ACQUISITION DOCUMENTATION REQUIREMENTS
Information for Purchasing Online Tracking System (POTS) Requests

POTS REQUEST JUSTIFICATIONS

A justification should contain all of the below information:
“Who?”: The individual or office intended to receive the good or
service

“What?”: A clear description of the good or service to be purchased

“Why?”: A clear description as to why the good or service is needed

MANDATORY SOURCES

Mandatory sources should be utilized prior to going to the Open Market. Please check the Procurement SharePoint site for a list of mandatory sources. If it is determined that the need cannot be met by a mandatory source, an explanation needs to be provided in the Requester Notes. Link to Mandatory Sources for more information.

MARKET RESEARCH

Market research is not defined solely by obtaining competitive pricing. Market research also includes:

1. Contacting knowledgeable individuals in Government and industry regarding market capabilities. (Provide the names and contact information of the individuals contacted and a narrative of the discussion.)
2. Reviewing results of recent market research undertaken to meet similar or identical requirements. (For POTS history, provide POTS info with a narrative of findings.)
3. Published formal requests for information in appropriate technical or scientific journals or business publications. (Attach a copy of the journal article with your market research doc.)
4. Participation in interactive, online communication among industry, acquisition personnel, and customers. (Include the name of the industry discussion forum and, if known, participant name(s) and contact information, and include a narrative of the discussion.)
5. Obtaining source lists of similar items from other contracting activities or agencies, trade associations, or other sources (labs, institutes). (Include source lists and name of sources.)
6. Reviewing catalogs and other generally available product literature published by manufacturers, distributors, and dealers or available online. (Attach a copy of the catalog pages and product literature with the market research doc.)
7. Searching previous purchases of similar/identical acquisitions. (For POTS history, you would just need to attach the previous POTS order information/PO award.)
8. Searching the Internet. (Include a narrative of the findings.)

PRICE REASONABLENESS DETERMINATION

For all actions exceeding $5,000, price reasonableness determination is required. Program staff must provide methods of determining price reasonableness for these requirements.

This can be provided in one or more of the following ways:
1. Competitive quotes (3)
2. Market research 
3. Comparison of the proposed price with prices found reasonable on previous purchases
4. Current price lists, catalogs, or advertisements (must be submitted in conjunction with an additional determination method)
5. Comparison with similar items in a related industry
6. Comparison to an IGCE.

ACQUISITION ACRONYMS

SOW: Statement of Work
SON: Statement of Need
SSJ: Sole-Source Justification
JEFO: Justification for Exception to Fair Opportunity
JOFOC: Justification for Other than Full and Open Competition
LSJ: Limited Source Justification
IGCE: Independent Government Cost Estimate


