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ATTACHMENT M836-F
A-E Selection Board Report
TEMPLATE 

(Insert Date)

MEMORANDUM

From:  Selection Board
To:	(Insert Approving Official – see VAAM M836.602-2)

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

Ref:	(a) VAAM M836.7
(b) Selection Board Appointment Letter of (Insert Date of Letter)
(c) VAAM M836.602-4
(d) Statement of Work of (Insert Date)
	(e) Slate Board Report of (Insert Date of Report)

Encl:	(1)	FedBizOpps Announcement (Selection Criteria) of (Insert Date of Announcement, 	and Modification dates, if applicable)

1. In accordance with reference (a), the undersigned members of the Selection Board appointed by reference (b) met (insert date), to interview and rank firms that were slated for the subject contract. In accordance with reference (c), approval of the selection board report is requested.

2. The scope of work for this project is detailed in reference (d) and summarized as follows:

Project Title:	(Insert Project Title)

Type:	(Insert Type of Contract) 

Amount:	(Insert grand total value/amount of contract including all option years)

Intent:	(Insert a brief description of work required including special requirements and work locations)

3. The board reviewed the SF 330s submitted for the slated firms and the Slate Board Report, reference (e).  Interviews were conducted on (insert Date).  The selection 

SOURCE SELECTION INFORMATION—SEE FAR 2.101 and FAR 3.104 (Insert as footer)


criteria as posted in FedBizOpps and modified by (insert modifications, if applicable), as shown by enclosure (1), were utilized to evaluate the qualifications of each firm.  The (insert total number of selection criteria) selection criteria are listed in descending order of importance.

	(Insert Selection Criteria)

4.  Upon conclusion of the interviews, the board discussed the merits of each firm and the following  is a summary of each firm in order of preference starting with the most highly qualified firm.  For each selection criteria, the firms were rated from highest to lowest with most highly rated firm represented by the number one (the second firm represented by the number two, etc.) through (insert the number of firms that were interviewed) based on best meeting the criterion. The distinguishing factors the board considered to most affect the ratings for a given selection criteria are discussed and provided herein. The board’s overall ranking was based on the individual ratings for the selection criteria and the descending order of importance of the selection criteria. A higher overall ranking was based on higher ratings of selection criteria with higher importance.

(The following is a SAMPLE Summary Table with seven selection criteria and three firms.)

	[bookmark: _Hlk208811088]Firm
	Selection Criteria 
	OVERALL RANKING

	
	(1) 
(Insert Criterion Title)
	(2) 
(Insert Criterion Title)
	(3) 
(Insert Criterion Title)
	(4) 
(Insert Criterion Title)
	(5) 
(Insert Criterion Title)
	(6) 
(Insert Criterion Title)
	(7) 
(Insert Criterion Title)
	

	(Insert Firm’s Name)
	1
	1
	1
	1
	1
	2
	1
	1

	(Insert Firm’s Name)
	1
	1
	1
	1
	1
	3
	2
	2

	(Insert Firm’s Name)
	2
	2
	1
	2
	2
	1
	3
	3



Based on the board's slating rationale, reference (e) and selection and ranking rationale herein, the board recommends the (insert number) slated firms for selection in order of ranking:

	Firm	Location
1. (Insert Firm's Name)	(Insert Firm's Location)
2. (Insert Firm's Name)	(Insert Firm's Location)
3. (Insert Firm's Name)	(Insert Firm's Location)

(Note: The brief narrative sections required below should support the firm's overall ranking. The narrative sections under Paragraph 5 below, Selection Criteria and Selection and Ranking Rationale of Slated Firms, should go into more detail.)

a. (Insert Name of #1 Ranked Firm) ranks first overall because (Provide a brief narrative discussing why/how this firm is ranked first overall.)

b. (Insert Name of #2 Ranked Firm) ranks second overall because (Provide a brief narrative discussing why/how this firm is ranked second overall.)

c. (Insert Name of #3 Ranked Firm) ranks third overall because (Provide a brief narrative discussing why/how this firm is ranked third overall.)

d. It is recommended that (insert Name of #1 Ranked Firm) be requested to submit a fee proposal for this contract to facilitate the negotiation of this contract for the required services. In the event negotiations with the number one firm should prove unsuccessful, it is recommended that negotiations proceed with the next ranked firm in the order shown above.

5.  Selection Criteria and Selection and Ranking Rationale of Slated Firms:

(Note: This section should provide a concise and descriptive narrative for each of the selection criteria and slated/ranked firms showing the rationale/specific reasons for the evaluation rankings among the SF 330s/firms.  The narrative itself should show a logical digression of reasoning between the highest ranked to lowest ranked SF 330. Include relevant information and a description of strengths, deficiencies and/or weaknesses for each of the slated firms to clearly distinguish between the rankings of the firms, in particular where the firms received the same relevant ranking.   It also helps to separate information into sub-paragraphs within the write-up for each SF 330, criterion, and if applicable, sub-criterion.)

	A. Criterion (Insert # and Title)

For Criterion (Insert #), the relative rankings assigned by the board are as follows:

	(Insert Ranking #) - (Insert Firm Name #1)
	(Insert Ranking #) - (Insert Firm Name #2)
	(Insert Ranking #) - (Insert Firm Name #3)


(Continue with same format for all of the selection criteria and slated firms.)


6.  Based on the information presented herein, the board recommends approval of the selection and ranking of the slated firms as cited in paragraph 4 above.

7. Selection Board:

__________________________________		______________________________
(Insert Name)	Date	(Insert Name)	Date
Chairperson	Member
(Insert Activity Name)	(Insert Activity Name)


__________________________________
(Insert Name)	Date
Contract Specialist (Member)
(Insert Activity Name)


12. Approval as required by VAAM M836.602-4.

__________________________________
(Insert Name and Title)	Date

 

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



The following selection evaluation criteria posted in FedBizOpps, in relative descending order of importance, will be used in the evaluation of A-E firms:


(Insert Selection Criteria)
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