Briefing to the

 Acquisition Review Board 
The Department of Commerce Acquisition Review Board is composed of senior level officials from the following functional areas:  acquisition, budget, small business, legal counsel, human resources, real property, financial management and information technology.   

The purpose of the briefing is to inform the Board members about the proposed acquisition, to provide for a dialogue between members of the Board and the Project Team, and to obtain approvals of the following:

Acquisition Plan -The Procurement Executive chairs the Acquisition Review Board and will need to approve the acquisition plan before the Project Team proceeds with the acquisition (i.e., issue the solicitation). 

Delegation of Procurement Authority  (applies to Information Technology (IT) resources, only) Depending upon the level of delegated authority to acquire IT resources, the operating unit may need to obtain a Delegation of Procurement Authority (DPA) from the Chief Information Officer (CIO).  The CIO may require the Project Team to brief the Commerce Information Technology Review Board (CITRB) prior to granting a DPA.  If the briefing to the CITRB addresses the acquisition plan and strategy for the proposed acquisition, then the Procurement Executive may waive the briefing to the Acquisition Review Board prior to approving the acquisition plan.               

The briefings to the Acquisition Review Board are conducted in an informal, sit down at the table setting. A briefing outline of the areas to be covered is attached. There is no need for audiovisual equipment, just paper copies of the briefing package.

The documents required for the briefing and approvals are:

1.
The Acquisition Plan (Commerce Acquisition Manual, Subpart 7.1) 
or for IT acquisitions: 
The Capital Asset Plan and Business Case (Exhibit 300 to OMB Circular A-11) and 
Attachment A, Acquisition Planning Information (which serves as the Acquisition Plan 

when submitted with the Exhibit 300)
2.
Resumes for the following members of the Project Team:  

Contracting Officer

Contracting Officer’s Technical Representative (COTR)

Program Manager, if applicable.

The format for the CO and COTR resumes, Procurement Memo 2003-01, is located at http://oamweb.osec.doc.gov/docs/PM_2003-01_CO-COTRResumes.pdf
http://oamweb.osec.doc.gov/docs/PM_2003-01_CO_Resume_Checklist.xls
http://oamweb.osec.doc.gov/docs/PM_2003-01_COTR_Resume_Checklist(a)_(version1).xls
Please submit an electronic copy of the above documents to the Executive Secretary of the Board at least one week in advance of the meeting.  The signature page of the acquisition plan (or Attachment A to the Exhibit 300) should be completed to indicate the appropriate team members and operating unit officials agree with the acquisition plan. 
An electronic copy of the briefing package should also be submitted one week prior to the Board meeting.   I will be glad to review and comment on drafts of the documents and briefing package before you finalize them.        

Greg Crider

Executive Secretary, Acquisition Review Board
Briefing to the

 Acquisition Review Board 
Overview of the Project/Acquisition


Market Research

Describe the market research in determining the acquisition strategy.

Acquisition Strategy

Describe the acquisition strategy including the type of contract.

Evaluation and Source Selection Process

Describe how the evaluation and selection process will be conducted.

Project Management 

Describe how the contract will be managed.
 

What are the performance measures in the Performance Based SOW? 

What system will be used to monitor cost, schedule and performance and report on deviations? 

Risk Management

What are the key project risks and how will they will be mitigated?


Have any potential conflicts of interest been identified?  If so, what are they and how will they be mitigated? 

