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Appendix K: Market Research Documentation


Market Research Documentation 

Federal Acquisition Regulations state that agencies “should document the results of market research in a manner appropriate to the size and complexity of an acquisition.”

Documentation serves several purposes:

· It provides a historical record of the market research effort and provides evidence that proper market research was done for the acquisition.

· It may be used in the future by other market research teams investigating similar products to get a feel for what might be available and to get ideas on where to start their investigation.

· It may be used by the contracting office working on the solicitation to further determine appropriate contract terms and conditions.

There is no specific format for market research documentation.  The report should summarize the activities undertaken by those conducting the market research.  The following topics are recommended for inclusion in a report:

Background

An explanation of the acquisition’s background, including its purpose and any special features.
Team Members

An identification of the market research team members (at a minimum, the buyer and the Requiring Official).

Description of Agency Need

A description of the agency’s needs, in terms of their function (what the product or service must do), performance (the qualities and attributes of the product or service), and any essential physical characteristics.  This section should also discuss possible alternatives or modification to the needs statement or to the potential for trade-off analyses.

Required/Desired Schedule

Identification of the desired or required schedule for the delivery of the end items.

Methodology

An explanation of the methodology that was used for compiling and refining the lists of potential suppliers, including the number of firms that were contacted and a list of the suppliers in the final consideration.

Summary of Industry Sources

A summary of the industry sources that were contacted and the types of information obtained from them.

Summary of Customary Commercial Terms/Conditions

A summary of the customary commercial terms, provisions, and conditions, including payment, freight delivery, acceptance, and warranties.

Price Ranges and Possible Variations 

Identification of the price ranges discovered, possible reasons for variations, and the potential for determining a fair market price.

Conclusions and Recommendations

A summary of the available commercial or nondevelopmental items, the value or shortcomings of each, recommendations for specific contract terms and/or provisions for training, acceptance, and warranties.


