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HOW TO SET UP A DIV/DEA ACQUISITION PLANNING MEETING

When you plan to hold a DIV/DEA (Division/DEA) “Acquisition Planning” meeting, It is important to check the NIAID Phasing Worksheet (in SIMS on the NIAID Intra-Net) to ensure you hold it as close to the "planned" date shown there as possible. Usually, this meeting is held within 6 to 8 weeks of the date the first draft of the RFC is due to DEA. Exceptions may be necessary. Be mindful that this is a meeting called and conducted by CMP.

Prepare an email to the following parties with the copy-to line set up as indicated

(The SRPBC email address below reaches all the SRP Branch Chiefs.):

TO:
Project Officer; Hortencia Hornbeak; SRPBC 

CC:
YOUR SCO; John McGowan; Theresa Schrader; Bernice Mechanic

The subject line should contain the DEA reference number (from SIMS) and the RFP number (if one has been assigned) along with the exact title of the acquisition from SIMS. 

The body of the text should indicate a window of dates (2 - 3) and approximate times to hold the meeting and should invite the Scientific Review Administrator (if one is named) and the Project Officer to attend. Ask the email recipients to reply directly to you so you may coordinate a mutually agreeable time, place and location for the meeting.

Give a brief synopsis of the purpose of the meeting (i.e. to discuss the research concept for the subject acquisition, assign roles and responsibilities for the acquisition process, exchange ideas on the science and contractual issues related to the planned acquisition, set up a tentative set of milestones for the acquisition (adhere as closely as possible to the SIMS milestone dates), etc.).

Some things to consider:


* An SRA may not be identified in the NIAID Phasing Worksheet. This is common, as SRAs are often not assigned until about a month prior to proposal receipt. This is not a problem, as the SRP Branch Chief who handles the scientific area related to your acquisition will attend the meeting. 

* Limit the number of emails you send to set up the meeting. If you do not hear from either your Project Officer or SRP within 3 working days, notify your SCO and plan how to proceed with setting up the meeting.

* Remember that this is YOUR meeting. You should set a brief, but succinct agenda so that attendees will know what they are meeting for and what is expected of them at the meeting. 

* It' s best to hear from Hortencia Hornbeak, Director, SRP or one of the SRP Branch Chiefs BEFORE setting any meeting date or time. 

Once you've gotten a response from the Project Officer, SRP and your SCO as to their availability, proceed with planning the meetings' time, place and location by preparing a follow-up email to the parties listed below telling them the time, place and location of the meeting. 

TO:
Project Officer; NAMED SRA and/or NAMED SRP BRANCH CHIEF

CC:
YOUR SCO; Theresa Schrader; John McGowan

