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Completion of the Acquisition 
Plan

Closing date/Receipt of Supplier responses 
(Example: Quotes, Proposals, Bids, No Bids)

3.2.2
Route for Reviews/Approvals, as applicable 
(Examples: Supervisory, PNCP, Clearance Panel,  

CRB, HCA, PMO, FITARA by OCIO, OGC, FAS 
Acquisition panel,)

Note AAS: Review includes Acquisition Plan, 
D&Fs, J&As, etc

3.3
Notifications & Release

3.4
Solicitation Management

3.2
Solicitation Development

High Level Activity

Functional Tasks

Policy Guidance

Legend

Trigger/ End

3.5
Contract File

3.5.1
Document Contract File 

(Examples: CTAG, Electronic Contract File)

3.1.2
External Engagement

3.2.3
Approved Solicitation/

Approval to Release RFQ

3.2.3
Approved Solicitation

3.3.3
Solicitation Released / Refresh 

Mass Mod

3.4.5
RFQ /Solicitation Closes

3.3.3
Solicitation Refresh Mass 

Mod

3.1
Industry Engagement, as 

applicable

The Sequence is as Applicable

3.4.4
Prepare and Administer Evaluation 

System, as applicable 
(Examples: Autobid, Accutrack, Assist 

Suppliers, COPS, Airfare, source selection 
software, etc.)

3.1.1
Plan & Engage Industry, as applicable
(Examples: Pre-Solicitation Conference, 

Discussions on Draft Solicitation, 
Interact, Logistics for Engagement)

3.2.1
Create Solicitation/Technical Evaluation/ 

Source Selection Plan
(Examples: Pre-RFQ Package, Completed 

Solicitation, SOO, SOW, PWS, Refresh, MASS Mod, 
QASP, Clauses, Provisions, Terms and 

Conditions, Technical Evaluation Criteria, 
Evaluation Methodology, Method of Award, 

Contract floor/ceilings min/max orders, etc.)

3.3.1
Post Initial Notification of Solicitation 

as applicable
(Examples: Synopsis, Interact Notice, 

Direct Notification to Suppliers) 

3.3.2
Release Solicitation

 (Examples: ITSS, eBuy, FBO, Reverse 
Auction, GitHub, NETCENTS, SEWP

3.4.1
Receive & Answer Questions
 (Examples: Q&A, Pre-proposal 

conference) 

3.4.2
Amend the Solicitation, as applicable 

(Examples: Extend Response Date, 
Extend Closing Date, Refresh 

Solicitation)

3.4.3
Cancel the Solicitation, as applicable

Functional 
Task with Sub 

Process
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Completion of the Acquisition 
Plan

3.1.2
External Engagement

3.1
Industry Engagement, as 

applicable

3.1.1
Plan & Engage Industry, as applicable
(Examples: Pre-Solicitation Conference, 

Discussions on Draft Solicitation, 
Interact, Logistics for Engagement)

FAR 14, FAR 15 

3.1.1.1
Conduct Pre-proposal/Solicitation/Site 

visit/Conference/Industry Day – A 
recurring event 

FAR 5, FAR 14, FAR 15 
Interact required,  PAP-2015-06

End

Are there technical 
responses to 
questions?

Document Minutes, MFR to file, 
Transcripts

Vendor initiated questions, significant 
acquisition strategy changes to long term 
acquisitions, GSA initiated with respect to 
large changes, customer/client initiated, 

program initiated -- manual, eBuy posting, 
notice on FBO, mainly manual documents -- 

some automation possible, 10 day launch 

requirement (as applicable), draft solicitation

Yes, Needs Approval

No

Recorded webinars, Minutes taken and 
posted to ebuy/FBO, Post questions & 

responses to location where draft/non-
draft RFQ is posted or other designated 
location (version control), transcript of 

industry day, draft solicitation

Technical expert/
customer coordination/

review/approval 

High Level Activity
Functional Tasks

Policy Guidance
Legend Trigger/ End The Sequence is as ApplicableInput to Functional Task Output DecisionApproved By

Functional 
Task with 

Sub Process

Requires Signature

Generated 
Document

Vendors, GSA, Customer/Client, 
Program Offices, Business case, 
through Email, eBuy, FBO

Source of Input
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FAR Smart Matrix, SWS (includes 
sections and clauses) generates 
solicitation document in commercial 
format with attachments and uploads 
to econtract file, manual completion of 
solicitation form, Draft RFQ/RFP/

solicitation

Evaluation methodology, source 
selection/evaluation plan (dependent 
on methodology, competitive, order, 

etc.), past performance/technical 
history/performance/corporate 
experience questionnaire, oral 

presentation script -- all outputs are 
manually drafted PDF, Word, G Docs, 

Systems form - GSA Form 88

Email confirmation that package is 
good to go, formal D&F relating to 

source selection decisions, template, G 
Docs, PDFs, Word manual docs

3.2
Solicitation Development

3.2.3
Approved Solicitation/

Approval to Release RFQ

3.2.1
Create Solicitation/Technical Evaluation/ Source Selection 

Plan
(Examples: Pre-RFQ Package, Completed Solicitation, SOO, SOW, 
PWS, Refresh, MASS Mod, QASP, Clauses, Provisions, Terms and 

Conditions, Technical Evaluation Criteria, Evaluation Methodology, 
Method of Award, Contract floor/ceilings min/max orders, etc.)

FAR 2, FAR 4, FAR 8, FAR 9, FAR 13, FAR 14, FAR 15, FAR 16, FAR 
22, FAR 37

3.2.1.1
Determine key discriminators/evaluation 

factors

FAR 7.105(b)(4); 15.303(b)(2), FAR 2, FAR 8, 
FAR 9, FAR 16

3.2.1.2
Final approval/concurrence of solicitation documents 

(PWS, functional requirements documents, exhibits, 
SOW/Objectives, QASP, iterative process), industry 

feedback to RFI to request clarification

FAR 8 , FAR 15
Agency supplements (AFARS), GSAM deviations (some 

pending)

3.2.1.3
Draft solicitation document

FAR 9, FAR 15, FAR 16

3.2.1.4
Create final solicitation package, as 

applicable

FAR 9, FAR 15, FAR 16
CRB Operational Notice QTA-2015-01 
Revision 5

3.2.2
Route for Reviews/Approvals, as applicable 
(Examples: Supervisory, PNCP, Clearance Panel,  

CRB, HCA, PMO, FITARA by OCIO, OGC, FAS 
Acquisition counsel)

Note AAS: Review includes Acquisition Plan, 
D&Fs, J&As, etc

FAR 14, FAR 15, FAR 22

CRB reviews evaluation 
methodology/plan as part of 

clearance process, FAC Council 

include policy (QV) for review/

concurrence 

PAP 2018-06

Discussion between contracting activity and customer/PMO/
requiring activity, market research report

pdf or google shared documents-Documentation in Business 
Case that shows functional area descriptions from program 

office, FAR, GSAM for decisions on clauses. Draft RFP (if one was 
done before the Acq Planning was finished) and any revisions

Work statement, functional requirements documents, exhibits, 
acquisition package, manual submission of form in G Drive, email 
attachments, vendor questions regarding RFI through eBuy/FBO, 

manual submission of questions, Forecast opportunity Tool 
through Acquisition Gateway -- sent as email, other manual 

submission 

Work statements, exhibits, 
acquisition package

Completed solicitation with all 
exhibits/attachments, source 

selection plan, evaluation factors 
from 3.2.1.2 & 3.2.1.1

Based on format, could be a single document, 
could be multiple documents, could be a single 

embedded document, G Docs with links 
provided, Github - web data in Github for open 
source, but mostly manual, AAS and GSS, FAR 
Smart Matrix, SWS will generate documents

End

High Level Activity
Functional Tasks

Policy Guidance
Legend Trigger/ End

The Sequence is as Applicable
Input to Functional Task Output DecisionApproved By

Functional 
Task with 

Sub Process

All outputs do not require 
approval, best practice may be to 

have customer sign to acknowledge 
strategy/method

Best practice is to email 
confirmation to client from 
CO, Pre-Solicitation CRB, as 

applicable

Supervisor approval prior to 
CRMB, as applicable, Pre-

Solicitation CRB

CRB approve, approve with changes, disapprove via 
meeting and email notification, email includes signature 
document for contract file that includes comments -- 
signature document required for clearance/authority to 
advertise/release. If not required to go to CRB, might only 
go through CO and CO supervisor--also results in signature 
document for authority to advertise/clearance/release. 
Also manually send solicitation (only  docs for posting/
release) to client/customer/PMO/requiring activity 
following approval to advertise/clearance/release., FAC 
Council Briefing, legal review IAW with ADM 5000.4B.

OF 41

Source 
Selection 

Plan
GSA Form 

88

eMail 
Signatures 

& Other 
Authorized 
Individuals

SF 1449
SF 33
SF 18

OF 41

Requires Signature

Generated 
Document

Customer/Program 
Office/Requiring Activity, 
Market research report 

Customer, Client, PMO, 
Vendor, Regional Council 
(OGC)

stored in contract file 
from 3.2.1.2, PMO

stored/retrieved from 
contract file

Source of Input
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3.3
Notifications & Release

3.2.3
Approved Solicitation

3.3.3
Solicitation Released / Refresh 

Mass Mod

3.3.1
Post Initial Notification of Solicitation, as 

applicable, 
(Examples: 10-day notification to the FAS 

Commissioner IAW FAS Contract or Launch 
Action Leadership Notification Process and any 

local guidance (i.e. ITC Guidance for FAS Internal 
Notifications, Synopsis, Interact Notice, Direct 

Notification to Suppliers) 

FAR 8, FAR 13, FAR 14

3.3.2
Release Solicitation

 (Examples: ITSS, eBuy, FBO, Reverse 
Auction, GitHub, NETCENTS, SEWP, oral 

solicitation, 8(a) direct award)

FAR 8, FAR 9, FAR 13, FAR 19

3.3.1.1
System posting of combo/synopsis/

solicitation, J&As/JEFO/etc., as applicable

FAR 5.201(b), FAR 6, FAR 8, FAR 13, FAR 14, 
FAR 15

Inputs stored/retained/
processed in SWS, FAR Smart 

Matrix

SWS creates standard form 
for combos, solicitations, 

synopsis, notice, and 
supporting documentation

3.3.1.2
Notify vendor, as applicable

FAR 5, FAR 8, FAR 13
PAP 2015-06

Manual created notice with link to 
solicitation/synopsis in FBO, could be 

Interact notice with link to FBO, also update 
FBO pre-solicitation notice/special notice 

with more current solicitation info

Supervisor approves 
notifications prior to 

transmission, as applicable

Email, FBO posting, Interact 
notice

End

3.3.2.1
Post the solicitation

FAR 4, FAR 5.102; FAR 8, FAR 9, FAR 13, FAR 
19.202-4

Pre-RFQ coordination package, solicitation 
with exhibits, attachments, vendor list -- pick 

list for schedule, GWAC goes to all vendors 
via distribution list via ITSS. For GSS, use of 

eBuy under a certain SIN or pool under 
OASIS, eBuy, reverse auction sites, GPE

Email notification to vendors, solicitation/RFQ 
released/advertised/posted, posting confirmation 

with list of vendors--system generated email, also can 
print list from system, FBO posting confirmation--

system generated, ITSS has a chronology--history file--
text file that is system generated. Sole source can have 
read-receipt in email,  eBuy, reverse auction sites, GPE

High Level Activity
Functional Tasks

Policy Guidance
Legend Trigger/ End The Sequence is as ApplicableInput to Functional Task Output DecisionApproved By

Functional 
Task with 

Sub Process

SF 1449
SF 33
SF 18

Requires Signature

Generated 
Document

SWS input from previous solicitation 
development in 3.2, ASSIST

Information provided by CO/CS, 
Draft solicitation

Contract file solicitation/RFQ and 
attachments/exhibits, selected by 
CO/CS

Source of Input
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.1
3

.4
.2

3
.4

.3

3.4.1.4
Post Q&A document, transcripts, video or 

recording links, draft amendment, etc.

FAR 15
OGC could be consulted/coordinated 

depending on questions

Document sent via ITSS, eBuy, FBO, 
or in the same manner as the 

solicitation/RFQ is advertised--
could be added as an amendment in 

system to RFQ -- manual process, 
and post amendment (as applicable)

Send list of questions document to 
technical reps/PMO/CO/CS & OGC 

(as applicbale)
PDF, Excel file, Word 

3.4.1.1
Collect questions during established 

period

FAR 5.102(2); 5.205(c), FAR 15
GSAM 515.201(a)

Emails, eBuy, Vendor’s call to CO/CS
 Format of questions provided in 

solicitation/RFQ to org box (vets2@gsa.gov)

3.4
Solicitation Management

3.4.5
RFQ /Solicitation Closes

3.3.3
Solicitation Refresh Mass 

Mod

3.4.4
Prepare and Administer Evaluation 

System, as applicable 
(Examples: Autobid, Accutrack, Assist 

Suppliers, COPS, Airfare, source selection 
software, ROADS, AutoVendor, AutoChoice 
(for Automotive), CPP (for CityPairs), and 

NHC (for telecom)  etc.)

3.4.1
Receive & Answer Questions
 (Examples: Q&A, Pre-proposal 

conference) 

FAR 15

3.4.2
Amend the Solicitation, as applicable 

(Examples: Extend Response Date, 
Extend Closing Date, Refresh 

Solicitation)

FAR 15

3.4.3
Cancel the Solicitation, as applicable

FAR 15

Has RFQ/Solicitation 
closed? Yes

No

End

Answers from client/customer/
contracting activity

Questions received from potential offerors, 
answers to questions from government 

technical/acquisition personnel

3.4.1.2 
Obtain answers to questions

FAR 15
OGC could be consulted/coordinated 

depending on questions

3.4.1.3 
Create/update Q&A document, draft 

amendment

FAR 15
OGC could be consulted/coordinated 

depending on questions

Final Q&A document

Submit consolidated questions & 
appropriate responses/answers 

document. 
PDF, Excel, Word

Single document that 
anonymously lists questions and 
provides simple, concise answers

 PDF, Excel, Word

Do the questions 
require technical 

answers? 

Send to client/customer/PMO/
requiring activity

Yes

No

May need to write D&F, MFR to file, 
may need to revise acquisition plan 

(word doc called addendum with 
signature page), SOW/PWS revision 

might be necessary

3.4.2.1
Identify and classify the needed change

FAR 14, FAR 15.206

 Vendor’s email, result of Q&A responses,  
could come from industry day in case of 
emerging technology, might also come 
from internal PMO/agency sources -- 

section 508 group can notify programs of 
need for changes

Is it Simple or 
Complex Change?

Will require customer/client/
legal/coordination and higher 

level approval

3.4.2.2
Justification/memo/acq plan addendum 

explaining need for change, as applicable, 
or documents rationale for change 

FAR 14, FAR 15.206(d),(e)

3.4.2.4
Post amendment, as applicable

FAR 15.206(b)

3.4.2.3 
Changing the RFQ/solicitation, and 

approval of amendment

FAR 14, FAR 15.206

Complex

Require CO’s approval

Simple

Simple/Complex Change

Additional SIN/CLIN/subCLIN, could be 
minor revision from contracting activity, 

could be revised work statement, 
solicitation attachments/exhibits

SF 30, refresh document

Justification, MFR for file, addendum to 
acquisition plan, updated SOW, draft SF 

30 -- FAR Smart Matrix,  SWS can 
generate SF 30, depends on program/
user of system, mostly manual process

SF30, other amendment document, 
refresh document

eBuy, FBO, posting confirmation, 
chronology document, GPE, ASSIST

3.4.3.1
Notify vendors/stakeholders/customers 

of cancellation intention

FAR 15.206(e), 5.207(f),  
& or GSAM reference

Email from customer/PMO, Q&A process 
results, decision resulting from number of 
potential amendments, scope of potential 

amendment, 1649 Requesting cancellations

Notification document/email/ 
system notification, MFR to file, 

publishing the information to the 
appropriate site/portals.

3.4.3.2
Execute cancellation in systems (CWS, FM 

system)

Email from customer/PMO, Q&A process 
results, decision resulting from number of 
potential amendments, scope of potential 

amendment 

Create cancellation amendment - system generated FAR Smart Matrix, SWS 
or manual completion of template, formal letter to potential respondents 

from MR/Industry day/RFI, etc., manual Word, PDF, contacting FM to return 
funds--potentially reuse funds for new acquisition -- email, phone call, direct 

contact, but in ITSS use “collaboration” to return funds (internal email 
within ITSS), amendment by 1649 for Schedules

3.4.3.3
Archive cancelled solicitation

 FAR 4.805, Table 4.1 (4) Files for canceled 
solicitations.

Entire contract file to date of cancellation, 
ITSS will retain entire file, correspondence 
with industry resulting from cancellation

Mark complete/archived order/
solicitation/RFQ (click the button in 
system), protest from cancellation 
of solicitation/RFQ, congressional 

inquiry/notification

One level above CO, 
as applicable

CO’s Supervisor, all 
centers for 1649, as 

applicable
One level above CO & OGC, 

as applicable

OGC possible for final approval/
concurrence with cancellation, 

as applicable

Vendor acknowledgement of 
amendment, as applicable

High Level Activity
Functional Tasks

Policy Guidance
Legend Trigger/ End The Sequence is as ApplicableInput to Functional Task Output DecisionApproved By

Functional 
Task with 

Sub Process

Account for required review 
and approvals, as applicable.

Justification & 
Acq. Plan by 
CO & Other 
Authorized 
Individuals  

Requires Signature

Generated 
Document

vendors through email, eBuy - 
system input through “Comments”, 
contracting office provided template, 
FBO, ASSIST, GPE

Could be emails from client/
customer/PMO, could simply 
be answered by CO/CS

Vendor provides questions, 
government technical/
acquisition provide answers

Contracting office 
PDF, Word, Excel

Vendor, customer, PMO, internal 
agency, outside agency, Q&As

Contracting activity, MFR to file, D&F, addendum 
to acquisition plan, could also come from PMO/
client, most likely an email but could also be 
justification or other document/verbiage

Additional SIN/CLIN/subCLIN verbiage and how SIN is 
created comes from internal GSA office, may come from 
requiring activity/PMO, CO/CS could provide language/
documents, SME consulted, would be in form of email 
correspondence, documents, conversations, meetings

Contracting activity, refresh 
document team/office

customer, PMO, vendors through 
Q&A, OGC, acquisition center 
director, business line/portfolio, 
solicitation/schedule owner

Vendor input, customer/PMO due to 
funding, GAO/agency/OGC protest 
response

ECF/ITSS, some older paper contract 
files, D2, other contract file storage

Source of Input
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Abbreviated Form Full Form

AAS Assisted Acquisition Service

AFARS Army Federal Acquisition Regulation Supplement

CLIN Contract Line Item Number

CO Contracting Officer

COPS City Pair Offer Preparation System

CRB Contract Review Board

CRMB Contract Review Management Board

CS Contract Specialist

CWS Contract Writing System

D&F Determination and Finding

FAC Federal Acquisition Council

FAR Federal Acquisition Regulation

FAS Federal Acquisition Service

FBO Federal Business Opportunities

FITARA Federal IT Acquisition Reform Act

FM Financial Management

GPE Government Wide Point of Entry

GSS General Supplies and Services

GWAC Government Wide Acquisition Contract

HCA Head of Contracting Activity

ITSS IT Solution Shop

J&A Justification and Approval

JEFO Justification for Exception to Fair Opportunity

MFR Memorandum for file

NETCENTS Network-Centric Solutions

OASIS One Acquisition Solution for Integrated Services

OCIO Office of Chief Information Officer

OGC Office of General Counsel

PWS Peformance Work Statement

QASP Qualtiy Assurance Surviellance Plan

3.0 - Synopsis & Solicitation - Glossary

Represents a Name of a System/Application
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