


[ORGANIZATION]
[INSTALLATION]
[Address Line 1]
[Address Line 2]

Memorandum for Record							        11 August 2026
[Department]


MARKET RESEARCH REPORT: [Project Name]

1. PURPOSE.  To formally document market research findings to support acquisition decisions, determine industry capabilities, practices, market trends, and provide the official basis for commerciality decisions relating to the [Project Name] effort at [Installation].
2. REFERENCES.
a. [List any foundational documents, policies, external mandates, or prior project artifacts that inform this charter.]
3. PRODUCT OR SERVICE NEEDED.  [Clearly state what product or service is needed.]
4. PRODUCT OR SERVICE PURPOSE.  [What is this product or service to be used for?]
5. PERFORMANCE REQUIREMENTS.  [What performance requirements must the product or service meet?]
a. [Requirement 1]
b. [Requirement 2]
6. SUPPLIER REQUIREMENTS.  [What requirements must the supplier meet?]
a. [Requirement 1]
b. [Requirement 2]
7. SCHEDULING REQUIREMENTS.  [Are there any scheduling requirements to consider?]
a. [Requirement 1]
b. [Requirement 2]
8. DISTRIBUTION REQUIREMENTS.  [Are there distribution needs to be accounted for?]
a. [Requirement 1]
b. [Requirement 2]
9. GEOGRAPHIC ISSUES.  [Are there any geographic or location limitations or issues?]
a. [Limitation 1]
b. [Issue 1]
10. BACKGROUND INFORMATION.
[Describe the background of the procurement, circumstances/events leading up to the requirement, and any pertinent information.]
11. INFORMATION RELATIVE TO AGENCY REQUIREMENTS.
[Describe essential physical/performance characteristics in functional terms. Address any issues concerning product characteristics/user requirements. Evaluate if commercial/non-developmental items are available or can be modified to meet needs. Address cost-effectiveness issues and potential cost/performance tradeoffs.]
12. IDENTIFICATION AND INVOLVEMENT OF FUNCTIONAL DISCIPLINES.
[Describe the involvement of various functions (User, technical, contracting, financial management, logistics, etc.) in the research effort. Include office symbols and telephone numbers.]
13. INFORMATION RELATIVE TO AGENCY REQUIREMENTS.
[Describe essential physical/performance characteristics in functional terms. Address any issues concerning product characteristics/user requirements. Evaluate if commercial/non-developmental items are available or can be modified to meet needs. Address cost-effectiveness issues and potential cost/performance tradeoffs.]
14. MARKET RESEARCH TECHNIQUES USED.
[Describe the methods used to arrive at findings (e.g., Internet searches, industry days, one-on-one sessions, RFIs, announcements).]
15. AVAILABLE SOURCES AND METHODOLOGY USED TO COMPILE SOURCES.
[Identify the number of sources contacted and their business designations (large, small, disadvantaged, Section 8A, women-owned, etc.). If sole source, describe efforts to locate others. Explain rationale used to exclude sources and summarize info obtained from each.]
16. MARKET ANALYSIS.
[Identify commercial specifications or industry standards. Provide the basis for finalizing requirements, product descriptions, logistics support, and commerciality decisions.]
17. EXTENT OF COMMERCIALITY IN THE MARKET.
[Assess the extent to which the market possesses commercial characteristics and provide examples supporting your assessment.]
18. PREVALENT BUSINESS PRACTICES.
[Provide instances of generally accepted business practices that differ from standard government practice.]
19. GOVERNMENT’S PRESENCE/LEVERAGE IN THE MARKET.
[Assess the government’s leverage (e.g., only buyer, minority/majority buyer). Describe other market participants (foreign/state governments, commercial firms).]
20. CUSTOMARY BUSINESS PRACTICES, COMMERCIAL TERMS AND CONDITIONS.
[Identify standard industry terms (e.g., discounts, warranties, buyer financing, inspection, and acceptance).]
21. MARKET AND PRICING ISSUES.
[Identify pricing issues, price ranges, explanations for variations, and a fair/reasonable market price for the industry.]
22. MARKET AND PRICING ISSUES.
[Identify pricing issues, price ranges, explanations for variations, and a fair/reasonable market price for the industry.]
23. TRENDS.
[Identify historical trends and the general tendency for supply and demand in the industry.]
24. DESCRIPTION OF COMMERCIAL OR NON-DEVELOPMENTAL ITEMS.
[Identify the availability of items that satisfy the requirement and whether they can be modified to do so.]
25. DATA AND ANALYSIS.
[Summarize the standard business provisions, range of prices, rationale for variances, and probability for determining a fair price. Summarize any trade studies, cost/benefit, or user analyses that influenced the outcome.]
26. CONCLUSIONS AND RECOMMENDATIONS.
[Conclude with a summary of available items, their value/shortcomings, and recommendations for specific contract terms, provisions for training, acceptance, and warranties.]
27. POINT OF CONTACT.  The point of contact for this memorandum is the undersigned, [Name], at [Phone Number] or [Email].
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