PAGE  
2

84-27800

ACM-1.10

MEMORANDUM

To:
Regional Director


  

   Attention:
From:
Karla J. Smiley



Manager, Acquisition and Assistance Management Division

Subject:
Acquisition and Assistance Management Review (AAMR) – Fiscal Year 2007
This memorandum confirms discussions between Jane Doe, Regional Director and Doe John, Director, Management Services Office relating to an Acquisition and Assistance Management Review (AAMR) of the acquisition, financial assistance and purchase business line functions.  This review will be conducted in the Lower Colorado Regional Office from December 4 - 8, 2006.  A Review Plan is attached for your information.

In accordance with the Management Control Review requirements, the following areas will be covered for the period beginning October 1, 2004, through September 30, 2006.
1.  Evaluation of the Region for organizational alignment and leadership, which includes an assessment of the Region’s organizational configuration staffing and workload, skill levels, delegated authority, and other resources are adequate to attain maximum efficiency and effectiveness of operations.  

2.  Evaluation of the Region for policies and procedures, which includes assessing: internal control processes to determine whether the Region’s management reviews are sufficiently meeting requirements; whether planning is strategically conducted to promote successful outcomes, and; compliance with applicable laws, regulations, policies, and mandatory reporting requirements.  
3.  Evaluation of human capital, which includes an assessing whether recruiting, hiring, training, and professional development,  and strategic workforce planning outlines ways to help the organization fill gaps in knowledge, skills, and abilities of the acquisition workforce.  
4.  Evaluation of the Region in knowledge and information management, which includes an assessment of the organizations use and safeguarding of information technology systems and other technology.  
In order to assist us in conducting our review, we request that you prepare the advance review material as outlined below and provide these data to our office by Tuesday, November 28, 2006, so that the review team may perform a preliminary analysis prior to beginning the onsite review.  Please send one copy to Office Code XYZ and retain a second copy at your office for the review team's use during the AAMR.

1. Organization Chart.  Provide a copy of your current organization chart, and any others that were in place for the period being reviewed.

2.  Local Acquisition/Assistance/Purchase Business Line Directives and Policies.  Provide a copy of all regional directives, policies, procedures, and practices involving the acquisition, assistance, and purchase line processes. 

3.  Local Acquisition/Assistance/Purchase Business Line Forms.  Provide a copy of all locally-prepared acquisition, assistance, and purchase line forms and formats (e.g., general provisions, form memoranda and letters, checklists, and any other forms that involve the acquisition, assistance, and purchase line processes).

4.  Reports.  Provide a copy of the latest workload and staffing reports used to manage the acquisition, assistance, and purchase line workload (i.e., active/inactive contracts, financial assistance, small purchases, etc.).

5.  Innovations.  List and describe all significant acquisition/assistance innovations implemented during the management control reporting period (October 1, 2004, through September 30, 2006).

6.  AAMR Workload Data.  Provide information for the management control reporting period 

(October 1, 2004, through September 30, 2006).

7.  Award Lists.  Federal Procurement Data System-Next Generation reports for contract actions will be pulled by our office for the review period.  However, please provide the following business transaction registers.


a. A list of all interagency acquisitions awarded during the management control reporting 
period.


b. A list of all grants and cooperative agreements awarded and/or modified during the 


management control reporting period.


c. If applicable, a list of all Title I, P.L. 93-638 (Indian Self-Determination Act) contracts,       grants, and cooperative agreements awarded during the management control reporting           period.

8. Purchase Business Line:  Provide the number of purchase business line cardholders (by office), number of purchase line cardholders with convenience check authority (by office), and the total number of purchase business line reviews conducted (by office) for the reporting period.  Include the name of the individual who is responsible for the oversight of the purchase business line (by office).
9. Customer Contacts.  Provide a program office contact for each organizational unit serviced by the regional acquisition/assistance office.  Briefly describe the contracting, financial assistance, or purchase business line activity performed for the client organization.  Provide a telephone number for the customer service contact.

In addition to these materials, we invite you, the Regional leadership, and/or the acquisition staff to identify and discuss with me as the Team Leader, any issues or areas of concern that you would like the review team to address during our time there.  We look forward to meeting and working with you and your staff.  
Please let us know if there is anything else we can do to assist you, and feel free to contact Judi R. Contact at 303-123-4567, if you have any questions regarding the review.

Attachment
cc:   
Attachment 1
REVIEW PLAN
Type of Review:

Acquisition and Assistance Management Review

Review Unit/Activity:
 Lower Colorado Region  

Review Dates:

December 4-8, 2006

Topics/Areas to be Reviewed will include:
· Regional Reviews conducted with sub-ordinate offices and related Corrective Action Plans

· Organizational configuration and staffing

· Delegated procurement authority levels in the Region and sub-ordinate offices

· Acquisition workloads in the Region and sub-ordinate offices

· Acquisition planning and Socio-Economic Program accomplishments

· Effectiveness and efficiency of acquisition and financial assistance functions

· Involvement in new initiatives

· Progress with Performance Based Acquisition

· Management and use of purchase business line 

· Adherence with laws, regulations, and policy related to acquisition, financial assistance, and the purchase business line
· Proficiency and use of available acquisition and financial assistance systems

· Quality of Customer Service

Itinerary:


Sunday, December 3
· Team travels to Las Vegas
· Hotel: 





Embassy Suites 





3600 Paradise Road





Las Vegas, NV  702-893-0378
Monday, December 4
· Team conducts Entrance Conference, time TBD; begin review

· Afternoon Team discussion session

Tuesday, December 5
· Team Lead morning status meeting with CCO

· Team continues review; afternoon discussion session 

Wednesday, December 6
· Team Lead morning status meeting with CCO

· Team continues review; afternoon discussion session

Thursday, December 7

· Team Lead morning status meeting with CCO 

· Team drafts summaries and observation records 

· Entire team determine final ratings by component and discipline

· Pre-brief to CCO and selected staff

Friday, December 8
· Team finalizes observation records 

· Team conducts Exit Conference, time TBD

· Team continues finalizing observation records 

· Team departs late afternoon


