Preparing the Technical Analysis Report Tip #1

Documenting the Technical Analysis




Technical Report Criteria 

· Responsiveness. The technical analyst must address each element of the request. If an element is not applicable, the analyst must explain the reason in the report.

· Timeliness. Always furnish the requestor a complete report on or before the original requested date. Typically the normal amount of time that should be allowed to perform a TECHNICAL ANALYSIS is from 21-30 calendar days. If the analyst is unable to meet the requested date, ask the negotiator to grant the time needed, but once the new date is established, meet it. 

· Documentation. Information that would be useful to the negotiator must be part of the report, not tucked away in the files. Another reason for properly documenting the TECHNICAL ANALYSIS report is to protect the Government's interest in the event of a future defective pricing action. Documentation is inadequate if the reader has to ask questions that cannot be answered from the technical analysis. The report should reflect the following:

· The basis of the contractor's estimate and calculations;

· The basis of the technical analyst's recommendations; and

· The reasons for accepting the proposed hours or costs if analyst agrees with the contractor's estimate.

· Technical Adequacy. If a professional approach is used to develop a technical analysis report that is useful to the PCO, the report will contain adequate substantiation of in-depth analysis. A mere statement that the analyst evaluated the support data or used a handbook without further explanation is insufficient and unacceptable. Some of the causes for a technically inadequate report are:

· Contradictory statements;

· Statements or methodology that are not consistent with standard engineering practice;

· Lack of objectivity through use of opinions; and

· Errors in calculations that invalidate the conclusions and recommendations.

· Format. The format in the sample section of this topic is a recommendation. It has proven adequate for most technical analysts, and it assures uniformity which saves time for those who read it. Users do not have to search for the data in the report. Make sure that all problems encountered during the evaluation are noted in the Limitations Section of the report.

The format to be used when working in an IPT will be dictated by the team leader.  Make sure you know what those requirements are before you start.

· Supervisory Review. The completed report must be reviewed and signed by the technical analyst's supervisor to indicate agreement that:

· The report meets the required criteria;

· The analyst went to sufficient depth in performance of the analysis; and

· The analyst established a complete documentation trail.

· Utility to the Contracting Officer.  Above all, the technical analysis report must prove useful to the contracting officer who will use it, along with other sources of information, as the basis for negotiating a fair and reasonable price for the effort.















































Note:





Automated (computerized) or printed records used in technical analysis and reporting should be maintained and shared within the organization to eliminate redundant efforts. 





Some examples of records include: 





Historical data in a format for automated statistical or graphical analysis; 


Word processing files of completed technical analysis reports.


 


All technical analyses will be input into the Pricing and Negotiations module of the Automated Metrics System (AMS).
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