Management of Contracted Advisory and Assistance Services (CAAS)

Requiring Activity Guide/Checklist

Ref: AR 5-14
Suspense:

Organization Name: 

CAAS Title:

Is this exempt per AR 5-14, Appendix C, page 9?  ___Yes   ___No  

If yes, all that is required to satisfy the checklist is to provide the exemption number from Appendix C here:  #________ and provide the justification here:  Please make certain you coordinate this exemption with your legal counsel prior to submission!
Reviewing Activity (check one):  

	Requiring

Activity


	MD
	Trans
	SJA
	MFAD
	 BUD
	PAED
	*Functional (office name)

 


Recommendation:

	Requiring Activity Only, please provide:

Element of Resource (EOR) Code (AR 37-100):__________.  

Funding Appropriation Source:​​​______  Federal Supply Class (FSC)  

 number:______

Is this a new contract ___Yes ___No; if NO, please provide the contract 
 number:_________



Funding Amount:________________  CMEs:  ____  Contract End Date: ________

Has this contract been through a previous CAAS review? ___Yes  ___No

If so, MM/Year: ________ and has scope of PWS/SOW changed? ___Yes  ___No





Policies and Procedures   

  a.  AR 5-14, Chapter 4, Management of CAAS 4-1, provides policies and procedures

for managing a CAAS effort.   

  b.  Activities of contracting officers and CPOs are governed by applicable regulations and are not controlled by this regulation.   

  c.  This checklist assists in verification of regulatory compliance.

____________________________________________________________________________

Questions Addressing AR 5-14, 4-2 through 4-6.

Answer:  Yes, No, or NA – A NO answer requires comment at bottom of form.

Shaded areas indicate responsibility for answer.

MDD and PWS/SOW must address accomplished research that supports a regulatory statement. 

	Management Decision Document Questions
	Act
	MD
	Trans
	SJA
	MFAD
	BUD
	PAED
	Functional*

	1.  Did the requiring activity determine the need for the effort, estimate the benefits, costs, and risks of the effort?  Refrain from proceeding if the benefits do not justify the costs and risks.  

(Ref 4-2. Initiation, a.– e.)
	
	
	
	
	
	
	
	

	2.  Does a purpose statement exist? (Ref:  Figure 4-2(1)).  To obtain approval of the requirement for the proposed subject contract.
	
	
	
	
	
	
	
	

	3.  Is a Statement of Work attached? (Ref:  Figure 4-2(2.a.)).  Indicate that SOW is attached.
	
	
	
	
	
	
	
	

	4.  Did the requiring activity identify the requirement as CAAS and describe the problem and reason for service?  (Ref.  Figure 4-2(2.b.))  Description of problem and reason for service.
	
	
	
	
	
	
	
	

	5.  Does the MDD provide an executive summary of the proposed tasks, anticipated products, and indicate that a detailed description of tasks are in the SOW (Encl 1)?  (Ref.  Figure 4-29(2.c.)).  Objectives of the effort.
	
	
	
	
	
	
	
	

	6.  Does the MDD establish a bona fide need for the effort?  (Ref. Figure 4-2(2.d.)).  (Explain how the service supports the mission)
	
	
	
	
	
	
	
	

	7.  Does the MDD certify that the service does not unnecessarily duplicate prior or ongoing in-house or contract efforts?   (Ref.      Figure 4-2(2e.)) (Appropriate here is a description of actions to satisfy 4-3a.)
	
	
	
	
	
	
	
	

	8.  Did the requiring activity conduct a literature search? (Ref. Figure 4-2(2.e.).  Essential in this process is a review of proper reference material.  Such a review ensures that a valid requirement for the effort exists, enables the objectives and scope to be refined, and prevents duplication.

	
	
	
	
	
	
	
	

	Management Decision Document Questions
	Act
	MD
	Trans
	SJA
	MFAD
	BUD
	PAED
	Functional*

	9.  As a minimum, did the literature search include the Defense Technical Information Center (DTIC)?  (Ref. Figure 4-2(2.e.)).  The search will be performed either through an on-line search of the Defense RDTE On-line System (DROLS) or direct query to DTIC, http://www.dtic.mil/.
Activity should state in MDD that a literature search was conducted using the Defense Technical Information Center (DTIC) database online services and have found no other studies or research that will satisfy the requirements identified in the SOW.
Other sources that may be consulted are as follows:   

 (a) Defense Logistics Studies Information Exchange, U.S. Army Logistics Management College, Fort Lee, VA  23801-6043.    

 (b) The Army Study Program (TASP), 

HQDA(SFUS-MIS), Arlington, VA
22202-0102.    

 (c) The Pentagon Library, Room IA518, Pentagon, Washington, D.C. 20310-6605.    

 (d) Independent Research and Development Library, Redstone Arsenal, AL  35898-5243.    

 (e) U.S. Army Audit Agency, 

3101 Park Center Dr, Alexandria, VA 22303-1500.    

 (f) General Accounting Office, ATTN:  Reports and Publications, Room 4522, 441 G Street, NW, Washington, D.C.  20548-0001.    

 (g) National Technical Information Service, 5285 Port Royal Road, Springfield, VA  22161-0001.    

 (h) Libraries of DoD Service Schools.   

 (i) DRS 2600-37-86 Register of Intelligence Publications.    

 (j) DST 26602-00-87 Scientific and Technical Intelligence Register.


	
	
	
	
	
	
	
	

	Management Decision Document Questions
	Act
	MD
	Trans
	SJA
	MFAD
	BUD
	PAED
	Functional*

	10.  Does the MDD provide certification that the service is not inherently governmental in nature, cannot be performed in-house or that contract performance is more cost advantageous (to include related in-house administrative and contract administration costs)?  (Ref. Figure 4-2(2.f.)). (Appropriate here is a description of actions to satisfy 4-3(b.)) 
	
	
	
	
	
	
	
	

	11.  Did the requiring activity indicate in the MDD that they coordinated with other agencies or commands to determine the avail-ability of Army employees (military/ civilian) with the required expertise?  (Ref. Figure 4-2(2.f.) and 4-3b)
	
	
	
	
	
	
	
	

	12.  If using other than full and open competition, is the proper justification attached?  (Ref. Figure 4-2(2.g.) (for guidance see Figure 4-3))
	
	
	
	
	
	
	
	

	13.  Does the MDD have descriptions of quantitative and qualitative measures that will be used to evaluate the quality, effectiveness, progress, and final results and products of the contractor?  (Ref. Figure 4-2(2.h.(1)a&b.))
	
	
	
	
	
	
	
	

	14.  Does the MDD have the name, organization, and telephone number of agency or command point of contact (POC)?  (Ref. Figure 4-2
(2.h.2))
	
	
	
	
	
	
	
	

	15.  Does the MDD name a KO or COR w/organization and phone number? (Required by TRADOC DCG) (Ref. Figure 4-2(2.h.(3)) 
	
	
	
	
	
	
	
	

	16.  Does the MDD have a proposed organizational makeup of a progress review group with milestones, including schedules for progress review meetings?  (Ref. Figure 4-2 (2.h.(4)&(5))
	
	
	
	
	
	
	
	

	17.  Does the MDD contain the anticipated total cost and a detailed estimate, if available? (Ref.  Figure 4-2(2.i.)) 
	
	
	
	
	
	
	
	

	18.  If not included in the MDD, is an Independent Cost Estimate attached and does it include the number of contract personnel, number hours, and hourly rate?  (Ref. Figure 4-2(2.i.))
	
	
	
	
	
	
	
	

	Management Decision Document Questions
	Act
	MD
	Trans
	SJA
	MFAD
	BUD
	PAED
	Functional*

	19.  Did the requiring activity provide a statement of availability of funds, Funding Appropriation, and Element of Resource (EOR) in the MDD?  (Ref.  Figure 4-2(2.j.))
	
	
	
	
	
	
	
	

	20.  Did the requiring activity provide the Federal Supply Code (FSC), in the MDD?  (Ref.           Figure 4-2(2.k.))
	
	
	
	
	
	
	
	

	21.  Was this CAAS coordinated with the staff and is a list provided? (Ref.  Figure 4-2(3)).
	
	
	
	
	
	
	
	

	22.  Is there a recommendation/
approval statement?             (Ref.  Figure 4-2(4)).
	
	
	
	
	
	
	
	

	23.  Was the MDD signed by a GO, SES, Acting GO/SES, or other equivalent?
	
	
	
	
	
	
	
	

	Statement of Work Questions:
	Act
	MD
	Trans
	SJA
	MFAD
	BUD
	PAE
	Functional*

	24.  Does the SOW fall within the objectives of the TRADOC Transformation Concept Plan?    (Ref. Figure 4-1(1)).  
	
	
	
	
	
	
	
	

	25.  Does SOW specify goal or products desired?               (Ref. Figure 4-1 (1)). 
	
	
	
	
	
	
	
	

	26.  Did the requiring activity define the problem and scope in clear and unambiguous terms?    (Ref. Figure 4-1(1 and 2))  
	
	
	
	
	
	
	
	

	27.  Did the requiring activity determine a manageable number of valid objectives?               (Ref. Figure 4-1(2.b.))     
	
	
	
	
	
	
	
	

	28.  Does SOW identify prior or on-going in-house efforts?           (Ref Figure 4-1(2.c.))
	
	
	
	
	
	
	
	

	29.  Did the requiring activity identify the use and users of the anticipated project?             (Ref. Figure 4-1(2.b.))  
	
	
	
	
	
	
	
	

	30.  Does the primary element of the statement of work (SOW) describe in detail what is to be accomplished (the emphasis should be on what is to be done, not how it is to be done)?  (Ref.  Figure 4-199(3))
	
	
	
	
	
	
	
	

	31.  Does the SOW contain enough detail to ensure that the contractor can develop a plan to meet the objectives of the effort and that The Army can measure contractor performance against the objectives (the SOW should not contain such detail as to inhibit the contractor from full use of capabilities and resources)?  (Ref.  Figure 4-1(3))
	
	
	
	
	
	
	
	

	Statement of Work Questions:
	Act
	MD
	Trans
	SJA
	MFAD
	BUD
	PAE
	Functional*

	32.  Does the SOW list the products/deliverables to be produced?  (Ref. Figure 4-1(4))
	
	
	
	
	
	
	
	

	33.  Does the SOW indicate quantity, place of delivery, and schedule of delivery?  (Ref. Figure 4-1(4))
	
	
	
	
	
	
	
	

	34.  Were any modifications to an existing contract approved by the proper management official and contracting officer?            (Ref.  Figure 4-4e.(1)-(4))
	
	
	
	
	
	
	
	

	35.  Are government facilities (and location), equipment, data, documents, computer software and hardware, and other materials that will be made available for contractor use specified?       (Ref. Figure 4-1(6))
	
	
	
	
	
	
	
	

	36.  Does the SOW specify the desired contents of the reports, such as technical progress and fund expenditures?  

(Ref.  Figure 4-1(5.b.))
	
	
	
	
	
	
	
	

	37.  Does the SOW describe the means that be used to maintain quality control (e.g., Will progress review meetings be used?  Does the SOW specify written progress reports to the COR and the frequency of the reports (e.g., monthly, bi-monthly, quarterly)?                      (Ref.  Figure 4-1(5.a.& b.))
	
	
	
	
	
	
	
	

	38.  Does the SOW describe the function and role of the COR in assisting the contracting officer? (Ref.  Figure4-3e.(5))
	
	
	
	
	
	
	
	

	39.  Does the SOW state the period of performance for the contract base period and each option year?  Specify day/month/year, start and end.  TRADOC DCG guidance
	
	
	
	
	
	
	
	

	40.  Does the SOW state contractor clause as per TRADOC DCG guidance?
	
	
	
	
	
	
	
	

	Manpower Functional Questions:
	Act
	MD
	Trans
	SJA
	MFAD
	BUD
	PAE
	Functional*

	41.  Is workload recurring or one-time?
	
	
	
	
	
	
	
	

	42.  If recurring, is workload covered by an existing manpower requirements determination study?  If not, has manpower study been requested?  Status of study?
	
	
	
	
	
	
	
	

	43.  Are the number of CMEs provided?  (HQDA Standard 1 CME = 1740 hours)
	
	
	
	
	
	
	
	

	Manpower Functional Questions:
	Act
	MD
	Trans
	SJA
	MFAD
	BUD
	PAE
	Functional*

	44.  If recurring, are Contractor Manyear Equivalents (CMEs) documented in TMG?  (UIC, AMSCO, MDEP and number of CMEs)  
	
	
	
	
	
	
	
	

	45.  Are CMEs reported in Monthly Status Report?  (Month/Year, Composite Unit Name, Category, CME Qty)
	
	
	
	
	
	
	
	

	46.  Where should the workload be documented in TDA?  (Provide CCNUM, UIC, AMSCO, MDEP, Para, Position Title, POSCO, CME requirements)
	
	
	
	
	
	
	
	


*Functional - Staff Mission POC (questions for HQ Staff functional area expert, TBD)
	Comments:




Note:

1.  A review will be conducted six months into the CAAS contract and must be performed by the GO or SES approval authority (required by the TRADOC Commander). 

2.  Only the TRADOC CG and DCG/CofS has authority to approve CAAS SOWs for contract (authority will not be delegated).

3.  With the exception to the exemptions in AR 5-14, Appendix C, all TRADOC Schools and Activities will comply with the TRADOC CAAS requirements.

4.  IRAC will randomly audit CAAS contracts for compliance.

Requiring Activity’s Compliance Certification:

Having the primary responsibility for ensuring the identification and reporting of CAAS and fulfilling the requirements of AR 5-14, Chapter 4, (Activity) certifies on (date) that the attached CAAS contract, (title as above), includes the MDD, SOW, IGCE and complies with Army regulation and with TRADOC DCG guidance: MEMORANDUM FOR SEE DISTRIBUTION, SUBJECT: “Contracted Advisory and Assistance Services (CAAS),” 
24 Feb 03.  In addition, the entire proposed CAAS contract has been reviewed by legal counsel (for TRADOC Schools and Activities, not Headquarters staff).






