 SEQ CHAPTER \h \r 1FACILITIES DIVISION

Facilities Contracts Branch

Standard Operating Procedures

	 DATE:  June 7, 2002 (Revised 6/29/06)
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1. 
Purpose
This provides information and policy on the procedures to be followed for posting solicitations and other announcements and notices on the FedBizOpps (FBO) internet web site.

2. References
FAR Part 5, Publicizing Contract Actions

FAR Part 10, Market Research

PPD Policy Memorandum No. 5-02, FedBizOpps

3. Policy
A. FAR Part 5, Publicizing Contract Actions, requires that proposed contract actions and actual contract awards be transmitted/posted to the Government-wide point of entry, known as FedBizOpps.  The FAR also requires that solicitations and any other pertinent information related to that solicitation determined necessary by the Contracting Officer (CO) be posted on FBO.

B. The Facilities Contracts Branch will post all proposed contract actions and actual contract awards on FBO in accordance with FAR 5.2 and 5.3. 

C. Solicitations will be posted in FBO.  However, the decision to not post the drawings and specifications will be made on a case-by-case basis by the CO after consultation with the location, Deputy Area Director (DAD), Engineering Project Manager (EPM), and Chief, FCB.

D. As necessary, the CO may post “Sources Sought” notices in FBO for market research purposes to locate potential offerors which will aid in determining the suitability of a socio-economic set-aside.  It should be noted that this type of notice is NOT to be considered a pre-solicitation notice as defined in FAR Part 5. 

4. Procedures for Specifications and Drawings That Will Not Posted on FBO
A.
The CO will discuss the nature and sensitivity of the requirement with the Research Program Leader or Representative, the DAD, and EPM as early in the process as possible.

B.  
Projects whose specifications and drawings would not necessarily be required to be posted include any sensitive projects and those where the nature or size of the specifications and drawings are such that it would be impractical.  Sensitive projects would include construction of, or renovation/repairs to, facilities that are considered to be a BSL-3AG or above, have quarantine requirements, etc. 

C.
The CO will document the file if a decision is made NOT to post the drawings and specifications and include the rationale.  

D. The FBO announcement will state that the drawings and specifications are not available online and will provide the name, address, and telephone number of whom to contact for a hard copy of the package. 
5. Procedures for Specifications and Drawings That Will be Posted on FBO
A.
The CO will require the A-E firm designing the project to submit the specifications and drawings electronically using Adobe PDF.

B.
The solicitation package will contain a letter of instructions to all offerors which will request that offerors who download the package notify the CO of their action.  The instructions will also contain the name, address, and telephone number of whom to contact for a hard copy of the package and its cost.  Solicitation amendments will also be posted on FBO.
C.
The entire package will be submitted to the Procurement Technician (PT) who will convert the solicitation from a word processing document into a PDF file and upload the solicitation and the drawings and specifications to FBO.

D.
In accordance with FAR 5.203, the CO will ensure that the notice is published at least 15 days before issuance of a competitive solicitation.  The CO shall allow at least a


30-day response time for receipt of bids or proposals from the date of issuance of a solicitation.  The CO shall allow at least 30 days from the date of publication of the FBO notice for receipt of responses for A-E requirements.
6.  
Sources Sought Notices
Sources Sought notices are used to solicit information from companies as part of market research (FAR Part 10) and may be posted in FBO at any time.  The notice must state clearly that it is a sources sought notice and that no award will be made based on responses received.  It may be helpful to companies viewing the notice if the PT inserted “Market Research” in the solicitation number field when entering data in FBO.  A sample Sources Sought notice is attached as Exhibit 1.  
7.
Inquiries
Inquiries concerning this CSOP should be directed to the Facilities Contracts Branch on 301-504-1171.
    /s/ Brenda A. Wood
__________________________

BRENDA A. WOOD

Chief

Facilities Contracts Branch
Exhibit 1
Sample Verbiage for Sources Sought Notice  

For Socio-Economic Set-Aside Determinations

A market survey is being conducted to determine if there are adequate Small Businesses, SBA-certified HUBZone, SBA-certified 8(a), or Service-Disabled Veteran-Owned Small Businesses (SDVOSB) contractors available for a proposed project who meet the specific criteria outlined below.  This is not a Solicitation Announcement or Request for Proposal.  It does not constitute any commitment by the Government.  No award will result from this notice.  The purpose is to conduct market research to gain knowledge of potentially qualified sources.  Responses to this Sources Sought Notice will be used by the Government to make an appropriate acquisition decision.  The ARS will not award a contract on the basis of responses or pay for the preparation of any information submitted.  Respondents will not be notified of the results of this notice.  After completing an analysis of the responses, the Government will determine whether to limit competition to 8(a), HUBZone, SDVOSB, or small business firms, or to proceed with issuing an unrestricted solicitation, inviting full and open competition.  

Add requirements description here.  Include the NAICS Code and the size standard  that indicates what is considered a small business.
Companies who have the experience, as well as an interest in doing business with ARS, should submit a Capabilities Statement which, for this notice, is not expected to be a proposal, but rather short statements regarding the company’s ability to demonstrate their expertise and experience in relation to the areas specified in this notice.  Companies should also indicate whether they are a Small Businesses, SBA-certified HUBZone, SBA-certified 8(a), or Service-Disabled Veteran-Owned Small Businesses (SDVOSB).  Responses should be submitted by (DATE and TIME) to the attention of (NAME OF CONTRACTING OFFICER) at the address above.  Questions should be directed to (NAME AND PHONE NUMBER AND E-MAIL ADDRESS OF CO).
