ADVANCE PROCUREMENT PLAN CHECKLIST

WBS # / RFQ #_____________________________________________________________________________

ITEM DESCRIPTION _______________________________________________________________________





CONTENT


ITEM




APPLICABLE (X)
NON-APPLICABLE (x)

1. Item or System Description

_____________

_______________

2. Responsible Laboratory Identification
_____________

_______________

3. Estimated Cost



_____________

_______________

4. Delivery Requirements


_____________

_______________

5. Proposed Sources



_____________

_______________

6. Selection Criteria



_____________

_______________

7. Award Criteria



_____________

_______________

8. Contract Type



_____________

_______________

9. Other Considerations


_____________

_______________

10. Quality/Safety Requirements

_____________

_______________

11. Milestone Chart



_____________

_______________

12. Milestones for Updating 

13. DOE Approval



_____________

_______________

14. Members of Planning Team

_____________

_______________

APPROVED:



SIGNATURE


DATE

REQUIRED APPROVALS (x)
(LAB)
(  )________________________
_______________







Procurement Rep





(LAB)
(  )________________________
_______________







Technical Rep





(LAB)
(  )________________________
_______________







Acquisition Manager





(SNS)
(  )________________________
_______________







Division Director





(SNS)
(  )________________________
_______________







Project Director





(SNS)
(  )________________________
_______________







Procurement Director

1. Item Description   

2. Responsible Laboratory Identification 
3. Estimated Cost

Quantity



Unit Price


Total
4. Delivery Requirement

Item




Quantity


Date
4A.
Location

5. Proposed Sources

6. Selection Criteria (If Applicable)

7. Award Criteria
8. Contract Type

9. Other Considerations (If Applicable)
10. Quality/Safety Requirements

11. Milestone Schedule and Chart

12. Milestones for Updating Plan

13. DOE Approval  (If Applicable) 

14. Members of the Planning Team

ADVANCE PROCUREMENT PLAN GUIDELINE MILESTONES
MILESTONES




Dates Inclusive

Revision
Revision

1.  Approval of Advance Procurement Plan

_____________

_________
________

2.  Preparation of Procurement Package

______________

___________
_________


Contract Request



______________

___________
_________


Statement of Work


______________

___________
_________


Specifications



______________

___________
_________


Data Requirements


______________

___________
_________


Other _____________________

______________

___________
_________



Sole Source Justification

______________

___________
_________



Evaluation Criteria

______________

___________
_________

3. Preparation for RFP/RFQ


______________

___________
_________

Contract Specification



______________

___________
_________


Terms & Conditions


______________

___________
_________


Special Clauses



______________

___________
_________

Bid List




______________

___________
_________

4. Issuance of Solicitation


______________

___________
_________

5. Opening/Closing Date of Solicitation

______________

___________
_________

6. Due Date of Audit/Field Price Analysis

______________

___________
_________

7. Evaluation of Proposals, Audits &

Field Reports (if applicable)


______________

___________
_________

(Request EEO Compliance Review, if required)

8. Prenegotiation Briefing


______________

___________
_________

9. Beginning & Completion of Negotiations
______________

___________
_________

10. Contract Preparation



______________

___________
_________

11. Pre-Award Survey



______________

___________
_________

12. Contract Award



______________

___________
_________

13. Execution by Contractor


______________

___________
_________

14. Contract Distribution



______________

___________
_________

15. First Delivery



______________

___________
_________

