
SAMPLE TEMPLATE 
Market research/commercial item determination memorandum
to:
Pre-Award CONTRACT file

Ref:  
SOLICITATION NO.:  {Insert number}
PROJECT:  {Insert title}
NAICS CODE:  {Insert code}

__________________________________
CO:
{Print Name Here and Signature on the line above}
DATE:
{Insert date}


This memorandum is in accordance with Federal Acquisition Regulation (FAR) Parts 10, Market Research; 11, Describing Agency Needs; and 12, Acquisition of Commercial Items, which describes the policies and procedures for conducting market research in order to determine the most suitable approach to acquiring, distributing, and supporting supplies and services.  This part implements requirements of 41 U.S.C. 253a(a)(1), 41 U.S.C. 3307, and 10 U.S.C. 2377.  

The extent of market research will vary, depending on such factors as urgency, estimated dollar value, complexity, and past experience. Market research involves obtaining information specific to the item being acquired.

1.
Background:  {Describe the acquisition and compatibility requirements, history, i.e. previous buys, etc.}
2.
Delivery / Performance Time:  {State the delivery and performance timelines for the services or supplies to be procured}
3.
Potential Sources Provided by COR/Technical Contact:  {List the names and addresses of the potential vendors}
4.
Market Analysis: {Check all applicable boxes}
a).
Required Sources of Supplies and Services.  ( Listed in order of priority, ref. FAR Part 8)
Supplies:
	 
	is
	 
	is not   Agency Inventories

	
	
	
	

	 
	is
	 
	is not   Excess from other agencies

	
	
	
	

	 
	is
	 
	is not   Federal Prison Industries, Inc. (UNICOR)

	
	
	
	

	 
	is
	 
	is not   Ability One (Supplies on the Procurement List maintained by the Committee for Purchases from People Who are Blind or Severely Disabled)

	
	
	
	

	 
	is
	 
	is not   Wholesale Supply Sources

	
	
	
	

	 
	is
	 
	is not   Mandatory Federal Supply Schedules

	
	
	
	

	 
	is
	 
	is not   Commercial  sources (includes educational and nonprofit institutions)


Services:

	 
	is
	 
	is not   Ability One (Supplies on the Procurement List maintained by the Committee for Purchases from People Who are Blind or Severely Disabled)

	
	
	
	

	 
	is
	 
	is not   Mandatory Federal Supply Schedules

	
	
	
	

	 
	is
	 
	is not   Optional Federal Supply Schedules

	
	
	
	

	 
	is
	 
	is not   Federal Prison Industries, Inc. (UNICOR)  or  Commercial  sources (includes educational and nonprofit institutions)


b).
Techniques and Methods used to conduct the Market Research:
	
	FedBizOpps Sources Sought Synopsis

	
	Searched GSA/FSS (GSA Advantage)

	
	Searched Unicor

	
	Searched JWOD

	
	Searched CCR

	
	Searched Office Bidder’s Mailing List File

	
	Personal knowledge procuring or previous purchases of similar or identical types of supplies or services

	
	Searched the Internet

	
	Contacted Small Business Administration

	
	Contacted Woman Owned Business Association

	
	Review of recent Market Research (dated, title) to meet similar requirements

	
	Obtained source list of similar items from other contracting activities, trade association or other sources

	
	Review of catalog, other product literature published by manufacturers, distributors, and dealers or available on-line

	
	Conducted interchange meetings, pre-solicitation conferences to involve potential Offeros early in the acquisition process

	
	Other (state):   _____________________________________________


c). 
Commercial Item Determination:  The market research results have determined that the Government's needs can be met by:
	
	Items of a type customarily available in the commercial marketplace; 

	
	Items of a type customarily available in the commercial marketplace with modifications; or

	
	Items used exclusively for governmental purposes.


d).
Customary Commercial Terms and Conditions.

{Insert terms and conditions such as warranties; packaging and marking; acceptance; pricing; inspection; customizing, modifying or tailoring practices; buyer financing; discounts; maintenance support; and laws and regulations unique to the item.}
e).
Set-Aside Results:
In order for an acquisition to be set-aside, at least two firms of the same size must be identified to compete for the proposed acquisition, unless under the 8(a) Program  (check all applicable boxes).
	
	No sources could be found;

	
	No two HubZone sources were found;

	
	No 8(a) sources  were found;

	
	No two SDB sources were found;

	
	No two SB sources were found;

	
	No two WOB sources were found; and

	
	No two SDVOSB sources were found.


f).
Market Price.
The Independent Government Cost Estimated (IGCE) is $ {Insert the amount, including the amounts for all option years).  The apparent fair market value based on the attached information (i.e., quotes, catalog pricing, etc.) is estimated at $ {Insert the Amount.}
f).
The AD-1205, USDA Small Business Program Procurement Request Review form 

[    ] is [    ] is not applicable.  See Tab {Insert Number} on the Contract File Index.
5.
Recommendation:   (The Contracting Officer should state how the requirement will be competed/awarded (Performance Based Service Contracts, FAR Part 12, HubZone set-aside, etc.)
6.
Additional Supporting Information /Documentation:   (List or attach any market research data, printouts, other pertinent data/information or comments).
5
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