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Federal Acquisition Regulation 7.104

(1) Specify needs for printing and 
writing paper consistent with the min-
imum content standards specified in 
section 505 of Executive Order 13101 of 
September 14, 1998, Greening the Gov-
ernment through Waste Prevention, 
Recycling, and Federal Acquisition 
(see 11.303); and 

(2) Comply with the policy in 11.002(d) 
regarding procurement of products con-
taining recovered materials, and envi-
ronmentally preferable and energy-effi-
cient products and services. 

(o) Ensuring that acquisition plan-
ners specify needs and develop plans, 
drawings, work statements, specifica-
tions, or other product descriptions 
that address Electronic and Informa-
tion Technology Accessibility Stand-
ards (see 36 CFR part 1194) in proposed 
acquisitions (see 11.002(e)) and that 
these standards are included in require-
ments planning, as appropriate (see 
subpart 39.2). 

(p) Making a determination, prior to 
issuance of a solicitation for advisory 
and assistance services involving the 
analysis and evaluation of proposals 
submitted in response to a solicitation, 
that a sufficient number of covered 
personnel with the training and capa-
bility to perform an evaluation and 
analysis of proposals submitted in re-
sponse to a solicitation are not readily 
available within the agency or from an-
other Federal agency in accordance 
with the guidelines at 37.204. 

(q) Ensuring that no purchase re-
quest is initiated or contract entered 
into that would result in the perform-
ance of an inherently governmental 
function by a contractor and that all 
contracts or orders are adequately 
managed so as to ensure effective offi-
cial control over contract or order per-
formance. 

(r) Ensuring that knowledge gained 
from prior acquisitions is used to fur-
ther refine requirements and acquisi-
tion strategies. For services, greater 
use of performance-based contracting 
methods and, therefore, fixed-price 
contracts (see 37.602–5) should occur for 
follow-on acquisitions. 

(s) Ensuring that acquisition plan-
ners, to the maximum extent prac-
ticable— 

(1) Structure contract requirements 
to facilitate competition by and among 
small business concerns; and 

(2) Avoid unnecessary and unjustified 
bundling that precludes small business 
participation as contractors (see 7.107) 
(15 U.S.C. 631(j)). 

(t) Ensuring that agency planners on 
information technology acquisitions 
comply with the capital planning and 
investment control requirements in 40 
U.S.C. 1422 and OMB Circular A–130. 

[48 FR 42124, Sept. 19, 1983, as amended at 50 
FR 1735, Jan. 11, 1985; 50 FR 27561, July 3, 
1985; 50 FR 52429, Dec. 23, 1985; 51 FR 27116, 
July 29, 1986; 57 FR 60574, Dec. 21, 1992; 60 FR 
28495, May 31, 1995; 60 FR 48236, Sept. 18, 1995; 
60 FR 49721, Sept. 26, 1995; 61 FR 2628, Jan. 26, 
1996; 62 FR 40236, July 25, 1997; 62 FR 44814, 
Aug. 22, 1997; 64 FR 72442, Dec. 27, 1999; 65 FR 
36017, June 6, 2000; 66 FR 20896, Apr. 25, 2001; 
67 FR 56118, Aug. 30, 2002]

7.104 General procedures. 
(a) Acquisition planning should begin 

as soon as the agency need is identi-
fied, preferably well in advance of the 
fiscal year in which contract award or 
order placement is necessary. In devel-
oping the plan, the planner shall form 
a team consisting of all those who will 
be responsible for significant aspects of 
the acquisition, such as contracting, 
fiscal, legal, and technical personnel. 
The planner should review previous 
plans for similar acquisitions and dis-
cuss them with the key personnel in-
volved in those acquisitions. At key 
dates specified in the plan or whenever 
significant changes occur, and no less 
often than annually, the planner shall 
review the plan and, if appropriate, re-
vise it. 

(b) Requirements and logistics per-
sonnel should avoid issuing require-
ments on an urgent basis or with unre-
alistic delivery or performance sched-
ules, since it generally restricts com-
petition and increases prices. Early in 
the planning process, the planner 
should consult with requirements and 
logistics personnel who determine 
type, quality, quantity, and delivery 
requirements. 

(c) The planner shall coordinate with 
and secure the concurrence of the con-
tracting officer in all acquisition plan-
ning. If the plan proposes using other 
than full and open competition when 
awarding a contract, the plan shall 
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also be coordinated with the cognizant 
competition advocate. 

[48 FR 42124, Sept. 19, 1983, as amended at 50 
FR 1735, Jan. 11, 1985; 50 FR 52433, Dec. 23, 
1985; 67 FR 56118, Aug. 30, 2002]

7.105 Contents of written acquisition 
plans. 

In order to facilitate attainment of 
the acquisition objectives, the plan 
must identify those milestones at 
which decisions should be made (see 
paragraph (b)(19) below). The plan must 
address all the technical, business, 
management, and other significant 
considerations that will control the ac-
quisition. The specific content of plans 
will vary, depending on the nature, cir-
cumstances, and stage of the acquisi-
tion. In preparing the plan, the planner 
must follow the applicable instructions 
in paragraphs (a) and (b) below, to-
gether with the agency’s implementing 
procedures. Acquisition plans for serv-
ice contracts or orders must describe 
the strategies for implementing per-
formance-based contracting methods 
or must provide rationale for not using 
those methods (see subpart 37.6). 

(a) Acquisition background and objec-
tives—(1) Statement of need. Introduce 
the plan by a brief statement of need. 
Summarize the technical and contrac-
tual history of the acquisition. Discuss 
feasible acquisition alternatives, the 
impact of prior acquisitions on those 
alternatives, and any related in-house 
effort. 

(2) Applicable conditions. State all sig-
nificant conditions affecting the acqui-
sition, such as (i) requirements for 
compatibility with existing or future 
systems or programs and (ii) any 
known cost, schedule, and capability or 
performance constraints. 

(3) Cost. Set forth the established 
cost goals for the acquisition and the 
rationale supporting them, and discuss 
related cost concepts to be employed, 
including, as appropriate, the following 
items: 

(i) Life-cycle cost. Discuss how life-
cycle cost will be considered. If it is 
not used, explain why. If appropriate, 
discuss the cost model used to develop 
life-cycle-cost estimates. 

(ii) Design-to-cost. Describe the de-
sign-to-cost objective(s) and under-
lying assumptions, including the ra-

tionale for quantity, learning-curve, 
and economic adjustment factors. De-
scribe how objectives are to be applied, 
tracked, and enforced. Indicate specific 
related solicitation and contractual re-
quirements to be imposed. 

(iii) Application of should-cost. De-
scribe the application of should-cost 
analysis to the acquisition (see 15.407–
4). 

(4) Capability or performance. Specify 
the required capabilities or perform-
ance characteristics of the supplies or 
the performance standards of the serv-
ices being acquired and state how they 
are related to the need. 

(5) Delivery or performance-period re-
quirements. Describe the basis for estab-
lishing delivery or performance-period 
requirements (see subpart 11.4). Ex-
plain and provide reasons for any ur-
gency if it results in concurrency of de-
velopment and production or con-
stitutes justification for not providing 
for full and open competition. 

(6) Trade-offs. Discuss the expected 
consequences of trade-offs among the 
various cost, capability or perform-
ance, and schedule goals. 

(7) Risks. Discuss technical, cost, and 
schedule risks and describe what ef-
forts are planned or underway to re-
duce risk and the consequences of fail-
ure to achieve goals. If concurrency of 
development and production is 
planned, discuss its effects on cost and 
schedule risks. 

(8) Acquisition streamlining. If specifi-
cally designated by the requiring agen-
cy as a program subject to acquisition 
streamlining, discuss plans and proce-
dures to: 

(i) Encourage industry participation 
by using draft solicitations, 
presolicitation conferences, and other 
means of stimulating industry involve-
ment during design and development in 
recommending the most appropriate 
application and tailoring of contract 
requirements; 

(ii) Select and tailor only the nec-
essary and cost-effective requirements; 
and 

(iii) State the timeframe for identi-
fying which of those specifications and 
standards, originally provided for guid-
ance only, shall become mandatory. 

(b) Plan of action—(1) Sources. Indi-
cate the prospective sources of supplies 
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