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ProTech Task Order Process

The NOAA Acquistion and Grants Office (AGO) has prepared this Solicitation Development and Customer Engagement Process Checklist to provide Program Management Office (PMO) customers with solicitation development guidance.  This Checklist describes the engagement process between the Contracting Officer and the sponsoring PMO’s Project /Program Manager and identifies tasks/events, responsibilities, and desired outcomes for each category of solicitation.  

	

	Event or Task
	Procurement Office Responsibility
	Program Office Responsibility
	Outcome
	SERVICES
	R&D

	1

	[bookmark: _GoBack]REQUEST FOR TASK ORDER PROPOSAL PACKAGE (RTOPP) DEVELOPMENT
	· Acknowledgement of receipt to Project/Program Management Officer (PMOReview to ensure completeness and accuracy
· Seek clarification and ask questions of the Program Office as needed
· Validate RTOPP package as workable
· Assign Contracting Officer (CO) 
	· Submit RTOPP package (including all relevant items listed in ProTech Ordering Guide, to include Funding Document(s), Independent Government Cost Estimate, Proposal Evaluation Plan, order unique Defense Department (DD)Form 254 (only if order unique security requirements exist)
and answer all CO’s/Contract Specialist’s (CS) questions timely, accurately and completely
· Identify program manager, technical points of contact, COR candidate(s) and other essential stakeholders

	· Workable RTOPP package on which solicitation can be based
· CO Assigned
· PMO informed of receipt of RTOPP
	
	

	2
	TASK ORDER SOLICITATION PREPARATION
	· Conduct and document market research
· Determine the application of a Fair Opportunity Exception (Sole Source)
· Determine the task order processing approach
(a) Traditional Process; or 
(b) Multiphase Process
(c) Small Business Set-Aside (DOC CD-570 process)
(d) Unrestricted
· Secure all OGC/AGO reviews

	· Answer all CO’s/ CS’s questions timely, accurately and completely
	· Viable TO solicitation
	
	

	3
	ISSUANCE OF THE REQUEST FOR OFFERS
	· TO CO issues the request for offers to the contract holders identified in Event 2
	· Stand by to answer any  questions the CO/CS may have concerning any special technical or business considerations, regarding any politically sensitive issues, and lessons learned

	· TO CO issues proposal requests
	
	

	4

	EVALUATION 

	· TO CO receives the offers in accordance with the request for offers 
· Technical and cost/price evaluations are conducted by the Government technical evaluation team
· OGC/AGO reviews

	· Provide technical resources as needed to facilitate evaluation of offers
	· Successful evaluation and recommendation for award
	
	

	5
	TASK ORDER AWARD
	· TO CO awards the task order to the successful offeror
· Forwards copy of TO to ProTech@noaa.gov.

	
	· TO Award
	
	

	6
	NOTIFICATION TO UNSUCCESSFUL OFFEROR(S)
	· TO CO shall issue notification, via email, to those offerors who did not receive the award
	
	· Instill confidence in the contracting process by affirming that proposals were treated fairly.
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