[bookmark: _Hlk5364798]FOR OFFICIAL USE ONLY (Insert as header)

ATTACHMENT M836-E
Preselection/Selection Board Report
TEMPLATE 

(Insert Date)

MEMORANDUM

From:	Preselection Board
To:		(Insert Name of Approving Official – See VAAR 836.602-2)

Subj:	PRESELECTION BOARD REPORT FOR (Insert Solicitation Number and Title)

Ref:	(a) VAAR 836.602-3
[bookmark: _GoBack]	(b) VAAM M836.602-4
	(c) (Insert "Approved Acquisition Plan", if applicable) 

Encl:	(1) FedBizOpps Announcement (Selection Criteria) of (Insert Date of Announcement), (Insert Modification Dates, if applicable)
	(2) Preselection Rationale
	(3) Recommended Interview Questions

1. In accordance with reference (a), the undersigned members of the Preselection Board met from (insert evaluation dates) to evaluate the qualifications of the (insert number of firms considered) firms and to recommend if these firms are to be sent to the Selection Board for further consideration.  In accordance with reference (b), approval of this slate board report is requested.

2.  Applicable Conditions: The requirement was solicited under conditions of (insert competition restrictions, if any, or unrestricted) competition with the concurrence of the Small and Disadvantaged Business Utilization Specialist. This procurement is subject to the Brooks Act (P.L.92-582) under the North American Industrial Classification System (NAICS) Code of (insert applicable NAICS code), (insert Title of Classification), as a (insert type of contract such as: Firm-Fixed-Price Indefinite-Delivery Indefinite-Quantity (FFP IDIQ)) contract for (insert contract period, i.e.: a base period of one year and four one-year option periods each).  The maximum quantity for the (insert number, i.e., one year) contract is $(insert dollar value).  A maximum quantity is not specified per year.  (Insert the following, if applicable.) The approved Acquisition Plan, reference (c), addresses the inclusion of (insert number) option years in this procurement. (Insert any other relevant information.)

3.  Description of the project:  (Insert a brief description of work required including special requirements and work locations.)

SOURCE SELECTION INFORMATION—SEE FAR 2.101 and FAR 3.104 (Insert as footer)
4.  Primary Engineering and Technical Disciplines:  (Insert specific job titles and engineering disciplines required for the contract.)

5. The board received a total of (insert number) Architect-Engineer Qualifications Statements (SF 330s).  The board evaluated each submitted SF 330 against the selection criteria established in enclosure (1) and the A-E Performance Evaluations, when available.  The preselection rationale is provided in enclosure (2). The following denotes the selection criteria utilized to determine the most highly qualified firms. The (insert total number of selection criteria) selection criteria are listed in descending order of importance:

(Insert Selection Criteria) 

6.  A summary of the board’s evaluation is as follows:

[Note: This section should provide a summary of the board's evaluation that addresses the number and names of firms responding to the announcement, firm's business size, and location, firms that are/are not qualified for this requirement and board's rationale. Include a summary table of the firms, selection criteria and the evaluation results/ratings for each of the selection criteria and firms. 

The following is a SAMPLE Summary Table of the board's evaluation results/ratings for each of the selection criteria and firms. The "M" means that the firm met the synopsized selection criterion and "NM" means that the firm did not meet the synopsized selection criterion.]


	Selection Criteria

Firm
	(1)
Insert Criteria Title 
	 (2)
Insert Criteria Title
	(3)
Insert Criteria Title
	(4)
Insert Criteria Title
	(5)
Insert Criteria Title
	(6)
Insert Criteria Title
	(7)
Insert Criteria Title

	FIRM #1  
	M
	M
	M
	M
	M
	M
	M

	FIRM #2 
	M
	M
	M
	M
	M
	M
	M

	FIRM #3 
	NM
	M
	M
	M
	M
	M
	M

	FIRM #4  
	NM
	NM
	NM
	NM
	NM
	M
	NM

	FIRM #5 
	M
	M
	M
	M
	M
	M
	M


 
7.  The board requests approval to conduct interviews with the (insert number. Number should be at least three firms, if at least three SF 330s were received and considered.) most highly qualified firms based on the information provided herein, and to ask these (insert number) firms the questions provided in enclosure (3).

(List the names of the firms recommended to be referred for interview.)
 

8. Preselection Board:


____________________________________	_________________________________
(Insert Name)	Date	(Insert Name)	Date
Chairperson	MembeR


____________________________________
(Insert Name)	Date
Member


____________________________________
(Insert Name)	Date
Contract Specialist

	Enclosure (1) 
FEDBIZOPPS ANNOUNCEMENT (SELECTION CRITERIA) 
(Add Modifications, if applicable)




The board will use the following selection criteria posted in FedBizOpps, in relative descending order of importance to evaluate the A-E firms:

(Insert Selection Criteria)



	Enclosure (2)
PRESELECTION RATIONALE


 
	(INSERT "PRESELECTION" OR "DO NOT REFER")	SELECTION CRITERIA
 = Criterion Met
X = Criterion Not Met 

	FIRM NAME 
LOCATION
BUSINESS SIZE
	

1
	

2
	

3
	

4
	

5
	

6
	

7

	(Insert Firm's Name, Location and Business Size)

	 
	 
	 
	 
	 
	 
	 

	COMMENTS
The board recommends (insert "referring" or "not referring") (insert firm’s name) based on the following comments/evaluation results: 

(INSERT SELECTION CRITERION # AND TITLE): (Insert "Met" or "Not Met")

[General Note: This section should provide a comprehensive narrative summary of the firm’s qualifications based on the selection criterion.  This narrative should explain in detail as to why/how the firm met/did not meet this selection criterion.

Note 1: The most important parts of the selection criterion narratives for ALL SF 330s are— 

a. That all elements within the basis of evaluation for the criterion are addressed—whether the SF  330 met or did not meet the criterion and why/how; 
b. From that SF 330 information—deficiencies, weaknesses, and/or strengths are identified and support the board's rating and rationale; and 
c. Evaluation methods are consistent across all SF 330 evaluations.

Note 2:  When using an Experience Criterion that includes evaluating the experience on relevant contracts submitted in the SF 330, use the same guidance as found in the Past Performance Criterion shown below when identifying which contracts are/are not relevant. However, your evaluation focus for Experience will be purely a result of actually what contracts are or are not relevant. For instance, if the SF 330 has 5 relevant contracts that meet all four pre-established elements of the Criterion, there should be strengths identified. This will distinguish the superior difference in experience over a SF 330 that submits 3 relevant contracts where maybe not all pre-established elements of the SF 330 were met. In these cases, the board would expect to see deficiencies and/or weaknesses identified for this SF 330.

Note 3:  It also helps to separate information into sub-paragraphs within the write-up for each SF 330, criterion, and if applicable, sub-criterion. Also, in Past Performance or Experience, you could have a separate paragraph addressing each contract submitted for consideration of relevance and the findings for each contract.] 
 





Enclosure (3) 
Recommended Interview Questions


(Insert interview questions for the firms recommended to be preselected.)
