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This instruction establishes procedures for processing test support requests received by the Air Force Flight Test Center (AFFTC). It provides guidelines for the responsibilities of, and relationships between, AFFTC staff, line and support organizations in responding to requests for test support at AFFTC. It applies to all AFFTC organizations.

SUMMARY OF REVISIONS.  Changes office symbols; adds explanation of terms ( Atch 1) 

1.
POLICIES.

1.1. The AFFTC Commander delegates to AFFTC/XP, the 412th Test Wing, and 95th Air Base Wing, the approval authority to obligate AFFTC resources for test and test support.

1.2.  Test requests, referred to as Program Introduction Documents (PIDs), will be processed promptly. For Statements of Capability (SOCs) and Rough Orders of Magnitude (ROMs), the Responsible Programs Office (RPO) (412TW/RMX or 95 ABW/XP) will obtain a Customer Desired Date (CDD). The RPO will prepare a coordinated (as appropriate) SOC or ROM response for approval by the appropriate wing commander or designee. 

2.   EXPLANATION OF TERMS. See Attachment 1.

3.  PROCESS OVERVIEW. The overall AFFTC process of addressing test and test support customer requirements encompasses strategic planning (Atch 2) and detailed test planning (Atch 3). Strategic planning is supportive of customers prior to Milestone 1 of the DOD system acquisition process and prior to the designation of a Responsible Test Organization (RTO) or Test Agency (TA). Major thrusts of test support strategic planning include Science and Technology (S&T), Test and Evaluation (T&E), and Base Operating Support (BOS) planning and support. During the strategic planning stages all requests from customers are routed through the AFFTC Plans and Policies Division (AFFTC/XPX) for Center comprehensive planning/support, and through the Airframe-Propulsion-Avionics and Electronic Warfare (APA/EW) Single-Face-To-The-Customer (SFTC) Division for T&E and S&T (AFFTC/XPS) support. Planning accomplished by an RTO or TA is called “detailed test planning.” As shown in attachment 3, requests for test support during the detailed test planning phase are routed through the 412 TW/RMX for processing and action. Based on the nature of the support requested, either the 412 TW or 95 ABW will respond to the support request with a SOC. The SOC contains the level of support that will be provided, prerequisites required, program constraints, a cost estimate, and the test project baseline which is a mutually agreed upon definition of cost, schedule and performance, between AFFTC and the customer.

4.  PROGRAM INTRODUCTION DOCUMENT (PID). Request for test support services may be prepared in a variety of formats, including the Universal Documentation System (UDS) Document 501-90, letter, or message at the discretion of the customer. Service may also be provided under an Interservice Support Agreement (ISA), Memorandum of Agreement (MOA) and Memorandum of Understanding (MOU), AFI 61-302, Cooperative Research and Development Agreement (CRDA), or Commercial/Non-DOD Support Law. The approval to use these vehicles will be made after review by AFFTC/XP, JA, FM, and 412 TW/RMX or 95 ABW/XP as appropriate.

5.  INITIAL NOTIFICATION. All PIDS will be processed by 412 TW/RMX. 412TW/RMX will assign a Job Order Number (JON), an AFFTC priority, and designate the Responsible Program Office (RPO). The RPO will determine if the test/support request documents falls within AFFTC capabilities. If the AFFTC can support the request, the Test Wing or Air Base Wing will identify a test/support organization and Project Manager (PM) to manage the test effort.

5.1.
The Program analyst (PA) will:

5.1.1.  Acknowledge receipt of the PID to the customer. The PA and Project Manager (PM) will review the PID and resolve open issues in order to proceed with the SOC staffing process.

5.1.2.  Provide applicable PA contact information.

5.1.3.  Negotiate/validate a CDD.

5.1.4.  Provide interface between the customer and AFFTC organizations

5.1.5.  Be responsible for the development of the SOC and its staffing process.

5.2.  412 TW/RMX will inform the SFTC Division (AFFTC/XPS) of any customer inquiries, Pre-Planning Product Improvement, or modification programs, and new start programs, where no responsible test organization (RTO) exists.

5.3.  The RPO will send copies of the test request document to the PM with information copies to applicable support organizations to allow for the earliest possible involvement in the planning process.

6.  STATEMENT OF CAPABILITY (SOC). The RPO will prepare a coordinated response for 412TW/CC or 95ABW/CC (or designated approval authority) signature, respectively. This effort is defined as a Statement of Capability (SOC), which includes responses addressed to non-DOD customers/testers also. Letter or message format SOCs with streamlined coordination and approval cycles are appropriate to respond to customers with quick response and/or limited scope/test support requirements. Quick response is defined as requiring a SOC in less than 30 days. Limited scope is defined as short support duration (less than 1 year), a reimbursable cost of less than $100K, and no apparent political or technical issues. Letter/message SOCs will be prepared by the PA and will be coordinated on the AFFTC Form 5267, Statement Of Capability Coordination Sheet with the PM/CTF Director and the Business Manager, as appropriate. If a Test Program Cost Estimate (TPCE) is not required, but the dollar figure on the letter/message SOC is taken from the Test Support Plan (TSP), this amount must be coordinated through AFFTC/FMC. All SOCs require at least implicit (i.e., initials on the TPCE, or resource estimate as appropriate) coordination from AFFTC/XP and AFFTC/FMC.

7.  ROUGH ORDER OF MAGNITUDE (ROM). The PA and PM will review the request for ROM and resolve any issues in order to proceed with the staffing process. All ROMs will be coordinated through the AFFTC ROM process. To expedite this process, ROMs may be coordinated via email, using the following address:  ROM@FTC.  ROMs may be signed out by the CTF Director (or designee), 412 TW/RM, 95 ABW/CC (or designee), or AFFTC/XP. Copies of approved ROMs will be sent to AFFTC/FMB/FMC and to 412 TW/RMX, 95 ABW/XP if appropriate. All ROMs will include the following statement:  “THIS ROUGH ORDER OF MAGNITUDE COST ESTIMATE DOES NOT CONSTITUTE A COMMITMENT OF AFFTC RESOURCES. AFFTC RESOURCES ARE COMMITTED ONLY THROUGH (here you would place the authority document, such as Statement of Capability, ISA, CRDA, etc) IF YOU ARE INTERESTED IN OBTAINING A COMMITMENT FROM THE AFFTC TO SUPPORT THIS EFFORT, CONTACT (AFFTC/XP, 412 TW/RMX, or 95 ABW/XPX as appropriate).”

8.  PREPARING THE TEST CONCEPT.

8.1.  The RPO will request assignment of a PM (designated by the responsible test/support organization) and preparation of the test concept. The PA will enter the PM’s name, office symbol, and telephone number in the AFFTC Management Information System (Argus).

8.2.  The PM, assisted by the proper project personnel (including AFFTC/PKM for projects involving contractors), will analyze the PID to confirm the requirement for the test/support. If it is determined that the test is not supportable by the AFFTC, the PA will prepare a letter of non-support and coordinate it with SFTC for recommendation of options through the appropriate AFFTC chain, for Wing Commander approval.

8.2.1. AFFTC Form 5341. Test Concept Test Resource Requirements. The test concept should specifically identify non-AFFTC test facilities needed to support the project. Under AFI 99-101, Developmental Test & Evaluation, the AFFTC PM or the AFMC Program Manager should prepare the request for AFMC waiver to use any non-AFMC facilities. 
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8.3.  If off-range support is required, the PM will develop a PID with PA assistance. The PA will send the PID to the off-range organization.

8.4.  The PA will send copies of the approved test concept and a request for Capability and Resource Estimate (C&RE) to the PM and all support organizations. This document and the PID will be used by the support organizations to prepare the C&RE.

9.  CAPABILITY AND RESOURCE ESTIMATES (C&RE). Each support organization will review the PID and the test concept, and prepare a response (letter of transmittal and C&RE) addressing whether the support can be provided as requested. If they are unable to provide the support, identify by brief comment with recommendation as to how the support may be provided. This response will be submitted to the PA/PM by the suspense date identified in the request for C&RE. There are two options available to the PM as to how the estimated cost will be developed for a test program:

9.1.  Manual Process. Each support organization will review the PID and the test concept, and prepare a letter of transmittal and C&RE by the suspense date identified in the request C&RE.

9.1.1.  The letter of transmittal should state if the support can be provided as requested. If it cannot be provided, an explanation must be provided with a recommendation as to how the support may be provided.

9.1.2.  Each support organization will respond with an AFFTC Form 5068, Job Order Requirements Estimate, electronically. The original will be sent to the PA, a copy to the PM, and the submitting organization will retain a copy for its files.

9.1.3.  The PM and PA will review the C&REs for accuracy and completeness and will surface problems for resolution at the appropriate level. The PA will forward all C&REs to 412TW/RMS for data entry to produce a Test Support Plan (TSP). The TSP consolidates all support organization inputs by Cost Center (CC) and Product Identification Number (PIN). The TSP can also be sorted and printed by fixed and variable categories which tie directly to the display of costs and resources in the cost estimate that is included in the SOC document and the monthly Project Management Report (PMR). This format allows the PM to readily assess the impact of scope and schedule changes on the program.

9.2.  Automated Model Approach.  After reviewing the PID and test concept, the PM and key support organizations will work with the assigned Cost Analyst to develop a resource/cost estimate using the Test & Evaluation Estimating Model (TEEM). TEEM is a Personal Computer (PC) stand-alone system with AFFTC Management Information System (MIS) interface.

9.2.1.  The test program estimate is generated by selecting appropriate test types, which are resources that have been grouped in the model to execute specific types of tests or support functions.

9.2.2. The TEEM-developed estimate can be entered into the official MIS in one of two ways: The estimate program files can be downloaded to a disk and forwarded to 412TW/RMS to produce a TSP; the program files can be prepared for transfer within TEEM and forwarded as an E-mail attachment to 412TW/RMS to produce a TSP. As stated above under paragraph 8.1.3. for the Manual Process, the TSP can be produced both by CC/PIN and fixed and variable format.

10.  PREPARING THE STATEMENT OF CAPABILITY.
10.1.  The PA will prepare the SOC, to include capability and cost information. The PA will obtain the SOC number from 412TW/RMX.

10.2.  For programs involving contractors:

10.2.1.  AFFTC/PKM will be the focal point for all test program-related contractual efforts at the AFFTC.

10.2.2.  The PA will include in the SOC a broad description of the support that the AFFTC can and cannot provide to the contractors. The PA will also advise the customer in the SOC that detailed agreements for contractor support will normally be negotiated with project personnel and AFFTC/PKM 120 days before the contractor arrives at AFFTC.

10.3.  AFFTC/PKM will work closely with the Principal Contracting Officer (PCO) for projects involving contractors to ensure the contract clearly identifies the AFFTC support specified in the SOC.
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11.  COORDINATION AND APPROVAL OF THE STATEMENT OF CAPABILITY.

11.1.  The PA will prepare and assemble the SOC including the AFFTC Form 5267, Statement of Capability Coordination, and proper backup material for coordination and approval.

11.2.  As a minimum, the 412TW/RM or 95ABW/XP, PM/CTF Director, and AFFTC/XP will coordinate on the SOC. AFFTC/XP will coordinate last to ensure all applicable elements of the AFFTC have been integrated. Additional coordination with any organization providing support will be required when there are complex or controversial issues affecting any portion of the SOC. Once AFFTC/XP has coordinated, the SOC will be forwarded to 412TW/CC or 95ABW/CC for approval. The 412TW/CC, 95ABW/CC, or designated representative may sign the SOC. 

11.3.  After signature, the PA will reproduce the SOC and send copies to the customer, the PM, AFFTC/XP/FMB, AFFTC/FMC, and other participating AFFTC organizations, if requested

11.4.  The PA will attach an AFFTC SOC Questionnaire for customer feedback.

12.  CUSTOMER CONCURRENCE. The customer reviews the SOC and cost estimate and if acceptable, sends concurrence to the appropriate RPO (412TW/RMX or 95ABW/XP) with an information copy to AFFTC/FMB. Additionally, the customer will send a funding document to AFFTC/FMB who will accept the funding document and send a copy of the signed acceptance to the RPO. If the customer finds areas of disagreement with the SOC, the RPO along with the PM, will restaff the SOC to resolve these areas and then revise and coordinate the SOC as required.

13.  PROGRAM SUPPORT. AFFTC/FMB will enter the date received into the Argus data system and forward a copy of the funding document to the RPO. Upon receipt of the SOC concurrence by the RPO, the RPO will notify either the 412TW/RMX or the 95ABW/XP who will ensure this information is put into the Argus data system upon receipt of the SOC concurrence. The RPO will notify AFFTC/FMB by E-mail of the SOC concurrence. Once Argus has received both these mandatory data entries, Argus will automatically change the program from “Planning” to “Active” phase. This active status authorizes AFFTC organizations to provide program support. Direct support (other than initial planning) is not authorized until both the SOC concurrence and funding document have been received.

14.  TEST PROJECT FILES.
14.1.  The PA will keep copies of the C&RE and related correspondence in the official project file for the duration of the program and for 2 years thereafter as required. After 2 years, the closed out files will be sent to the AFFTC Historian (AFFTC/HO). 

14.2. The Test Project file will include the SOC, C&REs, funding documents, and related miscellaneous correspondence.


RICHARD V. REYNOLDS, Brigadier General, USAF


Commander

3 Attachments:

1. Explanation of Terms

2. Strategic Planning Flow Chart

3. Detailed Test Planning Flow Chart



Attachment 1

EXPLANATION OF TERMS

1. Capability and Resource Estimate (C&RE). Is the AFFTC support organizations responses to the program introduction document /test concept. The C&RE is comprised of a letter of transmittal to include a brief description of the support an organization can provide together with any constraints and alternatives for getting that support. Also included in the C&RE is an AFFTC Form 5068, Job Order Requirements Estimate, the identifying organization’s resource estimates.

2. Cooperative Research and Development Agreement (CRDA). An agreement between one or more Air Force research, development, test and evaluation (RDT&E) activity and one or more of the following parties: other federal agencies, units of state or local government, for profit organizations (including corporations, partnerships, limited partnerships, and industrial development organizations), public and private foundations, nonprofit organizations (including universities), or other persons (including licenses of inventions owned by the federal agency). Under these agreements, the Air force, through its RDT&E activities, may provide personnel, services, facilities, equipment, intellectual property, or other resources (but not funds) with or without reimbursements. One or more of the non-Air Force partners may provide personnel, services, facilities, equipment, intellectual property, or other resources (including funds) towards the conduct of specified research and development efforts consistent with the missions of the laboratory.

3. Customer Desired Date (CDD). Is solicited by the Program Analyst (PA) identifying a mutual understanding when a SOC is desired back to the customer. The CDD will be the suspense date when a SOC should be completed and returned to the customer.

4. Interservice Support Agreement (ISA). Support provided by one DOD activity to a DOD activity of another military service, Defense Agency, Unified Combatant Command, Army reserves, Navy Reserves, Air force Reserves, Marine corps Reserves, air National guard, or field activity.

5. Memorandum of Agreement (MOA). Defines general areas of responsibility and agreement between two or more parties. MOAs cannot include reimbursement except when the MOA is connected to an ISA or SOC.

6. Memorandum of Understanding (MOU). Defines general areas of mutual understanding between two or more parties. MOUs cannot include reimbursement. If reimbursements are required, utilize another documentation mechanism.

7. Program Analyst (PA). The AFFTC focal point for staffing of test and support projects (412TW/RMX or 95ABW/XP) assigned to the RPO. The PA assists the PM in reviewing the PID documents for adequacy and resource requirements. The PA prepares and disseminates the SOC and PID.

8. Program Introduction Document (PID). The PID is the initial planning document submitted by a potential user (customer) to the test support agency identifying the scope and duration of program activity. The potential user should submit the PID using the best available information, to enable the support agency to initiate resource and technical planning. This information is of substantial value to the support agency in determining the scope of the program. For many programs, the PID is designed to eliminate further documentation except for conduct of specific operations.
9. Project Management Report (PMR). Contains estimates and actuals expressed in units and dollars in a monthly report. It serves as a tool to track resource utilization of a project and indicates what products and services were charged to the project. In addition, this report summarizes the customer fund status of the project. The PMR consolidates all support organization inputs by fixed and variable categories which tie directly to the display of costs and resources in the Test Program Cost Estimate (TPCE) that is included in the SOC document.
10. Project Manager (PM).  An individual officially appointed to be the AFFTC technical focal point responsible for test projects. Acts as the administrator of a test project which includes tracking of project records and management documents. The PM is responsible for the project financial planning, budget control, and test scheduling. The PM ensures that the required reports are completed for the project.
11. Responsible Programs Office (RPO). Acts as the principal staff organization (412TW/RMX or 95ABW/XP) which provides guidance on expenditure of test resources through program documentation procedures. The RPO assigns a PA who performs program analysis and processes requests for the test programs and prepares the AFFTC SOC. All staff project files are maintained in the RPO area.
12. Responsible Test/Support Organization. The organization with primary responsible for management of test programs. The RTO develops, coordinates, reviews, and processes programs required to satisfy the test/support mission. The TO distributes all appropriate documentation for involvement in the planning process.
13. Rough Order of Magnitude (ROM). A ROM cost estimate is an informal estimate of the reimbursable costs required to support a given test support effort. ROMs can be generated by Project Managers, business Managers, Program analyst or others familiar with AFFTC reimbursable policies and reimbursement rates (AFFTCI 65-5, reimbursement Policy, and AFMC 65-602, Unique Reimbursement and Pricing Procedures). 

14. Statement of Capability (SOC). The SOC document is the support agency’s response to the PID. When signed, the SOC is evidence that a program has been accepted and approved for support by the support agency. Support conditions, qualifications and resources, or other considerations are initially identified in this document. This document serves as a baseline reference to subsequent acceptance and commitments by the support agency. Once a SOC is accepted by the customer, it becomes the “contract” between AFFTC and the customer. The PID and the SOC compliment each other in establishing the scope of the program support.
15. SOC Concurrence. Is the customer’s acceptance of the SOC and cost estimate by a response to the RPO (412TW/RMX or 95ABW/XP) and submittal of a funding document to AFFTC/FMB.
16. Single-Face-to-the-Customer (SFTC). The organization which provides test and evaluation (T&E) acquisition support; facilitates initial T&E planning for new programs and major modification/product improvement programs; functions as a catalyst to help incorporate the T&E test management process into programs to improve the efficiency and cost effectiveness; identifies risk in the test options available to the customer; and helps the customer understand the capabilities and test applications of the resources available to them.
17. Test Concept (TC). A document prepared by the PM that supplements the PID; and completely describes the AFFTC test support needed for a program. AFFTC organizations use the TC to determine their support and level of effort required for preparation of the SOC and cost estimates.
18. Test and Evaluation Estimating Model (TEEM). A PC-based stand-alone system with AFFTC Management Information System (MIS) interface used to develop a resource/cost estimate for inclusion in the SOC package, ROMs, or other “what-if” scenarios.
19. Test Program Cost Estimate (TPCE). The cost document included with the SOC for the customer’s records. The TPCE is a summation in broad categories of all the TSP cost centers and product identification numbers, sorted into fixed and variable categories.
20. Test Support Plan (TSP). Summarizes the C&REs submitted by the AFFTC support organizations in response to the test concept. The TSP is a detailed estimate of resources required to support a test project. This plan is reviewed by the PA/PM prior to development of the cost estimates. The TSP can be produced both in fixed and variable and in Cost Center/PIN formats.
21. Universal Documentation System (UDS) Document 501-90. One form of program introduction format submitted by a user/customer to a support agency. The UDS can be used to formally document requesting agency program support requirements and support agency capabilities and commitments to support those requirements. Other methods can be used to request support, at the discretion of the customer. 
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