SAMPLE (2016)
Services Acquisition IPT Charter
USER NOTE:  This sample charter is designed to highlight important services acquisition processes and best practices.  Tailor it to suit your specific needs and objectives.

Background:
[Fill in by describing the “Required Contractor Services.”  If applicable, identify current contract pursuant to which contractor is providing similar services (including expiration date).]  

Vision:
[Briefly and generally state the OUTCOME the team intends to achieve via the Required Contractor Services.]  

Mission:
The mission of the Services Acquisition IPT is to:
1. Identify, analyze, and obtain validation of the Required Contractor Services;
2. Evaluate alternatives for, and recommend, the most effective and efficient means of acquiring and managing the Required Contractor Services;
3. Develop metrics (the “Stakeholder Metrics”) for evaluating and managing the effectiveness and efficiency of performance of the Required Contractor Services; 
4. Develop and award the necessary Task Order(s)/Contract(s) for the Required Contractor Services; and 
5. Using the Stakeholder Metrics, evaluate the effectiveness and efficiency of the acquisition and management of the Required Contractor Services for a period of one year following implementation of the Required Contractor Services solution(s) to ensure that the Required Contractor Services are meeting the Stakeholders’ objectives. 

Specific Objectives Required to Accomplish the Mission:
1. Develop and operate in accordance with a schedule and Plan of Actions and Milestones (“POAM”) in order to accomplish the timely acquisition of Required Contractor Services;
2. Identify, analyze, and document all Required Contractor Services;
3. If applicable, identify and document strategy, procedures, and metrics the stakeholders currently use to acquire and manage the Required Contractor Services;
4. Identify schedule, cost, legal, policy, and other objectives and constraints with respect to obtaining the Required Contractor Services;
5. Conduct market research with respect to the Required Contractor Services, including lessons learned, performance standards, commercial solutions and procedures, industry issues, possible contract vehicles, small business capabilities, competition, and other considerations;
6. Develop an acquisition strategy/plan for acquisition of the Required Contractor Services;
7. Identify and document risks/opportunities, and implement ongoing identification/mitigation/management procedures, with respect to acquisition of the Required Contractor Services;
8. Develop plan for transitioning from the current contractor services to the new Required Contractor Services;
9. Develop Stakeholder Metrics for measuring the effectiveness and efficiency of implementation and operation of the new Required Contractor Services;
10. Develop “Contractor Services Acquisition Requirements” by (1) combining and standardizing Required Contractor Service tasks where possible; and (2) defining performance-based objectives, deliverables, performance standards, acceptable quality levels, and quality assurance surveillance procedures for each such task;
11. Develop the performance work statement (PWS) or statement of objectives (SOO), source selection evaluation factors, source selection plan, quality assurance surveillance plan (QASP), and other necessary acquisition documents, in close coordination with Contracting and Legal;
12. Implement the acquisition process strategy (including contract actions, source selection, etc. as applicable);
13. Manage the transition from current services to the new Required Contractor Services; and
14. Following transition, use the Stakeholder Metrics and other factors to evaluate the ongoing effectiveness and efficiency of the Required Contractor Service.

Critical Success Factors:
The IPT’s success at achieving its mission is dependent on its timely, efficient, and effective (1) identification, analysis, and validation of the Stakeholders’ Required Contractor Services, and (2) implementation and management of a Required Contractor Services solution that meets or exceeds the Stakeholders’ objectives in operation.  

Specific IPT Critical Success Factors include:
1. The IPT shall identify Key Milestone Date Objectives no later than [insert date].
2. The IPT shall develop a detailed initial Schedule no later than [insert date].
3. The IPT shall develop a detailed POAM no later than [insert date].
4. Following initial development of the Schedule and POAM, the IPT shall manage its activities in accordance with the Schedule and POAM, documenting the actual performance against such plans and updating such plans as necessary to maintain currency thereof at all times.
5. The IPT shall work in close coordination with Contracting, Legal, and other Stakeholders in order to minimize re-work and complete the acquisition process as efficiently and effectively as possible.
6. The IPT shall identify and document specific performance objectives for the Required Contractor Services solution in operation.
7. Following implementation of the Required Contractor Services solution, the IPT shall regularly evaluate, and shall hold itself accountable to the Stakeholders for, operation of the Required Contractor Services solution in accordance with the pre-defined performance objectives.

Procedures and Key Responsibilities:
1. The IPT shall meet on a regular basis, as deemed necessary by the IPT Lead.  Any member of the IPT, through coordination with the IPT Lead, may also request additional meetings.
2. The IPT shall apply lessons learned through the review of historical documentation to determine what worked and what did not.
3. All IPT members are responsible for contributing to risk/opportunity identification, and for compliance with document version control, requirements traceability matrix completion, and other IPT best practices.
4. All IPT members are responsible for successful completion of the IPT’s objectives.  Members shall remain active IPT participants until they are formally replaced. All IPT members shall notify the IPT Lead if they are unable to attend a meeting and will work with the Lead to provide an alternate representative or submit their comments/input via other means.
5. The IPT shall strive to achieve consensus on all decisions and recommendations. In the event that the IPT can’t reach consensus, the IPT Lead shall advise [identify tie-breaker] of the issue/problem, detail possible consequences, and recommend solution(s).

IPT Lead Responsibilities:
1. Calls the meetings and develops the agenda
2. Focuses on the content of the session
3. Encourages balanced participation
4. Provides logical, clear, and concise task delegation
5. Assigns and tracks action items 
6. Maintains all of meeting records
7. Arranges for administrative support (e.g., meeting room reservation, agenda distribution, minutes of the meeting, etc.)

IPT Members’ Responsibilities:
1. Regularly attend and actively participate in meetings.
2. Respond fully on a timely basis to requests for action, information, and reviews/comments.
3. Act as the authoritative and empowered representatives on the IPT for their organizations in connection with the IPT’s mission.
4. Back-brief their organizations to ensure command situational awareness and raise issues/concerns that could impede effective and efficient execution of the IPT’s mission.

IPT Members:

	Name
	Function
	Email
	Phone

	
	Senior Stakeholder
	
	

	
	IPT Lead
	
	

	
	COR
	
	

	
	Contracting Officer
	
	

	
	Contracting Specialist
	
	

	
	Legal
	
	

	
	Financial Manager 
	
	

	
	Requirements Manager
	
	

	
	Risk/Opportunity Manager
	
	

	
	Schedule/POAM Manager
	
	

	
	Small Business Advocate
	
	

	
	SME (specify)
	
	

	
	SME (specify)
	
	

	
	Stakeholder/User  (specify)
	
	

	
	Stakeholder/User  (specify)
	
	

	
	Stakeholder/User  (specify)
	
	

	
	Stakeholder/User  (specify)
	
	

	
	Stakeholder/User  (specify)
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Review and Approval:
[Be sure to include the IPT SPONSORS/ LEADERS as signatories, in addition to the IPT members.] 

Date of Approval:   (insert date)  (Will be reviewed quarterly)
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