Acquisition Planning & Market Research Memorandum
Template from Public Spend Forum
Prepared By: Sharon Jones, Contract Specialist at Agency X
Date: December 1, 2016
Procurement Request: 867-R-309
Approval Required: 

Approve the acquisition strategy for purchase of customer laptops so that contract specialist may prepare and issue request for quotation to meet customer requirement for January 3, 2017 deliver.

Purpose for the Memorandum
This memorandum documents the acquisition planning and market research activities conducted on behalf of Field Office 8 for the purpose of procuring six replacement personal computers.  It will describe the requirement, identify potential sources to satisfy the requirement
, and describe any risks associated with the solicitation and contract process
. The market research and planning activities conducted on behalf of the customer at Field Office 8 will inform our source selection strategy, which is recommended at the conclusion of this memo.
1. General Requirement Information  
Field Office 8 requires six personal computers that conform to the salient characteristics described in the customer’s requirement (see Procurement Request 867-R-309)
.  The old personal computers will be traded-in so the vendor must factor trade-in value in their total quoted price. The new computers are required by January 3rd, 2017 for an estimated cost not to exceed $8,500. 

It is unclear from the market research conducted if the total cost for each computer includes the software suite Microsoft 10 and Norton Antivirus; therefore, the solicitation will clearly state in the salient characteristics
 that each computer must include the relevant software to be pre-installed. 
2. Market Research

Personal computers are IT Hardware commodity products and are widely available on the commercial market. The specific type of personal computer to be sourced is a laptop computer, which can be purchased directly from manufacturers or through the General Services Administration’s IT Schedule 70. Given the wide commercial availability of laptop computers, this procurement has a very low-risk profile and does not require any formal risk mitigation strategy.
In October 2016, OMB issued M-16-02 to guide contracting professionals in the acquisition of laptops and desktops. This memorandum standardizes how agencies acquire laptop computers and directs civilian agencies to order laptop computers from one of three vehicles: 1) NASA SEWP, 2) GSA IT Schedule 70, and 3) NIH CIO-CS vehicle. 
As our customer’s laptop configuration is standard and does not meet any of the exceptions provided in M-16-02, I performed market research within these three vehicles to determine which vehicle offers the lowest priced, technically acceptable machine based on the salient characteristics described in our customer’s procurement request.

The results of this market research determined that GSA IT Schedule 70 offers compliant machines at a fair & reasonable price.

3. Acquisition Strategy
As per the direction contained in M-16-02, we will issue an RFQ to IT Schedule 70 holders. The RFQ will contain the salient characteristics reflected in the customer’s procurement request and direct schedule holders submit a quotation reflecting their best price inclusive of any discounts, to include trade-in credit for the machines to be replaced. 

Because laptop computers are a commodity item widely available on the commercial market, this request for quotation will result in a firm-fixed price purchase order against IT Schedule 70. 
Because these items are listed on GSA IT Schedule 70, the prices have already been determined to be fair and reasonable. Therefore, and because laptop computers are commodity IT hardware with a low risk profile, we will use lowest-priced, technically acceptable evaluation procedures to determine the winning quotation.
The evaluation criteria for this LPTA solicitation are as follows:

1. Technical Acceptance – Meet salient characteristics as described in the customer’s procurement request
2. Price

Offerors which satisfy the technical acceptance requirements will be ranked on total price (inclusive of discounts and trade-in credits) and the lowest acceptable bid will be selected.
4.  Action Required

Please review this memorandum and approve of the acquisition strategy so that I may move forward in the design of a Request for Quotation to be submitted to holders of the GSA IT Schedule 70.

Prepared by:
 Sharon Jones


Contract Specialist

Approved by:
 ____________________________


[Name of Contracting Officer]

Attachment: Procurement Request 867-R-309
�This is our Bottom Line Up Front (BLUF) statement that orients the reader and simply describes the intent of the memo.


�Sometimes this can be more general (e.g., available ordering vehicles, qualified bid lists, or published price lists), but sometimes your intent is to identify actual business concerns. For instance, your goal may be to determine if the requirement should be set aside for small businesses.


�This is an important part of any planning & research memorandum. You may find there are only a few companies that can satisfy the requirement which is a competition risk. Or you may find high variability in the products or services offered by the market, which can challenge your source selection. List any of these risks so you’ll know to continue tracking them throughout the procurement lifecycle.


�Rather than copying the salient characteristics over into this memorandum, just reference the official record and attach it to the file. This way, if the requirements change, you’ll only have to replace the attachment vice revising the memo.


�An example of a risk to the solicitation.


�Its not necessary to list specific vendors here as your market research is fairly straight forward here. 


�As a best practice, we recommend including your evaluation / solicitation strategy for the procurement just so the signatory or authority will have visibility into your path forward. Better to find out early if there are recommended changes than after you design your solicitation. 


�This is where you wrap it up: be succinct and direct in what you need from the person or persons reading your memorandum. Remember, being direct is not impolite, its courteous. 





