DEPARTMENT OF THE AIR FORCE	AFFTC INSTRUCTION 64-1


HQ Air Force Flight Test Center (AFMC)	


Edwards Air Force Base CA 93524	30 March 1995


	


	Change 1


	15 Apr 98





�


Contracting








UNSOLICITED PROPOSAL (UP) PROCESS POLICY





	





This instruction outlines the Air Force Flight Test Centers UP process, and the responsible organizations.  It applies to any private organization or person wishing to submit a UP.





�
1.  RESPONSIBILITIES:  The Office of the Executive Director, AFFTC/CD, is the AFFTC Office of Primary Responsibility (OPR) for all UPs.  As such, AFFTC/CD retains sole authority for all official written correspondence (all written correspondence between the UP offeror and AFFTC must be transmitted through/by AFFTC/CD).





2.  REFERENCES:





2.1.  Federal Acquisition Regulation (FAR), Support 15.5





2.2.  AFMCFARS 5315.5





2.3.  AFMCPAM 64-101, Unsolicited Proposal Guide





3.  UP DEFINITION:  A UP is simply defined as a written proposal submitted to an agency on the sole initiative of the submitter for the purpose of obtaining a contract with the government; it is not in response to a formal or informal request.  If you have questions as to whether or not you have a UP, or forward it to AFFTC/CD for an opinion.  A UP is not a marketing brochure that a salesperson provides you to order a product.  However, if the salesperson provides you with a written proposal that describes an innovative or unique application of the product along with a cost proposal this may be considered a UP.  For further insight into UPs, HQ/AFMC/PK has prepared an excellent pamphlet, AFMC Pamphlet 64-101, UNSOLICITED PROPOSAL GUIDE.  It is available at AFFTC/PK.


4.  PROCESS FOR UP DISPOSTION:





STEP 1.  DIRECT ALL UPs TO AFFTC/CD.  If you receive a UP in your organization immediately forward it for review and processing.





STEP 2.  DETERMINATION OF VALIDITY.  AFFTC/CD will convene and chair a UP Validity Review Panel within 10 working days of receipt to assess if the UP is a valid submission with respect to FAR 15.503(c).  Panel members are:  AFFTC/CD, AFFTC/PK, and AFFTC/JA.  The panel also may be augmented by additional Center organizations based on the UP subject matter.  If the UP is determined nonvalid, it will be returned to the submitter by AFFTC/CD.  If the UP is valid, AFFTC/CD will designate an AFFTC OPR to conduct an comprehensive evaluation within 30 workdays IAW FAR 15.506-2(a).





STEP 3.  UP EVALUATION BY AFFTC OPR.  A comprehensive review must be completed within 30 workdays, and if this cannot be met, the offeror must be notified in writing by AFFTC/CD with the estimated completion date.





STEP 4.  AFFTC COORDINATION PRIOR TO NOTIFICATION. The evaluation OPR will coordinate review results/recommendations through its line management to AFFTC/PK, AFFTC/JA and AFFTC/CD prior to release of any evaluation information to the offeror.
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�
STEP 5.  NOTIFY THE OFFEROR.  AFFTC/CD will convey final evaluation results to the offeror.  





STEP 6.  ACQUISITION. If the evaluation is favorable (acquisition recommended and approved) and the proposal is determined to be either an unsolicited research proposal (URP) or UP, FAR 15.502, and 15.507 will be followed, including all synopsis and justification and approval requirements.  The responsible AFFTC using organization for the UP will initiate a Purchase Request package and forward it to AFFT/PK.





5.  SUMMARY:  AFFTC/CD is the Center OPR for all UPs submitted to any AFFTC organization.  All UPs must be forwarded to this office for processing; refer all questions concerning UP processing to us at 74268/74436.
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	RICHARD L. ENGEL, Brigadier General, USAF


	Commander








