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Section C: The Standard Competition

C.8. Agency Cost Estimate (ACE)
C.8.1 Overview

The ACE for a Standard Competition represents the full cost to the Government for in-house performance of the function(s) or organization(s) under study based on the requirements in the solicitation.   The ACE is submitted as part of the Agency Tender.  As discussed in Section C.5, the Agency Tender is NIH’s management plan submitted in response to a solicitation.  The Agency Tender includes the MEO, ACE, Quality Control Plan, Phase-in Plan, and copies of any MEO subcontracts, with all of the private sector providers’ proprietary information removed.  

The ACE is developed using COMPARE, the OMB Circular A-76 Costing Software.  In a Standard Competition, the MEO Team, along with the help of the COMPARE Analyst, will develop the ACE.  The CART will assign consultant support as appropriate.

C.8.2 Policy

C.8.2.1 OMB Circular A-76
The following are specific sections of Office of Management and Budget (OMB) Circular A-76 (revised) that are associated with developing the Agency Cost Estimate (ACE).  These sections are mandatory and must be followed when developing a bid in response to a solicitation.  If you are unfamiliar with the terms used in this Section, please refer to Section A, Competitive Sourcing Overview, and to the rest of this chapter, which covers the requirements in more detail.
Circular No. A-76 (Revised) Paragraph 4. Policy, i. Develop government cost estimates for standard and streamlined competitions in accordance with Attachment C using the COMPARE costing software.  Agencies shall not use agency budgetary estimates to develop government cost estimates in a streamlined or standard competition.

ATTACHMENT B, SECTION D.4.a (1) (b) Agency Cost Estimate. The ATO shall develop and certify the agency cost estimate (the agency’s cost proposal) in accordance with Attachment C, using the COMPARE costing software. The ATO shall not make changes to the agency cost estimate except as provided in paragraph, “Changes to the Agency Tender,” below.

ATTACHMENT B SECTION D.4.a (3) Changes to the Agency Tender.  After the solicitation closing date, only the ATO may make changes to the agency tender, and such changes shall only be in response to the following (a) a solicitation amendment issued in accordance with the FAR; (b) the CO’s request for final proposal revisions to offers and tenders in accordance with FAR 15.307; (c) official changes to the standard cost factors identified in Attachment C; (d) version upgrades to the COMPARE costing software issued by the Department of Defense; or (e) resolution of a contest challenging a performance decision as provided by this attachment. The CO shall retain documentation regarding any changes to the agency tender as part of the competition file and in a form suitable for audit.
ATTACHMENT C SECTION A.2.b (1) Standard Competitions.  Agencies shall calculate and manually enter the required cost data for SCF Lines 1, 2, 3, 5, 9, and 11. COMPARE then automatically computes SCF Lines 4, 6, 8, and 10. After the CO enters the required data for SCF Lines 7 and 12, COMPARE automatically computes SCF Lines 12, 13, 14, 15, 16, 17 and 18 and no further manual calculations are required for the SCF. After all costs have been entered into COMPARE the SCF is automatically generated for signature and certification of the performance decision. 
ATTACHMENT C “CALCULATING PUBLIC-PRIVATE COMPETITION COSTS” is provided in Exhibit C.7-4 of the Guidebook.
C.8.3 Roles and Responsibilities

· Agency Tender Official (ATO).  The ATO certifies the Agency Cost Estimate (ACE) by signing the Standard Competition Form (SCF). The ACE is prepared in accordance with Attachment C of the Circular and responds to the requirements in the solicitation posted by the government on FedBizOpps.  The ATO submits the final cost proposal in response to the solicitation.
· Most Efficient Organization (MEO) Team: The MEO Team assists the ATO with development of the ACE and cost proposal.  The MEO Team determines the resources (personnel and other) that will be necessary to meet the solicitation requirements. 
· Human Resources Advisor (HRA).  The HRA assists the ATO and MEO Team in developing the Agency Tender.  The HRA will assist with the development of the ACE by providing annual salaries, wages, night differentials, and premium pay.  The HRA is also responsible for classifying position descriptions, including exemptions based on the Fair Labor Standards Act.
· Contracting Officer (CO).  The CO is responsible for ensuring that the ACE was developed in accordance with Attachment C of the Circular, is based on the standard cost factors in effect on the performance decision date, and uses the version of the COMPARE costing software that is in effect on the performance decision date.
· COMPARE Analyst: The CART will assign a COMPARE Analyst to work with the MEO Team.  The COMPARE Analyst is responsible for compiling cost documentation and entering cost estimates into the COMPARE software to develop the ACE, as required by the Circular.
C.8.4 Procedures

Relevant Terms and Documents

Prior to getting started on the tasks listed in this section, it may be helpful to review some of the terms and related documents discussed in this section.
· Standard Competition Form (SCF).  The form required by the Circular and produced by COMPARE which documents and certifies all costs calculated for the Standard Competition.  A sample of the SCF is included in Exhibit C.7-3.  

· Periods of Performance.  The Periods of Performance will be defined in Section B of the solicitation.  For a Standard Competition, the first period will be designated as the Phase-in Period.  The period following Phase-in is referred to as the first period of full performance.  This period may not always be a full year.  The length of the Phase-in Period and first period of full performance is determined by the CO and defined in the solicitation.  The CO must include a minimum of three full years of performance, excluding the Phase-in Period.  The Competitive Sourcing Official (CSO) must obtain prior OMB approval to use performance periods exceeding five years (excluding Phase-in).
· Economic Price Adjustment (EPA). When a cost has an EPA provision, it means that there is a solicitation requirement that instructs private sector offerors not to inflate that cost.  Personnel costs (Line 1), material and supply costs (Line 2), and some elements of cost captured under other specifically attributable costs (Line 3) may be subject to this provision based on clauses specified in the solicitation.  EPA is discussed throughout this section under each applicable cost element.  
· Common Costs. Sometimes referred to as “wash costs,” these are specific costs associated with property or services identified in the solicitation that will be provided by the government regardless of the service provider.  Examples include government-furnished property, security clearances, joint inventories, and quality assurance monitoring.
· Government-Furnished Property (GFP). Facilities, equipment, material, supplies, or other services provided by the Government for use by all prospective providers in the solicitation.  Costs for GFP included in a solicitation are considered common costs.  The PWS team is responsible for determining what will be made available to all prospective providers as GFP. 
· Prorated.  If the solicitation states a performance period of less than one year and the cost entered in COMPARE represents the value for a full year, the COMPARE Analyst may select “Y” for yes so that the cost is prorated for the shortened period of time.  Otherwise, the COMPARE Analyst may select “N” for no so that the exact value entered in COMPARE will be assigned to the performance period regardless if it is less than a year.
· Inflated.  Depending on specific instructions in the solicitation and MEO decisions, certain costs may need to be inflated during the performance periods.  Different inflation factors apply to the various costing lines.  Depending on which costing line the COMPARE Analyst is entering data, the software will apply inflation as appropriate.
C.8.4.1 Review the Key Documents and Gather Cost Documentation

C.8.4.1.1 Review the Solicitation

As soon as the solicitation is available, the MEO Team will need to carefully read every section of the solicitation.  The discussion in this section is specifically associated with items that must be reviewed in the development of the ACE.  See Section C.3 for other items related to the solicitation.
In particular, pay close attention to:

· Section B – Bid Schedule
· Section H – Special Contract Requirements
· Section I – Contract Clauses
· Section L – Instructions, Conditions, and Notices to Offerors
· Section M – Evaluation Factors for Award.  
Section B provides the performance period dates (including phase-in period) that must be used in the ACE and may require the MEO Team to complete other pricing tables in addition to the SCF.  Section L may have different instructions for Agency and Private Sector bidders.  If the team is unclear on the cost proposal requirements, they should submit formal questions to the CO.
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Words of Caution: Failure to respond appropriately to a solicitation can result in NIH’s bid being found unacceptable and therefore rejected, or can result in a sustainable protest resulting in delays which often increases employee turnover and lowered morale and decreased services to patients, etc.  It is very important that the MEO Team follow the instructions in the solicitation.
C.8.4.1.2 Review the PWS

The PWS will typically be included as Section C of the solicitation. The PWS will identify many of the costs that must be included in the ACE.  All items (e.g., equipment, furniture, property) that will be required by the MEO to perform the services as described in the PWS, but not furnished by the Government, must be included in the ACE.  Typically the PWS clearly states anything the Government intends to furnish.  Depending on the provisions in the solicitation, the MEO Team may have to consider replacement costs, insurance, and maintenance and repair costs for GFP.
It is important to review the entire PWS when developing the Agency Tender, but there are specific cost references to look for in certain sections.  These often affect the costs that need to be considered when the MEO Team is developing the MEO and ACE.  

C-1 General Information: This section will identify basic requirements that affect costs, such as hours of operation, travel and training requirements, licensing and certification requirements, and other requirements (e.g., physical exams).  If a requirement does not state that the costs will be provided or furnished by the Government, then the ACE must contain the costs for the requirement.  For example, the PWS may require the Service Provider to attend training on an annual basis to stay current in the knowledge of the function(s); however, the Government will not be providing this training.  In this case, the MEO Team will need to develop a cost associated with this annual training using historical or other documented cost information and include it in the ACE.
C-2 Acronyms and Terms: This section will help the MEO Team to understand technical or function-specific terms that are not clear from the rest of the text.
C-3 Government-Furnished Property (GFP) and Services: This section will identify the common cost items that the Government will provide to all prospective providers.  Such items may include materials and supplies, facilities, equipment, utilities, maintenance and repair services, and other additional items that the PWS Team chose to include as GFP.  Because these are common costs, they should not be included in the ACE. 

C-4 Service Provider-Furnished Property and Services:  This section will identify items that, if needed, must be furnished by the Service Provider and therefore associated costs must be included in the ACE. 
C-5 Specific Tasks: This section is typically the focus for MEO staffing development; however, there may be task-specific requirements that will incur other costs, as well.  For example, a task may be required 24 hours a day, 7 days a week, 365 days a year. Therefore, the cost estimate should include appropriate premium pay (i.e., night pay, Sunday pay, holiday pay) for the personnel staffed to perform this work.  

C.8.4.1.3 Review the MEO

The MEO is to identify the staffing plan (including overtime and other differential pay category time), training needs, equipment, supplies, and all other resources that will be required to perform the work as stated in the solicitation.  The MEO Team will develop the MEO to meet the requirements as stated in the PWS and solicitation.  The COMPARE Analyst must then ensure that the ACE includes costs for everything included in the MEO that is not explicitly identified as Government-furnished in the solicitation. 

C.8.4.1.4 Gather Cost Documentation

After carefully reviewing the key documents, the COMPARE Analyst and the MEO Team must gather the necessary cost data. Typically, the COMPARE Analyst will provide the MEO Team with a data call checklist requesting all of the information that will be needed to develop the ACE.  An example checklist is provided in Exhibit C.7-1.
It is recommended that the MEO Team designate a point of contact (POC) to work with the COMPARE Analyst to collect and provide the necessary cost documentation required to complete the ACE.  This POC should have knowledge of existing cost tracking systems and other available tools for gathering cost data.
All costs in the Agency Cost Estimate must be based on historical data, current expenses, or technical estimates.  In cases where future purchase costs are unknown, historical data and/or technical estimates should be used to estimate future costs.  According to the Circular, budgetary estimates are not acceptable for creating the ACE.  Historical data provides more accuracy than budgetary estimates.  In all cases, the COMPARE Analyst will need to review historical pay data for one year detailing types of premium pay, if any, paid to employees included in the MEO staffing plan.  The types of premium pay include environmental differential pay and shift differential for FWS positions, hazardous duty pay and night differential for General Schedule (GS) positions, overtime, Sunday pay, holiday pay, and awards.  Premium pay is discussed in more detail in Section C.7.4.3.2.1.1.  The HRA should be able to provide this data.  As part of the review process, the COMPARE Analyst will need to adjust historical costs to match the staffing decisions and organizational adjustments presented in the MEO.  For example, if the current staffing requires use of overtime to complete required tasks and the MEO has been restructured to eliminate the need for overtime, then historical overtime would not need to be included in the ACE.
Thorough documentation is a critical aspect for ACE development.  Documentation should provide a clear explanation for determination of each cost that can be understood by audiences such as the ATO, Source Selection Authority, and legal agents.  It is very important to have supporting documentation available to back up costs included in the ACE.  The supporting documentation should be included as part of your ACE.  This becomes extremely important in the event of a contest or protest in a Standard Competition.
C.8.4.2 A-76 Costing

Attachment C of the Circular provides very specific guidance for developing the ACE using COMPARE software and documenting costs on the SCF to reflect the full cost of performance by the NIH.  An example SCF is provided in Exhibit C.7-3. Private sector sources will propose their price or estimated costs in accordance with the instructions in the solicitation and the FAR.

C.8.4.2.1 COMPARE Software*
OMB requires all agencies to use the COMPARE A-76 software to develop cost estimates and generate the Standard Competition Form (SCF).  COMPARE is a Windows-based program designed to assist in developing, documenting, and comparing the cost (in terms of A-76 dollars) of operating a studied activity in an A-76 competition.  A-76 dollars refers to the cost of the MEO based on the application of various costing factors mandated by the Circular which do not correlate to actual NIH budget costs.  For instance, the Circular requires a 12% overhead factor be calculated against the Line 1 civilian personnel costs.  NIH’s overhead factor or cost in reality is not going to be 12%.  COMPARE files are password protected and can only be opened using the software.

The currency and accuracy of the COMPARE software is maintained by the Department of Defense (DoD).  COMPARE and the COMPARE User’s Manual can be downloaded from the COMPARE website at www.compareA76.com.  The COMPARE User’s Manual provides very detailed information and directions for using the COMPARE software.  The COMPARE website identifies the current version and latest updates or changes to calculations or standard factors and also includes a Help Desk feature with posted questions and answers.  The Circular requires that the COMPARE version in effect as of the performance decision date be used when determining the performance decision.  

The software “guides” the user through a step-by-step process to enter the data required for completion of the SCF.  There are three major forms of data entry:

· Competition Information: General information is entered to create the file and includes basic details such as the agency name, location of the competition, solicitation information, competition type and performance period dates.

· Tables: COMPARE files are established using Master Tables downloaded from the COMPARE website.  These tables are then tailored for the specific competition and become Study Tables.  Many of the automatic calculations performed by COMPARE are based on the data stored in these tables. 

· Cost Records: Each cost included in the ACE has an associated COMPARE cost record.  All of the underlying calculations performed by COMPARE are dependent upon accurate cost data manually entered to produce each record.
A description of where the COMPARE Analyst enters competition-specific data for these three major forms is discussed in the sections that follow.
C.8.4.2.2 Standard Competition Form (SCF)
The SCF documents the costs, certifications, and decision for a standard A-76 competition. The ATO will certify the costs developed by the MEO Team and shown on SCF Lines 1-6. These lines represent the costs incurred by the NIH to perform the requirements specified in the solicitation using the organizational structure described in the MEO.  

The SCF is divided into three main sections listed below:

· Cost of Agency Performance/Cost of Public Reimbursable Performance, Lines 1 through 6: Represents the cost of NIH performance of the activity being competed.

· Adjusted Cost of Private Sector or Public Reimbursable Performance, Lines 7 through 13: NIH’s cost of acquiring a product or service from the private sector or a public reimbursable source.  It includes a determination of not only the amount to be paid to the prospective provider (contract price), but also a determination of other costs that would be incurred in the event of private sector or public reimbursable performance.

· Decision Calculations, Lines 14 through 18: Determines the Standard Competition performance decision.  A conversion differential is added to the Adjusted Cost of Private Sector or Public Reimbursable Performance to include additional costs that would be incurred by the Government to convert the activity from in-house to private sector performance.
The MEO Team and COMPARE Analyst will calculate and enter the required cost data for SCF Lines 1, 2, 3, 5, 9, and 11. COMPARE automatically computes SCF Lines 4, 6, 8, and 10 upon entering Lines 1, 2, 3, 5, 9, and 11.  On the day of the Cost Comparison, the CO enters the required data for SCF Lines 7 and 12 and COMPARE then automatically computes Lines 12 through 18.  After all costs have been entered into COMPARE the SCF is generated for signature and certification of the performance decision.  An explanation of each SCF line is included in the sections below.
C.8.4.3 Developing the Agency Cost Estimate

C.8.4.3.1 Competition Information and Study Tables

Once the COMPARE Analyst has ensured that the most recent software version and master tables are downloaded, the COMPARE file can be created.  The COMPARE Analyst will be required to enter the general competition information to create and then save the file.  COMPARE will then require the user to create certain Study Tables to identify the applicable pay rates (Table 2 - GS Pay Schedules, Table 3 - Federal Wage System (FWS) Pay Schedules, Table 4 - Non-appropriated Fund (NAF)/Foreign National Hourly Wages/Annual Salaries, and Table 5 – Military/Uniformed Services Composite Pay Rates) and identify the studied functional areas in Table 16. 
Tables 2 and 3 should be updated based on the locality pay tables of the personnel, as discussed in Section C.7.4.3.2.1.1 below.  Once the COMPARE tables are set up, the COMPARE Analyst can begin to enter the information into the SCF Lines in accordance with the instructions in the solicitation and the MEO.
Details on the other study tables can be found in Chapter 3 of the COMPARE User’s Manual.
C.8.4.3.2 Cost of Agency Performance/Cost of Public Reimbursable Performance, Lines 1 through 6
This section describes the cost elements determining the competitive cost of NIH performance and includes all significant costs associated with the activities that are not common to NIH and prospective provider options.  The SCF identifies the categories of agency costs that would be incurred in connection with NIH performance on Lines 1 through 6.  These line items are as follows and are discussed below:

· Line 1: Personnel Costs (+)

· Line 2: Material and Supply Costs (+)

· Line 3: Other Specifically Attributable Costs (+)

· Line 4: Overhead Costs (+)

· Line 5: Additional (+)                                  _         

· Line 6: Total Cost of Agency Performance
C.8.4.3.2.1 Line 1 – Personnel Costs

This line includes the labor cost of all NIH personnel necessary for the MEO to meet the solicitation requirements.  Specifically, Line 1 must account for all direct labor, labor for supervision and management, labor for quality control, labor for MEO administration and inspection based on the MEO Letter of Obligation (LOO), labor for administration and surveillance of MEO subcontracts if applicable, and indirect labor.  Personnel costs include applicable locality or special salary rates and wages, fringe benefits, and any applicable premium pay such as overtime, Holiday pay, Sunday pay, shift differentials, and awards.  During the cost documentation gathering process, historical premium pay information should be provided to the COMPARE Analyst.  This information will be adjusted to match the scope, solicitation, and MEO decisions made.  For accuracy, the historical data should represent the most recent complete 12-month period of time (e.g. FY or CY).  If for instance, an organization reported 1,000 overtime hours in FY05 and through the A-76 process developed an MEO in which a new staffing schedule or structure will reduce the need for overtime by 50%, then the ACE should only include approximately 500 annual overtime hours.  Also, it is important to determine what the overtime was used for.  In some cases the overtime may have been used for out-of-scope work thereby reducing the amount of OT hours to be considered for inclusion in the cost estimate.       

C.8.4.3.2.1.1 Line 1 Basics

When developing the Personnel Costs, the COMPARE Analyst will use the current General Schedule (GS) or Federal Wage System (FWS) Pay Tables, whichever is appropriate, for the locality of each GS or FWS employee included in the MEO.  The Circular requires that all GS personnel be costed at Step 5 and FWS personnel be costed at Step 4.  The GS Pay Tables can be found at www.opm.gov and the FWS Pay Tables can be found at www.cpms.osd.mil/wage/wage.html.  The mid-grade, or mid-band and mid-step level is used for pay-banded positions.  The HRA should be able to provide the pay tables and rates for other pay types.
When developing the ACE, the COMPARE Analyst may find that the MEO includes personnel of a particular series, as classified by Office of Personnel Management (OPM), that may require him or her to use a Special Salary Rate table located at www.opm.gov.  If a Special Salary Rate table does exist for the series in an MEO, the COMPARE Analyst will compare the salary in the special table to that of the locality table corresponding to the place of performance.  The COMPARE Analyst will then use whichever salary is higher to develop the ACE.

The COMPARE Analyst may need to use the current DoD Military Personnel Composite Standard Pay and Reimbursement Rates, if the MEO includes Commissioned Corps (CC) personnel in the Staffing Plan.  The composite rate includes average basic pay plus retired pay accrual, Medicare-eligible retiree healthcare (MERHC) accrual, basic allowance for housing, basic for subsistence, incentive and special pay, permanent change of station expenses, and miscellaneous pay.  It also includes an acceleration factor to recover additional military related healthcare costs financed by the Defense Health Program.  Unlike the military services, the Public Health Service (PHS) CC is an all-officer organization in which each officer is assigned a permanent and a similar or higher temporary grade or rank upon call to active duty.  The grades are coded with the letter "O" (signifying officer) followed by a digit in the range of 1-10.  Grades have formal designations within the PHS CC but, when referring to commissioned officers, they are traditionally referred to by the equivalent U.S. Navy ranks and costed as such in COMPARE.  Guidance on this determination is provided at http://www.usphs.gov/html/grades.html.
C.8.4.3.2.1.2 COMPARE Data Entry

As shown in Figure C-1 below, COMPARE has a separate tab in Line 1 for GS personnel, FWS personnel, and Military/Uniformed personnel, so it is important to enter the employees in the right tab.  Commissioned Corps personnel should be entered in the Military/Uniformed personnel tab of COMPARE.  There are also tabs for Non-appropriated Fund (NAF) personnel and Foreign National personnel.  NIH will rarely develop an ACE that requires the MEO Team to have NAF personnel or foreign national personnel staffed as part of the MEO.
Figure C-1:  COMPARE Line 1 – Personnel Cost

[image: image1]
The data entry fields associated with Line 1 COMPARE records are described below: 

· Position Title or Skill: Every position in the MEO is listed in this column and is usually identified using the position title shown on the MEO Position Description.

· Functional Area: The appropriate functional area is selected from a drop-down menu populated with the values entered in Table 16.

· Location: The position’s duty location is selected from a drop-down menu populated with the locations entered in Tables 2 and 3.

· Grade: The position’s grade is selected from a drop-down menu populated with valid grade levels.  COMPARE will calculate the preliminary salary, basic pay, fringe pay, and base year cost based on this entry.  The values will be updated as additional data is entered.

· Step: COMPARE automatically completes this field.  GS position costs are estimated using step 5 and FWS position costs are estimated using step 4. 

· EPA: This field indicates whether or not the position is subject to an Economic Price Adjustment (EPA).  The EPA for services and construction labor is determined by the Service Contract Act (SCA), the Davis-Bacon Act, and FAR Part 22.  SCA and the Davis-Bacon Act do not apply to civilian positions; however, the Fair Labor Standards Act (FLSA) can be applied to civilian positions consistent with SCA since both the FLSA and SCA use the same definitions for employees that perform services. On the basis of these common definitions, and since the private sector uses the SCA and the Davis-Bacon Act (as prescribed in FAR Part 22) to determine which private sector positions are subject to an economic price adjustment, agencies and public reimbursable sources shall use the FLSA to determine which civilian positions are subject to an economic price adjustment in cost estimates.   The Circular provides the following guidelines for EPA determinations:
· If the solicitation does not include either FAR clause 52.222-43 or 52.222-44 (clauses are usually listed in Section I), apply inflation to all civilian positions for all performance periods through the end of the last performance period by selecting “N” for EPA for all positions.  
· If the solicitation does include either FAR clause 52.222-43 or 52.222-44, review the Fair Labor Standards Act (FLSA) classifications in the position descriptions to determine how to apply inflation. 

· For positions classified as exempt, apply inflation for all performance periods through the end of the last performance period by selecting “N” for EPA.

· For positions classified as nonexempt, apply inflation through the end of the first period of full performance only, by selecting “Y” for EPA.  
· Further discussion of FAR clauses 52.222-43 and 52.222-44 can be found at http://acquisition.gov/comp/far/current/html/52_222.html#wp1148260.

· Position Type: There are three valid position types recognized by COMPARE:

· Full-time/part-time permanent employees (FT/PT) – 1,776 annual productive hours 

· Full-time/part-time temporary employees (Temp) – 1,776 annual productive hours

· Intermittent employees (Int) – 2,007 annual productive hours

· Salary/Wages: The annual salary/wage is automatically computed by COMPARE based on the specified grade, location, and position type. 

· Entitlements: Other Civilian Pay Entitlements refers to additional pay differentials that earn full fringe benefits.  Examples of these entitlements include shift differential for FWS positions and Environmental Differential Pay (EDP).  

· Basic Pay: Basic Pay is the portion of the pay that receives the full fringe benefit rate. It is the sum of annual salary/wages and other entitlements that receive the full fringe benefits.  COMPARE will automatically update this field as data is entered. 

· Other Pay: Other Civilian Pay includes premium pay that is only subject to FICA taxes.  Examples are overtime, night differential pay for GS employees, hazardous pay for GS positions, holiday pay, Sunday pay, category one civilian awards*, civilian bonuses, and uniform allowances.   Other pay is estimated in accordance with Office of Personnel Management (OPM) guidelines per position and the total is entered in this field.   

· *Note: Per the Circular and OPM civilian award policy, category one awards (e.g. cash awards, bonuses) are for special acts that are over and above a civilian employee’s expected annual performance.  These awards are not included in the 1.7% miscellaneous fringe factor shown below.

· Overseas Allowance: For positions located overseas, special cost of living allowances are entered in this field.  Because NIH does not have any positions overseas, this field does not apply.
· Basic Pay Fringe Benefits: COMPARE automatically computes this value based on the position type and basic pay using the fringe/medicare factors in Table 7. The current benefit factors are detailed below:

· 32.85% for full-time and part-time positions

· Retiree Pension

18.90%

· Retiree Health
 
  5.10%

· Insurance and Health
  5.70%

· Medicare

  
  1.45%                           
· Misc. Fringe Benefit       1.70%

· Includes workmen’s compensation, bonuses, category two civilian awards*, and unemployment programs

· *Note: Per the Circular and OPM civilian award policy, category two is for awards that are based on a civilian employee’s annual performance rating (e.g., cash awards, bonuses, quality step increases). 

· 7.65% FICA for intermittent and temporary positions

· Old Age & Survivors Insurance
6.20%

· Medicare factor



1.45%      
· Other Pay Fringe: COMPARE automatically computes this value based on the value entered for Other Pay.  This is the annual cost to the Government, if any, for Medicare benefits paid on Other Pay.  Costs are computed only against that portion of other pay which, when added to basic pay, does not exceed the established Medicare salary limits.

· Base Year Cost: COMPARE automatically computes this value.  It represents the sum of basic pay, other pay, overseas allowance, basic pay fringe, and other pay fringe.  The value shown is the total annual pay and benefit cost incurred by NIH. This amount is used in computing the prorated/inflated costs.

· Full-time Equivalents (FTEs): The COMPARE Analyst must enter the number of FTEs required per performance period. These values will correspond to the FTE amounts specified in the MEO to meet the workload requirements of the solicitation.   

· The number of FTE entered may not always be the same for all of the performance periods in the cost estimate.  COMPARE allows for the flexibility for the MEO Team to decide to build in a career progression path for positions.  For example, a full-time position may start out as a GS-7 in the first three performance periods (including phase-in), and the MEO Team promotes that position to a GS-8 in the last three performance periods.  In the case of this example, the COMPARE Analyst will need to create two personnel records in COMPARE one for the GS-7 grade with 1 FTE in performance periods 1-3 and 0 FTE in periods 4-6, and the other entry for the GS-8 grade with 0 FTE in performance periods 1-3 and 1 FTE in performance periods 4-6.  COMPARE also allows for the flexibility for the MEO Team to increase the number of FTE to accommodate for changing projected workloads, which will lead to staffing changes.  For example, an organization requires 1 FTE of a GS-8 in the first three performance periods (including phase-in).  Due to a projected increase in workload for the last three performance periods, the MEO Team must staff 2 FTE of the GS-8 position.  The COMPARE Analyst will create one personnel record for this position and will enter 1 FTE for the first three performance periods and 2 FTE for the last three performance periods.
· Prorated/Inflated: COMPARE automatically computes this value per performance period based on the base year cost, number of FTE specified, EPA designations, and labor inflation rates in Table 8.
C.8.4.3.2.2 Line 2 – Material and Supply Costs

Line 2 should only include material and supply costs for items the MEO Team determines are necessary to complete the solicitation requirements and that are not provided to all prospective providers in the solicitation.  During the cost documentation gathering process, information regarding historical expenditures of material and supplies should be provided to the COMPARE Analyst.  The cost data will be adjusted based on the scope of the study, solicitation, and decisions made by the MEO Team.  For accuracy, the historical data should represent the most recent complete 12-month period of time (e.g. Fiscal Year (FY) or Calendar Year (CY)).
C.8.4.3.2.2.1 Line 2 Basics

Applicable material and supply costs may include, but are not limited to, goods such as raw materials, parts, subassemblies, components, fuel, and office supplies.  Costs should be entered for each performance period in which they will be incurred.  The COMPARE Analyst will project costs utilizing historical data or technical estimates made using current market prices of material and supply usage, cost data based on the MEO, and specific requirements in the PWS.  Costs should also be adjusted based upon anticipated changes in workload and FTE levels. For example, the MEO Team may gather historical costs for office supplies.  If the number of FTE is reduced in the MEO by 30%, it may be reasonable to assume a similar reduction in supplies used by personnel (i.e., pens, calculators, staplers).  The sources of material information and documentation regarding any adjustments should be included with the ACE as supporting documentation.  If the solicitation includes a cost ceiling for materials and supplies, the amount should be entered on Line 2 in accordance with the solicitation instructions.

C.8.4.3.2.2.2 COMPARE Entry

Line 2 costs are entered by item as shown in Figure C-2 below.

Figure C-2:  COMPARE Line 2 – Material and Supply Cost
[image: image2.png]Line 2- Material and Supply Costs. Competition No.: NA

Sortby:

-lﬁlm 97Tnlalu it Cost[ Price Current A/0]
e

1] IR
Press F2to Toggle Between Forms

TePl 0t Poatednte]

[ Seve e [ pocumen | Prin [l PP Dato [ currtRocora SN 1505 | 1oL | 10116 | ock |





The data entry fields associated Line 2 COMPARE records are described below: 

· Item Name: All materials and supplies that are not Government-furnished, but will be utilized by the MEO, are listed in this column.
· Functional Area: The appropriate functional area is selected from a drop-down menu populated with the values entered in Table 16.
· Location: The appropriate location in which the materials and supplies will be utilized is selected from a drop-down menu populated with the locations entered in Tables 2 and 3.
· GFP: This field indicates whether or not the materials and supplies are Government-furnished or not.  Typically, this field should be marked “N” because the ACE includes materials and supplies that are not provided by the Government to all prospective providers; however, if the solicitation includes FAR clause 52.245-2 or 52.245-4 (see Section C.7.4.3.2.3.1 for a full discussion of these two clauses), requiring prospective providers to include casualty insurance costs on GFP, then the COMPARE Analyst will enter “Y” in this field.  The cost for casualty insurance will be automatically calculated by COMPARE and entered on Line 3 as discussed below. 

· Listing: Indicates whether or not the material/supply record is to be entered as a listing.  Selecting “Y” in this field is useful for groups of items (e.g., office supplies).  If “Y” is selected, COMPARE disables the total unit cost field and opens a new sub-form at the bottom of the screen that allows for an itemized list of all items associated with the record to be entered.  COMPARE automatically calculates a Prorated/Inflated total from this listing based on the Performance Period Quantity entered.  COMPARE automatically enters a Quantity of “1” when “Y” is selected for this field.  Figure C-3 below shows a Line 2 record where “Y” has been selected in the Listing field.
Figure C-3:  COMPARE Line 2 – Material and Supply Cost (Listing)
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· EPA: Review Section B and H of the solicitation to determine if an Economic Price Adjustment (EPA) applies to materials and supplies.  There are three valid options recognized by COMPARE:

· “Y” – Inflates cost of materials and supplies through the end of the first period of full performance only

· “N” – Inflates costs through the end of the last performance period

· “C” – Select this option if the solicitation includes a cost ceiling (these costs will not be inflated or prorated)

· Insurance: Indicates whether or not insurance should be applied to the material/supply record.  This field should always be marked “Y”.  All items that are not GFP require insurance to be included in the estimate, and all GFP items that require the prospective bidders to cover insurance must also be included in the estimate.  

· Inflation Factor: The appropriate Inflation Factor for the material/supply record is selected from a drop-down menu.  Inflation rates from Table 8 will be applied according to the selection made.  In order to project costs into future performance periods, COMPARE applies the inflation factor, based on the COMPARE Analyst’s selection.  There are three valid options recognized by COMPARE:

· “O & M” – Operations and Maintenance Inflation Cost Factor.  The COMPARE Analyst will select this inflation factor to be applied to materials and supplies that represent items required for the general day-to-day operation and maintenance of the function.
· “Fuels” – Fuels Inflation Cost Factor.  If the solicitation requires prospective providers to incur the cost of fuel, the ACE must include these fuel costs and apply the fuels inflation cost factor to these costs.
· “FCO & M” – Foreign Countries Operations and Maintenance Inflation Cost Factor.  This factor provides activities located in foreign countries the ability to apply a different set of inflation factors for materials and supplies and minor items purchased in a foreign country when such factors have been approved by the departmental headquarters.  If the specific factors are not approved, the same inflation factors applied to activities located in the US states, territories, and possessions are applied.  
· Total Unit Cost: The unit cost and any applicable mark-up of the item will be entered in this field.  Material and supply mark-up rates are assumed to be included in purchases made within the United States.  If the solicitation includes a cost ceiling, include the appropriate dollar amount in this field.
· Price Current A/O (as of): The date in which the price entered was current.  The date entered is used as the base year for inflating the costs. Note that COMPARE inflates on a daily basis so if a full year of historical data is used for the cost estimate, the Price Current A/O date should be the last day of the year. For example, if the estimate is based on cost data from Fiscal Year 2005, the Price Current A/O date is 09/30/2005.
· Performance Period Quantity: The quantity of the item that will be purchased by the MEO.  Enter the amount for each performance period.  It is possible that the quantity will change for each performance period.  For example, the MEO may need to purchase a certain type of supply at the beginning of the first period of full performance and then again in Year 3 and Year 5. The quantity is 1 for a listing of items entered as a single total cost.
· Prorated/Inflated: COMPARE automatically computes this value per performance period based on the unit cost, date the price was current, quantity specified, EPA designations, and inflation rates in Table 8.
· Casualty Insurance: This field is provided for information purposes only and displays the casualty insurance costs associated with the material/supply record.  Casualty insurance costs are recorded on Line 3.
C.8.4.3.2.3 Line 3 – Other Specifically Attributable Costs

This line includes, as applicable to the solicitation to which the MEO is responding, the elements of competitive cost that are attributable to NIH performance and are not provided to all prospective providers as Government-furnished.  Such costs may include Depreciation, Cost of Capital Equipment and Facilities (>$25,000), Minor Items (<$25,000), Rental/Lease Costs, Travel, MEO Subcontracts, Utilities, Insurance, Maintenance and Repair, and Other Costs (e.g., Telecommunications and Training).  During the cost documentation gathering process, historical cost data pertaining to each Line 3 cost element applicable to the study should be provided to the COMPARE Analyst.  For accuracy, the historical data should represent the most recent complete 12-month period of time (e.g. FY or CY).  The cost data will be adjusted based on the scope of the study, solicitation, and decisions made by the MEO Team.  
For example, an organization’s total training costs for FY05 amounted to $10,000.   The solicitation indicated that the government would furnish or bear the cost of training directly related to enhancing skills necessary for performing tasks required by the PWS and solicitation.  The MEO Team and COMPARE Analyst should not include the cost of specific skill enhancement trainings directly related to PWS tasks as they are identified as government-furnished.  Again, further analysis based on the study’s scope, the solicitation, and MEO Team decisions would be necessary to determine if and how much the ACE should include for training costs.  If the MEO Team decides not to include training costs in the ACE because certain training is government-furnished, the MEO will not have the funds for training beyond what is government-furnished.  The same logic for analyzing historical cost data should be applied to each costing category.   
C.8.4.3.2.3.1 Line 3 Basics

COMPARE breaks up Line 3 into seven cost record categories which require entry by the COMPARE Analyst.  They are:

· Line 3A Capital Equipment and Facilities Costs (>$25,000) including related Maintenance and Repair

· Line 3B Minor Items Costs (<$25,000) including related Maintenance and Repair

· Line 3C Rental Costs

· Line 3D Travel Costs

· Line 3E MEO Subcontract Costs

· Line 3F Utilities Costs

· Line 3G Other Costs

In addition to the above cost record categories, Line 3 also includes insurance costs which are computed automatically from data entered on Lines 1, 2, 3A, and 3B.  Lines 3A and 3B also provide for entry of maintenance and repair costs.   
There are two types of insurance calculations; casualty insurance and liability insurance.  The insurance factors are stored in Table 8 of the COMPARE software.
· Casualty Insurance

The casualty insurance cost factor is 0.005 and is included, as appropriate, for materials and supplies, capital assets, and minor items. Material and supplies casualty insurance is estimated by COMPARE by multiplying a one-month average value of the cost of these items by the casualty cost factor. Casualty insurance for capital assets is calculated by multiplying the net book value of each capital asset as of the beginning of each performance period during which the agency will use the capital asset by the casualty insurance cost factor.  For minor items, casualty insurance is calculated by multiplying the annual replacement cost, inflated as appropriate, by the casualty cost factor  

Casualty insurance may need to be included on GFP depending on which Government Property Federal Acquisition Regulation (FAR) clauses are included in the solicitation.  Further discussion regarding the GFP FAR clauses can be found at http://acquisition.gov/comp/far/current/html/52_245.html#wp1149757.  The Circular provides the following guidelines for casualty insurance on GFP:

· If the solicitation includes either FAR clause 52.245-2 or 52.245-4 (clauses are usually listed in Section I), GFP casualty insurance is required for materials, capital assets, and minor items.  
FAR clause 52.245-2 Government Property (Fixed-Price Contracts) discusses Government-furnished property that will be delivered to a Contractor as described in the Schedule or specifications of the contract.  The clause states that “…the Contractor assumes the risk of, and shall be responsible for, any loss or destruction of, or damage to, Government property upon its delivery to the Contractor…”; therefore, casualty insurance must be included in the ACE.  
FAR clause 52.245-4 Government-Furnished Property (Short Form) discusses Government-furnished property that will be delivered to the Contractor, at the time and locations in the contract, as described in the Schedule or specifications of the contract.  The clause states that “Upon delivery of Government-furnished property to the Contractor, the Contractor assumes the risk and responsibility for its loss or damage…”; therefore, casualty insurance must be included in the ACE.
· If the solicitation includes either FAR clause 52.245-2 Alt I or 52.245-5, GFP casualty insurance is not required for materials, capital assets, and minor items.
FAR clause 52.245-2 Alternate I Government Property (Fixed-Price Contracts) discusses Government-furnished property that will be delivered to a Contractor as described in the Schedule or specifications of the contract.  This Alternate clause states, “The Contractor shall not be liable for loss or destruction of, or damage to, the Government property provided under this contract…”; therefore, casualty insurance is not included in the ACE.
FAR clause 52.245-5 Government Property (Cost-Reimbursement, Time-and-Material, or Labor-Hour Contracts) discusses Government-furnished property that will be delivered to the Contractor, for use in connection with and under the terms of the contract, as described in the Schedule or specifications of the contract.  The clause states, “The Contractor shall not be liable for loss or destruction of, or damage to, the Government property provided under this contract or for expenses incidental to such loss, destruction, or damage…”; therefore, casualty insurance is not included in the ACE.
Source:  OMB A-76 Circular, Figure C5

[image: image4.emf]
· Liability Insurance

The liability insurance cost factor is 0.007. Personnel liability insurance is calculated by multiplying the total personnel-related costs on Line 1 by the liability insurance cost factor.  COMPARE automatically makes insurance calculations.
C.8.4.3.2.3.2 Line 3A – Capital Equipment and Facilities

Applicable capital equipment costs related to depreciation, casualty insurance, and capital are included on this line.  Capital equipment is equipment costing $25,000 or more (e.g., lab equipment, vehicles, industrial generator).  Costs should be entered for each performance period during which they will be incurred.  The COMPARE Analyst will project costs utilizing historical data or technical estimates of capital equipment and cost data based on the MEO and specific requirements in the solicitation.  The COMPARE Analyst will also calculate the cost of maintenance and repair, if applicable, for capital assets to account for the cost of routine maintenance on buildings and equipment.  

C.8.4.3.2.3.2.1  COMPARE Entry

Line 3A costs are entered by item as shown in Figure C-4 below.

Figure C-4:  COMPARE Line 3A – Capital Equipment and Facilities
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The data entry fields associated Line 3A COMPARE records are described below:

· Asset Name: Indicates the name or description of the capital asset.

· Functional Area: The appropriate functional area is selected from a drop-down menu populated with the values entered in Table 16.
· Location: The appropriate location in which the capital asset will be utilized is selected from a drop-down menu populated with the locations entered in Tables 2 and 3.
· MEO Share: If the asset will be shared between the MEO and the Residual Government Organization or another organization, the percentage attributable to the MEO will be entered in this field.

· Acquisition Cost: If the record item is a facility, the construction cost should be entered in this field.  For capital assets, the purchase price plus any costs for transportation and installation should be entered.

· Acquisition Date: For capital equipment, the date the asset was or will be purchased should be entered.  For facilities, the date of construction should be entered.  Cost of capital is only computed for those assets where the acquisition data is on or after the start date of the first period of performance.  COMPARE will prompt the COMPARE Analyst to enter transportation and installation costs (if any) associated with the asset.
· If there are transportation and installation costs, the COMPARE Analyst will enter them on the entry box provided in COMPARE, as shown in Figure C-5 below.
Figure C-5:  COMPARE Line 3A – Capital Equipment and Facilities (Transportation and Installation)
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· Federal Supply Center (FSC): The appropriate FSC is selected from a drop-down menu populated from Table 13 (Useful Life and Disposal Values).  If a facility FSC is selected, COMPARE will then display an entry box (Figure C-6 below) for the COMPARE Analyst to enter either the residual value or residual value percent, if “N” for apply standard factor is selected.  There are three valid options for facilities recognized by COMPARE:

· FAC-P – Permanent Facility

· FAC-T – Temporary Facility

· FAC-S – Semi- Permanent Facility
Figure C-6:  COMPARE Line 3A – Capital Equipment and Facilities (Facility FSC)
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· Apply Standard Factor: The standard factor refers to the disposal or transfer value and useful life from Table 13 that is used to determine residual value.  If the COMPARE Analyst selects “N,” COMPARE will prompt him or her to enter the residual value and useful life (See Figure C-6 above). He or she can either enter the residual value or the residual percent and COMPARE will calculate the other value.
· Residual Percent: The percentage of the acquisition or construction cost represented by the residual value.
· Residual Value: The estimated disposal value of the asset or facility.  This value is computed automatically for non-facility assets in which the COMPARE Analyst has selected “Y” in the Apply Standard Factor field.  If the item is a facility, or if the COMPARE Analyst selects “N” in the Apply Standard Factor field, he or she must enter the estimate in the box provided (See Figure C-6 above). 
· GFP: This field indicates whether or not the asset is Government-furnished or not.  Typically, this field should be marked “N” because the ACE includes assets that are not provided by the Government to all prospective providers; however, if the solicitation requires all prospective providers to insure capital assets or maintain and repair assets that are GFP, then the COMPARE Analyst will enter “Y” in this field.
· Insurance: This field indicates whether or not casualty insurance should be calculated for the capital asset record.   If the asset is not GFP, this field must be marked as “Y” because casualty insurance is required.  If “Y” is selected for GFP, and “N” is selected for the Insurance field, COMPARE will indicate that a common cost has been defined.  There are three valid options recognized by COMPARE in this case:

· Delete the entry.
· Proceed with data entry for the item and COMPARE will notate the item with a “*,” to indicate that maintenance costs only will be assigned to this item.
· Cancel the operation, so that the minor item record can be re-defined.
· Maintenance: Defines the maintenance costs associated with the specific capital asset record.  Some solicitations may require prospective providers to include maintenance and repair on GFP.  There may not always be a maintenance cost associated with capital assets.  If there are maintenance costs associated with the asset, click on the Asset Maintenance tab to display the maintenance cost records.  Maintenance costs are entered by item as shown in Figure C-7 below.  The COMPARE data entry fields associated with Maintenance records are also described below:
Figure C-7:  COMPARE Line 3A – Capital Equipment and Facilities (Maintenance)
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· Description:  Provides a description of the maintenance cost.

· Base Year Cost:  Represents the cost of maintenance on the asset in the base year.  COMPARE will use this entry to inflate costs, if appropriate, using Table 8 inflation factors. 

· EPA: Review the solicitation to determine if an Economic Price Adjustment (EPA) applies to capital assets.  There are two valid options recognized by COMPARE:

· “Y” – Inflates cost of assets through the end of the first period of full performance only

· “N” – Inflates costs through the end of the last performance period

· Price Current A/O (as of): The date in which the price entered was current.  The date entered is used as the base year for inflating the costs. Note that COMPARE inflates on a daily basis so if a full year of historical data is used for the cost estimate, the Price Current A/O date should be the last day of the year. For example, if the estimate is based on cost data from Fiscal Year 2005, the Price Current A/O date is 09/30/2005.
· Performance Period Quantity: Includes the amount of maintenance required in each performance period necessary.  Note:  The quantity entered represents the maintenance for one item because COMPARE will automatically multiply the maintenance quantity by the quantity of the minor item. 

· Expected Useful Life: An estimate of the economic useful life of the capital asset.  If “Y” is selected for the Apply Standard Factor, the expected useful life value is automatically calculated by COMPARE using Table 13.  If “N” is selected for the Apply Standard Factor, COMPARE will prompt the COMPARE Analyst to enter an estimate (either dollar amount or percentage) manually. 

· Annual Depreciation: Depreciation represents the cost of ownership and consumption of an asset’s useful life.  This field indicates the annual estimated decrease in value of the asset because of wear, age, and other causes. Depreciation is calculated by dividing the depreciable basis by the expected useful life for capital assets that are used solely by the MEO.  The depreciable basis is the sum of the capital asset’s acquisition, transportation, and installation costs minus the capital asset’s residual value.  COMPARE automatically calculates this value. 
· Cost of Capital: Represents the Government’s capital investment for the asset.  If “N” is selected for GFP and the acquisition date is equal to or after the start date of the first performance period, COMPARE automatically calculates this cost. Using Table 8, COMPARE selects the cost of capital factor for the total number of years measured from the beginning of the first performance period through the end of the last performance period. 
· Net Book Value: The original acquisition cost of the equipment minus its accumulated depreciation.  COMPARE automatically computes Net Book Value. 

· Casualty Insurance: Indicates the casualty insurance that will be included as part of the insurance on Line 3 reports.  COMPARE automatically calculates this insurance for all applicable performance periods.
C.8.4.3.2.3.3 Line 3B – Minor Items

Minor items are non-capitalized (i.e., are not depreciated) durable items with a current cost that must be less than $25,000 (e.g., office equipment, chairs, desks, etc.).  COMPARE does not calculate the full cost of a minor item.  Rather, the Circular states that only 10% of the minor item’s value should be included in each performance period of use.  For minor items, there are several  costing scenarios that may be presented in the solicitation, depending on what is determined to be government-furnished property. These determinations are made by the PWS Team in conjunction with the CO, but approved by the CSO:

· Minor items are not included as GFP; therefore all necessary costs must be included (e.g., maintenance, repair, and replacement).  The COMPARE Analyst enters the cost of the minor item, and COMPARE uses this cost to compute annual casualty insurance and an annual 10% replacement cost for the item in the performance periods in which the MEO expects to use it.  Although the property is not Government-furnished, the COMPARE software does not compute and include the full cost of the minor item.  Instead the COMPARE software, in accordance with the Circular, computes and includes 10% of the minor item’s value for each performance period the item is used.  The rationale of the software and the Circular is that the minor item will last ten years and therefore only 10% is charged each performance period.  Maintenance and repair costs of a minor item should be entered on the maintenance tab in COMPARE.
· Minor items are included as GFP, but prospective providers must include costs for replacing the minor items during the period of the contract.  The COMPARE Analyst enters the cost of the minor item, and COMPARE uses this cost to compute annual casualty insurance and an annual 10% replacement cost for this item, beginning with the first period of performance in which replacement of the item is required and for all subsequent performance periods included in the solicitation.  Again, COMPARE does not include the full cost of the minor item.  The Circular states that only 10% of the minor item’s value should be included in each performance period of use.
· Minor items are included as GFP, but prospective providers must include costs for maintenance and repair of the minor items in the bid.  Maintenance and repair costs of a minor item should be entered on the maintenance tab in COMPARE.
· Minor items are included as GFP, but prospective providers must include costs for replacement, maintenance, and repair of the minor items in the bid.  The COMPARE Analyst enters the cost of the minor item, and COMPARE uses this cost to compute annual casualty insurance and an annual 10% replacement cost for this item, beginning with the first period of performance in which replacement of the item is required and for all subsequent performance periods included in the solicitation.  Again, COMPARE does not include the full cost of the minor item.  The Circular states that only 10% of the minor item’s value is included in the ACE for each performance period of use.  Maintenance and repair costs of a minor item should be entered on the maintenance tab in COMPARE.
C.8.4.3.2.3.3.1 COMPARE Entry

Line 3B costs are entered by item as shown in Figure C-8 below.
Figure C-8:  COMPARE Line 3B – Minor Items
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The data entry fields associated Line 3B COMPARE records are described below:

· Asset Name: Every minor item that is not Government-furnished, but will be utilized by the MEO, is listed in this column.
· Functional Area: The appropriate functional area is selected from a drop-down menu populated with the values entered in Table 16.
· Location: The appropriate location in which the minor items will be utilized is selected from a drop-down menu populated with the locations entered in Tables 2 and 3.
· MEO Share: If the minor item will be shared between the MEO and the Residual Government Organization or another functional area, the percentage attributable to the MEO will be entered in this field.

· Listing: If the MEO includes similar minor items totaling more than $25,000, the COMPARE Analyst can select “Y” for this field, and COMPARE will override the $25,000 limit and allow an amount greater than $25,000 to be entered.  If “Y” is selected in this field, clear documentation must be provided to show the rationale behind it.

· Inflation Factor: The appropriate Inflation Factor for the cost record is selected from a drop-down menu.  Inflation rates from Table 8 will be applied according to the selection made. There are two valid options recognized by COMPARE:

· “O & M” – Operations and Maintenance Inflation Cost Factor

· “FCO & M” – Foreign Countries Operations and Maintenance Inflation Cost Factor

· Unit Price: The total unit price of the minor item will be entered in this field.  COMPARE will not allow an entry of more than $25,000, unless “Y” is selected in the “Listing?” field.
· Price Current A/O (as of): The date in which the price entered was current.  The date entered is used as the base year for inflating the costs. Note that COMPARE inflates on a daily basis so if a full year of historical data is used for the cost estimate, the Price Current A/O date should be the last day of the year. For example, if the estimate is based on cost data from Fiscal Year 2005, the Price Current A/O date is 09/30/2005.
· GFP: This field indicates whether or not the minor item is Government-furnished or not.  Typically, this field should be marked “N” because the ACE includes minor items that are not provided by the Government to all prospective providers; however, if the solicitation requires all prospective providers to replace minor items that are GFP, then the COMPARE Analyst will enter “Y” in this field.
· Insurance: This field indicates whether or not casualty insurance should be calculated for the minor item record.   This field will typically be marked “Y”, if the item is not GFP.  If “Y” is selected for GFP, and “N” is selected for the Insurance field, COMPARE will indicate that a common cost has been defined.  There are three valid options recognized by COMPARE in this case:

· Delete the entry.
· Proceed with data entry for the item and COMPARE will notate the item with a “*”, to indicate that maintenance costs only will be assigned to this item.
· Cancel the operation, so that the minor item record can be re-defined.
· Performance Period Quantity: The quantity of the item that will be purchased or replaced by the MEO.  The COMPARE Analyst will enter the quantity for each performance period that the item is intended for use.  It is possible that the quantity will change for each performance period.  For example, the MEO may need to purchase 15 desk chairs in the third performance period, so the COMPARE Analyst will need to enter 15 for the third performance period and all subsequent periods.  Then in the fifth performance period, the MEO will need to buy five more chairs; therefore, the COMPARE Analyst will need to enter 20 for performance period five and all subsequent performance periods – 15 for the chairs purchased in performance period three plus 5 for the chairs purchased in performance period five.  If the five chairs purchased in the fifth performance period are intended to replace five old ones previously purchased during the third performance period, then the quantity in use during performance period five would remain at 15.  
· It is important to note, that COMPARE, in accordance with the Circular, only calculates and charges the MEO 10% of the minor item’s value in each performance period it is intended for use.  It does not actually charge the full value of the item in each performance period.  COMPARE assumes that the minor item will last for ten years and therefore charges only 10% of the item’s value each year.    
· Annual Cost: COMPARE automatically computes this value per performance period based on the unit cost, date the price was current, quantity specified, and inflation rates in Table 8.

· Maintenance: Defines the maintenance costs associated with the specific minor item record.  Some solicitations may require prospective providers to include maintenance and repair on GFP.  There may not always be a maintenance cost associated with minor items.  If there are maintenance costs associated with the minor item, click on the Item Maintenance tab to display the maintenance cost records.  Maintenance costs are entered by item as shown in Figure C-9 below.  The COMPARE data entry fields associated with Maintenance records are also described below:
Figure C-9:  COMPARE Line 3B – Minor Items (Maintenance)
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· Description:  Provides a description of the maintenance cost.

· Base Year Cost:  Represents the cost of maintenance on the minor item in the base year.  COMPARE will use this entry to inflate costs, if appropriate, using Table 8 inflation factors. 

· EPA: Review the solicitation to determine if an Economic Price Adjustment (EPA) applies to minor items.  There are two valid options recognized by COMPARE:

· “Y” – Inflates cost of minor items through the end of the first period of full performance only

· “N” – Inflates costs through the end of the last performance period

· Price Current A/O (as of): The date in which the price entered was current.  The date entered is used as the base year for inflating the costs. Note that COMPARE inflates on a daily basis so if a full year of historical data is used for the cost estimate, the Price Current A/O date should be the last day of the year. For example, if the estimate is based on cost data from Fiscal Year 2005, the Price Current A/O date is 09/30/2005.
· Performance Period Quantity: Includes the amount of maintenance required in each performance period necessary.  It is possible that the quantity will change for each performance period.  For example, maintenance service may only be required in the third and fifth performance periods.  Note:  The quantity entered represents the maintenance for one item because COMPARE will automatically multiply the maintenance quantity by the quantity of the minor item.
· Casualty Insurance: Indicates the casualty insurance that will be included as part of the insurance on Line 3 reports.  COMPARE automatically calculates this insurance for all applicable performance periods.

· 10% Cost: Indicates the cost that will be included in the Line 3 total.  As mentioned above only 10% of the cost of minor items will be included in the ACE.

C.8.4.3.2.3.4 Line 3C – Rental Costs

Rent is incurred for, but not limited to, the use, operation, and maintenance of land, building space, plant and machinery, and other applicable items that are not provided by the Government.  The most common types of rental costs included in the ACE are for vehicles and equipment.  Rental/lease costs should be included for all performance periods in which the costs will be incurred.

C.8.4.3.2.3.4.1 COMPARE Entry

Line 3C costs are entered by item as shown in Figure C-10 below.
Figure C-10:  COMPARE Line 3C – Rental Costs
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The data entry fields associated Line 3C COMPARE records are described below:

· Item Name: Every rent/lease payment that is not Government-furnished, but will be incurred by the MEO is listed in this column.

· Functional Area: The appropriate functional area is selected from a drop-down menu populated with the values entered in Table 16.
· Location: The appropriate location in which the rental/lease costs will be incurred is selected from a drop-down menu populated with the locations entered in Tables 2 and 3.
· Price Current A/O (as of): The date in which the price entered was current.  The date entered is used as the base year for inflating the costs. Note that COMPARE inflates on a daily basis so if a full year of historical data is used for the cost estimate, the Price Current A/O date should be the last day of the year. For example, if the estimate is based on cost data from Fiscal Year 2005, the Price Current A/O date is 09/30/2005.
· Inflate: Indicates whether or not COMPARE should inflate the rental/lease costs.  Review the solicitation to determine whether or not rental/lease costs should be inflated.  Inflation is calculated at a daily rate.  There are three valid options recognized by COMPARE:

· “Y” – Inflates rental/lease costs through the end of the first period of full performance only

· “N” – Inflates costs through the end of the last performance period

· “C” – Select this option, if the solicitation includes a cost ceiling (these costs will not be inflated or prorated, unless the “Prorate” field is set to “Y”)

· Prorate: Indicates whether or not COMPARE should prorate the rental/lease costs.  When you have performance periods that are less than a full year, annual costs may need to be prorated.

· Performance Period Quantity: The quantity of the rental/lease costs that will be incurred by the MEO.  Enter the amount for each performance period.  
· Base Year Cost: An estimate of base year costs for the rented/leased items (i.e., current annual costs).  

· Prorated/Inflated: COMPARE will automatically calculate costs for each performance period based on date the price was current, Base Year Costs, quantity, and the selection made in the Inflate and Prorate fields.

C.8.4.3.2.3.5 Line 3D – Travel Costs

This line covers the expected amount of travel included in the PWS and any other travel required by the MEO that the Government will not provide to all prospective offerors.  These costs should be readily available from budgeted amounts of per diem and transportation cost for the function/organization included as part of the competition.  The COMPARE Analyst will include costs based on historical cost, adjusted to match the scope, solicitation, and MEO decisions made.
C.8.4.3.2.3.5.1 COMPARE Entry

Line 3D costs are entered by item as shown in Figure C-11 below.

Figure C-11:  COMPARE Line 3D – Travel Costs
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The data entry fields associated Line 3D COMPARE records are described below:

· Purpose: All travel required by the MEO will be listed in this column.  The COMPARE Analyst will enter a name that describes the main purpose of travel.

· Functional Area: The appropriate functional area is selected from a drop-down menu populated with the values entered in Table 16.
· Location: The appropriate location in which the travel will be required is selected from a drop-down menu populated with the locations entered in Tables 2 and 3.
· Price Current A/O (as of): The date in which the price entered was current.  The date entered is used as the base year for inflating the costs. Note that COMPARE inflates on a daily basis, so if a full year of historical data is used for the cost estimate, the Price Current A/O date should be the last day of the year. For example, if the estimate is based on cost data from Fiscal Year 2005, the Price Current A/O date is 09/30/2005.
· Inflate: Indicates whether or not COMPARE should inflate the travel costs.  Review the solicitation to determine whether or not travel costs should be inflated.  Inflation is calculated at a daily rate.  There are three valid options recognized by COMPARE:

· “Y” – Inflates travel costs through the end of the first period of full performance only

· “N” – Inflates costs through the end of the last performance period

· “C” – Select this option, if the solicitation includes a cost ceiling (these costs will not be inflated or prorated, unless the “Prorate” field is set to “Y”)

· Prorate: Indicates whether or not COMPARE should prorate the travel costs.  When you have performance periods that are less than a full year, annual costs may need to be prorated.

· Base Year Cost: Cost of travel for each performance period the travel is required.  

· Prorated/Inflated: COMPARE will automatically calculate costs for each performance period based on date the price was current, Base Year Costs, and the selection made in the Inflate and Prorate fields.

C.8.4.3.2.3.6 Line 3E – MEO Subcontract Costs

The costs of MEO subcontracts not provided as GFP, if applicable, will be included on Line 3E and included in the Line 3 total.  Any support or service costs should also be itemized and included on this line.  NIH may include overtime, surge, or other types of nonrecurring workload as an MEO subcontract cost, as long as the services are purchased using a Government purchase card or task order under an existing contract.  The COMPARE Analyst will obtain the existing contract prices and other pertinent information from the Government POC or CO detailing the scope of the existing contract or service agreement.  In cases the existing contract’s scope and workload will differ from the requirements set forth in the PWS and solicitation.  Since the MEO Team does not have the authority to procure an actual contract molded to fit the MEO prior to the final submission of the MEO Proposal, the MEO Team should assess the solicitation requirements and develop an accurate estimate of contract service costs.  This may involve discussions with the CO to determine if and how adjustments can be made to an existing contract.  If an existing contract will not be continued through the MEO, discussions with the CO regarding termination costs should occur. 

Note:  Remember that if the MEO includes subcontracts, the cost of labor for administration and surveillance of each subcontract will be included on Line 1 – Personnel.

C.8.4.3.2.3.6.1 COMPARE Entry

Line 3E costs are entered by item as shown in Figure C-12 below.

Figure C-12:  COMPARE Line 3E – MEO Subcontract Costs
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The data entry fields associated Line 3E COMPARE records are described below:

· Contractor Name: All contractors required by the MEO will be listed in this column.  The COMPARE Analyst will enter the name of the contractor or description of services.

· Functional Area: The appropriate functional area is selected from a drop-down menu populated with the values entered in Table 16.
· Location: The appropriate location in which the subcontract will be required is selected from a drop-down menu populated with the locations entered in Tables 2 and 3.
· GFP: This field indicates whether or not the subcontract is Government-furnished or not.  This field should always be marked “N” because the ACE includes subcontracts that are not provided by the Government to all prospective providers.  If “Y” is selected, COMPARE will state that Government-provided contracts are disqualified and ask if you are sure the item is GFP.  If you say yes, COMPARE will delete the entry.
· Industry Code: The appropriate Industry Code for the subcontract is selected from a drop-down menu using Table 14, which provides a current list of industry codes and applicable tax rates.  COMPARE will automatically calculate the federal income tax offset based on the code selected.

· Exist: Indicates whether or not the subcontract is an existing NIH contract.  There are three valid options recognized by COMPARE:

· “Y” – Inflation will not be applied, even to the first performance period, unless “Y” is selected in the Inflation field

· “N” – Automatically inflates costs through the end of the first period of full performance (inflates through the end of the last performance period/prorates costs according to what is selected in the Inflate and Prorate fields)

· “I” – Select this option, if the subcontract is planned as an IMPAC service purchase.  These costs will be automatically inflated through the end of the first period of full performance (inflates through the end of the last performance period/prorates costs according to what is selected in the Inflate and Prorate fields)

· Inflate: Indicates whether or not COMPARE should inflate the subcontract costs.  Review the solicitation to determine whether or not subcontract costs should be inflated.  Inflation is calculated at a daily rate. 

· Prorate: Indicates whether or not COMPARE should prorate the subcontract costs.  When you have performance periods that are less than a full year, annual costs may need to be prorated.

· Price Current A/O (as of): The date in which the price entered was current.  The date entered is used as the base year for inflating the costs. Note that COMPARE inflates on a daily basis so if a full year of historical data is used for the cost estimate, the Price Current A/O date should be the last day of the year. For example, if the estimate is based on cost data from Fiscal Year 2005, the Price Current A/O date is 09/30/2005.
· CME: The Contract Manpower Equivalents (CMEs) for each performance period, which are the equivalent number of Government FTE to perform the work provided by the subcontract, will be identified in this column.  The number of CMEs is added to Line 1 total FTEs to calculate the MEO’s total FTE count for Contract Administration Cost included on Line 8.

· Contract Price: Cost of the subcontract for each performance period the subcontract is required.

· Adjusted: COMPARE will automatically calculate costs for each performance period based on date the price was current, Base Year Costs, the selection made in the Inflate and Prorate fields, and the tax rates in Table 14, based on the industry code selected.  

C.8.4.3.2.3.7 Line 3F – Utilities Costs

This line represents the annual cost of utilities that are not provided by the Government, but necessary to meet the requirements of the solicitation.  NIH should include these costs for all performance periods in which they will be incurred.  Utility costs include, but are not limited to, electricity, telephone, water, and sewage services.  The amounts for these costs are normally determined either on a metered or allocated basis of consumption and prorated by a unit of measure that varies directly with consumption (e.g., cost per square foot, cost per KwH, cost per gallon etc.).  All costs entered on Line 3F must include supporting details.

Estimates of incurred expenses for the first year of performance are based on current experience appropriately adjusted for anticipated future requirements.  Engineering estimates should be used when historical data is not available.  Currently, NIH has not included utility costs as a requirement in any solicitation.
C.8.4.3.2.3.7.1 COMPARE Entry

Line 3F costs are entered by item as shown in Figure C-13 below.

Figure C-13:  COMPARE Line 3F – Utilities Costs
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The data entry fields associated Line 3F COMPARE records are described below:

· Type Utility: All utilities required by the MEO will be listed in this column.  The COMPARE Analyst will enter the description of the utility in this field.

· Functional Area: The appropriate functional area is selected from a drop-down menu populated with the values entered in Table 16.
· Location: The appropriate location in which the utilities will be required is selected from a drop-down menu populated with the locations entered in Tables 2 and 3.
· GFP: This field indicates whether or not the subcontract is Government-furnished or not.  This field should always be marked “N” because the ACE includes utilities that are not provided by the Government to all prospective providers.  If “Y” is selected, COMPARE will state that Government-provided contracts are disqualified and ask if you are sure the item is GFP.

· Unit: Indicates the unit of measure used to measure consumption (e.g., kilowatt-hours).

· Unit Price: Indicates the corresponding price per unit to be paid for the utility service.

· Price Current A/O (as of): The date in which the price entered was current.  The date entered is used as the base year for inflating the costs. Note that COMPARE inflates on a daily basis, so if a full year of historical data is used for the cost estimate, the Price Current A/O date should be the last day of the year. For example, if the estimate is based on cost data from Fiscal Year 2005, the Price Current A/O date is 09/30/2005.
· Inflate: Indicates whether or not COMPARE should inflate the utility costs.  Review the solicitation to determine whether or not utility costs should be inflated.  Inflation is calculated at a daily rate.
· Quantity Required: Indicates an estimate of the annual number of units of measure required for each performance period.

· Base Year Cost: COMPARE automatically calculates this column based on the unit price and quantity required.

· Prorated/Inflated: COMPARE will automatically calculate costs for each performance period based on date the price was current, Base Year Costs, and the selection made in the Inflate field.

C.8.4.3.2.3.8 Line 3G – Other Costs

Items that do not properly fit in Lines 3A – 3F and are not provided by the Government, but are necessary to meet the requirements of the solicitation are entered in this record.  Costs should be entered for the performance periods in which they are incurred.  For example, training costs are typically entered in this section.  

C.8.4.3.2.3.8.1 COMPARE Entry

Line 3G costs are entered by item as shown in Figure C-14 below.
Figure C-14:  COMPARE Line 3G – Other Costs
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The data entry fields associated Line 3G COMPARE records are described below:

· Item Name: Indicates the name/description of the cost.

· Functional Area: The appropriate functional area is selected from a drop-down menu populated with the values entered in Table 16.
· Location: The appropriate location in which the other costs will be required is selected from a drop-down menu populated with the locations entered in Tables 2 and 3.
· Price Current A/O (as of): The date in which the price entered was current.  The date entered is used as the base year for inflating the costs. Note that COMPARE inflates on a daily basis, so if a full year of historical data is used for the cost estimate, the Price Current A/O date should be the last day of the year. For example, if the estimate is based on cost data from Fiscal Year 2005, the Price Current A/O date is 09/30/2005.
· Inflate: Indicates whether or not COMPARE should inflate the other costs.  Review the solicitation to determine whether or not other costs should be inflated.  Inflation is calculated at a daily rate.  There are three valid options recognized by COMPARE:

· “Y” – Inflates other costs through the end of the first period of full performance only

· “N” – Inflates costs through the end of the last performance period

· “C” – Select this option, if the solicitation includes a cost ceiling (these costs will not be inflated or prorated, unless the “Prorate” field is set to “Y”)

· Prorate: Indicates whether or not COMPARE should prorate the other costs.  When you have performance periods that are less than a full year, annual costs may need to be prorated.

· Inflation Factor: The appropriate Inflation Factor for the cost record is selected from a drop-down menu.  Inflation rates from Table 8 will be applied according to the selection made. There are three valid options recognized by COMPARE:

· “O & M” – Operations and Maintenance Inflation Cost Factor

· “Fuels” – Fuels Inflation Cost Factor

· “FCO & M” – Foreign Countries Operations and Maintenance Inflation Cost Factor

· Base Year Cost: Cost of the “other cost” for each performance period the “other cost” is required.
· Prorated/Inflated: COMPARE automatically computes this cost per performance period based on the Base Year Cost, date the price was current, selection made in the Inflate and Prorate fields, and inflation rates in Table 8.

C.8.4.3.2.4 Line 4 – Overhead Costs

Line 4 includes two main categories:  operations overhead and general/administrative overhead.  Operations overhead includes costs that are not 100 percent attributable to the activity being competed but are generally associated with the recurring management or support of the activity.  Upper management’s indirect involvement and decisions can be considered operations overhead.  General and administrative overhead includes salaries, equipment, space, and other tasks related to headquarters management, accounting, personnel, legal support, data processing management, and similar common services performed external to the activity, but in support of the activity being competed.  
C.8.4.3.2.4.1 Line 4 Basics

Overhead costs are calculated by multiplying the Personnel Costs (Line 1), for each performance period, including inflation, fringe benefits, entitlements, and other pay, by 12 percent (overhead factor found in Table 8).  COMPARE automatically calculates this cost.  Overhead is not applied to military/uniformed services personnel because the composite military/uniformed services rate includes all military/uniformed services related overhead.
C.8.4.3.2.5 Line 5 – Additional Costs

Line 5 is a “catch all” category for costs not otherwise represented or accounted for on Lines 1-4 and is used for costs resulting from unusual or special circumstances.  

C.8.4.3.2.5.1 Line 5 Basics

Since costs included on this line are due to special circumstances, additional supporting documentation should include a definition of the type of cost, a justification for its inclusion in the ACE, an explanation of the underlying assumptions, and methods of computation. Examples of other costs are the one-time additional costs resulting from expansion of existing activities or new requirements, e.g. relocation expenses.  Also included on Line 5 are medical physical exams, if the solicitation requires all prospective bidders’ employees to get exams, but the Government will not cover the cost.
C.8.4.3.2.5.1.1 COMPARE Entry

Line 5 costs are entered by item as shown in Figure C-15 below.

Figure C-15:  COMPARE Line 5 – Additional Costs
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The data entry fields associated Line 5 COMPARE records are described below:

· Item Name: Indicates the name/description of the cost.

· Functional Area: The appropriate functional area is selected from a drop-down menu populated with the values entered in Table 16.
· Location: The appropriate location in which the additional costs will be required is selected from a drop-down menu populated with the locations entered in Tables 2 and 3.
· Price Current A/O (as of): The date in which the price entered was current.  The date entered is used as the base year for inflating the costs. Note that COMPARE inflates on a daily basis, so if a full year of historical data is used for the cost estimate, the Price Current A/O date should be the last day of the year. For example, if the estimate is based on cost data from Fiscal Year 2005, the Price Current A/O date is 09/30/2005.
· Inflate: Indicates whether or not COMPARE should inflate the additional costs.  Review the solicitation to determine whether or not additional costs should be inflated.  Inflation is calculated at a daily rate.  There are three valid options recognized by COMPARE:

· “Y” – Inflates additional costs through the end of the first period of full performance only

· “N” – Inflates costs through the end of the last performance period

· “C” – Select this option, if the solicitation includes a cost ceiling (these costs will not be inflated or prorated, unless the “Prorate” field is set to “Y”)

· Prorate: Indicates whether or not COMPARE should prorate the additional costs.  When you have performance periods that are less than a full year, annual costs may need to be prorated.

· Inflation Factor: The appropriate Inflation Factor for the cost record is selected from a drop-down menu.  Inflation rates from Table 8 will be applied according to the selection made. There are three valid options recognized by COMPARE:

· “O & M” – Operations and Maintenance Inflation Cost Factor

· “Fuels” – Fuels Inflation Cost Factor

· “FCO & M” – Foreign Countries Operations and Maintenance Inflation Cost Factor

· Base Year Cost: Cost of the “additional cost” for each performance period the “additional cost” is required.
· Prorated/Inflated: COMPARE automatically computes this cost per performance period based on the Base Year Cost, date the price was current, selection made in the Inflate and Prorate fields, and inflation rates in Table 8.

C.8.4.3.2.6 Line 6 – Total Cost of Agency Performance

This Line is the total cost of NIH performance and is automatically calculated by COMPARE as the sum of Personnel Costs, Material & Supply Costs, Other Specifically Attributable Costs, Overhead Costs, and Additional Costs (Lines 1-5). The cost included on this line will be used for the performance decision calculations.
C.8.4.3.3 Adjusted Cost of Private Sector or Public Reimbursable Performance, Lines 7 through 13
This section describes the cost elements included in the determination of NIH’s cost of acquiring a product or service from the private sector or a public reimbursable source.  It includes a determination of not only the amount to be paid to the prospective provider (contract price), but also a determination of other costs that would be incurred in the event of private sector or public reimbursable performance.  The SCF identifies the categories of private sector or public reimbursable costs that would be incurred on Lines 7 through 13.  These line items are as follows and are discussed below:

· Line 7: Private Sector Price or Public Reimbursable Cost Estimate (+)

· Line 8: Contract Administration Costs (+)

· Line 9: Additional Costs (-)

· Line 10: One-time Conversion Cost (+)

· Line 11: Gain From Disposal or Transfer of Assets (-)

· Line 12: Federal Income Tax Adjustment (-)                  _   

· Line 13: Total Adjusted Cost of Private Sector or Public Reimbursable Performance
C.8.4.3.3.1.1 Line 7 – Private Sector Price or Public Reimbursable Cost Estimate

The contract price or public reimbursable cost estimate reflects the cost to perform the solicitation requirements as presented by the prospective provider selected to compete with NIH.  The CO enters the private sector contract price on SCF Line 7, as appropriate.

C.8.4.3.3.1.2 Line 7 Basics

The CO will use Line 7 on the performance decision date to enter the private sector price or public reimbursable cost estimate.  When entering the contract price, the CO must comply with the source selection process requirements in Attachment B of the Circular and use the appropriate contract type stated in the solicitation.
The costs are compared against the Agency bid and the lowest priced offeror will be awarded as the Service Provider.  Once the performance decision is made the SCF is certified by the SSA and signed by the CO and ATO.  The SCF becomes the performance decision document once it is certified by the SSA. 
C.8.4.3.3.1.2.1   COMPARE Data Entry

Figure C-16 below provides a visual sample of what line 7 in COMPARE looks like.  The total of the private sector cost that will be compared with the agency cost is circled.   
Figure C-16:  COMPARE Line 7 – Private Sector Price or Public Reimbursable Cost Estimate
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· Price/Cost: The type of contract cost is identified in this drop down menu, for example “Private Sector Price” or “Public Reimbursable Cost”.  This is the field used by the SCF/SLCF in making the performance decision.  
· Solicitation Award Mode: (Required, Select Option) – The appropriate award mode for the competition is picked in the drop down menu.  
a) Single Award for All Locations and Functional Areas – This option is chosen if the solicitation requires that the private sector offeror or public reimbursable offeror submit a single offer for all locations and functional areas in the competition.  This option entails single input for each performance period, all locations, and functions in the competition. This option will restrict the entry to only one private sector price or public reimbursable cost. COMPARE is programmed to enter “ALL” when only one location and one functional area are included in the competition. 
b) Separate Awards for Each Location – This option is chosen if the competition consists of more than one location and the solicitation specifically requires the private sector or public reimbursable source to submit a separate offer for each location (regardless of the number of functional areas).  This option entails input for each location in the competition file. Entries in COMPARE will be limited to one price per location. 
c) Separate Awards for Each Functional Area – This option is chosen if the competition includes more than one functional area and the solicitation requires the private sector or public reimbursable source to submit a separate offer for each functional area (regardless of the number of locations). This option entails input for each functional area in the competition file. Entries in COMPARE will be limited to one price per functional area. 
d) Separate Awards by Functional Area at Each Location – This option is chosen if the competition includes more than one functional area at more than one location and the solicitation requires the private sector or public reimbursable source to submit a separate offer for each functional area at each location.  This option entails input for each functional area and location in the competition file. Entries in COMPARE will be limited to one price per functional area at each location. 

· No Satisfactory Private Sector or Public Reimbursable Source Checkbox: This box is checked ONLY if there were no acceptable private sector offerors or public reimbursable sources identified during the competition. When this box is checked, COMPARE will not show any costs on Lines 7-13 of the SCF, a bold note will be displayed on Lines 7-13 of the SCF signifying no satisfactory source, and Lines 14 and 16 will display “NA”. 

· Location:  COMPARE will automatically enter this information. 

· Functional Area: COMPARE will automatically enter this information. 

· Industry Code: (Required) - Type in or choose the competing organizations appropriate industry code from the drop down menu. A tax rate is identified for each industry code and is used to calculate the estimated Federal income tax adjustment. This line is used to determine Line 12, Federal Income Tax Adjustment, and when the competing offeror is a tax-exempt offer and must be compared to the next lowest taxable bid. 

· Taxable? : (Required) – This section identifies whether or not the competing organization is Taxable or Tax Exempt. The Contractor Name (Private Sector or Public Reimbursable) is entered in the drop down screen if it is taxable. A drop down window to enter the Taxable offer and the Tax Exempt offer is presented if Tax Exempt is selected. 

· Selected Contractor: - Enter the competing organizations name in this section. 

· Total (No input required): COMPARE will automatically calculate the cost for the selected competing organization’s performance period costs. 

· Private Sector/Public Reimbursable Name (over the column for Taxable): If the private sector or public reimbursable competing organization is identified as a taxable offer, the name of the offeror is entered in this space. 

· Private Sector/Public Reimbursable Name (over the column for Tax Exempt): If the private sector or public reimbursable competing organization is identified as a tax exempt offer, the name of the organization is entered in this space.  

· Taxable: - The taxable offer of the private sector price or public reimbursable cost is entered into each performance period on this form.  The taxable offer for each performance period on the form provided is entered under the Taxable offer column.  COMPARE will automatically sum up the performance period prices or costs to calculate a grand total for the private sector price or public reimbursable cost. 
· Tax Exempt: - If the Taxable? Field is set to NO the Tax Exempt Offer of the private sector price or public reimbursable cost for each performance period is entered on this section of the form. Tax Exempt Offer for each performance period on the form provided is entered under the Tax Exempt column. COMPARE will automatically sum up the performance period prices/costs to calculate a grand total for the private sector price or public reimbursable cost. Under the column, enter the tax-exempt offer for each performance period on the form provided as appropriate. 
· Adjusted Taxable Offer: (No input required) – If the competing organization is a tax-exempt organization the taxable private sector price or public reimbursable cost is adjusted to remove the estimated Federal income taxes In order to establish which offeror has the lowest overall cost to the Government. If the tax-exempt offer has the lowest overall cost, the proposed unadjusted tax-exempt offer is posted in the private sector price or public reimbursable cost cell. The COMPARE program will automatically calculate this cost.
Once all appropriate data for each performance period is entered into COMPARE, the program will than proceed to calculate the lowest offer and use that cost for the competition. 
C.8.4.3.3.2 Line 8 – Contract Administration Costs

Contract Administration costs are new administrative costs that would not be incurred unless the work under competition was converted to contract.  These costs are added to Line 7.  Contract Administration includes costs associated with reviewing compliance with the terms of the contract, processing payments, negotiating change orders, and monitoring the closeout of the contract operations.  Although these costs are reflected as just labor costs on the SCF, the total Line 8 cost is intended to account for a full range of labor and non-labor requirements.

Line 8 does not include the cost of surveillance performed by Quality Assurance Evaluators (QAEs) because these are common costs, regardless of the provider selected.  Also not included in this cost is the staff for Quality Control.  Costs for Quality Control should be included as part of Line 1 Personnel Costs.

C.8.4.3.3.2.1 Line 8 Basics

This line is used to identify the number and grades of Contract Administrators that are allowed if the function under competition is won by the private sector or public reimbursable source.  Costs are calculated using the Contract Administration Cost Factors and Allowable Grades, as shown below in Figure C-17, in the Circular (Figure C6.) based on the total MEO staffing.  COMPARE automatically adds the FTEs from Line 1 and the CMEs from Line 3 to determine and enter the maximum FTEs allowed for each grade and for each performance period on Line 8.  FTEs are performance period specific, so the contract administration FTEs may vary by performance period based on the personnel usage on Line 1 and 3E. 
Figure C-17:  Contract Administration Factors and Allowable Grades
[image: image18.emf]
C.8.4.3.3.3 COMPARE also automatically calculates insurance costs for the Contract Administrators and includes this in the Line 8 total.

C.8.4.3.3.3.1.1 Line 8A – Contract Administration COMPARE Cost Records

Figure C-18 below shows what Line 8 looks like in COMPARE:

Figure C-18:  COMPARE Line 8A – Contract Administration Costs
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The major differences between the operation of Line 8 and Line 1 are as follows: 

· No user input is allowed (or required) for Line 8.  COMPARE automatically creates the necessary records and populates the FTE values for each performance period.  Four template records are automatically generated as shown in the figure above that are assigned to the REST OF U.S. location and a functional area titled ALL.  These costs cannot be allocated to any other locations or functional areas because they represent a cost factor similar to the 12 percent overhead cost factor.  
· All data fields are locked and records cannot be added or deleted. 
· Line 8 GS Personnel Costs are NOT subject to an Economic Price Adjustment (EPA); therefore, COMPARE will inflate the costs to the end of the last performance period. 

· Total Line 8 FTEs by performance period cannot exceed the number allowed by Table 15 – Contract Administration Factors.

C.8.4.3.3.3.1.2 Line 8 – Insurance

Liability insurance is a Line 8 cost that is automatically calculated by COMPARE for Standard Competitions and contributes to the total Line 8 costs.  Liability insurance cost is computed as the total amount of Line 8 labor costs multiplied by the Liability Insurance Factor found in Table 8. 
C.8.4.3.3.4 Line 9 – Additional Costs

This line is for any additional costs to NIH, such as transportation or purchased services, resulting from unusual or special circumstances.  Costs entered on this line must be supported by a definition of the type of cost reported, a justification for its inclusion in the ACE, an explanation of the underlying assumptions, and methods of computation.  Documentation must indicate the reason the additional cost will not be incurred if the activity is performed by the agency source.  These costs are not commonly found in the ACE.
C.8.4.3.3.5 Line 10 – One-time Conversion Costs

If NIH converts an activity performed by Government personnel to a private sector or public reimbursable source, one-time costs will be incurred as a result of the conversion.  COMPARE automatically calculates these costs and adds them to Line 7.  These costs apply to the Line 1 basic pay, adjusted for inflation, for the first period of full performance (not the phase-in period) stated in the solicitation.
C.8.4.3.3.5.1 Line 10 Basics

Costs included on this line are Severance Costs and Other Costs.  Other costs account for all other one-time conversion costs, such as relocation and retraining.  Severance Costs are calculated by taking four percent of the Line 1 basic pay.  Other Costs are calculated by taking one percent of the Line 1 basic pay.  If the first period of full performance is less than one full year, COMPARE will annualize the basic pay only for the purpose of determining one full year of severance pay and other pay one-time conversion costs.  COMPARE breaks up Line 10 into the two cost record categories.
C.8.4.3.3.5.1.1 Line 10A – Severance Pay

Severance Pay is a breakout between Civilian Appropriated Fund employees (GS and FWS employees), Civilian NAF employees, and Foreign National employees as shown in Figure C-19 below.  

Figure C-19:  COMPARE Line 10A – Severance Pay Cost Worksheet
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The data fields associated with Line 10A COMPARE records are described below:
· Location: COMPARE automatically pulls the locations from the records entered in Line 1.
· Functional Area: COMPARE automatically pulls the functional areas used from the records entered in Line 1.
· Severance Pay Factor: COMPARE automatically enters the corresponding severance pay factor based on the values stored in Table 8.

· Number of Assigned Civilians in the Current Organization: This is the only field that requires the COMPARE Analyst to enter data in Line 10A for Civilian Appropriated Fund employees.  The COMPARE Analyst will enter the number of assigned civilians in the current organization for the location and function, as appropriate.  If the COMPARE Analyst enters more FTEs than shown in the MEO FTEs field, COMPARE will display a message to state that the MEO FTEs has been exceeded, and that COMPARE will only estimate severance pay costs based on the maximum number of MEO positions.  This message is for informational purposes only and will not affect the entries in this field.
· MEO FTEs: COMPARE automatically calculates the MEO FTEs based on the values entered in Line 1.
· MEO Basic Pay: COMPARE automatically computes the amount of the MEO Basic Pay based on the costs stored in Line 1.  This field reflects the adjusted total basic pay from Line 1.  In other words, this value is a sum of all the basic pay costs for all the records in each category and then adjusted for inflation/proration accordingly.
· Estimated Severance Pay Cost: COMPARE automatically computes the estimated severance pay costs based on the severance pay factors in Table 8, number of assigned civilians, MEO FTEs, and MEO Basic Pay.  If the number of assigned civilians exceeds the MEO FTEs, then the calculation will default to the MEO FTEs for computing the severance costs.
C.8.4.3.3.5.1.2 Line 10B – Other One-Time Conversion Costs

COMPARE automatically computes all other one-time conversion costs on Line 10B.  This line does not provide a data entry form like other cost lines.  COMPARE calculates the other conversion costs based on the other one-time conversion cost factors in Table 8 and MEO Basic Pay.
C.8.4.3.3.6 Line 11 – Gain on Assets

As the MEO Team develops the MEO, they may decide that certain assets are no longer needed.  These assets may be disposed of without consideration because this action will happen regardless of the performance decision.  The competition is concerned with comparing the MEO with that of the best private sector or public reimbursable bidder.  As a result, only assets that are to be used solely by the MEO and not made available to the private sector or public reimbursable bidders and that are 100 percent allocated to the MEO are considered in this line. 

C.8.4.3.3.6.1 Line 11 Basics

Line 11 represents the estimated gain on assets from the sale or transfer of Government assets at the net book value of the asset as of the start date of the first performance period.  Because this generates revenue for the Government, the cost will be subtracted from Line 7.  
All records on Line 11 represent Line 3 capital equipment and facilities for which depreciation cost is applied and the purchase date occurred before the first performance period began.  COMPARE automatically calculates this line after the period in which the capital asset is disposed of or transferred is selected.  Figure C-20 below shows what Line 11 looks like in COMPARE:
Figure C-20:  COMPARE Line 11 – Gain from Disposal or Transfer of Assets
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The data fields associated with Line 11 COMPARE records are described below:
· Asset Name: COMPARE automatically pulls the name/description of the capital asset from the appropriate records entered in Line 3A.
· Cost Category: COMPARE automatically populates this field with the appropriate category.  There are three valid options recognized by COMPARE:
· Capital Equipment

· Facility

· Functional Area: COMPARE automatically pulls the functional areas used from the records entered in Line 3A.

· Location: COMPARE automatically pulls the locations used from the records entered in Line 3A.
· Capital Asset Quantity: COMPARE automatically pulls the quantity of the corresponding item from the records entered in Line 3A.

· Acquisition Cost: COMPARE automatically pulls the acquisition cost from the records entered in Line 3A.
· Quantity: The COMPARE Analyst will enter the asset quantities transferred or disposed of for each record in the second performance period.  The second performance period is the only period in which a quantity can be entered.  There may be instances where the COMPARE Analyst will not schedule all of the quantity associated with the asset because the MEO Team has determined that the asset is still needed, even if performance of the activity is converted to a private sector or public reimbursable source.  
C.8.4.3.3.7 Line 12 – Federal Income Tax Adjustment

Line 12 is completed at the time of the cost comparison/performance decision.  This line factors in the potential Federal Income Tax revenue to the Government, unless the Private Sector source is tax-exempt.  Federal income taxes reduce the Government’s net cost of contracting by generating revenue to the Government for the portion of the contract price subject to Federal income taxes.  If the prospective provider is a tax-exempt organization, Line 12 will be zero.  This cost is subtracted from the total cost of Line 7.  
The CO shall determine and enter the appropriate industry code from the Tax Rate Table (COMPARE table 14), which is based on the North American Industry Classification System (NAICS).  Refer to Section X: Cost Comparison and Performance Decision, for further detail on entering the appropriate industry code at the cost comparison.  To determine the Federal income tax deduction, the contract price for each performance period is multiplied by the applicable tax rate and entered on Line 12 as a negative number.  COMPARE automatically calculates the adjustment based on the cost entered in Line 7.
C.8.4.3.3.8 Line 13 – Total Adjusted Cost of Private Sector or Public Reimbursable Performance

This line is the total cost to NIH of private sector or public reimbursable performance and is automatically calculated by COMPARE as the sum of the Private Sector or Public Reimbursable Cost Estimate, Contract Administration Costs, Additional Costs, One-time Conversion Costs, Government’s Gain from Disposal of Transfer Assets (negative number), and Federal Income Tax Adjustment (negative number) (Lines 7-12).
C.8.4.3.4 Decision Calculations, Lines 14 through 18

This section describes the cost elements included to determine the Standard Competition performance decision.  It includes a determination of not only the low-cost provider (performance decision), but also a determination of other costs that would be incurred in the event NIH converted the activity to a private sector or public reimbursable source, as well as the total cost difference between agency performance and private sector/public reimbursable performance.  The SCF identifies the categories of decision calculation costs on Lines 14 through 18.  These line items are as follows and are discussed below:

· Line 14: Conversion Differential
· Line 15: Adjusted Total Cost of Agency Performance (Line 6)

· Line 16: Adjusted Total Cost of Private Sector or Public Reimbursable Performance (Line 13 + Line 14)

· Line 17: Cost Difference (Line 16 – Line 15)                  _   

· Line 18: Low-Cost Provider
C.8.4.3.4.1 Line 14 – Conversion Differential

The conversion differential is established to ensure that the Government does not convert for marginal estimated savings, and captures non-quantifiable costs related to a conversion, such as disruption and decreased productivity.  The conversion differential is a cost that is the lesser of 10 percent of the MEO’s total personnel-related costs (Line 1) or $10 million over all the performance periods stated in the solicitation.  COMPARE automatically calculates this cost.
C.8.4.3.4.2 Line 15 – Adjusted Total Cost of Agency Performance

The total agency costs (Line 6) are replicated on Line 15 with no further adjustments.  COMPARE automatically calculates the cost and enters it on the SCF Line 15.  
C.8.4.3.4.3 Line 16 – Adjusted Total Cost of Private Sector or Public Reimbursable Performance

If the Standard Competition is for work currently performed in-house, Line 16 equals the sum of the total adjusted cost of private sector/public reimbursable performance (Line 13) and the conversion differential (Line 14).    COMPARE automatically calculates the cost and enters it on the SCF Line 16.  
C.8.4.3.4.4 Line 17 – Cost Difference

In a Standard Competition, the cost difference is calculated by subtracting Line 15 from Line 16 and entering the result on Line 17.  COMPARE automatically calculates the costs and enters it on the SCF Line 17.

C.8.4.3.4.5 Line 18 – Low-Cost Provider

A positive amount on Line 17 indicates a decision for MEO performance, and a negative amount indicates a decision for Private Sector or Public Reimbursable performance.  For either a low-cost decision or an other-than-low-cost decision in a Standard Competition, the Source Selection Authority’s (SSA) decision is indicated by an “x” on Line 18.  For an other-than-low-cost decision, the SSA shall document the reasons for such a decision in accordance with Attachment B of the Circular.  COMPARE automatically marks the checkbox next to the winning source.

C.8.4.4 Phase-in Period

The COMPARE Analyst should review the MEO’s Phase-in Plan to determine personnel and non-personnel costs that will be incurred during the phase-in period.  Estimated FTEs for phase-in activities such as trainings and meetings must be included by position in the ACE.  Any other costs such as trainings and travel and materials and supplies which need purchased during the phase-in must be accounted for on the appropriate COMPARE costing line in the ACE.  When dealing with phase-in periods less than one year, the data must be entered into COMPARE as if it were an annual requirement so that the program can calculate the costs correctly.  COMPARE automatically prorates the cost based on the entered FTE number.  Therefore, the entered FTEs must be increased by a conversion factor.  COMPARE will then prorate to the correct cost.  Supporting documentation for the phase-in FTEs and any non-personnel costs should be included.  In a Standard Competition, COMPARE automatically designates the first performance period as a Phase-in Period.
C.8.4.5 Agency Cost Estimate Supporting Documentation
Each cost in the ACE should track back to an original source and all supporting documentation, such as the historical cost data covering a 12-month time period that is gathered and analyzed, should be available upon request and/or included as part of the submitted proposal, whether it be under the same cover as the ACE COMPARE records or as a separate exhibit or attachment.  Collect and save any documentation used in determining or calculating the costs.  This is very important in the event of an appeal, protest, or audit.  Appeals and protests are discussed in detail in Section E of this Guidebook.  The size and type of supporting documentation will range from study to study.
C.8.4.5.1 COMPARE Records

The end result of using the A-76 costing software, COMPARE, is to produce the SCF, which is certified at the cost comparison as the government’s estimate of the cost to provide the services detailed in the PWS and solicitation using a Federal in-house workforce.  Although the SCF provides the bottom-line, there should be sufficient supporting documentation to back-up the costs reflected on the SCF.  The numerous costing worksheets and records available through the software provide a level of detail that cannot be reflected on the SCF.  The COMPARE Records can only provide so much detail as well.  Further detail from an ACE Narrative and personnel and other non-personnel cost documentation is necessary to provide traceable details as to where and how costs on the SCF came from or were determined. 
C.8.4.5.2 ACE Narrative
Once the COMPARE file has been finalized, it is suggested that a narrative which includes the SCF as an exhibit or attachment be developed to provide some background to the ACE.  The narrative may include a general discussion of the OMB policy governing A-76 costing, a brief discussion of the mandated A-76 costing software, COMPARE, a detailed description of the specific costing lines that appear on the SCF, and also specific details of the actual costs included in the ACE.  The narrative should detail where the actual costs came from (may reference a point-of-contact and/or the database or system a report containing an ACE cost was run from) and why (may reference the PWS or solicitation section) the costs are included.
C.8.4.5.3 Personnel Supporting Documentation
The ACE should also provide as supporting documentation the personnel wage/salary pay tables (OPM locality pay tables for GS and FWS personnel, special salary rate tables for GS personnel, rates for Commissioned Corps personnel, and any applicable pay band rates).  Other personnel documentation includes Economic Price Adjustment (EPA) designations from HR and/or PD cover sheets which indicate FLSA exemption status, historical premium pay records, and even a personnel cost spreadsheet that summarizes the MEO staffing, including individual position titles, position types, grades, FTEs, overtime hours, awards and other premium pay, wages, salaries, and fringe benefits.  This personnel cost spreadsheet may be used as a tool to summarize the personnel specific data that is required data entry on Line 1 of COMPARE.  The spreadsheet can also serve to calculate the premium pay costs per position.  COMPARE allows for only one entry of “Other Pay”, which represents the total cost of premium pay (OT, Sunday pay, Holiday Pay, Shift pay, etc.) a position is estimated to receive.  The COMPARE Analyst should calculate the various types of premium pay based on the MEO Team’s personnel-related decisions, the scope of the study and solicitation, and analysis of historical premium pay. 
C.8.4.5.4 Other Types of Supporting Documentation
Other types of supporting documentation include the inflation factors published in the Federal Register for competitive sourcing studies, copies of existing subcontracts and statements-of-work (SOW) and possibly invoices, references to the database storing material and supply information, EOY or FY reports, etc.  Any proprietary information visible in the supporting documentation should be redacted.     
C.8.5 Reviewing the Completed Agency Cost Estimate

The ATO and MEO Team will review the complete ACE package (e.g, the narrative document, the COMPARE report printouts, and supporting documentation such as OPM locality pay tables, Federal Register notice of inflation factors, and copies of existing subcontracts utilized by the MEO).  Below is a list of things that the ATO should review before the ACE is finalized for submittal with the Agency Tender.

· Performance Period Dates:  Ensure that the dates entered into COMPARE match the dates included on the solicitation (Section B) exactly.  Performance period dates can be reviewed on the “Study Information” screen, as well as the “Study Characteristics” report.

· Study Table 2 – GS Pay Schedules: Verify that the appropriate salary rates for each location have been entered.  A hard copy of the applicable salary tables should be included with the cost estimate, or tables can be obtained from the web at www.opm.gov/oca/payrates/index.asp.  Remember, GS personnel should be costed using Step 5 salary rates.

· Study Table 3 – FWS Pay Schedules: Verify that the appropriate pay rates have been entered.  A hard copy of the applicable salary tables should be included with the cost estimate, or tables can be obtained from the web at www.cpms.osd.mil/wage/wage.html.  Remember, FWS personnel should be costed using Step 4 pay rates.

· Line 1 – Personnel:  Verify that the entire staff identified in the MEO (position titles, locations, grades, entitlements, other pay, and FTE) is contained on Line 1.
· Line 2 – Materials and Supplies: Review the supporting documentation and COMPARE reports to ensure that all materials and supplies that will be necessary for the MEO to perform the services listed in the solicitation are included on this line.  Also, ensure that no Government-furnished materials and supplies are included in the cost because this is considered a common cost and should not be included in the ACE.

· Line 3 – Other Specifically Attributable Costs: Review all supporting documentation and COMPARE reports for all applicable Line 3 costs.  Ensure that all items/costs required by the MEO to perform the services are included on this Line.  Also, ensure that no items furnished as GFP are included in the cost because these items are considered common costs and should not be included in the ACE.

· Line 5 – Additional Costs: Review supporting documentation and COMPARE reports to ensure that the costs are required by the solicitation to perform the services.

· Line 10 – One-time Conversion Costs: Verify that the one-time conversion costs have been calculated in accordance with the Circular.  Severance Pay should be calculated as four percent of Line 1 Basic Pay and Other Costs should be calculated as one percent of Line 1 Basic Pay.  COMPARE will automatically calculate the Basic Pay value.

· SCF: Ensure that cost totals on the SCF match the totals on the reports for the individual lines.

C.8.6 Potential Pitfalls

· Not having thorough documentation to support the costs for the ACE could be a major problem if there is an appeal/protest to the competition decision or an audit.  

· The ATO and MEO Team must carefully follow solicitation instructions and PP dates and track amendments. 
· The COMPARE Analyst should work closely with the HRA when making personnel Economic Price Adjustments (EPA) designations. 
· Do not put off gathering historical costing information until the last minute.  Cost data can be gathered before the MEO staffing is finalized.
· All information and supporting documentation for the ACE should be retained for five years following the performance decision date.  However, if there is an appeal, the information should be retained for five years following the date of the appeal decision.
C.8.7 Lessons Learned/Best Practices/FAQs

Once the ACE is completed, it is very important to check all of the work and data entry.  In Exhibit C.7-1, you will see a checklist of what the COMPARE Analyst should review, once he/she has finished entering the data and is ready to print the SCF.
C.8.8 Timelines

Cost data gathering can begin soon after the study is announced on FedBizOpps.  It is better to begin data collection of the most recent 12-month time period (e.g. FY or CY) as soon as possible in order to avoid last minute number crunching.  The collected historical data will be analyzed and used in part to determine certain ACE costs.  The historical data is not necessarily used AS-IS.  It is adjusted based on the solicitation, scope of the study, and MEO Team decisions.  Although the solicitation, PWS, and MEO decisions affecting the costing of the ACE will occur further down the road, it is difficult to gather all the relevant costing information in the brief time period between finalizing the MEO and submitting the Agency Tender at the solicitation’s closing date.  
The MEO Team should provide the draft MEO and Agency Tender to the COMPARE Analyst in order to produce the draft ACE.  The COMPARE Analyst will also need the PWS and solicitation version available at that time.  The level of completion of the PWS and solicitation will dictate the level of completion of the draft ACE.  The ATO and any other MEO Team members should review (Exhibit C.7-2 provides suggestions for reviewing) the draft ACE and provide the COMPARE Analyst with comments and questions.  Revisions to the PWS and solicitation will impact the ACE.  The MEO Team should keep the COMPARE Analyst informed of changes to the PWS, solicitation, and any MEO decisions that affect ACE costs.  

After the final MEO and Agency Tender are agreed upon and provided to the COMPARE Analyst along with the final PWS and solicitation, all necessary changes should be incorporated into the ACE.  The COMPARE Analyst should receive ample time to incorporate all changes into the final ACE.  MEO staffing decisions and other decisions which impact the ACE costs, should not be made at the last minute.  These decisions can have a time consuming ripple effect on the ACE and jeopardize the deadline and quality of the ACE.  It is good practice to set a deadline for the MEO Team to finalize all MEO staffing and other decisions far enough in advance of the solicitations’ closing date in order to provide the COMPARE Analyst with sufficient time to produce the final ACE and have a final review.  The final ACE should be reviewed by the ATO and any other MEO Team members.  Once all final corrections are made to the ACE, the ATO should sign the SCF and include the ACE in the Agency Tender package delivered to the Contracting Officer on the solicitation’s closing date.        
