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MARKET RESEARCH DOCUMENTATION TEMPLATE

Your market research is not complete until the results are documented.  Remember; document your results in a manner and includes all the activities that acquisition personnel perform continuously to keep themselves abreast of technology improvements, product developments, and commercial business practices relative to their areas of expertise).  Also be sure to be aware of history and past market research, but do not overly rely on it.  More credence should be given to more current information.  
Realize as you are doing market research that although we seek to find ways that the market can meet our needs (if it is in the government’s best interest) we can change our needs to meet the market.    Market research will not only shape how we are buying something, it may influence what we are buying as well.  
This format is meant to guide you as you document your market research.  Obviously, not every area is pertinent to every acquisition.  If you have additional items not included in this list, add them also.  Once you have entered the appropriate information in the following areas, your market research must be documented.  Much of this information will flow directly into other documents such as your Acquisition Plan, so refer back to this document often as you continue in your acquisition.

MARKET RESEARCH-PRODUCT/SERVICE TEMPLATE

Author

Date

* Product/Service Description

Include a description of the product or service to be addressed by this market research report.   Information shall be provided to state current and projected quantities or service requirements to be addressed by this acquisition as well as an assessment as to the potential sustainment life cycle for any follow on requirements.  Provide an estimated dollar amount and projected period of contract performance for this requirement.

Background
Provide a short narrative on the various weapon systems and/or platforms for which this product or service shall be used to support.  For follow on contracts include information relative to the previous awards such as: 

· past acquisition strategies supported

· activities taken to remove competitive barriers 

· actions data to resolve deficient data issues

· changes in the market place (suppliers, trends, technologies)

· past acquisition history

* Market Research Techniques Used 

Describe the various methods used to arrive at the market research findings in accordance with FAR part 10.002(b)(2). Examples of techniques that may be used are: Internet searches, industry days, one-on-one industry sessions, Requests for Information (RFIs) to Industry (Solicitation for Information or Planning Purposes), Commerce Business Daily announcements, etc.  The gaps you identify in the information below will largely drive the type/content of the market research techniques employed.

Performance Requirements 

State the critical performance requirements which the product or service must meet.  Provide an assessment as to whether the requirements are military unique or can be acquired to some degree in the commercial market sector.  Identify as appropriate any critical and long lead schedule items which will impact contract performance and delivery requirements.

* Vendor Survey
List of potential vendors and known sources of supply that could be solicited or have shown interest to provide the product or service required.  Include location, point of contact information and an assessment of their potential capabilities to meet our requirements.  Conduct an assessment of each potential supplier’s capacity to meet our requirements in terms of known schedule needs and the potential for excess capacity to meet critical changes in mission operational tempo.  Identify as appropriate any past experience or related experience relative to the product or service which may be used to identify potential acquisition risks.  Identify the number of sources contacted; identify whether they were large business, small business, small/disadvantaged business, Section 8A business, woman-owned business, government/non-government.   If sole source, describe efforts to locate additional sources.  Explain the rational used to exclude sources (remember you are looking for a CAPABILITY - not doing a SOURCE SELECTION).  Summarize the information obtained from each source contacted. 

If more detailed information is desired on capabilities of vendors consider holding capability briefings and allowing vendors to come in and discuss their ability to fill our requirement.  Also site visits to potential vendor’s facility may be warranted.  Be sure to thoroughly document the results of any such discussions.  

Product Data

List any available commercial product sheets, test data, qualification data, support manuals, or related data that defines the performance and manufacturing characteristics of the product  required.  If the product  is under the configuration control of the government provide an assessment as to the quality and thoroughness of the available data to sustain an acquisition for this product . 

Environmental Impact Considerations & Certification Requirements

Identify any known environmental regulations or product certification requirements which must be obtained in order to manufacture, produce, store or distribute the product .

* Commercial Opportunities

Provide pertinent information that a contracting officer can use to conduct an assessment as to whether the product  or service meets the definitions of FAR Part 2 in terms of commercial items or non-developmental items which can be acquired using the streamlined acquisition procedures under FAR Part12.

Industry Standards, Commercial Business Practices

List any applicable industry standards, regulations, trade journals, or process guides germane to the product  or service to be acquired.  Identify any professional societies or organizations that represent the market sector or advance the science and technology of the products or services comprising the marketplace.

Technology Trends & Technology Insertion Opportunities

Provide a technology assessment of the market sector as applicable to the product  or service to being acquired as to:

· current state of the art employed by the government as compared to what is available in the commercial marketplace.

· known parts obsolescence and diminishing vendor impacts that could affect the current acquisition requirements and any projected life cycle sustainment efforts.

* Small Business Opportunities/Small Business Subcontracting Opportunities
(Note: Engage the Small Business Office early in your acquisition planning for a successful transition to your acquisition strategy and to ensure compliance with Small Business regulations)
In accordance with FAR part 19.201, provide an assessment of the potential opportunities for small business set asides, subcontracting or prime award opportunities.  If multiple sources can not be found, clearly identify constraints which limit or preclude small businesses in being involved in this acquisition either as a prime contractor or small business subcontractoring opportunties. Especially HubZone, Serviced Disabled Veteran Owned, 8(a) and Woman Owned small businesses. Identify the history of the acquisition to document the use of Small Business Set-asides and subcontracting history. 

In addition, address the following items:

· Identify the  appropriate NAICS code selected for this requirement in accordance with 

13 CFR § 121.402(b) and review the acquisition history to ensure the current strategy aligns accordingly.
Small Business Set-aside FAR Part 19.5:

· Document the acquisition history addressing whether or not the subject requirement has been a Small Business Set-aside in the past. 

· Small Business Set-aside     Yes     No

· 8a Set-aside 
· Small Business Set-aside 
· Service-Disabled Small Business Set-aside 
· HUBZone Set-aside 
· Determine if the Nonmanufacturing Rule (NMR) will apply to this acquisition in accordance with 13 CFR  § 121.406(b) ?
· "Nonmanufacturer rule" means that a contractor under a small business set-aside or 8(a) contract shall be a small business under the applicable size standard and shall provide either its own product or that of another domestic small business manufacturing or processing concern (see 13 CFR 121.406).

· If a waiver is thought to be in place, or is desired coordinate with the SB office and the local SBA rep during the early stages of the acquisition to ensure proper implementation." (see FAR 19.102(f)(1)-(7))

· Describe the proposed business arrangement and whether they are indicative of a potential joint venture (ostensible subcontracting) as described in FAR part 19: The Small Business Programs, 13 CFR § 121 – Small Business Size Regulations and the SBA Office of Hearings and Appeals decisions (www.sba.gov).   Look carefully at this particularly if your effort was previously performed by a large business and are now contemplating setting it aside for a small business.  
· Determine if bundling as described in FAR part 2 & 7  is anticipated.  If so describe why.    
Small Business Subcontracting:
· Describe the proposed subcontracting arrangements and address how the prime contractor will ensure performance of the primary and vital requirements of the contract in accordance with 13 CFR § 121.103(h)(4) and FAR Part 52.219-14
· Address communications held with both large and small businesses pertaining to sub-contracting goals and participation related to this requirement. Describe the tools utilized (survey, RFI, one-to-one communications with industry, etc.) that aided in your conclusion of the applicable small business sub-contracting goals.
* Terms and Conditions 

Identify specific contract terms and conditions like estimated contract value, period of performance, options, incentives, pricing arrangement, delivery schedule, certification requirements, etc…  Also provide an assessment of any differences between the terms and conditions a vendor may offer the government versus commercial customers.  Identify standard industry terms and conditions offered to commercial customers in the market place to include: 

· warranty options

· maintenance support

· financing and discounts (quantity, price-breaks)
· marking and packaging 

· inspection and acceptance processes
· a fair/reasonable market price for the industry, which may include an assessment of available price data, price ranges, known pricing issues, or an explanation of price variations 
· insured/bonded/licensed

· payment plans

· potential incentives

· trade-off s

Government’s Presence/Leverage in the Market/Strategic Sourcing 

Provide your assessment of the government’s leverage in the marketplace, such as being the only buyer, making a minority of buys in the market, making the majority of buys, or being one buyer among many.   Describe the nature of other market participants, such as other governments (foreign, state/local), and commercial firms.  Look into existing acquisitions (i.e. GWAC)  for the same/similar product/service and explain whether they are appropriate for your acquisition.  
* Conclusions and Recommendations
Summarize your data analysis with recommendations for:  

· acquisition strategies to pursue (i.e. Commercial acquisition, 8A direct, small business set aside, small business subcontracting opportunities, sole source, full & open, native American direct or Hubzone)

· list of potential contract vehicles that already exist which may be employed to satisfy your requirement

· quality and thoroughness of the government’s technical performance documents and configuration control data to include suggestions for improvement before contract solicitation

· relevant risks to be considered as part of any source selection activities

· for specific contract terms and conditions

*  Signature Block
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________________________

Contracting Officer
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*  Denotes a mandatory paragraph required by acquisition policy.
