Acquisition Services Directorate

Service-Level Agreement Attachment
This Service-Level Agreement (SLA) describes the services that the Acquisition Services Directorate of the National Business Center, Department of the Interior (AQD), shall provide to [insert the name of agency], (Requesting Agency) under the attached Interagency Agreement.  This SLA describes AQD’s acquisition services in depth, describes the Requesting Agency’s role in the acquisitions that will be performed under the IA, and provides AQD’s performance metrics for ensuring efficient, timely, and high-quality services.
I.  AQD Core Business Hours 
AQD’s Core Business Hours are 8:00 AM – 5:00 PM local time for each location.
II.  Performance Metrics 
AQD is committed to providing high-quality, compliant acquisition services in an efficient and timely manner.  To that end, AQD will make every effort to perform the services described in this IA in accordance with the following metrics:
	Procurement Action Lead Time (PALT)

	PALT refers to the length of time between AQD’s acceptance of a complete acquisition package from the Requesting Agency and the date of an award.  AQD will make every effort to award contract actions within the PALT timeframes listed below.  These timeframes are measured in calendar days.

	Type of Acquisition
	Length of PALT

	Simplified Acquisitions under $100,000
	35 – 45 days

	Negotiated Acquisitions
	120 – 180 days

	Delivery Orders against Federal Supply Schedule Contracts
	10 – 20 days

	Task Orders against Federal Supply Schedule Contracts
	60 – 90 days

	Delivery Orders against IDIQ Contracts other than FSS
	10 - 20 days 

	Task Orders against IDIQ Contracts other than FSS
	60 – 90 days

	Acquisitions over $100,000 Using Simplified Acquisition Procedures
	90 – 150 days

	
	

	Response to Customer Feedback

	AQD encourages customers to contact us if there are any problems with our services, using the following link:  www.aqd.nbc.gov/survey.  AQD will make every effort to respond within the timeframes below.

	Response Type
	Timeframe

	Initial Response
	Within 2 days

	Problem Resolution
	Within 3 - 5 days


III.  AQD’s Services  

A.
Acquisition Planning.  AQD shall: 
1. Work with the Requesting Agency to finalize SOW/SOO/PWS/specifications and ensure that the Requesting Agency has concurred on SOW/SOO/PWS/specs before finalizing.  

2. Conduct and document market research. 

3. Depending on the size and complexity of the acquisition, establish a formal acquisition plan addressing technical, business, management and other significant considerations that will control the acquisition.   

4. Select an appropriate contract type based on the nature of the requirement and the associated risk and provide Requesting Agency with opportunity to concur on contract type as well as with acquisition plan, when required.

5. Consult with Requesting Agency to identify work requiring surveillance and the method of surveillance.  Ensure the selected surveillance method, including costs and required resources, are appropriate for the risk associated with the acquisition and are documented adequately.   
6. For each requirement, determine the required level of contract administration.  For simple acquisitions, designate a Receiving Official to accept delivery and verify invoice payment.  For complex acquisitions, appoint a qualified and trained Contracting Officer's Technical Representative (COTR) before contract performance begins.
B.
Contract Award.  AQD shall:
1. Seek competition unless an exception is justified.  Request supporting rationale and appropriate documentation from the Requesting Agency to support an exception to competition.

2. Ensure the Requesting Agency-unique laws or restrictions and data collection and reporting requirements that have been identified by the Requesting Agency are followed. Work with the Requesting Agency to mutually agree to appropriate contract clauses addressing customer-unique laws and policies.

3. Ensure appropriate price reasonableness and best value determination is conducted and documented at time of award.  Request and consider any input from Requesting Agency, including its independent cost estimate.
4. Ensure accurate contract data reporting into the applicable government-wide database – e.g., the Federal Procurement Data System; the Past Performance Information Retrieval System; and the Electronic Subcontracting Reporting System (ESRS).  Ensure proper socio-economic credit is assigned to the Requesting Agency.  Confer with Requesting Agency if funding agency code has not been provided.
C.
Contract Administration.  AQD shall:
1. Ensure that contract surveillance is conducted commensurate with the criticality of the service or task and the resources are available to accomplish the surveillance. If a COTR/COR is appointed, ensure that the individual is qualified and certified as necessary.
2. As applicable, work with the appointed COTR/COR, or other official responsible for invoice review, to facilitate accurate and timely review and payment to the contractor.  Approve or disapprove payment in accordance with the contract terms and conditions. 
3. Take appropriate and timely actions to address contractor performance problems.
4. Work with Requesting Agency to evaluate proposals for changes to the contract and perform modifications within the overall scope of the contract or order. 

5. Evaluate the contractor’s performance, taking into consideration data provided by the Requesting Agency and document performance in the contract file. 

6. Close out contract/order upon ensuring that all contract/order requirements and administrative actions have been completed.  Return unused balance of the funds to the Requesting Agency.

IV.  The Requesting Agency’s Role in the Acquisition Process 

A.
Acquisition Planning.  The Requesting Agency shall: 
1. Work with AQD to build on initial acquisition planning and market research that was conducted and documented to finalize requirements documents and establish a formal acquisition plan, where required.

2. Ensure sufficient time has been built into the acquisition schedule to maximize competition and encourage contractors to provide quality offers.

3. If an exception to competition is required and justified, develop supporting rationale through market research and provide documentation to AQD.
4. Where applicable, provide qualified, trained, available, and willing individuals to be designated or appointed by AQD Contracting Officer to serve as the Receiving Official or Contracting Officer’s Technical Representative (COTR).  The COTR must be able to provide direct oversight of the work performed by the contractor.  
5. Provide alternate individuals within reasonable time should the appointed personnel  provided by the Requesting Agency be found by the Servicing Agency CO to be unable or unavailable to perform the required duties.
6. COTRs must be qualified individuals with technical expertise and with appropriate acquisition training.  All COTRs must complete 40 hours of initial acquisition training prior to their appointment.  This training must have occurred in the two years prior to their appointment.  In addition, COTRs must complete at least 40 hours of acquisition training every two years to maintain currency. 
B.
Contract Award.  The Requesting Agency shall:
1. Apprise AQD of all terms, conditions, and requirements to be incorporated into the contract/order as necessary to comply with the statutes, regulations and directives that are unique to the Requesting Agency.  

2. Provide information and timely clearance on security requirements. 
3. Provide necessary resources for technical evaluation of offers and participation in activities that require technical expertise. 

a. Participate in the development of technical evaluation criteria.

b. Attend oral presentation and due diligence sessions.

c. Conduct or assist with technical evaluations of offers. 

5. Ensure that correct data is provided in a timely manner to AQD to facilitate accurate and complete data reporting. Provide the correct funding agency code to AQD needed for accurate reporting to FPDS-NG.

C.
Contract Administration.  The Requesting Agency shall:
1. Ensure deliverables are received in a timely manner and quality is acceptable. 

2. Conduct appropriate surveillance, which may include site visits, pre-planned inspections, random unscheduled inspections, review of contractor reporting requirements (e.g., progress reports, shop plans, and blueprints), and periodic meetings with contractor officials.

3. Track, measure, and report to AQD’s Contracting Officer on the performance of the contractor.  Advise AQD’s contracting officer of any circumstances that affect performance by the contractor, including failures to comply with technical requirements of the contract or to show a commitment to customer satisfaction, particularly if the contractor does not make corrections.  
4. Ensure agency personnel are not authorizing work (making commitments or promises, issuing instructions to start or stop work, directing changes), changing any contractual documents, modifying the scope of work (including the period of performance), authorizing accrual of costs, or otherwise providing direction to the contractor, except as expressly authorized in the appointment by AQD’s Contracting Officer. 

5. Review the invoice and advise AQD’s contracting officer and / or the NBC personnel designated in the contractual document whether to approve or disapprove payment. 

6. Support contract close-out functions, to include providing appropriate funding to satisfy settlement agreements and/or claims.
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