MARKET RESEARCH TIPS

WHAT:  

Conducting Market Research

WHO:


Requesting Activity Personnel

WHEN:

Prior to submitting purchase requests for actions over $2500 or for help with Government Purchase Card buys under $2500.

WHERE:

Obtain source information from telephone books; internet; previous procurements; libraries; manufacturer catalogs; industry and trade journals; thomas register; subject matter experts; professional associations; other government agencies; and, any other sources

HOW:


When conducting market research consider prefacing your conversation with ...........


“Hello, my name is _____________________________.  I am conducting a market survey.  I do not want written quotes or proposals.  I am not authorized to bind the government, for my market survey, would you give me a “ball park” estimate for cost and deliver? ......  (ask other related questions such as volume discount availability? Warranty? Shipping terms? Is it a standard available commercial item?  Basic physical characteristics? etc.)  Thank you for your help with this market survey.”


Finally, document your market survey with the full business mailing address, POC, and phone/fax numbers.  Contact at least three sources and include this market survey research information as supporting documentation.

SEE THE FOLLOWING FOR MORE FOR HELPFUL DO’s AND DON’Ts

MARKET RESEARCH DO’s

· DO state the requirements in commercial terms or determine if a commercial item can be modified to meet the government requirement.

· DO use terms of functions to be performed or essential physical characteristics.

· DO ask what quantity discounts are offered and use ranges for quantities.

· DO use multiple sources of information, e.g. Internet, catalogs, telephone book, etc..

· DO identify standard commercial practices, terms and conditions

· DO look for tradeoffs (e.g. longer warranties, compatible components, price/delivery schedule-or urgency, etc.).

· DO maintain a professional relationship.

· DO document your market research.

******************************************************************

MARKET RESEARCH DON’Ts

· DON’T bind the Government.

· DON’T make promises or commitments (know your authority limitations).

· DON’T give exact quantities, places or dates.

· DON’T request or obtain written quotes or proposals.

· DON’T assume the vendor knows what you are talking about.

· DON’T let a vendor tell you what you need.

· DON’T “copy cat” specifications from only one source.

· DON’T ask contractors to spend time or money to prepare government specifications, drawings, or conduct site visits (the may have to give you a “ball park” estimate for a site visit if that is what needs to be provided to the government).

· DON’T circumvent established ordering/receiving procedures.

· DON’T underestimate the time needed to conduct adequate market research.

