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The USMC Contract Management Process Guide (CMPG) is a web-enabled guide designed by Headquarters Marine Corps (HQMC) Assistant Deputy Commandant, Installations and Logistics (ADC, I&L) (Contracts) to benefit contracting personnel within the Marine Corps Field Contracting System (MCFCS) and their Customers. The USMC CMPG houses process and regulatory guidance, tools in the form of templates and samples, and hyperlinks to additional information to promote consistency and standardization across the field, reduce variation, and open communication channels across the MCFCS to share best practices and lessons learned.  
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]The USMC CMPG will be updated as changes occur within the Department of Defense (DoD), Department of Navy (DON), USMC, and HQMC acquisition regulations, policies, and procedures. The USMC CMPG will also be revised based upon feedback from MCFCS personnel. This feedback will be instrumental in growing and shaping the CMPG and ensuring its sustained success. Please share your thoughts by directing comments, in writing, to HQMC, I&L (Contracts) at CMPGFeedback@usmc.mil or simply click on CONTACT US, located in the upper right hand corner of the CMPG. Additional contact information for key personnel in HQMC, I&L (Contracts) is also available in Section VI below.

Regulations
Strict compliance with Federal regulations ensures best value products and services are delivered to the Customer while maintaining the public’s trust and fulfilling public policy objectives. The USMC CMPG references and follows the following DoD, DON, and Marine Corps regulations, policy, and guidance: 
· Federal Acquisition Regulation (FAR).
· DoD FAR Supplement (DFARS).
· DFARS Procedures, Guidance and Information (PGI).
· Navy Marine Corps Acquisition Regulation Supplement (NMCARS).
· Marine Corps Acquisition Procedures Supplement (MAPS).

Roles and Responsibilities
Contracting responsibilities within the USMC are divided between two Heads of Contracting Activity (HCAs) as stated in DFARS 202.101: HQMC, DC, I&L and the Marine Corps Systems Command (MCSC). DC, I&L HCA has delegated contracting authority to the MCFCS via ADC, I&L (Contracts). The Senior Procurement Executive for the USMC is the DON Assistant Secretary of the Navy, Research, Development, and Acquisition (ASN(RD&A)). 
ADC, I&L (Contracts)
The January 2004 Memorandum of Understanding (MOU) between MCSC and ADC, I&L (Contracts) delineates further duties and responsibilities related to the Marine Corps procurement and contracting mission. The following roles have been established for ADC, I&L (Contracts):
· Set contracting policy and oversight in acquiring supplies and services for the MCFCS, including Marine Corps Logistics Command (MCLC), Marine Corps Contingency Contracting Offices (CKOs), and Marine Corps bases and stations.
· Integrate USMC procurement/contracting policies and procedures in the Marine Corps Acquisition Procedures Supplement (MAPS).
· Act as the Competition Advocate for the USMC.
· Provide Procurement Performance Management Assessment Program (PPMAP) policy and guidance.
· Serve as the Community Manager for the USMC Contracting Career Field in collaboration with MCSC, to provide an enterprise perspective for managing the military and civilian contracting workforce. 
· Implement and Direct the USMC Small and Disadvantaged Business Utilization (SADBU) Program, partnering with MCSC to maximize Small Business participation within the Marine Corps. 
· Serve as the Program Manager for the USMC Governmentwide Commercial Purchase Card (GCPC) Program and serve as the Level III Agency Program Coordinator (APC). 
· Serve as the functional Point of Contact (POC) for Paperless Acquisition (e.g., Standard Procurement System (SPS), Wide Area Workflow (WAWF), PR Builder, FPDS-NG) as well as automated systems such as Contractor Performance and Assessment Reporting System (CPARS).
· Coordinate all reporting requirements in collaboration with MCSC, as determined on a case-by-case basis, to determine whether reporting requirements will be consolidated or submitted separately.

HQMC, I&L (Contracts)

Mission: Provide the right tools and guidance to our Marine Corps Field Contracting System (MCFCS) to fully support Marines. We will achieve our mission through the efforts of a highly skilled, multidisciplined, and professional workforce. 

To accomplish our mission, we will:  
· Provide expeditious regulatory expertise, interpretation, advice, and policies. 
· Advocate the USMC's position throughout DoD by influencing contracting and acquisition policies to meet the needs of Marine Corps Operating Forces and Supporting Establishment. 
· Provide logical standardization, quality, and value-added oversight. 
· Evaluate, select, and implement effective acquisition technology systems and tools that best support our Customers. 
· Enhance and develop our workforce through superior community management. 
· Establish a training program that encompasses the ever-changing needs of our community with a focus on current and future technology requirements. 


Marine Corps Systems Command 

Mission: To serve as the Commandant's principal agent for acquisition and sustainment of systems and equipment used by the Operating Forces to accomplish their warfighting mission.

Command Vision:
· To be recognized within the Department of Defense as the Leader in Equipping the Warfighter to Win.
· We are timely and consistent in providing quality systems and equipment to the Operating Forces.
· We expertly manage systems and equipment during their entire lifecycle.
· We are a proud, high performance, team-based, learning organization working in a professional environment.
· We employ highly effective, streamlined, and innovative business processes.

As stated in SECNAVINST 5400.15C, MCSC is responsible for the management of assigned programs; maintaining oversight of cost, schedule, and performance; and reporting directly to ASN(RD&A) for all matters pertaining to research, development, and acquisition. MCSC is assigned management authority and accountability for weapon and IT system programs. Specifically, MCSC’s acquisition areas of cognizance include the following:
· Information Systems and Network Infrastructure systems and equipment.
· Battlespace Management and Air Defense systems and equipment to include Marine Air Ground Task Force (MAGTF) Command and Control and Operations Center systems and equipment.
· Communications and Intelligence systems and equipment.
· Infantry Weapons Systems and equipment to include amphibious raid and ground reconnaissance systems and equipment.
· Armor and Fire Support to include tracked combat vehicles, light armored vehicles and artillery systems and equipment.
· Ground Transportation and Engineer Systems and equipment.
· Combat Equipment and Support Systems to include individual clothing and equipment systems. 
· Training Systems and Equipment associated with Marine Corps unique requirements.
· Ammunition items to include procurement, surveillance and maintenance of Marine Corps weapons and associated ordnance items.

USMC Regionalization
To capitalize on economies of scale and eliminate duplicative efforts, the USMC has undergone an organizational transformation resulting in a regional management model. This regionalization resulted in the identification of five geographically-based Marine Corps Installations (MCIs), which make up the MCFCS (formerly referred to as Regional Contracting Offices (RCOs)):
· MCI East, located at Marine Corps Base (MCB) Camp LeJeune
· MCI West, located at MCB Camp Pendleton
· MCI Mid-Pacific, located at MCB Hawaii
· MCI Western Pacific, located at MCB Camp Butler
· MCINCR, located at MCB Quantico

The Marine Expeditionary Forces (MEF) Headquarters are co-located with individual MCIs to best leverage support for our operational forces. 

Associated Commands
Naval Supply Systems Command (NAVSUPSYSCOM): Per SECNAVINST 5400.15C, NAVSUPSYSCOM directly supervises, manages, and serves as the logistics support authority for Navy and Marine Corps SYSCOMs, Program Executive Offices (PEOs), Direct Reporting Program Managers (DRPMs), and PMs and their assigned acquisition programs throughout the program life cycle. NAVSUPSYSCOM reports to ASN(RD&A) for overall execution of logistics support. 

Two areas of responsibility for which NAVSUPSYSCOM provides direct instruction to the MCFCS are:
1. Simplified Acquisition Procedures (SAP), via the NAVSUPINST 4200.85D 
2. Governmentwide Commercial Purchase Card (GCPC) Program, via NAVSUPINST 4200.99. 

This USMC CMPG incorporates this instruction by providing additional guidance and procedures to the field by means of the SAP Module and GCPC Module. 

· Naval Facilities Engineering Command (NAVFACENGCOM):  NMCARS 5201.6 identifies NAVFACENGCOM as being responsible for awarding and administering all architect-engineer, construction and facilities support contracts, supporting Navy and Marine Corps combat readiness. 
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Identification of Key Players
The Contracting Process is intricate and involved, requiring cooperative efforts among several key participants who are referred to across the DoD by many different designations. The USMC CMPG utilizes the following conventions to refer to these key entities and their support personnel:
· Project Officer = Customer, Requiring Activity, Program Manager, or Technical Code and respective support personnel.  
· Contracting Officer = Contracting Officer, Contract Specialist, Contingency Contracting Officer (CKO), Buyer, or Purchasing Agent. 
· Contracting Officer’s Representative  = COR.
· CL = Office of Counsel for the Commandant.
· CL field Counsel = Office of Counsel for the Commandant (CL) field Counsel. 

Project Officer. The first individual involved in the contracting process is the Project Officer. From defining requirements and developing documentation to managing a project postaward, the Project Officer and his/her support staff provide key data, technical insight, and program oversight essential to developing, awarding, and sustaining a successful contract. With an understanding of roles and responsibilities within the process, the Project Officer is able to contribute to a smooth, successful procurement.

Contracting Officer. The Contracting Officer is the backbone of the contracting process. Upon receipt of a requirement from the Project Officer, the Contracting Officer solicits offers, leads the evaluation process, awards and manages the resultant contract, and ensures proper contract closeout, completion, and retention. The Contracting Officer is key in the planning stage as he or she must ensure consideration of requisite socioeconomic policies, completion of mandatory compliance documentation, and adherence to Federal fiduciary requirements. Only Contracting Officers acting within their delegated authority are empowered to execute a contract on behalf of the Government. 

Contracting Officer’s Representative (COR). Rarely will a Contracting Officer have the expertise in all facets of every procurement he or she administers to ensure a successful contract. To assist them in technical monitoring and administration of a contract, Contracting Officers may designate qualified personnel as their authorized representatives. These individuals, known as Contracting Officer's Representatives (CORs), must be technically qualified and properly trained before assuming responsibilities such as monitoring receipt of contract deliverables, verifying the accuracy of contract invoices, and monitoring contract expenditures. A COR’s contract administration duties can be simple or complex and time-consuming, depending on the type of contract, Contractor performance, and the nature of the work. A COR is said to be the “eyes and ears” of the Contracting Officer. 

CL and CL field Counsel. While it is understood that CL and CL field Counsel legal support is advisory in nature, a prudent Contracting Officer will adhere to the advice of legal advisors and include them throughout the contracting process. From acquisition planning to solicitation review, evaluation oversight to debriefing of unsuccessful Offerors, addressing potential disputes and protests to reviewing correspondence with Contractors, CL and CL field Counsel are an integral part of the procurement team. 


The Contracting Process – The Five Phases 
The contracting process involves all activities associated with identifying and justifying a mission need, formulating an acquisition strategy to meet this need, and implementing the strategy by means of a contractual relationship with the private sector. The CMPG is structured in a manner that follows the five phases of the contracting process – from the Planning of a procurement to the Solicitation for and Evaluation of offers, Award of a contract, and Postaward management of that contract. 

Planning
The most important phase of the contracting process is Planning. In this first phase, key decisions are made which lay the foundation and create a path for the entire acquisition. The Contracting and Project Officer form a team, establishing mutual understanding of requirements and the best process by which to fulfill them. Variables such as conflicts of interest, competition, procurement methods, contract types, small business and socioeconomic considerations, source selection techniques, and long-term administrative support are identified.

The contracting process framework is established by law and regulation. The complexity and urgency of individual procurements will dictate procurement activities and timelines. The Contracting and Project Officer must work together throughout the process, but especially in the Planning phase to establish realistic timelines to ensure the coordination of contract award and obligation of funds.

Solicitation 
In the solicitation phase, the Contracting Officer begins to execute the Acquisition Plan. The objective of preparing the solicitation is to accurately describe Marine Corps requirements so that all qualified Offerors are given the opportunity to respond. This phase of the contracting process includes publicizing the planned procurement through a synopsis; preparing and issuing the solicitation; amending the solicitation, as necessary; and receiving offers. The solicitation phase may also involve addressing preaward protests. 

It is important that solicitations are crafted in a manner that clearly communicates both the Government’s need and the planned evaluation methodology, and it is imperative that the Government then follow that methodology during the Evaluation phase.  
Evaluation
Once offers are received, all offers are evaluated against the factors set forth in the solicitation. This analysis may include identifying strengths, weaknesses, and deficiencies, and providing a sound basis for an award decision. The Project Officer plays a significant role in evaluations, source selections, and debriefings during the evaluation process, but ultimate responsibility for conducting a sound and proper evaluation lies with the Contracting Officer. The Government Accountability Office (GAO) consistently denies protests (see CMPG 2.3 and CMPG 5.1) where it finds that agencies acted consistently with the solicitation. Conversely, GAO has consistently sustained protests where the solicitation was unclear or the agency acted inconsistent with the terms of the solicitation and Evaluation Plan. 

Safeguards must be taken to protect proprietary information, both technical and cost related, from unauthorized disclosure at all times throughout the contracting process, but especially during the Evaluation phase. This applies to both competitive and sole-source procurements. Contracting Office guidelines and instructions concerning source selection information should be strictly followed. 

Award
In the Award phase, the Contracting Officer establishes a binding contract with the Offeror who has been determined to provide the best value to the Government. After distributing preaward notices, as required, the Contracting Officer announces the award, conducts postaward debriefings to unsuccessful Offerors, assigns partial or full contract administration, nominates and designates a Contracting Officer’s Representative (COR), distributes the contract award, and reports the contractual action as mandated.

Postaward
Because of the numerous responsibilities in contract administration, the Contracting Officer must remain constantly attentive and aware throughout the Postaward phase. Contract management commences immediately upon award, consisting of activities such as closely monitoring Contractor performance; executing delivery or task orders and contract modifications; exercising Options; issuing stop-work orders, change orders, and termination letters; responding to claims and requests for equitable adjustments; and ratifying unauthorized commitments. The contracting process culminates in the Postaward phase with contract completion, close-out, and file retention. 


The CMPG – Additional Modules
HQMC, I&L (Contracts) identified six specific areas within the contracting process to highlight because of their complexity and/or activity level within the everyday efforts of the MCFCS: 
· Simplified Acquisition Procedures (SAP)
· Governmentwide Commercial Purchase Card (GCPC) Program 
· Business Clearance Memorandum (BCM) 
· Performance-Based Acquisition (PBA)
· Contingency Contracting 
· Contracting Officer Warrant Process

Identified as major focus points of the MCFCS contracting personnel, these six content areas are covered in stand-alone modules that augment the guidance and information provided in the content of the five phases of the contracting process. Specific focus on these modules provides users a more robust toolkit to assist in everyday contracting actions to accomplish the mission of the United States Marine Corps.

SAP
Simplified Acquisition Procedures (SAP) were developed to reduce administrative costs; improve opportunities for Small, Small Disadvantaged, Women-Owned, and Service-Disabled Veteran-Owned Small Businesses; promote efficiency and economy in contracting; and avoid unnecessary burdens for agencies and Contractors. The SAP Module provides Contracting Officers with a guide to the intricacies of FAR Part 13, including the special authority provided by Subpart 13.5 to use SAP when procuring commercial items above the Simplified Acquisition Threshold (SAT), but not exceeding $5.5 million ($11 million in support of a contingency operation or to facilitate the defense against or recovery from nuclear, biological, chemical, or radiological attack), including Options.. 

The SAP Module was created to provide the user with a comprehensive, stand-alone guide to the entire contracting process – from Planning through Postaward – from the SAP perspective.  

GCPC
The USMC Governmentwide Commercial Purchase Card (GCPC) Program expedites the acquisition of mission critical supplies and services by simplifying the procurement process for purchases that are less than or equal to the micro-purchase threshold. Similar in nature to a credit card, the GCPC streamlines the procurement and payment process and meets DON paperless goals. The GCPC Module demystifies the GCPC process, identifying key personnel; program requirements; account information; special attention contracting areas; purchase, reconciliation, and payment procedures; program oversight and reviews; and disciplinary guidelines. 

BCM
The Business Clearance Memorandum (BCM) is the Contracting Officer’s instrument by which to demonstrate the fulfillment of statutory and regulatory responsibilities and set forth business decisions for approval. The BCM is a requirement for all contract actions exceeding $100,000. 

The BCM Module clarifies the negotiation process, identifies the various types of BCMs, and introduces the concepts of price and cost analysis. It provides detailed discussion of and templates for BCMs pursuant to FAR Part 15 as well as streamlined BCMs pursuant to FAR Subpart 13.5. The Module also details and explains the complex elements of a BCM under FAR Part 15 – including compliances, key attachments, technical and past performance evaluations, cost/price analysis, competitive range determination and discussions, award recommendations, and the signature process – that map directly to the FAR Part 15 BCM Template provided in the Module. 

PBA
“It is the policy of the Department of Defense that, in order to maximize performance, innovation and competition, often at a savings, performance based strategies for the acquisition of services are to be used wherever possible.” – Under Secretary of Defense, Acquisition, Technology & Logistics (USD(AT&L)), April 5, 2000. In a results-driven Performance-Based Acquisition (PBA), the Government describes its services requirements and allows the Contractor to determine how to best meet those requirements. The CMPG PBA Module walks the user through the PBA process, providing guidance on PBA methods and highlighting processes and requirements that differ from those of the five traditional contracting phases. 

Contingency Contracting
In a dynamic, high-stress contingency operation, a Contingency Contracting Officer (CKO) needs easily accessible, accurate contracting policy and guidance.  The Contingency Contracting Module was created to provide such information to the CKO before deploying or while in the midst of a declared contingency environment. Additionally, the Contingency Contracting Module houses an Interactive Map and Contracting Locations page which provide helpful resource information about contracting locations to which a CKO may be deployed.

Contracting Officer Warrant Process
As stated in FAR 2.101, the Contracting Officer is an individual with the authority to enter into, administer, and/or terminate contracts and make related determinations and findings. Within the MCFCS, qualified individuals with a valid organizational need for contracting authority are appointed as Contracting Officers by the ADC, I&L (Contracts).
The Contracting Officer Warrant Process Module supplements the regulatory requirements for selection, appointment, and termination of appointment of MCFCS Contracting Officers and serves as implementing guidance for the HQMC, I&L Command Warranting Program. In addition, the module provides access to two important HQMC, I&L (Contracts) tools: the Contracting Officers Warrant Application/Change/Cancellation website, which allows the user to request warrant actions online; and the Warranting Requirements Matrix, which outlines education, experience, and training requirements for each warrant level.

Contact Information 
Teamwork is an integral component throughout the procurement process to successfully award a contract and manage a successful contract. The following contact information is provided to ensure MCFCS personnel are aware that resources and assistance are always available. 


	USMC CMPG Feedback
	CMPGFeedback@usmc.mil
	

	Policy 
	john.c.marshall2@usmc.mil
	703.695.6590 x2548

	
	cathy.collins@usmc.mil 
	703.695.6590 x2546

	IUID and RFID
	john.c.marshall2@usmc.mil
	703.695.6590 x2548

	Economy Act Orders
	lawrence.rice@usmc.mil
	703.695.6525 x2556

	D&Fs, J&As, & BCMs
	mary.overstreet@usmc.mil 
	703.695.6225 x2534

	GCPC
	paul.ziedins1@usmc.mil
	703.695.6528 x2536

	
	chris.poulos@usmc.mil
	703.695.6590 x2535

	Ratifications
	cathy.collins@usmc.mil 
	703.695.6590 x2546

	PPMAP
	sue.k.lake@usmc.mil
	703.695.6590 x2507

	E-Business (AcBIS, e-SRS, EDA, FBO, PPIRS-RC/SR, SeaPort-e)
	randy.johnston@usmc.mil 
	703.695.6590 x2513

	E-Business (PR Builder, SPS, FPDS-NG)
	rita.brede@usmc.mil
	703.695.6225 x2531

	
	john.haines1.ctr@usmc.mil
	703.695.6590 x2509

	E-Business (WGL)
	john.c.marshall2@usmc.mil
	703.695.6590 x2548

	E-Business (WAWF)
	lawrence.rice@usmc.mil
	703.695.6525 x2556

	E-Business (CPARS)
	lawrence.rice@usmc.mil
	703.695.6525 x2556
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