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U.S. Department

of Transportation

Federal Aviation

Administration


	NEGOTIATOR’S REPORT



Location: <insert City, State, Facility
Lease Number:<insert Lease Number from PRISM>
(Instructions: A negotiators report is required for all leases (including no cost).  This report must be used to document information and negotiations throughout the leasing process.  It should be used to record preliminary work, offers received, evaluation, lease award and post award information.  All sections below that are relevant to the lease being procured must be completed.   Sections not relevant must be marked not applicable (N/A).  This document should be enhanced with additional information as needed.  After completion delete this and all further instructional text under each section.) 

I.  Project Objective
State objective of project in this section;
For example:   “This project is to acquire space for the Flight Standards District Office in Dayton, Ohio, from a qualified source at a fair and reasonable price.”                

OR

For example:  “This project is to acquire land at no cost, in accordance with or pursuant to provisions of Grant Assurance 28, at the Phoenix International Airport for the ILS (VASI, MM and GS) for RWY 26R.”)
II. Project Data
(Description of leased space/land:  (General description – number of square feet, acres, etc. type of space or land, e.g. 1.5 acres more or less for outer marker site; or, 20,000 square feet of admin type office space,)

a.  Lessor (Name, address, phone number and other pertinent data)

III. Negotiations
a. Participants (List offeror(s) with whom you negotiated) 
b. AUTHORITY:  List authority (at least one) under which you acquired the space/land. (See FAST External Authorities: Appendix E and Attached List of Authorities)    

For example:  “This space is being acquired under the authority of  “___________”  
c. PROCUREMENT METHOD:

1. Sole Source:  If property was acquired through a sole source, document the established rental rate and/or purchase price in this section AND document the reason(s) competition was not used in the acquisition. (See FAST reference 2.2.3:  RECO is to document the reason(s) competition was not used in the acquisition.) 

For example:  “The space/land was secured through a sole source and competition was not solicited.  The proposed procurement is for land that is site specific for which it is not possible to secure competition.”  
2. Competition:   If property was acquired through competition (two or more sources were allowed to compete), describe here how the competitive range was determined. 

For example:  “The space was secured through competitive procedure.  Information obtained from two brokers in the Phoenix area indicates that comparable space rents for $22 - $24 per rentable square foot, fully serviced.  The brokers contacted were Coldwell Banker, John Doe (319) 888-0989, and Jane Sunshine (998) 555-8793. 

d. NEGOTIATION NARRATIVE 
Narrative (detail all your negotiations with all offerors, including phone conversations, meetings, dates, advertising, what was discussed.  This should be a detailed narrative that would support the agency position in the event this action requires alternative dispute resolution (if some type of dispute or protest is filed), or if litigation occurs.  Any exceptions to the Government’s terms and conditions should be addressed as well as any special conditions including any adjustments made for the purpose of evaluation, e.g. CPI and/or other escalations, anticipated operating cost escalations. Sole source acquisitions need to document the established rental rate and/or purchase price.) 
IV. Analysis  (This section is required only if negotiations occur with more than one offeror.  If it is a sole source acquisition or fixed by function or site specific this section would not be required.)
a. Summary of each offer (when multiple Lessors.)  (See FAST 2.2.8) 
b. Arrival at rental rate and/or purchase price.  

c. Any adjustments made for the purpose of evaluation, e.g. CPI or other escalations, anticipated operating cost escalations, etc. 

V. Conclusion (This will be the final statements on why space/land were selected.) 
Should also contain the statement   “This space/land meets the requirements of the FAA (Government) and it is, therefore, my determination as the contracting officer that it is in the best interest of the Government to accept this offer.” 

For example:   The space offered by E.F. Hutton was accepted as the best offer to the Government based on the lower overall price.  Additionally, Hutton’s offer does not have any annual increases and the space is in a superior location, located closest to the Airport.   The space meets the minimum requirements of the government and, it is my determination as the contracting officer, that it is in the best interest of the Government to accept this offer.  

 

_______________________________________               _______________________
Signature of preparer if different then RECO                 Date                              
 

__________________________________                          _______________________
Signature of RECO                                                              Date
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