
REE Procurement Package Checklist – First 2 Pages Required for All Actions 

May 2024 

A. Basic Information (All Requirements)
1.Requirement Title and Brief Descrip�on:

2.  New Ac�on
  Order/Call from Exis�ng Award

Need By Date: Period of Performance, Including 
Op�ons: 

3.  Follow-on to Expiring Award
Award Number: Expira�on Date: 

4. Modifica�on to Current Award
Modifications only require the applicable
portions of pages 1-2 to be completed prior
to IAS submission

 Statement of Con�nuing Need for 
Op�ons, if applicable (atach) 

Award Number: 

Op�on Due Date 
(if applicable): 

 Funding Only Ac�on 

 Funding for Con�nuing 
Resolu�on (CR)  

5. Historical and/or Important Informa�on to Note About this Requirement:

B. Points of Contact (All Requirements)
1. Technical POC: Email: Phone: 

2. Nominated COR (if applicable):

 Nomina�on form atached 
 Appears on IAS COR Pick List 

Email: Phone: 

3. IPP Approver (invoice approval): Email: Phone: 

4. AO and/or Individual to Receive
Updates:

Email: Phone: 

https://gcc02.safelinks.protection.outlook.com/ap/b-59584e83/?url=https%3A%2F%2Fusdagcc.sharepoint.com%2F%3Ab%3A%2Fr%2Fsites%2FUSDAAcquisitionWorkforce%2FShared%2520Documents%2FProcurement%2520Policy%2520Templates%2FOCP%2520PPD%2FTemplates%2FCOR%2520Nomination%2520Mar%25202023.pdf%3Fcsf%3D1%26web%3D1%26e%3DzLAlRt&data=05%7C02%7Ckirsten.pilkerton%40usda.gov%7Caac7e498fa334e87a82808dc57edeb51%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C1%7C0%7C638481927633331656%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=ShRaCYAzjGbThbMcwKGfH7vmw8M5Z%2Bbr1wTxES3umLo%3D&reserved=0
https://usdagcc.sharepoint.com/sites/ARS-APD/SitePages/Acquisition-Systems.aspx#%E2%80%8Binvoice-processing-platform-(ipp)
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5. Individual to Receive Updates: Email: Phone: 

6. Individual to Receive Updates: Email: Phone: 

C. Funding (All Requirements)
1. Es�mated Dollar Value (Including Op�ons): Funded Amount: 

2. Es�mate Based On (Atach):

 Independent Government Es�mate (IGE) 
 Market Research Quotes 
 Published Price List 

 Other (Explain): 

3. If Over $100,000 – Has this been included on
the USDA Procurement Forecast?

 Not Applicable 

 Yes – ID Number: 

 No (Explain): 

4. IT Requirements Exceeding $25,000 Only

 Not Applicable 

 AAR Approved, Reference Number: 

 AAR In Process 
5. In the Event there is a Lapse of Government
Funding:

 Funded with Supplemental Appropria�ons (i.e. non-
annual funds, Exempt) 

 In support of USDA life and property (Excepted) 

 Work can con�nue without Govt interven�on and 
is/would be funded throughout lapse 

 Stop Work 

*If this is a modifica�on to a Current Award, please stop and submit the first two pages only*

Return point 

https://ocpiasx0031.edc.ds1.usda.gov/ords/r/ias/procurement-forecast/
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Instruc�ons for Remaining Checklist 

Addi�onal documents needed for IAS Requisi�on submission vary on the specific requirement. The following 
checklist items present the most common documenta�on needed based on the generalized category of the 
requirement. Please complete only the relevant por�on of the checklist items that are specific to your 
requirement:  

Supplies 

Services 

Construc�on / AE 

Informa�on Technology Supply 

Informa�on Technology Services 
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D. Supplies Only (Also Includes Equipment)
1. Market Research (Atach):

Conducting Market Research Helps to Define the 
Government’s Requirement and aids in identifying 
potential sources of supply. 

Initial Market Research should be conducted by the 
Requiring Office and provided to the Contracting Office 
for review and validation. The Contracting Office will 
perform additional Market Research to finalize the 
Acquisition Plan and issue the solicitation. 

Please indicate sources reviewed to date in planning 
and provide copies of results as attachments to this 
checklist. 

Suggested Vendors: 

 Required Sources of Supply 
   Cannot Meet 
   Can Meet – Source(s): 

 USDA Wide Awards (IDIQs and BPAs) 
   Can Meet – Source(s): 

 REE Wide Awards (IDIQs and BPAs) 
   Can Meet – Source(s): 

 GSA Schedule Vendors 
   Can Meet – Source(s): 

 Other Government Wide Vehicles 
   Can Meet – Source(s): 

2. Country of Manufacturing Origin, if Known:

3. Requirements Document (Atach):  Salient Characteris�cs 

 Specifica�ons 

4. Acquisi�on Planning, Ini�al Dra� Documents if
Required (Refer to PGI 407 and REE Acq Manual 3.1)

Contracting Office will document FAR Required 
documentation not captured through use of this 
checklist. 

  Abbreviated Acquisition Plan (Required for Firm 
Fixed Price Contracts > $7.5M to <$50M) 

 Formal Acquisi�on Plan (Required for Non-Firm 
Fixed Price Contracts > $7.5M to <$50M) 

 Not Applicable 
5. Jus�fica�on to Limit Compe��on, if Applicable
(Atach):
 Not Applicable

The Federal Government seeks to compete 
requirements to the maximum extent practicable. 
Limiting Competition must be appropriately justified 
and validated prior to solicitation  

 Sole Source Jus�fica�on (open market < $250K) 

 Jus�fica�on for Other than Full & Open Compe��on 
(>$250K) 

 Limited Source Jus�fica�on (Limi�ng compe��on on 
GSA) 

  Requirement <$250K 
  Requirement >$250K 

 Brand Name Justification 
     Requirement <$250K 
     Requirement >$250K 

https://www.acquisition.gov/far/part-8#FAR_8_002
https://ias.usda.gov/usdacontracts/index.html
https://usdagcc.sharepoint.com/sites/ARS-APD/SitePages/Category-Management.aspx
https://www.gsaelibrary.gsa.gov/ElibMain/home.do
https://usdagcc.sharepoint.com/:f:/s/USDAAcquisitionWorkforce/Ejp3wQOpuAFKqMCxtRBonl0BJ03kHOX0BRyLnVqSuGSjEA?e=Ob8uTU
https://usdagcc.sharepoint.com/:b:/r/sites/ARS-APD/Shared%20Documents/REE%20Acquisition%20Manual.pdf?csf=1&web=1&e=DjvaJp
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/Eb8W9SEpKjpCqRpYm2uF-9UBj-1OD7Ol_t26qDwTDL6NYQ?e=3KmbmQ
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EVJF9tzwSnNGgUxZ1k1yEsoBMXiHDg9bsWuWaAgRnQkRGA?e=84ayi8
https://usdagcc.sharepoint.com/:w:/r/sites/ARS-APD/Shared%20Documents/solesource.docx
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/ERLaf96KUflBlS0X26-g8TQBrlOJwZcTjTKoHiAkoFn4mg?e=ghL7jd
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EUXJiC0I3qtHhTQ-4XDEOwYBORE67B_xeTdz5hxBE3I3tw?e=Y6QGyY
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EYktaUgbNDlDh7OwZTeR56UBzg0l17BprVUvkZLlwGLTXQ?e=tiwqbW
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EQOOJKI5vqtOutURz1ZsbG0BDZlo_CZ5pEbY0pPQww8TrA?e=K3bQHj
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EYRUj1UVUNxOqukIS8CgVaUBGINZ-MmvnzkfdsSy78QcBw?e=g4EjPo
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 FAR 16.505 Excep�on to Fair Opportunity 
Applicable to new orders placed under Multiple Award 
Contracts 

6. Government Furnished Property, Equipment
and/or Informa�on, if Applicable (Atach):

 Not Applicable 

 GFP 
 GFE 
 GFI 

7. Evalua�on Considera�ons (if known):

To be discussed with Contracting Office based on 
requirement and applicable solicitation requirements. 

 Minimum standards of performance are known and 
price should be the driving force in vendor selec�on 

 Increased Technical Performance desired over price, 
i.e. willing to pay higher price for increased
performance over a minimum standard

8. Evalua�on Panel Members (list):
Simple supplies/equipment may only require a
chairperson. Attach additional personnel if more than
3:

Chair (Name/Email): 

Panelist (Name/Email): 

Panelist (Name/Email): 

https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/ES0gCWPILdFAjECz_yn8M_4BRWz1uSHNDx92Z3fWe782Ag?e=GmNzB9
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D. Services Only
1. Market Research (Atach):

Conducting Market Research Helps to Define the 
Government’s Requirement and aids in identifying 
potential sources of supply. 

Initial Market Research should be conducted by the 
Requiring Office and provided to the Contracting 
Office for review and validation. The Contracting 
Office will perform additional Market Research to 
finalize the Acquisition Plan and issue the solicitation. 

Please indicate any sources reviewed to date in 
planning and provide copies of results as attachments 
to this checklist. 

Suggested Vendors: 

 Required Sources of Supply 
   Cannot Meet 
   Can Meet – Source(s): 

 USDA Wide Awards (IDIQs and BPAs) 
   Can Meet – Source(s): 

 REE Wide Awards (IDIQs and BPAs) 
   Can Meet – Source(s): 

 GSA Schedule Vendors 
   Can Meet – Source(s): 

 Other Government Wide Vehicles 
   Can Meet – Source(s): 

2. Requirements Document (Atach):  Performance Work Statement 

 Statement of Objec�ves 

 Statement of Work 

3. Surveillance Documents (Performance Based
Ac�ons Only)

For Performance Work Statements and Statements of 
Objectives Only 

 Quality Assurance Surveillance Plan (Government 
Developed; Atach) 

 Quality Assurance Surveillance Plan (Contractor 
Proposed) 

4. Acquisi�on Planning, Ini�al Dra� Documents if
Required (Refer to PGI 407 and REE Acq Manual 3.1)

Contracting Office will document FAR Required 
documentation not captured through use of this 
checklist. 

  Abbreviated Acquisition Plan (Required for Firm Fixed 
Price Contracts > $7.5M to <$50M) 

 Formal Acquisi�on Plan (Required for Non-Firm Fixed 
Price Contracts > $7.5M to <$50M) 

 Not Applicable 
5. Jus�fica�on to Limit Compe��on, if Applicable
(Atach):
 Not Applicable

The Federal Government seeks to compete 
requirements to the maximum extent practicable. 
Limiting Competition must be appropriately justified 
and validated prior to solicitation  

 Sole Source Jus�fica�on (open market < $250K) 

 Jus�fica�on for Other than Full & Open Compe��on 
(>$250K) 

 Limited Source Jus�fica�on (Limi�ng compe��on on 
GSA) 

  Requirement <$250K 

https://www.acquisition.gov/far/part-8#FAR_8_002
https://ias.usda.gov/usdacontracts/index.html
https://usdagcc.sharepoint.com/sites/ARS-APD/SitePages/Category-Management.aspx
https://www.gsaelibrary.gsa.gov/ElibMain/home.do
https://usdagcc.sharepoint.com/:f:/s/USDAAcquisitionWorkforce/Ejp3wQOpuAFKqMCxtRBonl0BJ03kHOX0BRyLnVqSuGSjEA?e=Ob8uTU
https://usdagcc.sharepoint.com/:b:/r/sites/ARS-APD/Shared%20Documents/REE%20Acquisition%20Manual.pdf?csf=1&web=1&e=DjvaJp
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/Eb8W9SEpKjpCqRpYm2uF-9UBj-1OD7Ol_t26qDwTDL6NYQ?e=3KmbmQ
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EVJF9tzwSnNGgUxZ1k1yEsoBMXiHDg9bsWuWaAgRnQkRGA?e=84ayi8
https://usdagcc.sharepoint.com/:w:/r/sites/ARS-APD/Shared%20Documents/solesource.docx
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/ERLaf96KUflBlS0X26-g8TQBrlOJwZcTjTKoHiAkoFn4mg?e=ghL7jd
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EUXJiC0I3qtHhTQ-4XDEOwYBORE67B_xeTdz5hxBE3I3tw?e=Y6QGyY
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  Requirement >$250K 

 Brand Name Justification 
     Requirement <$250K 
     Requirement >$250K 

 FAR 16.505 Excep�on to Fair Opportunity 
Applicable to new orders placed under Multiple Award 
Contracts 

6. Government Furnished Property, Equipment
and/or Informa�on, if Applicable (Atach):

 Not Applicable 

 GFP 
 GFE 
 GFI 

7. Evalua�on Considera�ons (if known):

To be discussed with Contracting Office based on 
requirement and applicable solicitation requirements. 

Evaluation criteria generally consist of price and other 
factors that are identified in the solicitation in order 
of importance for determining the selected vendor.  

If price is not selected as the most important factor, 
Technical, Past Performance, Other (or a combination 
of them) may either be selected as the most 
important consideration. 

 Minimum standards of performance are known and 
price should be the driving force in vendor selec�on 

 Increased Technical Performance desired over price, 
i.e. willing to pay higher price for increased
performance over a minimum standard

 Increased Past Performance desired over price, i.e. 
willing to pay higher price for beter past performance 

 Other factor(s) desired over price, i.e. willing to pay 
higher price for other considera�ons, i.e. experience, 
delivery schedule, etc. List other factor(s): 

8. Evalua�on Panel Members (list):
Attach additional personnel if more than 3:

Chair (Name/Email): 

Panelist (Name/Email): 

Panelist (Name/Email): 

https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EYktaUgbNDlDh7OwZTeR56UBzg0l17BprVUvkZLlwGLTXQ?e=tiwqbW
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EQOOJKI5vqtOutURz1ZsbG0BDZlo_CZ5pEbY0pPQww8TrA?e=K3bQHj
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EYRUj1UVUNxOqukIS8CgVaUBGINZ-MmvnzkfdsSy78QcBw?e=g4EjPo
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/ES0gCWPILdFAjECz_yn8M_4BRWz1uSHNDx92Z3fWe782Ag?e=GmNzB9


May 2024 

D. Construc�on / AE Only
1. Market Research (Atach):

Conducting Market Research Helps to Define the 
Government’s Requirement and aids in identifying 
potential sources of supply. 

Initial Market Research should be conducted by the 
Requiring Office and provided to the Contracting 
Office for review and validation. The Contracting 
Office will perform additional Market Research to 
finalize the Acquisition Plan and issue the solicitation. 

Please indicate sources reviewed to date in planning 
and provide copies of results as attachments to this 
checklist. 

Suggested Vendors: 

 USDA Wide Awards (IDIQs and BPAs) 
   Can Meet – Source(s): 

 REE Wide Awards (IDIQs and BPAs) 
   Can Meet – Source(s): 

 Other Government Wide Vehicles 
   Can Meet – Source(s): 

2. Requirements Document (Atach):
 Statement of Work 

3. Architect Engineering (Atach, if Applicable):  Project Requirements Document (PRD) 

4. Construc�on Specific (Atach, if Applicable):  Approved Construc�on Authority (Required for new 
construction) 

 Construc�on NEPA Determination 

 Construc�on Drawings 

 Construc�on Specs 
5. Acquisi�on Planning, Ini�al Dra� Documents if
Required (Refer to PGI 407 and REE Acq Manual 3.1)

Contracting Office will document FAR Required 
documentation not captured through use of this 
checklist. 

  Abbreviated Acquisition Plan (Required for Firm Fixed 
Price Contracts > $7.5M to <$50M) 

 Formal Acquisi�on Plan (Required for Non-Firm Fixed 
Price Contracts > $7.5M to <$50M) 

 Not Applicable 

6. Jus�fica�on to Limit Compe��on, if Applicable
(Atach):
 Not Applicable

The Federal Government seeks to compete 
requirements to the maximum extent practicable. 

 Sole Source Jus�fica�on (open market < $250K) 

 Jus�fica�on for Other than Full & Open Compe��on 
(>$250K) 

 Limited Source Jus�fica�on (Limi�ng compe��on on 
GSA) 

https://ias.usda.gov/usdacontracts/index.html
https://usdagcc.sharepoint.com/sites/ARS-APD/SitePages/Category-Management.aspx
https://usdagcc.sharepoint.com/:f:/s/USDAAcquisitionWorkforce/Ejp3wQOpuAFKqMCxtRBonl0BJ03kHOX0BRyLnVqSuGSjEA?e=Ob8uTU
https://usdagcc.sharepoint.com/:b:/r/sites/ARS-APD/Shared%20Documents/REE%20Acquisition%20Manual.pdf?csf=1&web=1&e=DjvaJp
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/Eb8W9SEpKjpCqRpYm2uF-9UBj-1OD7Ol_t26qDwTDL6NYQ?e=3KmbmQ
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EVJF9tzwSnNGgUxZ1k1yEsoBMXiHDg9bsWuWaAgRnQkRGA?e=84ayi8
https://usdagcc.sharepoint.com/:w:/r/sites/ARS-APD/Shared%20Documents/solesource.docx
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/ERLaf96KUflBlS0X26-g8TQBrlOJwZcTjTKoHiAkoFn4mg?e=ghL7jd
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Limiting Competition must be appropriately justified 
and validated prior to solicitation  

  Requirement <$250K 
  Requirement >$250K 

 Brand Name Justification 
     Requirement <$250K 
     Requirement >$250K 

 FAR 16.505 Excep�on to Fair Opportunity 
Applicable to new orders placed under Multiple Award 
Contracts 

7. Government Furnished Property, Equipment
and/or Informa�on, if Applicable (Atach):

 Not Applicable 

 GFP 
 GFE 
 GFI 

8. Evalua�on Considera�ons (if known):

To be discussed with Contracting Office based on 
requirement and applicable solicitation requirements. 

Evaluation criteria generally consist of price and other 
factors that are identified in the solicitation in order 
of importance for determining the selected vendor.  

If price is not selected as the most important factor, 
Technical, Past Performance, Other (or a combination 
of them) may either be selected as the most 
important consideration. 

 Architect Engineering Selec�on Criteria (FAR 36.602-
1) 

 Minimum standards of performance are known and 
price should be the driving force in vendor selec�on 

 Increased Technical Performance desired over price, 
i.e. willing to pay higher price for increased
performance over a minimum standard

 Increased Past Performance desired over price, i.e. 
willing to pay higher price for beter past performance 

 Other factor(s) desired over price, i.e. willing to pay 
higher price for other considera�ons, i.e. experience, 
delivery schedule, etc. List other factor(s): 

9. Evalua�on Panel Members (list):
Attach additional personnel if more than 3:

Chair (Name/Email): 

Panelist (Name/Email): 

Panelist (Name/Email): 

https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EUXJiC0I3qtHhTQ-4XDEOwYBORE67B_xeTdz5hxBE3I3tw?e=Y6QGyY
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EYktaUgbNDlDh7OwZTeR56UBzg0l17BprVUvkZLlwGLTXQ?e=tiwqbW
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EQOOJKI5vqtOutURz1ZsbG0BDZlo_CZ5pEbY0pPQww8TrA?e=K3bQHj
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EYRUj1UVUNxOqukIS8CgVaUBGINZ-MmvnzkfdsSy78QcBw?e=g4EjPo
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/ES0gCWPILdFAjECz_yn8M_4BRWz1uSHNDx92Z3fWe782Ag?e=GmNzB9
https://www.acquisition.gov/far/part-36#FAR_36_602_1
https://www.acquisition.gov/far/part-36#FAR_36_602_1
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D. Informa�on Technology Supplies Only
1. Market Research (Atach):

If the AAR Application and Maintenance Support 
MASPM Checklist and the AAR Application and 
Maintenance Support CM Checklists have been 
completed for this requirement, no additional Market 
Research is needed.  

Conducting Market Research Helps to Define the 
Government’s Requirement and aids in identifying 
potential sources of supply. 

Initial Market Research should be conducted by the 
Requiring Office and provided to the Contracting 
Office for review and validation. The Contracting 
Office will perform additional Market Research to 
finalize the Acquisition Plan and issue the solicitation. 

Suggested Vendors: 

 AAR App & Main Support CM Checklist 

 AAR App & Main Support MASPM Checklist 

 AAR App & Main Support CEC Checklist 

OR 

 Required Sources of Supply 
   Cannot Meet 
   Can Meet – Source(s): 

 USDA Wide Awards (IDIQs and BPAs) 
   Can Meet – Source(s): 

 REE Wide Awards (IDIQs and BPAs) 
   Can Meet – Source(s): 

 GSA Schedule Vendors 
   Can Meet – Source(s): 

 Other Government Wide Vehicles 
   Can Meet – Source(s): 

2. Country of Manufacturing Origin, if Known:

3. Requirements Document (Atach):  Salient Characteris�cs 

 Specifica�ons 

4. Acquisi�on Planning, Ini�al Dra� Documents if
Required (Refer to PGI 407 and REE Acq Manual 3.1)

Contracting Office will document FAR Required 
documentation not captured through use of this 
checklist. 

 Not Applicable 

  Abbreviated Acquisition Plan (Required for ac�ons > 
$250K consistent with AS/AP strategy and within 
approved cost) 

 Revision/reapprove AS/AP (Required for ac�ons > 
$250K NOT consistent with AS/AP strategy and/or NOT 
within approved cost) 

5. Jus�fica�on to Limit Compe��on, if Applicable
(Atach):
 Not Applicable

 Sole Source Jus�fica�on (open market < $250K) 

 Jus�fica�on for Other than Full & Open Compe��on 
(>$250K) 

https://www.acquisition.gov/far/part-8#FAR_8_002
https://ias.usda.gov/usdacontracts/index.html
https://usdagcc.sharepoint.com/sites/ARS-APD/SitePages/Category-Management.aspx
https://www.gsaelibrary.gsa.gov/ElibMain/home.do
https://usdagcc.sharepoint.com/:f:/s/USDAAcquisitionWorkforce/Ejp3wQOpuAFKqMCxtRBonl0BJ03kHOX0BRyLnVqSuGSjEA?e=Ob8uTU
https://usdagcc.sharepoint.com/:b:/r/sites/ARS-APD/Shared%20Documents/REE%20Acquisition%20Manual.pdf?csf=1&web=1&e=DjvaJp
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/Eb8W9SEpKjpCqRpYm2uF-9UBj-1OD7Ol_t26qDwTDL6NYQ?e=3KmbmQ
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EddUFK7ZHHNKnO8GJo97RQUByQAn_AgT_aSxYU48B-XNmA?e=GEYWA2
https://usdagcc.sharepoint.com/:w:/r/sites/ARS-APD/Shared%20Documents/solesource.docx
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/ERLaf96KUflBlS0X26-g8TQBrlOJwZcTjTKoHiAkoFn4mg?e=ghL7jd
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The Federal Government seeks to compete 
requirements to the maximum extent practicable. 
Limiting Competition must be appropriately justified 
and validated prior to solicitation  

 Limited Source Jus�fica�on (Limi�ng compe��on on 
GSA) 

  Requirement <$250K 
  Requirement >$250K 

 Brand Name Justification 
     Requirement <$250K 
     Requirement >$250K 

 FAR 16.505 Excep�on to Fair Opportunity 
Applicable to new orders placed under Multiple Award 
Contracts 

6. Government Furnished Property, Equipment
and/or Informa�on, if Applicable (Atach):

 Not Applicable 

 GFP 
 GFE 
 GFI 

7. Evalua�on Considera�ons (if known):

To be discussed with Contracting Office based on 
requirement and applicable solicitation requirements. 

 Minimum standards of performance are known and 
price should be the driving force in vendor selec�on 

 Increased Technical Performance desired over price, 
i.e. willing to pay higher price for increased
performance over a minimum standard

8. Evalua�on Panel Members (list):
Attach additional personnel if more than 3:

Chair (Name/Email): 

Panelist (Name/Email): 

Panelist (Name/Email): 

https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EUXJiC0I3qtHhTQ-4XDEOwYBORE67B_xeTdz5hxBE3I3tw?e=Y6QGyY
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EYktaUgbNDlDh7OwZTeR56UBzg0l17BprVUvkZLlwGLTXQ?e=tiwqbW
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EQOOJKI5vqtOutURz1ZsbG0BDZlo_CZ5pEbY0pPQww8TrA?e=K3bQHj
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EYRUj1UVUNxOqukIS8CgVaUBGINZ-MmvnzkfdsSy78QcBw?e=g4EjPo
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/ES0gCWPILdFAjECz_yn8M_4BRWz1uSHNDx92Z3fWe782Ag?e=GmNzB9


May 2024 

D. Informa�on Technology Services Only
1. Market Research (Atach):

If the AAR Application and Maintenance Support 
MASPM Checklist and the AAR Application and 
Maintenance Support CM Checklists have been 
completed for this requirement, no additional Market 
Research is needed.  

Conducting Market Research Helps to Define the 
Government’s Requirement and aids in identifying 
potential sources of supply. 

Initial Market Research should be conducted by the 
Requiring Office and provided to the Contracting Office 
for review and validation. The Contracting Office will 
perform additional Market Research to finalize the 
Acquisition Plan and issue the solicitation. 

Suggested Vendors: 

 AAR App & Main Support CM Checklist 

 AAR App & Main Support MASPM Checklist 

 AAR App & Main Support CEC Checklist 

OR 

 Required Sources of Supply 
   Cannot Meet 
   Can Meet – Source(s): 

 USDA Wide Awards (IDIQs and BPAs) 
   Can Meet – Source(s): 

 REE Wide Awards (IDIQs and BPAs) 
   Can Meet – Source(s): 

 GSA Schedule Vendors 
   Can Meet – Source(s): 

 Other Government Wide Vehicles 
   Can Meet – Source(s): 

2. Requirements Document (Atach):
In addition to the Performance Work Statement,
Statement of Objectives, or Statement of work please
include the AAR NIFA Application and Maintenance
Support CEC Checklist

 Performance Work Statement 

 Statement of Objec�ves 

 Statement of Work 

3. Surveillance Documents (Performance Based
Ac�ons Only)

For Performance Work Statements and Statements of 
Objectives Only 

 Quality Assurance Surveillance Plan (Government 
Developed; Atach) 

 Quality Assurance Surveillance Plan (Contractor 
Proposed) 

4. Acquisi�on Planning, Ini�al Dra� Documents if
Required (Refer to PGI 407 and REE Acq Manual 3.1)

Contracting Office will document FAR Required 
documentation not captured through use of this 
checklist. 

  Abbreviated Acquisition Plan (Required for ac�ons > 
$250K consistent with AS/AP strategy and within 
approved cost) 

 Revision/reapprove AS/AP (Required for ac�ons > 
$250K NOT consistent with AS/AP strategy and/or NOT 
within approved cost) 

https://www.acquisition.gov/far/part-8#FAR_8_002
https://ias.usda.gov/usdacontracts/index.html
https://usdagcc.sharepoint.com/sites/ARS-APD/SitePages/Category-Management.aspx
https://www.gsaelibrary.gsa.gov/ElibMain/home.do
https://usdagcc.sharepoint.com/:f:/s/USDAAcquisitionWorkforce/Ejp3wQOpuAFKqMCxtRBonl0BJ03kHOX0BRyLnVqSuGSjEA?e=Ob8uTU
https://usdagcc.sharepoint.com/:b:/r/sites/ARS-APD/Shared%20Documents/REE%20Acquisition%20Manual.pdf?csf=1&web=1&e=DjvaJp
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/Eb8W9SEpKjpCqRpYm2uF-9UBj-1OD7Ol_t26qDwTDL6NYQ?e=3KmbmQ
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EddUFK7ZHHNKnO8GJo97RQUByQAn_AgT_aSxYU48B-XNmA?e=GEYWA2
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 Not Applicable 

5. Jus�fica�on to Limit Compe��on, if Applicable
(Atach):
 Not Applicable

The Federal Government seeks to compete 
requirements to the maximum extent practicable. 
Limiting Competition must be appropriately justified 
and validated prior to solicitation  

 Sole Source Jus�fica�on (open market < $250K) 

 Jus�fica�on for Other than Full & Open Compe��on 
(>$250K) 

 Limited Source Jus�fica�on (Limi�ng compe��on on 
GSA) 

  Requirement <$250K 
  Requirement >$250K 

 Brand Name Justification 
     Requirement <$250K 
     Requirement >$250K 

 FAR 16.505 Excep�on to Fair Opportunity 
Applicable to new orders placed under Multiple Award 
Contracts 

6. Government Furnished Property, Equipment
and/or Informa�on, if Applicable (Atach):

 Not Applicable 

 GFP 
 GFE 
 GFI 

7. Evalua�on Considera�ons (if known):

To be discussed with Contracting Office based on 
requirement and applicable solicitation requirements. 

Evaluation criteria generally consist of price and other 
factors that are identified in the solicitation in order of 
importance for determining the selected vendor.  

If price is not selected as the most important factor, 
Technical, Past Performance, Other (or a combination 
of them) may either be selected as the most important 
consideration. 

 Minimum standards of performance are known and 
price should be the driving force in vendor selec�on 

 Increased Technical Performance desired over price, 
i.e. willing to pay higher price for increased
performance over a minimum standard

 Increased Past Performance desired over price, i.e. 
willing to pay higher price for beter past performance 

 Other factor(s) desired over price, i.e. willing to pay 
higher price for other considera�ons, i.e. experience, 
delivery schedule, etc. List other factor(s): 

8. Evalua�on Panel Members (list):
Attach additional personnel if more than 3:

Chair (Name/Email): 

Panelist (Name/Email): 

Panelist (Name/Email): 

https://usdagcc.sharepoint.com/:w:/r/sites/ARS-APD/Shared%20Documents/solesource.docx
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/ERLaf96KUflBlS0X26-g8TQBrlOJwZcTjTKoHiAkoFn4mg?e=ghL7jd
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EUXJiC0I3qtHhTQ-4XDEOwYBORE67B_xeTdz5hxBE3I3tw?e=Y6QGyY
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EYktaUgbNDlDh7OwZTeR56UBzg0l17BprVUvkZLlwGLTXQ?e=tiwqbW
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EQOOJKI5vqtOutURz1ZsbG0BDZlo_CZ5pEbY0pPQww8TrA?e=K3bQHj
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/EYRUj1UVUNxOqukIS8CgVaUBGINZ-MmvnzkfdsSy78QcBw?e=g4EjPo
https://usdagcc.sharepoint.com/:w:/s/USDAAcquisitionWorkforce/ES0gCWPILdFAjECz_yn8M_4BRWz1uSHNDx92Z3fWe782Ag?e=GmNzB9


Defini�ons and Addi�onal Informa�on

Please see below for brief defini�ons and explana�ons for checklist documents. If at any point you need 
addi�onal explana�on, you are encouraged to contact your servicing contrac�ng office. Point of Contact 
informa�on can be found here. 

Points of Contact 

Contrac�ng Officer’s Representa�ve (COR) – play a cri�cal role in ensuring that contractors meet contract 
requirements and objec�ves by monitoring contract performance and verifying that contract terms and 
condi�ons are sa�sfied. CORs are required for Commercial Item Supplies awards that are expected to exceed 
$1 Million, and for Services, Construc�on, Architect Engineering and Non-Commercial Supplies expected to 
exceed $250,000. A Contrac�ng Officer may request a COR Nomina�on for par�cular, complex requirements. 

IPP Approver – This person would need to obtain system access for the Invoice Processing Pla�orm, and would 
be responsible for the reviewing and approving of invoices for the award in the system.  

IAS COR Pick List – Available to all IAS Users (Requisi�oners, Budget Approvers, Contrac�ng, and Reports Users) 
through the IAS Repor�ng Tool. To access, please go to Report User -> User -> COR and IPP Users. Ac�ve CORs 
are shown with a “Y” under the COR Cer�fied column. 

AO and/or Individual – Administra�ve Officer, if applicable, or another individual who wishes to receive status 
no�fica�ons and/or award documents upon comple�on.   

Return to Checklist: 

Funding Table  
Supplies 
Services 
Construc�on / AE 
Informa�on Technology Supply 
Informa�on Technology Services 

Funding Table 

Funded Amount – This is the amount of funding that is placed on the requisi�on, and may be lower than the 
overall an�cipated amount of the current period of performance, or overall contract amount.  

Independent Government Es�mate (IGE) – The Government’s internal es�mate of the projected price or cost 
that a contractor would incur in the successful performance of a contract. 
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https://usdagcc.sharepoint.com/sites/ARS-APD/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FARS%2DAPD%2FShared%20Documents%2FProcurement%20Points%20of%20Contact%2Epdf&parent=%2Fsites%2FARS%2DAPD%2FShared%20Documents
https://ias.usda.gov/iasAccess.html
https://ocpiasx0031.edc.ds1.usda.gov/ords/f?p=106
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Market Research Quote – quotes obtained from vendors prior to a solicita�on during the course of conduc�ng 
market research. 

Published Price List – a catalog or established list of prices that is publicly available through a vendor’s website 
or other source. 

Return to Checklist: 

Funding Table  
Supplies 
Services 
Construc�on / AE 
Informa�on Technology Supply 
Informa�on Technology Services 

Market Research 

USDA Wide Awards – these are a list of awards that are available for all USDA agencies to place either calls or 
orders against; please refer to the ordering instruc�ons within each award for specific informa�on regarding 
the level of compe��on required for use. If the award does not require further compe��on, a sole source 
jus�fica�on is not required. 

REE Wide Awards – these are a list of awards that are available for all REE agencies to place either calls or 
orders against; please refer to the ordering instruc�ons within each award for specific informa�on regarding 
the level of compe��on required for use. If the award does not require further compe��on, a sole source 
jus�fica�on is not required. 

IDIQ – Indefinite Delivery, Indefinite Quan�ty Contract; Allows for the placing of task or delivery orders for 
supplies or services included in the requirements document with flexible quan��es and delivery schedules 
according to a need determined during the ordering process. May be Mul�ple or Single Award, so may require 
addi�onal compe��ve efforts at �me of ordering (please refer to the ordering instruc�ons in the IDIQ). 

BPA – Blanket Purchase Agreement; a simplified method of filling an�cipated repe��ve needs for supplies or 
services by establishing "charge accounts" with qualified sources of supply. It is not a contract and may require 
addi�onal compe��ve efforts, depending on the authority cited to establish the BPA (please refer to the 
instruc�ons provided in the BPA).  

Return to Checklist: 

Funding Table  
Supplies 
Services 
Construc�on / AE 
Informa�on Technology Supply 
Informa�on Technology Services 



Requirements Documents 

Salient Characteris�cs – characteris�cs that make an item equal to a specific brand name item; used in brand 
name or equal evalua�ons where the brand name item or its third-party equivalent meet the government’s 
requirement. 

Specifica�ons - a document that lists exact requirements of a par�cular system or item that is generally built to 
order or has op�onal configura�ons which must be captured, such as a server that houses specific so�ware for 
par�cular research requirements. 

Statement of Objec�ves (SOO) – a document that iden�fies broad, basic, top-level objec�ves of a 
procurement. A contractor uses the SOO to develop a Performance Work Statement (PWS) that is supplied as 
an input during the solicita�on process and incorporated into the final contract.  

Performance Work Statement (PWS) – a document that describes the required results in clear, specific and 
objec�ve terms with measurable outcomes. The key dis�nc�on is that a PWS describes an end-state that we 
require and not the steps that the contractor must take in order to get there. This provides an incen�ve for 
contractors to use commercial prac�ces and innova�on in order to meet acquisi�on objec�ves. Some goals of 
pursuing acquisi�ons with a PWS are to atain beter prices and performance by providing the contractor with 
flexibility in how they perform the service. Surveillance of the work is more consistent with industry prac�ce, 
and is generally less than that required by tasks outlined in a SOW. Because of this, there is a preference to 
u�lize a PWS instead of a SOW for service contracts when possible.

Statement of Work (SOW) – a document that outlines specific services that a contractor is required to perform 
by indica�ng the type, level and quality of service, as well as the �me schedule required. SOWs are generally 
used when the service must be performed to exac�ng standards that are set and monitored by the requiring 
office. Tasks are defined for the contractor to perform using clear, jargon-free direc�on. 

Return to Checklist: 

Funding Table  
Supplies 
Services 
Construc�on / AE 
Informa�on Technology Supply 
Informa�on Technology Services 

Surveillance Documents 

Quality Assurance Surveillance Plan (QASP) – is used in conjunc�on with a PWS, typically on larger, more 
complex service contracts, to establish a contractor’s quality control obliga�ons. The QASP contains 
measurable inspec�on and acceptance criteria that corresponds to the performance standards listed in the 
PWS. The QASP must focus on the level of performance required in the PWS, and not the methodology used by 
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the contractor to perform the service. The PWS and QASP are interdependent documents and should be cross-
referenced to each other. 

Return to Checklist: 

Funding Table  
Supplies 
Services 
Construc�on / AE 
Informa�on Technology Supply 
Informa�on Technology Services 

Government Furnished Property, Equipment, and/or Informa�on 

Government Furnished Property – property that is owned by the government and delivered to or made 
available to a contractor for use during a contract. 

Government Furnished Equipment – equipment that is owned by the government and delivered to or made 
available to a contractor for use during a contract. 

Government Furnished Informa�on – informa�on that the government supplies to a contractor for use during 
a contract. 

Return to Checklist: 

Funding Table  
Supplies 
Services 
Construc�on / AE 
Informa�on Technology Supply 
Informa�on Technology Services 
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