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USE REQUESTER’S LETTERHEAD
DATE
MEMORANDUM FOR 772 ESS
FROM:  Add Unit Name
SUBJECT:
Contractor Selection (FA8903-XX-D-XXXX)

1.  Add Unit Name has been requested to provide Add type of specific work (design, demolition, remediation, construction, etc.) at Add work location.  The prime contractors considered in the  Add IDIQ Contract Program (4PAE08, WERC09, etc) full and open contract suite were:

· list all contractors from basic contract

· if using a small business set-aside only — list/consider all small businesses

· all other uses — must list/consider all contractors including small businesses
for the work based on the criteria outlined in the basic contract ordering clause procedures.
2.  In accordance with the basic contract ordering clause procedures,  Add Unit Name considered the following criteria in selecting the most suitable contractor to perform this work.

A. Explain the evaluation criteria used (IAW criteria listed in the applicable basic IDIQ ordering clause [e.g., AC-H005 “Task Order Distribution” - specialized experience and technical competence in the type of work required, past performance including cost control, quality of work and compliance with performance schedules, capacity to accomplish the work in the required time, and location in the general geographical area).  This may be synopsized in one paragraph. 
NOTE: Architect-engineering (AE) services under the scope of the 4PAE08 IDIQ program fall outside the FAR Part 16.505 (as supplemented) Fair Opportunity ordering procedures – AE firms are selected IAW the Brooks Act.  A contractor selection memorandum is required for AE services under the 4PAE08 program.  The DCO POC can provide an example of this document which must capture the most highly qualified AE decision.  
B. Discuss the evaluation process.
C. Discuss the integrated assessment and ultimate best value selection decision.
3.  Based on the analysis above, Add elected contractor’s name is selected to perform the work under this task order.   Add selected contractor’s name provides the best overall value for the Air Force at Requester Base.
4.  If you have any questions, please contact me at (XXX) XXX-XXXX.
Requester Info Signature Block
Concur/Non-Concur
Requester’s Contracting Officer’s

Signature Block and phone number
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