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PPMAP AREA I:  EXECUTIVE OVERVIEW  (Report Place holder)

PPMAP AREA II:  CONTRACTING ORGANIZATION STRATEGIC PLANNING
1. Describe the contracting function’s strategy to achieve its vision.

2. Are the contracting organization’s vision and mission aligned with the organization’s vision and mission?

3. Given this vision how does the contracting organization set strategic direction?  Provide a brief description and diagram of the contracting directorate’s strategy development process.

4. Describe how your strategic direction supports the command’s mission and your customers. 

5. Explain how the strategy developed is translated into action plans, including a clear basis for tracking performance relative to plan.  Are metrics used to manage this process?  How are they used?

6. Provide a summary of action plans derived from the organization’s strategy. Include performance requirements, the process for selecting key performance measures and/or indicators (collectively, metrics), and how the plans, resources, and metrics are deployed to ensure alignment of goals and actions.  Note any significant differences between short and long-term plans.

7. How are action plans folded into the management control plan?

PPMAP AREA III:  CONTRACTING ORGANIZATION LEADERSHIP

Describe the mission of the contracting organization and explain how it defines organizational purpose, taking into account the needs and expectations of all key stakeholders.

1.  How is the mission communicated to the employees?

2. Show through the contracting organization’s vision statement that senior contracts managers are providing and clearly communicating organizational direction, taking into account the needs and expectations of all key stakeholders.

3. Describe how senior contracts leaders are guiding the organization with clear values, high performance expectations, a strong customer focus, and a commitment to continuous learning.

4. Identify the methods used by managers to communicate and reinforce values, direction, performance expectations, customer focus, and their commitment to learning throughout the work force.

5. Describe how acquisition and contracting policy are communicated to the employees.  Also, specifically discuss how changes in policy and new initiatives are communicated to the employees. (For example, when the purchase card issue occurred, how was this communicated to the workforce?  What actions were taken?  What controls were looked at?  Were any changes made?  How did the workforce respond?)

6. Provide a brief overview of how the contracting function surveys its customers, suppliers, and employees.  What methodology is used?  How is feedback integrated into a plan for improvement?

PPMAP AREA IV:  CONTRACTING ORGANIZATION CUSTOMER/SUPPLIER FOCUS

1. List and describe your major (top five) customers.

2. List and describe your major (top five) suppliers.

3. Describe how the contracting organization identifies its actual and potential customers and determines their long-term requirements, expectations and preferences.

4. Provide historic (past three fiscal years) and projected (next two fiscal years) contracting workload (in terms of number of actions and dollars obligated).

5. Describe how the organization provides access and information enabling customers to seek assistance, conduct business and voice complaints, including:

a. How the organization determines customer requirements; communicates requirements to all employees who are involved in satisfying requirements; and evaluates and improves customer contact performance.

b. A description of the organization’s process for managing customer complaints. Explain how the organization ensures that complaints are resolved effectively and promptly and that lessons learned are disseminated throughout the organization.

6. Provide a brief outline of how the contracts function gathers feedback from its customers.

a. How are customers surveyed? 

b. What methodology is used (written surveys, on-line surveys, suggestion box, etc)? 

c. Provide a copy of the survey and describe how it was developed and is revised to keep current.  Describe the frequency of surveys and how data is collected and arrayed.  

d. What does the organization do with the survey results?

e. Describe the process used to analyze, consider and measure survey responses and action taken as a result.

f. What metrics are collected?

g. Provide examples of changes implemented as a result of customer survey responses.

h. Provide the results of the two (2) most recent customer surveys.

7. How are survey results and subsequent actions communicated back to the customer?

8. Provide a brief outline of how the contracts function gathers feedback from its suppliers.

a. How are suppliers surveyed?

b. What methodology is used?

c. Provide a copy of the survey and describe how it was developed and is revised to keep current.

d. Describe the frequency of surveys and how data is collected and arrayed.

e. What does the organization do with the survey results?

f. Describe the process used to analyze, consider and measure survey responses and action taken as a result.

g. What metrics are collected?

h. Provide examples of changes implemented as a result of supplier survey responses.

i. Provide the results of the two (2) most recent supplier surveys.

9. Describe how the contracts function conducts market research.

10. Describe how the organization keeps abreast of issues in its industry, e.g., news/developments in the shipbuilding or aerospace industries.

11. Describe how the contracts function uses this knowledge of the business base and suppliers to satisfy customer requirements.

PPMAP AREA V:  CONTRACTING HUMAN RESOURCE MANAGEMENT

1. Provide an organization chart down to the contracting officer level.  How does this organization support your customers?  Did the customer have input in developing this organization?

2. Explain how series, grade, and number of positions are determined, kept current with changes in workload, and measured against on board staffing.  How are resources allocated?

3. How are employees trained?  How are professional requirements met?  Are employees encouraged to pursue advance degrees?  What percent of the 1102s are Acquisition Level III qualified?

4. How does the activity convey its goals, mission, and objectives to their employees?  Are there any links between employees’ performance appraisals and the activity’s goals?

5. What level of employee involvement is used when establishing the activity’s goals, mission and objectives?

6. Describe how the contracting organization maintains work environment and work climates that support the well being, satisfaction and motivation of employees/associates. 

7. How are safety, health, ergonomics, laborsaving devices and information technology integrated to promote employee well being and satisfaction while balancing this environment with productivity?

8. Provide a brief outline of how the contracts function gathers feedback from its employees.

a. How are employees/associates surveyed?

b. What methodology is used?

c. Provide a copy of the survey instrument and describe how it was developed and is revised to keep current.

d. Describe the frequency of surveys and how the data is collected and arrayed.

e. What does the organization do with the survey results?  Do the head of contracts, division directors, branch heads and PCO’s use it to enact change/continually improve?

f. Describe the process used to analyze, consider and measure survey results.

g. What metrics are collected?

h. Provide examples of changes implemented as a result of employee/associate surveys.

i. What informal feedback methods have been established and publicized to gauge employee satisfaction.  What results have been achieved?

j. Provide the results of the two (2) most recent employee surveys.

9. How are survey results and actions taken communicated back to employees?

PPMAP AREA VI:  PPMAP PROCESSES WORKSHEET

1. List your “Top Ten” Processes and the reasoning for their selection as a “Top Ten” process.

2. Describe the process reviewed? 

3. Was the process mapped?  Attach copy of process map.

4. What was learned from the process mapping?

5. Were any steps deleted or revised?

6. How was the workforce educated/trained to use the process?  

7. How was worker feedback incorporated into the process? 

8. What are the key points to this process that need to be controlled?

9. Are there metrics in place to help measure whether the process is in or out of control?

10. Who reviews these metrics and what is the frequency of the review? 

11. Are the reviews sufficient?

12. How is it determined when the process is out of control and what actions are taken to get the process back into control?

13. What risk analysis has been done on this process?

14. Specifically, what is the frequency of transactions to this process?

15. What is the potential cost when the process goes out of control?

16. What is the likelihood that this process will go out of control if not monitored?

17. What is the cost to try to control this process…and do the costs outweigh the potential risk?

SPECIAL INTEREST ITEMS

(These questions are in addition to the process questions)

NAFI

1. Explain your process for distribution of executed procurement instruments.

2. Explain how you ensure compliance with the NAFI quality assurance requirements.

3. Explain your process for correcting problems in posting documents and resolving assigned trouble tickets.

PURCHASE CARD

1. Who keeps your records on purchase card training/ ensures all holders of purchase cards have had adequate training?

2. Who in your activity has overall responsibility for the Purchase Card Program?

3. How does this person execute this responsibility and ensure compliance with the Purchase Card Program?

4. How do you balance timely payment with adequate safeguards for the program?

5. How is use of the purchase card limited to only those officials with a clear need?

BAA/DOMESTIC SOURCE RESTRICTION

1. How does your activity learn from other activities mistakes? Example, the Army failed to get proper waivers with respect to the Berry Amendment, when buying berets…what actions did you take when learning of the Army’s mistake?

2. Who insures that laws, such as the BAA and the Berry Amendment and related policies are followed?  How is this done?  How does this policy get disseminated/implemented?

3. Has any special training been done in this area?  Is this part of the internal compliance review?  

POLICY DISSEMINATION/IMPLEMENTATION

1. How is policy disseminated throughout the command?

2. How is policy implemented?  Is special training done?

3. How does management/policy branch ensure that policy is understood and followed throughout the command?  How is it disseminated, implemented and training done via the HCA to the field activities?

COMMERCIAL ITEM ACQUISITION

1. How is the activity complying with ASN(RDA) memo dated 20 April 2001?

2. Are there any issues with meeting the goals of this policy?  If so, what are the barriers and what needs to be done to meet the intent?

3. In support of the Commercial Contracting Plan:

a. In what areas of specialties in support of the Commercial Contracting Plan has the activity designated points of contact?

b. What actions has the activity taken to meet the goals established by OSD(AT&L), i.e. increase the number of procurement actions and the dollars spent using FAR Part 12?  Have they established an internal plan?

c. Has the activity submitted any lessons learned?

d. Has the homepage been modified to list points of contact for commercial companies?

e. Has activity established requirement for PM certification in PRs and PCO certification in BCMs/PNMs?

f. Does activity internal training include sessions on the utilization and emphasis of commercial items?

PRICE REASONABLENESS:

1.  Did the contractor provide all the price data requested?

2. Did the clearance document and support a price reasonableness determination?

3. Did the determination support the price with various approaches:

a. market research?

b. historical price comparison?

c. comparison with similar or like items?

d. catalog price or price list?

e. sold at the same price to the public? (were sales verified)

f. independent price estimate?

g. any other reasonable basis?

h. was DCAA support utilized?

4. If competitive one-bid situation, and adequate price competition is used as a basis for the determination, does the file document why the Contracting Officer believes price is based upon competition and who were the other possible sources.

INTERNAL COMPLIANCE REVIEW 

1. What is the frequency of the review?  How was the frequency determined?

2. Who does the review?  How long does it take?

3. What has been learned from the review?  How is this information handled/used?
DD 350

1. Is data entered into the DD350 system accurate?

2. How is this checked?  Is there a check and balance in the system to ensure data accuracy?
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