Chapter II-7


Training Development (TD) Contract Management





II-7-1.  Chapter Overview


�
�
Introduction	a.	This chapter provides basic guidance on acquisition of training programs, products, and materials development.  In addition to an overview of the acquisition process, this chapter discusses the decision of whether to contract work out or to perform work in-house and includes a list of sources where Training Developers can seek assistance in satisfying their identified requirements.


�
�
Chapter	b.	This chapter covers the following:
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II-7-2.  Administrative Information


�
�
Purpose	a.	Contracting provides a means of accomplishing TD when in-house resources are not available.  TRADOC standard contracts provide for the timely and centralized acquisition of contracted training development.


�
�
References  	b.	Required regulatory and procedural references and internet addresses are as follows:


	Regulatory:


		(1)	Army Federal Acquisition Regulation Supplement (AFARS)


		(2)	Defense Federal Acquisition Regulation Supplement (DFARS)


		(3)	DI-ILSS-81517 through 81527, Data Item Descriptions (DIDs)


		(4)	Federal Acquisition Regulation (FAR)


		(5)	MIL-PRF-29612, Performance Specification, Training Data Products


		(6)	TRADOC Regulation 715-3, TRADOC Acquisition Instruction (TAI)


	Procedural:


		(1)	Acquisition Guide for Federal Information Processing Resources  


			Note:	Available from TRADOC Contracting Activity.


		(2)	Acquisition Management Handbook


			Note:	Available from Requirements/Acquisition Management Branch, Acquisition Directorate, DCSBOS, HQ TRADOC, Ft Monroe, VA.


		(3)	Contract Offload Documentation Requirements, 4 Apr 97 


(4)	MIL-HDBK-29612-1, Guidance for Acquisition of Training Data Products and Services


	Note:	This 4-part DoD Handbook supports MIL PRF 29612 and its associated DIDs.


(5)	MIL-HDBK-29612-2, Instructional Systems Development/Systems Approach to Training and Education


(6)	MIL-HDBK-29612-3,  Development of Interactive Multimedia Instruction (IMI) 


(7)	MIL-HDBK-29612-4, Glossary for Training


�
�
 Continued on next page


�
II-7-2.  Administrative Information, Continued


�
�
References	(continued)


(8)	Acquisition Request Guidebook


		Note:	Available from TRADOC Contracting Center, Ft Eustis VA.


		(9)	Procurement Battle Labs’ Guide to Dealing with Industry


			Note:	Available from Office of the Staff Judge Advocate, HQ TRADOC, Fort Monroe, VA.


		(10)	The Senior Leader’s Role in TRADOC Acquisition (Video)


			Note:	Available from Installation Commander’s Office or Requirements/ Acquisition Management Branch, Acquisition Directorate, DCSBOS, HQ TRADOC, Ft Monroe, VA.


		(11)	Technical Managers Handbook for TRADOC Multimedia Contracts 


			Note:	This handbook does not apply to any other method of acquisition.  Available from U.S. Army Training Support Center, Fort Eustis, VA


		(12)	TRADOC Justification and Approvals Handbook


			Note:	  Accessible via TRADOC Acquisition Home Page (see below).


		(13)	TRADOC Pamphlet 715-6, Independent Government Estimate Preparation Guide


			Note:	 Accessible via TRADOC Acquisition Home Page (see below).


		(14)	TRADOC Senior Leader’s Acquisition Guide


			Note:	 Accessible via TRADOC Acquisition Home Page (see below).


		(15)	US Army TRADOC Guide for Contracting Officer’s Representatives


			Note	 Accessible via TRADOC Acquisition Home Page (see below).	


		(16)	DoD 5010.12.L, DoD Acquisition Management Systems Data Requirements Control List (AMSDL)


		Internet addresses:


(1)	TRADOC Acquisition Home Page: http://www.tradoc-acq.army.mil.


(2)	Defense Training Standards Working Group Home Page: http://dtswg.msosa.mil.inter.net/dtswg/index.htm


�
�
Definitions	c.	See Glossary for TD-related terms.  The following definitions of common contracting terms will introduce Training Developers to the language of TD contract management.


Acquisition


The process used to acquire goods and services that begins when the need for a product or service is identified and continues until that need is met.


Contract 


A promise or set of promises for the breach of which the law gives a remedy or the performance of which the law in some way recognizes as a duty.  Its necessary elements are an offer, acceptance, and consideration.


Data item description (DID)


A completed DD Form 1664 that defines the data required of a contractor.  The form specifically defines the content, preparation instructions, format, and intended use of the data.  Data is information inherently developed during completion of work tasks in the Statement of Work and required for retention.  DIDs do not prescribe work tasks or performance methods.  After the proponent determines the need for delivery of data resulting from a work task, the preparer of the SOW should select the appropriate DIDs.  The DoD Acquisition Management Systems Data Requirements Control List (AMSDL), DoD 5010.12.L, lists all published DIDs.


Delivery Order/Task Order 


An order issued against an established contract where the terms, conditions, and unit 


prices are already set.  A Delivery Order is the entry document into an already existing contractual mechanism that clearly and completely defines the government requirement.  It is the firm basis upon which the contractor can determine the nature, extent, and quality of the work required.


�
�
Continued on next page


�
II-7-2.  Administrative Information, Continued


�
�
Definitions	(continued)


Firm-Fixed Price


See the FAR definitions for “:firm-fixed price” and other contract types (e.g., cost plus fixed fee).


Government Furnished Information (GFI)


GFI lists and describes data and information in the possession of or acquired by the Government and made available to the contractor.  For training development contracts, proponents will most commonly provide the contractor with GFI in the form of outputs from the in-house performance of previous SAT phases.  For example, if a proponent decides to contract out the development of a training course, the proponent would provide the contractor with the analysis and design data as critical inputs to the development phase. 


Government Furnished Property (GFP)


GFP lists and describes property in the possession of or acquired by the Government and made available to the contractor.  Types of GFP include facilities, utilities, equipment, and materials.  


Integrated Product and Process Team (IPPT)


The IPPT is a team that consists of stakeholders who collectively possess the required know-how and have the ability to control the resources necessary for getting the job done.   


Invitation for Bid (IFB)


A solicitation document that clearly, accurately, and completely describes the requirement to be delivered and invites offerors to bid on that stated requirement.  


	Performance Specification


	A statement of requirements, in terms of the required results with criteria for verifying compliance, without stating the methods for achieving the required results.  A performance specification defines the functional requirements for the item, the environment in which it must operate, and interface and interchangeability characteristics.


Request for Proposal (RFP)


A solicitation that identifies the requirement in performance terms.  RFPs state the identified requirement in performance terms.  RFPs also state the intended use, data life-cycle maintenance requirements, necessary interfaces, and training environment for each required training product.  It allows for discussion with the contractor(s) when necessary.  Well-written training RFPs: 


(1)	Specify the performance requirements for the training product clearly so that the Government and the offerors can estimate the probable cost and the offeror can determine the levels of expertise, personnel, and other resources needed to accomplish the requirements,


(2)	Cite verification requirements that Government will impose on offeror.  


(3)	Include proposal evaluation criteria.  Offerors are free to propose any method of meeting the performance requirements as long as the proposed product meets the performance criteria stated in the RFP. 





Solicitation document


The solicitation document describes the requirement of the Government clearly, accurately, and completely, to include terms and conditions of the procurement action.  There are two main types of solicitation documents:  


(1)	Invitation for Bid.


(2)	Request for Proposal.


�
�
Continued on next page


�
II-7-2.  Administrative Information, Continued


�
�
Definitions	(continued)


Statement of Work (SOW)


A document that accurately describes the essential and technical requirements for items, materials, or services, including the standards used to determine whether the requirements have been met. The SOW establishes a standard for measuring performance both during contract performance and upon contract completion.


Training data product


Contains information related to the analysis, design, development, presentation, evaluation, or the life-cycle maintenance of training, regardless of its form or physical characteristics.


�
�
Responsi-	d.	See Appendix B, Responsibilities, for top-level responsibilities. Specific


bilities	responsibilities related to contract management of military training and training development products are as follows:


Organization�
Responsibilities�
�
(1)	HQ TRADOC, Deputy Chief of Staff for Training (DCST)�
(a)	Provides TD guidance and advice to schools and all government agencies.


(b)	Represents the Army as an active member of the Defense Training Standards Working Group. 


(c)	At the direction of the contracting officer (KO), provides guidance and advice to the contractor.�
�
(2)	Commander, Army Training Support Center (ATSC)�
(a)	Provides TRADOC Multimedia Contract to support TRADOC centralized acquisition of multimedia training materials and support products.


(b)	Represents HQ TRADOC on DoD contract training committees.�
�
(3)	TRADOC Contracting Center (TCC)�
(a)	Selects the contracting method best suited to the requirement.


(b)	Prepares solicitations.


(c)	Determines the procurement process and contract type.


(d)	Advertises solicitations in Commerce Business Daily.


(e)	Issues RFPs and IFBs to interested contractors.


(f)	Directs the source selection process.


(g)	Receives proposals and bids.


(h)	Conducts negotiations and boards of award.


(i)	Awards contracts.


(j) 	Provide to the COR a copy of the contract and any modifications to the contract and delivery/task orders.  


	Note:	The COR will provide copies to other affected/involved personnel internal to the organization, to include budget and training personnel. 


(k)	Chairs post award meetings.


(l)	Modifies contracts.


(m)	Issues delivery/task orders.�
�
(4)	Commanders/ Commandants, Training/TD (Task) Proponents�
(a)	Identify TD requirement to be contracted out..


(b)	Generate the full description of the TD requirement, to include essential characteristics and delivery date.


(c)	Submit required documents IAW TCC guide books. (See above references.)


(d)	Produce and assemble the GFM and GFI.�
�
�
�
�
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II-7-2.  Administrative Information, Continued


6�
�
Responsi-	(continued)


bilities	�
Organization�
Responsibilities�
�
(4)	Commanders/ Commandants, Training/TD (Task) Proponents


	(continued)�
(e)	When requested, participate in ---


	1	Pre-proposal conferences.


	2	On-site evaluations.


	3	Technical Evaluation Boards (TEBs).


	4	Negotiations.


	5	Post-award conferences.


	6	Debriefing of unsuccessful offerors.


(f)	Serve as CORs when appointed by the contracting officer.  COR responsibilities:


	1	Furnish technical assistance to the Contracting Officer.


	2	Ensure compliance with the technical requirements of the contract.


	3	Promptly brief contracting officer on any disagreement with contractor.


	4	Inspect and accept services as prescribed in the terms of the contract.


	5	Maintain detailed records of contractor performance to substantiate payment.


	6	Provide TCC-provided copy of the contract and any modifications to the contract and delivery/task orders to other affected/involved personnel internal to the organization, to include budget and training personnel. 


	Note:	To qualify, an individual must complete COR Course.�
�
�
�
�
II-7-3. Acquisition Process Overview


�
�
Process	This description provides a broad overview of the general process by which the 


Description	government acquires a product or service from an outside source.  The exact process will vary depending on the selected acquisition strategy.


Phase�
Description�
�
One�
Training developers at the proponent school establish or determine a requirement for a product or service that will not be performed in-house.�
�
Two�
Training developers at the proponent school fully describe the requirement and certify the availability of funds.�
�
Three�
Working as a multi-discipline IPPT, Training Developers at the proponent school and contract specialists (with assistance from resource management and legal assistance team members) develop the solicitation (or, in the case of a TRADOC-managed contract, the IPPT develops the delivery order) and finalize it for issue.�
�
Four�
Interested offerors (contractors) submit offers in response to the solicitation.�
�
Five�
The Government (Training Developers and Contract Specialists) determines if the offerors responding to the solicitation are “responsible and responsive.”�
�
Six�
The Government (Training Developers and Contract Specialists) evaluates submitted offers.�
�
Seven�
The Government awards the contract/contracts to successful offeror.�
�
Eight�
The Government administers the contract/contracts to its completion and then closes it out.�
�
�
�
II-7-4.  “Contracting Versus In-house” Decision Guidelines


�
�
Factors of	a.	There are three primary factors for the requiring organization to consider when Consider-	deciding whether to perform training development in-house or to contract out the


tion	requirement:


		(1)	Time  	


		(2)	Money 


		(3)	People


�
�
Time	b.	Training Developers must consider the time it takes to put a contract in place and the time it takes to actually perform training development work.


		(1)	The requiring organization should first identify the date by which the training development requirement must be completed or delivered. The requiring organization can then calculate the maximum time available between the current date and the identified completion or delivery date.


		(2)	The next consideration is an estimate of the amount of time required to perform the training development requirement in-house with available manpower.  


		(3)	An important consideration that cannot be ignored is the lead time required to put a contract in place.  Depending upon the complexity of the requirement and funding constraints, this lead time can range from 3 to 12 months.  Thus, several months to a year can pass before the contractor even begins the effort.  


�
�
Money	c.	The requiring organization needs to determine the - -


		(1)	Cost of doing the work in-house as well as by contract.  


		(2)	Availability of contract dollars to support the training development requirement.


�
�
People	d.	The requiring organization should consider - -


		(1)	How in-house manpower is being utilized.


		(2)	Sufficiency of manpower available to complete the training development requirement within the identified time frame. 


		(3)	Possibility of pulling Training Developers from lower priority projects to work on the training development requirement being considered.


		(4)	Frequency of higher-priority taskings that would make it impossible to free up in-house manpower to satisfy the requirement within the identified time frame.


		(5)	The need for in-house training development expertise throughout the life of the contract to manage the effort and to determine if deliverables are acceptable to the government.


�
�
Decision	e.	The following table provides guidance for deciding between in-house versus


Table	contractor-developed products.


If�
Then the appropriate course of action would be to --�
�
(1) A school has sufficient time and manpower,�
Perform the work in-house.�
�
(2) A requiring organization has already committed its time and in-house manpower to other priorities and cannot divert them to the training development requirement under consideration,�
Contract out that requirement.�
�
(3) Requirement is short-term�
Contract out that requirement.�
�
(4) Sufficient contract dollars are not available,�
Perform the work in-house.�
�
(5) Sufficient contract dollars are available, but Contract solicitation, product review, and approval time requirements exceed time available.�
Consider performing the work in-house.�
�
�
�



�
 II-7-5.  Training Program/Product Acquisition Planning


�
�
General	a.	Effective planning coordinates and directs personnel efforts toward a procurement 


Planning	strategy that results in a successful acquisition.  Through planning, the acquisition meets the needs of the proponent for a reasonable cost and is completed on time.


�
�
Acquisition 	b.	An acquisition plan - -


			(1)	Documents the acquisition strategy decisions and sets up milestones for completion of major steps in the procurement process.


			(2)	Outlines a brief history of the training requirement and acquisition strategies and defines a plan of action for completing the acquisition process.


			(3)	Should address all technical, business, management, and other significant considerations needed to control the acquisition and attain acquisition goals.  Specific plan contents will vary depending on the type of acquisition.


�
�
IPPT Effort 	c.	Successful training program acquisition integrates the efforts of everyone involved in the acquisition.  


			(1)	This integration occurs through development and implementation of an acquisition plan.


			(2)	Acquisition requires specialized knowledge and expertise.  Training Developers should consult acquisition experts as soon as they make the decision to contract.  Local contracting offices on installations and TRADOC Contracting Activity have professional staffs with the expertise to guide Training Developers successfully through the acquisition process.


�
�
IPPT	d.	As a minimum, the IPPT should consist of a--


Members		(1)	Training developer from the requiring activity who will act as chair. 


			(2)	Resource management member who has knowledge of what kind and how much money can reasonably be made available.


			(3)	Member representing the contracting process who can provide a road map to the procedural pathway that lies ahead.


			(4)	Member presenting the legal considerations to be taken into account. 


�
�
Assembling 	e.  During the development of the requirement (desired output), the proponent will 


GFI	identify information the contractor will require to perform the tasks that produce that requirement.  The proponent will gather this information to provide to the contractor as GFI.  If incomplete or incorrect GFI is provided to a contractor, the government may have to expend additional funds, development could be delayed, and the contract might be terminated.


�
�
II-7-6.  Training Program/Product Acquisition Strategies


�
�
Introduc-	a.	Proponents have a variety of contracting approaches or strategies from which to


tion 	choose.  Their choice is based on the requirement and available resources (manpower, time, money).  Proponents may choose to acquire the training program or product they require by initiating their own contract through their local contracting office, or they may choose to satisfy their requirement by developing a delivery order that can be linked to an existing contract.  Acquisition through other elements of the Federal Government is considered off-loading.  Forward requests to the Deputy Chief of Staff for Base Operations, Acquisition Directorate, for information outlining requirements if going outside of TRADOC to obtain supplies and services.


�
�
Acquisitions 	b.	Proponents may choose to pursue their acquisition through any of the following


Types		approaches:


TRADOC-managed contracts.  TRADOC manages several contracts which proponents may use to meet their acquisition needs.  The Multimedia Contract (MMC), administered by ATSC, is just one example of a TRADOC-managed contract.


�
�
Continued on next page


II-7-6.  Training Program/Product Acquisition Strategies, Continued


�
�
Acquisitions 	(continued)


Types	Local Contracting Office Acquisitions.  The installation’s contracting office may have a contract vehicle in place that can be used to satisfy the training development requirement.


Acquisitions through other elements of the Federal Government.  Use of another element of the Federal Government to obtain goods/services helps agencies network their resources, thereby avoiding duplication of services.  General Services Administration (GSA) contracts are an example of this type of acquisition.  GSA contracts typically have less overhead built into the contract management and lead time is usually under three months.  While acquisitions through other elements may simplify the contracting procedure if a suitable contract is already in place, the approach could prove very costly to TRADOC as some agencies attach administrative surcharges of up to 23%.  This approach also involves a loss of management control that can leave TRADOC activities with little or no legal recourse if contract obligations are not met.  A Contracting Officer from another element of the Federal Government may have completely different priorities.  Recent Congressional scrutiny has led to even more stringent guidelines for using other federal agencies to obtain required goods and services.  In short, this approach demands careful consideration and planning. 


 �
�
Multimedia  	c.	The MMC is a firm-fixed price, flexible contract that provides proponents with the


Contract	capability of ordering training programs and products as needed. 


(MMC)		(1)	Proponents can use the MMC to obligate funds at any time of year.  


		(2)	The MMC provides for revision of completed lessons without initiating a new contract.


		(3)	Under the MMC, ATSC performs contract support functions throughout the acquisition planning, pre-contract solicitation, and post-award contract stages .


�
�
Non-TRADOC	d.	Both the local contracting office and TCC are familiar 


Contracts	with other Army and DoD contracts that can be used to satisfy a training development requirement.  Check with the local contracting office, TCC, and other sources (e.g., other commands) in finding a non-TRADOC contract to satisfy a training development need.  


�
�
II-7-7.  Contracting Assistance Sources


�
�
Introduction	a.	Regardless of the TD requirement or the acquisition vehicle chosen by the proponent, Training Developers need expert advice and assistance to ensure a successful acquisition.  Assistance in selecting the best acquisition strategy and in planning and implementing the selected strategy is available from a variety of sources.  


�
�
Sources	b.	This table provides information on the sources available to Training Developers who are considering an acquisition.


For information or assistance about…�
Coordinate with...�
�
The TRADOC Multimedia Contract (MMC),�
USATSC.�
�
Total Army Training System (TATS) Courses,�
HQ TRADOC, ATTG-CD.�
�
Distance Learning Products,�
HQ TRADOC, ATTG-CF.�
�
Other TRADOC Contracts,�
TRADOC Contracting Activity.�
�
Locally administered contracts,�
Installation Contracting Office.�
�
Other Federally Administered Contracts,�
TRADOC Contracting Activity.�
�
General Contracting Guidance,�
Installation Contracting Office or TRADOC Contracting Activity.�
�
�
�
�



TRADOC Regulation 350-70





TRADOC Regulation 350-70
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