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OVERVIEW
Compiling a strong requirements package is a collaborative process between the user and contracting.  Providing the information below will provide contracting with all of the necessary items to issue a solicitation which will result in a contract award for your requirement.  To facilitate faster and better deliver of your requirements you should involve contracting as early as possible. 

DISCUSSION

A complete package is more than just the FORM 9 or other funding document…it will include the following items: 
-  Funding Document (i.e. AF Form 9/ Purchase Request, MIPR, etc.)
· Market Research Results
-  Description:  a) Item Description OR b) Statement of Work (SOW)- for construction and possibly for commodities, identify work/services required and  period of performance/delivery schedule OR c)Performance Work Statement (PWS) for services over $100K (format and content in compliance with AFI 63-124, see links below)
- Performance Measures, and Quality Assurance Plan (for service contracts)
- Specifications, Drawings and approved AF Form 332 (for construction)
- NSN or Item Number (for commodities)
- Independent Government Estimate 
		- For commodities and services acquisitions over $100K
    		- For construction projects regardless of estimated dollar value

The following “other” supporting documents may also be required: a) DD Form 254 (Contract Security Classification Specification), b) Justification & Approval (for sole source or brand name purchases—see FAR 6.303), c) Government Furnished Property listing (if you are providing any Government owned equipment), d) C4ISR Infrastructure Planning System (CIPS) approval for IT efforts (automated application that replaced the Project, Workflow, Requirement, Resource (PWRR) Manager Approval (https://cipsaf.tinker.af.mil/CIPS ).

***Please be aware of the two special approvals that are required for services requirements at SAFB.  These must be secured in order to process your requirement.***  
-Contract Support Services Approval:  As addressed in the Air Force Policy Memo 06A-002, Contractor Support Approval Authority directives, contractor support service contracts with a total value greater than $100K must be approved in advance of the contract. For contractor support services, this applies when using AF appropriated funds for the acquisition of services of all types of services regardless of how the services will be acquired (MIPR, AF Form 616, BPA’s, IDIQs, etc) with the exception of: construction and associated Architect and Engineering services, housing utilities privatization, and Research and Development (R&D funded support service contracts are included).  If your requirement has not already received approval prior to submission to CONS, your CO will assist with staffing a package to the Wing CC.  
-Coordination by the Manpower Office (50 SW/MO):  As addressed in AFI 38-201, "Determining Manpower Requirements" (30 Dec 2003).  Chapter 6 of this AFI addresses the requirement for Manpower to identify manpower requirements for all services contracts covered by this AFI.  This coordination typically occurs when processing the AF Form 9 in the ABSS by routing any/all services AF Form 9s through 50 SW/MO.  

SUMMARY
Successfully following the requirements process will result in the generation of a strong requirement package for contracting to use in generating a solicitation.  Early contracting involvement is key to success.  Please contact your CO/CS at the earliest opportunity to discuss the requirements – a current personnel roster can be located here... https://wwwd.my.af.mil/afknprod/DocView.asp?DocID=1082054.



TRAINING RESOURCES

50 CONS Customer Education Community of Practice Requirements Package Detailed Summary (step 3 – Requirements Package...note the various explanations of the “other” documents that may be required to support your requirements package)
https://rso.my.af.mil/afknprod/Database/Staging/2675131/STEP_THREE.mht

50 CONS Construction Package Checklist (step 4c – Construction)
https://wwwd.my.af.mil/afknprod/DocView.asp?DocID=1091184

50 CONS SOW & PWS Checklist (step 1 – Need Identified/Req Definition) https://wwwd.my.af.mil/afknprod/DocView.asp?DocID=1180221

63-124 PWS Template (step 1 – Need Identified/Req Definition)
https://wwwd.my.af.mil/afknprod/DocView.asp?DocID=1180220

AFI 63-124, PERFORMANCE-BASED SERVICE ACQUISITION (PBSA)
http://www.e-publishing.af.mil/shared/media/epubs/AFI63-124.pdf



