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Is this procurement set-
aside for Small Business 

(SDVOSB/VOSBM 
HUBZone, WOSB, 8(a)?

Contracting Officer
Continues with 

Acquisition Strategy 
YES

?% No

Acquisition 
Strategy 

Process Steps 

OSDBU Contractor 
Completes a 

Recommendation 
Memo (RM)

Note 1: 
Attachments may include: PWS, SOW, CO’s 
MR Report, RFI, IPT documents, J&A, any 
sources sought, and cost estimates.

Note 2: 
There are cases where OSDBU does not see 
the VA Form 2268 in accordance with the 
Procurement Review Policy (PRP) and the 
Head of Contracting Activity (HCA) due to the 
HCA’s operating plan or error’s by the 
Contracting Officer (CO) not sending the 2268.

%? Accepts RM
Non-Concurrence

OSDBU Contractor
Review Assignment

6/15/7

OSBDU Contractor
Initial Document 

Review

6/26/12

OSDBU Contractor
Compliance 

Document Review

3/255/29 5/425/77

OSDBU Contractor
Formulate 

Recommendation

1/120/26

3/270/48

OSDBU 
Contractor 
Compliance 

Document Review

100% of status’s 
changed to Concurrence OSDBU Contractor

Prepare 2nd Memo

2/15/9

Concurrence/Non-
Concurrence?

OSDBU Contractor 
Sends 

Recommendation 
Memo to Small 

Business Specialist 
(Federal Lead)

Small Business 
Specialist

Conducts second 
RM review

Small Business 
Specialist
Conducts 

Recommendation 
Memo Review

Small Business Specialist 
Reviews 

Recommendation 
Memo (RM) 

OSDBU Contractor
Reconsideration 

Review

10/180/30 41/45/44

Intake Analyst 
Conduct additional 

research as required in 
accordance with PRP

7/8/7.6

1/5/2

Accept?16% 
Non-Concurrence

Accept?

Accepts RM
Concurrence

Quality 
Assurance 

Quality 
Assurance is  
conducted

30-45 
minutes

Market 
Research 
Process 

Does the Procurement 
comply with the 

Procurement Review Policy 
parameters: NAICs Codes/ 

value amount?

%? No

Contracting Officer 
Completes VA 2268 

Forms via ECMS

%? Yes

Does the procurement 
had attached all required 

documentation?

Intake Analyst  
Contact Contracting 

Officer and ask to 
upload remaining 

documents 

Contracting Officer 
Upload missing 
documents to 

ECMS

XX% No

Intake Analyst  
Review and validate 
2268 documentation 

and associated 
attachments.

ECMS
Send to Contracting Officer an 

email with:
the name of the Small Business 
Specialist assign to the 2268, an 
OSDBU control number, receipt 

date and due date. 
*Due dates are within 5 business 

day 

0/0/0

100.1D

How the  
assignment takes 

place? 

Require Documents: 
1. Market Research Report and all supporting documentation 
(including copies of Sources Sought Notices and all responses)
2. Acquisition Plan (if required)
3. State of Work (SOW) or other appropriate work description 
4. Independent Government Cost Estimate (IGCE) 

E 10/20/15 XX/XX/XX
0/0/0

100.2D

100.3 100.4 100.6

100.5S

XX% N
Intake Analyst 

Assign to 
Contractor

500.1

What are the steps 
to conduct the 

quality assurance? 
What is the 

criteria? 

XX/XX/XX XX/XX/XX

5/120/26

Director  
Review 

Recommendation 
Memo 

84% 
Concurrence

Reasons for Non-Concurrence: 
Supporting documentation is missing or insufficient
Submitting activity fails to demonstrate appropriate 
rationale for the proposed acquisition strategy
The assigned NAICS code is not appropriate in accordance 
with FAR19.303
An acquisition strategy has already been publicly 
announced on the Federal Business Opportunities website, 
or GSA E-Buy
Subcontracting goals are not appropriate or supported 
unless submitted in accordance with PPR Policy,  
Modification Section - 5f
Rule of Two for Veteran-owned small business set aside 

not applied in accordance with Kindomware Technologies 
vs Unites States 

Director
Selects “Concur” box 

and attached 
Justification 
documents 

XX% - Accept RM Concurrence

ECMS
Sends email notification to the 

Original Contracting Officer 

What the Contracting Officer 
does (activities) after the PRP is 

completed? 

Contracting Officer 
Receives notification 
of PRP Completion

Contracting Officer 
Receives notification 
and review the Non-

Concurrence 

XX% Does not accept 
RM Concurrence

Agree? 

End 

50% Yes

Director
Selects “No-Concur” 

box and attached 
Justification 
documents 

ECMS
Sends email notification to the 

Original Contracting Officer 

End 
Request 

Override from 
SES?

50% No

Accept?

Contracting Officer 
Provides additional 

Information  
95% No

Intake Analyst 
Assign to 

Contractor for 
Reconsideration 

Review 

Rule of Two

1/3/2

xx/xx/xx

100.8 100.9 100.10

200.2D200.1

200.5S

200.7

200.8S

300.1

400.1
400.2 400.3

500.2D

500.3

100.10D 100.11D

200.4

200.3D

200.6D

400.4D

xx/xx/xx

xx/xx/xx

0/0/0 0/0/0

0/0/0 0/0/0

Go to 100.895% Accept

5% Reject

500.4 500.5

600.1 600.2 600.3 600.4 600.5

600.6 600.7600.8600.9

600.6

10 
Minutes 5/15/10



Excellent Acceptable Unsatisfactory
1 1a A requirement is established CO
2 2a Conduct market research CO

3a
Decision: Has a SDVOSB/ VOSB been 
identified who can fulfill the 
requirement?

CO

3a-y Yes, go to #4a, then 4a-1 CO
3a-n No, go to #4b CO

4a
Continue with procurement strategy, go 
to 4a-1 (end of process)

CO

4b
Complete VA 2268 form, uploads to 
eCMS

CO

5a Receive VA 2268 form from eCMS
Director/ 
Designee

same day received
within 2 business 

days
3 business days

5b
A control number is given to each 2268 
(based on the Julian Calendar) 

Director/ 
Designee

same day received
within 2 business 

days
3 business days

5c
VA Form 2268 is assigned to Small 
Business Specialist (SBS) or Contractor 
for review.

Director/ 
Designee

same day received
within 2 business 

days
3 business days

6 6a

Receives and reviews 2268 with all 
attachments.  Conduct additional 
research as required in accordance with 
PRP.

SBS & Contractor 3 business days 5 business days 7 business days

7a Decision: SBS Concur with CO? SBS & Contractor

7a-1 Concur with #7a, go to #8a and #8b Contractor

7a-2
Non-concur with #7a, #7a, go to #8c and 
#8d

Contractor

7b
Decision: Contractor recommends 
concurrence?

Contractor

7b-1 Recommend concurrence Contractor
7c-1 Recommend non-concurrence Contractor

7c
Contractor completes Recommendation 
Memo (RM)

Contractor 1 business day 2 business days 3 business days

7d Send RM to SBS Contractor
7e Decision: RM Accepted? SBS 1 business day 2 business days 3 business days

7e-1 Does not accept RM, go to #7e-2 SBS
7e-2 SBS conducts second RM review SBS 1 business day 2 business days 3 business days
7e-3 Submit results of RM Review - go to 7e SBS

7f
Accept RM recommendation to concur, 
go to #8a and #8b

SBS

7g
Accept RM recommendation to non-
concur, go to #8c and #8d

SBS

8a
Select ‘non-concur’ box on the 2268. 
Attach justification documents 
disagreeing with CO’s original decision.

SBS

8b Concurrence to 2268 is received CO
8c Yes, select non-concurrence on 2268 SBS
8d Non-concurrence to 2268 is received CO

5

8

PERFORMANCE METRICS
ACTOR(S)ACTIONTASK #PROCESS STEPS

3

4

7

Under what conditions does a 2268 need to be escalated to a SBS for processing?
Incomplete package (incomplete market research template for Rule of Two inquiry)
Inadequate market research (what is needed besides the appropriate market research template and the acquisition plan?)
Failure to follow defined process (if the process is electronically streamlined, this should be a rare event)

2268 Portfolio Manager roles/duties/considerations:
By what system would the Portfolio Manager know that a 2268 was ready for processing/distribution? Email/VIP/eCMS?
Receive 2268 form (market research) and acquisition plan as a ‘package’ - create a unique control number
Could the Portfolio Manager do an initial vetting to make sure that the package is complete prior to disseminating for processing?
Timings?



OSDBU Procurement Review Policy – 2268 Business Process Steps
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Is this procurement set-aside 
for Small Business (SDVOSB/

VOSBM HUBZone, WOSB, 
8(a)?

Contracting Officer
Continues with 

Acquisition Strategy 
YES

?% No

Acquisition 
Strategy 

Process Steps 

OSDBU Contractor 
Completes a 

Recommendation 
Memo (RM)

Note 1: 
Attachments may include: PWS, SOW, CO’s 
MR Report, RFI, IPT documents, J&A, any 
sources sought, and cost estimates.

Note 2: 
There are cases where OSDBU does not see 
the VA Form 2268 in accordance with the 
Procurement Review Policy (PRP) and the 
Head of Contracting Activity (HCA) due to the 
HCA’s operating plan or error’s by the 
Contracting Officer (CO) not sending the 2268.

%? Accepts RM
Non-Concurrence

OSDBU Contractor
Review Assignment

6/15/7

OSBDU Contractor
Initial Document 

Review

6/26/12

OSDBU Contractor
Compliance 

Document Review

3/255/29 5/425/77

OSDBU Contractor
Formulate 

Recommendation

1/120/26

3/270/48

OSDBU 
Contractor 
Compliance 

Document Review

100% of status’s 
changed to Concurrence OSDBU Contractor

Prepare 2nd Memo

2/15/9

Concurrence/Non-
Concurrence?

OSDBU Contractor 
Sends 

Recommendation 
Memo to Small 

Business Specialist 
(Federal Lead)

Small Business 
Specialist

Conducts second 
RM review

Small Business 
Specialist
Conducts 

Recommendation 
Memo Review

Small Business Specialist 
Reviews 

Recommendation 
Memo (RM) 

OSDBU Contractor
Reconsideration 

Review

10/180/30 41/45/44

Intake Analyst 
Conduct additional 

research as required in 
accordance with PRP

7/8/7.6

1/5/2

Accept?16% 
Non-Concurrence

Accept?

Accepts RM
Concurrence

Quality 
Assurance 

Quality 
Assurance is  
conducted

30-45 
minutes

Market 
Research 
Process 

Does the Procurement 
comply with the 

Procurement Review Policy 
parameters: NAICs Codes/ 

value amount?

%? No

Contracting Officer 
Completes VA 2268 

Forms via ECMS

%? Yes

Does the procurement 
had attached all required 

documentation?

Intake Analyst  
Contact Contracting 

Officer and ask to 
upload remaining 

documents 

Contracting Officer 
Upload missing 
documents to 

ECMS

XX% No

Intake Analyst  
Review and validate 
2268 documentation 

and associated 
attachments.

ECMS
Send to Contracting Officer an 

email with:
the name of the Small Business 
Specialist assign to the 2268, an 
OSDBU control number, receipt 

date and due date. 
*Due dates are within 5 business 

day 

0/0/0

100.1D

How the  
assignment takes 

place? 

Require Documents: 
1. Market Research Report and all supporting documentation 
(including copies of Sources Sought Notices and all responses)
2. Acquisition Plan (if required)
3. State of Work (SOW) or other appropriate work description 
4. Independent Government Cost Estimate (IGCE) 

E 30/60/45 XX/XX/XX
0/0/0

100.2D

100.3
100.4 100.6

100.5S

XX% N
Intake Analyst 

Assign to 
Contractor

500.1

What are the steps 
to conduct the 

quality assurance? 
What is the 

criteria? 

XX/XX/XX XX/XX/XX

5/120/26

Director  
Review 

Recommendation 
Memo 

84% 
Concurrence

Reasons for Non-Concurrence: 
Supporting documentation is missing or insufficient
Submitting activity fails to demonstrate appropriate 
rationale for the proposed acquisition strategy
The assigned NAICS code is not appropriate in accordance 
with FAR19.303
An acquisition strategy has already been publicly 
announced on the Federal Business Opportunities website, 
or GSA E-Buy
Subcontracting goals are not appropriate or supported 
unless submitted in accordance with PPR Policy,  
Modification Section - 5f
Rule of Two for Veteran-owned small business set aside 

not applied in accordance with Kindomware Technologies 
vs Unites States 

Director
Selects “Concur” box 

and attached 
Justification 
documents 

XX% - Accept RM Concurrence

ECMS
Sends email notification to the 

Original Contracting Officer 

What the Contracting Officer 
does (activities) after the PRP is 

completed? 

Contracting Officer 
Receives notification 
of PRP Completion

Contracting Officer 
Receives notification 
and review the Non-

Concurrence 

XX% Does not accept 
RM Concurrence

Agree? 

End 

50% Yes

Director
Selects “No-Concur” 

box and attached 
Justification 
documents 

ECMS
Sends email notification to the 

Original Contracting Officer 

End 
Request 

Override from 
SES?

50% No

Accept?

Contracting Officer 
Provides additional 

Information  
95% No

Intake Analyst 
Assign to 

Contractor for 
Reconsideration 

Review 

Rule of Two
Are two or more 
SDVOSB/VOSBs 

available that meet 
criteria? 

1/3/2

xx/xx/xx

100.7 100.8 100.11

200.2D200.1

200.5S

200.7

200.8S

300.1

400.1
400.2 400.3

500.2D

500.3

100.9D 100.10D

200.4

200.3D

200.6D

400.4D

xx/xx/xx

xx/xx/xx

0/0/0 0/0/0

0/0/0 0/0/0

Go to 100.895% Accept

5% Reject

500.4 500.5

600.1 600.2 600.3 600.4 600.5

600.6 600.7600.8600.9

600.6

10 
Minutes 5/15/10

Are there SDVOSB/VOSBs in 
VIPs that are associated with 

appropriate NAICs and/or 
product/Service?

XXXXXX
Sources Sought

XXXXXX
Analyze 

corporate 
experience

XXXXXX
Assess fair and 

reasonable price

XXXXXX
Define Risk 

Criteria

XXXXXX
Assess Risk 

XXXXXX
Assess past 

performance (of 
category)

XXXXXX
Identify 

Procurement 
vehicles of 
remaining 

VOSBs

XX% Yes

XX/XX/XX XX/XX/XX XX/XX/XX XX/XX/XX XX/XX/XX XX/XX/XX

XX/XX/XX

XX% No

90.1D
90.2 90.3 90.4 90.5 90.6 90.7

90.8
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P08 Items
Acquisition Plan 

Go To 
Subcontracting 

Review

2268 
Submission to 

FOT

P09 Items 
Final SOW/Eval 
Criteria/Source 
Selection Plan

XX/XX/XX

TBD TBD

Validate Key 
Contract 
Elements

(See checklist 
for details)

PO1 Items
See checklist 

(PR/SOW/IGE)

PO2 Items
Market 

Research

P03 Items
Justification & 

Approvals, 
Determination 

& Finding

P05 Items
Procurement 

Review 
(VA2268) 

XX/XX/XX
XX/XX/XX XX/XX/XX

XX/XX/XX XX/XX/XX

TBD
TBD TBD

TBD TBD

Go To OSDBU 
Contractor 600 

Series

PRP Completion 
Notification

(100.7)

XX/XX/XX

Validate Key 
Contract 
Elements

(See checklist 
for details) XX/XX/XX

XX/XX/XX

Report Audit Findings 

TBD

xx/xx/xx

Post- Award

Look at Award 
Document

End 

TBD

Yes

Cross Check 
Against 2268 
Master Log/

Subcontracting 
Submission Log

TBD

Audit Data Pull

TBD

End 

Contracting Officer 
must be notified to 
have vendor submit 

one

TBD

xx/xx/xx

Pre Award

Is there a subcontractor 
determination memorandum in 

briefcase?

Look at Subcontractor 
Opportunities

Is this a GSA/BPA/SEP or other 
federal procurement with 

commercial plans?
No

End 

Yes

No

TBD

XX/XX/XX

Audit against
Master Log

Yes

Yes

If IPT is Required, 
(Subcontracting 

Possibility) then has it 
been submitted with 

package?

No

Rule of 2
(P02 Market 

Research 
Memorandum)

Financial AssessmentDid it comply 
with Rule of 2?

No

Was IPT 
Followed?

Check to see if it contains 
C09 Subcontracting Plan / 

List of Subcontractors 
(SF1413's)

Check to see if it contains 
clause in the e solicitation 

VAAR 852-215-70, 852-215-
71, 852-219-9

Yes

Yes

End 

xx/xx/xx

TBD

XX/XX/XX

Go To Intake 
Analyst  500 

Series

XX/XX/XX

Cross Check against 
2268 Master Log

No

TBD

Yes

No

No

Yes

No

TBD

xx/xx/xx

Yes

TBD

xx/xx/xx

Check data 
(from ESRS, USA 
Spending, FPDS)
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