Market Research Meeting Script
Welcome

Thank you for agreeing to participate in market research sessions for the FAA [name of acquisition].  Your company has been asked to participate because it is considered one of the leaders and top performers in the Federal marketplace in providing [description of product or service.  I want to personally thank you for agreeing to take part in this session, especially on such short notice.

One of the main benefits of solid market research is its ability to materially improve the Government’s understanding of current state of the marketplace including commercial and Government Best Practices, industry capabilities, innovative delivery approaches, and commercial market service levels, performance strategies and measures.  In other words, we seek to become an educated consumer.  

Introductions

Purpose

Your firm was invited to participate in this market research session to help the FAA understand industry best practices, innovations, and performance measures and metrics. What we learn from your firm and others will help to inform an upcoming acquisition. This session is being conducted under the provisions of FAA Acquisition Management System which encourages market analysis is to initiate industry involvement, develop and refine the procurement strategy, obtain price information, determine whether commercial items exist, determine the level of competition, identify market practices, or obtain comments on requirements. 
We encourage active participation by both your firm and the FAA.  This is not a “death by PowerPoint” session where the Government is to remain silent.  We want and encourage active dialog.  

As noted in the letter of invitation, the FAA is in the initial stages of [insert acquisition – if a recompetition insert current contract information and expiration date].
Today we are interested in better understanding industry and commercial best practices.  What works best and what should we avoid?  What drives you crazy and what would you like to see Government do to improve the quality of the contract arrangement?  We are also very interested in performance measures and metrics, service level agreements and quality assurance.  What do you measure, where do you set the bar for performance and why is it important?  We further are interested in incentive arrangements.  How do we structure a task order to ensure it is a win-win arrangement?  Any ideas on these topics will be very much appreciated.  

We are early enough in the acquisition such that the acquisition strategy is still in its beginning phases; no final decisions have been made and we are very much interested in doing this right.  As such this is your opportunity to educate the FAA and thus improve the structure of the acquisition and the solicitation and ultimately the quality of the competition.

This is an informal session, but to make the best use of your time, we do ask that we focus on best practices and hear your recommendations on how the Government can improve its approach to [insert acquisition].  When the actual competition is conducted, the competitors will have time to better understand the current environment and existing conditions. 

As a reminder, this is a market research session and does not constitute a pre-competition nor form the basis for the competitive pool.  You are not being evaluated in any way.  As mentioned in the invitation letter, this session is for informational purposes, not a marketing opportunity. The increased knowledge base gleaned from all of our market research will certainly impact how we proceed.

I also want to confirm that these sessions are conducted under the understanding that we will hold the information provided as proprietary.  Our note taker is doing so to create an internal use market research report.  These reports will not be shared with anyone other than those who are directly involved in the acquisition within FAA and the contractor support team.  We will be happy to sign non-disclosure statements if you so desire.

Questions?

Let’s begin.

We have several broad categories of questions and/or topics to cover:

[May be tailored to fit the acquisition]
· Best practices and challenges to implementation
· Potential risks and risk management techniques
· Performance measures and metrics, incentives, and successful performance
· Technology and logistics
· Due diligence
Best Practices and Challenges to Implementation
1. What are some general best practices or lessons learned on projects like ours that you can share with us? 

2. What do you see as the top three challenges for this program and what approach would you recommend to overcome them?
Potential Risks and Risk Management Techniques
What are the major risk factors in the performance of this type contract and how can we set the stage to manage them most effectively?

Performance Measures and Metrics, Incentives, and Successful Performance

1. How would you define “success” on this type of effort?

2. What are the most important key performance indicators?

3. What types of performance metrics and measurements are appropriate?

4. What kind of incentives and motivators should the government build into this kind of contract?

Technology and Logistics

1. Are there any new or emerging technologies or trends that will significantly change the enterprise desktop, or the management of the desktop, over the probable life of our new contract?

2. What should we consider when deciding our technology refreshment cycle?  

3. What are the best practices for asset and inventory management?  Should they be a part of this type contract?

Due Diligence
The Government plans to conduct due diligence for this acquisition.  What type of information would you require in advance?  How much time would be appropriate for you to conduct due diligence sessions? 
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