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ATTENTION OF:

SFCA-NR-CDCC







           11 March 2003

MEMORANDUM FOR All Acquisition Personnel Assigned to the CDCC

SUBJECT:  Policy/Compliance Branch Standard Operating Procedure (SOP) Number Four (4) - 

Narration of Contracting Action (NCA)

1.  PURPOSE:   The purpose of this SOP is to establish a guideline and procedure for documenting and writing the subject to ensure the mission is met and all requirements are awarded in accordance with regulations.

2.  REFERENCE:  FAR 15.406-3, DFAR 215.404-4 and 215.406-3, AFAR 5115.406-3 – Documenting the Negotiation. 
3.  APPLICABILITY:  This SOP applies to all CDCC personnel responsible for preparing solicitations and awards.

4.  PROCEDURES:  

a.  All procurements that are valued at $250,000 or more, inclusive of options, shall use the sample NCA in the enclosure to document awards made without discussion.

b.  It is the contracting specialist’s responsibility to ensure the NCA is completed in its entirety prior to submission for review by their peer or Contracting Officer. 

5.  EFFECTIVE DATE:  This policy is effective 11 March 2003 and remains effective until rescinded by the Director.  The above stated criteria shall be followed when completing award packages and applies to all personnel in the CDCC.

Encl






DEBORAH L. BUTERBAUGH

Procurement Analyst
Approved by:_______________________  

                      LENORA CLARK-EVANS

                      Director

NARRATION OF CONTRACTING ACTION (NCA) 

I.  SUBJECT:

1.  Contractor name, division or group and location.

2.  RFP & Contract Number.

II.  INTRODUCTORY SUMMARY:

1.  PURPOSE OF THE CONTRACTING ACTION:  Explain why negotiations were not necessary and that, “It is anticipated to award this contract without holding discussions IAW FAR part 15.306.”  

2.  DESCRIPTION:  Provide a brief description of the acquisition and for whom it is being purchase and by whom, including appropriate identifying numbers (e.g., RFP No.), as necessary to ensure a clear correlation with the Pre-negotiation Memorandum.

3.  SUMMARY OF KEY DOCUMENTS:  Identify the title and date of each key document. Include, as applicable, the following:  (Cite the Tab under which each of the relevant documents is filed.)

a.  Pre-negotiation Objective Memorandum (POM).

b.  Final Proposal Revision(s) submitted by Prospective Offeror(s).

c.  Amended Field Pricing Review Results, including audit and price history information, as applicable.

e.  Amended Technical Evaluation Results.

f.  Other: _____________________.

4.  CONTRACTOR SYSTEMS:  Describe the current status of any Government approved contractor systems (e.g., purchasing, estimating, accounting, and compensation) to the extent they affected and were considered in the negotiation.  

5.  COST OR PRICING DATA:  If cost or pricing data were required (see FAR 15.403-4) and submitted after the establishment of the pre-negotiation objectives and therefore not addressed in the Pre-negotiation Objective Memorandum, describe the extent to which the Contracting Officer:  (1) relied on the cost or pricing data submitted and used them in negotiating the price; (2) recognized as inaccurate, incomplete, or non-concurrent any cost or pricing data submitted; the action taken by the Contracting Officer and the Offeror as a result; and the effect of the defective data on the price negotiated; or (3) determined that an exception applied after the data was submitted and, therefore, considered not to be cost or pricing data.

6.  SETTLEMENT DATE:

7.  TYPE OF CONTRACTUAL ACTION:  (New contract, modification, etc.)

8.  TABULAR SUMMARY OF COST:  Use the first table for acquisitions in which price evaluation will be used.  The second will be used in the event that cost and pricing data is required and cost analysis will be employed.

TABLE 1 - COLUMNAR SUMMARY FORMATS 

PRICE SUMMARY

OFFEROR

PROPOSED
PRENEGOTIATION
NEGOTIATED

NAME


TOTAL PRICE
OBJECTIVES

AMOUNT
1.



$

$


$

2.



$

$


$ 

COST ELEMENT SUMMARY

      COST





     PRENEGOTIATION 
NEGOTIATED 

      ELEMENT


_______________
      OBJECTIVES  

AMOUNT               NOTE(S)
	1.  LABOR
	$
	$
	$
	 (a)

	2.  MATERIALS
	$
	$
	$
	 (b)

	3.  OVERHEAD(S)
	$
	$
	$
	 (c)

	4.  SUBCONTRACT(S)
	$
	$
	$
	 (d)

	5.  OTHER DIRECT COSTS
	$
	$
	$
	 (e)

	6.  G&A
	$
	$
	$
	 (f)

	7.  PROFIT OR FEE
	$
	$
	$
	 (g)

	8.  TOTAL COST
	$
	$
	$
	 (h)

	9.  COST OF MONEY
	
	
	
	 (i)

	10.  TOTAL AMOUNT
	$
	$
	$
	 (j)

	11.  PRICE ADJUSTMENT
	
	
	
	 (k)


Use the “Note(s)” identifier to cross reference the discussion of each final cost element amount to the Cost Element Summary.

III.  PARTICULARS:

1.  ITEM OR SERVICE TO BE PROCURED:

a.  Types and quantities

b. Previous buys of the same or similar items



(1)  When bought



(2)  Quantity



(3)  Contract type



(4)  Prior unit or total prices



(5)  Current unit or CLIN prices with the name of the item NSN, part number, quantities, etc., as applicable



(6)  Summary explanation of significant differences between the instant buy and most recent historical price(s).

c.  Explain method used to establish line item or unit prices.

2.  CLEARANCE AUTHORITY:  Approval Authority and date.

3.  PRINCIPAL GOVERNMENT/CONTRACTOR NEGOTIATOR IDENTITIES:  Include title, organization and phone number.

       4.  CHRONOLOGY OF EVENTS:  Synopsize here all contractual actions that have occurred on the procurement from the receipt of the RFP to the recommendation for award to include but not limited to: the date of RFP issuance and its closing; date of each amendment and the reason for issuance; date of the site visit if applicable and the resolution of questions; receipt of proposal verification letter from the prospective awardee; and the prospective awardee’s company name and location.  

IV.  ACQUISITION SITUATION

1. ACQUISITION BACKGROUND:  To include contract type; period of 

performance and/or delivery schedule; outside influences/unusual time constraints; special pricing provisions such as Economic Price Adjustments (EPA), Government furnished facilities, equipment or base support unique to this acquisition; unique features such as should cost, design-to-cost, life cycle cost, special payment procedures; and special provisions (e.g. performance based payments).  If the acquisition was issued with the intent to award without discussion yet the Government determines it is necessary to conduct discussion, the rationale for doing so should be documented as well as who has been delegated as the Source Selection Authority (SSA).

     2.  SOURCE SELECTION PLAN (SSP):  This should include a listing of the contracting and requiring activity personnel who jointly developed the SSP as well as when it was signed by the SSA.

     3.  EVALUATION FACTORS:  Identify the RFP evaluation criteria (i.e. Technical, Management, Past Performance and Cost) and identify their order of importance.  Technical can include equipment capacity (type, amount, and reliability) and staffing plan/personnel qualifications (number, methodology of staffing, qualifications of key personnel).  Management involves organization and staffing qualifications of management.

     4.  Source Selection Evaluation Board (SSEB):  Identify when the board was established and that the composition of the team included contracting and technical individuals.  Identify the team members by functional specialty and organization.  

V.  SUMMARY OF CONTRACTING ACTION:

1. SUMMARY OF OFFEROR(S) PROPOSAL(S).  Provide a summary of each 

Offeror’s proposal, any field pricing assistance recommendations, including the reasons for any pertinent variances from them, the Government’s negotiation objective, and the recommended award position.  This summary can be prepared as a separate attachment for each Offeror’s proposal, consistent with the POM.   Address the results of the technical evaluation, including weaknesses and deficiencies, as well as administrative matters related to the Offeror’s proposal, including any exchanges on either of these areas with the Offeror.  Specifically address the disposition of pricing or audit recommendations that were incorporated into the pre-negotiation objectives.  If no discussions were conducted or revisions received regarding this information and it is basically unchanged from the Pre-negotiation Objective Memorandum (POM), simply include a cross reference to the section of the POM where the information can be found.  

If the Offeror is identified as a small disadvantaged business concern, and the procurement falls within the authorized North American Industry Classification System (NAICS) Industry Sub-sectors as determined by the Department of Commerce, ensure the offer is evaluated consistent with FAR 19.11 and 19.12.  If the Offeror is identified as a HUBZone small business concern, ensure the offer is evaluated consistent with FAR Subpart 19.13.

When determination of price reasonableness is based on price analysis (FAR 15.404-1(b)), the summary shall include the source and type of data used to support the determination.

Where the determination of price reasonableness is based on cost analysis (see FAR 15.404-1(c)), the summary shall address each major cost element stipulated in the solicitation instructions. Include cost realism analysis on cost reimbursement contracts to determine the probable cost of performance of each Offeror (see FAR 15.404-1(d)).  

[Reminder:  Cost realism
 is a form of cost analysis.]  Provide a Cost Element Summary comparison in columnar format of the respective positions of each Offeror’s proposal (refer to table above). Individual cost elements can be modified as necessary to fit the particulars of any given procurement   However, ensure the format used in the NCA is consistent with that used in the corresponding POM.  For competitive acquisitions, a cost element breakdown is required only for those Offerors determined to be in the competitive range.

2. SIGNIFICANT FACTS.   Describe the most significant facts or considerations 

controlling the establishment of the NCA agreement including an explanation of any significant deviations between the NCA and the position established in the pre-negotiation objectives.   Reminder:  the negotiation of a contract type and a price are related and should be considered together with the issues of risk and uncertainty to the Offeror and the Government.  

3. HIGHER-LEVEL DIRECTION.  To the extent such direction arises after 

issuance of the Pre-negotiation Objective Memorandum and has a significant effect on the action, provide a discussion and quantification of the impact of direction given by Congress, other agencies, and higher-level officials (i.e., officials who would not normally exercise authority during the award and review process for the contract action).  Otherwise, simply state “Not Applicable.”  It is expected this section will rarely apply.

VI.  MISCELLANEOUS

List/identify contractor provided cost/price data.  Identify certificate of current cost/price data, if

provided.

VII.  ATTACHMENTS

DD 1547 – Weighted Guidelines (unsigned without a report number for preliminary PNM)

DD 1861 – Facilities Capital Cost of Money (for the objective only)

Cost/profit charts if incentive type contract

Source Selection Plan

Other attachments as identified in the PNM

VIII.  DETERMINATION

FAIR AND REASONABLE PRICING.  Discuss how the final negotiated amount is considered fair and reasonable
.  Include the basis or estimating technique used to determine price reasonableness.  A fair and reasonable price does not require that agreement be reached on every element of cost, nor is it mandatory that the agreed price be within the Contracting Officer’s initial negotiation position. The Contracting Officer should not become preoccupied with any single element and should balance the contract type, cost, and profit or fee negotiated to achieve a total result - a price that is fair and reasonable to both the Government and the Offeror.   

      1.  PRICE ANALYSIS:  In either case above, describe how the price analysis required by FAR l5.405 was performed.  Include a description of the technique(s) used and the results of the review.  

(The reasonableness, realism, and completeness of each contractor's cost proposal should be fully explained below.)


a.  Reasonableness:  (Explain how each Offeror's methodology used in constructing estimates were found to be acceptable). 


b.  Realism:  (Explain how the cost and scope of each proposal received were found to be compatible.  Describe how the realism analysis was performed to determine that the offerors proposed realistic prices and understood the scope of work.  Include a description of the technique(s) used and the results of the analysis.) 


c.  Completeness:  (Explain how the cost data of each offeror's proposal for all items in the SOW were complete.)

d. Changes Between the Initial Proposal and Final Offer:  (List and describe 

major differences between the proposal and Final Offer prices.)

IX.  SOURCE SELECTION DECISION.

Describe the comparative assessment of proposals against all source selection criteria in the solicitation performed by the Contracting Officer.  Include the rationale for any business judgments and tradeoffs made or relied on by the Contracting Officer, including benefits associated with additional costs.  While tradeoffs need not be quantified, it is essential that the record clearly indicate the benefits to the government from awarding a contract to a higher-cost offeror.  Identify those aspects of an Offeror’s proposal (i.e. strengths) that merit a price premium and include an explanation of the benefits associated with any particular strength. 

X.  SIGNATURES.  The following shall be inserted and completed at the end of each PNM:

The following signatures represent:  (1) agreement with the information contained herein, including the source selection decision; and (2) that the final negotiated price is fair and reasonable
.

Prepared by:  _______________________

                (Signature, Title & Date)

Reviewed by: _______________________

           (Signature, Title & Date, of the 

Contracting Officer)

If the SSA is other than the contracting officer include a reference to the Source Selection Decision Document and attach a copy.

� Cost realism analysis is the process of independently reviewing and evaluating specific elements of each offeror’s proposed cost estimate to determine whether the estimated proposed cost elements are realistic for the work to be performed; reflect a clear understanding of the requirements; and are consistent with the unique methods of performance and materials described in the offeror’s technical proposal.


� Add the following if the acquisition is processed as a small-business or 8(a) set aside, or a price evaluation adjustment for small disadvantaged concerns or HUBZone small business concerns is applied:  “and a fair market price.”


�Add the following if the acquisition is processed as a small-business or 8(a) set aside, or a price evaluation adjustment for small disadvantaged concerns or HUBZone small business concerns is applied:  “and a fair market price.” 






