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1. ORGANIZATIONAL ALIGNMENT AND LEADERSHIP
1.1. Aligning Acquisition with Agency and Commitment From Management

· Where is acquisition within the organization (i.e. organizational chart)?

· Series, grade, location of staff?
· What is the staff configuration?

· Who do they work for?
· Are they a part of the management team in advising on project planning “at the table”?

· Do they have communication access throughout the organization?

· Are their roles and responsibilities clear?
· What subordinate offices report to the acquisition office and how is that supervision provided?

· Is there a management commitment to support the integrity of the acquisition program? 

· What is the mission or vision of the acquisition office?  Are acquisition personnel aware of the mission or vision?  

· What is the span of control of the acquisition office and it’s personnel and is it appropriate?

Reference Tools

· Organizational Charts

· Staffing reports

1.2. Customer Service

· What is their customer base?

· Can the staff identify who their customers are? How are customers identified?  Is it an effective approach?

· What are the customers expectations?

· What has the acquisition staff done to identify changing needs and expectations of customers?
· Are the skills of the acquisition office personnel aligned with customer needs?  For instance, if the customers requirements call for cost reimbursable contracts, are there acquisition personnel adept at this type of contract vehicle?  Likewise for simplified acquisition or construction, etc.
· What information or guidance is available for customers (i.e. samples, templates)?

· Does the acquisition staff believe there is a good working relationship with the customers?  

· Do the customers believe there is a good working relationship with the acquisition staff?  

· Is customer feedback being collected?  Is it being requested or is it provided unsolicited by the customer?
· Is positive feedback shared with staff?

· How is positive and negative feedback addressed?
· What are the improvements identified as a result of feedback reaction?
Reference Tools

· Customer contacts

· Customer service surveys or questionnaires

1.3. Accomplishments or Overall Issues/Concerns

· What are the significant accomplishments of the office?

· What are the significant issues/concerns related to this cornerstone?

2. POLICIES AND PROCEDURES

2.1. Planning Strategically

· Does the office conduct planning with other disciplines (i.e. program offices) and offer acquisition strategies or options for a project?  

· Is there documentation of their involvement with strategic planning?

· Do they conduct any strategic sourcing projects or participate in agency/bureau efforts?  Do they review documents and data to verify opportunities for consolidation?  Do they do any trend analysis?

· Do they tailor the acquisition strategy to the need or are acquisitions redundant and repetitive?

· Are they aware of all socio-economic programs and goals and are they considered to accomplish overall success of the acquisition?  Are market research, capabilities of businesses, etc. considered? 

· Is competition being maximized to the greatest extent possible?  How much sole source acquisition is being accomplished, is it appropriate, and are decisions documented?    

Reference Tools

· Advanced Procurement Plan

· Customer contacts

2.2. Effectively Managing the Acquisition Process – Internal Controls

INTERNAL CONTROL
· Are there acquisition internal controls in place (i.e.  Internal Process Plan)?  Are they adequate?  Are they current?  Are the controls being followed?
REVIEWS 

· Are reviews being accomplished at each level of the acquisition organization?  (e.g. peer reviews, headquarters reviews)
· Does the file documentation reflect the review completion?  Is there evidence as to what action was taken as a result of review recommendations?     
· Have necessary actions been identified from past Acquisition Management Reviews?

· Are Corrective Action Plans in place as a result of previous Acquisition Management Reviews and are the Plans being followed?  

· What is the status of corrective actions in response to previous Acquisition Management Reviews?

OUTSIDE AUDITS

· Were any outside audits conducted in the current period (i.e. OIG)? 

· What was being audited? What were the findings?

· What is the action plan in response to the audit findings?  What is the status of resolving the audit findings?
Reference Tools

· Internal control plans

· Acquisition Management Review reports

· Corrective action plans

· Contract files

· Audits

2.3. Effectively Managing the Acquisition Process – Operational Compliance

COMPLIANCE REVIEW

· Does review of files reflect compliance with the Federal Acquisition Regulation (FAR), Department of the Interior Acquisition Regulation (DIAR), Office of Management and Budget (OMB) Circulars, and all other required statutes, policies and regulations?    

· Special attention is given to compliance for:

· Public Law 638

· Interagency acquisitions

· Section 508, Electronic and Information Technology (EIT) Accessibility Standards 
· Preference Program goals are being met

· IDEAS and financial link for obligations? Are obligations manual or automated? 

· Are electronic tools and e-gov initiatives utilized as required and/or as beneficial to make sound business decisions and process acquisitions?  

· IDEAS-PD

· Central Contractor Registration (CCR)

· Contractor Performance System (CPS)

· Past Performance Information Retrieval System (PPIRS)

· Excluded Parties List System (EPLS)

· Electronic Commerce (i.e. FedBizOpps)

· Does the office use e-commerce for solicitations, amendments, award notices, modifications, etc, as required?  

· Online Representations and Certifications Application (ORCA)

· Wage Determinations Online (WDOL)

· Treasury’s Listing of Approved Sureties

· Electronic Subcontracting Reporting System (ESRS)

· Advanced Procurement Plan (APP)

SYSTEM REPORTING

· Are mandatory systems used for reporting as prescribed?  Is reporting accurate and timely? 

· Federal Procurement Data System – Next Generation (FPDS-NG)

· Is reporting accomplished timely and accurately (i.e. FPDS-NG data input within 3 days of obligation)?

· Electronic Commerce (i.e. FedBizOpps)

NEW INITIATIVES

· What attention is given to new initiatives?  Is there awareness of them?  Are they implemented?
Reference Tools

· Contract files

· Advanced Procurement Plan

· Local policies and directives

· Local forms, formats and checklists

2.4. Promoting Successful Outcomes

· Is the acquisition staff involved early in the planning stages? 
· Is the acquisition staff part of the project team?

· Are all available acquisition options considered? Is the best solution selected considering project requirements, regulations, socio-economic goals, and customer needs?

· Was the project completed on-time and within budget?

· Are Performance Based Acquisitions (PBA) being awarded?  Are waivers approved where PBA can not be utilized? 

· Are Best Value procedures being utilized?

· Are acquisition policies or procedures in place and are they adequate?  

· Does acquisition headquarters give you what you need?

Reference Tools

· FPDS-NG reports

· Contract files

· Customer contacts

2.5. Accomplishments or Overall Issues/Concerns

· What are the significant accomplishments of the office?

· What are the significant issues/concerns related to this cornerstone?
3. HUMAN CAPITAL
3.1. Recruitment, Develop, and Retaining

· Do managers recruit, hire and manage their contracting staff with a mindset toward a corporate approach?

· Is there resource sharing among/between regions and/or offices?

· What is the method used for determining the appropriate level of spending on training, recruiting and retention efforts?

· Does the acquisition function have a human capital plan? (to include a succession plan).  What is the strategy for recruiting, developing, and retaining the acquisition workforce? 

· Is there a formal or informal mentoring program in place?

· Employee performance standards are clear, consistent, and cascade from Bureau Procurement Chief to Region and to field (where applicable).
· Are performance standards linked to accountable standards such as A-123?

· Are there any long-term vacancies?  What are the problems with filling the position(s)?  What is being done about it?
· Is there an adequate balance of federal and contractors in the acquisition workforce?

· Are the contractor workforce contracts being properly awarded and administered?

Reference Tools

· Staff and management interviews

3.2. Training/Certifications

· Have acquisition personnel received the required training necessary to perform their jobs and receive any certification needed (i.e. FAC-C, COA)?

· Not only do acquisition personnel receive the mandatory FAC-C and COA training, but also any other specialty training to develop the skills required to do the job? (i.e. construction, A-E)  

· How are training needs determined?  

· Have COR personnel received the required training necessary to perform their jobs?  How is COR training verified prior to designation to assure their eligibility?

· Is COR training applicable to the individuals actual project workload?  Is specialty training encouraged so the COR obtains the skills required for their projects?

· Is the FAC-C certification and COA level commensurate with workload/needs?

· Is continuous learning supported and accomplished?

· Do managers consistently support training and development priorities for the acquisition staff? (i.e. budget, workload)

· Do employees have Individual Development Plans (IDPs) and are they appropriate for the position?

Reference Tools

· ACMIS

· COR training log

· Headquarters COA data

3.3. Workload Management

· What is the current workload? (i.e. volume, type, complexity)
· How does the office track its acquisition workload?

· What is the number and level of Certificate of Appointments (COAs) and is it adequate for the workload?
· Is work evenly distributed and appropriate for staff and their expertise?

· Is the staffing level adequate for the workload?

· Do managers involve acquisition employees when planning and managing workload? 

· What collateral duties do the acquisition staff have?

· How does the office determine the appropriate size, FAC-C level and COA levels of the workforce?

· How have workloads changed over the past few years?  What are trends?

· How do they analyze and reconcile/balance the workforce and the workload?  

· Is there an effort to consolidate and streamline acquisitions to more efficiently utilize the capacity of the acquisition workforce?

· Is the workforce balanced to include all levels of expertise to address different disciplines or work/complexity and to address succession planning? (i.e. mix of new and senior staff; professional and technical positions)

· How does the acquisition organization benchmark or compare with other organizations or similar components of its region or bureau?  For instance:  

· Cost per contract = Total cost of acquisition operations (i.e. labor, office space)/ total obligations

· Obligations per employee = Total obligations/ number of acquisition staff 

· Transactions per employee = Total obligations/ total actions/ per number of acquisition staff

· What acquisition measures or metrics are in place?  What measures should they have?  

Reference Tools

· Workload data

· FPDS-NG reports

· Organizational chart

· Headquarters COA data

3.4. Accomplishments or Overall Issues/Concerns

· What are the significant accomplishments of the office?
· What are the significant issues/concerns related tot his cornerstone?
4. KNOWLEDGE AND INFORMATION MANAGEMENT

4.1. Use of Systems and Technology

· Does the region consider data from the acquisition related systems when making decisions, such as: eliminating redundancies; identifying strategic sourcing opportunities; and conducting internal control monitoring?

· Are acquisition personnel trained on and utilize these e-gov and other electronic tools to their fullest?  

· IDEAS-PD

· Is IDEAS-PD used for workload assignment?

· Is IDEAS-PD used fully to support separation of duties and internal controls? (i.e. requisitioning, purchasing, receiving and property)

· Central Contractor Registration (CCR)

· Contractor Performance System (CPS)

· Past Performance Information Retrieval System (PPIRS)

· Excluded Parties List System (EPLS)

· Electronic Commerce (i.e. FedBizOpps)

· Online Representations and Certifications Application (ORCA)

· Wage Determinations Online (WDOL)

· Treasury’s Listing of Approved Sureties

· Electronic Subcontracting Reporting System (ESRS)

· Acquisition Career Management Information System (ACMIS)

· Federal Procurement Data System – Next Generation (FPDS-NG)

· How does the acquisition office manage FPDS-NG reporting? Is there a FPDS-NG Certification Plan implemented and utilized?

· Is the office managing the FPDS-NG error reports?

· Are all other acquisition reports  (i.e. Resource Conservation Recovery Act (RCRA), Semi-annual labor standards reports, etc.) completed  timely and accurately and forwarded to the region and/or headquarters office?

Reference Tools

· Contract files

· Staff and management interviews

4.2. Safeguarding Systems

· Are system access rights closely monitored (e.g. IDEAS-PD, FPDS-NG, PPIRS)?  For example, prior to granting access is it approved by appropriate individual (i.e. supervisor), and is access removed when the individual leaves the organization?  

· Are redundant data, processes and/or systems used? For example is past performance being documented using both the SF 1420 and the CPS, or are local databases being used in lieu of IDEAS-PD or FPDS-NG? 

· Is monitoring of acquisition related data systems being accomplished as required by OMB Circular A-123?  Reconciliation of contractual obligations with the financial management system.

· Are corrective actions taken in a timely manner when areas of weakness are identified?

Reference Tools

· Staff and management interviews

· Employee clearance/exit form

4.3. Accomplishments or Overall Issues/Concerns

· What are the significant accomplishments of the office?

· What are the significant issues/concerns related tot his cornerstone?
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1. ORGANIZATIONAL ALIGNMENT AND LEADERSHIP
1.1. Aligning Acquisition with Agency and Commitment From Management

· Where in the organization is purchase business line oversight being conducted (acquisitions, finance, other)?  If not in acquisitions, what is the acquisition responsibility and involvement for this business line? 
· Who in the organization disseminates applicable purchase business line policy, DIAPR releases, etc., to cardholders, and approving officials?

· What is the reporting structure?
· Series, grade, location of purchase business line oversight staff?
· Who does the individual(s) work for in the organization?
· Does this individual(s) have communication access throughout the organization?

· Are the oversight roles and responsibilities clear?
· Do subordinate A/OPC’s report to the acquisition office and how is that supervision provided?

· Is there a management commitment to support the integrity of the purchase business line program?  

· Is there an effective ICP that occurs in the normal course of business?


Reference Tools:

· Organization Charts

· Staffing Reports

1.2. Customer Service

· What is the customer base?
· Are customers local (within the same duty station) or are they spread across a large geographic area?
· Can oversight personnel identify who their customers are? How are customers identified?  Is it an effective approach?
· Do customers know who to contact with questions related to the purchase line program? 

· Is the purchase line guidance provided to customers consistent or are customers receiving conflicting advice?
· What are the customer’s expectations?

· What has the purchase line coordinator or A/OPC done to identify changing needs and expectations of customers?
· Does this individual believe there is a good working relationship with customers?  

· Do the customers believe there is a good working relationship with the purchase line coordinator?  

· Is customer feedback being collected?  

· Is it being requested or is it provided unsolicited by the customer?
· Is positive feedback shared?

· Are there improvements identified as a result of feedback reaction?

Reference Tools:

· Customer contacts

· Customer Surveys or questionnaires

1.3. Accomplishments or Overall Issues/Concerns

· What are the significant accomplishments of this program?

· What are the significant issues/concerns of the program related to this cornerstone?

2. POLICIES AND PROCEDURES

2.1. Planning Strategically

· Are cardholder’s aware of the DOI Strategic Sourcing efforts?
· Are cardholder’s aware of and using the Department’s mandatory Blanket Purchase Agreement’s for the purchase of servers, laptops, desktops, monitors and printers?
· If mandatory sources are not being used, is there evidence of waivers?

· Are they aware of all socio-economic programs and goals and are they considered when using the purchase business line? 

Reference Tools:

· Customer contacts

· Cardholder files

2.2. Effectively Managing the Acquisition Process – Internal Controls

INTERNAL CONTROL
· Are there Internal Controls in place to ensure proper oversight of the purchase line program (i.e.  Internal Process Plan, Internal Control Plan, Standard Operating Procedure)?  Is it adequate?  Is it current?  Are the controls being followed?
REVIEWS 

· Are purchase line cardholder reviews and oversight being accomplished for all levels of the organization?
· Are they conducted according to the Bureau policy?
· How are oversight reviews documented to evidence their completion?
· Are corrective action plans in place for deficiencies noted in purchase business line reviews?

· Is the corrective action handled across the organization or by individual cardholder or individual staff areas?
· Have necessary corrections actions been identified and corrected from previous Acquisition Management Reviews?

· If so, are corrective action plans in place and are the plans being followed?  

· What is the status of corrective actions in response to previous reviews?

OUTSIDE AUDITS

· Were any outside audits (i.e. OIG, KPMG) conducted in relation to the purchase business line during the current review period? 

· What was being audited? What were the findings?

· What is the action plan in response to the audit findings?  What is the status of resolving the audit findings?

Reference Tools:

· Internal Control Plans or Standard Operating Procedures

· Acquisition Management Review Reports

· Corrective Action Plans

· Cardholder Files

· Audit Reports
2.3. Effectively Managing the Acquisition Process – Operational Compliance

COMPLIANCE REVIEW

· Does the review of cardholder files reflect compliance with the Federal Acquisition Regulation (FAR), Department of the Interior Acquisition Regulation (DIAR), Department of the Interior Integrated Charge Card Guide, Bureau policy or charge card management plan, Office of Management and Budget (OMB) Circulars, and all other required statutes, policies and regulations?    

· Special attention is given to compliance for:

· Section 508, Electronic and Information Technology (EIT) Accessibility Standards 
· Proper use of convenience checks (only to vendors that do not accept the card) and checks being written for dollar amounts up to $2,500 only (except in the case of emergencies)

· Required original documentation and statement descriptions for all purchase transactions regardless of dollar amount

· Resource orders for incident purchasing

· Proper approving official training for statement signatures

· Waivers or special approvals as required 
· How many dollars are expended using the purchase business line for the review period?  How many dollars are expended using convenience checks for the review period?  How many dollars are expended for the 1.9% convenience check fee for the review period?

· Are the numbers of oversight reviews performed appropriate when compared to the number of cardholders (does oversight indicate the program is at high or low risk?)

· How are cardholders distributed throughout the organization (number of purchase cardholders per location)

· What is the ratio of purchase line cardholders to number of employees? What is the ratio of convenience check writers in comparison to the number of purchase line cardholders?  Are these ratios appropriate or do they seem high or low?  Is there a demonstrated need of convenience check authority for cardholders with this authority?

· Is the number of cardholders growing, maintaining, or decreasing?

SYSTEM REPORTING

Are mandatory systems used for reporting as prescribed?  Is reporting accurate and timely? 

· Federal Procurement Data System – Next Generation (FPDS-NG) for purchases made in excess of $3,000? 
NEW INITIATIVES
· What are the new initiatives related to the purchase business line?

· Is attention being given to new initiatives?  Is there awareness?  Are cardholders informed?  Have they implemented?  If so, how is that evidenced?


Reference Tools:

· Cardholder files
· FPDS-NG reports
· Local policies and directives
· Local forms, formats and checklists
2.4. Promoting Successful Outcomes

· Does the Bureau’s acquisition headquarters give you what you need to adequately oversee the program and to help the success of the purchase line program?

· Are the policies or procedures for the program in place and are they adequate?

· Is the oversight of the program being accomplished with promoting successful outcomes at its center for the success of all?

· Is the purchase line program in jeopardy for any reason (i.e. lack of understanding by cardholders, lack of oversight, lack of clear guidance?)


Reference Tools:

· Customer contacts
· Cardholder files
· Local policies and procedures
2.5. Accomplishments or Overall Issues/Concerns

· What are the significant accomplishments of the office?

· What are the significant issues/concerns related to this cornerstone?
3. HUMAN CAPITAL
3.1. Recruitment, Develop, and Retaining

· Do managers recruit, hire and manage staff with a mindset toward a corporate approach? 
· Are there any long-term purchase line oversight vacancies?  If so, are there problems with filling these position(s); what are considered to be the problems; and what is being done about it?
· Is there resource sharing among/between regions and/or offices?

· What is the method used for determining the appropriate level of spending on training, recruiting and retention efforts?

· Does the acquisition function have a succession plan?

· Is there a formal or informal mentoring program in place?


Reference Tools:

· Staff and management interviews

3.2. Training/Certifications

· Are employees adequately trained to oversee the program?

· Do they have the skills necessary to provide accurate guidance to cardholders?

· Have employees received the required training necessary to perform their jobs and receive any certification, if needed?

· Are they adequately trained on the use of the Bank and DOI systems?

· Do they attend the DOI Charge Card Conference?

· Is the training commensurate with workload/needs?

· Is continuous learning supported and accomplished?

Reference Tools:

· DOI CRDS Training Database

· Staff and management interviews
3.3. Workload Management

· What is the current workload of the position?

· How many purchase business line cardholders does this position oversee and 
have responsibility to review?

· What co-lateral duties are included in this position?

· Is workload evenly distributed and appropriate for staff and their expertise?  If not, how is it being addressed?

· Is staffing sufficient to support the workload?

· How have workloads changed over the past few years?  What are trends?  What is projected workload?
· Do managers involve acquisition employees when planning and managing workload? 

· How does the office track its acquisition workload?

· List a breakdown of cardholders and check-writers for each unit reviewed to demonstrate the workload.


Reference Tools:

· Organization Chart

· Cardholder and Transaction reports (Bank or CRDS)

· Cardholder reviews
3.4. Accomplishments or Overall Issues/Concerns

· What are the significant accomplishments of the office?
· What are the significant issues/concerns related tot his cornerstone?
4. KNOWLEDGE AND INFORMATION MANAGEMENT

4.1. Use of Systems and Technology

· Do individuals with oversight responsibility have access to the Bank system or to DOI’s CRDS database for the reporting function?

· Are these systems being utilized to run oversight transaction reports or used for data mining?  

· Have they been adequately trained on the use of these systems?

· Does the office consider data from these systems when making decisions, such as: eliminating cardholder authority due to low usage; determining the need for convenience check authority; and conducting internal control monitoring?


Reference Tools:

· Staff and management interviews

4.2. Safeguarding Systems

· Are system access rights closely monitored?  For example, prior to granting access is it approved by appropriate individual (i.e. supervisor), and is access removed when the individual leaves the organization?

· Do individuals safeguard their system passwords to protect privacy?   

· Are corrective actions taken in a timely manner when areas of weakness are identified?


Reference Tools:

· Staff and management interviews

· Employee clearance/exit form

4.3. Accomplishments or Overall Issues/Concerns

· What are the significant accomplishments of the office?

· What are the significant issues/concerns related tot his cornerstone?
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