
	PRICE NEGOTIATION MEMORADUM CHECKLIST

	Contracting Activity: 


	Contracting Officer:



	INSTRUCTIONS

1.  UNSHADED BLOCKS REQUIRED INFORMATION IN BOTH PRE AND/OR POST MEMORANDUM *

2.  IF AN ITEM IS OMMITTED, CHECK “N/A” AND EXPLAIN IN THE “COMMENTS BLOCK”

3.  IF ONLY A POST PNM IS PREPARED, IT SHOULD CONTAIN BOTH PRE AND POST REQUIREMENTS

4.  FOR PNMs MARK “FOR OFFICIAL USE ONLY” (COVER PAGE – TOP AND BOTTOM, ALL OTHER PAGES BOTTOM ONLY)

	I.                   PNM CONTENTS CHECKLIST
	Pre
	Final
	N/A

	A.  PRELIMINARIES – ALL ITEMS ARE REQUIRED
	
	
	

	(1) Identified as a Preliminary or Final PNM.
	
	
	

	(2) Contractor’s Name.
	
	
	

	(3) Company Division (if applicable).
	
	
	

	(4) Contractor’s Address.
	
	
	

	(5) Contract Title.
	
	
	

	(6) Kind of Contract (Nature of the Item Being Procured; 

    e.g. Service, Construction, etc).
	
	
	

	(7) Type of Contract (Method of Payment; e.g. Firm-Fixed 

    Price; Labor Hour; Cost Reimbursement, etc).
	
	
	

	(8) PR Number.
	
	
	

	(9) RFP Number. 
	
	
	

	(10) Contract Number (if applicable).
	
	
	

	(11) Modification Number (if applicable).
	
	
	

	(12) Fiscal Year.
	
	
	

	(13) Dollar Value of this Action.
	
	
	

	(14) Type of Funds.
	
	
	

	(15) What action is this (e.g. modification; new contract; 

     Undefinitized Contract Action; Definitization, etc)?
	
	
	

	(16) NAICS CODE
	
	
	

	(17) Does this acquisition meet the bonafide need rule?  If 

     not, specified.
	
	
	

	(18) 
	
	
	

	(19) 
	
	
	

	(20) 
	
	
	

	REVIEW COMMENTS FOR THIS SECTION: (Use separate sheet for additional comments)




*TO SERVE AS A GUIDE ONLY.  I.E., IT IS POSSIBLE TO HAVE ITEMS ADDRESSED IN THE PRE AND READDRESSED IN THE POST.

ALSO BLANK NUMBERS WITHIN ANY PARTICULAR SECTION ARE FOR ANY ITEMS THE CONTRACTING OFFICER CHOOSES TO ADD THAT WERE NOT INCLUDED IN THIS CHECKLIST.  

	I.                 PNM CONTENTS CHECKLIST (Cont’d)
	Pre
	Final
	N/A

	B.  INTRODUCTORY SUMMARY
	
	
	

	(1) Procurement Background (previous buys):
	
	
	

	    (a) What was procured?
	
	
	

	    (b) When item/service was bought (Date and Contract No).
	
	
	

	    (c) What was the Contract Type?
	
	
	

	    (d) Targets and Actuals if available/applicable.
	
	
	

	    (e) Most recent CLIN or unit price.
	
	
	

	    (f) Explain significant differences in historical

        information and this purchase (if applicable).
	
	
	

	(2) Is there a description of the items or services for this

    acquisition?
	
	
	

	(3) Does the PNM contain rationale for contract-type chosen?
	
	
	

	(4) Are there any known deficiencies in the contractor’s 

    proposal that relate to a-d below?  If so, how will the 

    deficiencies impact negotiations?
	
	
	

	    (a) Accounting System.
	
	
	

	    (b) Estimating System.
	
	
	

	    (c) Purchasing System.
	
	
	

	    (d) Compensation System.
	
	
	

	(5) Did the Contracting Officer address how negotiations

    resolved deficiencies in the following?
	
	
	

	    (a) Accounting System.
	
	
	

	    (b) Estimating System.
	
	
	

	    (c) Purchasing System.
	
	
	

	    (d) Compensation System.
	
	
	

	(6) No deficiencies: Did the CO state there were no

    deficiencies?
	
	
	

	(7) Is it clear and is the basis/rationale incorporated in the Government objective?
	
	
	

	(8) Did the Contracting Officer get field pricing support? 

    If so, include details.  
	
	
	

	(9) Is there a table showing the following:
	
	
	

	    (a) Proposed, AF Objective, Negotiated Positions (This is 

        the bottom line price). 
	
	
	

	    (b) Also, is certified cost or pricing data required for 

        this acquisition and was it relied upon in developing 

        the Government objective.  
	
	
	

	(10) 
	
	
	

	(11) 
	
	
	

	(12) 
	
	
	

	REVIEW COMMENTS FOR THIS SECTION: (Use separate sheet for additional comments)




	I.                 PNM CONTENTS CHECKLIST (Cont’d)
	Pre
	Final
	N/A

	C.  PARTICULARTS
	
	
	

	(1) Fact Finding Information:
	
	
	

	    (a) Dates.
	
	
	

	    (b) Places.
	
	
	

	    (c) Government POC:
	
	
	

	        (I) Name.
	
	
	

	       (II) Title. 
	
	
	

	      (III) Office Symbol. 
	
	
	

	    (d) Contractor POC:
	
	
	

	        (I) Name.
	
	
	

	       (II) Title.
	
	
	

	      (III) Office or Division.
	
	
	

	(2) No Fact Finding:  State why it wasn’t accomplished.
	
	
	

	(3) Clearance to Negotiate:
	
	
	

	    (a) Approval Authority.
	
	
	

	    (b) Date of Approval. 
	
	
	

	    (c) Limitations on Clearance.
	
	
	

	(4) Negotiation Information:
	
	
	

	    (a) Dates of contractor’s original proposal and any 

        revisions.
	
	
	

	    (b) Does date of conclusion of negotiations match 

        Certificate of Cost/Price Data, if required?  If 

        dates do not match  there (should) be an explanation.
	
	
	

	        (I) Government Negotiator(s).
	
	
	

	       (II) Name. 
	
	
	

	      (III) Title.
	
	
	

	       (IV) Office Symbol.
	
	
	

	    (c) Contractor Negotiator(s):
	
	
	

	        (I) Name.
	
	
	

	       (II) Title. 
	
	
	

	      (III) Office or Division.
	
	
	

	(5) Is there a table including the following information for 

    each major element?
	
	
	

	    (a) Contract Line Item Number (CLIN).
	
	
	

	    (b) Title of the CLINs.
	
	
	

	    (c) Separate summaries for options (if applicable).
	
	
	

	    (d) For Each Negotiated Element:
	
	
	

	        (I) Total Cost.
	
	
	

	       (II) Award Fee Pool (if applicable).
	
	
	

	      (III) Share Ratios (if applicable).
	
	
	

	       (IV) Minimum/Maximum Fee (if applicable).
	
	
	

	        (V) Ceiling Price and Percentage (if applicable). 
	
	
	

	    (e) Proposed Amount.
	
	
	

	    (f) Deliverables (types and quantity of items/services).
	
	
	

	    (g) Objective Amount.
	
	
	


	I.                 PNM CONTENTS CHECKLIST (Cont’d)
	Pre
	Final
	N/A

	C.  PARTICULARTS (Cont’d)
	
	
	

	    (h) Negotiated Amount.
	
	
	

	    (i) Variances (Explain between the contractor’s proposal 

        and the Government Objective).
	
	
	

	    (j) Fixed Fee Adjustment When Adding New Work.
	
	
	

	(6) 
	
	
	

	(7)
	
	
	

	(8)
	
	
	

	REVIEW COMMENTS FOR THIS SECTION: (Use separate sheet for additional comments)



	D.  ACQUISITION SITUATION
	
	
	

	(1) Is there Government Furnished Property?
	
	
	

	(2) Sufficient information on why the following item is or 

    is not applicable.  Check “N/A” if it does not apply:
	
	
	

	    (a) Should-Cost Analysis.
	
	
	

	    (b) Design-to—Cost Analysis.
	
	
	

	    (c) Life Cycle Cost. 
	
	
	

	    (d) Special Provisions.
	
	
	

	    (e) Award Fee.
	
	
	

	    (f) Progress Payments.
	
	
	

	    (g) Incremental Funding.
	
	
	

	    (h) Make or Buy Items.
	
	
	

	(3) Did the Contractor take exception to the Terms and

    Conditions?
	
	
	

	    (a) If yes, was it resolved?  How?
	
	
	

	    (b) If no, state there were no exceptions.
	
	
	

	(4) Is there an explanation of outside influences that 

    impacted the outcome of negotiations?  (e.g. Emergency 

    situations or Health or Safety).
	
	
	

	    (a) How are they handled and what was the impact?
	
	
	

	    (b) If none, state so.
	
	
	

	(5) Is there an explanation of any unusual time constraints 

    that impacted the government objective or negotiated 

    positions?
	
	
	

	    (a) How are they handled?
	
	
	

	    (b) If none, state so.
	
	
	

	(6) Are there any unsupported or unresolved costs?  
	
	
	

	(7) State what parts of the proposal were unresolved.
	
	
	


	I.                 PNM CONTENTS CHECKLIST (Cont’d)
	Pre
	Final
	N/A

	D.  ACQUISITION SITUATION (Cont’d)
	
	
	

	(8) Did the auditor leave items unresolved?
	
	
	

	    (a) Discuss this item here or tell where it is addressed 

        and annotate the auditor’s recommendation (if there 

        is one).
	
	
	

	    (b) If there were no unsupported or unresolved issues, 

        state so.  
	
	
	

	(9) Was the settlement price negotiated on a bottom line or 

    where elements of cost agreed to also?
	
	
	

	(10)

	(11)

	(12)

	REVIEW COMMENTS FOR THIS SECTION: (Use separate sheet for additional comments)



	E.  NEGOTIATION SITUATION
	
	
	

	(1) Total Dollar Summary of Proposed, AF Objective, and 

    Negotiated Cost, profit, cost of money (when applicable).
	
	
	

	(2) Cost element comparison of dollars for the proposed, AF 

    objective, and negotiated positions. 
	
	
	

	(3) Discuss basis/rationale used to establish dollar values 

    associated with cost elements shown in (2) or any other 

    cost element applicable. 
	
	
	

	(4) State how significant differences in proposed, objective,

    and negotiated amounts were resolved:
	
	
	

	    (a) Number of Labor Hours and why it is sufficient or

        adequate or not.
	
	
	

	    (b) Labor Mix – what people are doing what work and 

        why it is sufficient or adequate or not.
	
	
	

	    (c) Direct Cost Rates.
	
	
	

	    (d) Indirect Cost Rates.
	
	
	

	    (e) Other Direct Costs.
	
	
	

	(5) Subcontractor Information (IAW FAR 15.404-3):
	
	
	

	    (a) Statement about availability, adequacy and reliance 

        of subcontractor cost or pricing data. 
	
	
	

	    (b) If Cost or Pricing was not used, tell why.
	
	
	

	    (c) Tell if subcontractors are sole source or 

        competitive.
	
	
	

	    (d) Was prime contractor’s sub review adequate and 

        complete?
	
	
	


	I.                 PNM CONTENTS CHECKLIST (Cont’d)
	Pre
	Final
	N/A

	E.  NEGOTIATION SITUATION (Cont’d)
	
	
	

	(6) Factors in determining cost rates, including cost of 

    money (Provide rationale/basis of proposed, objective and 

    negotiated positions):
	
	
	

	    (a) Escalation Rates (include discussion of any EPA 

        clause incorporated).
	
	
	

	    (b) Material elements such as purchased parts, raw

        materials, etc.
	
	
	

	    (c) Decrement Factor.
	
	
	

	    (d) Profit (IAW FAR 15.404-4 and DFARS 215.404-70):
	
	
	

	        (I) Explanation of how the estimate was obtained 
	
	
	

	       (II) If Weighted Guidelines were used: See attachments 

            below.
	
	
	

	            A.  State assigned weights.
	
	
	

	            B.  When weights are outside the average: 

                (explain rationale for weighting).
	
	
	

	      (III) If Weighted Guidelines were not used:
	
	
	

	            A.  Tell why.
	
	
	

	            B.  Tell how the profit rate was established.
	
	
	

	       (IV) Incentive Contracts: rationale for contract 

            formulas.
	
	
	

	    (e) Explanation of each major cost element:
	
	
	

	        (I) Basis for Contractor Proposal.
	
	
	

	       (II) Basis for Government Objective.
	
	
	

	      (III) Basis for Negotiated Settlement. 
	
	
	

	       (IV) Basis for estimating method.
	
	
	

	        (V) Sources used for establishing the estimated 

            costs.
	
	
	

	       (VI) Currency of information used to make the 

            estimates.
	
	
	

	(7) Any discrepancies in the advisory and objective:
	
	
	

	    (a) How discrepancies were resolved in the negotiated 

        amount. 
	
	
	

	(8) How the costs were adjusted for changes to the 

    requirement.
	
	
	

	(9) If this PNM establishes a final price on an incentive 

     contract.
	
	
	

	     (a) Are there differences in proposed and objective 

         amounts? 
	
	
	

	        (I) Why?
	
	
	

	       (II) How was incentive arrangement used to reach 

            negotiated amount?
	
	
	

	    (b) Is the final negotiated price below the ceiling 

        amount?
	
	
	


	I.                 PNM CONTENTS CHECKLIST (Cont’d)
	Pre
	Final
	N/A

	E.  NEGOTIATION SITUATION (Cont’d)
	
	
	

	    (c) Identify Supplemental Agreements that adjusted 

        targets and state respective amounts.
	
	
	

	    (d) Tell what Firm-Fixed Price and Cost Reimbursement 

        amounts figure into the final cost, but are NOT 

        subject to incentive arrangement. 
	
	
	

	(11) 
	
	
	

	(12) 
	
	
	

	(13) 
	
	
	

	REVIEW COMMENTS FOR THIS SECTION: (Use separate sheet for additional comments)



	F.  MISCELLANEOUS
	
	
	

	(1) List what advisory reports were used in objective 

    development and/or negotiated position(s).(e.g. audit; 

    pricing; technical evaluation, value analysis; and 

    should-cost)(should include date of report).
	
	
	

	(2) If reports were not used:  Tell why
	
	
	

	(3) Statement: Full reliance was placed on the contractor’s 

    cost and pricing data provided except in areas 

    specifically identified.
	
	
	

	(4) If contractor data was not relied on: Tell why, and what 

    was used to establish Government position. 
	
	
	

	(5) Why Certified Cost and Pricing Data was not used (IAW 

    FAR 15.403-1).
	
	
	

	(6) Summary of why negotiated amount is fair and reasonable (See FAR 15.404-1).
	
	
	

	(7) Signatures – required:
	
	
	

	    (a) Contracting Officer.
	
	
	

	    (b) Contract Price Analyst (if applicable).
	
	
	

	    (c) Author of the PNM.
	
	
	

	(8) Does this acquisition meet the bonafide need rule? 

    Check “N/A” if it does not apply.
	
	
	

	(9) 
	
	
	

	(10) 
	
	
	

	(11) 
	
	
	

	REVIEW COMMENTS FOR THIS SECTION: (Use separate sheet for additional comments)




	I.                 PNM CONTENTS CHECKLIST (Cont’d)
	Pre
	Final
	N/A

	G.  ATTACHMENTS
	
	
	

	(1) DD Form 1547 – Weighted Guidelines (Pre-PNM: not signed, 

    no report number).
	
	
	

	(2) DD Form 1861 – Facilities Capital Cost of Money (for 

    Objective only).
	
	
	

	(3) Incentive Contract: Charts for Costs and Profit.
	
	
	

	(4) Others.
	
	
	

	(5) 
	
	
	

	(6) 
	
	
	

	(7) 
	
	
	

	REVIEW COMMENTS FOR THIS SECTION: (Use separate sheet for additional comments)
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THIS CHECKLIST IS EFFECTIVE 28 JANUARY 2004


