementation at this time 

 The product must be applicable to the contract administration process 

 Time was the limiting factor for this project 

Project Priorities 

Exhibit 1: Triple Constraint Table outlines the boundary conditions to guide project tradeoffs. For this 

project, schedule was constrained, scope was scaled accordingly, and increases in the project manger’s 

time to meet scope were accepted. Initially, the project’s scope included making process improvements 

for USDA Forest Service projects nationwide. Due to schedule limitations, the project scope was scaled 

down to study and address contract administration improvements for the Chugach National Forest. Upon 

completion of this project these outcomes can be shared with other Forest Service Regions and provide a 

foundation for broader regional and national improvements.  

 Time Scope Cost 

Enhance  X  

Constrain X   

Accept   X 

Exhibit 1 Triple Constraint Table 

Expected Outcomes 

The expected project outcome of this project was an instructional guide outlining the general overview of 

the contract administration process using a HAZMAT facility replacement as a reference example. The 

instructional guide was produced in the form of a workflow diagram to assist new and experienced 

employees in the in the general contract administration workflow. This will increase the productivity and 

knowledge of employees new to the agency and to the general overview of contract administration duties 

and processes. The research performed in this project collected the voice of the customer, the project 

sponsor and subject matter experts (SME), and incorporated feedback from affected stakeholders who 

work in contract administration. Various stakeholders were identified on the local Chugach National 

Forest to gain as much constructive input as possible.  
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Contract Administration Improvement Opportunity 

Civil Engineering work for the Chugach National Forest (CNF), primarily addresses recreation and 

facilities management and project work conducted by private contractors through contracts administered 

by the Engineering Department. Contract administration is the management of a contract between the 

project owner (USDA Forest Service) and the private contractor completing the work. To administer 

these contracts successfully, a clear and consistent guide and process would be highly beneficial. The 

project manager and sponsor determined that developing tools to improve clarity and collective 

understanding would help new employees being on-boarded and ensure alignment with experienced staff 

members. The requirements for the instructional guide included a comprehensive summary of existing 

contract administration guides currently available to stakeholders presented in a simple, usable format. 

This instructional guide aimed to assist future and existing employees by capturing the general workflow 

process to alleviate the potential time-consuming roadblocks, reduce risks, and minimize other setbacks 

of the current “learn as you go” approach. 

Research 

USDA Forest Service Organizational Job Titles and Responsibilities 

This section, based on Appendix C: Forest Service Procurement and Property Services (PPS) Customer 

Guide, provides a general description of the roles and responsibilities of the USDA Forest Service, 

Chugach National Forest contract administration staff. These definitions are generic with job titles that 

can vary within the contracting industry both within and outside the organization that participate in 

contracting. The following is intended to be informational for those who may not have experience in 

contract administration and its workflow.  

Line Officers and Program Managers 

Line Officers and Program Managers nominate primary and alternate Contracting Officer’s 

Representative (COR) and replacement or interim CORs to the Contracting Officer (CO). They should 

also notify the CO when a COR is leaving the work unit or is otherwise unable to perform the assigned 

COR duties. Line Officers and Program Managers typically assign projects to their staff to develop for 

contracting. They also manage the budget allocations for their respective contracted projects.  

Budget Officer 

With respect to contract administration, the Budget Officer approves budget requests for contracts once 

an independent government cost estimate (IGCE) is established by the COR and the Program Manager or 

Line Officer. The contract can then be solicited for contractors to bid on the project work. Contractor bids 
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will vary in amount from the established cost estimate. Any changes to funding amounts, both pre and 

post contract award require additional approval from the Budget Officer.  

Contract Coordinator 

Reviews requisition packages in Integrated Acquisition System (IAS) for completeness and assigns to 

appropriate Contract Specialist/Purchasing Agent (CS/PA). Supports the program office by facilitating 

the contracting process and information flow with the program’s Budget Coordinator, program leadership, 

and Program Managers. Also functions as the Contractor Performance Assessment Reporting System 

(CPARS) focal point. 

Contracting Officer 

A Contracting Officer is a person, appointed in writing, with the authority to enter, administer, and/or 

terminate contracts and make related determinations and findings. The designated CO is the only person 

authorized to amend a contract that involve schedule or budget.  

Contracting Officer Representative 

The COR is a member of the Acquisition Workforce who is designated in writing by the CO to assist in 

the technical monitoring or administration of a contract. As such, CORs are required to take special 

training and register to stay current with the most recent training and certification requirements. The COR 

deals directly with the contractor on the work site to administer the contract. The COR establishes and 

maintains direct lines of communication with the contractor, CO and other FS personnel as needed 

regarding issues encountered during contract performance. This report and corresponding research focus 

primarily to guide and improve the contract administration process for Contracting Officer 

Representatives.  

Invoice Processing Platform Invoice Approver 

The USDA has mandated the transition of all IAS payments to the U.S. Treasury Invoice Processing 

Platform (IPP). This allows electronic routing and approval of IAS related invoices. Typically assigned to 

the COR for the respective project. 

Technical Staff  

Technical staff personnel advise and assist CORs and COs on the technical aspects of contracts when 

needed. It is worthwhile for the COR to collaborate with Forest Service district staff to ensure that all 

needs are being met with the Scope of Work and specifications of any contract.  
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Existing Contract Administration Process 

This section is based upon recent contract administration experience and the Cordova HAZMAT Storage 

Facility Replacement example. Once a project need has been identified, the program manager or line 

officer assigns that project to an employee to manage the project. That designated employee becomes the 

COR for that project. It is the responsibility of the COR to conduct market research and produce an 

Independent Government Cost Estimate (IGCE). The IGCE is the basis for requesting funds for the 

project’s budget. The COR works with the line officer to ensure that enough funds are allocated with an 

appropriate job code to charge the project to. The COR completes all necessary documents required for 

their current project as outlined in the Forest Service Requisition Checklist. These documents include, but 

are not limited to, a Scope of Work, Technical Specifications, Schedule of Items, and any other 

supporting documentation that outline and hold a contractor accountable to a contractual agreement. It is 

highly recommended that the COR work with the respective district staff or whoever is the end user for 

the project deliverable to ensure all needs are considered and met if possible. A requisition is to then be 

created and routed to the Budget Officer for their approval. Once approved by budget, the requisition is 

routed to the Contract Coordinator who makes sure a requisition is complete before assigning it to a 

Contracting Officer. The CO works with the COR on the best approach method to advertise the contract 

and fine tune areas of the contract documents as needed. The contract package is then solicited for 

contractors to bid on; there are varying minimum durations of solicitation periods for distinct types of 

contracts but that is out of the scope of this project. Once the solicitation period has ended, the bid 

packages are reviewed by the COR for their recommendation and returned to the CO who has the final 

say on who to award the contract to. The CO determines which option would be the best value to the 

government, keeping in mind that this does not always mean the lowest bid will contain the best value. A 

prework meeting needs to be conducted after contract award to address any areas of uncertainty or 

concern between the contractor and Forest Service staff. The COR monitors the execution of work by the 

contractor, issues notices of non-compliance if necessary, and reports to the CO as needed any areas of 

importance. The COR also is usually the Invoice Approver, where the approver verifies invoices for 

accuracy, approves if acceptable, rejects if unacceptable, and communicates with the contractor to 

resubmit after corrections are made. Once the contractor has completed all tasks associated with the 

contract, the final invoice can be approved, and the contract is closed out.  

There are points along the contract administration process which may need to be iterated or revised before 

the workflow can continue towards project success. Above is a high-level overview of the contract 

administration process which is captured in the flowchart product for this project. There are documents 

currently available to stakeholders that outline aspects of contract administration. Previous project 

documents for similar contract work were retrieved from the sponsor organization’s files. These historic 
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data files were examined to determine a need for requirements in current and future contracts. 

Recommendations were captured and outlined in this report for improved processes that were assessed to 

contribute to future projects’ success. 

Contract administration is a well-established process that follows the Federal Acquisition Regulation 

(FAR) which is the principal set of rules regarding government procurement within the multitude of 

agencies in the United States. There are specific lines of authority that must be adhered to throughout a 

contract’s lifecycle. Exhibit 2: Contract Administration Do’s and Don’ts lists various guidelines of what 

is and what is not acceptable while navigating the contract administration process. Exhibit 2 can be found 

in the Forest Service Procurement and Property (PPS) Customer Guide. It describes key pieces of 

information necessary for successful contract administration.  

 

Exhibit 2 Contract Administration Do’s and Don’ts 

Exhibit 3: Workflow Diagram – PPS Customer Guide shows a workflow diagram available in the Forest 

Service PPS Customer Guide. This guide is forty-one pages in length and more suited for those who have 
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more advanced experience and understanding in contract administration process. Terms and acronyms 

included in Exhibit 3: Workflow Diagram – PPS Customer Guide are new to, not well elaborated for, and 

at level above what inexperienced staff would generally know. The existing PPS Customer Guide 

contains a vast amount of relevant information. However, is it not well aligned with the needs that 

employees with limited contract administration experience. This situation points to and reinforces the 

value of creating a simpler comprehensive user guide tailored for entry level employees. Comparable to a 

college degree program, students start with their general education requirements and logically progress to 

more focused areas of study. The same process approach could be applied to capture and represent 

guidance material at scaffolded levels of experience in contract administration.  

 

Exhibit 3 Workflow Diagram – PPS Customer Guide 

Research Methods 

A multi-faceted approach to research provided an array of results addressing specific research questions. 

Research for this project was qualitative and quantitative in nature. Research methods were conducted 

through literature reviews, surveys, interviews, case studies and historical data, followed by a descriptive 

analysis of survey responses received from subject matter experts and stakeholders. Fifty surveys were 

issued to prospective participants. Case studies, literature reviews, interviews and historical data 
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discovered through research were covered by content and narrative analysis. Ten interviews were 

requested and conducted with prospective participants. The Project Manager worked with the Project 

Sponsor to identify and elicit responses from appropriate applicable target audience with contract 

administration experience to provide relevant survey and interview data which is summarized in the 

research section.  

The Chugach National Forest, Cordova Ranger District, identified a need for the demolition and 

replacement of a hazardous materials storage facility. The facility replacement aspect of this project 

served as a current case study with the overall goal of the project to develop an instructional guide. The 

CNF Facility Master Plan (FMP) is an evergreen document that provides current and future leadership 

awareness of forest-wide facility assets, and issues. The FMP establishes recommendations for facility 

actions such as maintaining, replacing, decommissioning, and conveying of forest facilities. Facilities 

should promote high quality and standards that are safe, efficient, effective, and attractive. Benefits of 

quality facilities are increased productivity, enhanced employee morale and pride, safe working 

environment, reduced operating costs, and enhanced public service. This project meets the CNF FMP 

direction and goals by properly disposing of, and replacing with new, the old HAZMAT storage facility 

in Cordova, Alaska that had high maintenance and repair costs with a new high-quality facility. The 

updated facility will be better aligned with Cordova Ranger district needs of a HAZMAT storage facility 

that is updated, requires less maintenance, and can withstand the elements of remote rural Alaska. 

Research was conducted in the form of scholarly article literature reviews on the benefits of process 

workflows. Examination of existing literature from these research topics were conducted via publications 

and peer-reviewed journals. These searches aimed to identify past and current industry best practices 

related to instructional guides for contract administration workflow diagrams.  

Online surveys were issued to stakeholders and subject matter experts. All surveys were voluntary and 

privacy-protected when used or portrayed in synthesized survey results. Survey responses options were 

uniform for all groups and individuals who received surveys. Survey questionnaires with optional 

responses were used to select levels at which respondents agree or disagree with specific prompts. Results 

were displayed as aggregate percentages for each question, with determinations drawn from analysis of 

results.  

Interviews were conducted via online video chats due to current ongoing Corona Virus Disease of 2019 

(COVID-19) pandemic, with most stakeholders in a maximized telework environment. Practical 

applications were involved with preparing and administering a contract; any pertinent lessons learned 

were logged and contributed to the instructional guide development and enhancements.  
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All research methods and sources focused on determining effectiveness of instructional guides in the 

general contract administration processes, the need for an instructional guide, and what content should be 

captured in such a document.  

Research Results and Analysis 

Case Study 

Before specifications for the HAZMAT storage facility could be drafted, additional paperwork was 

required. Since the existing facility was over 50 years old, the Heritage department needed to be 

consulted. Any building over 50 years old automatically is considered potentially historic unless 

otherwise noted by a historical significance survey. Once the building was determined not historically 

significant, the Forest Supervisor was able to sign their approval to conduct the disposal process. Since a 

building is considered property, before a building can be disposed of, a real property and Housing Under 

Development (HUD) paperwork process must also be conducted. The real property records required a 

current Fair Market Value (FMV) of the building to be determined by the Engineering Department. The 

HUD process allows for potential outside interested parties to purchase a building if it is deemed 

inhabitable. The real property process can take up to 30 days to complete and the HUD process can take 

up to 60 days to complete. Both processes took two weeks to determine the building was not inhabitable. 

The FMV of the building was low enough to justify a replacement rather than repairing and maintaining 

the existing facility. 

There are three levels of Contracting Officer Representative certification. Level 1 certifies a COR to 

manage contracts that are simple minimal risk contract such as service and supply type. After one year of 

experience managing Level 1 contracts, a COR may obtain certification as a Level 2 where they can 

manage contracts that are of moderate to high-risk complexity and risk such as construction type 

contracts. Level 3 CORs manage contracts that are mission critical that are complex and contain critical 

risk factors. Level 3 CORs require 2 years of previous COR experience and should be trained accordingly 

since they often perform significant program management activities. The HAZMAT storage facility 

replacement contract originally included the demolition of the concrete pad and installation of a new pad 

along with replacement of the building. This would have categorized the contract in the construction type 

of contract requiring a COR Level 2. Once collaboration with the CO had begun, prior to the contract 

being solicited for bids, it was realized and decided that the previous concrete pad was still functional and 

did not require replacement. This recategorized the contract from a construction to a service and supply, 

thus eliminating the requirement of a COR level 2. This simplified the solicitation and procurement 

portion of the workflow process and allowed the CO to award the contract sooner than expected after 

interested contractors were permitted to place their bids. Previous modular HAZMAT storage facilities 
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were purchased and placed on the three different Chugach Forest Ranger Districts in 2009. The historic 

information provided a guide to the specific contract process, potential vendor, and cost estimating. The 

previous vendor was able to provide an accurate quote including purchase and shipping costs for a 

modular HAZMAT storage facility to meet the Cordova district needs. Contractor costs were calculated 

based off previous contract price with inflation difference incorporated in the cost estimate. Despite best 

efforts to produce an accurate cost estimate, contractor cost estimates were significantly greater than the 

government cost estimate. Hazardous materials testing for building demolition was conducted which 

found no lead paint and one light fixture gasket containing low levels of asbestos. Despite the hazardous 

materials reported findings that could be easily abated by Cordova district staff, the nature of any 

hazardous materials handling drove up contractor bid prices. Inexperienced and out-of-state contract bid 

packages also showed a misunderstanding of the scope shown in their plans to conduct additional 

hazardous materials testing which was not required. The awardee contractor bid came in around 

$20,000.00 above the approved funding amount, requiring an additional funding request. The contractor 

also reported one of the reasons for the additional contract bid cost was due to additional work in the 

demolition process that was not accounted for in the government cost estimate. Facility load ratings for 

snow, wind, and seismic conditions in the Cordova Alaska area were incorporated into the new 

HAZMAT storage facility that were not as in-depth in previous contracts, requiring additional materials 

and labor thus also increasing the vendor’s new facility price. The original and additional funding 

requests had a time sensitivity due to the funding source needing to be allocated by end of fiscal year 

2021. During contract preparation, unless the district requests a specific brand which requires sole source 

justification and additional approval, a fair market approach is required in the solicitation process. It was 

determined that the local contractor bid was the best deal for the government based on factors such as 

qualifications, experience, proximity, and price. 

All these lessons were learned in real time throughout the contract administration process. Each 

individual contract and contract type carry unique processes and challenges. Many challenges were 

unavoidable regardless of who could have administered the contract. Other areas such as the historical 

significance and real property paperwork process could have been made available sooner to avoid 

contract delays that could have required a different funding source or project cancellation. This would 

have meant that the original funding from the time sensitive source would have been lost since it 

contained specific facility requirements for funding usage. 

Literature Review Results 

Supplier(s), Inputs, Process, Outputs, and Customer(s) (SIPOC) is a process overview that describes 

information essential to a particular project. Project scope and boundaries can be decided upon between 
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project teams and sponsor with the assistance of a SIPOC diagram. SIPOC assists teams to verify process 

inputs and outputs between their upstream and downstream processes and expectations (George, 

Rowlands, Price, & Maxey, 2005). Inputs were received through the research methods and results they 

produced. Input received from stakeholders in the survey and interview processes yielded significant data 

that shaped specific needs for the workflow diagram. The process encompassed undertaking this project 

from beginning to end. The HAZMAT Storage Facility Replacement played an integral role in providing 

a complex contract with various important lessons captured as part of the process as well. The customer 

was made up of the project sponsor and stakeholders who will use and benefit from the implementation of 

the product deliverables.  

The outputs were the product deliverables, a comprehensive contract administration workflow diagram 

and the instructional guide to assist new and experienced employees in their contracting duties. The 

supplier being the project manager, needed to measure and ensure that all inputs and outputs aligned 

throughout the project process. It was imperative to include stakeholders throughout the entire project 

process. The target audience or customers for a project should be contacted early and often to identify and 

analyze project and product specific needs. In the military, a common term used is “the boots on the 

ground,” to refer to the ultimate end user who performs the necessary work at the lowest level. It is 

beneficial to an organization and its stakeholders for managers to, when necessary, take a step back from 

their higher-level managerial perspective and inquire at the working level about constraints, 

inefficiencies, and areas for improvement. “’Go to the Gemba’ (the place where the work occurs). Always 

do as much of the mapping where reality is. It is important to engage with the stakeholders who are 

directly affected by the problem and who would directly benefit from the proposed solution,” (George, 

Rowlands, Price, & Maxey, 2005). The project sponsor being one of the key stakeholders should be able 

to accept the product deliverable for its employees and other key stakeholders who benefit from the 

deliverables.  

This project was initiated when the PM realized the contract administration process could be improved 

upon for new and experienced employees. This is where the needs of the project were identified and 

defined as a comprehensive workflow and instructional guide. Once the need was identified and defined, 

measurements were taken to see where and how improvements could be made. The contract 

administration guides that were available were lengthy and suited for employees with more experience 

and understanding. The process needed a high-level overview of how contract administration flows and 

operates. This also contributed to the root cause analysis to implement the appropriate best solution. 

Analysis and improvement iterations were conducted with the SME stakeholders to ensure the product 

deliverable addressed the project need of improved contract administration guides. Originally, the scope 
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of this project included a nationally scalable instruction guide. Due to schedule constraints, the scope was 

adjusted to accommodate stakeholders on the local Chugach National Forest Engineering Department. As 

part of the control, the instructional guide and workflow diagram are living documents which are scalable 

for continuous improvements as needed. Detailed and holistic representation of process workflows 

provides clarity, captures valuable information, supports effective decision making, and identifies 

continuous improvement opportunities. 

“Workflow mapping can yield valuable results wherever complex processes are used. Some of its many 

benefits include knowledge retention, identification of inefficiencies, and more effective decision 

making,” (Faulkner, 2018). Workflows outline a process sequence whose goal is to accomplish a goal 

specific to their respective projects. The mapping of a workflow should represent how the processes 

within the system are organized and linked together. The workflow diagram should also show the order of 

operations and how each process transfers between members, units, or different teams within the 

workflow. Workflows can typically involve numerous transfers between various staff and departments. 

Each staff member and team play critical roles in the multitude of steps within the workflow. Staff and 

departments can be independent as well as interdependent on each other throughout workflows. 

Frequently, individual staff members are aware of their portion of the procedure within the expanse of the 

entire workflow. Staff may have little to no knowledge of tasks that happen before or after the task 

requires their individual contribution. This can play a part in why workflows are not as commonly 

documented outside of the department’s specific involvement. Consequently, even managers can be 

unaware of the entire workflow process outside of their department’s tasks. For these reasons and the 

complex and dynamic nature of workflows, it is plausible that workflows receive less attention and 

analysis. No individual is in control of an entire workflow. (Faulkner, 2018). Employees who have 

experience in contract administration have described the job duties as “pretty intuitive.” This can be 

misleading to employees who have been recently hired with no prior experience in the contract 

administration. At first, it sounds as if it will be easy, and the new individual should not worry much. 

Experienced employees with a busy workload have also failed to remember or realize how little 

experience the newer staff member may have. Once the process starts and people get busy, an unfair 

expectation can be placed on the newer employee once tasks are assigned. A good workflow diagram 

with detailed descriptions and references can be tremendously informative and helpful as unfamiliar staff 

gain their bearings as they traverse their uncharted on-the-job experiences. The workflow diagram 

ultimately improves the contract administration process by setting employees up for success. Once the 

workflow diagram is implemented, continuous improvements shall be implemented at review intervals 

determined by the project sponsor as part of the control process.  
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Survey Results 

For the surveys and results included in this report, fifty survey requests were sent out with a total of 

twelve responses for all surveys were received. All surveys were conducted virtually due to the COVID-

19 pandemic, with most stakeholders in a maximized telework environment, through a free online survey 

tool, Google Forms. The survey links were sent to relevant stakeholders via email. All surveys were 

voluntary. No personal identifiable information was requested within the surveys, nor will any be 

included in this report. The project manager coordinated with the project sponsor to identify the target 

audience for surveys for this project. This was conducted to ensure that the appropriate stakeholders were 

included and utilized to acquire quality data while conducting research for this project. Questions were 

developed to identify the need for contract administration instructional guides, content that would be best 

encompass an instructional guide, and the stakeholders’ perception of such documents. The multiple-

choice options for the surveys ranged from strongly agree to strongly disagree and an option for not 

applicable. Analysis of the survey outcomes were used to identify recommendations for the product of a 

construction administration workflow diagram.  

Exhibit 4: New Employee Survey Results shows 75% responded that they agree that instructional guides 

would help new employees learn the general contract administration workflow. Above 8% were neutral 

while under 17% strongly agreed that it would help. This represents a strong need or desire for 

documentation outlining workflows for new employees. If a process existed, a standard operating 

procedure would assist those who have not yet acquired that level of experience yet.  

 

Exhibit 4 New Employee Survey Results 

Exhibit 5: Experienced Employees Survey Results shows just under 67% responded that they agree that 

instructional guides would help experienced employees with the general contract administration 

workflow. Just above 33% strongly agreed that it would help. This represents a definite need or desire for 

documentation outlining workflows to help experienced employees as well as new hires. Even the most 
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experienced personnel will occasionally miss a step. With the ever-expanding amounts of workloads and 

responsibilities, it can be difficult at times to maintain even the well-known processes and procedures, at 

least without the guide of a reference document.  

 

Exhibit 5 Experienced Employees Survey Results 

Exhibit 6: Instructional Guide Need Survey Results shows 75% responded in favor of a need for contract 

administration guides and would utilize them, under 67% agree and over 8% strongly agree. 25% of the 

respondents chose the neutral choice which enables people to not have an opinion one way or the other. 

This represents a strong need or desire for documentation outlining workflows for new employees. When 

the common response indicates a need for a workflow diagram, it is overdue for creation and 

implementation. A common phrase is to be proactive rather than reactive. In the current environment for 

this project, there is a need to be reactive to address inefficiencies to get on track and work towards being 

able to be proactive for the betterment of the organization and its stakeholders.  

 

Exhibit 6 Instructional Guide Need Survey Results 
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Exhibit 7: Instructional Guides Improvement Survey Results shows 75% responded that they agree that 

existing instructional guides could be improved, with over 8% strongly agreeing. Under 17% of the 

respondents chose the neutral option which enables people to not have an opinion one way or the other. 

This represents a strong need or desire that if instructional guides were already available, they had room 

for improvement. Managers and their staff should be constantly evaluating for inefficiencies and whether 

it is beneficial to implement changes. The goal would be to constantly improve but there may come a time 

when a process is sufficiently efficient. Any additional time spent to make improvements may cost more 

than the improvements themselves, which may be minor or miniscule in the bigger picture of the process. 

This is not the case in this current project environment. While there are resources available, it is not 

widely known what or where those resources are located. What good are these resources if they are not 

finding their target audiences?  

 

Exhibit 7 Instructional Guides Improvement Survey Results 

Interview Results 

Ten interviews were requested with a total of four interviews conducted. All interviews were conducted 

virtually due to the COVID-19 pandemic, with most stakeholders in a maximized telework environment, 

through Microsoft Teams application and via email for follow-up questions. All interviews were 

voluntary. No personal identifiable information was requested within the interviews, nor will any be 

included in this report. The project manager coordinated with the project sponsor to identify the target 

audience for interviews for this project. This was conducted to ensure that the appropriate stakeholders 

were included and utilized to acquire quality data while research was conducted for this project. Interview 

questions were developed to identify the need for contract administration instructional guides, content that 

would be best encompass an instructional guide, and the stakeholders’ perception of such documents. 

Interview questions allowed for open answers which the project manager captured for analysis. Interview 
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responses were evaluated to identify recommendations for the product of a construction administration 

workflow diagram.  

Two interviewees with little to no prior contract administration experience reported that they learned 

contract administration processes from other employees when available. They mentioned that 

instructional guides were available while others could not recall if guides existed and if they were, they 

were not readily available. From this experience level, key elements recommended for a workflow 

diagram were that the document not be too lengthy to prevent excess time spent searching for an answer. 

It was emphasized that more importantly, was that knowing which documents pertained to which aspect 

of contract administration and where to locate such guides.  

An interviewee with 2 years of contract administration experience responded that they learned the process 

from fellow employees, trial and error, contracting forms, and tips shared by contracting officers. It was 

reported that only occasionally were instructional guides available that outlined the contract 

administration process. When instructional guides were available, the interviewee preferred using them 

rather than troubling a colleague with their issue. When asked about the effectiveness of a guide 

achieving the desired goal or task, it was noted that the guides did not contain scenarios relevant to their 

current specific contract. When process guides were available, the interviewee mentioned using them 

would significantly reduce the amount of time required to receive help from colleagues and reduced the 

number of questions they would have. For areas to be improved upon, the interviewee highlighted that 

formatting for diverse types of contracts since there is no set standard language or format. They also 

mentioned that there currently is no centralized location to pull examples or templates from to their 

knowledge.  

One interviewee had fourteen years of contract administration experience and learned from coworkers 

and during their duties for specific projects as a technical inspector. They became aware of instructional 

guides after one year of technical inspecting experience during their COR certification process. The 

interviewee utilized the guides to study for their certification tests and as needed to refresh their memory. 

These documents were not immensely helpful, and the interviewee was not aware of all available guides. 

The instructional guides helped the interviewee to pass their certification tests and give context to issues 

as they presented themselves. The guides could not convey the real-world issues that often arise while 

administering contracts. Workflow diagram elements recommended by the interviewee were: how to plan 

out a project, building a timeline, developing, or ensuring you have good contract documents such as a 

scope of work, drawings, and specifications. Ways to use modern technology to make the process better, 

how to keep from overloading your specifications and drawings, how to make sure they are 

understandable and accessible to the broadest contractor audience, to use contractor expertise to make the 
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project better, and how conduct appropriate people-skills which contract admin requires. Another area 

highlighted was how to establish the COR’s priorities when their workload becomes unmanageable, and 

the COR cannot dedicate enough focus to ensure each contract is fully successful.  

The variety of interviewees capture the unique experience levels throughout in the interviewee pool. From 

the new hires with little to no experience to the seasoned veterans. There were areas in which there was 

positive feedback from each interviewee. There was also a stark commonality that highlighted needs for 

improvements. Whether improvements be in the documents themselves or the accessibility of those 

documents, it was identified by all experience levels.  

Conclusion 

The research for this project has developed specific recommendations appropriate for the USDA Forest 

Service, Chugach National Forest, Supervisory Office, Engineering Department. Recommendations are 

based on existing available process guides, a review of literature, current contract case study, as well as 

surveys and interviews conducted with contract administration professionals. The recommendations in 

this report are intended to improve areas in the contract administration process such as the quality of 

documents available, a more comprehensive workflow understanding, knowledge retention, more 

effective decision making, identification of inefficiencies, and continuous improvement.  

Sources considered in the review were existing contract administration documents from the project 

sponsor, the current contract as a case study, review of literary articles and books, as well as surveys and 

interviews with key stakeholders.  

Lean Six Sigma, DMAIC and SIPOC approaches to continuous improvement provided insight and 

inspiration to undergo this project. The methodologies outlined in those continuous process improvements 

helped lay the foundation for this project’s success. From overarching big picture concepts to even 

examples of the pros and cons of flowcharts, these approaches were pivotal in the design of the workflow 

diagram and instructional guide.  

Stakeholders have identified the lack of contract administration instructional guides or the lack of 

availability of those documents to employees. The quality of documents that are currently available were 

noted as extensive and not user-friendly especially for new inexperienced staff members. Analysis of 

research indicated a need to amend, improve, and implement documents of a higher quality to address 

contracting needs in a user-friendly manner. Improving the quality of such documentation and creating 

new documents where applicable will also improve stakeholders’ understanding of the comprehensive 

workflow. The basic contract administration workflow diagram will assist in knowledge retention by 

informing inexperienced new employees earlier in their career thus improving the on-the-job experience 
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by early exposure. When individuals can research and learn before attempting a process, this will lead to 

more effective decision making. Throughout this process, inefficiencies need to be identified for the 

evaluation and decisions to implement continuous improvement changes. The contract administration 

workflow diagram product deliverable of this project is one small step in the ever-continuous process to 

improve the end user experience on their contract administration career journey.  

These workflow diagrams are meant to be used and should be utilized when needed. If such documents 

are not in use for whatever reason, they do not serve their intended purpose. The reference guides should 

be adequate for the level of project needs and the target audience experience level. It is also important to 

not rely solely on the flowchart or any reference document currently available or otherwise. Although the 

instructional guide is the product deliverable for this project, the overall goal is to enhance stakeholder 

knowledge, retention, and efficiency in the contract administration process.  

Recommendations 

These recommendations are focused on providing the Chugach National Forest Engineering Department 

information on an inefficiency in contract administration processes. Recommendations are based off 

research results and analysis. Stakeholders along with managers must have significant amounts of buy-in 

for the organization’s culture to allow for smoother workflow processes. Without stakeholder 

engagement, individuals may create their own cultures that may not align with the organizational values 

and mission. Selecting key staff and leadership are critical to the success of the organization and its 

departments.  

New Process Recommendations 

The product deliverable in the form of a consolidated contract administration workflow diagram is 

recommended for acceptance and implementation. Stakeholders have expressed the need and desire for 

such document guides to assist in the early development of contract administration experience. The 

workflow diagram product deliverable is recommended for implementation as a tool to be utilized 

whenever needed. The workflow diagram is living document and should be managed as such with 

appropriate phase gate reviews and applicable continuous improvements made.  

Exhibit 8: Basic Contract Administration Workflow Diagram encapsulates the general workflow in a 

flowchart cycle for those employees who are new to or less experienced in the contract administration 

process. Each task in the cycle is further elaborated in the complete product deliverable which can be 

found in Appendix A: Contract Administration Workflow Diagram. The order of operations is a general 

workflow guide with legend outlining respective duties overview. The use of different shapes rather than 

color coding was chosen to accommodate individuals with vision impairments such as color blindness. 
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Within each task item, there may be revisions and collaboration required throughout the entire process. 

The current case study as well as prior contracting documents and experience were used as a basis to 

outline the workflow diagram. Project stakeholders were contacted for review, feedback, and acceptance 

of the workflow diagram to ensure project sponsor expectations were met. 

 

 

Exhibit 8 Basic Contract Administration Workflow Diagram 

Future Process Recommendations 

Future recommendations are to develop new and improve upon existing reference documents that are 

intended for the contract administration target audience. It is advisable to set a standard formatting 

guideline with templates for uniformity of documents and reduction of potential confusion. Referencing 

supporting documents within the current and new guides so stakeholders can identify where to look for 

information pertinent to their current situation will be beneficial. It is recommended to provide examples 

within training guides relevant for stakeholder learning. Organizations should develop workflow diagrams 

for the three specific COR levels. Departments should also continue training sessions for CORs with a 

question-and-answer dialogue period allotted for within the training.  

A recent online seminar training with stakeholders on the Chugach National Forest and various Forests 

throughout the Nation was held for COR training. Exhibit 9: COR Mentoring Program Flyer was 

explained during the recent training as a new program available to CORs. An experienced COR can pair 
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up with and mentor a less experienced COR to transfer knowledge, tips, and skills that will enhance both 

user’s experiences. One test of skill proficiency is the capability to teach others. This reinforces and 

solidifies the experienced personnel, may identify areas of learning and improvement for the mentor, and 

can set up the mentee for success in the contract administration arena and beyond. The military had a 

similar training approach that referred to as “left seat, right seat.” This simply meant that during 

changeover or succession planning, an experienced service member would sit side-by-side with another 

service member who was at a newer experience level and go through the processes and procedures 

together. The “left seat, right seat” term referenced pilot and driver training since that was a common 

experience that individuals could relate to or imagine. It is highly recommended to all who are interested, 

currently involved, or will be involved in contract administration in the future to take advantage of this 

mentoring program. The workflow diagram and instructional guide are recommended to be implemented 

in the COR Corner Mentoring Program. These comprehensive overview documents can provide valuable 

guidance to both the mentors and mentees who participate in the program.  

 

Exhibit 9 COR Mentoring Program Flyer 
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Future Research Recommendations 

The scope of this project was to evaluate the need for a contract administration instructional guide, the 

effectiveness of the instructional guide, and what would comprise such a document. Future research 

opportunities include: 

 Expand workflow diagram by referencing additional guides and where to locate them for 

stakeholder use 

 Create a central repository for available guides and descriptions of each guide’s functions 

 Incorporate real world applicable scenarios as examples in guides 

 Locate additional extensive guides to assess if the guide can be summarized similar to the 

workflow diagram and instructional guide produced by this project 

 Increase the sample size for surveys and interviews to improve the precision of estimates 

 Clarify survey and interview questions for participant comprehension and reduce confusion 

 Improve quality of options for survey and interview responses to better represent clear and 

concise results 

 Expand literature review reference sources to capture a variety of supporting or refuting 

perspectives 

Project Closure and Acceptance 

The purpose of the project closeout is to assess the project, derive any lessons learned and best practices, 

ensure that all project and product deliverables have been met, and ensure the final administrative 

processes have been completed. 

This project has met all the acceptance criteria as defined in the requirements document and project scope 

statement. Additionally, a product evaluation has been performed in collaboration with the Project 

Sponsor and Stakeholders which determined that all products met the quality and functional requirements 

defined within this project. 

The Project Manager is authorized to perform the close out process for this project. The closeout process 

will include a post-project review, documentation of lessons learned, release of the project team, close out 

of all procurements and an archival of all relevant project documents. Once the closing process is 

completed, the Project Sponsor will be notified, and the project manager will then be released from the 

project. 
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 Own your project  

 Communicate early and often 

 Know your audience 

 Utilize available resources early and often 
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 Format documents with the final report formatting checklist from the beginning.  

 Be proactive rather than reactive 

 Avoid and prevent confusion for outlined requirements 

 Get clarification as soon as possible (ASAP) if deliverables requirements are confusing 

 Carefully manage stakeholder expectations 

  Use project schedule as a tool to manage change, support analysis-based decisions, and 

as a simulation tool to support decision making.  

 Use clear and detailed language to ensure project continuity in the event of project 

manager transitions 

 Consider personal time management. 

 Make sure information on presentations are clear, understandable, and readable by 

audience. 

 Practice presenting 

 Acquire multiple resources for feedback  

 Set time aside to commit for creating deliverables  

 Prepare and distribute an agenda for all meetings  
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Appendix A                                                                                                                                       

Contract Administration Workflow Diagram 
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Appendix B                                                                                                                                          

Project Management Plan (PMP) 

 

 

 

 

 

 

 

 

CORDOVA RANGER DISTRICT 

HAZMAT STORAGE FACILITY 

REPLACEMENT PROJECT 

MANAGEMENT PLAN 
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Abstract 

Contract administration is the management of a contract between the project owner and the contractor 

conducting the work. This project will address the topic of the effectiveness of instructional aids in the 

contract administration process. An Organizational Process Asset (OPA) will be created for the 

Engineering Department of the USDA Forest Service Chugach National Forest. This OPA will be created 

if one does not already exist, in the form of an instructional aid (i.e., flow chart or checklist) outlining the 

general overview of the contract administration process. If such an instructional aid has already been 

created, research will be conducted to identify areas for refinement to make the instructional aid more 

adequately, comprehensively, and accurately reflect the contract administration flow process. Creating or 

modifying this instructional aid will assist employees, both new hires and those who may need a reminder 

of the process flow, in ensuring all aspects the contract administration process are completed for current 

and future projects. The HAZMAT storage facility replacement component will serve as a current case 

study to assist in the research aspect of this project. The facility replacement will produce a complete 

removal, demolition, and replacement of a HAZMAT storage building in Cordova Alaska. 

Key Words: Contract Administration Process Flow Chart, Contract Administration Process Guidelines, 

Contract Administration Process Checklist, Contract Administration Instructional Aid, Contract 

Administration Instructional Guide 
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INTRODUCTION 

PURPOSE OF PROJECT MANAGEMENT PLAN  

This project management plan (PMP) outlines the planning for creating the Contract Administration 

Instructional Aid and the Cordova Ranger District HAZMAT Storage Facility, which consists of the 

following overarching tasks: 

Providing the project background, need, and reasoning for project 

Defining and scheduling all tasks and work items to be performed 

Identifying and defining all project and product deliverables related to the project 

Defining and creating dependency relationships for all tasks and work items 

Identifying and planning for known project risks 

Outlining and ensuring quality is incorporated for project and product deliverables 

This PMP defines the project objectives, approaches taken, and the commitment agreed upon between the 

parties involved. This PMP outlines the specifications that are required to execute the project 

successfully. This PMP, subsidiary plans, and all supporting appendices are living documents from 

project inception to project closeout. The PMP will serve as a baseline plan that will be reviewed and 

updated continuously throughout the life of the project.  

PROJECT BACKGROUND 

The phrase, “Caring for the Land and Serving People,” captures the Forest Service mission. As set forth 

in law, the mission is to achieve quality land management under the sustainable multiple-use management 

concept to meet the diverse needs of people. Advocating a conservation ethic in promoting the health, 

productivity, diversity, and beauty of forests and associated lands. Listening to people and responding to 

their diverse needs in making decisions. Protecting and managing the National Forests and Grasslands so 

they best demonstrate the sustainable multiple-use management concept. As a Civil Engineer on the 

Chugach National Forest, a lot of duties revolve around recreation and facilities management. In the 

engineering department, most of that work is work is conducted through contract administration. Contract 

administration is the management of a contract between the project owner and the contractor conducting 

the work. The need to develop an instructional aid, in the form of a new or by modifying an existing 

contract administration guide, was discovered when an employee realized this would have helped them in 

their early efforts of learning the contract administration process. This instructional aid aims to assist 
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future and existing employees by capturing the general process flow to alleviate the potential time-

consuming roadblocks and setbacks of the “learn as you go” approach.  

The Chugach National Forest has identified a need for the demolition and replacement of a hazardous 

materials storage facility. The facility replacement aspect of the project will serve as a current case study 

the overall goal of the project to develop an instructional aid. The CNF Facility Master Plan (FMP) is an 

evergreen document that provides current and future leadership awareness of forest-wide facility assets, 

and issues. The FMP establishes recommendations for facility actions such as maintaining, replacing, 

decommissioning, and conveying of forest facilities. Facilities should promote high quality and standards 

that are safe, efficient, effective, and attractive. Benefits of quality facilities are increased productivity, 

enhanced employee morale and pride, safe working environment, reduced operating costs, and enhanced 

public service. This project meets the CNF FMP direction and goals by properly disposing of, and 

replacing with new, the old HAZMAT storage facility and foundation that would have high maintenance 

and repair costs with a new high-quality facility that meets the user’s needs.  

Scope Management Plan 

Scope management for this project will be the sole responsibility of the project manager. The project 

scope is defined by the Scope Statement and Work Breakdown Structure (WBS).  

Scope Statement 

The project manager will prepare and submit all deliverables for each Project Progress Milestone (PPM) 

by the corresponding deadlines. PPM deliverables will be submitted for review by advisor and committee 

members. Feedback will be used to correct and enhance the project deliverables. All deliverables should 

be working toward the project’s final report and final presentation. It will be the responsibility of the 

project manager to schedule meetings with advisors and committee members to address any concerns.  

An instructional aid will be created, if one does not already exist, in the form of a flow chart or checklist 

of the contract administration process. If such documents have already been created, research will be 

conducted to identify areas for refinement to make the instructional aid more adequately, 

comprehensively, and accurately reflect the contract administration flow process.  

The project manager will prepare all documentation required for administering a contract for the 

replacement of a hazardous materials storage facility. The project manager will coordinate with 

stakeholders for funding approval, demolition of the existing HAZMAT storage facility, requisition 

submission, contractor bid reviews and contract award to conduct work. The project manager will oversee 

the contractor who is awarded this work and ensure that all contract deliverables are met. The project 
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manager will work with the Contracting Officer to ensure that successive and final payments are made to 

the contractor upon acceptance and approval of completed work.  

Work Breakdown Structure 

The Work Breakdown Structure represents all the work and only the work. A WBS is a deliverable-

oriented grouping of project components that organizes and defines the total scope of the project; work 

not in the WBS is outside the scope of the project. The WBS breaks project processes and deliverables 

into smaller, more manageable components that make up the entirety of the project. Summary tasks 

provide period overviews with specific tasks that plan to be completed within that period. The WBS 

Hierarchical View, WBS Chart View and WBS Dictionary can be found in appendix C, appendix D, 

appendix E, respectively. 

Requirements 

The instructional aid needs to outline the general overview steps involved from start to finish of a new 

contract in the contract administration process. The instructional aid will require enough detailed 

explanation of how to complete contract documents required for each step. Position titles, roles, and 

responsibilities for general points of contact will be identified for the various departments that are 

typically involved in the contract administration process for the owning organization. Any employee, new 

or experienced, should be able to follow the guidelines in the instructional aid to complete the contract 

administration process with little to no errors or significant delays.  

The new HAZMAT storage facility will meet or exceed the requirements of all applicable codes 

including, but not limited to, the current editions of the IBC, IFC, IFGC, NFPA, NEC, and EPA codes 

and regulations. The new HAZMAT storage facility will be replaced according to the needs and 

preferences of the primary stakeholders which are the local Forest Service Cordova Ranger District staff.  

The requirements traceability matrix, which outlines descriptions, acceptance criteria, and validation 

methods for each major project requirement, can be found in Appendix F. 

Project Scope Metrics 

Project scope management is continuously measured to improve and increase the effectiveness of project 

planning, defining, and scheduling the work, and controlling changes to the scope baseline. The following 

scope metrics will be applied throughout the project duration: 

How many unknown requirements or work items become known after project planning began? 

Were there any project tasks that were unnecessary? If so, how many? 
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Did the project accurately estimate the number of changes that would occur throughout the duration? 

As a percentage, how many scope features and functions can be incorporated into the instructional aid and 

the HAZMAT storage facility replacement that were obtained from research and outlined requirements? 

If an instructional aid already exists, how many modifications or improvements were suggested? How 

many can be implemented now? How many need to be deferred to a later date?  

Critical Success Factors 

The following critical success factors will be used to outline project and product success: 

Project Management Plan is detailed sufficiently to account for variances throughout the execution phase 

The project is effectively and efficiently monitored throughout execution 

Variances are identified early; project is adjusted appropriately and effectively as needed 

The instructional aid covers all aspects of the general process flow for contract administration 

The instructional aid can be understood and followed by target audience 

The instructional aid is complete to the level of detail identified in this project 

The instructional aid can be revised for specific areas or different organizations requiring more detail  

The instructional aid is completed and delivered on time 

HAZMAT storage facility is replaced to the desired level of the customer, outlined by the contractor 

scope of work 

Schedule Management Plan 

The project schedule is a detailed plan that directs and monitors project activities and tasks. The project 

schedule is an integral component of any project since it provides all stakeholders an overview of the 

project status at any point in time throughout the life of the project. The purpose of the schedule 

management plan is to define how the schedule will be created, managed, and updated. This project 

schedule has been created using MS Project Professional with corresponding phases, summary tasks, and 

work items using WBS Schedule Pro.  

The project manager will be responsible for work package descriptions, sequencing and estimating task 

durations. Once the preliminary project schedule has been developed it will be reviewed by the project 

advisors. After feedback has been received, the project manager will update the project schedule to create 
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the schedule baseline. The project manager will periodically add any work items not previously captured 

and update progress on tasks in progress to completion.  

Schedule Performance Index (SPI) will be reported by the project manager throughout the project. MS 

Project Professional will be used to calculate the necessary project data for these metrics. Schedule 

variances (SV) of 10% or +/- 0.1 in the schedule performance index moves the schedule to a yellow or 

cautionary status. These schedule variances are reported, if the project manager determine that there is 

minimal or negligible impact on the project schedule baseline, then the project manager may decide that 

no action is required. Any variances in schedule of 20% or more, or +/- 0.2 in the schedule performance 

index, will move the schedule to a red or critical status. These levels of schedule variances and SPIs 

require the project manager to report the reason behind such exceptions. These require the project 

manager to take corrective action to bring the schedule performance back to acceptable SPI and SV 

levels.  

Performance Measure Caution Critical 

Schedule Performance Index (SPI) Between 0.9 and 0.8 or between 

1.1 and 1.2 

Less Than 0.8 or greater 

than 1.2 

Schedule Variance Percentage 

(SV%) 

10% - 19%  20% or above 

 

Project Prioritization 

The following table outlines the prioritization of the project. Project scope will be enhanced or revised as 

needed throughout the life of the project. The main constraint for the project is the available time to 

complete the project deliverables. This requires a robust Project Management Plan that accounts for as 

many potential issues as possible. This project has no costs to manage, therefore it receives the accepted 

status.  

 Time Scope Cost 

Enhance  X  

Constrain X   

Accept   X 

 

Milestones 

The table below lists the milestones for this project, along with their estimated completion timeframe. 

Item Milestones Estimated Completion Timeframe  

1 686A PPM#1 Submission 1/29/2021 
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2 686A PPM#2 Submission 2/19/2021 

3 Go/No-Go Decision #1 2/24/2021 

4 686A PPM#3 Submission 3/12/2021 

5 Go/No-Go Decision #2 3/17/2021 

7 686A PPM#4 Submission 4/9/2021 

8 Go/No-Go Decision #3 4/14/2021 

9 686A Oral Defense Presentations 4/19/2021 

10 686A Submit Final Deliverables 4/26/2021 

11 HAZMAT Project Funding Status 6/7/2021 

12 HAZMAT Contract Closeout 9/15/2021 

13 686B PPM#1 Submission 9/29/2021 

14 686B PPM#2 Submission 10/1/2021 

15 686B PPM#3 Submission 10/29/2021 

16 Go/No-Go Decision 11/3/2021 

17 686B PPM#4 Submission 11/19/2021 

18 Final Go/No-Go Decision 11/24/2021 

19 686B Oral Defense Presentations 11/30/2021 

 

Cost Management Plan 

For this project, cost management was not required.  

Quality Management Plan 

Although the project manager will be responsible for overall project quality, all stakeholders play a role in 

the project’s quality management. Each stakeholder will ensure that their specific task(s) are complete to 

an acceptable level of quality for each work package and all deliverables. Below are descriptions of 

quality responsibilities assumed for each stakeholder group: 

The Project Manager is responsible for outlining and maintaining the quality management plan for all 

work items and tasks between all stakeholders. The project manager assumes all responsibility to 
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establish communications between all project stakeholders to ensure quality is a standard practice for all 

work items, tasks, and overall project progress.  

The Master of Science in Project Management (MSPM) Staff (advisors and project committee members) 

are responsible for reviewing all submitted documents for quality, completeness, and punctuality. The 

MSPM Staff provides feedback and advice periodically and on an as-needed basis when requested and 

scheduled by the Project Manager. This relationship is vital to overall project success given the schedule 

constraint.  

The Project Sponsor is responsible for approving and accepting the project and product deliverables that 

meet quality standards. The Project Manager and Project Sponsor will engage in a cooperative effort to 

conduct quality research that will involve a target audience of subject matter experts. This research will 

assist in creating the instructional aid which will be used as a baseline instructional aid for the general 

contract administration process flow. The project sponsor will also be accepting the HAZMAT storage 

facility replacement as a quality product deliverable.  

The contractor(s) who will be awarded the HAZMAT storage facility replacement work will ensure that 

all deliverables outlined in the contractor scope of work are complete and acceptable to the level of 

quality agreed upon by all parties. This ensures that the Project Sponsor receives their quality product, the 

contractor(s) receive payment for their work and higher potential to conduct future work when a quality 

performance review is received. 

Communications Management Plan 

The overall objective of a Communications Management Plan is to promote the success of a project by 

meeting the information needs of project stakeholders. The Communications Management Plan (CMP) 

defines the project’s structure and methods of information collection, screening, formatting, and 

distribution. The CMP also outlines understanding among project teams regarding the actions and 

processes necessary to facilitate the critical links among people, ideas, and information that are necessary 

for project success. 

The intended audience of the CMP for this project is the project manager, project team, project sponsor 

and any senior leaders whose support is needed to carry out communication plans. 

The Project Manager will ensure effective communications on this project by staying proactively engaged 

with stakeholder communication needs. The stakeholder register and stakeholder power-interest grid can 

be found in Appendix G and Appendix H, respectively. The communications matrix below elaborates the 

type, frequency, and details of stakeholder communications.  
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Resource Management Plan   

For this project, resource management was not required.  

Procurement Management Plan 

The instructional aid deliverable aspect of this project does not involve or require procurement related 

activities and therefore is not included in the procurement management plan. 

The HAZMAT storage facility replacement product deliverable requires contract administration work 

which involves procurement related activities. The project manager will work with the Forest Service 

staff and stakeholders to ensure all aspects of the procurement and contract administration requirements 

are met. The designated Contracting Officer’s Representative will work with the Contracting Officer 

throughout the contract administration process. Once a contract budget is approved based on an 

Independent Government Cost Estimate (IGCE), the COR will develop the technical requirements for a 

contractor scope of work. All contract requisition documents will be uploaded into the Integrated 

Communications Matrix: Cordova Ranger District HAZMAT Storage Facility Replacement 

Vehicle Target 

Audience  

Description 

Purpose 

Frequency Owner Distribution 

Vehicle 

Internal 

or 

External 

Comments 

Project 

Status Report 

S.2 – MSPM 

Staff 

Brief the 

MSPM Staff 

on overall 

project status, 

what is going 

well, issues, 

highlights, etc. 

Every 3 

Weeks 

S.1 – 

PM 

Zoom 

Presentation 

Internal Use Project 

Status 

Report 

Template 

PPM 

Feedback 

S.1 – PM MSPM Staff 

reviews PPM 

submissions 

and returns 

feedback and 

areas to 

improve  

Every 3 

Weeks 

S.2 – 

MSPM 

Staff 

Email Internal Use project 

summary 

feedback 

report 

Project – 

Product 

Coordination 

S.2 – US 

Forest 

Service Staff 

Work with 

multiple staff 

members to 

complete the 

instructional 

aid document 

and the 

contract for 

HAZMAT 

storage facility 

replacement.  

Weekly, as 

needed 

S.1 – 

PM 

Email, MS 

Teams chat, 

MS Teams 

video 

meetings 

External Create 

agenda for 

meetings, 

take meeting 

minutes, 

follow up as 

needed 
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Acquisition System (IAS). Upon budget officer approval, a CO will be assigned the requisition who will 

then solicit the contract to prospective bidders. Once the bid window has closed, the CO will involve the 

COR and other key invested stakeholders to review the contract bid packages. Once all bid reviews have 

been received, the CO will decide who to award the contract to and notify the chosen contractor. A pre-

work meeting will be arranged and conducted to address any specifics or clarifications about the contract 

work. During the meeting, the CO will brief the contractor on any pertinent clauses and identify the COR 

who will be the primary contact between the contractor and the CO. The notice to proceed (NTP) or 

notice to start work will be given. The invoicing schedule will be agreed upon where the contractor will 

request an invoice, the COR will review and approve or reject as necessary, and the CO will issue 

payment once an approved invoice reaches their desk. The project will be monitored through the duration 

until all work is complete and all payments have been made to the contractor.  

The process above highlights some key components to the Forest Service procurement process as it 

pertains to contract administration. It also outlines a general flow for the contract administration process 

which the HAZMAT facility replacement will follow and serve as a case study for the research 

component of this project.  

Stakeholder Management Plan 

For this project, the stakeholder management plan will be used to identify and classify project 

stakeholders. Stakeholders will be managed by the project manager using the stakeholder register and 

power interest grid, both of which can be found in Appendix F and Appendix G, respectively. Identifying 

and communicating early is important for this project’s success. Communication to stakeholders will be 

conducted early and often as highlighted in the stakeholder register and further in the Communications 

Management Plan.  

The following criteria will be used to determine if an individual will be included in this project as a 

stakeholder. If any individual meets one or more of the criteria listed below, they will be added to the 

stakeholder register. Stakeholders that belong to the same organization will be placed in an appropriate 

stakeholder group to simplify stakeholder management and communications.  

Will the person or their organization be directly or indirectly affected by this project? 

Does the person or their organization hold a position from which they can influence the project? 

Does the person have an impact on the project or product deliverables? 

Does the person or their organization have any special skills or capabilities that will contribute to the 

product or project deliverables? 
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Does the person or organization potentially benefit from the project? 

Is this person or organization in a position to resist the change the project or product deliverables aim to 

achieve? 

Risk Management Plan 

The project manager will manage risk for this project by identifying, scoring, and ranking various risks 

associated with this project in the risk register, which is in Appendix I. The risk register will be developed 

early in the project startup to identify as many known relevant risks as possible. The risk register is a 

living document that can and needs to be updated continuously with risk responses to both new and 

previously identified risks. Risks that are scored 1-5 receive a Low-level score, 6-14 MEDIUM-level 

score, and 15+ receive a High-level score. Risk Level scores are calculated by multiplying the likelihood 

scores (1=not likely, 3=likely, 5=very likely) with the impact scores (1=negligible, 3=marginal, 

5=significant). Risks are categorized as either internal or external to the control of the project. Each risk 

includes an elaborated risk description, response type (mitigate, transfer, accept, etc.) and is assigned an 

owner to manage and account for the risk.  

Change Management Plan  

The Change Management Plan outlines the process in which changes will be requested, approved, or 

denied, managed, and tracked. The plan will cover the purpose and role of the change control board as 

well as the change management process. All changes will require submission to the project manager in 

accordance with this Change Management Plan. All change requests will follow the change control 

process. The change request form and change control log can be found in Appendix J and Appendix K, 

respectively. The following outlines the project change request (CR) process flow. 

 

Step Description 

Generate CR A submitter completes a CR Form and sends the completed form to the 

Change Manager 

Log CR Status The Change Manager enters the CR into the CR Log. The CR’s status is 

updated throughout the CR process as needed. 

Evaluate CR Project personnel review the CR and provide an estimated level of effort to 

process, and develop a proposed solution for the suggested change 
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Authorize Approval to move forward with incorporating the suggested change into 

the project or product 

Implement If approved, make the necessary adjustments to carry out the requested 

change and communicate CR status to the submitter and other stakeholders 

 

 

Figure 1- Change Request Process Flow 

Change Management Approach 

The Change Management approach for this Project will ensure that all proposed changes are defined, 

reviewed, and agreed upon so they can be properly implemented and communicated to all stakeholders. 

This approach will ensure that only changes within the scope of this project are approved and 

implemented. 

The Change Management approach consists of three areas: 

Ensure changes are within scope and beneficial to the project 

Determine how the change will be implemented 

Manage the change as it is implemented 

The Change Management process has been designed to make sure this approach is followed for all 

changes. By using this approach, the project team will prevent unnecessary change from occurring and 

focus its resources only on beneficial changes within the project scope. 

Definitions of Change 

There are two types of changes which may be requested and considered for this project. Depending on the 

extent and type of proposed changes, changes to project documents and the communication of these 

changes will be required to include any approved changes into the project plan and ensure all stakeholders 

are notified. Types of changes include: 

Generate CR

Report Status

Log Updated Status

Implement CRAuthorize CREvaluate CR

DocuSign Envelope ID: E8C81E8E-1229-4F6A-A146-070B3C79C2D5



53 

 

Scheduling Changes: changes which will impact the approved project schedule. These changes may 

require fast tracking, crashing, or re-baselining the schedule depending on the significance of the impact. 

Scope Changes: changes which are necessary and impact the project’s scope which may be the result of 

unforeseen requirements for which were not initially planned. These changes may also impact schedule. 

These changes may require revision to WBS, project scope statement, and other project documentation, as 

necessary. 

The project manager must ensure that any approved and rejected changes are communicated to the project 

stakeholders. Additionally, as changes are approved, the project manager must ensure that the changes are 

captured in the project documentation where necessary. These document updates must then be 

communicated to the project team and stakeholders as well. 

Change Control Board 

The Change Control Board (CCB) is the approval authority for all proposed change requests pertaining to 

this project. The purpose of the CCB is to review all change requests, determine their impacts on the 

project risk, scope, schedule, and to approve or deny each change request. The following chart provides a 

list of the CCB members for this project: 

Name Position CCB Role 

Name Position CCB Role 

Cody Kapotak Project Manager Chair 

 

As change requests are submitted by the project team or stakeholders to the Project Manager, the Project 

Manager will log the requests in the change log and the CCB will convene as needed to review any 

change requests. For a change request to be approved, all CCB members must vote in favor. In the event 

more information is needed for a particular change request, the request will be deferred and sent back to 

the requestor for more information or clarification. If a change is deemed critical, a CCB meeting can be 

scheduled ASAP to review the change. The Project Manager will be responsible for scheduling all CCB 

meetings, regardless of priority status. 

Roles and Responsibilities 

The following are the roles and responsibilities for all change management efforts related to this project: 

Project Advisor: 

Approve any changes in project scope 
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Chair the CCB 

Project Manager: 

Approve all changes to project schedule  

Receive and log all change requests from project stakeholders 

Conduct preliminary risk, schedule, scope analysis of change impact prior to CCB involvement 

Seek clarification from requesting stakeholder on any submitted change requests  

Make documentation revisions as necessary for all approved changes 

Participate on CCB & Co-Chair CCB  

Project Team/Stakeholders: 

Submit all change requests on standard project change request forms 

Provide all applicable information and detail on change request forms 

Be prepared to address questions regarding any submitted change requests 

Research 

Research Methods 

Research for this project will be qualitative and quantitative in nature. Research methods will be 

conducted by literature reviews, surveys, interviews, case studies and historical data, followed by a 

descriptive analysis of survey responses received from subject matter experts and stakeholders. Fifty 

surveys will be issued to prospective participants. Content and narrative analysis will cover case studies, 

literature reviews, interviews and historical data discovered through research. Ten interviews will be 

requested and conducted with prospective participants. The Project Manager will work with the Project 

Sponsor to identify and elicit responses from appropriate applicable target audience with contract 

administration experience to provide relevant survey and interview data.  

Literature reviews of scholarly articles on topical research will be conducted. Examination of existing 

literature from these research topics will be conducted via publications and peer-reviewed journals. These 

searches aim to identify past and current industry best practices related to instructional aids for contract 

administration processes. Methods demonstrated by UAA Consortium Library Liaison skills will be 

leveraged to identify quality results relevant to research topics. For this project, UAA Consortium Library 
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Liaisons have been contacted for assistance. Results will be included by synthesizing and incorporating 

relevant articles and logically describing topical relevance.  

Online surveys will be issued to stakeholders and subject matter experts. All surveys are voluntary and 

privacy-protected when used or portrayed in synthesized survey results. Surveys will elicit input to 

answer a specific question: Are instructional aids effective in contract administration processes? Survey 

responses options will be uniform for all groups and individuals who receive surveys. Survey 

questionnaires with optional responses are used to select levels at which respondents agree or disagree 

with specific prompts. Survey questions appear at Appendix L. Results will be displayed as aggregate 

percentages for each question, with determinations drawn from analysis of results.  

Interviews will be conducted via online video chats due to current COVID-19 pandemic, with most 

stakeholders in a maximized telework environment. Interviews will elicit input to answer a specific 

question: Are instructional aids effective in contract administration processes? Interview questions appear 

at Appendix M. Results will be synthesized and documented for inclusion in project summary report.  

Previous project documents for similar work will be retrieved from owning organization’s files. Historic 

data files will be examined to determine a need for requirements in current and future contracts. 

Recommendations for improved processes assessed to contribute to future project success will be 

articulated. HAZMAT Storage Facility Replacement will serve as a current, ongoing case study to assist 

in research aspects of this project. Many practical applications are involved with preparing and 

administering a contract; any pertinent lessons learned will be logged and will contribute to the 

instructional aid development and enhancements.  

All research methods and sources will focus on determining effectiveness of instructional aids in the 

general contract administration processes. A multi-faceted approach to research aims to provide an array 

of results addressing specific research questions. 

Key Words: 

Contract Administration Flow Chart 

Contract Administration Process Flow 

Contract Administration Process Flow Chart 

Contract Administration Process Guidelines 

Contract Administration Process Checklist 
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Contract Administration Instructional Aid 

Contract Administration Instructional Guide 

Contract Administration Instruction Manual 

Expected Outcomes   

The expected project outcome of this project will be an instructional aid outlining the general overview of 

the contract administration process. The instructional aid will be in the form of a flow chart, checklist, or 

similar document to assist future new employees in the in the general contract administration process and 

procedures flow of operations. This will increase the productivity and knowledge of employees new to the 

agency and to the general overview of contract administration duties and processes. The research 

performed in this project will reach out and incorporate affected stakeholders who work in contract 

administration, both on the local Chugach National Forest and other National Forests throughout the 

nation to gain as much constructive input as possible. The HAZMAT storage facility replacement 

component will serve as a current on-going case study. The facility replacement contract aims to produce 

a complete removal, demolition, and replacement of a hazardous materials storage building in Cordova 

Alaska. The old building will be properly disposed of and accounted for through engagement with the 

Real Property Management Office. The new building will meet all applicable codes, regulations, and 

adhere to the Facility Master Plan for the US Forest Service Chugach National Forest.  

Research Results 

This area will be used to display research results. Once research has been conducted and analyzed, this 

area will be updated. All surveys and interviews will be voluntary. No personal identifiable information 

will be requested, saved, or presented in any results or any other documentation. The surveys will be sent 

out to an appropriate target audience who work in the field of contract administration. The HAZMAT 

storage facility replacement process will serve as a case study from which to glean actual current contract 

administration processes. There will be many lessons learned as the HAZMAT storage facility 

replacement portion of the project is conducted and completed. If the HAZMAT storage facility 

replacement is delayed for any reason, that will provide lessons to adapt and adjust the project as well.  

Project Acceptance 

The requirements traceability matrix document establishes formal acceptance criteria of all the 

deliverables for this project. This project will meet all the acceptance criteria as defined in the 

requirements document and project scope statement. A project audit will be performed to verify that all 
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deliverables meet performance and product requirements. Additionally, a product evaluation will be 

performed and determined that all products meet the quality and functional requirements defined within 

this project. 

The Project Manager is authorized to perform the close out process for this project. The closeout process 

will include a post-project review, documentation of lessons learned, release of the Project Team, close 

out all procurements and archive all relevant project documents. Once the closing process is completed 

the Project Sponsor will be notified and the Project Manager will then be released from the project. 

Project Closure 

The purpose of the project closeout is to assess the project, derive any lessons learned and best practices 

and ensure that all project and product deliverables have been met and that the final administrative 

processes have been completed. 

A detailed Project Closeout Template can be found in Appendix N of this project plan. Additionally, other 

subsidiary plans to the Project Management Plan contain project closure activities such as documenting 

lessons learned, etc. 

Lessons Learned 

Lessons learned will be included in the final report. Located in Appendix O is a list of topics and 

questions that the project manager will use during and after the project while interviewing project team 

members, stakeholders, and other interested parties. 
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Appendices 

Appendix A: Project Charter 

1.0 Project Identification 

Name Cody Kapotak 

Description Contract administration is the management of a contract between the project owner and 

the contractor conducting the work. This project will address the topic of the 

effectiveness of instructional aids in the contract administration process. An 

instructional aid will be created for the Engineering Department of the USDA Forest 

Service Chugach National Forest. This instructional aid will be created if one does not 

already exist, in the form of an instructional flow chart or checklist outlining the 

general overview of the contract administration process. If such an instructional aid 

document has already been created, research will be conducted to identify areas for 

refinement to make the instructional aid more adequately, comprehensively, and 

accurately reflect the contract administration flow process. Creating or modifying this 

instructional aid will assist employees, both new hires and those who may need a 

reminder of the process flow, in ensuring all aspects the contract administration process 

are completed for current and future projects. The HAZMAT storage facility 

replacement component will serve as a current on-going case study to assist in the 

research aspect of this project. The facility replacement will produce a complete 

removal, demolition, and replacement of a hazardous materials storage building in 

Cordova Alaska. 

Project Sponsor Eryn Boone 

Project Manager Cody Kapotak 

Project Advisors and 

Committee Members 

Roger Hull 

LuAnn Picard 

James Bates 

Project Authority The project manager (PM) will manage and oversee all project documents. The PM 

will be responsible for establishing communications between all project stakeholders. 

The project advisors and committee members will assist the PM throughout the project 
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by providing constructive feedback that can be implemented to improve the overall 

project and deliverables. The project sponsor endorses the PM to make all necessary 

decisions required for project success as outlined in the Letter of Support.  

 

2.0 Business Reasons for Project 

To improve upon the contract administration learning process. Less time spent wondering and figuring out what 

to do next will expedite the process for contracts to be solicited and awarded for projects to start and complete.  

 

3.0 Project OBJECTIVES (purpose) 

As a current employee of the US Forest Service with early developing skills in contract administration, the 

project manager has identified a potential need for the instructional aid. The goal of the instructional aid is to 

enhance newer employees in learning and developing their contract administration skills while also serving as a 

refresher tool for the more experienced employees. Complete a final working project management plan (PMP)  

 

4.0 Project Scope 

The project manager will prepare and submit all deliverables for each Project Progress Milestone (PPM) by the 

corresponding deadlines. PPM deliverables will be submitted for review by advisor and committee members. 

Feedback will be used to correct and enhance the project deliverables. All deliverables should be working toward 

the project’s final report and final presentation. It will be the responsibility of the project manager to schedule 

meetings with advisors and committee members to address any concerns.  

An instructional aid will be created, if one does not already exist, in the form of an instructional flow chart or 

checklist of the contract administration process. If such documents have already been created, research will be 

conducted to identify areas for refinement to make the instructional aid more adequately, comprehensively, and 

accurately reflect the contract administration flow process.  

The project manager will prepare all documentation required for administering a contract for the replacement of a 

hazardous materials storage facility. The project manager will coordinate with stakeholders for funding approval, 

demolition of the existing HAZMAT storage facility, requisition submission, contractor bid reviews and contract 

award to conduct work. The project manager will oversee the contractor who is awarded this work and ensure 
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4.0 Project Scope 

that all contract deliverables are met. The project manager will work with the Contracting Officer (CO) to ensure 

that successive and final payments are made to the contractor upon acceptance and approval of completed work.  

 

5.0 Key Project Deliverables 

Project Management 

Plan 

A completed and approved Project management plan (PMP) that will be used to execute, 

monitor, and update the project 

Organizational 

Process Asset 

Produce an instructional aid that assists in the general instructional process flow of 

contract administration 

HAZMAT Storage 

Facility Replacement 

Create and manage a contract to replace a HAZMAT storage facility for the project 

sponsor 

Final Report Project final report complete with final project deliverables, research conducted, research 

results, outcomes, and all outlined project and product deliverables.  

 

6.0 Milestone Dates 

Item Major Events / Milestones Dates  

1. 686A PPM#1 Submission 1/29/21 

2. 686A PPM#2 Submission 2/19/21 

3. Go/No-Go Decision #1 2/24/21 

4. 686A PPM#3 Submission 3/12/21 

5. Go/No-Go Decision #2 3/17/21 

7. 686A PPM#4 Submission 4/9/21 

8. Go/No-Go Decision #3 4/14/21 

9. 686A Oral Defense Presentations 4/19/21-4/20/21 

10. 686A Submit Final Deliverables 4/28/21 
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6.0 Milestone Dates 

11. HAZMAT Project Funding Status 6/7/21 

12. HAZMAT Contract Closeout 8/20/21 

13. 686B PPM#1 Submission 9/17/21 

14. 686B PPM#2 Submission 10/1/21 

15. 686B PPM#3 Submission 10/29/21 

16. Go/No-Go Decision 11/3/21 

17. 686B PPM#4 Submission 11/19/21 

18. Final Go/No-Go Decision 11/24/21 

19. 686B Oral Defense Presentations 11/29/21 

 

 

7.0 Critical Success Factors 

Project Management Plan is detailed sufficiently to account for variances throughout the execution phase 

The project is effectively and efficiently monitored throughout execution 

Variances are identified early; project is adjusted appropriately and effectively as needed 

The instructional aid covers all aspects of the general process flow for contract administration 

The instructional aid can be understood and followed by target audience 

The instructional aid is complete to the level of detail identified in this project 

The instructional aid can be revised for specific areas requiring more detail  

The instructional aid is completed and delivered on time 

HAZMAT storage facility is replaced to the desired level of the customer, outlined by the contractor scope of 

work 
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8.0 Project Risks 

Below is the project risk register with description of each internal or external risk, likelihood, impact, and overall 

risk level. Each risk has been assigned a response type and specific actions to be taken by the risk owner. This is a 

living document; the risk register will be updated as needed when new risks are identified.  

 

 

9.0 Requirements 

The instructional aid needs to outline the general overview steps involved from start to finish of a new contract in 

the contract administration process. The instructional aid will require enough detailed explanation of how to 

complete the documents required for each step. Position titles, roles, and responsibilities for general points of 
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9.0 Requirements 

contact will be identified for the various departments that are typically involved. Any employee, new or 

experience, should be able to follow the guidelines in the instructional aid to complete the contract administration 

process with little to no errors or significant delays.  

The new HAZMAT storage facility will meet or exceed the requirements of all applicable codes including, but 

not limited to, the current editions of the IBC, IFC, IFGC, NFPA, NEC, and EPA codes and regulations.  

See requirements traceability matrix for more details.  

 

Appendix B: Letter of Support 
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Appendix C: WBS Hierarchal View 

Cordova Ranger District HAZMAT Storage Facility Replacement 227d? 1/18/2021 11/30/2021 

Initiating & Planning 73d? 1/18/2021 4/28/2021 

PPM#1 10d? 1/18/2021 1/29/2021 

Stakeholder Identification & Analysis 1.33d? 1/18/2021 1/19/2021 

Project Charter 0.72d? 1/19/2021 1/20/2021 

Preliminary Project Schedule 1.32d? 1/20/2021 1/21/2021 

Preliminary WBS 1.25d 1/21/2021 1/22/2021 

200-Word Project Abstract 1.64d 1/22/2021 1/26/2021 

Letter of Support 1.67d 1/22/2021 1/26/2021 

Preliminary GSP 1.25d 1/26/2021 1/27/2021 

Knowledge Area Selection and Measures 0.5d 1/27/2021 1/28/2021 

Preliminary Narrative Description 1d 1/28/2021 1/29/2021 

686A PPM#1 Submission 1d 1/29/2021 1/29/2021 

PPM#2A 14.96d 2/1/2021 2/19/2021 

Project Scope Statement 0.63d 2/1/2021 2/1/2021 

Requirements Documentation 0.5d 2/1/2021 2/2/2021 

Updated WBS 0.8d 2/2/2021 2/2/2021 

Updated Project Schedule 0.5d 2/2/2021 2/3/2021 

Table of Contents for PM Plan and Final Project Report 0.5d 2/3/2021 2/3/2021 

Research Sources and Key Words 2d 2/3/2021 2/5/2021 

Preliminary Research Methods and Approach to Analysis 2d 2/5/2021 2/9/2021 

Signed Student/Advisory Committee “contract” 1d 2/9/2021 2/10/2021 

IRB Account Established 1d 2/10/2021 2/11/2021 
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Knowledge Area Selection description, measured data and lessons 

learned 
1d 2/11/2021 2/12/2021 

Fully elaborated narrative description of how project will contribute to 

PM body of knowledge 
1.2d 2/12/2021 2/16/2021 

686A PPM#2 Submission 1d 2/19/2021 2/19/2021 

PPM#3A 18.83d 2/16/2021 3/12/2021 

Revised abstract 2d 2/16/2021 2/18/2021 

Description of expected research methods 2d 2/18/2021 2/22/2021 

Go/No-Go Decision #1 1d 2/24/2021 2/24/2021 

Gantt chart update 4d 2/22/2021 2/26/2021 

Update on 3-4 Knowledge Areas 2d 2/26/2021 3/2/2021 

Review of 3 prior student PM Plans 5d 3/2/2021 3/9/2021 

IRB training completed 1d 3/9/2021 3/10/2021 

IRB Request for Determination 1d 3/10/2021 3/11/2021 

686A PPM#3 Submission 1d 3/12/2021 3/12/2021 

PPM#4A 21.83d 3/11/2021 4/9/2021 

Advisor- approved research instruments and analysis methodology 2d 3/11/2021 3/15/2021 

UAA IRB submittal complete 1d 3/15/2021 3/16/2021 

Professional (complete draft) presentation 2d 3/16/2021 3/18/2021 

Go/No-Go Decision #2 1d 3/17/2021 3/17/2021 

Final project management plan 4d 3/18/2021 3/24/2021 

Refined description of project’s product deliverables 2d 3/24/2021 3/26/2021 

Update on Knowledge Areas Measured data for selected areas and 

lessons learned 
2d 3/26/2021 3/30/2021 

Description and Update of Execution Knowledge Areas (if different) 2d 3/30/2021 4/1/2021 

Updated Gantt chart 4d 4/1/2021 4/7/2021 
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686A PPM#4 Submission 1d 4/9/2021 4/9/2021 

686A Wrap-Up 11d 4/14/2021 4/28/2021 

Go/No-Go Decision #3 1d 4/14/2021 4/14/2021 

Oral Defense Presentations 2d 4/19/2021 4/20/2021 

Submit Final Deliverables 1d 4/28/2021 4/28/2021 

Executing, Controlling, & Closing 154d? 4/29/2021 11/30/2021 

Product 1: Instructional Aid 15d? 4/29/2021 5/19/2021 

Send Out Surveys 1d 4/29/2021 4/29/2021 

Schedule Interviews 1d 4/30/2021 4/30/2021 

Conduct Interviews 5d 5/3/2021 5/7/2021 

Compile Research Results 1d? 5/10/2021 5/10/2021 

Results Determination 1d? 5/11/2021 5/11/2021 

Review Contract Admin Processes 1d? 5/12/2021 5/12/2021 

Apply Applicable Research Results/Suggestions to instructional aid 1d? 5/13/2021 5/13/2021 

Draft Instructional Aid 1d? 5/14/2021 5/14/2021 

Send instructional aid for Review & Feedback 1d? 5/17/2021 5/17/2021 

Incorporate Applicable Feedback 1d? 5/18/2021 5/18/2021 

Iterate Review/Feedback Process Until Satisfactory or Time Limitations 

are Met 
1d? 5/19/2021 5/19/2021 

Product 2: HAZMAT Storage Facility Replacement 87d 5/20/2021 9/17/2021 

Project Data Collection 5d 5/20/2021 5/28/2021 

District Collaboration - Specific Needs Identified 7d 5/31/2021 6/8/2021 

Real Property Management – Decommission Old Facility 7d 6/9/2021 6/17/2021 

Create Contractor Scope of Work 14d 6/18/2021 7/7/2021 

Project Cost Estimate 5d 7/8/2021 7/14/2021 
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Funding Request 5d 7/15/2021 7/21/2021 

Project Funding Status 1d 6/7/2021 6/7/2021 

Submit Real Property Decommissioning Request 2d 7/22/2021 7/23/2021 

Solicit Contract for Bid 5d 7/26/2021 7/30/2021 

Review Bids 3d 8/2/2021 8/4/2021 

Conduct Pre-Work Meeting with Contractor 1d 8/5/2021 8/5/2021 

Award Contract – Assign Contracting Officer’s Representative (COR) 1d 8/6/2021 8/6/2021 

Monitor Contractor Work 10d 8/9/2021 8/20/2021 

Progress Reports to CO 7d 8/23/2021 8/31/2021 

Evaluate, Approve/Reject Invoices for Progressive Payments 4d 9/1/2021 9/6/2021 

Issue Notice of Non-Compliance (if/as needed) 2d 9/7/2021 9/8/2021 

Inspect Final Product is Satisfactory 1d 9/9/2021 9/9/2021 

Issue Re-Work/Punchlist items (if applicable) 2d 9/10/2021 9/13/2021 

Contractor Performance Assessment Reporting System (CPARS) 1d 9/14/2021 9/14/2021 

Accept Final Product 1d 9/15/2021 9/15/2021 

Issue Final Payment 1d 9/16/2021 9/16/2021 

Contract Closeout 1d 9/17/2021 9/17/2021 

PPM#1B 11d? 9/17/2021 10/1/2021 

Develop/Select Change Control Process 0.5d 9/17/2021 9/17/2021 

Project progress method and status 0.5d 9/17/2021 9/17/2021 

Project Management Plan updates (using change control process) 1d? 9/20/2021 9/20/2021 

Updated requirements traceability matrix 1d? 9/21/2021 9/21/2021 

Updated WBS 1d? 9/22/2021 9/22/2021 

Updated Gantt 1d? 9/23/2021 9/23/2021 

Updated risk register 1d? 9/24/2021 9/24/2021 
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Risk response implementation 1d? 9/27/2021 9/27/2021 

Project deliverables status update 1d? 9/28/2021 9/28/2021 

Data collection/research update (should have all raw data at this point) 1d? 9/29/2021 9/29/2021 

Updates (if any) on Knowledge Areas 0.5d? 9/30/2021 9/30/2021 

Final signed GSP 0.5d? 9/30/2021 9/30/2021 

686B PPM#1 Submission 1d 10/1/2021 10/1/2021 

PPM#2B 10d? 10/1/2021 10/14/2021 

Updated Abstract 0.5d? 10/1/2021 10/1/2021 

Updated Table of Contents 0.5d? 10/1/2021 10/1/2021 

Updated research sources and Key Words update 1d? 10/4/2021 10/4/2021 

Validated research analysis (needs advisor approval) 0.5d? 10/5/2021 10/5/2021 

Project progress status 1d? 10/5/2021 10/6/2021 

Project Management Plan updates (using change control process) 1d? 10/6/2021 10/7/2021 

Updated requirements traceability matrix 1d? 10/7/2021 10/8/2021 

Updated WBS changes 0.5d? 10/8/2021 10/8/2021 

Updated project schedule 1d? 10/11/2021 10/11/2021 

Risk Register updates 1d? 10/12/2021 10/12/2021 

Risk response implementation 1d? 10/13/2021 10/13/2021 

Project deliverables status update 1d? 10/14/2021 10/14/2021 

686B PPM#2 Submission 1d 10/1/2021 10/1/2021 

PPM#3B 12d 10/15/2021 11/1/2021 

Working draft of complete and properly formatted paper 2d 10/15/2021 10/18/2021 

Revised Abstract 1d 10/19/2021 10/19/2021 

Research results and analysis 3d 10/20/2021 10/22/2021 

Preliminary conclusions and project deliverables 3d 10/25/2021 10/27/2021 
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Updated project schedule 3d 10/28/2021 11/1/2021 

686B PPM#3 Submission 1d 10/29/2021 10/29/2021 

PPM#4B 21d 11/2/2021 11/30/2021 

Draft presentation 3d 11/2/2021 11/4/2021 

Go/No-Go Decision 0d 11/3/2021 11/3/2021 

Final complete and properly formatted project report and final project 

deliverables 
5d 11/5/2021 11/11/2021 

Updated project schedule 5d 11/12/2021 11/19/2021 

686B PPM#4 Submission 1d 11/22/2021 11/22/2021 

Final Go/No-Go Decision 1d 11/24/2021 11/24/2021 

Oral Defense Presentations 2d 11/29/2021 11/30/2021 
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Appendix D: WBS Chart View 
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Appendix E: WBS Dictionary 

WBS Dictionary: Cordova Ranger District HAZMAT Storage Facility Replacement 

WBS 

Level 

WBS 

Code 
Element Name Definition 

Effort 

(Hours) 
Owner 

2 1.1 Initiating & Planning 

3 1.1.1 

PPM#1A 

Draft: ID Stakeholders, develop charter, preliminary 

schedule, WBS, stakeholder analysis, letter of 

support from sponsor 

38.21 
Cody 

Kapotak 

3 1.1.2 

PPM#2A 

Draft: scope statement, requirements, TOC, research 

sources & methods.                                             

Update: WBS, schedule, revise PPM#1A docs from 

feedback. 

62.00 
Cody 

Kapotak 

3 1.1.3 

PPM#3A 

Draft: prior PMP reviews, project PMP                        

Update: abstract, research methods & approach, 

Gantt chart, revise PPM#2A docs from feedback. 

136.00 
Cody 

Kapotak 

3 1.1.4 

PPM#4A 

Draft: presentation                                       Update: 

final PMP, project and product deliverables 

description, Gantt chart. 

152.00 
Cody 

Kapotak 

3 1.1.5 
686A Wrap-Up Oral defense presentations, submit final deliverables 16.00 

Cody 

Kapotak 

2 1.2 Executing, Controlling, & Closing 

3 1.2.1 
Product 1: Instructional Aid 

Draft: conduct & analyze research for instructional 

aid document, develop instructional aid document. 
56.00 

Cody 

Kapotak 

3 1.2.2 

Product 2: HAZMAT Storage 

Facility Replacement 

Develop, award, and manage to closeout contract for 

HAZMAT storage facility replacement 
472.00 

Cody 

Kapotak 

3 1.2.3 

PPM#1B 

Draft: change control process, progress method & 

status, risk response                                Update: 

PMP, RTM, WBS, risk register, deliverables status.  

80.00 
Cody 

Kapotak 
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3 1.2.4 

PPM#2B 

Update: abstract, TOC, research sources & key 

words, PMP, RTM, WBS, schedule, risk register, 

risk response, deliverables status. 

80.00 
Cody 

Kapotak 

3 1.2.5 

PPM#3B 

Draft: properly formatted final paper, preliminary 

conclusions & project deliverables                              

Update: abstract, research results & analysis, 

schedule. 

152.00 
Cody 

Kapotak 

3 1.2.6 

PPM#4B 

Draft: presentation, final report & project 

deliverables                                               Update: 

schedule                                           Oral defense 

presentations, final submissions.  

152.00 
Cody 

Kapotak 

 

Appendix F: Requirements Traceability Matrix 
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Appendix G: Stakeholder Register 
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Appendix H: Stakeholder Power-Interest Grid 

DocuSign Envelope ID: E8C81E8E-1229-4F6A-A146-070B3C79C2D5



76 
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Appendix I: Risk Register 
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Appendix J: Change Request Form 
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Appendix K: Change Request Log 
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Appendix L: Research – Survey Questions 

For each prompt, please answer to the level which you agree or disagree: 

# Question 
Not 

Applicable 

Strongly 

Disagree 
Disagree Neutral Agree 

Strongly 

Agree 

1 
I understand general contract 

administration process flow 
            

2 
I am new to contract administration do 

not understand general process flow 
            

3 
My organization DOES use contract 

administration instructional aids 
            

4 
My organization DOES NOT use 

contract administration instructional aids 
            

5 
Instructional aids provide enough 

guidance to accomplish tasks at hand 
            

6 
Instructional aids have areas that could 

be improved upon 
            

7 

I have missed steps in contract 

administration processes requiring 

rework to complete processes 

            

8 

Instructional aids would help with new 

employees learning general contract 

administration processes 

            

9 

Instructional aids would help 

experienced employees avoid forgetting 

steps in contract administration 

processes 
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10 

In my organization, I see a need for 

contract administration instructional aids 

and would utilize them 

            

11 

I would contribute to review and 

feedback for development of contract 

administration instructional aids 

            

12 

I would contribute to review and 

feedback of improvements to existing 

contract administration instructional aids 
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Appendix M: Research – Interview Questions 

Interview questions: please answer to the best of your ability based on your professional experience. 

Interview questions: please answer within your ability based on your professional experience 

How many years of experience do you have in contract administration? 

 

When you were new to contract administration, how did you learn related processes? From another 

employee, trial, and error, etc.? 

 

Were there instructional aid documents that outlined general contract administration processes that 

existed in your organization while you were new(er) to contract administration?  

 

If so, were you aware of these instructional aid documents? When did you become aware of them? 

 

Did you utilize these documents? If you knew of them, would you have used them? Why or why not? 

 

If they existed and were used, were instructional documents effective in achieving their desired goal or 

task? How so?  

 

If they exist, are any areas of instructional aids missing or could these aids be improved upon? If so, what 

areas in particular? 

 

If not, what key elements would comprise a fully functioning outline of general process flow for contract 

administration?    
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Appendix N: Project Closeout Template 

Please indicate one: 

 Project Completed  Project Canceled 

Is this project being closed because it was completed, or for other reasons such as changing priorities, 

needs, or other constraints? 

Objective Review 

As part the project close out please address and answer the following questions. 

Was the overall project objective completely or partially met? 

 

What were factors that contributed to accomplishing this objective? 

 

What were factors that constrained to accomplishing the objective? 

 

Deliverables Review 

As part of the project close out process please address and answer the following questions. 

Were the deliverables completely or partially accomplished?  

 

If partial, what are the reasons, issues, or concerns regarding that deliverable? 

 

Which deliverables, if any, were not accomplished?  

 

What were contributing factors for any unaccomplished deliverables? 

 

Which, if any, deliverables added or re-scoped and why? 
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Success Criteria Review 

As part of the project closeout process please address and answer the following questions. 

Did the project provide the planned products for the client? 

 

What, if any, were some additional results achieved besides the original success criteria?  

 

What, if any, were some unforeseen benefits that resulted from this project? 

 

Were all the business or operational improvements identified or are there other measures of success that 

could have been part of this project? 

 

 

Appendix O: Lessons Learned Questionnaire 

Identify what went well with the project, why and how. 

What worked well, or what did not work well, for this project or for the project team? 

List the top 3 significant project successes & factors that supported those successes. 

List other notable project successes important to the project team & factors that supported those 

successes. 

What were the most valuable lessons learned? 

What could have been done better? Please elaborate on how. 

What improvements would you recommend for similar projects in the future? 

What needs to be redone or could have been done differently? 

What serious issues were encountered during the project and how were they dealt with? How well were 

they dealt with? Was the issue resolved? 

Please list any project shortcomings and recommended solutions. 
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Did anything go differently than expected? 

What, if any, surprises did the team have to deal with? 

What project circumstances were not anticipated? 

Were the project goals attained? If not, what changes need to be made to meet goals in the future? 

List all the positive impacts to university safety and security resulting from this project. 

How could project deliverables have been tweaked or changed to benefit or enhance university safety and 

security? 

Were the objectives and deliverables met for this project? 

Were the business requirements met for this project? 

Were the estimates for this project on target? If not, how can those estimates be improved for future 

projects? 

Was the resourcing for the project effective? 

Are there outstanding actions for the project that need to be taken? 

  

DocuSign Envelope ID: E8C81E8E-1229-4F6A-A146-070B3C79C2D5



86 

 

Appendix P: Project Status Reports 

One Page PM 686A Project Status Report Dashboard  

Name: Cody Kapotak       Date: 2/5/2021 

Project Title: HAZMAT Storage Building Replacement Project 

Synopsis of Project Progress Since Last Report 

What it’s about and what it will deliver? 

 

The US Forest Service, Chugach National Forest 

Cordova Ranger District has identified a need for 

the demolition and replacement of a hazardous 

materials storage facility.  

 

 

 

Key tasks completed and key tasks started. 

 

Project charter & letter of support  

Project management committee selected 

Initial committee meetings conducted  

Preliminary schedule and WBS 

knowledge areas and measures  

Stakeholder identification   

Input for specific project needs 

 

Current Status         

X 

X Forecast 

Where am I now? Am I on track to meet next PPM 

deliverables? 

 

Current status of the project, overall, I would put 

in between the yellow and green area of the scale.  

 

 

Is project tracking to next PPM and beyond 

towards project completion? (Big picture view) 

 

For the project forecast, the project is tracking 

towards PPM2 and beyond towards project 

completion.  

Anticipated Changes/Key Risks/Corrective 

Actions 

Key Takeaways/Where Help Needed 

Imminent change, risks/responses, and corrective 

actions/timing required to keep project on track.  

 

The project schedule, risks, and knowledge area 

measures could use some refinement.  

 

 

Wrap up with key items and where help needed 

from stakeholders. 

 

Right now, I think I could use some help in 

identifying research methods and topics to include 

in project and paper.  

 

One Page PM 686A Project Status Report Dashboard  

Name: Cody Kapotak       Date: 2/26/2021 

Project Title: Cordova Ranger District HAZMAT Storage Facility Replacement 

Synopsis of Project Progress Since Last Report 

What it’s about and what it will deliver? 

 

Key tasks completed and key tasks started. 

 

Key Tasks Completed: 
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The US Forest Service has identified a need for 

the demolition and replacement of a hazardous 

materials storage facility. The project will 

properly dispose of, and replace with new, the old 

HAZMAT storage facility and foundation. An 

instructional aid will be created, if one does not 

already exist, in the form of an instructional flow 

chart or checklist of the contract administration 

process. If such documents have already been 

created, research will be conducted to identify 

areas for refinement to make the instructional aid 

more adequately, comprehensively, and accurately 

reflect the contract administration flow process.  

 

Project scope statement 

Requirements documentation 

Updated WBS 

Updated project schedule 

Tables of contents for PM Plan and Final Project 

Report 

Research Sources and Key Words 

Preliminary research methods and approach to 

analysis  

Signed Student/Advisory Committee “contract” 

IRB account established 

Knowledge Area Selection description, measured 

data and lessons learned 

Fully elaborated narrative description of how 

project will contribute to PM body of knowledge 

IRB RFD 

Key Tasks Started 

Revisions to reviewed PPM#1 docs 

Review of 3 prior student PM Plans 

Brainstorming potential survey & interview 

questions for research 

 

Current Status          X Forecast 

Where am I now? Am I on track to meet next PPM 

deliverables?  

 

Draft PMP – Piecing together with PPM docs & 

Table of Contents 

Revised abstract – Feedback received  

Expected Research Methods – Brainstorming  

Expected Products/Outcomes – instructional aid 

& HAZMAT Facility Replacement 

Gantt Chart Update – Continuous process 

Review of 3 prior student PM Plan –

Downloaded & reviewing 

IRB Training – Started registering but was 

unsure if I should wait 

3-4 Knowledge Area Update – Continuous 

process 

 

Is project tracking to next PPM and beyond 

towards project completion? (Big picture view) 

 

The project is tracking towards PPM3 and beyond 

towards project completion according to the 

project schedule, which shows percent complete 

for items from PPM#1 and PPM#2. Items that did 

not require revisions from feedback were marked 

100% complete, items that required revision from 

feedback were marked 70% until updates are 

made which will then be marked 100%, items 

submitted for review were marked 50% until 

feedback is received. Overall project progress is 

5% complete versus 7% planned. Initiating and 

Planning showing 13% complete versus 19% 

planned based on subtasks PPM#1 progress is 

currently 91% complete, PPM#2 progress is 

currently 50% complete.  

 

Anticipated Changes/Key Risks/Corrective 

Actions 

Key Takeaways/Where Help Needed 

Imminent change, risks/responses, and corrective 

actions/timing required to keep project on track.  

 

The cost estimate has been sent to the Forest 

Engineer to set aside funding in the Work Plan. 

The real property documentation needs to be 

Wrap up with key items and where help needed 

from stakeholders. 

 

The contractor scope of work for the HAZMAT 

Facility Replacement has been sent to fellow 

engineering staff for review and edits. The Real 
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signed by the District Ranger and the Forest 

Supervisor before being sent to Real Property 

Management Office.  

 

 

Property Management paperwork for proper 

disposal of the old facility has been started and is 

awaiting more information from the Facilities 

Engineer.  

 

 

One Page PM 686A Project Status Report Dashboard  

Name: Cody Kapotak       Date: 3/26/2021 

Project Title: Cordova Ranger District HAZMAT Storage Facility Replacement 

Synopsis of Project Progress Since Last Report 

What it’s about and what it will deliver? 

 

Contract administration is the management of a 

contract between the project owner and the 

contractor conducting the work. This project will 

address the topic of the effectiveness of 

instructional aides in the contract administration 

process. An instructional aid will be created for 

the Engineering Department of the USDA Forest 

Service Chugach National Forest. This 

instructional aid will be created if one does not 

already exist, in the form of an instructional flow 

chart or checklist outlining the general overview 

of the contract administration process. If such an 

instructional aid document has already been 

created, research will be conducted to identify 

areas for refinement to make the instructional aid 

more adequately, comprehensively, and 

accurately reflect the contract administration flow 

process. Creating and/or modifying this 

instructional aid will assist employees, both new 

hires and those who may need a reminder of the 

process flow, in ensuring all aspects the contract 

administration process are completed for current 

and future projects. The HAZMAT storage 

facility replacement component will serve as a 

current on-going case study to assist in the 

research aspect of this project. The facility 

replacement will produce a complete removal, 

demolition, and replacement of a hazardous 

materials storage building in Cordova Alaska. 

Key tasks completed and key tasks started. 

 

Key Tasks Completed: 

IRB RFD Signed & Submitted to IRBNet 

Draft PMP 

Revised Abstract 

Description of Research Methods 

Description of Expected Products/Outcomes 

Gantt Chart Update 

Knowledge Area Updates 

Key Tasks Started 

Revisions to Draft PMP 

Make sure PMP can be handed off if needed 

Revisions to Survey/Interview Questions 

Add Key Words to Abstract 

Current Status          X Forecast 

Where am I now? Am I on track to meet next PPM 

deliverables?  

 

Is project tracking to next PPM and beyond 

towards project completion? (Big picture view) 
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Final PMP – Continue to elaborate project docs 

that support PMP as more information is available  

IRB – Email from IRB that submission was 

received and being reviewed 

Draft Presentation – Have watched some prior 

videos, need to compile slides 

Refined Deliverables – Part of PMP elaborations  

Gantt Chart Update – Continuous process 

3-4 Knowledge Area Update – Continuous 

process 

 

The project is tracking towards PPM4 and beyond 

towards project completion according to the 

project schedule. PPM#4 work items were marked 

25-50% depending on progress for each. Overall 

project progress is 22% complete versus 24% 

planned. A little behind schedule but once more 

work is conducted for each remaining task, that 

gap will be closed.  

 

Anticipated Changes/Key Risks/Corrective 

Actions 

Key Takeaways/Where Help Needed 

Imminent change, risks/responses, and corrective 

actions/timing required to keep project on track.  

 

Before the Real Property disposal paperwork can 

be signed off on and submitted, a review of the 

building needs to be conducted since it is over 50 

years old. There is policy in place that ANY 

building over 50 years old needs to be assessed to 

see if it holds any historical significance.  

 

 

Wrap up with key items and where help needed 

from stakeholders. 

 

Overall, I need to update the PMP for final 

document that can be handed off if it were ever 

needed. I will reach out to peers to give their 

review and feedback to see if it is clear or if they 

have any suggestions for edits. The actual 

HAZMAT Storage Facility replacement may be 

delayed or postponed for another 

field/construction season if the historical 

assessment and real property processes take 

longer than anticipated. These were learning 

processes, but the overall risk was identified early 

as a potential delay in contract work with 

mitigation measures in place.  
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Appendix Q: IRB Approval Documentation 
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Appendix C                                                                                                                                          
Procurement and Property Services (PPS) Customer Guide 

 

 

 

 

 

Procurement  
and 

Property Services (PPS) 
Customer Guide 

 

 
 

U.S. Forest Service 
 

March 8, 2021 
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Document Purpose and Introduction 

Welcome to the new Procurement and Property Services (PPS) organization! We used to be called 

“Acquisition Management (AQM)” so if you see references to AQM on the Forest Service webpages or 

within links – that is us! 

We look forward to working with you on your contracting needs. Although we have reorganized, and 

some of the terminology has changed, our mission to support you has not.  

This guide was developed to provide customers with a practical resource to plan requirements and 

communicate acquisition needs. It is not meant to explain all aspects of federal acquisition, but explain 

how to interact with our organization, explain the process for purchasing goods and services, elaborate 

on the responsibilities of customers. Additionally, this guide is directed to procurement operations 

efforts. 

Government Purchase Card and Incident Management procedures are not part of this guide.  

 

Compliance 

The Forest Service (FS) must comply with the Federal Acquisition Regulation (FAR), the U.S. Department 

of Agriculture (USDA) Agriculture Acquisition Regulation (AGAR), the USDA Contracting Deskbook, FS-

Wide Directives, and the Forest Service’s Procedures, Guidance, and Information (PGI) for the 

procurement of supplies and/or services.  

All these resources can be accessed on our PPS website. 

PPS Organizational Structure 

PPS is organized into National Procurement Operations (NPO), Incident Procurement Operations (IPO), 

Property Management, and Field Procurement Operations Organization (FPO).  

The NPO includes: 

Stewardship Contracting Branch 

National Contracts Branch/Category Management Branch 
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Information Technology (IT) Contracting 

Incident Management Support Branch 

Leasing Branch 

Job Corps Contracting Branch  

 

The IPO includes: 

At-Incident Contracting Branch 

Aviation Contracting Branch  

Equipment and Services Contracting Branch 

Logistics Contracting Branch 

 

Property Management includes: 

Real Property Management 

Personal Property Management 

Quarters Management 

 

The FPO includes: 

 

Service & Supply, Construction, and A&E Contracting Branch  

 

PPS’s field organizational structure is depicted below. 
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Regions and Stations are supported by four (4) Zones: 

 

Eastern: Regions 8 and 9, Washington Office (WO) operations, Southern Research Station (SRS), 

Northern Research Station (NRS), Forest Products Laboratory (FPL) and international Institute of Tropical 

Forestry (IITF); 

Intermountain: Regions 1, 2, and 4;  

Northwest: Regions 6 and 10 & Enterprise, Pacific Northwest (PNW)* Station, Pacific Southwest (PSW) 

Station, Rocky Mountain Research Station (RMRS)*; and 

Southwest: Regions 3 and 5. 

 

*managed under the Northwest Zone for administration with a physical presence at each station. 

A more detailed map the Forest Service Service Areas can be found here.  

 

Procurement Integrity 
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As you begin working with PPS, we wish to remind you and your organization of the importance of the 

integrity of the procurement process. Prior to beginning the procurement process, ensure there are no 

conflicts of interest. Should one arise, it could be detrimental to completing the procurement. Per FAR 

Part 3, Government business shall be conducted in a manner above reproach and, except as authorized 

by statute or regulation, with complete impartiality and with preferential treatment for none.  

Transactions relating to the expenditure of public funds require the highest degree of public trust and an 

impeccable standard of conduct. The general rule is to avoid strictly any conflict of interest or even the 

appearance of a conflict of interest in Government-contractor relationships. While many federal laws 

and regulations place restrictions on the actions of Government personnel, their official conduct must, 

in addition, be such that they would have no reluctance to make a full public disclosure of their actions.  

Who Can I Contact in PPS for Help? 

Communication is very important to the success of any acquisition. Open and on-going communication 

between PPS and our customers throughout the entire acquisition process is crucial. PPS stands ready to 

support and you are encouraged to take full advantage of our services.  

When a potential contract requirement is identified, contact PPS as soon as possible for advice on how 

to proceed with the procurement. We will team with you to acquire the goods and services needed to 

meet your mission. This guide applies to all acquisitions except for those purchased using the 

Government Purchase Card (GPC) and Incident Management. Please refer to the Forest Service 

Government Purchase Card Program Guide and the Incident Management Guide. 

The following process diagram provides a brief overview of which steps to take to initiate contact with 

PPS once you have identified a need which is also described in more detail beginning here. In general, 

you will reach out to a person occupying one of four (4) roles within PPS. 
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1) Contract Coordinator: Reviews requisition packages in Integrated Acquisition System (IAS) for 

completeness and assigns to appropriate Contract Specialist/Purchasing Agent (CS/PA). Supports the 

program office by facilitating the contracting process and information flow with the program’s 

Budget Coordinator, program leadership, and Program Managers. Also functions as the the Contractor 

Performance Assessment Reporting System (CPARS) focal point.  

2) Acquisition Program Support Officer (APSO): Liaison between PPS and the Program Office, advising 

Program Officials in procurement planning. Provides contracting advice, guidance and interpretation in 

accordance with the agency policies to meet program needs for pcourement support. Advises technical 

specialists and management on matters pertaining to contracting and business management policies 

and procedures. Assists CORs and managers on specific situations or problems, as escalated by program 

of acquisition staff. Serves as Bureau Certification and Training Managers for CORs and Program 

Managers, which includes monitoring and maintaining certification compliance. 

3) Contract Service Area (CSA) Group Lead: Manages, leads, and supervises the contracting service team 

supporting the needs of assigned units; signatory authority on complex contract actions. 

DocuSign Envelope ID: E8C81E8E-1229-4F6A-A146-070B3C79C2D5

https://ias.usda.gov/


98 

 

4) Contract Specialist/Purchasing Agent: Prepares pre-award, award, administration, and close out 

documents for review/approval and/or signs procurement actions (if warranted). 

Based on your reporting organization, you can quickly find contact information for your PPS 

representative the “All PPS Contact List”. 

 

What Do I Need to Do for PPS to Support an Action? 

Once the requirement is defined and funded, it should be submitted to PPS. Requisitions and supporting 

documents for projects over the micro-purchase threshold (MPT) (as defined by FAR Subpart 2.101) 

must be submitted electronically in the IAS. The program/requiring office is responsible for developing 

the Procurement Package (sometimes called a Requisition Package) for PPS to take an action. PPS 

cannot take an action without a complete procurement package. But do not worry! We are here to help 

you develop a complete and accurate package that will result in the best value for your time and money.  

The documents that make up a procurement package differ based on the type, estimated dollar value, 

and complexity of the action.  

For more information on this process and to locate up-to-date tools and templates access the PPS 

Customer Page.  

The following list represents typical elements of a procurement package: 

Requisition Checklist: 

Requisition package development tool for use by program staff for contract requests that will be 

awarded by Zones/CSAs. Completion of this document and associated attachments will ensure you 

provide a complete and actionable contract request. 

  

Market Research:  

A list of recommended sources/vendors/Offeror should be included, based on previous acquisitions and 

market research results that can fulfill the Government requirements. 
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http://fsweb.wo.fs.fed.us/pps/static/pages/procurement/sscae/Requisition%20Checklist,%20Oct%202020.pdf
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While not currently a mandatory item in requisition packages, Market Research (MR) is a joint 

responsibility of PPS and the Program Office. The CO may require information to support MR 

documentation. More documentation is normally required when the total dollar value exceeds 

$250,000.  

 

You can use this form once you have completed your market research. 

 

Requirements Plan 

The Requirements Plan is required for actions that are NOT utilizing Simplified Acquisition Procedures 

(SAP). Most solicitations for supplies and services utilize SAP up to $7.5 million –inclusive of all option 

periods or contract/blanket purchase agreement (BPA) ceiling – and would not need a Requirements 

Plan.  

 

Solicitations for construction cannot utilize SAP when exceeding $250,000, and those would need a 

Requirements Plan.  

 

Requirements Plans are required for all “bridge contracts,” regardless of dollar value or if using SAP.  

 

It provides a holistic overview of the customer’s/agency’s process in preparing for an acquisition.  

 

Bridge Contracts 
Defined as “short-term contracts awarded upon the expiration of an existing contract to the 
incumbent contractor, on a sole source basis… until a competitive contract is awarded.” 

 

AD-700 Procurement Request Form: 

Optional form to document funding approval if requested by your forest/station/activity. The FS-6300-4 

or other locally developed purchase request form may also be used for this purpose. This document is 

DocuSign Envelope ID: E8C81E8E-1229-4F6A-A146-070B3C79C2D5

https://www.dm.usda.gov/oppm/pod/docs/AOP3_Attachment+1-Market+Research+Record+(2020+Mar+10).pdf
https://www.dm.usda.gov/procurement/docs/BridgeContractsinsert.docx


100 

 

not embedded in the requisition checklist but are submitted to the IAS requisitioner as a separate 

attachment along with the checklist. 

 

Source List (optional) 

A list of recommended sources/vendors/Offeror based on previous acquisitions and market research 

results that can fulfill the Government requirements. 

 

Requisition Funding (FAR Subpart 32.7, Contract Funding) 

No officer, official or employee of the Government may create or authorize an obligation in excess of 

the funds available, or in advance of appropriations unless otherwise authorized by law (Anti-Deficiency 

Act, 31 U.S.C. 1341). Before executing any contract, the Contracting Officer (CO) shall: 

obtain written assurance from responsible fiscal/budget/funds authority via the IAS Requisition for IQ-

Commit (Funded) that adequate funds are available or  

expressly condition the contract upon availability of funds via an IAS Requisition for IQ No-commit 

(Subject to Funds Availability due to continuing resolution or next fiscal year) (FAR Subpart 32.703-2).  

Ensure the IAS requisition(s) contain(s) the appropriate Job Code associated with the office that is 

requesting the services, supplies, or equipment. 

 

Independent Government Cost Estimate (IGCE) 

Depending on the complexity of the requirement, this can be as simple as a price found on the internet 

for a specific item or an intricate and detailed cost estimate prepared by your team including labor, 

materials, and other direct costs for a proposed project. 

 

PPS provides an optional template for use by program staff in the development of an IGCE. Its intent is 

to capture the government’s independent estimation of contract costs.  
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Schedule of Items 

Optional template for use by program staff to identify the items needed and quantity for a contract. This 

template includes two tabs (for a contract with or without options). Please ensure you use the correct 

tab depending on your requirements. The Schedule of Items must match the organization of line items 

in the IGCE. 

 

Description of Requirement (FAR Part 11, Describing Agency Needs) 

Use a performance work statement (PWS) whenever possible, statement of work (SOW), SOW for Task 

Order, or statement of objectives (SOO). 

 

Quality Assurance Surveillance Plan (QASP) 

Required when submitting a PWS for a performance-based acquisition. 

 

Inherently Governmental Functions Determination 

Optional template for use by program staff to meet documentation requirements of FAR 7.503(e), 

verifying that services being contracted are not inherently governmental. 

 

Justification and Approval (J&A) 

A J&A is required as documentation only when the government plans to award a contract without 

providing full and open competition. This includes any required justification and approval documents 

that must be prepared prior to contracting for a supplies or services. Access a J&A decision matrix and 

templates to use for the following types of J&A: 

 

Exception to Fair Opportunity or Brand Name Justification 

Other than Full and Open Competition 
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Limited Sources Justification over Simplified Acquisition Threshold (SAT) 

Limited Sources Justification under SAT 

 

High-Level Evaluation Criteria 

Evaluation criteria will describe how the government will evaluate the offers that it receives in response 

to the Request for Proposals (RFP), Request for Quotation (RFQ), Request for Task Order Proposal 

(RFTOP), or any other procurement. It is important to think about these factors during the preparation 

of the requisition so that the instructions to offerors can match the evaluation factors and do not 

contain contradictions. The scope of evaluation factors/criteria is dependent upon the complexity of the 

requirement. Technical capability may be evaluated by how well the proposed products meet the 

Government requirement.  

 

Contracting Officer’s Representative (COR)/ Requirement Point of Contact (POC) Nomination 

It is important that any work provided by a contractor receives proper oversight and supervision. A COR 

is generally a professional who will be close to the work and understands what successful 

implementation looks like. A nomination of an individual with the requisite skills, training, and technical 

expertise to oversee the project performance and meeting the requirements to be certified under the 

Federal Acquisition Certification - Contracting Officer Requirement (FAC-COR) or a Requirement Point of 

Contact to ensure receipt and acceptance of the contract requirements from the requesting office.  

 

Invoice Processing Platform (IPP) Invoice Approver 

The USDA has mandated the transition of all IAS payments to the U.S. Treasury Invoice Processing 

Platform (IPP). This allows electronic routing and approval of IAS related invoices. IAS Payments are 

transitioning first to the new platform. The FS completed transition to the new process as of February 

24, 2014.  
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The IPP enables vendors to electronically enter, submit, as well as track invoice status. The invoice 

information entered by the Vendors in IPP is used to route the invoice through the appropriate approval 

process, based on the contract. The following is a small list of benefits:  

Reduces the number of improper invoices and agency data entry errors 

Reduces the amount of interest paid and will assist with compliance of the Prompt Payment Act 

Enables the FS to identify the amount of IAS invoices and its particular point in the approval process 

Provides remittance data (payment notifications) to vendors to include Treasury offset information 

 

Sometimes a requirement will also have a Requirement Point of Contact (POC). You must also submit 

the name of the Requirement POC, designated to receive and accept the supplies or services, and 

recommend the invoice for payment, if the individual is not designated as a COR under the contract.  

 

By answering a few questions below, you can determine what procurement package documentation is 

required for your action. 

Do Templates Exist that I Can Use? 

Yes! PPS has established national templates that are optional to use but can be helpful in expediting 

your preparation of key documents. Most templates also include guidance on what should be included.  

How Long Will My Action Take? 

The timelines shown below illustrate general Procurement Acquisition Lead Times (PALT). These lead 

times can vary depending on complexity of the project. Time begins when PPS receives a complete, 
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actionable procurement package. The estimated duration of an action can be found in the USDA 

Contracting Desk Book. 

Note: 

Although anticipated start and award dates will be established by mutual agreement between the 

Program Manager and CO (depending on workload, leave schedules etc.), those anticipated dates will 

not generally extend the PALTs shown above. 

If the CO determines an Office of General Counsel (OGC) or other statutory review is required, 5-10 days 

should be added to that particular PALT. 

Peer/Management reviews, if required, will add 5-10 days to each required review point. 

 

DocuSign Envelope ID: E8C81E8E-1229-4F6A-A146-070B3C79C2D5

https://www.dm.usda.gov/procurement/policy/index.htm
https://www.dm.usda.gov/procurement/policy/index.htm


105 

 

Brief Overview of the Procurement Process  

Pre-Award Phase 

Step 1: Identify the Need 

So, you know you need to buy something – now what? 

First, you need to determine the supplies or services need to be purchased. When preparing either a 

specification or description it is critical to describe the requirement as though you are not going to 

receive any part of it that you omit (because chances are that you will not). Do this without the mention 

of a brand name or part number and you are off to a good start. If you add a brand name, it will be 

considered as a standard of quality only and “or equal” and you will need to submit a Brand Name 

Justification. 

If you are requesting a supply or equipment item:  

The first order of business is to determine if a formal specification already exists. You can best do this by 

researching your own functional area, researching on the internet or ask PPS for assistance. If no 

specification exists, you must prepare either a description or specification, as applicable. 

A purchase description or specifications should be written in such a manner as to clearly describe the 

essential physical and functional characteristics of the item being procured. It should include as many of 

the following characteristics as necessary to express the minimum requirements of the Government: 1) 

common nomenclature; 2)  kind of material: (such as type, grade, alternatives);  3) electrical data, if any;  

4) dimensions, size or capacity (minimums and maximums are preferable); 5) principles of operation; 6) 

restrictive or significant environmental conditions (“green”);  7) intended use, including location within 

the assembly, and essential operating condition; 8) operation to be performed;  9) equipment with 

which the item must integrate; and 10) special features and/or other requirements, as appropriate. 

If the items need to fit in a specific space, then the dimensions it cannot exceed need to be included. 

Sometimes the color is important and other times it does not matter. If they do not matter, then do not 

include the color in the description. Note: When the item is not the color you like, no corrective action 

can be taken unless the color was indicated in the item description. 

Brand name “or equal” descriptions should only be used as a last resort for supplies/equipment when it 

is otherwise unfeasible to describe the equipment. You should describe the salient (essential), physical 
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factional characteristics of the item, but if only a brand name can meet the customer’s needs, then a 

brand name justification will need to be prepared similar to the sole source justification. Do not include 

“brand-name-or-equal” description features peculiar to only one manufacturer’s product unless such 

features constitute an essential minimum need. A description that is too strict will unnecessarily limit 

product options and competition, so whenever possible, a description should allow tolerances. If an 

item is required to be painted, the color should allow for variance unless only one color will do (likewise 

with other characteristics such as weight and size). 

If you are hoping to procure services:  

The PWS for a service contract should be written in terms of what is to be accomplished, the 

performance standards the contractor is to meet, how these performance standards will be measured, 

and how the contractor's performance will be monitored. Determine the scope and extent of 

Government-Furnished Property (GFP) to be provided under the contract and assure its availability. 

Providing GFP can sometimes lower the cost of the contract. 

Performance-Based Acquisition (PBA) involves acquisition strategies, methods, and techniques that 

describe and communicate measurable outcomes rather than direct performance processes. It is 

structured around defining a service requirement in terms of performance objectives and providing 

contractors the latitude to determine how to meet those objectives. Simply put, it is a method for 

acquiring what is required and placing the responsibility for how it is accomplished on the contractor. 

To be considered performance-based, an acquisition should contain, at a minimum, the following 

elements:  

1) PWS – Describes the requirement in terms of measurable outcomes rather than by means of 

prescriptive methods.  

2)  Measurable performance standards – To determine whether performance outcomes have been met, 

defines what is considered acceptable performance.  

3)  Remedies – Procedures that address how to manage performance that does not meet performance 

standards. While not mandatory, incentives should be used, where appropriate, to encourage 

performance that will exceed performance standards. Remedies and incentives complement each other.  

4)  Performance assessment plan – Describes how contractor performance will be measures and 

assessed against performance standards. (Quality Assurance Surveillance Plan or QASP). 
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Procurement requests containing inadequate specifications or descriptions will be returned to the 

initiator. As procurements are generally time sensitive and needed to support a program or project, 

providing inadequate documentation will only lengthen the procurement timeline – that is why it is 

important to involve PPS early in the process. The CO can assist you in making sure your specifications or 

performance requirements are adequate and using the information you have provided, the CO can 

provide guidance on next steps, necessary additional documentation and answer any other questions 

that you may have upfront. 

Step 2: Purchase Requisition Process:  

Program Managers will contact Supervisor/Lead COs to determine which CO will be assigned their 

project. If the Program needs a “pre-assignment” please contact the Contract Coordinators. 

Program Managers will set up meetings with APSOs to seek guidance and assistance prior to submitting 

a procurement package.  

Program Managers will complete documents and converts them into electronic format.  

Program Manager ensures full funding is still available or seeks the assistance of the Budget Officer to 

determine solutions.  

To institute a quality control measure into the process, a District Ranger, Forest Staff Officer, or next line 

RO supervisor is required to certify the completeness of the procurement package. There is a signature 

line on the Cover Sheet for this signature. The PPS will not accept a package without this signature.  

Program Managers submit documents and shorthand code information to IAS Requisitioner.  

 

Once the requirement is defined and funded, it should be submitted to PPS. Requisitions and supporting 

documents for projects over the MPT must be submitted electronically in the IAS.  

The items below are examples of things that may be applicable and need to be provided with the IAS 

requisition. Once the packages are submitted in IAS, you may want to notify PPS to provide the IAS 

requisition number and brief description of the requirement to confirm that your requisition package 

was received. Sometimes the IAS requisition is unexpectedly delayed or is not approved by Budget and 

Finance due to funding limitation.  

PWS/SOW/Specifications/Item Description 
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Proposed Schedule of Items 

Desired Delivery Date/Period of Performance 

Shipping Destination(s)/Project Location and POCs shown (if applicable) 

Copy of Work Plan showing the project is included in the approved Program of Work 

IGCE needs to be provided. This can be as simple as a price found on the internet or a detailed cost 

estimate prepared by Engineering showing the materials and labor for a proposed project. 

COR for project 

Justification for other than full and open competition (if applicable) 

Plans/Drawings/Maps – (plans should be signed by Engineering) 

Recommended Evaluation Factors/Criteria (if award will be based on other than low price) 

List of prospective/suggested vendors/contractors (names, phone numbers, addresses, email addresses, 

DUNS#, Tax ID#, if applicable) 

Technical Approval for IT Products/Services 

Does contractor require Homeland Security Presidential Directive (HSPD)-12 credentials? (FS computer 

access – unescorted access to facilities) 

 

Again, this is where interfacing early with the CO would be beneficial as some of this information could 

be easily identified upfront and provided quickly and accurately to PPS to start the acquisition process. 

Step 3: Solicitation 

Once a purchase requisition is received, PPS will review the documents provided to ensure the package 

is completed; and will notify the customer if additional information is needed or there are questions or 

concerns that need to be addressed. 

For sole source acquisitions (excludes small business preference program set asides up to certain dollar 

amounts described in the FAR), the requirement must be synopsized with the sole source justification. 
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Micro-purchases are generally not referred to a procurement office but are purchased by authorized 

personnel (non-warranted) with a GPC. Please refer to the GPC Program Guide for more information. 

SAP (FAR 13) are generally used for requirements estimated to exceed the MPT but not more than 

$250,000. 

Evaluation Phase 

Step 4: Evaluation 

Technical evaluation factors, based upon the requirements of the project, can be used to award to other 

than the low offer based upon the project requirements. The program/requiring office will from a 

Technical Evaluation Board (TEB) to review the proposals/quotations. 

Evaluation factors/criteria are used to determine how well a contractor’s offer meets the government’s 

requirements and which offeror provides the best value to the government. Price or cost to the 

Government shall be evaluated in every source selection. Other factors to consider are the quality of the 

product or service, past performance, compliance with solicitation requirements, technical excellence, 

management capability, personnel qualifications, and prior experience. 

The solicitation shall also state, at a minimum, whether all evaluation factors other than cost or price, 

when combined, are significantly more important than cost or price; approximately equal to cost or 

price; or significantly less important than cost. (i.e., Past Performance followed by technical capability is 

more important than price). PPS can assist the customer in determining what, if any, evaluation factors 

should be used in a solicitation.  

Post-Award Phase 

Step 5: Contract Administration 

Once a contract is awarded, the Forest Service needs to ensure we receive the item or service we 

procure. How does the Forest Service ensure this happens?  

For a supply contract, someone (usually the individual who initiated a purchase requisition) will be 

responsible to ensure the item(s) ordered meets the contract specifications and is received by the 

required date. If the item is not delivered by the required date, then the customer should follow up with 

the PPS Office. In turn PPS will either contact the vendor or have the customer do so to find out the 
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status of the order. If the item has been delivered, as per the terms of the contract, then the customer 

will confirm receipt of the item by approving the electronic invoice when it is received. 

For a service or construction contract, the CO appoints a COR and a pre-performance, or a pre-work 

conference is usually conducted. At the pre-work, the CO will ensure that the contractor understands 

the contract requirements; the roles and responsibilities for COR, the inspector, and any other 

personnel involved with the contract; and any other unique factors.  

Contractors are advised not to take direction from any individuals other than the CO or COR, during the 

pre-work meeting. This instruction might not make it down to the employee working on the job site. 

Therefore, Forest Service personnel need to be careful when talking to contractor personnel regarding 

contract matters, unless they are so designated. This is to avoid potential contract claims and 

unauthorized commitments.  

Any questions regarding roles, responsibilities, authorities, etc. should be directed to your CO or COR. 

The CO and COR are the lines of authority under any given contract so always remember to contact 

them for all contracting matters. Violations of this line of authority or influencing the contractor's 

performance may in fact breach the existing contract terms and increase the cost or time for 

performance. There are some exceptions related to fire emergencies that are best discussed with the CO 

at the time the contract is awarded. If time, money, or changes in specifications or contract terms are 

needed, the CO should be contacted immediately. 

CONTRACT ADMINISTRATION: Do’s & Don’ts 

Do: 

Contact the CO and obtain their decision on any matter relating to contract reductions, extensions, or 

changes to performances. 

Notify the CO if, during the life of the contract, you become aware of the contractor being in difficulties, 

either technical or financial. 

Immediately notify the CO of technical problems. 

Be prompt in notifying the CO of accepted deliveries and completed work. 

Inform the CO immediately of any discrepancies. 

Approve IPP invoices promptly so the contractor can be paid timely. 
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Coordinate with CO in administering the contract. 

 

Don’t: 

Tell the contractors to ship items anywhere except as stated in the contract. 

Give verbal shipping instructions for Government-Furnished Property without proper documentation 

and notice to the CO. 

Give the contractor any item of Government-Furnished Property without proper documentation and 

notice to the CO. 

Direct the contractor to do work that is not authorized in the contract. 

 

Remember—protect the Government’s interest at all times when dealing with contractors. Avoid 

gratuities and relationships, which could be interpreted as indicating a preference. 

Step 6: Ratifications 

“Ratification” is the act of approving an unauthorized commitment by an official who has the authority 

to do so. “Unauthorized commitment” means an agreement that is not binding solely because the 

Government representative who made it lacked the authority to enter into that agreement on behalf of 

the Government. 

Under certain circumstances, unauthorized commitments can be ratified. However, ratification is not an 

easy process and must be approved in accordance with Federal acquisition regulations. The individual 

who obligated the government may be subject to disciplinary action and personally liable for any 

expenses incurred. Ratification authority may be delegated to the Regional PPS Director, provided the 

individual is warranted and is also appointed as “Chief of the Contracting Office” (COCO). 

Examples of unauthorized commitments requiring ratification: 

An employee who does not have delegated purchasing authority reserves a meeting room without 

involving a procurement official; then brings the bill to PPS for payment after the meeting is over. 
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An employee who does not have delegated purchasing authority and who did not consult with a 

procurement official buys supplies totaling $75 out of their own funds, expecting to be reimbursed. 

An employee who is an inspector on a contract independently and without consulting with the CO, 

directs a contractor to do additional work not covered in the contract; the additional work totals 

$12,000. 

 

Not all unauthorized commitments can be ratified and may be subject to resolution as recommended by 

the General Accounting Office under its claim procedure or as authorized by FAR Part 50. Legal advice 

should be obtained in these cases. 

Examples of unauthorized commitments that cannot be ratified: 

An employee arranges for a contractor to do a project totaling $75,000. The employee does not involve 

a procurement official and does not verify funds are available. After the completion of the project, it is 

determined that funds are not available for this project, making this procurement non-ratifiable. 

Technically, the contractor can look to the employee for reimbursement. 

An employee who does not have delegated purchasing authority and who did not consult with a 

procurement official buys a Franklin Planner totaling $50 with their own funds and then requests 

reimbursement. Because these items are a mandatory AbilityOne item, we cannot use appropriated 

funds to buy Franklin Planners. 

An employee who does not have delegated purchasing authority makes arrangements for a meeting 

room without involving a procurement official. When the final invoice is submitted to PPS for payment, 

there is a charge of $230 for refreshments provided at the meeting. The portion of the invoice dealing 

with the refreshments is not ratifiable, as we are not allowed to use appropriated funds to furnish 

refreshments, unless it is for an award ceremony. 

 

As a purchase cardholder, be keenly aware of your authority limitation, for most this is the MPT, below 

which no competition is required (only a personal assessment that prices are reasonable). Never split or 

break up your procurement requirement in order to keep it below your authority limitation.  
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If you must talk with vendors to research the market and obtain product or service specification and 

pricing information, never lose sight of the fact that this discussion is for the purpose of gathering 

information and returning it to the CO, PA, or Cardholder. Be direct with the vendor and let them know 

that you do not have purchasing authority necessary to obligate the Government. Make it clear that you 

are simply making an inquiry. Do not attempt to negotiate prices or imply in any way your commitment 

as to price, or delivery terms.  

Vendors in their enthusiasm to make a sale may easily mistake your inquiry or discussion for an official 

act. Therefore, do not give the vendor a delivery address, identify a planned site, or acknowledge in any 

way the Government's commitment to do business with them at that time. Explain that a CO, Purchasing 

Agent, or Cardholder will contact them for purpose of competing the requirement, or negotiating 

pricing, and finalizing terms of a purchase.  

Avoid these situations: 

Ordering or accepting supplies, equipment, or services directly from a contractor, without processing a 

request for purchase through Acquisition Management or a purchase card holder. 

Advising a vendor that the Government will be buying certain supplies or equipment as soon as the 

Acquisition Team gets the ‘paperwork.’ 

Accepting supplies or equipment from a vendor as a demonstration or on a “trial basis.” 

Arranging for repair of office machines or other equipment by either delivering the equipment directly 

to the contractor or calling them out to the office to perform the repairs not covered by the contract. 

Violating equipment rental contracts by failing to return equipment upon expiration of the rental period. 

Allowing a contractor to continue performance of a service although the contract has expired and telling 

them that the ‘paperwork’ will be sent to Acquisition Management later to cover the work. 

Purchasing supplies or services with personal funds with expectation of reimbursement by appropriated 

funds. 

Making verbal agreements with service and construction contractors that either modify or contradict 

the terms and conditions of existing contracts. 
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Appendix – The Procurement Process in Depth 

 

Within this guide, the procurement process is divided into the following phases. You can click any of the 

phases in the chevron to skip to that section! 

Planning/Market Research Phase: 

 

Acquisition Planning: 

FAR Part 7 

Acquisition Planning is the process by which the efforts of all personnel responsible for an acquisition 

are coordinated and integrated through a comprehensive plan for fulfilling the agency need in a timely 

manner and at a reasonable cost. It includes developing the overall strategy for managing the 

acquisition. Sound acquisition planning ensures that the contracting process is conducted in a timely 

manner, in accordance with statutory, regulatory, and policy requirements and reflects the mission 

needs of the program. 

 

Planned acquisitions are identified on the Advanced Acquisition Plan (AAP) and the USDA Procurement 

Forecast. The Forecast is normally updated twice a year. It is vital that the annual AAP listing be as 

complete as possible. Although the information is requested well before a final budget is approved, the 

AAP can change as the budget is finalized and can be updated throughout the year. Any project that 

could be accomplished in a given FY should be included on the plan.  

 

If a project is cancelled, it should still be included, but documented in the notes section that it was either 

cancelled or delayed. An acquisition manager will review a well-completed AAP and determine:  

 

Opportunities to consolidate requirements for strategic sourcing / category management  

Planning/Market 
Research

Solicitation
Contract 
Award

Contract 
Administration
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Plan for periods of higher workload  

Select projects that can be advertised to meet procurement preference goals  

Determine if indefinite-delivery contracts would be appropriate  

 

Describing Agency Needs: 

FAR PART 11 

Once the procurement has been identified, the next step is to determine what supplies or services need 

to be purchased. The requirement needs to be defined. Therefore, before we can order your item(s), we 

must have good specifications and descriptions of what you want purchased. Specifications and 

descriptions are important. The primary difference between a specification and a description is in the  

degree of detail.  

 

Think of a specification like a recipe. It is an in-depth explanation of the service or supply by size, color, 

weight, material used in fabrication, etc. An item can be literally constructed based on the information 

in an adequate specification. A good rule of thumb when preparing a specification is to describe the 

Specification: 

 

The USDA Forest Service has a need for 

adequate types and quantities of water enhancers 

for wildland fire management to accomplish 

activities safely, efficiently, and effectively.  

1) Common Nomenclature 

2) Kind of Material 

3) Electrical Data if any 

4) Dimensions, size, or capacity (min/max are 

acceptable 

5) Principles of Operation 

6) Restrictive or Significant Environmental 

Conditions 

7) Intended use, including location within the 

assembly and essential operating conditions 

8) Operation to be performed 

9) Equipment with which the item is to be used 

10) Special features and/or other requirements 

 

Description: 

 
The USDA Forest Service has a need for 

janitorial services for the Heber Kamas Ranger 

Station which is currently occupied by Forest 

Service Employees. 

 Address Function of the item you need 
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requirement as though you are not going to receive any part of it that you omit (because chances are 

you are not). 

A description, on the other hand, is a less involved explanation. It is written in simple language such as 

you use in your own private purchases.  

Brand Name or Equal Purchase 
Brand Name “or equal” descriptions should be used as a last resort for supplies/ equipment 
when it is otherwise unfeasible to describe the equipment.  

If you add a brand name to your specification or description, it will be considered as a standard of 
quality only and “or equal.”  
Do not include “brand-name-or-equal” description features peculiar to only one manufacturer’s 
product unless such features constitute an essential minimum need.  
A description that is too strict will unnecessarily limit product options and competition, so whenever 
possible, a description should allow tolerances.  
If an item is required to be painted, the color should allow for variance unless absolutely only one 
color will do (likewise with other characteristics such as weight and size). 
Salient Characteristics include physical, functional, or performance characteristics of the brand name 
item that an “equal” item must meet to be acceptable for award. 

 

If you are requesting a supply or equipment item, the first order of business is to determine if a formal 

specification already exists. You can best do this by researching your own functional area, researching 

on the internet, or asking PPS for assistance. If no specification exists, you must prepare either a 

description or specification, as applicable. The government website for competitive contract 

opportunities is the System for Award Management (SAM). You can use this public website to search 

similar contract opportunities which can serve as a great reference for the goods/services that you are 

trying to purchase. 

Statement of Work (SOW) - Performance Work Statement (PWS) - Statement of Objectives (SOO) 

The most common description of requirements documents come in the form of a:  

SOW 

PWS  

SOO 
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This is the key document describing the agency’s and customer’s needs. Each type of description has a 

very specific use case. FAR Part 16 describes a wide selection of contract types that are available to the 

government. The contract funding type can help you determine what type of scope of work to prepare.  

 

Forest Service customers are encouraged to award performance-based contracts to the 
maximum extent practicable. This means that the majority of actions are using a PWS and 
QASP. 

 

(a) Supplies/Products – 

The essential (salient) physical characteristics or federal specifications describing the supplies or 

products to be acquired (see specification/description above) 

 

b) Services – 

Statement of Work (SOW) - is a technical description of the requirement. The requirement should 

address the questions below. The SOW may include both services and supplies, and will contain: 

Who (agencies/offices) is responsible for the objectives of the requirements along with 

background/overview of the requirement and how it must conform with the agency’s needs and 

integrate with existing processes? 

What services will be performed? 

Where will performance be conducted? 

When is performance required and/or the dates for any deliverables? 

Applicable Drawings and/or Specifications 

Government Furnished Material/Equipment Listing 
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Comparing Performance-Based Acquisition (PBA) and Conventional Acquisitions 

 

 
Conventional Service 

Acquisition 

Performance-Based Acquisition 

Requirement 

Characterized by 

description of “how” the 

work is to be performed. 

Defined in terms of expected mission-

related results and measurable 

performance standards. 

Contract instrument 

Heavy use of time and 

material and cost-

reimbursement level of 

effort contract types. 

Emphasis on use of firm fixed price 

with performance standards linked to 

incentives. 

Monitoring 

emphasis 

Contractor personnel and 

expenditure of labor hours. 

Measurement of performance against 

standards of cost, timeliness and 

quality that support the Objectives of 

the contract. 

Need for 

government 

technical direction 

High Low 

Risk 
Predominantly borne by 

government. 
Contractor assumes more risk. 

 

 

Performance Work Statement (PWS) – A PWS is used to describe performance-based acquisitions. It 

focuses on what needs to be accomplished (end results of the contractor’s performance) so that agency 

officials can monitor and evaluate the contractor’s progress and final results of the requirements 

completed, rather than how the contractor is to complete the requirements. 
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The PWS should allow the contractor the maximum flexibility to devise the best method to accomplish 

the required results. The PWS can include both services and supplies. A PWS includes: 

 

Measurable Performance Standards (i.e., in terms of quality, timeliness, quantity) 

Methods of assessing contractor performance against the Performance Standards 

Performance Incentives (positive/negative), where appropriate (FAR Subpart 16.402-2) 

Applicable Drawings and/or Specifications 

Government Furnished Material/Equipment Listing 

Many of the same sections in a SOW: 

Introduction 

Background 

Objective 

Attachments 

Scope 

Outcomes, specific tasks, historical data – metrics that will serve as a baseline for the contractor’s 

performance 

Performance Requirements Summary 

Tasks, Performance Standards, AQL, Incentives/Disincentives 

Deliverables 

Key Personnel 

Place of Performance 

Period of Performance 

Government Furnished Information/Property 

K
e

y 

D
if

fe
re

n
ce

s 
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Specific Security and Policy requirements  

COR language 

 

In PBA, a QASP is used to ensure that systematic quality assurance methods are used in 
the contract’s administration. The intent is to ensure that the Contractor performs in 
accordance with the performance standards/acceptable quality levels contained in the 

PWS; that the government receives the quality of services called for in the contract; and that the 
Government only pays for the acceptable level of services received. It is important to note that if 
the Government has issued a SOO, the offeror will be required to respond with a PWS and QASP – 
in effect proposing a set of standards by which they should be evaluated during implementation. 

 

Statement of Objectives (SOO) - states the overall basic and top-level objectives of an acquisition in lieu 

of a written SOW. It provides the Offeror with maximum flexibility to develop cost-effective solutions 

and the opportunity to propose innovative alternatives to meet the objectives. The SOO can be used for 

both services and supply type contracts, but the requirements must be complex in nature. 
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PWS vs. SOO 

 

 
Performance Work Statement 

(PWS) 

Statement of Objectives (SOO) 

Why use? Transactional Performance Transformational Change 

When to 

use?  

 

For 

acquisitions 

involving 

services: 

When the agency identifies a 

baseline need/problem and has 

already substantially determined 

what work is to be done.  

Agency is more concerned with 

ensuring work being done meets 

certain cost, quality, or timeliness 

attributes.  

Agency assumes risk that the work 

being done may not solve the 

need/problem 

 

When the agency identifies a baseline 

need/problem but is not in a position 

to specify the work that will be done.  

Agency will establish outcomes and 

allow vendors to offer unique 

solutions (the PWS) proposing the 

specific approach to solving the 

baseline need/problem 

Risk to ensure work solves 

need/problem is placed on the vendor 

What to 

measure? 

 

Performance 

standards 

should: 

Relate to the quality and attributes 

of the work that is actually being 

done - with limited or no 

measurement on the impact of 

work on the agency’s 

need/problem. 

 

Relate to the impact of the acquisition 

on the agency’s need/problem - not 

the work actually performed by the 

vendor in solving the need/problem. 
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Development of the description can benefit from industry feedback gathered during the 
market research phase.  

 

Market Research 

FAR PART 10 

Market research is simply gathering necessary information on the services or supplies to be acquired. It 

involves gathering information from catalogs, the internet, small business advisors, PPS personnel, or 

commercial suppliers. Market research can be in the form of a Request for Information (RFI) or a 

Sources Sought Notice (SSN).  

 

Market research involves obtaining information about the supplies or services being acquired. It is 

needed to develop the most suitable approach for acquiring, supporting, and distributing the supplies 

and services. The CO may use the results of the market research, if the data is current, accurate, and 

relevant and collected within an 18-month period. Both the official in the requiring office and 

contracting staff performs coordination of the market research.  

 

When conducting market research, ask only for the minimum information necessary. Market research is 

not used to select the contractor for award, nor is it a substitute for the competitive solicitation process.  

**Do not request proposals, designs, plans, solutions, concepts, proposed methods of satisfying a 

particular requirement, or negotiate prices. It is important to make it clear to commercial suppliers that 

you are gathering information, and that you do not have the authority to commit the Government. 

 

There are many uses for market research including:  
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If the market research shows that the Government’s requirement is available through the 
acquisition of a commercially available item, then FAR Part 12, Acquisition of Commercial 
Items shall be used. 

 

Sustainable Acquisition 

 

Both Congress and the President directed Federal agencies to be good stewards of the environment by 

conserving energy and other precious natural resources. One way that we can be good stewards is to 

buy products and services that conserve resources. The requirements pertain to simplified acquisitions 

and large purchases alike, as well as direct purchases of products and to support services contracts. 

 

“Sustainable Acquisition” encompasses the following mandatory components: 

 

Recycled content products, also known as Comprehensive Procurement Guideline (CPG) items 

Energy Star and energy-efficient products; standby power devices 

Alternative fuel vehicles/alternative fuels 

Bio-based products 

Getting Price 
Estimates 

1 

Checking 
availability or 
delivery time 

frames 

2 

Determining if a 
small business 
is capable of 
meeting the 

need 

3 

Determining if 
the item/service 

is available on 
the commercial 

market 

4 

Obtaining 
contact 

information 
from 

recommended 
sources 

5 
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Non-ozone depleting substances 

As well as a voluntary component: 

Environmentally preferable products (EPP) 

An Affirmative Procurement Plan (APP) is an agency’s plan for buying CPG items. 

The goal of the Sustainable Acquisition program is to minimize negative environmental effects through 

the use of environmentally friendly products. It helps to conserve natural resources and minimize our 

environmental “footprint,” improve worker safety and health, reduce Federal energy use, greenhouse 

gas emissions and waste to landfills; stimulate new markets and create jobs; reduce liabilities; and 

provide potential cost savings. 

Independent Government Cost Estimate (IGCE) 

The IGCE is the government’s estimate of the cost or price for the required supplies or services. An IGCE 

describes the government’s estimate of the total cost of the requirements including labor, travel, and 

material, if applicable. The type of information and level of detail depends on the complexity and dollar 

value of the acquisition. The main idea is to produce a realistic estimate of the total cost to the 

government. The IGCE is developed at the same time that the product SOW, PWS, or SOO is being 

written.  

The IGCE should contain a detailed cost calculation, including labor categories and rates, material, 

equipment, and direct costs such as travel, overhead, general & administrative. Cost data can be 

obtained from various sources including historical data; market research; technical knowledge by the 

requester; catalogs and industry publications; parametric estimating such as cost per square foot to 

paint an interior wall or room or install carpet.  

The IGCE needs to be independent, generally developed by government personnel. But independent 

does not mean developed in a vacuum. It must consider current “state of the art” available 

technologies, as well as industry practices and capabilities. The IGCE should be developed as if the 

government intended to submit a proposal. It is important that the Program Office gather input from 

the technical team to develop accurate “future needs” in an IGCE, rather than simply using the current 

vendor’s budget. 

You can find an IGCE template here. 
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The IGCE can be used as a benchmark when evaluating an offeror’s proposal to determine 
responsiveness to the Government’s requirements, reasonableness of the price/cost 
elements; and to defend, make tradeoff decisions, and manage the acquisitions throughout 

the life cycle of the requirement. 

 

Solicitation: 

 

Once a purchase requisition is received, PPS will review the documents provided to ensure the package 

is completed; and will notify the customer if additional information is needed or there are questions or 

concerns that need to be addressed.  

PPS will consider various factors to determine how to proceed with the procurement. For instance, the 

CO or PA will consider the anticipated dollar value of the procurement, potential sources, when the 

item/service is needed, and any other unique circumstances.  

Questions the CO/PA will ask:  

What is the timeline for the procurement? 

Will the requirement need to be advertised? For how long? 

Are there any exceptions applicable for other than full and open competition? 

Are there mandatory sources of supply? 

What contracting method should be used to purchase the item or service? 

What type of contract should be awarded? 

Will the contract be awarded based upon low price only or do other evaluation factors need to be 

considered? 

Are there small business sources or an 8(a), HUBZone, service disabled or woman-owned small business 

that can provide the service or supply? 

Required Sources of Supply 

Planning/Market 
Research

Solicitation
Contract 
Award

Contract 
Administration
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FAR Part 8 

This FAR Part describes mandatory or recommended sources of supply that are to be used in 

Government procurement. The sources listed below are in descending order of priority: 

Agency inventories  

Excess from other agencies  

Federal Prison Industries, Inc. (UNICOR)  

Products offered by the National Industries for the Blind or Severely Disabled  

General Services Administration stock program  

Federal Supply Schedules  

Commercial sources 

 

Full and Open Competition 

FAR Part 6 

This FAR Part describes that the Competition in Contracting Act (CICA) requires purchases to be made on 

a competitive basis to the maximum extent practicable. This means that unless it is impossible or 

impractical to do so, PPS must seek competition. The requirement for competition also guarantees all 

vendors an equal chance for award of government contracts and generally results in the most favorable 

price. Listed below are the most frequently used statutory authorities that permit contracting without 

full and open competition:  

Only one responsible source and no other supplies or services will satisfy agency requirements.  

Unusual and compelling urgency  

Industrial mobilization, engineering, developmental or research capability; or expert services.  

International agreement.  

Authorized or required by statute (8(a), GPO, UNICOR).  
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For sole source acquisitions (excludes small business preference program set asides up to 
certain dollar amounts described in the FAR), the requirement must be synopsized with the 
Justification and Approval.  

 

**FAR Part 6 does not apply to contracts awarded using SAP. ** 

 

SYSTEM FOR AWARDS MANAGEMENT (SAM).GOV 

Government agencies are required to publicize all solicitations over $25,000 on SAM.gov. We can also 

post solicitations under $25,000 to the site to increase competition. SAM.gov is the Government-wide 

point of entry (GPE) for Federal government procurement opportunities over $25,000. Government 

buyers publicize their business opportunities by posting information directly to SAM.gov. Through one 

portal, commercial vendors seeking Federal markets for their products and services can search, monitor, 

and retrieve opportunities solicited by the entire Federal PPS community.  

 

The synopsis is a brief description of the requirement to provide the vendor with enough specifics to see 

whether they want to spend the time to download the solicitation documents included. The need for 

and timing of a synopsis varies depending upon the estimated value of the solicitation and the 

item/service being procured. 

 

Procurement Methods 

Micro-Purchases  

Micro-purchases are defined as transactions at or below the MPT – $10,000 for supplies unless it is 

personal property and then it is $5,000; $3,500 for commodities; $2,000 for construction; and $2,500 for 

services. Authorized cardholders (non-warranted personnel) can use a GPC for micro-purchases, which 

are generally not referred to a procurement office, unless otherwise noted in the GPC Program Guide. 

Only warranted individuals can purchase horses/mules, personal services, A&A services, personal 

property valued at over $5,000. Please refer to FAR Subpart 2.101 for the most updated MPT definition. 
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The AbilityOne Program (formerly Javits-Wagner-O’Day (JWOD))  

The AbilityOne program is a mandatory source program implemented through 41 CFR Chapter 51 and 

FAR Subpart 8.7. The federal government purchases products and services provided by a national 

network of more than 500 community-based nonprofit agencies that employ people who are blind or 

have other severe disabilities.  

 

GSA Advantage  

The Forest Service fills many of its requirements for commonly used items through GSA Advantage! ®, a 

General Services Administration (GSA) on-line system from which GSA stock items and Federal Supply 

Schedule (FSS) products and services may be ordered. Products and services from the Federal Prison 

Industries (FPI), doing business as UNICOR, and nonprofit agencies serving people who are blind or 

severely disabled, the National Industries for the Blind (NIB), and nonprofit agencies serving people with 

severe disabilities other than blindness, SourceAmerica, are sold through GSA Advantage. Where 

specific products or services from either UNICOR or AbilityOne are not available through GSA 

Advantage, the Forest Service may acquire them directly from UNICOR or AbilityOne.  

GSA Federal Supply Schedule and Government-Wide Contracts  

One of the primary methods for acquiring goods and services not available through GSA Advantage!® is 

by ordering from vendors that have GSA FSS contracts (FAR Subpart 8.4), or that have indefinite delivery 

type contracts issued by one procurement office, which allows other procurement offices to issue orders 

against the contracts.  

 

Simplified Acquisition Procedures (SAP) – Request for Quotations (RFQs)  

SAP (FAR Part 13) are generally used for requirements at or below the SAT, which is generally $250,000, 

with some exceptions. For instance, the threshold for commercial services/supplies is $7.5 million. SAP 

are less structured than those used in sealed bidding or negotiated procurements, but competition to 

the maximum extent practicable is required. Acquisitions exceeding the MPT and not exceeding the SAT 

are reserved exclusively for small businesses unless there is a reason why this is not feasible. Up to 

$25,000, RFQs can be oral except for construction (which must be written if over $2,000). Factors other 
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than price, based upon the requirements of the project, can be used to award other than the low offer 

based upon the project requirements. 

 

 

Formal Contracts (Over $150,000)  

For acquisitions estimated to exceed $150,000, sealed bidding or negotiated procedures are used to 

award. These are more formal and structured than SAP. These acquisitions must (with limited 

exceptions) be competed using procedures that provide for full and open competition, which means 

that all responsible sources are permitted to compete. Acquisitions in this dollar range are synopsized 

on the GPE (beta.sam.gov) prior to issuing the written solicitation. Contracting lead times vary 

depending on complexity.  

 

Sealed Bidding Invitation for Bids (IFBs)  

Under sealed bidding procedures in FAR Part 14, an Invitation for Bids (IFB) is issued inviting interested 

companies to compete by submitting a sealed bid. Bids are publicly opened at a date and time specified 

in the IFB. The bids are evaluated without discussions with the bidder, and contract award is made to 

the responsible bidder whose bid, conforming to the IFB, is the most advantageous to the government; 

considering only price and the price-related factors included in the IFB. (Price competition basis for 

award.)  

 

After synopsizing the IFB on the beta.sam.gov website for 15 days; the IFB must normally be posted for 

30 days on the beta.sam.gov website.  

 

If you are doing a combined 
synopsis/solicitation, 15 days is not required. 

 

If a simplified acquisition is expected to be valued over $25,000 and you are not expecting to 
use FSS, the opportunity must be advertised on beta.SAM.gov. 
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Negotiated Procedures - Request for Proposals (RFPs)  

Under FAR Part 15 procedures, an RFP is issued inviting interested companies to submit proposals by a 

specified date. Unlike offers submitted in sealed bidding, proposals submitted for negotiation are not 

publicly opened. Proposals received are evaluated based on the evaluation factors and sub-factors 

contained in the solicitation. Award may be made without discussions, if the government includes a 

notice in the solicitation stating its intent to evaluate proposals and make award without discussions. If 

discussions are held, offerors may be given the opportunity to revise price, schedule, technical 

requirements, contract type or other contractual terms and conditions in their offer. After completion of 

all discussions and receipt of final proposal revisions, award is made to the responsible offeror whose 

offer is the most advantageous to the government, considering price and the other factors specified in 

the solicitation. A source selection process may be used to determine the “best value” to Government. 

The timeframe to make award may be shorter for some commercial items. The main difference between 

negotiated and sealed bidding is that negotiation allows trade-offs until contract award, whereas sealed 

bids received must be accepted or rejected without discussion or change. This means award is not 

necessarily made to the offeror with the lowest price; but, perhaps to the contractor who has a better 

past performance record or provides a better technical approach. 

 

Commercial Item Acquisitions  

The Federal Acquisition Streamlining Act of 1994 (FAR Part 12) established a preference for the 

acquisition of commercial items and established procedures intended to more closely resemble the 

commercial marketplace. The procedures unique to acquisition of commercial items are used in 

conjunction with those for simplified acquisition, sealed bidding or contracting by negotiation. Special 

requirements related to commercial item acquisitions include expanded market research, streamlined 

evaluation procedures, and the ability to more closely follow the customary commercial practice for the 

item/service being acquired. Also, a combined synopsis/solicitation may be issued which streamlines the 

procurement process. A separate solicitation is not issued. This method is most appropriate for less 

complex procurements. Furthermore, the synopsis timeframe for commercial items is flexible. The CO 

must allow for a reasonable opportunity for vendors to respond to a proposed contract action. The CO 
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should consider the circumstances of the individual acquisition, such as the complexity, commerciality, 

availability, and urgency, when establishing the solicitation response time. 

 

Evaluation Factors/Criteria 

Evaluation factors/criteria are used to determine how well a contractor’s offer meets the government’s 

requirements and which offeror provides the best value to the government. Evaluation factors apply 

whenever award will be based on other than low price or when trade-offs are possible to award the 

contract. Evaluation factors can also be used for simplified acquisitions.  

Evaluation factors and significant sub-factors are tailored to the acquisition and included in the 

solicitation and the resulting contract is awarded based upon them. Their relative importance is within 

the broad discretion of Forest Service acquisition officials. Price or cost to the Government shall be 

evaluated in every source selection. Other factors to consider are the quality of the product or service, 

past performance, compliance with solicitation requirements, technical excellence, management 

capability, personnel qualifications, and prior experience. People easily confused past performance with 

experience. A contractor may have many years of experience in roof repairs, but this does not 

necessarily mean that the contractor has performed quality work. Past performance deals with the 

quality of the service. Whereas experience simply means they have done this type of work for that 

amount of time; not how well the contractor has performed. If the customer has had poor performance 

from contractors in the past, then past performance might be an appropriate evaluation factor to 

include in a follow-on solicitation.  

The solicitation shall also state, at a minimum, whether all evaluation factors other than cost or price, 

when combined, are significantly more important than cost or price; approximately equal to cost or 

price; or significantly less important than cost. (i.e., Past Performance and technical capability when 

combined are more important than price). PPS can assist the customer in determining what if any 

evaluation factors should be used in a solicitation.  

In the instructions to the contractors, the solicitation needs to tell the contractor what information 

needs to be submitted and how this information will be evaluated. The offerors should be asked to 

submit only information that will be evaluated to make the award selection. 

Contract Award: 
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Depending upon the method used, the CO will award the resulting contract to the responsible 

responsive contractor as per evaluation factors used as the basis for contract award included in any 

solicitation. If award is made to the low offer, the contract file is documented to show the competition. 

However, when the basis for award is based upon best value, then the file documentation is more 

extensive.  

Best Value 

“Best value” means the expected outcome of an acquisition, in the Government’s estimation, provides 

the greatest overall benefit in response to the requirement. An agency can obtain best value in 

negotiated acquisitions by using any one or a combination of source selection approaches. In different 

types of acquisitions, the relative importance of cost or price may vary. For example, in acquisitions 

where the requirement is clearly able to be defined and the risk of unsuccessful contract performance is 

minimal, cost or price may play a dominant role in source selection. The less definitive the requirement, 

the more development work required, or the greater the performance risk, the more technical or past 

performance considerations may play a dominant role in source selection.  

There are two methods primarily used to select the contractor for award: 

lowest price technically acceptable offer  

tradeoff process 

 

Lowest Price Technically Acceptable (LPTA): 

The lowest price technically acceptable source selection process is appropriate when best value is 

expected to result from selection of the technically acceptable proposal with the lowest evaluated price. 

The evaluation factors and significant sub-factors that establish the requirements of acceptability shall 

be set forth in the solicitation. Solicitations shall specify that award will be made on the basis of the 

lowest evaluated price of proposals meeting or exceeding the acceptability standards for non-cost 

factors. Tradeoffs are not permitted. Basically, this is a pass/fail or go/no- go situation.  

Planning/Market 
Research

Solicitation
Contract 
Award

Contract 
Administration
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For example: a solicitation states the contractor needs to provide catalog data to show the item offered 

meets specifications and provide a one (1) year warranty on parts and labor. Two offers provided the 

information requested. One offeror provided only a 6-month warranty. Therefore, the contractor 

offering only a 6-month warranty did not meet or pass solicitation requirements. Award would not be 

made to this contractor even if the contractor submitted the lowest price. Award will be made to the 

offeror who had the lowest price of the two offers meeting the solicitation requirements. 

Lowest Price Technically Acceptable 
Effective February 16, 2021 the FAR Council published a rule in the Federal Register that 
amends FAR Part 15 Section 15.101-2 to suggest that LPTA source selection shall only be used 
when –  

(1) The agency can comprehensively and clearly describe the minimum requirements in terms of 
performance objectives, measures, and standards that will be used to determine the acceptability of 
offers; 
(2) The agency would realize no, or minimal, value from a proposal that exceeds the minimum 
technical or performance requirements; 
(3) The agency believes the technical proposals will require no, or minimal, subjective judgment by 
the source selection authority as to the desirability of one offeror’s proposal versus a competing 
proposal; 
(4) The agency has a high degree of confidence that reviewing the technical proposals of all offerors 
would not result in the identification of characteristics that could provide value or benefit to the 
agency; 
(5) The agency determined that the lowest price reflects the total cost, including operation and 
support, of the product(s) or service(s) being acquired; and 
(6) The CO documents the contract file describing the circumstances that justify the use of the lowest 
price technically acceptable source selection process. 
 
Furthermore, COs shall avoid, to the maximum extent practicable, using the lowest price technically 
acceptable source selection process in the case of a procurement that is predominantly for the 
acquisition of –  
(1) Information technology services, cybersecurity services, systems engineering and technical 
assistance services, advanced electronic testing, audit or audit readiness services, advanced electronic 
testing, audit or audit readiness services, health care services and records, telecommunications 
devices and services, or other knowledge-based professional services; 
(2) Personal protective equipment; or 
(3) Knowledge-based training or logistics services in contingency operations or other operations 
outside the United States, including in Afghanistan or Iraq. 

 

Tradeoff: 

A tradeoff process is appropriate when it may be in the best interest of the Government to consider 

award to other than the lowest priced offeror or other than the highest technically rated offeror.  
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When using a tradeoff process, the following applies: All evaluation factors and significant sub-factors 

that will affect contract award and their relative importance shall be clearly stated in the solicitation. 

(For example: The sub factors are of equal importance or the sub-factors are listed in order of 

importance starting with the highest going to the lowest.) 

The solicitation shall state whether all evaluation factors, other than cost or price, when combined, are 

significantly more important than, approximately equal to or significantly less important than cost or 

price. (For example- Past performance is more important than price. Price is of equal importance to past 

performance and technical capability.) Price must always be evaluated in a source selection.  

This process permits tradeoffs among cost or price and non-cost factors and allows the Government to 

accept other than the lowest priced proposal. The perceived benefits of the higher priced proposal shall 

merit the additional cost, and the rationale for tradeoffs must be documented in the file. 

Source Selection 

Whenever an LPTA or tradeoff is used, an evaluation plan or source selection plan needs to be prepared 

and followed. The structure and complexity of the source selection or evaluation plan will depend upon 

the estimated dollar value of the procurement and the complexity of the item or service being procured. 

Source Selection Plans are required for negotiated procurements over $1 million using FAR Part 15 

procedures.  

The Source Selection Authority (normally the CO) shall establish an evaluation team, tailored for the 

particular acquisition. The team includes appropriate PPS, legal, logistics, technical, and other expertise 

to ensure a comprehensive evaluation.  

An Acquisition Plan and a Source Selection Plan must be approved before the solicitation is issued. The 

plans need to ensure consistency among the solicitation requirements, notices to offerors, proposal 

preparation instructions, evaluation factors and sub-factors, solicitation provisions or contract clauses, 

and data requirements. If a solicitation states the proposal evaluation will be conducted in a certain 

manner, the source selection plan should state the same. Furthermore, it is critical that the evaluation 

be conducted as described in the solicitation. For instance, the evaluation team rated a contractor as 

unsatisfactory because no equipment information was provided. However, the contractor was not 

required to submit proposed equipment to be used under the contract. This rating would not be valid.  
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The evaluation team needs to ensure that proposals are evaluated based solely on the factors and sub-

factors contained in the solicitation and select the source or sources whose proposal is the best value to 

the Government. The CO serves as the focal point for inquiries from offerors and the evaluation team. 

The CO will control exchanges with offerors in accordance with acquisition regulations and award the 

contract. The contract file will be documented to support contract award and the source selection 

process. 

Types of Contracts 

In the solicitation and/or contract award phase, the CO will determine what type of contract or purchase 

order is most appropriate for the procurement.  

Indefinite Delivery Contracts 

FAR Part 16.5 describes three types of indefinite-delivery contracts:  

definite-quantity contracts 

requirements contracts, and  

indefinite-quantity contracts.  

These are used to acquire supplies and/or services when the exact times and/or exact quantities of 

future deliveries are not known at the time of contract award. Requirements contracts and indefinite-

quantity contracts are also known as delivery-order contracts or task-order contracts. Indefinite-delivery 

contracts limit the Government’s obligation a minimum specified quantity.  

Stewardship Contracts 

The FS has authority to enter into stewardship projects with private persons or public or private entities, 

by contract or by agreement, to perform services to achieve land management goals for the national 

forests or public lands that meet local and rural community needs. Note: Stewardship contracts require 

typically more lead-time. Also refer to FSH 2409.19, Chapter 60. 

Examples of appropriate stewardship contract treatments include:  

Road and trail maintenance or obliteration to restore or maintain water quality  

Soil productivity, habitat for wildlife and fisheries or other resource values  
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Conducting prescribed fires to improve the composition, structure, condition and health of stands or to 

improve wildlife habitat  

Removing vegetation or other activities to promote health forest stands, reduce fire hazards or achieve 

other land management objectives  

Watershed restoration and maintenance  

Restoring and maintaining wildlife and fish habitat  

Controlling noxious and exotic weeds and reestablishing native plant species  

Construction Contracts  

A construction contract (FAR Part 36) means to construct, alter or repair (including dredging, excavating 

and painting) buildings, structures, or other real property. For purposes of this definition, the terms 

"building, structures, or other real property" include, but are not limited to, improvements of all types, 

such as 

 

Bridges 
Dams 
Plants 
Highways 
Parkways 
Streets 
 

Subways 
Tunnels 
Sewers 
Mains 
Power lines 
Cemeteries 
Pumping stations 
 

Railways 
Airport facilities 
Terminals 
Docks 
Piers 
Wharves 
 

Ways 
Lighthouses 
Buoys 
Jetties 
Breakwaters 
Levees 
Canals and Channels 

 

 

 

 

 

 

Construction does not include the manufacture, production, furnishing, construction, 
alteration, and repair, processing or assembling of vessels, aircraft or other kinds of personal 

DocuSign Envelope ID: E8C81E8E-1229-4F6A-A146-070B3C79C2D5

https://www.acquisition.gov/far/part-36


137 

 

property. These fall within the supply contract category. Remember, any construction over $2,000 has 
to be done by a CO who has specific warrant authority for construction contracts. 

 

Architect-Engineer Contracts 

An Architect-Engineer contract (FAR Part 36) is utilized when the professional services of a registered 

architect or engineer are needed to define the architectural, environmental, structural, electrical, 

mechanical, and/or fire protection specifications necessary to produce the technical specifications and 

drawings, as well as prepare the construction cost estimate for a construction project. In the Forest 

Service, the CO must have specific warrant authority for architect-engineer contracts.  

 

It is important to note that no contract for the construction of a project shall be awarded to 
the firm that designed the project or its subsidiaries or affiliates, except with the approval of 
the head of the agency or authorized representative. 

 

Service Contracts 

FAR Part 37, AGAR Part 437 

A service contract means a contract that directly engages the time and effort of a contractor whose 

primary purpose is to perform an identifiable task rather than to furnish an end item of supply. A service 

contract may be either a non-personal or personal contract. It can also cover services performed by 

either professional or nonprofessional personnel whether on an individual or organizational basis.  

 

Non-personal services contract means a contract under which the personnel rendering the services are 

not subject, either by the contract’s terms or by the manner of its administration, to the supervision and 

control usually prevailing in relationships between the Government and its employees.  

 

Personal services contracts are characterized by the employer-employee relationship it creates between 

the Government and the contractor’s personnel. The following elements can be used as a guide in 

assessing whether or not a proposed contract is personal in nature: performance on site; principal tools 

and equipment furnished by the Government; services are applied directly in furtherance of assigned 
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function or mission; comparable services are performed in the same or similar agencies using civil 

service personnel; the need for the type of service provided can reasonably be expected to last beyond 

one year; and the inherent nature of the service reasonably requires Government direction or 

supervision of contractor employees in order to adequately protect the Government’s interest, retain 

control of the function involved, or retain full personal responsibility for the function supported in a duly 

authorized Federal officer or employee.  

 

Performance-Based Acquisition (PBA) involves acquisition strategies, methods, and techniques that 

describe and communicate measurable outcomes rather than direct performance processes. It is 

structured around defining a service requirement in terms of performance objectives and providing 

contractors the latitude to determine how to meet those objectives. Simply put, it is a method for 

acquiring what is required and placing the responsibility for how it is accomplished on the contractor.  

 

  

Advisory and assistance services contribute to the agency mission regarding the management or 

direction of the organization. Contracts for Advisory and Assistance Services (CAAS) are those services 

acquired by the Forest Service that directly support or improve Agency policymaking or program 

To be considered performance-based, an acquisition should contain, at a minimum, 
the following elements:  

1) Performance work statement – Describes the requirement in terms of 
measurable outcomes rather than by means of prescriptive methods.  

2) Measurable performance standards – To determine whether performance 
outcomes have been met, defines what is considered acceptable performance.  

3) Remedies – Procedures that address how to manage performance that does 

not meet performance standards. While not mandatory, incentives should be 

used, where appropriate, to encourage performance that will exceed 

performance standards. Remedies and incentives complement each other.  

4) Performance assessment plan – Describes how contractor performance will be 

measures and assessed against performance standards. (Quality assurance plan 

or QASP). 
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development or decision-making by providing opinions, analyses, or recommendations to the Agency 

(FAR Part 2.1).  

COs should consider limitations to contract services involving inherently governmental functions 

described in FAR Subpart 7.5.  

Units shall comply with FAR 37.204, and AGAR 437.203 for AGAR PGI Appendix C – Advisory and 

Assistance Services for CAAS and certain other professional services.  

 

Waivers from the approval process have been granted for the following categories of services:  

Timber sale inventories and analysis  

Environmental Impact Statements and analysis and assessments (including Silvicultural and Stage II 

Timber Stand Inventories, Timber Mapping and Marketing Services, Reforestation and Archeological 

Surveys, Timber Related Feasibility Analysis and Studies, Watershed Analysis, Habitat Inventories and 

Ecosystem Management Analysis)  

Medical and trade training services  

Employee Assistance Program (EAP) services  

Alternative Dispute Resolution (ADR) services  

Land appraisals  

Routine software support services. Information technology services associated with re-hosting or minor 

modification of existing software included in this waiver category. Helpdesk services are also considered 

to be routine software support services. Software support services associated with reengineering, 

design, or development of software is not considered routine and, therefore, not included in this waiver 

category.  

Routine training services. This includes academic, individual professional development or general 

training to enhance basic managerial or administrative skills.  

Facilitation services  
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What is a Ratification? 

“Ratification” is the act of approving an unauthorized commitment by an official who has the authority 

to do so. "Unauthorized commitment" means an agreement that is not binding solely because the 

Government representative who made it lacked the authority to enter into that agreement on behalf of 

the Government.  

Under certain circumstances, unauthorized commitments can be ratified. However, ratification is not an 

easy process and must be approved in accordance with the Federal Acquisition Regulation. The 

individual who obligated the government may be subject to disciplinary action and personally liable for 

any expenses incurred. Ratification authority may be delegated to the Zone Chief, provided the 

individual is warranted and is also appointed as Assistant Director (AD). ADs may ratify unauthorized 

commitments up to the limits of their warrant appointment authority (normally the SAT). If the AD is not 

warranted, or if the action exceeds the SAT, ratification authority is limited to the Mission Area Senior 

Contracting Official (MASCO). Please refer to the USDA Unauthorized Commitment Guide for detailed 

instructions on how to ratify an unauthorized action.  

Not all unauthorized commitments can be ratified and may be subject to resolution as recommended by 

the Government Accountability Office (GAO) under its claim procedure or as authorized by FAR Part 50. 

Legal advice should be obtained in these cases.  
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As a purchase cardholder, be keenly aware of your 

authority limitation, for most this is the Micro-

purchase limitation threshold, below which no 

competition is required (only a personal 

assessment that prices are reasonable). Never split 

or break up your procurement requirement in 

order to keep it below your authority limitation.  

If you must talk with vendors to research the market and obtain product or service specification and 

pricing information, never lose sight of the fact that this discussion is for the purpose of gathering 

information and returning it to the CO, PA, or Cardholder. Be direct with the vendor and let them know 

that you do not have purchasing authority necessary to obligate the Government. Make it clear that you 

are simply making an inquiry. Do not attempt to negotiate prices or imply in any way your commitment 

as to price, or delivery terms.  

Examples of unauthorized commitments that 
cannot be ratified: 

o An employee arranges for a contractor to 
do a project totaling $75,000. The 
employee does not involve a 
procurement official and does not verify 
funds are available. After the completion 
of the project, it is determined that funds 
are not available for this project, making 
this procurement non-ratifiable. 
Technically, the contractor can look to 
the employee for reimbursement.  

o An employee who does not have 
delegated purchasing authority and who 
did not consult with a procurement 
official buys a Franklin Planner totaling 
$50 with their own funds and then 
requests reimbursement. Because these 
items are a mandatory AbilityOne item, 
we cannot use appropriated funds to buy 
Franklin Planners.  

o An employee who does not have 
delegated purchasing authority makes 
arrangements for a meeting room 
without involving a procurement official. 
When the final invoice is submitted to 
PPS for payment, there is a charge of 
$230 for refreshments provided at the 
meeting. The portion of the invoice 
dealing with the refreshments is not 
ratifiable, as we are not allowed to use 
appropriated funds to furnish 
refreshments, unless it is for an award 
ceremony.  

 

 

Examples of unauthorized commitments 
requiring ratification:  

o An employee who does not have 
delegated purchasing authority 
reserves a meeting room without 
involving a procurement official; 
then brings the bill to PPS for 
payment after the meeting is over.  

o An employee who does not have 
delegated purchasing authority and 
who did not consult with a 
procurement official buys supplies 
totaling $75 out of their own funds, 
expecting to be reimbursed.  

o An employee who is an inspector on 
a contract independently and 
without consulting with the CO, 
directs a contractor to do additional 
work not covered in the contract; the 
additional work totals $12,000.  
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Avoid these situations:  
Ordering or accepting supplies, equipment, or services directly from a contractor, without 
processing a request for purchase through Acquisition Management or a purchase card 
holder.  
Advising a vendor that the Government will be buying certain supplies or equipment as soon as the 
Acquisition Team gets the ‘paperwork.’  
Accepting supplies or equipment from a vendor as a demonstration or on a “trial basis.”  
Arranging for repair of office machines or other equipment by either delivering the equipment 
directly to the contractor or calling them out to the office to perform the repairs not covered by the 
contract.  
Violating equipment rental contracts by failing to return equipment upon expiration of the rental 
period.  
Allowing a contractor to continue performance of a service although the contract has expired and 
telling them that the ‘paperwork’ will be sent to Acquisition Management later to cover the work. 
Purchasing supplies or services with personal funds with expectation of reimbursement by 
appropriated funds.  
Making verbal agreements with service and construction contractors that either modify or contradict 
the terms and conditions of existing contracts. 

 

Contract Administration/Post Award: 

 

Once a contract is awarded, the Forest Service needs to ensure we receive the item or service we 

procure. How does the Forest Service ensure this happens? 

For a supply contract, someone (usually the individual who initiated a purchase requisition) will be 

responsible to ensure the item(s) ordered meets the contract specifications and is received by the 

required date. If the item is not delivered by the required date, then the customer should follow up with 

the PPS Office. In turn PPS will either contact the vendor or have the customer do so to find out the 

status of the order. If the item has been delivered, as per the terms of the contract, then the customer 

will confirm receipt of the item by approving the electronic invoice when it is received. 

Line of Authority: 

For a service or construction contract, the CO normally appoints a COR and a pre-performance, or a pre-

work conference is usually conducted. At the pre-work, the CO will ensure that the contractor 

Planning/Market 
Research

Solicitation
Contract 
Award

Contract 
Administration
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understands the contract requirements; the roles and responsibilities for COR, the inspector, and any 

other personnel involved with the contract; and any other unique factors.  

Contractors are usually advised not to take direction from any individuals other than the CO or COR, 

during the pre-work meeting. This instruction might not make it down to the employee working on the 

job site. Therefore, Forest Service personnel need to be careful when talking to contractor personnel 

regarding contract matters, unless they are so designated. This is to avoid potential contract claims and 

unauthorized commitments.  

Any questions regarding roles, responsibilities, authorities, etc. should be directed to your CO or COR. 

The CO and COR are the lines of authority under any given contract so always remember to contact 

them for all contracting matters. Violations of this line of authority or influencing the contractor's 

performance may in fact breach the existing contract terms and increase the cost or time for 

performance. There are some exceptions related to fire emergencies that are best discussed with the CO 

at the time the contract is awarded. If time, money, or changes in specifications or contract terms are 

needed, the CO should be contacted immediately. 

Roles and Responsibilities  

Line Officers and Program Managers nominate primary and alternate COR’s and replacement or interim 

CORs to the CO. They should also notify the CO when a COR is leaving the work unit or is otherwise 

unable to perform the assigned COR duties.  

Contracting Officer (CO): A CO is a person, appointed in writing, with the authority to enter into, 

administer, and/or terminate contracts and make related determinations and findings.  

Contracting Officer Representative (COR): The COR is a member of the Acquisition Workforce who is 

designated in writing by the CO to assist in the technical monitoring or administration of a contract. As 

such, CORs are required to take special training, meet the key competencies of the Federal Acquisition 

Certification - Contracting Officer Representative (FAC-COR), and register in the Federal Acquisition 

Institute Training Application System (FAITAS). The COR designation letter lists the specific roles and 

responsibilities of the COR. The COR deals directly with the contractor on the work site in order to 

administer the contract. The COR will establish and maintain direct lines of communication with the 

contractor, CO and other FS personnel as needed regarding issues encountered during contract 

performance  
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Designation as a COR is an operational assignment that has no effect on responsibilities and 

relationships to supervisors in such matters as hours of work, use of vehicles and equipment, clerical 

assistance, and so forth. Under the CO, the COR administers contracts within the authority and 

limitations specified on their delegation form.  

For more information regarding acquisition training requirements for CORs, visit the 
Federal Acquisition Institute (FAI) website as training requirements can change. There are 
varying training requirements to be a COR depending upon the type of contracts (service or 

construction) to be administered. For instance, to serve as a Construction COR in the different 
functional areas, the COR must also meet requirements spelled out in the Natural Community 
Conservation Planning (NCCP) Engineering Program.  

 

Technical Staff: Technical staff personnel shall advise and assist CORs and COs on the technical aspects 

of contracts when needed. 

 

Receipt for Supplies and Services  

Contracts: CORs or Program Managers will inform the CO of receipt of supplies/services and may also be 

asked to approve invoices in the U.S. Treasury Invoice Processing Platform (IPP).  

Purchase Cards: For purchase card procurements, the requiring unit must notify cardholder in writing of 

receipt date and whether it is a partial or complete receipt.  

Invoicing for Payment: USDA mandated the transition of all IAS payments to the IPP. This allows 

electronic routing and approval of IAS related invoices.  

IPP enables vendors to electronically enter, submit, as well as track invoice status. The invoice 

information entered by the Vendors in IPP is used to route the invoice through the appropriate approval 

process, based on the contract.  

The following is a small list of benefits:  

Reduces the number of improper invoices and agency data entry errors  

Reduces the amount of interest paid and will assist with compliance of the Prompt Payment Act  

Enables the FS to identify the amount of IAS invoices and its particular point in the approval process  

Provides remittance data (payment notifications) to vendors to include Treasury offset information  
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Vendors are required to register in IPP in order to submit their invoices. They can register at: 
www.IPP.gov 

 

Options: If your requirement is already contracted and there are options available under the contract to 

continue performance for another year, then you are required to inform the CO that the requirement is 

still needed, that you are satisfied with the contractor's performance, and the current contract's 

specifications will fulfill your needs for the next year. The CO will remind you when this information is 

required and will also indicate what is needed, in sufficient time, to either continue contractor’s 

performance or obtain another contract.  

Modifications: Forest Service personnel should contact the CO, or COR if changes are needed to the 

contract based upon changes in customer needs, funding, or for any other reason. Only the CO has 

authority to make changes to the contract.  

Contract Scope: Any modification should be within the original scope of work for the contract. There is 

no specific guidance on what determines when a modification falls within or outside the scope of the 

contract. The CO is ultimately responsible for making the final decision. Factors the CO will take into 

consideration are the type of contract, pricing, magnitude, and competition. For instance, if you have a 

contract for roof repair, a modification to do road repair does not fall within contract scope. Likewise, if 

more damage is encounter than anticipated while doing a roof repair, usually whatever is needed to 

repair the roof is within the scope of the contract.  

Time Extensions: If a delivery date or completion date is not going to be met, contact the CO. It is not an 

automatic right of the contractor to get a contract extension. The circumstances surrounding the need 

for the extension will be reviewed, whether there are any excusable delays, along with any other PPS 

issues to determine if the timeline should be extended. The CO shall obtain consideration from the 

contractor for granting additional time in the absence of an excusable delay. The CO does not have the 

authority to waive the Government’s right to consideration.  

CPARS: For certain contracts, the CORs will need to prepare a contractor evaluation in the Contractor 

Performance Assessment Report System (CPARS). Reports are required for any contracts for service or 

supply procurement over $150,000, for construction over $650,000 and for A -E over $30,000. The CO 

may do performance evaluations for under these amounts. 

Contract Administration Do’s & Don’ts  
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DO DON’T 

 Contact the CO and obtain their decision on 

any matter relating to contract reductions, 

extensions, or changes to performances.  

 Notify the CO if, during the life of the contract, 

you become aware of the contractor being in 

difficulties, either technical or financial.  

 Immediately notify the CO of technical 

problems.  

 Be prompt in notifying the CO of accepted 

deliveries and completed work.  

 Inform the CO immediately of any 

discrepancies.  

 Approve IPP invoices promptly so the 

contractor can be paid timely.  

 Coordinate with CO in administering the 

contract.  

 Tell the contractors to ship items 

anywhere except as stated in the 

contract.  

 Give verbal shipping instructions 

for Government-Furnished 

Property without proper 

documentation and notice to the 

CO.  

 Give the contractor any item of 

Government-Furnished Property 

without proper documentation and 

notice to the CO.  

 Direct the contractor to do work 

that is not authorized in the 

contract.  

 

 

Remember: Protect the Government’s interest at all times when dealing with contractors. 
Avoid gratuities and relationships, which could be interpreted as indicating a preference. 
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