PAGE  
1
Reference:  Local Policy E-mail, 18 May 2006,  

BUSINESS MEMORANDUM

(GSA DELIVERY ORDERS)

	GSA Contract Number:

	Delivery Order Number:                                                                  Amount: $

	Contractor:

	Buyer/Negotiator:


1.  Description.  This information is contained in the approved Sole Source Justification. Or, provide a brief description of the supplies or services being procured.
2.  Synopsis.  A synopsis of this purchase order is not required in accordance with FAR 8.404(a).

3.  Description of (market) survey/contracts considered. 

	 FORMCHECKBOX 

	8(a) Set-aside. 


	 FORMCHECKBOX 

	This information is contained in the approved Sole Source Justification. 



	 FORMCHECKBOX 

	Other: Describe the source analysis that was conducted.  What contracting vehicles within the SPAWAR claimancy were reviewed/considered and what were the results of that review?  If more than one contract was considered, note the contract/contractor from which the supply or service is being purchased. Reference and attach Approval of Other than Direct Acquisitions of Supplies and Services Form if the requirement is over 100K vice providing the information above.


4.  Evaluation Methodology and Tradeoffs.  N/A.  This is a sole source (or 8(a) set-aside) order.  Or, 

· For example: Best Value, or Lowest Price Technically Acceptable

· Tradeoff analysis applies to Best Value orders.  Identify the factors evaluated and the rationale for determining which contractor represented the Best Value.

5.  Rationale for not using a Firm Fixed Price Contract. (Services Only)

	 FORMCHECKBOX 

	N/A.  This order is Firm Fixed Price.


	 FORMCHECKBOX 

	The order is a (Time and Materials, etc.) type order.  The reason for selecting this contract type is (provide rationale).


6.  Rationale for not using a Performance Based Order. (Services Only)

	 FORMCHECKBOX 

	N/A.  This order is not for services.


	 FORMCHECKBOX 

	N/A.  This order is Performance Based because the work is described in measurable outcomes rather than direct performance processes.


	 FORMCHECKBOX 

	The services under this order cannot be described in terms of performance objectives or measurable outcomes. Approval of Non-Performance Based Services is attached. 


7.  Level of Effort/Labor Mix.  The technical activity has reviewed and recommends the proposed labor hours and labor mix as being necessary for successful task completion. (Technical activity documentation attached as applicable)

          FORMCHECKBOX 
    N/A. This is for services only
8.  Determination of Price Reasonableness: 

The Quoted Price of  $____________________ has been determined as fair and reasonable based on the following analysis:

	 FORMCHECKBOX 

	Adequate price competition based on the following:  
(Minimum of 3 contractors over $2,500.00)

CONTRACTOR                       GSA CONTRACT NUMBER                         AMOUNT
_____________________         ____________________________                    $______________

_____________________          ____________________________                   $______________

_____________________          ____________________________                   $______________



	 FORMCHECKBOX 

	Identical  FORMCHECKBOX 
 or similar  FORMCHECKBOX 
 items. Comparison of current Commercial Catalog or Published Price List to (fill-in) (e.g. Gov’t Estimate, previous orders, etc.) (a copy of the relevant catalog or price list pages is included in the contract file) 

	 FORMCHECKBOX 

	Established market price or prices set by law/regulation, which were verified on (fill-in date).


	 FORMCHECKBOX 

	Historical comparison of identical  FORMCHECKBOX 
 or similar  FORMCHECKBOX 
 items:

Contractor: _______________                                  Contractor:_________________

Date:  ___________________                                   Date: _____________________

Order#:  _________________                                   Order#:____________________

Price: ___________________                                    Price: _____________________



	 FORMCHECKBOX 

	Other Comments:



	 FORMCHECKBOX 

	 The above techniques could not be utilized to establish the quoted price is fair and reasonable for the order as a whole.  The following detailed analysis was utilized in addition to  FORMCHECKBOX 
  /in lieu of  FORMCHECKBOX 
 the above  to determine that price is fair and reasonable:



	
	          Labor Rates.  The rates proposed under this task/delivery order are fully “loaded” rates inclusive of all costs incident to direct labor. The level of effort and mix of labor, in the amount of $ (fill-in) to perform the specific task/service is determined to be fair and reasonable.  


	
	           Material.  The quantity and type of materials proposed for this order have been reviewed by the technical code and recommended as being necessary to accomplish the tasks in the Statement of Work.  The negotiator has verified GSA items in the amount of $(fill-in) as needed for task completion. Non schedule Material in excess of $2,500.00 is not authorized. The negotiator has reviewed these items & costs of $(fill-in) and determined them to be fair and reasonable for task completion.  (a copy of the comparison is attached.)


	
	           Travel.  The technical code has found the number of trips and destinations and the number of persons traveling to be necessary in the performance of the Statement of Work.  The negotiator has reviewed the travel costs $(fill-in) and found them to be consistent with the rates in the JTR.  The travel costs have been burdened by (fill-in)%. 



	
	

	
	


9.  Determination.  Based on the above analysis, the estimated amount for the proposed task/delivery order is considered fair and reasonable.  The subject order has been reviewed as to scope, severability and Information Technology (IT).  The resultant determination reflects the task/delivery order to be in scope.

	
	
	

	Date
	
	Signature
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ACTION: GSA BUSINESS MEMORANDUM UPDATED PROCUREMENT CHECKLISTS

		From

		Steinhardt, Roseann SPAWAR

		To

		'All Code 221 employees (E-mail)'; 'All Code 222 employees (E-mail)'; 'All Code 223 employees (E-mail)'; 'All Code 224 employees (E-mail)'; 'All Code 225 employees (E-mail)'; 'All Code 226 employees (E-mail)'; 'All code 227 employees (E-mail)'; 'All Code 228 employees (E-mail)'; Deconzo, Daniel M CIV NAVFAC; Desmarets, Robert SPAWARSYSCEN-SD  Simplified Acquisition; Feldman, Rhea A CIV SSC-SD C4I Prog Phi; Martinez, Jesse A CIV SPAWARSYSCEN-SD; Mckinney, Christine M CIV

		Recipients

		221all@spawar.navy.mil; 222all@spawar.navy.mil; 223all@spawar.navy.mil; 224all@spawar.navy.mil; 225all@spawar.navy.mil; 226all@spawar.navy.mil; 227all@spawar.navy.mil; 228all@spawar.navy.mil; daniel.deconzo@navy.mil; Robert.Desmarets@navy.mil; rhea.feldman@navy.mil; jesse.a.martinez@navy.mil; christine.mckinney@navy.mil



Authorized for distribution by Sharon Pritchard, Acting Code 220



 



 



To All Procurement Personnel,



 



1.	In an effort to promote standardization and ensure we have adequately documented the award of GSA delivery orders, effective immediately the attached GSA Business Memorandum template is mandatory for all GSA delivery order actions.  The Procurement Checklists for Delivery Orders and Simplified Acquisitions have been updated to reflect this new requirement.



2.	Please contact your supervisor if you have any questions.  

3.	Click on the hyperlink below to access the Procurement Checklists.



             https://supply.spawar.navy.mil/policy/Forms/foi-internal.htm#checklists.



 



 



 



Roseann Steinhardt



Procurement Analyst, Code 2281



SPAWAR SYSTEMS CENTER - SAN DIEGO



(619)553-4338



(619)553-2930 (fax)
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Reference:  SSC-SD GSA Business Memo Template (May 2006)






BUSINESS MEMORANDUM



(GSA DELIVERY ORDERS)



			GSA Contract Number:





			Delivery Order Number:                                                                  Amount: $





			Contractor:





			Buyer/Negotiator:








1.  Description.  This information is contained in the approved Sole Source Justification. Or, provide a brief description of the supplies or services being procured.


2.  Synopsis.  A synopsis of this purchase order is not required in accordance with FAR 8.404(a).



3.  Description of (market) survey/contracts considered. 



			 FORMCHECKBOX 



			8(a) Set-aside. 








			 FORMCHECKBOX 



			This information is contained in the approved Sole Source Justification. 









			 FORMCHECKBOX 



			Other: Describe the source analysis that was conducted.  What contracting vehicles within the SPAWAR claimancy were reviewed/considered and what were the results of that review?  If more than one contract was considered, note the contract/contractor from which the supply or service is being purchased. Reference and attach Approval of Other than Direct Acquisitions of Supplies and Services Form if the requirement is over 100K vice providing the information above.








4.  Evaluation Methodology and Tradeoffs.  N/A.  This is a sole source (or 8(a) set-aside) order.  Or, 



· For example: Best Value, or Lowest Price Technically Acceptable



· Tradeoff analysis applies to Best Value orders.  Identify the factors evaluated and the rationale for determining which contractor represented the Best Value.



5.  Rationale for not using a Firm Fixed Price Contract. (Services Only)



			 FORMCHECKBOX 



			N/A.  This order is Firm Fixed Price.








			 FORMCHECKBOX 



			The order is a (Time and Materials, etc.) type order.  The reason for selecting this contract type is (provide rationale).








6.  Rationale for not using a Performance Based Order. (Services Only)



			 FORMCHECKBOX 



			N/A.  This order is not for services.








			 FORMCHECKBOX 



			N/A.  This order is Performance Based because the work is described in measurable outcomes rather than direct performance processes.








			 FORMCHECKBOX 



			The services under this order cannot be described in terms of performance objectives or measurable outcomes. Approval of Non-Performance Based Services is attached. 








7.  Level of Effort/Labor Mix.  The technical activity has reviewed and recommends the proposed labor hours and labor mix as being necessary for successful task completion. (Technical activity documentation attached as applicable)



          FORMCHECKBOX 
    N/A. This is for services only


8.  Determination of Price Reasonableness: 



The Quoted Price of  $____________________ has been determined as fair and reasonable based on the following analysis:



			 FORMCHECKBOX 



			Adequate price competition based on the following:  


(Minimum of 3 contractors over $2,500.00)



CONTRACTOR                       GSA CONTRACT NUMBER                         AMOUNT


_____________________         ____________________________                    $______________



_____________________          ____________________________                   $______________



_____________________          ____________________________                   $______________









			 FORMCHECKBOX 



			Identical  FORMCHECKBOX 
 or similar  FORMCHECKBOX 
 items. Comparison of current Commercial Catalog or Published Price List to (fill-in) (e.g. Gov’t Estimate, previous orders, etc.) (a copy of the relevant catalog or price list pages is included in the contract file) 





			 FORMCHECKBOX 



			Established market price or prices set by law/regulation, which were verified on (fill-in date).








			 FORMCHECKBOX 



			Historical comparison of identical  FORMCHECKBOX 
 or similar  FORMCHECKBOX 
 items:



Contractor: _______________                                  Contractor:_________________



Date:  ___________________                                   Date: _____________________



Order#:  _________________                                   Order#:____________________



Price: ___________________                                    Price: _____________________









			 FORMCHECKBOX 



			Other Comments:









			 FORMCHECKBOX 



			 The above techniques could not be utilized to establish the quoted price is fair and reasonable for the order as a whole.  The following detailed analysis was utilized in addition to  FORMCHECKBOX 
  /in lieu of  FORMCHECKBOX 
 the above  to determine that price is fair and reasonable:









			


			          Labor Rates.  The rates proposed under this task/delivery order are fully “loaded” rates inclusive of all costs incident to direct labor. The level of effort and mix of labor, in the amount of $ (fill-in) to perform the specific task/service is determined to be fair and reasonable.  








			


			           Material.  The quantity and type of materials proposed for this order have been reviewed by the technical code and recommended as being necessary to accomplish the tasks in the Statement of Work.  The negotiator has verified GSA items in the amount of $(fill-in) as needed for task completion. Non schedule Material in excess of $2,500.00 is not authorized. The negotiator has reviewed these items & costs of $(fill-in) and determined them to be fair and reasonable for task completion.  (a copy of the comparison is attached.)








			


			           Travel.  The technical code has found the number of trips and destinations and the number of persons traveling to be necessary in the performance of the Statement of Work.  The negotiator has reviewed the travel costs $(fill-in) and found them to be consistent with the rates in the JTR.  The travel costs have been burdened by (fill-in)%. 









			


			





			


			








9.  Determination.  Based on the above analysis, the estimated amount for the proposed task/delivery order is considered fair and reasonable.  The subject order has been reviewed as to scope, severability and Information Technology (IT).  The resultant determination reflects the task/delivery order to be in scope.



			


			


			





			Date


			


			Signature











