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CHAPTER 1: GENERAL INFORMATION 

1.0 FOREWORD 

This guide provides instructions for operating the COMPARE Office of Management and 
Budget (OMB) Circular A-76 costing software.  COMPARE was developed by Paradigm 
Technologies, Inc., 689 Discovery Dr., Ste 302, Huntsville, AL 35806 and is maintained 
for the Department of Defense (DoD) by Paradigm Technologies, Inc. under the 
guidance and direction of the Office of the Deputy Under Secretary of Defense 
(ODUSD) for Installations & Environment (I&E) Housing & Competitive Sourcing Office, 
Washington, DC. 

COMPARE is a software program designed to assist analysts in developing, 
documenting, and comparing the relative cost of operating commercial activities by 
agency, public reimbursable, or private sector sources.  These are competitions 
conducted under the provisions of OMB Circular A-76, Performance of Commercial 
Activities (May 29, 2003).   

1.1 REFERENCES 

• DoD Directive 4100.15, Commercial Activities Program, March 10, 1989. 

• DoD Instruction 4100.33, Commercial Activities Program, and Procedures, 
September 9, 1985. 

• Government Performance and Results Act (GPRA), 1993 

• DoD A-76 Costing Manual, Office of the Deputy Under Secretary of Defense 
for Installations & Environment, Housing & Competitive Sourcing Office, 
March 14, 2001. 

• OMB Circular A-76, Performance of Commercial Activities, May 29, 2003. 

• DoD Instruction 8500.2, Information Assurance (IA) Implementation, February 
6, 2003. 

• The Privacy Act of 1974, 5 U.S.C. § 552a 

1.2 PURPOSE 

This guide provides procedures for utilizing the COMPARE software to follow the 
guidelines outlined in the OMB Circular A-76.  
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1.3 OVERVIEW 

Instructions and procedures are provided so that you can “walk through” data 
processing activities while operating the COMPARE program.  The COMPARE User 
Manual is a guide to using your PC to perform the functions available to you in 
COMPARE.  It details the steps necessary to select menu options, complete entries, 
and understand the results. 

1.3.1 Guide Breakdown 

The following bullets provide a brief description of the chapters contained in this user 
manual.  These paragraphs give you an idea of what you can expect to encounter as 
you progress through this training. 

• Chapter 1 gives the general information necessary for you to gain a better 
understanding of COMPARE and this guide.  It introduces you to the basics of 
COMPARE, terminology, and other relevant information. 

• Chapter 2 introduces the COMPARE user environment, including system 
requirements and loading the program. 

• Chapter 3 provides an explanation of the COMPARE system’s Main Menu 
option: PRINT/UPDATE MASTER TABLES, including a table-by-table 
description. 

• Chapter 4 describes the process of creating and building a competition file by 
entering information on data entry cost records and generating the necessary 
supporting documentation. 

• Chapter 5 provides a breakdown of each line that you will be working with, 
and gives you the line basics, as well as OMB Guidance. 

• Chapter 6 provides an overview of baseline cost estimates and explains the 
functionality in COMPARE that allows you to create baseline cost files. 

• Chapter 7 provides an explanation of the DCAMIS data export feature (DoD 
only) and provides instructions on how to use this feature. 

• Chapter 8 provides an explanation of all other COMPARE Main Menu 
options, including editing and deleting studies, and backing up competition 
files. 

• Chapter 9 provides instructions for using the on-line help system. 

• Chapter 10 consists of a list of “hot buttons”, or helpful controls, that are used 
to operate the COMPARE program. 

• Chapter 11 describes topics pertaining to operating COMPARE in Access 
2007 and Windows Vista. 
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1.4 COMPARE TERMINOLOGY AND BASIC PROGRAM FEATURES 

The following paragraphs will explain the basic COMPARE terminology that you should 
understand to efficiently work with the program. 

1.4.1 Basic Terms 

Click:  Position cursor, via the mouse, onto the desired button or command.  Press and 
release the left mouse button to select/activate that option. 

Pull-down List (Drop Down List):  For those entries requiring a specific, valid response, 
COMPARE will provide a pull-down list.  If you click on the downward pointing arrow 
located on the list box, a list will display that contains references to all correct responses 
or entries.  If the list is larger than the window can accommodate, you can use the 
vertical scroll bar on the right side of the list window to see more of the list.  If you prefer 
to manually enter the data instead of selecting an item from the list, COMPARE will 
locate the closest match in the list as you begin typing your entry. 

1.4.2 Program Reference/Lookup Tables 

COMPARE uses two sets of tables: Master Tables and File Tables.  The Master Tables 
contain the variables (e.g., cost factors/rates) and codes (e.g., Competition 
Type/Method of Operation) used by the program.  The program uses these reference 
tables to perform a variety of functions, including editing your entries for accuracy, 
translating various code values, and automatically computing and inflating costs.  When 
you create a new competition file, COMPARE makes a copy of the Master Tables as 
the new File Tables.  However, once a competition is initiated, the File Tables are 
disconnected from the Master Tables and will require a manual update to the 
competition file. 

1.4.3 Passwords 

A password is an alphanumeric and special characters code you create to safeguard 
your competition file from unauthorized access. You are required to construct a 
password for each data file that is 8-16 characters and includes at least one each of an 
uppercase, lowercase, number and special character.  All special characters are 
accepted, except a semicolon (;), a space, and a single quotation (‘), which are invalid.  
COMPARE is sensitive to both upper and lower case letters.  For example, if you assign 
a competition file the password P@55w0rd and later attempt to retrieve it by keying in 
P@55WORD, access will be denied.  DO NOT FORGET YOUR PASSWORD!  Without 
it, you will be unable to access your competition file.  To safeguard against typing errors 
when you assign a password to a competition file, COMPARE requires passwords to be 
entered twice.  If both entries do not match, you are required to re-enter the passwords.  
Refer to Password Protection section of Chapter 4 for an expanded explanation of 
passwords. 
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1.4.4 Date Entries 

Dates may be entered in any common format.  COMPARE will recognize standard 
formats and convert them to MM/DD/YYYY.  Be sure to enter appropriate delimiters (i.e. 
symbols that separate the date elements such as slashes, dashes, commas, dots, 
spaces, etc.)  Dates may be entered as m/d/y (1/9/06), mm/dd/yy (01/09/06), dd-mmm-
yy (9 Jan 06), mm/dd/yyyy (01/09/2006), dd-mmm-yyyy (09 Jan 2006), mmm dd,yyyy 
(Jan 9, 2006) and other common formats.  Date masks in previous versions of 
COMPARE are no longer used. 

1.4.5 Exiting COMPARE (Quitting COMPARE) 

Always exit the program by selecting the EXIT COMPARE button from the Main Menu.  
Avoid exiting by turning off the machine or re-booting, as this may corrupt data entered 
during the current work session, or will cause you to lose data that you entered unless 
saved through the save function. 

1.4.6 Competition Files 

When a competition file is saved and later recalled, the original file remains unchanged 
until the competition file is re-saved.  When data is entered, it is stored temporarily until 
you exercise the save function.  Therefore, if you should experience a system crash due 
to unforeseen conditions such as storms or electrical interruptions, you can always 
recall the last saved version of the competition file, but not recently entered data unless 
you save it.  COMPARE provides an option to save the competition file at any work 
screen that allows user editing. 

1.4.7 Entering and Editing Data 

To preserve data integrity, COMPARE will not allow you to enter certain data out of 
sequence and will prompt you if you enter certain data items incorrectly.  The most 
efficient method of entering data is to key in the information in the first available entry 
box, and then press the ENTER key on your keyboard.  COMPARE will then move the 
cursor to the next available entry box in the sequence.  You can also move from field to 
field by using the TAB key (to move to the right) or the key combination of SHIFT + TAB 
(to move to the left).  When you have entered data in the last available entry box, 
pressing ENTER will advance the cursor to the first entry box on the next line.  Certain 
entries will cause COMPARE to prompt you for additional information, so it is important 
that you be aware of what is happening on the screen as you key in data. 

NOTE:  Although you can use the mouse to maneuver around the screen, using the 
TAB key is the preferred method.  This is to ensure data element entries are not omitted 
and all calculations occur. 

1.4.7.1 Editing Records 

Most of the COMPARE forms allow you to enter and edit records in windows or sub-
windows that resemble a spreadsheet view with records occupying a single row on the 
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form.  The categories (or fields) for each item in the record are designated by the 
column headings that appear as the first row in the window.  If a row representing an 
individual record is too wide to be visible on the screen, horizontal scroll bars at the 
bottom of the window will enable you to scroll to the right or left to view other segments 
of the record.  Likewise, if the number of records exceeds the vertical limitations of the 
screen window, vertical scroll bars located on the right hand side of the window will 
enable you to scroll up or down.  Figure 1-1 defines the key components of a form. 

To add a new record on the current form, click on the ADD RECORD (see Figure 1-1) 
control located at the bottom of the record window.  To edit existing data, position the 
cursor on the entry box to be edited, and use the normal editing methods (described 
below) to change the data.  COMPARE will lock certain entry boxes in those cases 
where the information in the box is based on a calculation from other entries, or requires 
pre-requisite information that has not yet been entered.  When in doubt, pressing the F1 
Help key should provide information about the status and purpose of the current entry 
box. 

To edit existing information, position the cursor at the point in the entry box where you 
want to begin editing.  By default, you are in the insert mode, which means text you key 
in will be inserted from the cursor position.  To switch to the overwrite mode, simply 
press the INSERT key on the keyboard once.  Pressing the INSERT key again will 
toggle you back to the insert mode.  To replace existing text, drag the cursor over the 
desired portion of text to highlight it.  When you begin typing, the selected block of text 
will be replaced. 

Column Headings 
Active Record 
Indicator 

Add New Record 
Control Button 

Horizontal Scroll Bar 

Vertical 
Scroll Bar 

Next Record 

Last Record 

Previous Record 

First Record 
Number of Records 

 
Figure 1-1. Editing and Navigating Through Records. 

1.4.7.2  Adding or Editing Record Information 

When you want to add or edit information in a record, place your cursor where you want 
to begin inserting the information.  Once you begin entering the information, a pencil 
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icon will appear in the column on the far left of the record to indicate that you may add 
or edit information in that specific row.  The pencil icon appears in place of the Active 
Record Indicator icon.  

1.4.7.3 Deleting Portions of Text 

To delete a portion of text in an entry box on a form, you can use a number of methods, 
depending upon what portion you want to delete.  To remove text from left to right, 
position the cursor at the point of deletion and press the DELETE key to remove one 
character at a time.  To remove more than one character at a time, use the mouse to 
drag and highlight the portion of text to be removed before pressing the DELETE key. 

To remove text from right to left, position the cursor at the point of deletion and press 
the BACKSPACE key to remove one character at a time.  To remove more than one 
character at a time, use the mouse with same method described in the previous 
paragraph. 

1.4.7.4 Deleting an Entire Field 

To delete an entire field, you first need to highlight it.  You can do so by either dragging 
the cursor across the entire body of text that comprises the field or, if the information in 
the field contains no spaces, you can simply double click the left mouse button 
anywhere on the field to highlight the entire entry.  In either case, once the information 
is highlighted, pressing the DELETE key from the keyboard will remove it from the form 
and from the underlying record. 

NOTE:  Numeric values cannot be null.  They must contain a positive or negative value 
or zero.  For those entry boxes containing values, instead of deleting entries you do not 
want, replace them with zeroes.  In most cases, COMPARE will assign a default value 
of zero to any numeric fields that have not been populated by your information. 

1.4.7.5 Deleting an Entire Record or Multiple Records 

To delete an entire record, highlight the row (see Figure 1-2) to be deleted by clicking 
on the gray box to the extreme left of the record, and then press the DELETE key on the 
keyboard.  Before the record is actually deleted from the underlying table, you will be 
prompted to confirm (OK) or reject (CANCEL) the delete action.  If you confirm, the 
record will be deleted.  If you cancel, the delete action will be canceled and the record 
will remain intact.  You can also delete multiple records by selecting multiple rows and 
pressing the DELETE key.  You will receive a confirmation message only once to 
confirm deletion of selected records (i.e., not for each record).  Once deleted, the 
records cannot be recovered.  Therefore, it is important to be sure you wish to continue 
the operation before confirming the deletion. 
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Figure 1-2. Row Highlighted for Deletion. 

1.4.7.6 The ESC Key 

When entering or editing data on a COMPARE form, it is important that you understand 
how the ESC key works under certain conditions.  In most cases, as you enter 
information in an entry box on a cost record or form, that information is stored in an 
underlying record until you leave the entry box by performing one of the following 
actions: 

• Press the ENTER key. 

• Press the TAB key. 

• Use the left mouse button to click on a different part of the form. 

• Exit the current form or press a button that activates another form. 

Pressing the ESC key will remove data just entered in an entry box if that data has not 
yet been stored by performing one of the above actions.  If you are overwriting existing 
data and have not performed one of the above actions, pressing the ESC key will 
restore the data you have overwritten. 

NOTE:  Using the ESC key does NOT allow you to escape from an entire screen.  The 
ESC key allows you to abandon a field, but not an entire record.  The BACK button 
must be used to escape an entire screen and only works when there are no partially 
complete records. 

1.4.8 Moving from Subform to Subform on Cost Records Forms 

Most of the cost records have two or more forms in the viewing window.  You can 
navigate from form to form by clicking the mouse pointer on any field you need to edit 
on a form.  An alternate method is to press the F2 key.  This action will cycle the cursor 
focus to the next form in the sequence defined by the particular screen being displayed.  
In those cases where the screen contains three or more forms, it may be necessary to 
repeat the key combination until the desired form has the focus. 
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1.4.9 Using Form Buttons 

There is one important feature common to all buttons used in COMPARE.  Any button in 
COMPARE can be accessed by either clicking on the button with the left mouse button, 
or by pressing the key combination of ALT + the letter that is underlined on the button.  
You should employ the method that is most comfortable and efficient. 

1.4.9.1 PRINT Button 

Most COMPARE forms allow you to print formatted reports containing 
the data from the current form.  In those cases where COMPARE offers 

more than one report, clicking on the PRINT button (or pressing the key combination of 
ALT + P) displays a menu from which you can select the desired report.  On those 
forms containing an UPDATE button, all calculations associated with the update 
function are performed before the Print Menu (see Figure 1-3) is displayed.  If there is 
only one report associated with the form or cost record, COMPARE will display the 
report as it would appear in hardcopy. 

 
Figure 1-3. Example of Typical Report Print Menu. 

1.4.9.1.1 Printing Individual Documents 

To print a hardcopy record, click VIEW CURRENT RECORD.  
Once the record is visible, click on the PRINT OPTIONS 
Menu at the top of the screen with the mouse, (or press the 
key combination of ALT + P).  From the option list that 
displays, select the print option.  If you want to print to your 
system’s default printer, simply select the OK button at the 

Print Menu (see Figure 1-4) or click on Setup with the mouse (or press the key 
combination of ALT + S) if you want to customize the print settings or select an alternate 
printer.  You will notice throughout the program that many of the reports also have 
“Publish It with MS Word” option in the PRINT OPTIONS menu.  This feature allows you 
to send a copy of the report to MS Word, which can be a very useful feature for reviews 
and sharing of information between team members or reviewers.  Due to the extremely 
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complex nature of some of these reports and the limited export capability in MS Word, 
some reports do not have this option. 

 

Figure 1-4. Final Print Screen. 

1.4.9.2 SAVE FILE Button 

COMPARE automatically saves all additions, deletions, or edits made during the current 
work session when you exit the program.  However, it is a good idea to frequently save 
your work to avoid loss of data due to power or machine failures.  Should some 
unforeseen event occur that disables COMPARE before you have properly exited the 
program, all work performed during that work session but not saved will be lost.  All of 
the cost records and competition file reference table screens have a SAVE FILE button 
located at the bottom of the work screen.  At any point, you can click this button (or 
press the ALT + S key combination) to save any work performed during the work 
session.  Whenever you initiate the SAVE FILE procedure, you will not be prompted to 
enter your password.  COMPARE automatically saves the file using the current 
password you used to open the data file. 

 
1.4.9.3 UPDATE Button 

The UPDATE button appears on all COMPARE cost records that involve 
calculations.  If you click on the UPDATE button with the mouse (or 

press the key combination of ALT + U from the keyboard) all necessary calculations as 
a result of new or changed entries are performed and posted to the appropriate 
performance periods.  This same update calculation occurs automatically when you 
select the PRINT or BACK buttons. 

NOTE:  The UPDATE procedure does not save the competition file data.  To save the 
competition file, you need to employ the SAVE FILE button mentioned before. 
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1.4.9.4 BACK Button 

The BACK button appears on all COMPARE forms.  If you click on the 
BACK button with the mouse (or press the key combination of ALT + B 

from the keyboard), the form will be dismissed and the control will be returned to the 
previously active form.  On those forms containing an UPDATE button, all calculations 
associated with the update function are performed when the form is exited.  COMPARE 
performs necessary cleanup and calculation procedures when the BACK button is 
selected.  The next three buttons appear on message forms that occur in response to 
user input events. 

1.4.9.5 CANCEL Button 

The CANCEL button appears on message forms that are initiated by an 
action you have taken that may have undesired consequences, such as 

a delete action that may remove more than just the currently displayed record.  On such 
message forms, you are normally given two options: OK – which allows the processing 
to continue with the action initiated by you, or CANCEL – which cancels the action and 
returns you to the point in the processing just prior to the action that invoked the 
message or warning box. 

1.4.9.6 CONTINUE Button 

The CONTINUE button is used on forms and subforms where you have 
selected a choice or provided input.  The CONTINUE button signals the 

software to continue processing using the input provided by you. 

1.4.9.7 OK Button 

The OK button appears on system messages and prompts that occur in 
response to errors or to confirm actions just taken by you.  In most 

cases, the only option is to either press ENTER or click on the OK button with the 
mouse.  Either action will dismiss the message box and return to normal processing. 

1.4.9.8 VIEW CURRENT RECORD Button 

The VIEW CURRENT RECORD button is available on all of the 
cost records.  When you click on this button, COMPARE will 

update the records for the line number, and then display the detailed report for the 
currently selected record.  This convenience allows you to view all of the details for a 
particular record without going through the selection process from the Print Menu.  You 
may also print from the View Current Record option. 

1.4.9.9 PP DATES Button 

The PP DATES button appears on all line number work screens.  Its 
purpose is to allow the user to review the current performance period 
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“to” and “from” dates.  Clicking on the CLOSE button will dismiss the performance 
period dates window that is displayed. 

1.5 PROCESS/ANALYST DESCRIPTION 

If you are working with an A-76 competition, then you are very aware that each task 
involved is dependent on the one before it.  It is very important that you, the user and 
the analyst, understand the details of the MEO, as well as the solicitation, for which you 
have designed the competition file. 
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CHAPTER 2: GET STARTED! 

2.0 SOFTWARE OVERVIEW 

COMPARE is a simple and easy-to-use software package designed to operate as a 
standalone PC application that cannot be run from a network as a multi-user 
application.  The software is based on a Microsoft Access 2003 platform, and is 
available on the Internet.  The software is command button driven and each of these 
command buttons are explained throughout this manual. 

If a user chooses to run COMPARE on a computer that is connected to the Internet 
and/or local area, wide area, or other network environment then it is the responsibility of 
the user to ensure that proper virus protection and intrusion detection protocols are in 
place to protect the COMPARE cost data.  As security protocols vary by agency and 
location, users should consult their internal computer/network staff to confirm that the 
system that COMPARE is to be installed on is properly and adequately protected 
against unintended security breaches, intrusions or any other data loss scenario or 
breach of data integrity. 

2.1 SYSTEM REQUIREMENTS 

The following is a list of the minimum system requirements and recommended system 
settings that are needed to operate the COMPARE Software. 

• IBM Compatible PC with a Pentium processor (PentiumIII/250 or higher is 
recommended). 

• Hard Disk with 60 megabytes (MB) of free space. 

• 128 MB of random-access memory (RAM) (256 MB or more is 
recommended). 

• Internet Explorer Version 5.0 or higher.  (WEB Update feature requires an 
active Internet connection.) 

• A Microsoft mouse or other compatible pointing device. 

• A VGA, or compatible display (SVGA or higher is recommended). 

• Microsoft Windows XP or Windows VISTA. 

• Recommend using Microsoft Access 2003 or Access 2007 rather than full 
installation of COMPARE as described below. 

• Normal Size (96 dpi) setting for Font Size (note: this setting is also referred to 
as “small fonts” on some operating systems).  Settings larger than the default 
96 dpi may prevent text in COMPARE from properly displaying on the screen. 
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2.2 LOADING THE PROGRAM 

2.2.1 User Rights – Installing & Running COMPARE 

Beginning with version 3.5, no installation is required for COMPARE.  If Microsoft 
Access 2003 or Microsoft Access 2007 is installed on the computer, you can simply 
copy the COMPARE program file (compare3.mde) and the COMPARE Help File 
(compare.hlp) to a folder on your computer.  From Microsoft Access, you can then open 
the COMPARE program file (compare3.mde) and COMPARE will operate.  However, if 
Microsoft Access 2003 or Microsoft Access 2007 is not installed on the computer, a full 
installation is available which will install an Access 2003 runtime engine on your 
computer.  The user rights, operating system security protocols, administrator rights, file 
sharing privileges, and information assurance protocols that applied to version 3.4 and 
earlier versions will still affect the full installation of version 3.5. 

Before getting into the process of installing COMPARE, it is important to point out a 
couple specific security issues that you may encounter in this process.  To install 
COMPARE, you must have Administrator rights on your computer.  If you do not have 
Administrator rights, you will need your local Administrator to perform the installation for 
you.  COMPARE will be installed so it is available to all users on your computer but may 
require other additional settings to function properly within certain security environments 
and operating systems as discussed in the following paragraph.  If your Administrator 
installed COMPARE, we recommend that you test the installation while your 
Administrator is still present.  To do this, have the Administrator logoff and then logon as 
yourself and open COMPARE.  Try to create a new file or open an existing file when 
COMPARE opens.  If you experience any problems with this you need to have your 
Administrator grant additional permissions as described in the following paragraph. 

In addition to special permissions for installing the software, there are special 
permissions that must be granted to run COMPARE depending on your operating 
system.  COMPARE is designed to read and write data real-time and therefore you 
must have both read and write permissions to the files used by COMPARE.  If you are 
not part of the Administrator’s group or the computer Administrator for your computer, 
your local Administrator will need to grant you read and write permissions for the 
C:\Program Files\COMPARE folder.  The most reliable method to do this is to go to the 
C:\Program Files\COMPARE folder (or the folder where COMPARE was installed), right 
click on the folder and select properties.  Once in the properties dialog box, select the 
security tab and then select the “Users” group.  Once you have selected this group, 
select the “Full Control” option in the permissions area of the window.  This will grant the 
appropriate rights to files in the C:\Program Files\COMPARE folder and prevent 
problems running COMPARE.  This operation can only be performed by your 
Administrator and is only necessary if you experience problems running COMPARE 
after it is installed. 
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2.2.2 Installing COMPARE Software 

2.2.2.1 Abbreviated Installation 

If you have MS Access 2003 or MS Access 2007 already installed on your computer, 
you will only need to copy the COMPARE program files (compare3.mde, compare.hlp, 
readme.txt, and compare3.ico) to a folder of your choosing.  You will need full read and 
write privileges to this folder, as described above.  If you are using MS Access 2007, 
see Chapter 11 for more information concerning operating COMPARE within that 
application.   

For your convenience, we have packaged the basic COMPARE v3.5 in a self-extracting 
file that will copy the necessary files to your computer.  We refer to this process as the 
“Abbreviated Installation”  to distinguish it from the Full installation.   

The abbreviated installation is the simplest and preferred way to load COMPARE onto 
your computer.  To complete the abbreviated installation of COMPARE, whether from a 
CD or other method, run the file vXXupgrade.exe, where XX is the version number 
(30 would be version 3.0 for example). The dialog boxes that appear are primarily 
informational, but you will be given the opportunity to change the default installation 
folder. 

NOTE:  By default, COMPARE will install the program on your hard drive in the folder 
C:\Program Files\COMPARE.  If you desire to install the program in another location, 
click on the button labeled CHANGE FOLDER, and COMPARE will allow you to select 
an alternate location.  

Whether you decide to change the installation location or accept the default, continue 
the installation process by selecting OK.  It is recommended that you use the program’s 
default to make editing COMPARE files easier.  The first time you run COMPARE, it will 
determine whether Windows XP or Windows VISTA is in use.  Based on this, it will 
automatically set the default directory to “\My Documents” for Windows XP or 
“\Documents” for Windows VISTA.  The first time you save a cost estimate data file, the 
folder where you save the file will become the default directory, until you save to a 
different folder.  COMPARE will always default to the last folder where data files are 
saved.  To proceed with the installation, click on the NEXT button and follow the on 
screen instructions until the installation is complete. 

Unlike the full installation, no icons will be placed on your desktop and no menu item will 
be created on the Windows Start Programs menu.  Once you have completed the 
Abbreviated Installation, you must launch MS Access, select the menu File >> Open,  
and navigate to the folder you designated for installation.  There you will select the 
COMPARE program file (compare3.mde) to start the program.  If you wish to add a 
COMPARE shortcut to your desktop, consult your Windows Help for information on how 
to create desktop shortcuts and assign an icon to the shortcut.  You will find the 
COMPARE icon in the installation folder.  You may need your system administrator to 
assist you with this process. 
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2.2.2.2 Full Installation 

Before installing COMPARE, verify that you have already installed Windows XP or 
Windows Vista.  If not, complete the installation of the Windows software before 
continuing with COMPARE installation.  In order for COMPARE to fully display its forms, 
you should first ensure that the “Display Property Settings” (which you can access 
through the Control Panel) match the following: 

• Desktop Area: 1024x768 is recommended, must be at least 800x600 pixels 

• Font Size: small fonts (Normal 96 dpi) 

In most cases, using the full installation of COMPARE will be very simple and the 
procedures are similar to version 3.4 and earlier versions.  However, there are cases 
because of tight or unique computer and network security requirements at various 
agencies that the installation process may require the support of your local computer 
staff.  There are numerous articles in the COMPARE helpdesk knowledge base 
regarding unique, complex, and/or difficult installation situations.  If you experience 
problems installing COMPARE, please visit the COMPARE helpdesk online and browse 
through the knowledge base and if necessary submit an issue for our technical staff. 

To install COMPARE, whether from a CD or other method, run the file 
vXXcompsetup.exe, where XX is the version number (30 would be version 3.0 for 
example).  When the COMPARE Setup dialog displays, Figure 2-1, select NEXT. 

 
Figure 2-1. COMPARE Setup Welcome Dialog Box. 
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NOTE:  By default, COMPARE will install the program on your hard drive in the folder 
C:\Program Files\COMPARE.  If you desire to install the program in another location, 
click on the button labeled CHANGE FOLDER, and COMPARE will allow you to select 
an alternate location.  See Figure 2-2. 

Whether you decide to change the installation location or accept the default, continue 
the installation process by selecting OK.  It is recommended that you use the program’s 
default to make editing COMPARE files easier.   The first time you run COMPARE, it 
will determine whether Windows XP or Windows VISTA is in use.  Based on this, it will 
automatically set the default directory to “\My Documents” for Windows XP or 
“\Documents” for Windows VISTA.  The first time you save a cost estimate data file, the 
folder where you save the file will become the default directory, until you save to a 
different folder.  COMPARE will always default to the last folder where data files are 
saved.  To proceed with the installation, click on the NEXT button and follow the on 
screen instructions until the installation is complete. 

 
Figure 2-2. COMPARE Setup Destination Folder/Location Dialog Box. 

NOTE:  Before you initiate the installation, you have one final opportunity to change the 
installation location or exit the setup procedure.  If the installation is successful, you will 
see a COMPARE setup message stating the installation was completed successfully.  
Dismiss the message screen by selecting OK. 

The setup operation will create a program group with two icons.  
You can access COMPARE by clicking on START (usually 
located at the bottom left corner of the Windows screen), 
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selecting Programs, and then selecting COMPARE from the Programs sub-menu.  You 
can then start COMPARE by clicking the LAUNCH COMPARE option. 

2.2.2.3 Upgrading COMPARE 
Upgrades are commonly an emergency software release and are represented by a 
change in the minor version number.  When an emergency software release is 
accomplished, the upgrade process is accomplished by downloading the self-extracting 
Abbreviated Installation file.  The difference between the Abbreviated Installation and 
the Upgrade process is that an upgrade assumes that you do not have Microsoft 
Access installed and that the Access runtime has been installed via the Full Installation.  
When initiated, the upgrade process copies the corrected files (e.g., compare3.mde, 
compare3.chm, readme.txt) into the existing installation folder.    Upgrading COMPARE 
requires that the software was previously installed using the Full Installation that 
deploys the Access runtime engine and has not been uninstalled.  In other words, there 
must be an existing COMPARE installation on the computer to upgrade successfully.  
When you have Microsoft Access installed using the Full Installation, and there is a 
change in the major version number and the minor version number is zero, a completely 
new Full Installation is required. 

2.3 ARCHIVING A VERSION 

It is very important that you understand how to archive and store copies of COMPARE 
in case you need to revert back to an older version at some point in the future.  It is 
recommended that you place a copy of the COMPARE installation file used to install the 
particular version being archived as well as the most recent updated compare3.mde file 
from the COMPARE directory on a CD.  You may also want to include a copy of the 
version change summary on this disk.  Having these files will allow you to install this 
version on a computer at any time.  Refer to the section on archiving and storing 
competition documentation for more details. 

2.4 COMPARE MAIN MENU 

After the opening screen, the COMPARE Main Menu will display.  The COMPARE Main 
Menu serves as a launch pad from which you initiate most of the other COMPARE 
functions (see Figure 2-3).  The Main Menu also lets you know the version number of 
the COMPARE software you have installed on your computer.  For example, you will 
notice that the image in Figure 2-3 shows Version 3.4.  This screen will also provide the 
date that the version was released. 
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Figure 2-3. COMPARE Main Menu. 

2.4.1 Option/Command Buttons 

The COMPARE Main Menu consists of the following five option or command buttons.  
The use of these buttons will be discussed in the following chapters. 

• Create File 

• Edit File 

• Print/Update Master Tables 

• About COMPARE 

• Exit COMPARE 

2.5 COMPETITION FORM 

The Standard Competition Form (SCF) and Streamlined Competition Form (SLCF) are 
the documents used to analyze the cost of the organizations involved in the competition.  
COMPARE produces the generic SCF and contains eighteen cost lines, which are listed 
in Figure 2-4.  This guide will walk you through each of the lines in Chapter 5. 
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Line Title 
1 Personnel Costs 
2 Material and Supply Costs 
3 Other Specifically Attributable Costs 
4 Overhead Costs 
5 Additional Costs 
6 Total Cost of Agency Performance 
7 Private Sector Price or Public 

Reimbursable Costs 
8 Contract Administration Costs 
9 Additional Costs 

10 One-Time Conversion Costs 
11 Gain from Disposal or Transfer of Assets 
12 Federal Income Tax Adjustment 
13 Total Adjusted Cost of Private Sector or 

Public Reimbursable Performance 
14 Conversion Differential 
15 Adjusted Total Cost of Agency 

Performance 
16 Adjusted Total Cost of Private Sector or 

Public Reimbursable Performance 
17 Cost Difference 
18 Low-Cost Provider 

Figure 2-4. COMPARE Cost Record (Line) Titles. 
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CHAPTER 3: MASTER TABLES 

3.0 PRINTING/UPDATING MASTER TABLES 

Before beginning any competition file, it is important 
that you understand the importance of maintaining the 

integrity of certain tables that will be referenced for many of the underlying calculations 
that COMPARE must perform in conducting an accurate competition.  The Master 
Tables values defined from the COMPARE Main Menu will be copied to any competition 
file created, and although you can edit any table at the competition file level, it is 
important that the Master Tables represent the most current data available.  To access 
the COMPARE Master Tables Screen, click on the PRINT/UPDATE MASTER TABLES 
button with the mouse (or press the key combination of ALT + T from the keyboard).  
The COMPARE Master Tables menu screen that will appear after clicking the 
PRINT/UPDATE MASTER TABLES button is shown in Figure 3-1. 

 
Figure 3-1. COMPARE Master Tables Menu Screen. 

3.1 MASTER TABLES MENU SCREEN 

The COMPARE Master Tables Screen allows you to view, edit, or print the fifteen 
reference tables that are used throughout the COMPARE program.  Most of the tables 
are self-explanatory and need little or no maintenance. 
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You select the table by either pressing the key that corresponds to the underlined 
character or number in the table listing, or by clicking on the white circle to the left of the 
table name.  Once a table is selected, you can access it by clicking on the CONTINUE 
button, (or pressing the key combination of ALT + C).  If you want to save keystrokes, 
you can also access any table by double clicking on the respective table description or 
its white circle. 

After viewing or editing the table, you can print a hardcopy of the table contents by 
clicking on the PRINT button with the mouse (or by pressing the key combination of ALT 
+ P).  COMPARE will then display a view of the table as it will appear in hardcopy.  To 
print a hardcopy version of the table, click on the OPTIONS menu at the top of the 
screen with the mouse, (or press the key combination of ALT + O).  From the option list 
that displays, select the print option. 

If you want to print to your system’s default printer, simply select the OK button at the 
Print Menu, or click on Setup with the mouse (or press the key combination of ALT + S) 
if you want to customize the print settings or select an alternate printer.   

Of the fifteen available tables, six require special attention (Tables 2,3,4,5,8,9), as they 
are the tables most likely to change, or are tables you might want to configure to meet 
the special needs of your particular competition.  Those tables are discussed in detail 
on the following pages.  The other tables can only be changed upon direction from the 
OMB. 

3.1.1 Master Table File Protection and Download 

As explained in Chapter 1, there are now two methods by which a user can update the 
master tables within COMPARE, 1) Web Update and 2) Disk Update.  In COMPARE 
Version 3.0, additional enhancements and file protection measures were incorporated 
into the table update file to facilitate easier table updates and to ensure the integrity of 
the approved master table updates.  First, to resolve Internet download and firewall 
restriction problems encountered with previous versions, the extension of the table 
update filename was changed to “.ctu” which stands for “COMPARE Table Update”.    
Secondly, a password was incorporated into the table update file to prevent 
unauthorized changes to the table update file outside of the program.  Users are still 
able to modify the contents of the tables within COMPARE, however, they cannot open 
the table update file outside of COMPARE and make unauthorized changes.  Only the 
software developers and individuals responsible for making official, approved table 
updates have access to the password for this table update file.  Lastly, if a user 
attempts to update the master tables with an invalid table update file, COMPARE will 
notify the user that the file is invalid and abort the update process.  Only approved table 
update files posted to the COMPARE website are valid for the table update processing 
within COMPARE. 

3.1.2 Updating Master Tables 
There are three methods available to update the COMPARE Master Tables; 1) web 
update, 2) disk update, and 3) manual (Tables 2, 3, 4, 5, 8 and 9).  The manual update 
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process can only be used on those tables that are not read only.  The following sections 
will discuss the web and disk update options.  The COMPARE master table update file 
is available for download through the COMPARE website either automatically through 
the web update process or manually from the appropriate table update web page.  The 
COMPARE master tables are stored on a certified DoD web server.  While you will go to 
the COMPARE website to obtain the table update files, you will actually download them 
from this certified DoD web server and not the COMPARE web server. 
In previous versions of COMPARE the master table update process replaced the entire 
set of master tables, thus deleting any unique user defined locations.  Starting with 
version 2.1, the master table update process will only replace/update the template (e.g. 
Rest of U.S. location in Table 2 and Template location in Table 3) tables and not affect 
user defined locations.  If you choose to manage your tables at the master level, you 
can now do so without the risk of losing all your data entry during the table update 
process.  You will still have to manually update the specific locations you’ve defined, but 
not the templates. 

3.1.2.1 WEB UPDATE Button 

The WEB UPDATE button appears on the COMPARE Master Tables 
Main Screen.  Clicking on this button allows you to replace the Master 

Tables with the most current set of tables available on the web.  You can update all 
tables at once, or choose to update specific tables only.  This update has no affect on 
your file tables; you must update the file tables manually or by using the MASTER 
button on the file table screen.  This update process will not affect any unique locations 
that you may have defined at the master level.  The COMPARE table update file is 
locked and password protected to prevent unauthorized modifications to the file outside 
of the COMPARE program. 

When you click on the WEB UPDATE button, the form shown in Figure 3-2 will display 
with the “Update All Tables” tab selected.  If you wish to only update specific tables, you 
can click on the “Update Specific Table(s)” tab and place a check next to the tables that 
you would like to update.  The second image in this figure is the “General Options” tab, 
which is where you can change proxy settings if necessary for your network.  You 
should never change the Download Site URL as this will cause your web update to fail.  
If you accidentally change the Site URL, you can click on the RESET UPDATE URL 
button and the program will automatically reset the URL to the default.  The default URL 
for the web update is http://www.acq.osd.mil/compare/update3.ctu and should not be 
changed unless directed. 
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Figure 3-2. Web Update Forms. 

3.1.2.2 DISK UPDATE Button 

The DISK UPDATE button appears on the COMPARE Master Tables 
main screen.  This feature functions much the same as the WEB 

UPDATE, except it allows you to perform an update to the tables from a source other 
than the web (i.e., diskette, CD, hard drive, network drive, etc.).  Clicking on this button 
allows you to browse to the location where you have placed the table update files and 
then perform the update on the tables you have selected.  You still need to download 
the table update file and this can now be done outside of COMPARE on a separate 
computer.  This feature allows for greater flexibility in updating the COMPARE Master 
Tables.  This update process will not affect any unique locations that you may have 
defined at the master level.  The COMPARE table update file is locked and password 
protected to prevent unauthorized modifications to the file outside of the COMPARE 
program. 

The Disk Update form is similar to the main form shown in Figure 3-2.  The only 
difference is the “General Options” tab is not visible.  When you click on the UPDATE 
ALL or UPDATE SELECTED TABLES button, the Disk Update process will open a 
dialog box that allows you to select the file rather than download it from the Internet. 

3.1.3 Determining Table Version (TABLE DATES Button) 

The TABLE DATES button appears on the Master and File table’s 
menu screens.  The purpose of this button is to allow the user to 

review the official release dates for each of the tables in COMPARE.  This date 
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represents the date the tables were last updated and released.  Upon review of these 
dates if you realize one of the tables is outdated, then you should perform a WEB 
UPDATE.  The TABLE DATES button opens a report that shows each of the dates as 
well as if the user has modified the table manually and the date the table was last 
modified.  The version date for each table is also displayed on each table form. 

3.1.4 Master Table Descriptions 

3.1.4.1 Table 1 (Competition Type/Methods of Operation) (LOCKED) 

This table contains the values used to show the competition type and operating mode of 
an activity at the time it was announced for competition.  COMPARE uses these values 
to determine the formula to be used in computing the conversion differential and which 
competition form to use.  Authorized values are shown in Figure 3-3. 

 
Figure 3-3. Table 1: Competition Type/Methods of Operation. 

For the “Standard (Expansion)” and “Standard (Mix – Partial Conversion Private Sector 
to Agency)” options, you will need to designate in Line 1 personnel records which 
personnel positions are used for expanded or previously contracted workload.  
COMPARE will calculate the percentage that shows on the Competition Information 
Screen.  Note also that there are now two options available for streamlined competitions 
to allow for competitions requiring a conversion differential and those that do not require 
a conversion differential.  The user cannot modify this table. 

3.1.4.2 Table 2 (General Schedule [GS] and NSPS Pay Tables) & Table 3 (Federal 
Wage System [FWS] Pay Schedules) (UNLOCKED) 

The General Schedule (GS) and NSPS Pay Tables table (Table 2), shown in Figure 3-4, 
contains the current GS salaries, by grade, at a step 5 level.  It also includes NSPS 
salaries by pay band at a step 0 level since NSPS does not have steps.  COMPARE 
uses this information to compute base year personnel costs. 
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Figure 3-4. Table 2: General Schedule (GS) and NSPS Pay Tables. 

The Federal Wage System (FWS) Pay Schedules table (Table 3 shown in Figure 3-5) 
contains the current FWS hourly pay rates, by grade, at a step 4 level.  These tables 
can be downloaded through the web download but will only be the Rest of U.S. or 
Template configuration. 

 
Figure 3-5. Table 3: FWS Pay Schedules. 

COMPARE allows you to create separate salary and wage tables for each individual 
site or location you intend to compete.  The installed program contains generic tables, 
which were the most current tables available at the time of distribution.  It is your 
responsibility to maintain the accuracy of salary and wage tables.  You must make sure 
you enter the salaries/rates for the appropriate steps for each table (i.e., Step 5 for GS, 
Step 0 for NSPS, and Step 4 for FWS).  You cannot change the step entry in each 
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table, but COMPARE will not recognize if you enter an incorrect salary/rate for a step.  
To create a custom table for a specific location, perform the following steps. 

• Click on ADD NEW LOCATION with the mouse (or press the key combination 
of ALT + A).  The blinking cursor will appear in the New Location Name box 
at the top of the form (35 character limit). 

• If the location has been defined for another table, select it from the list.  
Otherwise, enter name of the new location and press ENTER when 
completed.  

• COMPARE uses the Rest of U.S. table as a template to create a new table 
for the location you just added. 

• You can now edit the new location values. 

• If the “Effective From” and “Effective To” dates need to be changed, this 
change can be accomplished by simply entering the new “From” date in the 
Effective Date box and pressing ENTER.  The “To” date automatically 
defaults to a year from the entered “From” date. 

NOTE:  The effective date must be a date that is the same as or prior to the start date of 
the 1st performance period contained in the COMPARE file. 

• You will need to manually edit the salary value for each grade in the table. 

• There is no need to save the new table.  COMPARE does this automatically. 

• You can make new entries (add grades) beyond the template by moving to 
the blank record at the end of the table or by clicking on the navigation button 
at the bottom with the arrow and asterisk. 

• Changed Field:  Any time you manually change a value in this table, the date 
of the change will be noted by the corresponding factor/rate on the form in the 
“Changed” field.  This will also trigger the Table Dates report to note that the 
user changed the table. 

NOTE:  Also, the default Step value is 5 for Table 2 and 4 for Table 3 and these values 
cannot be changed.  Be careful to enter the correct salary/rate for the appropriate step 
from the pay tables.  The exceptions to this rule are for positions covered under pay 
banding, demonstration projects and approved developmental series. 

Change or replace these tables, as required, to update the information prior to the 
solicitation closing date.  Do not change the File Tables after the performance decision 
unless specifically directed by proper authority to correct errors, since it could change 
the original cost estimates used to arrive at the performance decision. 
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NOTE:  COMPARE Tables 2 and 3 are capable of accommodating National Security 
Personnel System (NSPS) pay rates.  The NSPS pay banding system is covered under 
the policy stated in Attachment C, paragraph B.2.e.(1) "Civilian Position Pay and 
Wages" of OMB Circular A-76.  Since NSPS pay bands do not have grades or steps 
you only need to calculate the mid-band pay rates for your COMPARE file. 

COMPARE Table 2 includes default salaries for GS and NSPS.  The default salaries for 
NSPS are the mid-band pay rates with the “Rest of U.S.” LMS.  When creating new 
locations in Table 2, the new location will include the default NSPS and GS salaries and 
grades.  You will need to compute the correct corresponding mid-band pay rates for 
your location(s) using the applicable LMS.  Once you have computed the applicable 
mid-band pay rates with the LMS for the positions included in your competition, you will 
update the NSPS salaries in Table 2 just as you would for GS. 

3.1.4.3 Table 4 (NAF/Foreign National Hourly Wages/Annual Salaries) 
(UNLOCKED) 

This table, Figure 3-6, contains the current hourly pay rates or annual salary by grade, 
for non-appropriated fund (NAF) and foreign national positions.  COMPARE uses this 
information to compute personnel costs.  These figures can normally be obtained from 
local sources including NAF Human Resources Offices. 

 
Figure 3-6. Table 4: NAF/Foreign National Hourly Wages/Annual Salaries Table. 

COMPARE allows you to create separate tables for each individual site or location you 
intend to compete.  The installed program contains a generic table, which is used as a 
starter template to create new tables.  It is your responsibility to maintain the current 
accuracy of this and all other tables.  To create a custom table for a specific location, 
perform the following steps. 



COMPARE User's Manual Chapter 3 – Master Tables 

Doc No: compare.01.10 28 Revision: 01/14/11 

• Click on ADD NEW LOCATION with the mouse (or press the key combination 
of ALT + A).  The blinking cursor will appear in the New Location Name box 
at the top of the form (35 character limit). 

• If the location has been defined for another table, select it from the list.  
Otherwise, enter the name of the new location and press ENTER when 
completed.  

• COMPARE uses the Generic table as a template to create a new table for 
the location you just added. 

• You can now edit the new location values.  

• If the “Effective Date” differs from the default date, you will need to manually 
edit the effective dates. 

NOTE:  The effective date must be a date that is the same as or prior to the start date of 
the 1st performance period contained in the COMPARE file. 

• You will need to manually edit the salary or hourly rate value for each grade in 
the table. 

• There is no need to save the new table.  COMPARE does this automatically. 

• For NAF positions, you only have to edit the salary or hourly rate values for 
each grade position. 

• Changed Field:  Any time you manually change a value in this table, the date 
of the change will be noted by the corresponding factor/rate on the form in the 
“Changed” field.  This will also trigger the Table Dates report to note that the 
user changed the table. 

For foreign national positions, you must add the appropriate grade category or 
categories required by your competition.  The naming convention for foreign national 
grade categories requires that the category begin with the letters FN.  For example, if 
you needed to create a grade category for foreign nationals in Berlin, you might name it 
FNBerlin.  DO NOT use spaces when you create a foreign national category.  If you 
need to show spacing, substitute with the underscore (_) character. 

IMPORTANT:  For every location for which you create a table for NAF or foreign 
national personnel, you will need to create a corresponding table for Table 9 
(NAF/Foreign Country Unique Factors/Rates).  For your convenience, if COMPARE 
detects that the corresponding Table 9 table does not exist, it will create a location 
template for you.  To edit the new table, you can toggle to Table 9 by clicking on the 
TABLE 9 button (or by pressing the key combination of ALT + 9).  The editing required 
for that table is discussed in more detail in the section devoted to Table 9. 

Change or replace these tables, as required, to update the information prior to the 
solicitation closing date.  The values in these tables MUST match the current annual 
salaries and wage rates for your competition.  DO NOT change the File Tables after the 
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solicitation closing date unless specifically directed by a proper authority since it could 
change the original cost estimates used to arrive at the performance decision. 

3.1.4.4 Table 5 (Military/Uniformed Services Composite Pay Rates) (UNLOCKED) 

This table, Figure 3-7, contains the current military/uniformed services composite pay 
rates, by grade, used by COMPARE to compute base year military/uniformed services 
personnel costs.  Military/uniformed services composite pay rates vary by service; 
therefore, each service is responsible for entering their own rates into this table. 

COMPARE allows you to create separate military/uniformed services composite pay 
rate tables for each individual service that might incur personnel costs for a competition.  
The distribution program contains a table for the Air Force, Army, Navy, and Marine 
Corps that were current at the time of distribution.  The Air Force table is used by 
COMPARE as a template for creating additional service tables.  It is your responsibility 
to maintain the accuracy of this and all other tables.  To create a custom table for a 
specific service, perform the following steps. 

 
Figure 3-7. Table 5: Military/Uniformed Services Composite Pay Rates. 

• Click on ADD NEW SERVICE with the mouse (or press the ALT + A key 
combination).  The blinking cursor will appear in the New Service box at the 
top of the form (35 character limit). 

• Enter the name of the new service and press ENTER when completed. 

• COMPARE uses the Air Force table as a template to create a new table for 
the service you just added. 

• You can now edit the new service values.  

• If the “Effective Date” needs to be changed, this change can be accomplished 
by simply entering the new date in the Effective Date box and pressing 
ENTER. 
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NOTE:  The effective date must be a date that is the same as or prior to the start date of 
the 1st performance period contained in the COMPARE file. 

• You will need to manually edit the salary value for each grade in the table. 

• There is no need to save the new table.  COMPARE does this automatically. 

• Changed Field:  Any time you manually change a value in this table, the date 
of the change will be noted by the corresponding factor/rate on the form in the 
“Changed” field.  This will also trigger the Table Dates report to note that the 
user changed the table. 

3.1.4.5 Table 6 (Position Type Codes) (LOCKED) 

This table, Figure 3-8, contains the values used to denote appropriated full-time, part-
time, intermittent, and temporary civilian and foreign national positions, and NAF regular 
and flexible positions.  COMPARE uses this information to determine added employee 
costs related to fringe benefits, Medicare and Old Age and Survivors Benefit insurance.  
The user cannot modify this table. 

 
Figure 3-8. Table 6: Position Type Codes. 

3.1.4.6 Table 7 (Fringe/Medicare Factors) (LOCKED) 

This table, Figure 3-9, contains the factors used by COMPARE to compute added 
Government employee costs related to fringe benefits Medicare and Old Age and 
Survivors Insurance.  Also included are the salary limits for Medicare and Old Age and 
Survivors Insurance.  The user cannot modify this table. 
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Figure 3-9. Table 7: Fringe/Medicare Factors. 

NOTE:  FICA is made up of two factors: Medicare and Old Age and Survivors 
Insurance. 

3.1.4.7 Table 8 (Cost Factors and Rates) (UNLOCKED) 

This table, Figure 3-10, contains a multitude of factors used by COMPARE to calculate 
1st and subsequent performance period costs.  User can modify this table.  New 
factors cannot be added.  There are separate factors for: 

• Cost of Capital cost factors 
• Overhead factor 
• Severance Pay cost factor 
• Other One-Time conversion cost factor 
• Labor Inflation cost factors 
• Fuels (FUELS) inflation factors 
• O&M inflation factors 
• Foreign Country O&M inflation (FCO&M) 
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Figure 3-10. Table 8: Inflation Cost Factors and Rates. 

The Foreign Country Pay factor provides activities located in foreign countries the ability 
to apply a different set of inflation factors for foreign national positions when their 
departmental headquarters has approved such factors.  When specific factors have not 
been approved, the same inflation factors applied to activities located in the U.S. states, 
territories, and possessions are applied. 

The Foreign Country O&M factor provides activities located in foreign countries the 
ability to apply a different set of inflation factors for materials/supplies and minor items 
purchased in a foreign country when such factors have been approved by their 
departmental headquarters.  When specific factors have not been approved, the same 
inflation factors applied to activities located in the U.S. states, territories, and 
possessions are applied. 

 

NOTE:  This table contains Effective and Year categories.  The Effective column 
represents the effective date for each factor.  If there is no effective date, then 
COMPARE will default to the Year column.  Regardless, the year column is what the 
program uses to look up (locate) the applicable factor for the calculations. 

There are three cases in which COMPARE will select factors not specifically designated 
in Table 8.  They are as follows: 

• If the competition spans more than 10 performance periods, the cost of 
capital factor for the periods beyond 10 will use the factor applied in the 10th 
period to subsequent periods. 
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• If the base year or “current as of” price dates precede the earliest inflation 
factors listed in Table 8, COMPARE will employ a zero factor for the year. 

• If the base year or “current as of” price dates exceed the latest inflation 
factors listed in Table 8, COMPARE will employ the latest factor for 
subsequent years. 

• Changed Field:  Any time you manually change a value in this table, the date 
of the change will be noted by the corresponding factor/rate on the form in the 
“Changed” field.  This will also trigger the Table Dates report to note that the 
user changed the table. 

NOTE:  If the cost effective date of your competition is earlier than the effective dates 
listed in Table 8, the inflation will be zero (0) until COMPARE comes across the year 
with the cost effective date. 

3.1.4.8 Table 9 (NAF/Foreign Country Unique Factors/Rates) (UNLOCKED) 

COMPARE allows you to create separate factor tables, Figure 3-11, for each location 
that might incur NAF or foreign national personnel costs for a competition.  The 
distribution program contains a generic table.  The generic table is used by COMPARE 
as a template for creating additional location-specific tables.  It is your responsibility to 
maintain the accuracy of this and all other tables.  To create a custom table for a 
specific service, perform the following steps. 

• Click on ADD NEW LOCATION with the mouse (or press the key combination 
of ALT + A).  The blinking cursor will appear in the New Location Name box 
at the top of the form (35 character limit). 

• If the location has been defined for another table, select it from the list.  
Otherwise, enter the name of the new location and press ENTER when 
completed.  

• COMPARE uses the Generic table as a template to create a new table for 
the location you just added. 

• You can now edit the new location values.  

• If the “Effective Date” differs from the default date, you will need to manually 
edit the affected dates. 

• You will need to manually edit the Apply, Factor or Rate, and Effective values 
for each code in the table, if those values differ from the default values. 

• There is no need to save the new table.  COMPARE does this automatically. 

• Changed Field:  Any time you manually change a value in this table, the date 
of the change will be noted by the corresponding factor/rate on the form in the 
“Changed” field.  This will also trigger the Table Dates report to note that the 
user changed the table. 
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NOTE:  For every location for which you create a table for NAF or foreign national 
personnel, you will need to create a corresponding table for Table 4 (NAF/Foreign 
National Hourly Wages/Annual Salaries).  For your convenience, if COMPARE detects 
that the corresponding Table 4 does not exist, it will create one for you.  To edit the new 
table, you can toggle to Table 4 by clicking on the TABLE 4 button (or by pressing the 
key combination of ALT + 4).  The editing required for that table is discussed in more 
detail in the section devoted to Table 4. 

 
Figure 3-11. Table 9: NAF/Foreign Country Unique Factors/Rates. 

A separate set of factors MUST be entered for each location that is used in the 
competition.  Each factor and its intended use are discussed in the following 
paragraphs. 

3.1.4.8.1 Code A – NAF Regular Employee Productive Work Hours 

These work hours are used to convert the estimated annual work hours of regular NAF 
positions to their Full Time Equivalent (FTE) value.  Table entry must reflect those 
productive work hours authorized by the activity’s departmental headquarters (e.g., 
Departments of the Air Force, Army, and Navy).  The same hours established for 
appropriated fund positions are applied, unless otherwise authorized by an activity’s 
departmental headquarters.  The entry under the APPLY column must be “Y” (Yes) to 
permit the conversion of work hours to FTEs. 

3.1.4.8.2 Code B – NAF Flexible Employee Productive Work Hours 

These work hours are used to convert the estimated annual work hours of flexible NAF 
positions to their FTE value.  Table entry must reflect those productive work hours 
authorized by the activity’s departmental headquarters (e.g., Departments of the Air 
Force, Army, and Navy).  The same hours established for appropriated fund intermittent 
positions are applied, unless otherwise authorized by an activity’s departmental 
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headquarters.  The entry under the APPLY column must be “Y” (Yes) to permit the 
conversion of work hours to FTEs. 

3.1.4.8.3 Code C – NAF Employee Conversion Hours (Hourly to Annual Pay) 

These hours are used to convert the hourly pay to annual pay for all NAF positions 
whose pay scale is based on an hourly basis.  Table entry must reflect the hourly to 
annual pay conversion hours authorized by the activity’s departmental headquarters 
(e.g., Departments of the Air Force, Army, and Navy).  The same hours established for 
appropriated fund positions are applied, unless otherwise authorized by an activity’s 
departmental headquarters.  The entry under the APPLY column must be “Y” (Yes) to 
permit the conversion of work hours to FTEs. 

3.1.4.8.4 Code D – NAF Regular Employee Basic Pay Fringe Benefit 

This factor is used to programmatically compute fringe benefit costs, excluding 
Medicare and Old Age and Survivors Benefits insurance associated with the basic pay 
of regular NAF positions.  Medicare and Old Age and Survivors Benefits insurance is 
programmatically added by COMPARE as an addition to the fringe benefit factor.  Table 
entry must reflect the basic pay fringe benefit rate authorized by the activity’s 
departmental headquarters (e.g., Departments of the Air Force, Army, and Navy).  
These rates are established based on department-wide averages as determined by the 
departmental headquarters.  When a rate has not been established, enter “N” (No) 
under the APPLY column.  You will manually determine and enter such costs (using a 
drop-down box provided by COMPARE) when completing a NAF personnel cost record. 

3.1.4.8.5 Code E – NAF Regular Employee Other Added Pay Fringe Benefit 

This factor is used to programmatically compute fringe benefit costs, excluding 
Medicare and Old Age and Survivors Benefits insurance, associated with other added 
pay of regular NAF positions.  Medicare and Old Age and Survivors Benefits insurance 
is programmatically added by COMPARE as an addition to the fringe benefit factor.  
Table entry must reflect the other pay fringe benefit rate authorized by the activity’s 
departmental headquarters (e.g., Departments of the Air Force, Army, and Navy).  
These rates are established based on department-wide averages as determined by the 
departmental headquarters.  When a rate has not been established, enter “N” (No) 
under the APPLY column.  You will manually determine and enter such costs (using a 
drop-down box provided by COMPARE) when completing a NAF personnel cost record. 

3.1.4.8.6 Code F – NAF Flexible Employee Basic Pay Fringe Benefit 

This factor is used to programmatically compute fringe benefit costs associated with the 
basic pay of flexible NAF positions.  Table entry must reflect the basic pay fringe benefit 
rate authorized by the activity’s departmental headquarters (e.g., Departments of the Air 
Force, Army, and Navy).  These rates are established based on department-wide 
averages as determined by the departmental headquarters.  When a rate has not been 
established, enter “N” (No) under the APPLY column.  You will manually determine and 



COMPARE User's Manual Chapter 3 – Master Tables 

Doc No: compare.01.10 36 Revision: 01/14/11 

enter such costs (using a drop-down box provided by COMPARE) when completing a 
NAF personnel cost record. 

3.1.4.8.7 Code G – NAF Flexible Employee Other Added Pay Fringe Benefit 

This factor is used to programmatically compute fringe benefit costs, excluding 
Medicare and Old Age and Survivors Benefits insurance, associated with other added 
pay of regular NAF positions.  Medicare and Old Age and Survivors Benefits insurance 
is programmatically added by COMPARE as an addition to the fringe benefit factor.  
Table entry must reflect the other pay fringe benefit rate authorized by the activity’s 
departmental headquarters (e.g., Departments of the Air Force, Army, and Navy).  
These rates are established based on department-wide averages as determined by the 
departmental headquarters.  When a rate has not been established, enter “N” (No) 
under the APPLY column.  You will manually determine and enter such costs (using a 
drop-down box provided by COMPARE) when completing a NAF personnel cost record. 

3.1.4.8.8 Code H – NAF Severance Pay Factor 

This factor is used to programmatically compute the severance pay costs, if any, 
associated with the involuntary separation of regular NAF employees.  Table entry must 
reflect that severance pay factor authorized by the activity’s departmental headquarters 
(e.g., Departments of the Air Force, Army, and Navy).  These factors are established 
based on department-wide averages as determined by the departmental headquarters.  
When a factor has not been established, enter “N” (No) under the APPLY column.  You 
will manually determine and enter these costs in the Severance Pay cost records under 
Line 10, One-Time Conversion Cost, of the SCF. 

3.1.4.8.9 Code I – Foreign National Annual Available Work Hours (Full-Time/Part-
Time/Temporary Employees) 

These work hours are used to convert the estimated annual work hours of full-time/part-
time/temporary FN positions to their FTE value.  Table entry must reflect those 
productive work hours authorized by the activity’s departmental headquarters (e.g., 
Departments of the Air Force, Army, and Navy).  The same hours established for 
appropriated fund positions are applied, unless otherwise authorized by an activity’s 
departmental headquarters.  The entry under the APPLY column must be “Y” (Yes) to 
permit the conversion of work hours to FTEs. 

3.1.4.8.10 Code J – Foreign National Annual Available Work Hours (Intermittent 
Employees) 

These work hours are used to convert the estimated annual work hours of intermittent 
FN positions to their FTE value.  Table entry must reflect those productive work hours 
authorized by the activity’s departmental headquarters (e.g., Departments of the Air 
Force, Army, and Navy).  The same hours established for appropriated fund intermittent 
positions are applied, unless otherwise authorized by an activity’s departmental 
headquarters.  The entry under the APPLY column must be “Y” (Yes) to permit the 
conversion of work hours to FTEs. 
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3.1.4.8.11 Code K – Foreign National Conversion Hours (Hourly to Annual Pay) 

These hours are used to convert hourly pay to annual pay for all FN positions whose 
pay scale is based on an hourly basis.  Table entry must reflect the hourly to annual pay 
conversion hours authorized by the activity’s departmental headquarters (e.g., 
Departments of the Air Force, Army, and Navy).  The same hours established for 
appropriated fund positions are applied unless otherwise authorized by an activity’s 
departmental headquarters.  The entry under the APPLY column must be “Y” (Yes) to 
permit the conversion of work hours to FTEs. 

3.1.4.8.12 Code L – Foreign National Employee Basic Pay Fringe Benefit (Full-
Time/Part-Time/Temporary Employees) 

This factor is used to programmatically compute fringe benefit costs associated with the 
basic pay of full-time/part-time/temporary foreign national positions.  Table entry must 
reflect the basic pay fringe benefit rate authorized by the activity’s departmental 
headquarters (e.g., Departments of the Air Force, Army, and Navy).  These rates are 
established based on department-wide averages as determined by the departmental 
headquarters.  When a rate has not been established, enter “N” (No) under the APPLY 
column.  You will manually determine and enter such costs (using a drop-down box 
provided by COMPARE) when completing FN personnel cost records. 

3.1.4.8.13 Code M – Foreign National Regular Employee Other Added Pay Fringe 
Benefit (Full-Time/Part-Time/Temporary Employees) 

This factor is used to programmatically compute fringe benefit costs associated with 
other added pay for full-time/part-time/temporary foreign national positions.  Table entry 
must reflect the other added pay fringe benefit rate authorized by the activity’s 
departmental headquarters (e.g., Departments of the Air Force, Army, and Navy).  
These factors are established based on department-wide averages as determined by 
the departmental headquarters.  When a factor has not been established, you will 
manually determine and enter such costs (using a drop-down box provided by 
COMPARE) when completing FN personnel cost records.  Enter “N” (No) under the 
APPLY column when a factor has not been established. 

3.1.4.8.14 Code N – Foreign National Employee Basic Pay Fringe Benefit (Intermittent 
Employees) 

This factor is used to programmatically compute fringe benefit costs associated with the 
basic pay of intermittent foreign national positions.  Table entry must reflect the basic 
pay fringe benefit rate authorized by the activity’s departmental headquarters (e.g., 
Departments of the Air Force, Army, and Navy).  These rates are established based on 
department-wide averages as determined by the departmental headquarters.  When a 
rate has not been established, enter “N” (No) under the APPLY column.  You will 
manually determine and enter such costs (using a drop-down box provided by 
COMPARE) when completing FN personnel cost records. 
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3.1.4.8.15 Code O – Foreign National Regular Employee Other Added Pay Fringe 
Benefit (Intermittent Employees) 

This factor is used to programmatically compute fringe benefit costs associated with 
other added pay for intermittent foreign national positions.  Table entry must reflect the 
other added pay fringe benefit rate authorized by the activity’s departmental 
headquarters (e.g., Departments of the Air Force, Army, and Navy).  These factors are 
established based on department-wide averages as determined by the departmental 
headquarters.  When a factor has not been established, you will manually determine 
and enter such costs (using a drop-down box provided by COMPARE) when completing 
FN personnel cost records.  Enter “N” (No) under the APPLY column when a factor has 
not been established. 

3.1.4.8.16 Code P – FN Severance Pay Factor (Full-Time/Part-Time/Temporary 
Employees) 

This factor is used to programmatically compute the severance pay costs, if any, 
associated with the involuntary separation of full-time/part-time/temporary foreign 
national employees.  Table entry must reflect that severance pay factor authorized by 
the activity’s departmental headquarters (e.g., Departments of the Air Force, Army, and 
Navy).  This factor is established based on a variety of factors, including Status of 
Forces agreements.  When a factor has not been established, enter “N” (No) under the 
APPLY column.  You will manually determine and enter these costs in the Severance 
Pay cost records under Line 10, One-Time Conversion Cost, of the SCF. 

3.1.4.9 Table 10 (RESERVED FOR FUTURE USE) 

This table is currently not in use and is reserved for future use. 

3.1.4.10 Table 11 (FTE Available Work-Hours/Pay Conversion  Hours) (LOCKED) 

This table, Figure 3-12, contains the factors used by COMPARE to convert annual 
productive hours to full-time equivalents, and hourly pay to annual pay for GS/NSPS 
and FWS positions.  Table 9 contains separate values for NAF and foreign national 
positions. 

 
Figure 3-12. Table 11: FTE Available Work-Hours/Pay Conversion Hours. 
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3.1.4.11 Table 12 (Project Status Codes) (LOCKED) 

This table, Figure 3-13, contains the values used to denote the completion status of a 
competition.  The user cannot modify this table. 

 
Figure 3-13. Table 12: Project Status Codes. 

3.1.4.12 Table 13 (Useful Life and Disposal Values) (LOCKED) 

This table, Figure 3-14, contains, by Federal Supply Class (FSC), the life, and disposal 
values of minor and capital equipment assets.  This table is used by COMPARE to 
compute depreciation costs for capital assets and disposal/transfer costs for both minor 
and capital assets.  The user cannot modify this table. 

Whenever you attempt to update Table 13 for a competition file using the replace with 
MASTER button, the software will compare the incoming table version date for the 
master version of Table 13 with the current competition file version date for Table 13.  If 
these dates are different, the software will then determine if you have made any entries 
to Line 3A.  If entries are detected, a message (you will have the option of printing this 
message) will inform you that the Federal Supply Class (FSC) codes for existing entries 
on these lines will need to be re-entered, and then a global update will need to be 
performed.  Numerous data checks are incorporated throughout the program to ensure 
that you cannot print reports or finalize any data until the existing records are updated 
with the new FSC codes from the newly imported Table 13. 
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Figure 3-14. Table 13: Useful Life and Disposal Values. 

3.1.4.13 Table 14 (Tax Rates) (LOCKED) 

This table, Figure 3-15, contains the tax rates used by COMPARE to compute Federal, 
state, and local income taxes.  The user cannot modify this table. 

Whenever you attempt to update Table 14 for a competition file using the replace with 
MASTER button, the software will compare the incoming table version date for the 
master version of Table 14 with the current competition file version date for Table 14.  If 
these dates are different, the software will then determine if you have made any entries 
to Line 3.E or Line 7.  If entries are detected, a message (you will have the option of 
printing this message) will inform you that the Industry Codes for existing entries on 
these lines will need to be re-entered, and then a global update will need to be 
performed.  Numerous data checks are incorporated throughout the program to ensure 
that you cannot print reports or finalize any data until the existing records are updated 
with the new industry codes from the newly imported Table 14. 



COMPARE User's Manual Chapter 3 – Master Tables 

Doc No: compare.01.10 41 Revision: 01/14/11 

 
Figure 3-15. Table 14: Tax Rates. 

3.1.4.14 Table 15 (Contract Administration Cost Factors) (LOCKED) 

This table, Figure 3-16, contains the lookup table used by COMPARE to determine the 
number of FTEs allowed for contract administration.  The user cannot modify this 
table. 

 
Figure 3-16. Table 15: Contract Administration Cost Factors. 
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CHAPTER 4: CREATING/BUILDING A COMPARE FILE 

4.0 COMPARE MAIN MENU OPTION: CREATE FILE 

Once you are confident that all Master Tables settings are 
current, you can create your COMPARE file.  To initiate the 

process, click on CREATE FILE with the mouse (or press the key combination of ALT + 
C).  The COMPARE Information Message will appear to validate that all Master Tables 
have been updated for your file.  Click YES to continue creating the file.  The 
Competition Information Screen displays, Figure 4-1.  The screen components are listed 
on the next page. 

NOTE:  To ensure data integrity, COMPARE will not allow you to enter information out 
of order.  If you try to move to an entry box without filling in a previous entry box, 
COMPARE will return you to the box that is next in the order. 

 
Figure 4-1. New Competition Information File Creation Screen. 

4.1 FIELD DESCRIPTIONS 

• Agency:  The name of the Agency that is the parent organization for the 
Component responsible for operating the commercial activity undergoing 
competition.  For example, Department of Defense, Department of 
Transportation, or Department of Health and Human Services. 
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• Component:  The federal component responsible for operating the 
commercial activity being competed.  You may elect to manually enter this 
information or select it from the pull-down list, which contains the names of 
several components. 

• Command:  The Command Code (limit - 15 characters) is the name of the 
command responsible for operating the activity.  In most cases, you will enter 
an abbreviated three-digit name.  For DoD activities, enter the command 
name found in the corresponding DCAMIS record. 

• Location/Installation: The primary location of the activity undergoing 
competition.  For DoD activities, enter the installation name shown in the 
DCAMIS record. 

• State:  The 2-character abbreviation of the U.S state, territory, or possession 
where the location/installation is located.  For DoD activities, enter the two-
character code shown in DCAMIS record. 

• Competition No:  The Competition Identification Label (limit - 12 
alphanumeric characters) should be the number assigned to the competition 
for tracking purposes.  This field will not allow the period or decimal character.  
If you are creating a Preliminary Planning Baseline Cost file and do not have 
this information, you can leave this field blank and COMPARE will fill it with 
‘NA’ to allow you to proceed with the file creation.  (For DoD, this is the 
number assigned in the DCAMIS record.) 

• Competition Title:  The Title assigned to the competition initiative that 
corresponds to the Competition Number.  For DoD activities, enter the title 
shown in the DCAMIS record.  When simulating a “what if” competition, 
create your own competition title.  The competition number and title will 
appear on all reports generated for this competition.  If you are creating a 
Preliminary Planning Baseline Cost file and do not have this information, you 
can leave this field blank and COMPARE will fill it with ‘NA’ to allow you to 
proceed with the file creation. 

• Solicitation Closing Date:  Enter the solicitation closing date specified in 
your solicitation.  This is typically the date that all offers are due to the 
Contracting Office for the competition.  If you do not have this information 
during file creation, you can skip this field and complete it later.  This field is 
not applicable to Preliminary Planning Baseline Cost files as there is no 
solicitation at the time of preliminary planning and thus it will be disabled with 
this type of file is open. 

• Solicitation No:  The unique serial number assigned to the solicitation.  If 
you do not have this information during file creation, you can skip this field 
and complete it later.  This field is not applicable to Preliminary Planning 
Baseline Cost files as there is no solicitation at the time of preliminary 
planning and thus it will be disabled with this type of file is open. 
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• Tender Type:  Select the appropriate tender (cost estimate) type from the 
drop down list.  The choices are either “Agency Cost” or “Public Reimbursable 
Cost”.  The primary purpose of this field is to designate whether to enter the 
costs on Lines 1-6 or Lines 1a-6a of the SCF/SLCF.  This field can only be 
changed when creating an Agency Cost Estimate. 

• Competition Status:  By default, this is set at “P” (for “In Progress”).  You 
cannot change this code until the competition file has been created.  A pull-
down list of valid completion status codes is available.  A full description of 
the status code will appear in the field next to the competition status code 
field.  The description cannot be edited. 

• Phase-In Period:  For a standard competition, the 1st performance period is 
required to be a phase-in period therefore, the default value for the phase-in 
field is YES.  This field is also disabled and cannot be changed. For a 
streamlined competition, the 1st performance period may or may not be a 
phase-in period, thus you are allowed to change the phase-in period field 
value and select either YES or NO.  If the 1st performance period is a phase-
in period, then the 2nd period will be used as the basis for determining the 
Line 10 one-time conversion costs.  Under standard competitions, you are not 
allowed to change the phase-in field for an official agency cost estimate.  
When creating a Preliminary Planning Baseline Cost file, this field is 
automatically set to NO and cannot be changed regardless of the competition 
type that is contemplated.  The value is changed as appropriate at the time 
the file is converted to either an Agency Cost Estimate file or Adjusted 
Baseline Cost file. 

• Competition Type/Method of Operation:  This is the competition type and 
operating mode of the activity at the time the competition was announced.  
You may elect to manually enter the code or select it from the pull-down list.  
This field controls much of the functionality within COMPARE so it is very 
important that you make the correct selection.  This field can be changed after 
your file is created and COMPARE will make the necessary adjustments to 
the cost file and records.  Please note that if you are changing the 
Competition Type/Method of Operation to one of the streamlined options, you 
must verify that the number of FTEs in your file does not exceed the current 
threshold for streamlined competitions (i.e., there is no automatic check within 
COMPARE to ensure that you do not exceed the FTE limit). 

• Performance Period Dates:  The starting and ending dates for each 
performance period in the competition.  When you click on the performance 
period dates section of this form, a separate data entry form will popup that 
allows you to enter the required dates.  Enter the starting and ending dates 
for the 1st performance period and the end date for the 2nd and last 
performance periods as specified in the solicitation.  COMPARE will 
automatically fill in the remaining performance period dates.  If you need to 
edit or change the dates at a later time, you only need to click on the 
performance period dates and the edit form will popup allowing you to edit the 
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dates as necessary.  There are certain validation rules COMPARE checks as 
you enter these dates. 

1) Dates may follow any standard formats during data entry.  COMPARE 
will convert all dates to the format mm/dd/yyyy. 

2) Performance periods cannot exceed one year in length (i.e., 365 days 
or 366 days for leap year). 

3) Except for the 1st, 2nd, and last periods, each period must be one full 
year in length. 

4) The 1st, 2nd, and last periods can be less than a full year. 
5) The length of the entire competition must span at least 3 full years 

excluding the phase-in period in standard competitions. 
6) All “From” dates must immediately follow the “To” date from the 

previous period. 

7) All performance periods must be sequential with no gaps between 
periods. 

8) The start date of the 1st performance period must be the same as or 
after the Solicitation Closing Date. 

9) You cannot enter the performance period dates until a Cost Data Type 
is selected.  This is necessary for COMPARE to know which validation 
rules to apply within the file. 

10) When creating a Preliminary Planning Baseline Cost file you are only 
allowed to create one full year performance period.  This is the only 
exception to the minimum performance periods requirements stated 
above.  The second and last performance period date fields are 
disabled on the data entry form. 

11) If you change the Cost Data Type after entering your performance 
periods, the existing performance periods will be deleted and you will 
be forced to enter the dates again. 

• Agency Type:  Select an appropriate agency type that corresponds to the 
type of cost file you are creating.  If your competition is for a DoD agency then 
select DoD and Non-DoD if your competition is for an agency other than DoD.  
If DoD is selected, a unique DoD-specific feature will be activated within the 
created file that allows you to export data for import into DCAMIS.  After the 
file is created, this field will not be visible. 

• Cost Data Type:  Select the type of cost data file you want to create.  If 
creating a baseline cost estimate you must select one of the baseline cost 
data types.  You cannot enter the performance period dates until you have 
selected one of these options.  There is no default value for this field. 
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• File Type Option:  Select the type of file you want to create as either a 
normal cost file or a master template file.  This option controls the import and 
export capabilities in COMPARE as described in the next section.  When 
creating a baseline cost estimate file of any kind, this field is disabled and set 
to normal and it cannot be changed because the template functionality is not 
available for baseline cost files. 

Once all the information is correctly entered, click on CONTINUE with the mouse (or 
press the key combination of ALT + C).  COMPARE will validate your entries and create 
the necessary tables for the new file.  If no errors are detected, you will be prompted for 
a password that you will need to enter a second time for confirmation.  If you change 
your mind and decide not to create the file, simply click on ABORT and COMPARE will 
return you to the Main Menu. 

4.2 FILE TYPE OPTION (IMPORT/EXPORT FUNCTION) 

One of the features introduced in COMPARE is the ability to enter data in a single 
competition file that represents multiple locations and/or multiple functional areas.  
However, there are situations in which data collection is facilitated by allowing you to 
collect information specific to a particular location or functional area in an individual 
competition file and then later combine that information with other competition files to 
create a master competition file.  In such a situation, in order to preserve data integrity, 
it is necessary to limit changes to reference tables used for calculations to the master 
competition file. 

When such situations occur, COMPARE provides a means to create a master 
competition file that can generate location-specific or functional area-specific 
“templates” that can later be combined with the master competition file from which they 
originated. 

4.2.1 Creating a Master Template 
By default, when you create a new competition file, COMPARE 
assumes you are creating a “normal” competition file.  If you 
intend to create a “master template” which can spawn separate 
partial competition files, simply select the TEMPLATE MASTER 
option from the FILE TYPE OPTION box on the Competition 

Information Screen when you are creating a new file.  This feature allows you to 
maintain a master shell and then distribute separate partial files to various locations or 
team members.  This feature then allows you to import the separate files back into the 
master copy to have a complete file. 

4.3 PASSWORD PROTECTION 

Passwords must be eight to sixteen characters in length.  You are required to construct 
a password for each data file that includes at least one each of an uppercase, 
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lowercase, number and special character.  Characters can be any valid alphanumeric 
characters and special characters, and all special characters are accepted, except a 
semicolon (;), a space, and a single quotation (‘),  which are invalid characters that if 
used can corrupt your COMPARE cost file.  Earlier versions of COMPARE did not 
prevent this character, however, starting with Version 2.1 COMPARE will not allow you 
to create a password containing the semicolon character to prevent accidental file 
corruption.  COMPARE will also check for upper/lower case.  It is very important to 
remember your password exactly as entered, for you will not be able to access your 
competition file without it. 

4.3.1 Password Complexity 

It is a good idea to make your password as complex as possible to prevent or minimize 
unauthorized access to your cost data.    In addition, to further protect your file, you 
should change the password periodically.  When changing the password, you should 
change a minimum of four of the characters if not the entire password.  DoD 
components can refer to DoDI 8500.2 for more information on passwords and steps to 
protect information and sensitive data. 

CAUTION:  A common mistake that is often made when setting the password is the use 
of the CAPS LOCK key.  Many times users will set the password and not realize that the 
CAPS LOCK is turned on.  Then when they attempt to open the file again with the 
CAPS LOCK turned off they cannot open the file.  This is due to the fact that the 
passwords are case sensitive.  The first thing to try when your password does not 
appear to work is to try your password with the CAPS LOCK on and with it off to see if 
this might have happened to you.  Again, this is a very common mistake so be careful. 

After you have completed the data entry for the competition information form shown 
earlier in Figure 4-1, you will click on the CONTINUE button to create the file.  At this 
point, the program will require you to set a password for the file by entering and 
confirming your password in the form shown in Figure 4-2. 

4.3.2 Password Recovery 

In the event you forget your password and have no other means to find or recover your 
password, there is a process available to help you.  The ODUSD(I&E) Housing & 
Competitive Sourcing Office has a password recovery tool that can be used to recover 
your password in the event that you forget or misplace it.  If you experience this problem 
and need assistance, please contact the COMPARE helpdesk for instructions on how to 
request recovery of your password.    Once the helpdesk receives your request for 
assistance you will receive more specific instructions for requesting recovery of your 
password. 
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Figure 4-2. File Creation Password Entry Screen. 

4.4 PATH AND FILE NAME 

You will next be prompted to provide a path and file name for the file that will contain the 
new competition cost data.  COMPARE will provide a browse window, Figure 4-3, to 
enable you to save the file to any folder destination to which your computer is 
connected. 

 
Figure 4-3. Browse Window for Saving a Competition File. 
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Note that by default, COMPARE builds a filename composed of the competition number 
and the extension “.a76”.  You can change the default name to a name that you desire.  
If you enter a filename and exclude or overwrite the extension, COMPARE will 
automatically append it to your filename.  With the integration of the baseline cost 
estimate functionality, this file browse dialog box and others like it will also display files 
with a .p76 and .b76 file extension. 

Once a file is saved, COMPARE will re-display the Competition Information Screen with 
additional options that enable you to further refine and build your competition file.  For 
further information on continuing this process, refer to the next section, Building a 
Competition File.  If at any time you wish to close the Competition Information Screen 
and return to the Main Menu without saving any of your work, simply click on ABORT 
with the mouse (or press the key combination of ALT + A). 

4.5 BUILDING A COMPETITION FILE 

Now that you have learned the basics of creating a competition file, you are ready to 
build the competition file into what you want it to be.  This portion of the guide will 
elaborate on the pieces of the competition puzzle, and the next chapter will give you the 
glue to hold those pieces together. 

4.5.1 Competition Information Screen 

If you have just created a new competition file, initiated an editing session for an 
existing competition file, or opened a converted baseline cost file, COMPARE displays 
the Competition Information Screen, Figure 4-4, which serves as a launch pad for all 
COMPARE processes related to building and completing the selected competition file.  
The only exception is when you open a converted baseline cost file for the first time.  In 
this situation, COMPARE will first require you to enter the appropriate performance 
period dates for the file before it will allow you to open the file and view the Competition 
Information form.  For more on the file conversion process refer to the section on 
baseline cost estimates and file conversions. 
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Figure 4-4. Competition Information Screen. 

Most entry boxes on this form can be edited at any time.  Exceptions to this are the 
Competition Status Code, Status, Initial Performance Decision Date, Performance 
Decision Date and the Phase-in fields.  The Competition Status Code can be edited 
after the competition file is created.  The Performance Decision date can only be edited 
after you have indicated that the competition is complete by entering a “C” in the 
Competition Status Code box.  If you modify the Competition Type/Method of Operation 
field or any performance period dates, it may be necessary to individually update 
information already entered on cost records. 

4.5.1.1 Field Descriptions 

You will notice that after you have created your file, the Competition Information screen 
changes slightly by adding a couple new fields and hiding two of the fields.  A 
description of the new data fields is provided below.  The Agency Type and the File 
Type option fields are hidden after your file is created. 

• Initial Performance Decision: (Automatically Populated by COMPARE) - 
This field represents the date the SCF or SLCF is generated from Line 7.  The 
initial performance decision is made on this date.  You cannot edit this field 
and it will change each time the SCF/SLCF is run from Line 7. 
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• Performance Decision: This field is available to record the date the 
performance decision is made (finalized).  You must first set the Competition 
Status to “C” (Completed) before you are allowed to enter this date.  The 
performance decision date must be the same as or after the initial 
performance decision date. 

4.5.2 File Reference Tables 

When COMPARE creates a new competition file, it copies all of the 
Master Reference Tables to the competition file.  If there are any 

changes to be made to the data in the File Reference Tables, they should be made 
before any other information is entered.  The process for viewing, editing, and printing 
File Reference Tables is identical to that explained in Chapter 2 for Master Reference 
Tables.  Again, it is critical that you ensure that tables 2, 3, 4, 5, 8, 9, and the Functional 
Area Table (Table 16) contain values that are appropriate for the scope of the current 
competition.  The File Reference Table Management Screen can be accessed by 
clicking on TABLES with the mouse (or by pressing the key combination of ALT + T). 

 
Figure 4-5. File Tables Menu Screen. 

Remember, when you start a new competition file session, by default the File Reference 
Tables are identical to those in the Master Reference Tables at the time you created the 
competition file.  If you make changes to any of the File Reference Tables and later 
wish to restore the values found in the current Master Reference Tables, use the 
MASTER button on the individual File Reference Table form. 

4.5.2.1 Updating File Tables When Cost Records Exist 

Once you have created cost records and defined unique locations in the file tables, 
Figure 4-5, the file tables no longer match the Master Tables.  COMPARE allows you to 
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replace your File Tables with a copy of the Master Tables using the MASTER button, 
however, there are several criteria that determine the extent of this functionality.  As 
long as there are no cost records defined in your file and the File Tables match the 
Master Tables exactly (i.e. no unique locations are defined in File Tables), there are no 
restrictions on this functionality.  Tables 2, 3, 4, and 9 have other restrictions because 
they allow you to create new locations.  If any of these 4 tables have locations defined 
other than the default templates, COMPARE will only allow you to replace the template 
(i.e., REST OF US for Table 2, and TEMPLATE for Tables 3, 4, and 9) in each of these 
tables.  Updating the specific user defined locations must be performed manually, 
unless the location has been defined in the corresponding master table. 

The update processing for Table 5 is unique.  Additional capability is incorporated into 
the update process for File Table 5 that checks for unique user defined grades in the 
table that do not exist in the Master Table 5.  When you initiate the MASTER update 
function, the program evaluates each set of entries for each branch of service defined in 
File Table 5 against the corresponding set in Master Table 5.  If the program detects 
grades in File Table 5 that are not in Master Table 5, the program displays a list of the 
grades missing from the Master and issues a warning, allowing the user to abort the 
update for THAT specific service.  The program repeats this procedure for each 
Service, thus allowing you to replace or not replace mismatched grade tables Service 
by Service.  If no mismatches are detected for a Service, the entire Service is replaced 
without a problem. 

4.5.2.2 MASTER Button 

The File Reference Table Screen and all of the screens associated with 
the individual tables also have a MASTER button.  If you click on the 

MASTER button with the mouse (or press the key combination of ALT + M) on the file 
reference table form, all the competition file tables will be updated to conform to the 
values contained in the master reference tables.  If you wish to update only the values 
of a specific table in the competition file, access the individual table first, and then 
employ the MASTER button displayed on the individual table screen. 

4.5.2.3 Copying and Deleting File Reference Tables 

It is possible to copy a File Reference Table to another location table for the purposes of 
your competition.  In order to do this, click on the NEW LOCATION button.  Designate 
your desired new location.  COMPARE will automatically copy the information from the 
corresponding File Table into your new location table.  To delete a table highlight the 
entire table you just created and then press DELETE.  This will erase all of the File 
Table information in your new location table.  Now go to the desired location table that 
contains the information that you actually want to be in the new table you created.  
Highlight the information you wish to copy, and press CTRL + C to copy the information.  
Now go to the new location table you created and click on the first cell.  Press CTRL + V 
to paste the correct information into your new location table. 
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4.5.2.4 Saving File Reference Tables 

The SAVE FILE button appears on those file table forms that you can edit (tables 
2,3,4,5,8,9,16).  COMPARE automatically saves all the additions, deletions, or edits 
made during the current work session when you exit the program.  However, it is a good 
idea to occasionally save your work to avoid loss of data due to power or machine 
failures.  Should some unforeseen event occur that disables COMPARE before you 
have properly exited the program, all work performed during that work session will be 
lost.  All of the line number cost records and File Reference Table screens have a 
SAVE FILE button located at the bottom of the work screen.  At any point you can click 
on the SAVE FILE button (or press the key combination of ALT + S) to save any edit 
changes made during the current work session.  Whenever you initiate the SAVE FILE 
procedure, you will be prompted to enter your password.  Whenever you save a 
competition file, COMPARE allows you to create a new password.  

4.5.2.5 File Reference Table 16 (Functional Area Codes Table) 

COMPARE allows you to define those functional areas, Figure 4-6, for which you want 
to track costs in your competition file.  The description (functional area) is limited to 30 
characters.  The entries entered in this table will be available on the lookup boxes on all 
competition cost records where you need to assign a particular record’s cost data to a 
specific functional area.  

 
Figure 4-6. Table 16: Functional Area Codes Table. 

When you are editing data for specific line numbers, there are buttons at the bottom of 
the cost records forms that allow you to access any of the File Reference Table that are 
required for the particular line number calculations associated with that form.  Therefore, 
if you find that a File Reference Table needs to be edited while entering data on a cost 
record, it is not necessary to return to the File Reference Table Management Screen to 
make the edits. 

4.5.3 Backing Up a File 

There are situations in which you might want to save different 
versions of the same competition file; that is, make modifications to 

an existing competition file and save those modifications under a different filename so 
as to not corrupt the original competition file.  This is most useful when it is necessary to 
compare “what if” scenarios, where you may want to see how the calculations may be 
affected by different performance period dates or different table values. 
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You can backup your files using the DATABASE ADMIN button.  This will take you to a 
menu that includes a backup function (Option 4 – Backup Current File). By clicking on 
Backup Current File option  with the mouse (or by pressing the key combination of ALT 
+ 4), COMPARE will allow you to save the current competition file under a different 
name by using the browse window provided.  Once the backup procedure is completed, 
the backup competition file becomes the active competition file and you can make the 
necessary modifications that enable you to test or compare a “what if” scenario. 

4.5.4 Line Rationale Documentation 

If you click on LINE RATIONALE button with the mouse (or press the 
key combination of ALT + L), COMPARE will display the Competition 

Documentation Report Generator, Figure 4-7.  This form enables you to view or edit line 
rationale statements for a particular line number or to view or print the entire document.  
The line rationale form is dynamic and changes with the program depending on the 
Competition Type/Method of Operation field and Tender Type field selections.  In other 
words, the only lines that will be available for use on the line rationale form are those 
that apply to the particular Competition Type/Method of Operation code and/or Tender 
Type selected on the Competition Information form.  For example, if the Competition 
Type/Method of Operation field is set to one of the streamlined options, Lines 5, 9, 10 
and 11 will be disabled because they do not apply in a streamlined competition.  This 
feature removes any question about where documentation records can be entered. 

 
Figure 4-7. Competition Documentation Report Generator. 
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4.5.4.1 View or Edit Rationale for a Particular Line Number 

If you click on the circle to the left of a line number description (or press the underlined 
character in the description), COMPARE will display a form, Figure 4-8, that contains 
any line rationale descriptions currently entered.  If there are no descriptions and 
records have been entered on cost records for that particular line number, you can enter 
or edit descriptions on the form.  Within most of the line number forms, clicking on the 
list arrow to the right of the Record box lets you select an existing line number record to 
document. 

 
Figure 4-8. Typical Line Rationale Form. 

4.5.4.2 Source Selection Documentation 

COMPARE also allows you to incorporate a summary of the source selection decision 
documentation into your cost file.  The primary purpose for this feature is to print this 
information on the SCF for other than low cost performance decisions thus preventing 
someone from having to manually write the information on the printed SCF.  To enter 
this information, click on the SOURCE SELECTION DOCUMENTATION button on 
either the Line Rationale form or Signatures form.  This will display the form shown in 
Figure 4-9 and allow you to enter data in three fields. 

Because the source selection is not relevant to baseline costs, the SOURCE 
SELECTION DOCUMENTATION button and associated functionality is disabled for 
Preliminary Planning and Adjusted Baseline Costs files.  You can only access this 
feature when working with an Agency Cost Estimate file. 
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Figure 4-9. Source Selection Decision Documentation Form. 

The fields available on the Source Selection Documentation form are memo fields and 
will accept a large amount of information.  However, keep in mind that the information 
you enter on this form will be printed on the SCF for other than low cost performance 
decisions.  The key is to enter only summary information and reference the full 
document separately.  The format of these fields makes it easy to copy and paste 
information from your source selection documentation directly into COMPARE. 

4.5.4.3 Printing Line Rationale Forms 

The Competition Documentation Report Generator Main Screen has comment boxes for 
references and additional remarks that will appear on the printed document.  To 
generate a full copy of the line rationale document that contains all of the comments 
entered during the competition file development, click on PRINT with the mouse (or 
press the key combination of ALT + P).  COMPARE will then display a view of the report 
as it will appear in hardcopy.  You can then select the Print option.  To return to the 
Competition Information Screen, click on the BACK button with the mouse (or press the 
key combination of ALT + B).  There are three sections to the Line Rationale report; cost 
records, other comments and references.  If there are no records to display for a 
particular section of the report, COMPARE will print a note in that section indicating 
there are no records associated with that section. 

NOTE:  You can create line rationale documentation for individual line numbers directly 
from the cost records by selecting the DOCUMENT button located at the bottom of the 
screen (or by pressing the key combination of ALT + D). 
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4.5.4.4 Line Rationale on Cost Records Reports 

In addition to the documentation features discussed in the previous paragraphs, 
COMPARE also prints the line rationale on several cost records reports.  Since the line 
rationale records are tied to specific cost records in many cases, these line rationale 
records will print with the corresponding record on the individual records report.  For 
lines like Line 4 where there are no specific cost records to link to the corresponding line 
rationale is printed on the last page of the report.  With the addition of this capability, 
you can now more easily find and associate your documentation for specific records. 

4.5.5 Entering/Editing Information on Cost Records 

When you click on COST RECORDS with the mouse (or press 
the key combination of ALT + R) from the Competition 

Information Screen, COMPARE displays the Cost Records Report Menu Screen, shown 
in Figure 4-10.  From the menu displayed on this screen, you can access the data entry 
cost records for every line number.  In addition, you will notice that buttons on the 
bottom of the screen also enable you to access the Competition Documentation 
Generator (LINE RATIONALE) and the File Reference Table Management Screen 
(TABLES) discussed earlier.  The green button labeled SCF (or SLCF for streamlined 
competitions) will generate the results of the competition after all the required data is 
entered. 

 
Figure 4-10. Cost Records/Reports Menu Screen. 

To select a line number cost record or report menu, simply click on the circle to the left 
of the line number description.  If no additional options display, then click on CONTINUE 
(or press the key combination of ALT + C) to invoke the selected cost record or report.  
For those line numbers that contain multiple choices (3, 8, 10), you can double-click on 
the radio button corresponding to the line number cost record you wish to display.  If 
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more than one option is associated with the selected line number, COMPARE will 
display a pull-down list detailing the various cost records and report menus associated 
with the selected line number.  To invoke the screen associated with your selection, 
click on desired listed item. 

4.5.5.1 Auto Fill and Other Shortcut Features 

When entering data in cost records, there are a couple of automated features that will 
make data entry easier and quicker.  The first feature is the auto fill or straight-line 
feature in the performance period cost subform.  When you enter an FTE, quantity, or 
cost value in the 1st performance period, COMPARE will ask you if you want to use that 
same value for all subsequent periods.  If you press the YES button, the program will 
automatically fill in the values for all subsequent periods.  The program will also perform 
this same operation if you enter costs in the 2nd performance period.  The reason this is 
done twice is because when the 1st period is a phase-in period, the values for the 2nd 
through last period are often different than the 1st period thus giving you more flexibility 
in data entry. 

The second feature is a keyboard shortcut that copies data from a field directly above 
the field you are currently in.  This shortcut key combination is CTRL‘ (i.e. CTRL 
apostrophe).  For example, if you are creating a second record and the information you 
want to enter in a field is the same as the field directly above your current cursor 
location, you can press the CTRL‘ shortcut and the program will automatically fill the 
current field with the same data in the record above. 

4.5.5.2 Cost Records Sort Options 

Each of the cost records lines that allow data entry provide a sorting mechanism that 
allows you to change the way records are displayed on screen.  Each cost record line in 
COMPARE has a predetermined sort order that cannot be changed permanently.  
However, you can change the order of records while you are viewing them on screen by 
selecting an option in the ‘Sort by’ drop down list on the cost records form.  This sort 
order is only temporary and will be changed back to the system default upon exiting the 
form.  This feature is helpful for finding individual records within a line. 

4.5.5.3 Finding Records (Record ID) 

Every cost record has a unique, line specific identification number called a “Record ID”.  
This value is displayed in the first column for each cost record.  This ID is also printed 
on the Individual Records report and each of the line reports.  This ID will help you to 
find a specific record within a line.  For example, if you have a report that shows a Line 
2 record with an ID of 23, you can very easily locate record ID 23 on the Line 2 cost 
records form. 

4.5.5.4 Printing Error & Information Messages 

COMPARE version 2.1 introduced a new feature that allows you to print certain 
information messages.  As you work with COMPARE you will find that there are several 
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instances where a message will pop up and list several records that need to be 
updated.  These messages will also give you the option to print the message text so you 
do not have to write down or remember the records.  If you choose to print the report, a 
preview of the report will be displayed on screen. 

4.5.6 Printing Supporting Documentation 

The PRINT DOCS button activates a menu screen that allows you to 
navigate to several reporting options available within COMPARE.  The 

menu screen that you will see is shown in Figure 4-11.  From this menu you can access 
six different report types.  Some of these reports have additional menu screens that 
allow you to further define your printing needs.  The eight options that you will see are 
discussed in the following list. 

• Worksheets – This option allows you to print, or view on screen, the 
individual worksheets for each of the cost records that you enter into the 
program.  These worksheets break down the records and show how certain 
figures are computed. 

• Individual Records - This option allows you to print, or view on screen, a 
page-by-page review of all data contained within the program for each cost 
record you enter into the program.  This report provides a detailed look at 
each record. 

• File Tables - This option allows you to print, or view on screen, the contents 
of each of the File Tables within your competition file. 

• Line Rationale - This option allows you to print, or view on screen, the line 
rationales you have entered for each record in COMPARE. 

• Summary of Agency and Private Sector and Public Reimbursable Cost - 
This option allows you to print, or view on screen, a performance period by 
performance period and line-by-line summary of the cost information in 
COMPARE. 

• Standard Competition Form (SCF) - This option allows you to print, or view 
on screen, the SCF (or SLCF). 

• SCF Signatory Information - This option allows you to print, or view on 
screen, the SCF (or SLCF) signatory information. 

• Summary of FTEs and Positions - This option allows you to print, or view 
on screen a report showing a high-level summary of total FTEs contained in 
your cost file. 



COMPARE User's Manual Chapter 4 – Creating/Building a COMPARE File 

Doc No: compare.01.10 60 Revision: 01/14/11 

 
Figure 4-11. Print Records Menu Screen. 

4.5.7 Global Update Button 

There are times when you may wish to re-calculate all competition 
file data that has been user-entered.  COMPARE automatically re-

calculates user-entered data that is affected by changes made to the reference tables 
2,3,4,5,8 or 9.  In those cases where new releases of COMPARE contain internal 
programming calculations that have been modified to correct problems or comply with 
new regulations, it may be necessary to update competition files that were created 
under a version of COMPARE that precedes the changes made to the new version.  
The GLOBAL UPDATE button will perform a complete update of all user-entered data. 

4.5.8 Returning to the Main Menu 

At any time when you are on the Competition Information Screen, you 
can click the MAIN button to return to the main menu.  You use this 

button when you wish to close out of your competition file and exit the program or if you 
want to open/create another competition file.  It is important that you exit COMPARE 
through the MAIN button.  This enables COMPARE to clean up the temporary 
underlying records and save the data. 

4.5.9 Convert File Button 

The CONVERT FILE button is used to convert a Preliminary 
Planning Baseline Costs file to either an Adjusted Baseline Costs 

file or an Agency Cost Estimate file.  This option is only available when a Preliminary 
Planning Baseline Costs file is open in COMPARE.  Refer to the section on baseline 
cost estimates for more information on file conversions. 
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4.6 ARCHIVING AND STORING COMPETITION DOCUMENTATION 

Competition documentation is very important and to utilize this historical documentation 
it is imperative that thought is given to archiving and storing this information.  Agency 
policies will dictate the length of time you must retain this documentation so check with 
your agency for instructions in this area.  The purpose of the following is to provide 
instructions on the types of files and information you should store as it relates to 
COMPARE.  The most important item is to have an archived version of the software that 
was used to prepare the final agency cost estimate (and subsequent updates if a new 
version of the software is released). 

It is highly recommended that these files be kept in a safe location with other agency 
cost estimate documentation after they are copied onto a CD-ROM as instructed herein.  
Place the following four files on the CD: 

Setup File.  The installation file you used to install the COMPARE software (this 
file has a .exe file extension (e.g.  filename.exe) and can be downloaded from the 
COMPARE website at the time of your competition). 

Program File.  The COMPARE program file (compare3.mde) for the version of 
the software used to prepare the cost estimate.  This file is located in the 
directory where COMPARE was installed on your computer.  The default 
installation location is C:\Program Files\COMPARE. 

Version Change Summary.  A copy of the software version change summary 
for the version of COMPARE used. This is located on the COMPARE website. 

You should clearly label the outside of the CD and CD case as to the contents of the CD 
including the version number of the COMPARE software that is stored on the CD.  Once 
all files are on the CD and the CD is labeled appropriately, store a copy of this CD with 
the agency cost estimate documentation in accordance with agency policies and 
procedures.  By archiving a copy of the COMPARE software on a CD, a copy of the 
software that was used to prepare the agency cost estimate is maintained as part of the 
competition documentation.  Each time the agency cost estimate is revised, create an 
archive as part of the revised agency cost estimate. 
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CHAPTER 5: THE LINES 

5.0 COMPETITION COST LINES 

This chapter will discuss each individual cost record line in COMPARE.  The lines will 
be discussed in sequence simply for ease of instruction.  However, this does not mean 
that this is the way you should always enter data. 

5.1 GENERAL RECORD STRUCTURE 

You will notice in each screen for each type of cost record that there are two separate 
sections: 1) the cost record detail (top datasheet) and 2) performance period cost detail 
(bottom datasheet).  Everything in the top datasheet is considered the annual data for 
one item (e.g. personnel position, material cost, capital asset, minor item, rental cost, 
etc.).  In other words, everything you enter in the top datasheet should represent the 
“annual cost” for one item.   

COMPARE treats all values as annual amounts. COMPARE prorates all values to the 
length of the performance period. In other words, when a performance period is less 
than twelve months (e.g. first, second, and/or last), COMPARE calculates the annual 
values entered for a cost estimate record to reflect the actual length of the performance 
period.  COMPARE’s prorating methodologies may appear to be a little confusing, but 
the software’s functionality is consistent with cost estimating practices and policy. 

Understanding the annual cost characteristic of data is important because it will affect 
the accuracy of your cost calculations.  Annual costs are prorated based on specific 
data entry choices you make as you create a cost record.  There are three related data 
elements impacting how COMPARE prorates costs.  These are: 

• Quantity (i.e. FTEs for personnel) or base year cost (i.e. Materials, Minor Items, 
Travel, etc.);  

• Prorate (Y/N)?  

• Price Current As of Date (i.e. Acquisition Date for Capital Assets). 

5.1.1 Data Element Relationships for Prorating Costs 

COMPARE assumes all data entered for each record is annual data. For example, for 
personnel the parent record (cost record detail - top datasheet) represents the annual 
cost of one position. For other lines, the base year cost or unit price is the annual cost 
for that record. These values are treated as annual amounts applicable to all 
performance periods (performance period cost detail - bottom datasheet).  It is from this 
assumption that all other calculations are derived.  
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The PRORATE data field in COMPARE does not translate directly to all definitions of 
prorating. In COMPARE this data field instructs COMPARE on how to handle the cost 
calculations for performance periods that are less than a full year in length (first, 
second, and/or last). If a performance period is less than a full year (for example 6 
months) and the prorate field is set to YES, COMPARE will adjust the "annual" cost 
assigned to the record (cost record detail - top datasheet) to reflect 6 months worth of 
cost data. If the data field is set to NO, then COMPARE does not apply this logic and 
computes the full year’s data for the short period.  

The PRICE CURRENT A/O data field is used to assign the date a particular cost item 
was originally placed into service, the date it is intended to be put into service, or the 
date the data was current as of (i.e., the date the data was received from a vendor 
providing a price quote). Based on this date, COMPARE will adjust the base year cost 
(prorate) to reflect the remaining time in the performance period the item will be used 
because the base year cost (cost record detail - top datasheet) is expected to be an 
annual value. If the item was put into service for less than twelve months, only the 
service life is costed.  

5.1.2 Understanding Data Entry and Prorating 

When you create any cost record in COMPARE, it will include a section where you can 
enter performance period specific information. 

Line 1 – Personnel FTE values are performance period specific values. Other Pay, 
Other Entitlements, and Overseas Allowance are not considered performance period 
specific and apply to all performance periods as an annual cost.  Other Pay, Other 
Entitlements, and Overseas Allowance costs are entered for the main personnel record 
(cost record detail - top datasheet). FTE values are entered in the performance period 
section of the record (performance period cost detail - bottom datasheet). If you want to 
compute Other Pay, Other Entitlements, and Overseas Allowance by performance 
period, you would have to create a personnel record for each position for each 
performance period. Then you would enter the Other Pay, Other Entitlements, and 
Overseas Allowance in each record and record the appropriate FTEs for each record in 
the appropriate performance period. 

Other Lines follow a similar pattern of data entry.  For example, Line 2 – Materials and 
Supplies TOTAL UNIT COST is entered in the cost record detail (top datasheet) and 
represents an annual cost.  This annual value will be prorated to the appropriate cost 
value based on how the PRORATE (Y/N)? and PRICE CURRENT AS OF DATE data is 
entered.  Once the cost information is prorated, it is multiplied by the quantity entered in 
the performance period cost detail (bottom datasheet).  Likewise, other types of costs 
entered in the cost record detail (top datasheet) will represent an annual value and will 
be prorated to the appropriate cost value based on how the PRORATE (Y/N)? and 
PRICE CURRENT AS OF DATE data is entered. 
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5.1.3 Developing Accurate Prorated Cost Estimates 

You have two options to arrive at an accurate cost estimate for costs based on specific 
price current as of dates.  

Your first option is to annualize the cost data you have to arrive at the correct cost value 
in COMPARE (in accordance with the approved cost estimating rules and formulas 
contained within). In other words, you will need to convert the data to an amount that 
equates to the equivalent of a full year. Enter this annualized value as the unit price for 
the cost record in question and enter the historical price current as of date. COMPARE 
will then compute the appropriate value for the period of time represented by the cost 
record attributes. This may appear to be confusing, but following this method ensures 
consistency and will ultimately represent the amount of cost incurred for the cost 
element during the 12 month period selected. THIS IS THE PREFERRED METHOD.  

When dealing with performance periods that are less than 12 months (1 full year) in 
length, you must enter data as if it were an annual requirement so the program can 
prorate the costs correctly. One example is annualizing FTEs.  

1. Determine a conversion factor to convert your short performance period 
requirement to an annual requirement. To do this, you should divide the number 
of days in the year that the short performance period falls in by the number of 
days in the phase-in period by. For example, 365 days / 30 phase-in days = 
12.166667 conversion factor. Remember that if the short performance period 
falls in a leap year you should use 366 days. 

2. Then convert the short performance period requirement to an annual requirement 
by multiplying the short performance period requirement by the conversion factor. 
For example, 8 hours x 12.166667 = 97.333333 annual hours. 

3. Now, convert the annual hours to FTEs by dividing the annual hours by 2087 
available hours. For example, 97.333333 / 2087 = 0.0466 FTEs. This is the 
amount that should be entered into COMPARE. 

Your second option is to select a price current as of date prior to, or on, the first date of 
the first performance period for items that can enter service at any point during a 
performance period. This is consistent with cost estimating methodology because you 
are estimating that the cost will be the same for the ensuing annual period. In this case, 
you are estimating that the cost you enter is the most accurate value that can be 
incurred at any point during the performance period, regardless of when it enters 
service. For example, if you need computer paper, its consumption may be irregular.  
This irregular consumption means that it may not be predictable enough to specify what 
date the item will need to be purchased. However, you do know that when you need it, it 
will cost you $100. The supply item (paper) may not be purchased until six months into 
a performance period. However, it could conceivably be purchased on day one of the 
performance period. Therefore, “the date the item was intended to be put in service” 
clause would apply here and the price current as of date could appropriately be the first 
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day of the performance period. Furthermore, the $100 spent in the middle of the 
performance period is most likely the same price it would have been on the first day or 
the last day of the performance period. 

5.2 LINE 1 – PERSONNEL COSTS 

This section will walk you through the information required to determine Line 1 of the 
SCF/SLCF.  This line includes the cost of all direct agency labor and supervision, 
including quality control personnel necessary to perform internal quality control 
requirements that are stated in the solicitation and contract administration support for 
MEO subcontracts listed in Line 3. 

5.2.1 General Cost Information 

5.2.1.1 Economic Price Adjustment Provision (EPA) 

For the records of Personnel, Materials, and some cost records under Other Specifically 
Attributable cost, the analyst is asked whether or not there is an EPA provision.  When a 
cost has an EPA provision, it means that there is a solicitation requirement that instructs 
industry to NOT escalate that cost.  Normally an EPA provision means that there is a 
contract mechanism that will inflate this cost at a later date, so offerors are instructed to 
not prematurely include this inflation cost in their proposed cost.  Each cost element has 
its own terms and situation for an EPA provision.  For example, in personnel cost, the 
decision to indicate a “Y” in the EPA field is associated with whether or not the clause 
“Fair Labor Standards Act (FLSA) and Service Contract Act (SCA) - Price Adjustment 
(Multiple Year and Option Contracts” Federal Acquisition Regulation (FAR) 52.222-43 is 
included in Section I of the solicitation and a position description is FLSA non-exempt.  
As instructed by FAR 22.1006 (c), this clause is only included when the expected 
contract type is fixed-price.  You should refer to the OMB Circular A-76, Attachment C, 
for specific guidance regarding how to make a determination of whether to select EPA = 
Yes or No. 

Setting EPA equal to “NO” means that the costs will be inflated through the end date of 
the last performance period in your COMPARE file.  Setting EPA equal to “YES” means 
the costs will be inflated through the end of the 1st period of full performance, which is 
the 1st performance period immediately following the phase-in period.  In simple terms 
EPA=YES means Inflate=NO and EPA=NO means Inflate=YES.  This can be a very 
confusing issue, so you should rely on the guidance in the OMB Circular A-76, Federal 
Acquisition Regulation (FAR), and your contracting office in making this determination.  
Making an incorrect designation in the EPA field will result in an incorrect cost estimate. 

On the Line 1 and Line 8 cost records screen you will find an EPA 
INFO button that will display a popup window that provides additional 

explanation of the EPA designation.  The operator’s answer to the EPA question is 
solely determined by the terms of the solicitation, so it is necessary to coordinate these 
decisions with the contracting officer to ensure an accurate response. 
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5.2.1.2 Structure of Personnel Cost Records 
To ensure proper data entry on Line 1, it is important to understand how COMPARE 
views personnel cost records.  As you will notice in the screen for Line 1 there are two 
separate sections: 1) personnel cost record detail (top datasheet) and 2) performance 
period cost detail (bottom datasheet). 
Everything in the top datasheet is considered the annual data for one position.  In other 
words, everything you enter in the top datasheet should represent the “annual cost” for 
one position.  This is important because it will affect the accuracy of your personnel cost 
calculations.  You will notice that the very last column (far right) on the top datasheet is 
a field titled “Base Year Cost”.  This cost is the total base cost for one position which will 
then be used to determine the prorated/inflated cost based on the FTEs and 
performance period data.  To ensure accurate cost calculations you must enter annual 
amounts for these parent records.  This is most important for the Other Entitlements, 
Other Pay and Overseas Allowance data fields.  Keep in mind that you may need to 
annualize these amounts prior to data entry.  For example, you may know that a 
particular position only represents 0.5 FTEs and that the Other Pay is $500 for that half 
FTE.  In this case you would enter $1000 in Other Pay and then COMPARE will adjust 
in the cost calculations by prorating the amount to the 0.5 FTEs. 

Everything in the performance period detail (bottom datasheet) focuses on the FTEs or 
productive hours for the parent position record.  Therefore, if you enter 2.5 FTEs for a 
particular record COMPARE is going to prorate/adjust the annual cost to a per FTE 
basis. 

5.2.1.3 Understanding Personnel Calculations 
The personnel calculations are complicated and often hard to understand.  This section 
provides a general overview of some of the calculations to help you better understand 
and become familiar with some of the unique aspects.  There are several excellent 
examples of personnel calculations at the end of this manual in Appendix 1. 

First, remember that inflation is computed on a daily basis within COMPARE.  
Therefore, in the underlying calculations, COMPARE converts data to a daily basis to 
perform calculations and then computes the applicable annual prorated/inflated amount 
by performance period.  Another important feature is the use of 365.25 as the number of 
days in a year.  This factor is used to account for the leap year and essentially averages 
out the variances in the cost data.  The third significant piece of information is that 
COMPARE finds inflation factors based on the salary/wage effective dates and the 
dates of the performance periods.   

To make all of this work, COMPARE evaluates the effective dates for the corresponding 
pay table and determines the point at which the wage effective period expires.  It is at 
this point that a new effective period begins and thus a new inflation period begins.  For 
example, if a salary were effective from January 11, 2004 to January 10, 2005, 
COMPARE would begin inflating the salary on January 11, 2005 using the 2005 inflation 
factor.  There are several unique cases depending on where dates fall, but we will not 
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go into that detail here.  You can also refer to the OMB Circular A-76 for more detailed 
explanations on inflation for personnel. 

Figure 5-1 is provided as a sample of how a particular calculation could be presented 
both mathematically and graphically.  This example uses a FWS position for illustration 
purposes. 

08/30/02 08/29/03
Performance Period 1

122 Days
(No Inflation)

12/30/01 12/29/02
FWS Salary Effective Period

12/29/03

243 Days
(2002 Inflation Factor Applied)

COMPONENT 1
(Base Yr Cost ÷ 365.25 days) 

x 122 days
+

COMPONENT 2
((Base Year Cost x (1 + 2002 Labor Inflation Factor)) ÷ 365.25 days) 

x 243 days
PP1 Inflated Cost  =

Scenario Formula:

08/30/02 08/29/03
Performance Period 1

122 Days
(No Inflation)

12/30/01 12/29/02
FWS Salary Effective Period

12/29/03

243 Days
(2002 Inflation Factor Applied)

COMPONENT 1
(Base Yr Cost ÷ 365.25 days) 

x 122 days
+

COMPONENT 2
((Base Year Cost x (1 + 2002 Labor Inflation Factor)) ÷ 365.25 days) 

x 243 days
PP1 Inflated Cost  =

Scenario Formula:

 

Figure 5-1. Sample Personnel Cost Calculation for a FWS Position. 

In this example you can see that there are two components of the calculation.  Because 
the effective period for the FWS pay table overlaps with the beginning of the first 
performance period, there is no inflation for the first 122 days.  Then on December 30, 
2002, the pay is inflated for the remainder of the performance period (243 days).  This 
example is a rather simple example, but does illustrate how the dates, the 365.25 factor 
and the daily inflation interact in computing the personnel costs. 
Another unique aspect of the calculations is related to records where the EPA field is 
set to YES.  In this case, the cost is only inflated through the first period of full 
performance as discussed earlier.  However, you may notice that it appears in 
COMPARE that there is additional inflation beyond this first period of full performance.  
This is not an error and is precisely how the calculations are designed to function.  In 
applying the EPA logic to personnel cost records, COMPARE inflates the cost through 
the end of the first period of full performance.  Then from that point forward, COMPARE 
uses the inflation factor applicable to the last portion (second component) of the first 
period of full performance to compute all future periods.  By doing this, the factor is 
applied to the full year and thus may reflect a slight increase in the inflation but will hold 
constant from that point forward. 
5.2.2 Line 1 Basics 

There are 5 categories, shown in Figure 5-2, under which you can enter Line 1 records: 
GS/NSPS Personnel, FWS Personnel, Military/Uniformed Services Personnel, NAF 
(Non Appropriated Fund), and Foreign National Personnel.  There is a separate cost 
record for each of these separate categories.  You access the individual cost records by 
clicking on the associated label at the top. 
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Figure 5-2. Line 1 – Personnel Cost Records. 

5.2.2.1 GS/NSPS and FWS Civilian Personnel 

Complete as many records as necessary to document civilian position costs.  Since 
data entry and processing for these two categories are nearly identical, they will be 
treated together.  The following is a field-by-field description of data you can enter for 
GS/NSPS/FWS Civilian Personnel. 

5.2.2.1.1 Field Description 

• ID: (Automatically Generated) - This field is a unique numeric identifier that 
is assigned to each record that is created on this line. 

• Position Title: (Required) - (30 character limit) Identify the job.  Example: 
carpenter, driver, janitor, supervisor, foreman, administrative clerk, or 
department head.  Every position in the MEO should be accounted for in this 
column.  You may recognize the cost of multiple FTEs in one record as long 
as all of the position cost information is identical.  (NOTE:  When creating 
Line 1 personnel cost records, do not enter employee social security numbers 
or any other Privacy Act covered information.  For specific exclusions, refer to 
the Privacy Act as listed in the references section of the User’s Manual.) 

• Functional Area: (Required) - You can key in a valid Functional Area (if it 
exists in the Functional Area Table) or select a Functional Area from the 
associated list.  If you realize you neglected to define enough Functional 
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Areas, simply click on Tbl 16 with the mouse (or press the key combination of 
ALT + F) to access the Functional Areas Table Screen where you can update 
the table. 

• Location: (Required) - You can key in a valid location (if it is defined in Table 
2 or 3) or select a location from the associated list.  If you realize you 
neglected to define enough locations, simply click on Tbl2 (for GS/NSPS) or 
Tbl3 (for FWS) with the mouse (or press the key combination of ALT + 2 or 3) 
to access the appropriate table screen where you can update the table.  
Remember, the location you select will determine which pay table is used to 
calculate costs for the current record. 

• Grade: (Required) - The grade and step correlate to a pay rate or salary from 
either the FWS or the GS/NSPS table.  The grades used for a particular 
position are specified in the MEO.  You can key in a grade code or select one 
from the associated list.  Based on your entry, COMPARE will calculate and 
post a preliminary salary, basic pay, fringe pay, and base year cost.  These 
values may change as additional data is entered. 

• Step: (Make no entry) - This is the pay step used to compute average salary 
or wage costs.  COMPARE automatically enters this information using File 
Tables 2 (for GS and NSPS positions) and 3 (for FWS Positions).  This field 
cannot be changed.  The accuracy of the pay rates is dependent upon the 
data entry into the respective tables so be careful to enter the salary/rate that 
corresponds to the correct step. 

• EPA: (Required, default is “No”) - Economic Price Adjustment.  If a position 
is subject to an EPA (Yes), then the costs will not be inflated beyond the 1st 
period of full performance (period immediately following phase-in period).  
See paragraph 5.2.1.1 for more information. 

• E/M: (Expansion/Mix) - Is the position(s) required for the Expansion (E) or 
work currently performed by contract (M)? For Line 1 entries, a “Y” (Yes) 
entry tells COMPARE if the position(s) is specifically required to support 
added workload requirements associated with the expanded workload or work 
currently performed by contract.  This information is used to determine 
distribution of the conversion differential between agency and private sector 
performance costs. 

NOTE:  This option only appears for Line 1 cost records where the COMPETITION 
TYPE/METHOD OF OPERATION is E ”Standard (Expansion)” or M “Standard (Mix – 
Partial Conversion Private Sector to Agency)”. 

• Pos Type (Position Type): (Required) - You can key in a valid position type 
or select one from the associated list.   

• Frng Fctr (Unique Fringe Benefit Factor): (Required – Default is CS RET 
Standard Civil Service Fringe Benefit) - Once a selection is made, 
COMPARE will re-calculate fringe pay and base year cost, based on factors 
referenced from Table 7.  
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• Salary/Wages: (Automatically entered by COMPARE) - The annual salary or 
wages of the position. 

• Entlmnts (Entitlements): (Optional) - Once an entry is made, COMPARE 
will re-calculate basic pay and base year cost.  Entry may be zero (0).  If 
entered for full-time, part-time or temporary positions, this amount must 
represent an annual amount for one position to ensure accurate cost 
calculations.  If the cost record is for an intermittent position, the entry for the 
entitlements field must represent the amount of entitlements corresponding to 
the productive hours entered for the phase-in period OR the first period of full 
performance.  When the productive hours for the phase-in period and first 
period of full performance are not equal, you must create two separate 
records for COMPARE to accurately calculate the position cost (e.g. one 
record for the phase-in period and one for all remaining periods). 

• Basic Pay: (Automatically entered by COMPARE) - The sum of 
SALARY/WAGES and ENTITLEMENTS.  It is the position’s pay that earns 
the full fringe benefit rate. 

• Other Pay (Other Added Pay): (Optional) - Once an entry is made, 
COMPARE will include this cost plus the appropriate fringes in base year cost 
terms.  Entry may be zero (0).  If entered for full-time, part-time or temporary 
positions, this amount must represent an annual amount for one position to 
ensure accurate cost calculations.  If the cost record is for an intermittent 
position, the entry for the other pay field must represent the amount of other 
pay corresponding to the productive hours entered for the phase-in period OR 
the first period of full performance.  When the productive hours for the phase-
in period and first period of full performance are not equal, you must create 
two separate records for COMPARE to accurately calculate the position cost 
(e.g. one record for the phase-in period and one for all remaining periods). 

• Overseas (Allowance): (Optional) - Once an entry is made, COMPARE will 
re-calculate basic pay and base year cost.  Enter overseas pay allowances, 
not subject to fringe benefits or MEDICARE AND OLD AGE AND 
SURVIVORS BENEFITS INSURANCE, that are provided as a special cost of 
living allowance to employees assigned to activities located overseas.  Entry 
may be zero (0).  If entered for full-time, part-time or temporary positions, this 
amount must represent an annual amount for one position to ensure accurate 
cost calculations.  If the cost record is for an intermittent position, the entry for 
the overseas allowance field must represent the amount of overseas 
allowance corresponding to the productive hours entered for the phase-in 
period OR the first period of full performance.  When the productive hours for 
the phase-in period and first period of full performance are not equal, you 
must create two separate records for COMPARE to accurately calculate the 
position cost (e.g. one record for the phase-in period and one for all remaining 
periods). 

• Basic Pay Fringe (Fringe Benefits/Medicare – Basic Pay): (Make no 
entry) - Using File Table 7 (Fringe/Medicare Factors), COMPARE 
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automatically computes and enters this value for you.  For full-time and part-
time positions, this includes fringe benefits (i.e., retirement + insurance + 
miscellaneous plus Medicare).  For temporary and intermittent positions, the 
cost is limited to Medicare and Old Age and Survivors Benefits insurance.  
Medicare and Old Age and Survivors Benefits insurance computations are 
applied up to the established salary limits. 

• Oth Py Frng (Fringe Benefits/Medicare – Other Added Pay): (Make no 
entry) - This is the annual cost to the Government, if any, for FICA (Old Age 
and Survivors Death Insurance benefits + Medicare benefits)  paid on other 
added pay.  Using File Table 7 (Fringe/Medicare Factors), COMPARE 
automatically computes and enters this value for you.  Costs are computed 
only against that portion of other added pay, which when added to basic pay, 
does not exceed the established Medicare salary limits. 

• Base Year Cost (for one position): (Make no entry) - The total annual pay 
and benefit costs incurred by the Government for one position.  Value shown 
represents the sum of BASIC PAY, OTHER ADDED PAY, OVERSEAS 
ALLOWANCE, BASIC PAY FRINGE, and OTHER PAY FRINGE.  COMPARE 
automatically sums and enters this value.  This is the amount used in 
computing the performance period prorated/inflated costs. 

• FTEs: (Required) - Once an entry is made for the 1st performance period, 
COMPARE will give you the option to assign that value to all remaining 
performance periods or to enter values manually.  If you selected Intermittent 
or Temporary as the Position Type, COMPARE will allow you to enter the 
number of productive hours the position requires during a year.  COMPARE 
will then convert that value to FTEs and post it on the form.  Likewise, if you 
opt to enter FTEs for Intermittent or Temporary positions, COMPARE will 
convert the FTE value to the equivalent number of productive hours.  
COMPARE allows you to enter as many decimal places as you want, but all 
entries are rounded to three decimal places to comply with the Circular. 

• Prorated/Inflated: (Make no entry) - An estimate of future annual 
Government costs associated with the positions or productive hours shown 
on the record.  COMPARE will automatically compute and enter this value 
whenever an update is performed. 

NOTE:  Do not forget to periodically save your information with the SAVE FILE button! 

5.2.2.1.2 Calculating Performance Period Cost 

At this point, if you click on UPDATE with the mouse (or press the key combination of 
ALT + U), COMPARE will calculate the cost for each performance period.  Using Table 
8 (Inflation Cost Factors/Rates) and the dates established for each performance period, 
COMPARE inflates and prorates costs into each performance period.  If the entry for 
EPA is “N” (No), all cost factors applicable to each performance period are inflated.  
However, if the entry is “Y” (Yes), only cost factors applicable through the 1st period of 
full performance are applied to the remaining performance periods. 
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Since the update action computes the performance period costs for all records in all five 
of the personnel windows, you may find it more efficient to enter all data before 
performing the update.  COMPARE automatically updates all records when you select 
the PRINT button and when you exit the form. 

To continue data entry, click on the small asterisk button to the left of the horizontal 
scroll bars.  This is the ADD RECORD button.  Otherwise, position the mouse cursor on 
the blank line at the bottom of the data entry window.  If you change any of the values 
that affect the calculation (Grade, Position Type, EPA, Entitlements, Other Pay, or 
FTEs), the values on the cost records will not reflect the cost by performance period 
until you perform another update. 

5.2.2.2 NAF (Non Appropriated Fund) and Foreign National Personnel 

Below is a field-by-field description of data you can enter for NAF Civilian or Foreign 
National Positions (Figure 5-3). 

 
Figure 5-3. Line 1 – NAF Personnel Cost Records. 

5.2.2.2.1 Field Description 

• ID: (Automatically Generated) - This field is a unique numeric identifier that 
is assigned to each record that is created on this line. 

• Position Title: (Required) - (30 character limit) Identify the job.  Example: 
carpenter, driver, janitor, supervisor, foreman, administrative clerk, or 
department head.  (NOTE:  When creating Line 1 personnel cost records, do 
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not enter employee social security numbers or any other Privacy Act covered 
information.  For specific exclusions, refer to the Privacy Act as listed in the 
references section of the User’s Manual.) 

• Functional Area: (Required) - You can key in a valid functional area (if it 
exists in the Functional Area Table), or select a functional area from the 
associated list.  If you realize you neglected to define enough functional 
areas, simply click on Tbl 16 with the mouse (or press the key combination of 
ALT + F) to access the Functional Areas Table Screen where you can update 
the table. 

• Location: (Required) - You can key in a valid location (if it is defined in Table 
4) or select a location from the associated list.  If you realize you neglected to 
define enough locations, simply click on Tbl 4 with the mouse (or press the 
key combination of ALT + 4) to access the appropriate Table screen where 
you can update the table.  Remember that the location you select will 
determine which wage table is used to calculate costs for the current record. 

• Grade: (Required) - You can key in a grade code or select one from the 
associated list.  Based on your entry, COMPARE will calculate and post a 
preliminary salary, basic pay, fringe pay, and base year cost.  (These values 
may change as additional data is entered). 

• EPA: (Required, default is “No”) - Economic Price Adjustment.  If a position 
is subject to an EPA (Yes), then the costs will not be inflated beyond the 1st 
period of full performance (period immediately following phase-in period).  
See paragraph 5.2.1.1 for more information. 

NOTE:  Line 8 Contract Administration costs are NOT subject to Economic Price 
Adjustment, so COMPARE locks out the EPA entry box on those cost records. 

• E/M: (Expansion/Mix) - Is the position(s) required for the Expansion (E) or 
work currently performed by private sector (M)? 
For Line 1 entries, a “Y” (Yes) entry tells COMPARE if the position(s) is 
specifically required to support added workload requirements associated with 
an expansion or work currently performed by private sector.  Information is 
used to determine distribution of the conversion differential between agency 
and private sector performance costs. 

NOTE:  This option only appears for Line 1 cost records where the COMPETITION 
TYPE/METHOD OF OPERATION is E “Standard (Expansion)” or M “Standard (Mix – 
Partial Conversion Private Sector to Agency)”. 

• Pos Type (Position Type): (Required) - You can key in a valid position type 
or select one from the associated list. 

• Entlmnts (Entitlements): (Optional) - Once an entry is made, COMPARE 
will re-calculate basic pay and base year cost.  For foreign national positions, 
enter other pay that earns the same fringe benefits as annual salary/wages.  
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Entry may be zero (0).  If entered for full-time, part-time or temporary 
positions, this amount must represent an annual amount for one position to 
ensure accurate cost calculations.  If the cost record is for an intermittent 
foreign national position, the entry for the other pay field must represent the 
amount of other pay corresponding to the productive hours entered for the 
phase-in period OR the first period of full performance.  When the productive 
hours for the phase-in period and first period of full performance are not 
equal, you must create two separate records for COMPARE to accurately 
calculate the position cost (e.g. one record for the phase-in period and one for 
all remaining periods). 

• Basic Pay: (Automatically entered by COMPARE) - The sum of 
SALARY/WAGES and ENTITLEMENTS. 

• Fringe Pay (Fringe Benefits/Medicare – Basic Pay) - For NAF and Foreign 
National Positions, COMPARE references Table 9 (NAF/Foreign Country 
Unique Factors/Rates) to determine whether basic pay fringe benefits for the 
selected location are computed automatically, or require your input.  If Apply 
is set to “Y” (Yes), COMPARE will use the factors associated with the code 
matching the selected position type and automatically compute and enter 
Basic Pay Fringe Costs.  If Apply is set to “N” (No), COMPARE provides entry 
boxes for your input that is appropriate to the position type.  The codes from 
Table 9 are shown in Figure 5-4 below. 

Position Type Table 9 Code 

NAF Regular D 

NAF Flexible F 

FN FT, PT, Temp L 

FN Intermittent N 

Figure 5-4. Table 9 NAF and FN Basic Pay Fringe Benefit Codes. 

• Other Pay (Other Added Pay): (Optional) - Once an entry is made, 
COMPARE will re-calculate basic pay and base year cost.  For foreign 
national positions, enter other added pay that earns a lesser level of fringe 
benefits than that earned by annual salary/wages.  Entry may be zero (0).  If 
entered for full-time, part-time or temporary positions, this amount must 
represent an annual amount for one position to ensure accurate cost 
calculations.  If the cost record is for an intermittent foreign national position, 
the entry for the other pay field must represent the amount of other pay 
corresponding to the productive hours entered for the phase-in period OR the 
first period of full performance.  When the productive hours for the phase-in 
period and first period of full performance are not equal, you must create two 
separate records for COMPARE to accurately calculate the position cost (e.g. 
one record for the phase-in period and one for all remaining periods). 
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• Oth Py Frng (Fringe Benefits/Medicare – Other Added Pay) - For NAF and 
Foreign National Positions, COMPARE references Table 9 (NAF/Foreign 
Country Unique Factors/Rates) to determine whether Other Added Pay 
Fringe Benefits for the selected location are computed automatically, or 
require your input.  If Apply is set to “Y” (Yes), COMPARE will use the factors 
associated with code matching the selected position type and automatically 
compute and enter Other Added Pay Fringe Costs.  If Apply is set to “N” (No), 
COMPARE provides entry boxes for your input that is appropriate to the 
position type.  The codes from Table 9 are shown in Figure 5-5. 

Position Type Table 9 Code 
NAF Regular E 

NAF Flexible G 

FN FT, PT, Temp M 

FN Intermittent O 

Figure 5-5. Table 9 NAF and FN Other Pay Fringe Benefit Codes. 

NOTE:  If Table 9 APPLY FACTOR column for any of the NAF/Foreign National Fringe 
Factors is set to “N” (No), COMPARE will display special boxes to enable you to 
manually enter values. 

Notice that COMPARE automatically posts the Basic Pay (Salary + Entitlements) and 
MEDICARE AND OLD AGE AND SURVIVORS BENEFITS INSURANCE (Basic Pay x 
MEDICARE AND OLD AGE AND SURVIVORS BENEFITS INSURANCE rate from 
Table 7) to the workbox.  Enter any additional values and then click on CONTINUE (or 
press the key combination of ALT + C).  COMPARE will post the total amount of basic 
fringe costs to the parent form. 

Notice that COMPARE automatically posts the Other Pay and MEDICARE AND OLD 
AGE AND SURVIVORS BENEFITS INSURANCE (Other Pay x MEDICARE AND OLD 
AGE AND SURVIVORS BENEFITS INSURANCE rate from Table 7) to the workbox.  
Enter any additional values and then click on CONTINUE (or press the key combination 
of ALT + C).  COMPARE will post the total amount of other pay fringe costs to the 
parent form. 
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Figure 5-6. Examples of Line 1 Itemized Boxes. 

• Overseas (Allowance): (Optional) - Once an entry is made, COMPARE 
calculates base year cost.  Enter other pay allowances, not subject to fringe 
benefits or MEDICARE AND OLD AGE AND SURVIVORS BENEFITS 
INSURANCE, that are provided as a special cost of living allowance to 
employees assigned to activities located overseas.  Overseas allowance does 
not apply to foreign national positions.  Entry may be zero (0).  If entered for 
full-time, part-time or temporary positions, this amount must represent an 
annual amount for one position to ensure accurate cost calculations.  If the 
cost record is for an intermittent foreign national position, the entry for the 
overseas allowance field must represent the amount of overseas allowance 
corresponding to the productive hours entered for the phase-in period OR the 
first period of full performance.  When the productive hours for the phase-in 
period and first period of full performance are not equal, you must create two 
separate records for COMPARE to accurately calculate the position cost (e.g. 
one record for the phase-in period and one for all remaining periods). 

• Base Year Cost (for one position): (Make no entry) - The total annual pay 
and benefit costs incurred by the Government for one position.  Value shown 
represents the sum of BASIC PAY, OTHER ADDED PAY, OVERSEAS 
ALLOWANCE, BASIC PAY FRINGE and OTHER PAY FRINGE.  COMPARE 
automatically sums and enters this value.  This is the amount used in 
computing the performance period prorated/inflated costs. 

• FTEs: (Required) - Once an entry is made for the 1st performance period, 
COMPARE will give you the option to assign that value to all remaining 
performance periods or to enter values manually.  If you selected Intermittent 
or Temporary as the position type, COMPARE will allow you to enter the 
number of productive hours the position requires during a year.  COMPARE 
will then convert that value to FTEs and post it on the form.  Likewise, if you 
opt to enter FTEs for intermittent or temporary positions, COMPARE will 
convert the FTE value to the equivalent number of productive hours.  
COMPARE allows you to enter as many decimal places as you want, but all 
entries are rounded to three decimal places to comply with the Circular. 
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• Prorated/Inflated: (Make no entry) - An estimate of future annual 
Government costs associated with the positions or productive hours shown 
on the record.  COMPARE will automatically compute and enter this value 
whenever an UPDATE is performed. 

NOTE:  Do not forget to periodically save your information with the SAVE FILE button! 

5.2.2.2.2 Calculating Performance Period Cost 

At this point, if you click on UPDATE with the mouse (or press the key combination of 
ALT + U), COMPARE will calculate the cost for each performance period.  Using Table 
8 (Inflation Cost Factors/Rates) and the dates established for each performance period, 
COMPARE inflates and prorates costs into each performance period.  If the entry for 
EPA is “N” (No), all cost factors applicable to each performance period are applied.  
However, if the entry is “Y” (Yes), only cost factors applicable through the 1st period of 
full performance are applied to the remaining performance periods. 

Since the update action computes the performance period costs for all records in all five 
of the personnel windows, you may find it more efficient to enter all data before 
performing the update.  COMPARE automatically updates all records when you select 
the PRINT button and when you exit the form. 

To continue data entry, click on the small asterisk button to the left of the horizontal 
scroll bars.  This is the ADD RECORD button.  Otherwise, position the mouse cursor on 
the blank line at the bottom of the data entry window.  If you change any of the values 
that affect the calculation (Grade, Position Type, EPA, Entitlements, Other Pay, or 
FTEs), the values on the cost records will not reflect the cost by performance period 
until you perform another update. 

5.2.2.3 Military/Uniformed Services Personnel 

Complete as many records as necessary to document military/uniformed services 
personnel costs.  Below is a field-by-field description of data you can enter for 
military/uniformed services personnel (Figure 5-7). 
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Figure 5-7. Line 1 – Military/Uniformed Services Personnel Cost Records. 

5.2.2.3.1 Field Description 

• ID: (Automatically Generated) - This field is a unique numeric identifier that 
is assigned to each record that is created on this line. 

• Position Title: (Required) - (30 character limit)  (NOTE:  When creating Line 
1 personnel cost records, do not enter employee social security numbers or 
any other Privacy Act covered information.  For specific exclusions, refer to 
the Privacy Act as listed in the references section of the User’s Manual.) 

• Functional Area: (Required - You can key in a valid functional area (if it 
exists in the Functional Area Table) or select a functional area from the 
associated list.  If you realize you neglected to define enough functional 
areas, simply click on Tbl 16 with the mouse (or press the key combination of 
ALT + F) to access the Functional Areas Table Screen where you can update 
the table. 

• Location: (Required) - You can key in a valid location (if it is defined in Table 
2 or 3) or select a location from the associated list.  If you realize you 
neglected to define enough locations, simply click on Tbl 2 (for GS/NSPS) or 
Tbl 3 (for FWS) with the mouse (or press the key combination of ALT + 2 or 3) 
to access the appropriate table screen where you can update the table.  For 
military/uniformed services personnel, the location you select is used only for 
tracking purposes.  Wages are determined by the service assignment (see 
next field). 
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• Service: (Required) - You can key in a valid service (if it is defined in Table 
5) or select a service from the associated list.  If you realize you neglected to 
define a service needed for the competition file, simply click on Tbl 5 with the 
mouse (or press the key combination of ALT + 5) to access the screen where 
you can update the table.  Remember that the service you select will 
determine which wage table is used to calculate costs for the current record. 

• Grade: (Required) - You can key in a grade code or select one from the 
associated list.  Based on your entry, COMPARE will calculate and post the 
base year cost. 

• EPA: (Required, default is “No”) - Economic Price Adjustment.  If a position 
is subject to an EPA (Yes), then the costs will not be inflated beyond the 1st 
period of full performance (period immediately following phase-in period).  
See paragraph 5.2.1.1 for more information. 

NOTE:  Line 8 Contract Administration costs are NOT subject to Economic Price 
Adjustment, so COMPARE locks out the EPA entry box on those cost records. 

• E/M: (Expansion/Mix) - Is position(s) required for the Expansion (E) or work 
currently performed by private sector (M)? For Line 1 entries, a “Y” (Yes) 
entry tells COMPARE if the position(s) is specifically required to support 
added workload requirements associated with an expansion or work currently 
performed by private sector.  Information is used to determine distribution of 
the conversion differential between agency and private sector performance 
costs. 

NOTE:  This option only appears for Line 1 cost records where the COMPETITION 
TYPE/METHOD OF OPERATION is E “Standard (Expansion)” or M “Standard (Mix – 
Partial Conversion Private Sector to Agency)”. 

• Comp Accel Rate (Composite Accelerated Rate): (Make no entry) - The 
annual standard composite accelerated cost rate for the military/uniformed 
services grade shown on the record.  COMPARE automatically enters this 
information from Table 5 (Military/Uniformed Services Composite Accelerated 
Rates). 

• Positions: (Required) - Once an entry is made for the 1st performance 
period, COMPARE will give you the option to assign that value to all 
remaining performance periods or to enter values manually.  If you choose to 
assign that value to the remaining performance periods, COMPARE will 
advance the cursor to the next line.  Otherwise, the cursor will advance to the 
2nd performance period.  COMPARE allows you to enter as many decimal 
places as you want, but all entries are rounded to three decimal places to 
comply with the Circular. 

• Prorated/Inflated: (Make no entry) - An estimate of future annual 
Government costs associated with the positions or productive hours shown 
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on the record.  COMPARE will automatically compute and enter this value 
whenever an UPDATE is performed. 

5.2.2.3.2 Calculating Performance Period Cost 

At this point, if you click on UPDATE with the mouse (or press the key combination of 
ALT + U), COMPARE will calculate the cost for each performance period.  Using Table 
8 (Inflation Cost Factors/Rates) and the dates established for each performance period, 
COMPARE inflates and prorates costs onto each performance period.  If the entry for 
EPA is “N” (No), all cost factors applicable to each performance period are applied.  
However, if the entry is “Y” (Yes), only cost factors applicable to the 1st performance 
period are applied to the remaining performance periods.   

Since the update action computes the performance period costs for all records in all five 
of the personnel windows, you may find it more efficient to enter all data before 
performing the update.  COMPARE will automatically update all records when you 
select the PRINT button and when you exit the form. 

To continue data entry, click on the small asterisk button to the left of the horizontal 
scroll bars.  This is the ADD RECORD button.  Otherwise, position the mouse cursor on 
the blank line at the bottom of the data entry window.  If you change any of the values 
that affect the calculation (Grade or FTEs), the values on the cost records will not reflect 
the cost by performance period until you perform another update. 

5.2.3 Printed Reports 

To view a screen copy of the current position, simply click on the VIEW CURRENT 
RECORD button.  To invoke the print menu for Line 1 reporting, click the PRINT button. 

 
Figure 5-8. Line 1 – Personnel Costs Report Menu. 
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Select the type report you want to view.  COMPARE will display the report on screen.  
To print a hardcopy version of the table, click on the OPTIONS menu at the top of the 
screen with the mouse (or press the key combination of ALT + O).  From the option list 
that displays, select the print option.  If you want to print to your system’s default printer, 
simply select the OK button at the Print Menu, or click on Setup with the mouse (or 
press the key combination of ALT + S) if you want to customize the print settings or 
select an alternate printer. 

5.3 LINE 2 – MATERIAL AND SUPPLY COSTS 
This section walks you through the information required to determine Line 2 of the 
SCF/SLCF (Figure 5-9).  

 
Figure 5-9. Line 2 – Material and Supply Costs Records. 

5.3.1 General Cost Information 

When calculating Line 2, take into consideration various situations that could affect the 
results.  Consider the sharing of costs between two functions, with one of the functions 
not included in the competition.  Consider adjusting historical costs based upon 
changes in workload and FTE from the current organization to the MEO.  Remember 
Government furnished property and one-time costs that may appear in the historical 
cost reports and data.  Take into consideration costs included in historical data that are 
directly attributable to workload that will not be performed by the MEO.  Also consider 
the number of FTE in the MEO changing over the designated performance periods. 
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5.3.2 Line 2 Basics 

Complete as many records as necessary to document material and supply costs.  
These are costs incurred for goods such as raw materials, parts, subassemblies, 
components, and office supplies.  

5.3.2.1 Field Description 

• ID: (Automatically Generated) - This field is a unique numeric identifier that 
is assigned to each record that is created on this line. 

• Item Name: (Required) - (30 character limit) Enter the name of the item.  A 
single record may be created for various classes of items (e.g., office 
supplies) provided they have the same national stock class.  Also, a listing 
itemizing a variety of items with different stock classes (except fuels) may 
also be used instead of creating separate records for each item.  When a 
listing or a single record containing various classes of items is used, enter a 
general description of the items (e.g., office supplies).  

• Functional Area: (Required) - You can key in a valid functional area (if it 
exists in the Functional Area Table) or select a functional area from the 
associated list.  If you realize you neglected to define enough functional 
areas, simply click on Tbl 16 with the mouse, (or press the key combination of 
ALT + F) to access the Functional Areas Table Screen where you can update 
the table. 

• Location: (Required) - You can key in a valid location or select a location 
from the associated list.  

• GFP: (Required, default is “No”) - Indicate whether or not the 
material/supply item is Government Furnished Property.  If the item is GFP 
and no insurance applies to the item COMPARE will automatically disqualify 
and delete the record from the program.  If the item is GFP and insurance 
does apply, then the item will be retained and only insurance costs will be 
computed.  When GFP is YES and insurance applies, a red note will display 
on the screen to indicate that the record is retained only for insurance 
purposes. 

• Listing? (Required, default is “No”) – Indicate whether or not the 
material/supply record is to be entered as a listing.  This is useful for groups 
of items like office supplies.  If you select “Y” in this field, the program will 
disable the total unit cost field and open a new sub-form at the bottom of the 
Line 2 screen that will allow you to enter an itemized list of all the items 
associated with this one listing record.  As you complete each row of the list, 
COMPARE will automatically perform all necessary calculations and post the 
totals to the parent window.  The list window will be visible whenever an item 
containing a list is current on the parent form.  COMPARE automatically 
enters a quantity of one in the first performance period when you create a 
listing.  Therefore, you will need to enter the appropriate quantities for the 
performance periods that the items in the list will be used. 
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• EPA: (Required; default is “No”) - The user has three options to choose at 
the column identified as “EPA”.  These options are shown in Figure 5-10. 

Y Yes to EPA (Inflated through the end of the 1st period of 
full performance only) 

N No to EPA (costs inflated through the end of the last 
performance period) 

C A “Ceiling” dollar amount will be supplied (these costs 
will not be inflated or prorated) 

Figure 5-10. EPA Options on Line 2. 

• Ins?: (Required) – Select whether insurance should be applied or not. The 
default value is “Y”. 

• Inf Fctr (Inflation Factor): (Required) - Indicate whether the item should be 
inflated using the FUELS, O&M or FCO&M inflation factor. 

• Total Unit Cost (with Mark-Up): (Required) - If you indicated “Y” in the 
“Listing?” field, this field will automatically be computed as the total of the 
individual total base year costs from the listing; otherwise, enter the item’s 
unit cost and include any applicable mark-up.  This field will automatically 
disable when the listing field is set to YES and it will be programmatically 
computed when data is entered into the listing datasheet that is made 
available on the form. 

• Price Current A/O: (Required) - Enter date when the price shown was 
current.  The date entered is used as the base year for inflating out-year 
costs. 

• Performance Period Qty: (Required) - Once an entry is made for the 1st 
performance period, COMPARE will give you the option to assign that value 
to all remaining performance periods or to enter values manually. 

• Prorated/Inflated: (Make no entry) - An estimate of future annual 
Government costs for items shown on the record.  COMPARE will 
automatically compute and enter this value whenever an update is performed 
(see below). 

• Cas Ins: (Make no entry) - This column is provided for information purposes 
only.  This column displays the casualty insurance costs associated with the 
individual material/supply cost record.  Casualty insurance costs are captured 
on Line 3.   

NOTE:  Do not forget to periodically save your information with the SAVE FILE button! 

5.3.2.2 Calculating Performance Period Costs 

At this point, if you click on UPDATE with the mouse (or press the key combination of 
ALT + U), COMPARE will calculate the cost for each performance period.  Using Table 
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8 (Inflation Cost Factors/Rates) and the dates established for each performance period, 
COMPARE inflates and prorates costs onto each performance period.  If the entry for 
EPA is “N” (No), all cost factors applicable to each performance period are applied.  
However, if the entry is “Y” (Yes), only cost factors applicable to the 1st performance 
period are applied to the remaining performance periods.  In the instance of “C” being 
selected, COMPARE will NOT inflate or prorate the cost for each performance period.  
Therefore, a cost entered will be reflected as the cost entered. 

Since the update action computes the performance period costs for all records in all five 
of the personnel windows, you may find it more efficient to enter all data before 
performing the update.  COMPARE will automatically update all records when you 
select the PRINT button and when you exit the form. 

To continue data entry, click on the ADD RECORD button, or position the mouse cursor 
on the blank line at the bottom of the data entry window.  If you change any of the 
values that affect the calculation, the values on the cost records will not reflect the cost 
by performance period until you perform another update. 

5.4 LINE 3 - OTHER SPECIFICALLY ATTRIBUTABLE COSTS 

This section will walk you through the information required to determine Line 3 of the 
SCF.  This line includes all competitive costs necessary to perform the workload 
specified in the solicitation. 

5.4.1 General Cost Information: Depreciation 

Depreciation represents the cost of ownership and the consumption of an asset’s useful 
life. 

5.4.2 Line 3 Basics 

COMPARE breaks up Line 3 costs into 7 cost record categories as detailed below.  
Insurance costs are computed automatically from data entered on cost records for lines 
1-3 and can be seen on the various reports that detail Line 3 costs. 

5.4.3 Line 3A - Capital Equipment and Facilities 

Complete records necessary to document annual capital equipment costs related to 
depreciation, casualty insurance, and capital.  Capital equipment is equipment costing 
$25,000 or more.  Below is a field-by-field description of data you can enter for Capital 
Equipment and Facilities (Figure 5-11). 
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Figure 5-11. Line 3A – Capital Equipment & Facilities Cost Records. 

5.4.3.1 Field Description 

• ID: (Automatically Generated) - This field is a unique numeric identifier that 
is assigned to each record that is created on this line. 

• Asset Name: (Required) - (30 character limit) Enter a descriptive name for 
the asset. 

• Functional Area: (Required) - You can key in a valid functional area (if it 
exists in the Functional Area Table) or select a functional area from the 
associated list.  If you realize you neglected to define enough functional 
areas, simply click on Tbl 16 with the mouse (or press the key combination of 
ALT + F) to access the Functional Areas Table Screen where you can update 
the table.  

• Location: (Required) - You can key in a valid location or select a location 
from the associated list.  

• MEO Share: (Required, default is 100%) - If this is a shared asset, enter the 
percentage attributable to the MEO. 

NOTE:  Do not enter as a decimal or use the percent (%) sign.  COMPARE will do the 
conversion (e.g., if you want to enter fifty percent, key in 50). 

• Acquisition Cost: (Required) - If the item is a facility, this represents the 
construction cost.  For capital assets the acquisition cost is the purchase price 
plus any costs for transportation and installation. 
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NOTE:  The acquisition cost of a capital asset cannot be less than $25,000. 

• Acq Date: (Required) - For capital equipment, this represents the date the 
asset was or will be purchased.  For facilities, it represents the construction 
date.  After you enter a date, COMPARE will determine if cost of capital 
applies.  If it does, COMPARE will prompt you to enter transportation and/or 
installation costs (if any) associated with the asset.  Cost of capital is only 
computed for those assets where the acquisition date is on or after the start 
date of the 1st performance period. 

• If there are transportation and/or installation costs, enter them in the columns 
provided, as shown in Figure 5-12.   

 
Figure 5-12. Transportation/Installation Costs data columns. 

NOTE:  The Transportation/Installation Costs data columns are invoked when you enter 
a purchase date.  At a later point, if you need to add a Transportation/Installation Costs , 
simply reenter the date to re-enable the columns. 

• FSC: (Required) - Enter the Federal Supply Class or select the appropriate 
entry from the associated list.  If this item is a facility, select (or key in) one of 
the facilities codes (FAC-P, FAC-T, or FAC-S).  If you select one of the 
Facilities FSC codes, COMPARE will then display the residual value, residual 
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percentage, and useful life data columns, Figure 5-13.You can enter either 
the residual value or the residual value percent if you select “No” for apply 
standard factor.  Whichever you choose to enter, COMPARE will 
automatically compute the other. 

 
Figure 5-13. Residual Value/Useful Life Data Columns 

NOTE:  If the useful life associated with your FSC selection will not carry through the 
last performance period, COMPARE will display the following prompt as shown in 
Figure 5-14.  If you select Yes COMPARE will ask which performance period you wish 
to carry the asset’s useful life through.  The default is the last performance period and 
the entry must be greater than or equal to the period in which the useful life expires. 

 
Figure 5-14. Prompt, Line 3A. 

When an asset’s life is extended COMPARE programmatically calculates the new 
useful life by subtracting the selected performance period end date from the acquisition 
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or construction date.  COMPARE uses the new useful life to determine the annual 
depreciation and net book value. 

• Apply Std Factor: (Required, Default is “Yes”) - The Standard Factor 
refers to the disposal/transfer value and useful life from Table 13 that is used 
to determine residual value.  For capital equipment, if you elect to override the 
“Yes” answer with a “No”, COMPARE will prompt you to enter the residual 
value and useful life.  You can enter EITHER the residual value OR the 
residual percent; COMPARE will calculate the other value.  You may also 
enter your own useful life value if the default value from Table 13 does not 
apply to your asset.  

NOTE:   If you choose to not apply the Standard Factor from Table 13, you must 
document your reasons for doing so.  

• Residual Value: The estimated disposal value of the asset or facility.  This 
value is computed automatically for non-facility assets that do not apply the 
Standard Factor.  If the item is a facility, or if the Standard Factor is not 
applied, enter the estimate in the box provided. 

• Residual Percent: The percentage of the acquisition or construction cost 
represented by the residual value.  If the item is a facility, or if the Standard 
Factor is not applied, you can enter the residual percent in the box provided 
and COMPARE will automatically compute the residual value. 

• Useful Life:  The expected period of time the asset is usable for the FSC you 
selected for the asset.  This value is from Table 13 if you apply the standard 
factor (i.e., Apply Std Factor = “Yes”).  If you do not apply the standard factor 
(i.e., Apply Std Factor = “No”), the default value is from Table 13.  You may 
edit this value if needed for the specific asset you are costing. 

• GFP: (Required, default is “No”) - Indicate whether or not the asset is 
Government furnished product.  

NOTE:   If the asset is not Government furnished, casualty insurance is required and 
COMPARE will automatically enter “Y” (Yes) for the next question. 

• Ins: (Required, default is “Yes”) - Indicate whether or not casualty 
insurance is required.  This field tells COMPARE if the annual cost of casualty 
insurance should be charged.  Enter “Y” if the asset will either be used solely 
for an agency operation, but not be Government furnished for a private sector 
or public reimbursable operation, or be furnished, but insured by the service 
provider. 

• If you answer “Yes” to the GFP question and “No” to the Insurance question, 
COMPARE will indicate that you have just defined a common cost.  At this 
point, COMPARE will perform one of three actions, depending on your 
response. 
1. Delete the entry (Yes). 
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2. Precede the Item Name with *, to indicate that you want to assign 
Maintenance Costs only (No). 

3. Cancel the operation, so that you can re-define the asset by changing the 
GFP and INS entries (CANCEL). 

• Maintenance:  If there are maintenance costs associated with the asset, click 
on the MAINTENANCE tab at the top of the form to display the maintenance 
cost records, as shown in Figure 5-15.  Whatever maintenance costs are 
entered, these costs are one of the locations where daily inflation is applied IF 
EPA is selected as “N”.   

 
Figure 5-15. Line 3A – Capital Assets Maintenance Cost Records. 

If there are maintenance costs associated with the asset, you can enter them 
on the form provided by filling in the Description of Cost, Base Year Cost of 
the Maintenance Service or Item, and Price Current A/O date of the 
Maintenance Service or Item. 

• EPA: (Required, default is “No”) - Economic Price Adjustment (EPA).  If an 
item is subject to an EPA (Yes), then costs will not be inflated beyond the end 
of the 1st period of full performance (period immediately following phase-in 
period).  See paragraph 5.2.1.1 for more information.  Unlike other forms, 
where you indicate the EPA status on a line-by-line basis, for Maintenance 
Costs, you need only indicate EPA status for each list of Maintenance Items 
that pertain to a single Capital Asset. 

• Maintenance Quantity: The quantity in the maintenance record represents 
the maintenance requirements for one asset.  COMPARE automatically 
multiplies the maintenance quantity entered by the asset quantity to 
determine total maintenance costs for the asset record. 
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There are a number of items on the cost records that are automatically calculated, 
based on your input and factor selections that are for viewing purposes only.  Below are 
brief descriptions of those items and how their results are computed. 

• Expected Useful Life - An estimate of the economic useful life of the capital 
asset.  If the answer to Apply Std Fctr is Y, this value is automatically entered 
by COMPARE using Table 13 (Useful Life and Disposal Values).  Otherwise, 
you are prompted to enter an estimate manually.  A manual entry may either 
be a dollar or percentage entry. 

• Annual Depreciation - The annual estimated decrease in value of the asset 
because of wear, age, and other causes.  COMPARE automatically computes 
and enters this value. 
((Acquisition Cost + Transportation Cost + Installation Cost) – Residual 
Value)/Useful Life = Annual Depreciation Costs 

• Cost of Capital - The imputed charge on the Government’s capital 
investment for the asset.  If the asset is NOT Government furnished AND the 
purchase (acquisition) date is equal to or after the start date of the 1st 
performance period, COMPARE automatically computes the Cost of Capital.  
COMPARE selects the cost of capital factor for the total number of years 
measured from the beginning of the 1st performance period through the end of 
the last performance period. 

• Net Book Value - The original acquisition cost of the equipment less than its 
accumulated depreciation.  COMPARE automatically computes Net Book 
Value. 
[(Acquisition Cost + Transportation Cost + Installation Cost) – (Annual 
Depreciation * Asset Age)] = Net Book Value 

• Casualty Insurance - If you indicated that Casualty Insurance applies, 
COMPARE computes the insurance cost performance period by performance 
period using the following formula. 
Net Book Value * Insurance Rate = Annual Casualty Insurance 

NOTE:  Do not forget to periodically save your information with the SAVE FILE button! 

5.4.3.2 Calculating Performance Period Costs 

At this point, if you click on UPDATE with the mouse (or press the key combination of 
ALT + U), COMPARE will calculate the cost for each performance period and post the 
net book value, cost of capital, and casualty insurance costs for each performance 
period that the asset is used by the MEO except when the GFP entry is ‘Y’.  Since the 
update action computes the performance period costs for all records, you may find it 
more efficient to enter all data before performing the update.  If the cost is derived from 
a list, COMPARE computes and updates the parent record immediately as quantities 
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are entered.  COMPARE will automatically update all records when you select the 
PRINT button, and when you exit the form. 

If you change any of the values that affect the calculation (Quantity, 
Purchase/Construction Date, FSC, Acquisition Cost, Current Price A/O, Standard 
Factor, GFP, EPA, or Insurance), the values on the cost records will not reflect the cost 
by performance period until you perform another update. 

5.4.4 Line 3B - Minor Items 

The OMB Circular defines that the purchase price of a minor item MUST be LESS than 
$25,000.  Complete as many records as necessary to document annual minor item 
costs.  COMPARE uses these costs to compute annual casualty insurance and an 
annual 10% replacement cost for these items.  Minor items are non-capitalized (i.e., are 
not depreciated) durable items with a current replacement cost that is less than $25,000 
(e.g., overhead projectors, office equipment, chairs, etc.).  Mark-up rates are assumed 
to be included in the purchase price of items.  Therefore, do not include any additional 
mark-up rates in the agency cost estimate.  Enter only the total unit price in COMPARE 
when costing Minor Items.  Do not enter any mark-up rates even if the unit price 
includes a mark-up rate that exceeds the $25,000 threshold.  Below is a field-by-field 
description of data you can enter for minor items (Figure 5-16). 

 
Figure 5-16. Line 3B – Minor Items Cost Records. 

5.4.4.1 Field Description 

• ID: (Automatically Generated) - This field is a unique numeric identifier that 
is assigned to each record that is created on this line. 

• Item Name: (Required) - (30 character limit) Enter the item name. 
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• Functional Area: (Required) - You can key in a valid functional area (if it 
exists in the Functional Area Table) or select a functional area from the 
associated list.  If you realize you neglected to define enough functional 
areas, simply click on Tbl 16 with the mouse (or press the key combination of 
ALT + 6) to access the Functional Areas Table Screen where you can update 
the table.  

• Location: (Required) - You can key in a valid location or select a location 
from the associated list.  

• MEO Share: (Required, default is 100%) - If this is a shared minor item, 
enter the percentage attributable to the MEO. 

• Listing?: (Required, default is “No”) - Indicate whether or not the record 
represents a listing of similar minor items.  If you select ‘Y”, COMPARE will 
override the $25,000 limit and allow you to create a record with a unit price 
greater than $25,000.  If you select this option, you must be sure to document 
your rationale. 

• Inflation Factor (Required) – Select the inflation factor that applies to the 
cost record.  You must select either O&M or Foreign Country O&M.  This field 
cannot be left blank. 

• Unit Price: (Required) - Enter the item’s total unit price.  The unit price of a 
Minor Item MUST be LESS than $25,000. 

• Price Current A/O: (Required) - Enter date when the price shown was 
current.  The date entered is used as the base year for inflating out-year 
costs. 

• GFP: (Required; default is “No”) - Indicate whether or not the asset is 
Government Furnished Property.   

• Ins: (Required) - Indicate whether or not casualty insurance is required.  If 
you answer “Yes” to the GFP question and “No” to the Insurance question, 
COMPARE will indicate that you have just defined a common cost.  At this 
point, COMPARE will perform one of three actions, depending on your 
response: 
1. Delete the entry. 
2. Precede the Item Name with *, to indicate that you want to assign 

maintenance costs only. 
3. Cancel the operation, so that you can re-define the asset by changing the 

GFP and INS entries. 
If you choose, GFP as “No” then you must determine if insurance is required.  
Most often the answer is yes, but there are very unique situations that would 
not require insurance.  You should review the DoD A-76 Costing Manual for 
further guidance. 
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• Qty: (Required) - Once an entry is made for the 1st performance period, 
COMPARE will give you the option to assign that value to all remaining 
performance periods or to enter values manually.  If there are maintenance 
costs associated with the asset, click on the MAINTENANCE tab at the top of 
the form to display the maintenance cost records. 
If there are maintenance costs associated with the minor item, you can enter 
them on the form provided by filling in the Description of Cost, Base Year 
Cost of the Maintenance Service or Item, Price Current A/O date of the 
Maintenance Service or Item, and Quantity required for each performance 
period.  Please note that the quantity entered should represent one item 
because COMPARE will multiple the maintenance quantity by the quantity 
listed for the minor item. 

• Maintenance: The related maintenance costs computed from the associated 
maintenance worksheet.  Whatever maintenance costs are entered, these 
costs are one of the locations where daily inflation is applied if EPA is 
selected as “N”. 

• EPA: (Required, default is “No”) - Economic Price Adjustment.  If an item is 
subject to an EPA (Yes), then costs will not be inflated beyond the end of the 
1st period of full performance (period immediately following phase-in period).  
See paragraph 5.2.1.1 for more information.  Unlike other forms where you 
indicate the EPA status on a line-by-line basis, for maintenance costs you 
need only indicate EPA status for each list of maintenance Items that pertain 
to a single minor Item.  

NOTE:  Do not forget to periodically save your information with the SAVE FILE button! 

5.4.4.2 Calculating Performance Period Costs 

At this point, if you click on UPDATE with the mouse (or press the key combination of 
ALT + U), COMPARE will calculate the cost for each performance period and update 
the 10% cost and insurance costs totals for each performance period.  Since the update 
action computes the performance period costs for ALL records, you may find it more 
efficient to enter all data before performing the update.  If the cost is derived from a list, 
COMPARE computes and updates the parent record immediately as quantities are 
entered.  COMPARE will automatically update all records when you select the PRINT 
button, and when you exit the form. 

If you change any of the values that affect the calculation (inflation factor, unit price, 
price current A/O date, GFP, FSC, insurance, EPA, or quantity), the values on the cost 
records will not reflect the cost by performance period until you perform another update. 

5.4.5 Line 3C - Rental Costs 

Complete as many records as necessary to document annual lease and rental costs, as 
shown in Figure 5-17.  These are costs incurred for the use of non-government assets 
(land, plant, machinery, etc.).  When the actual lease or rental charges are not available 
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from the agency providing the asset and a General Services Administration (GSA)-billed 
user charge is available, the user charge should be used as the rental cost. 

 
Figure 5-17. Line 3C – Rental Cost Records. 

5.4.5.1 Field Description 

• ID: (Automatically Generated) - This field is a unique numeric identifier that 
is assigned to each record that is created on this line. 

• Item Name: (Required) - (30 character limit) Enter the name of the leased or 
rented item (e.g., Xerox Copier).   

• Functional Area: (Required) - You can key in a valid functional area (if it 
exists in the Functional Area Table) or select a functional area from the 
associated list.  If you realize you neglected to define enough functional 
areas, simply click on Tbl 16 with the mouse (or press the key combination of 
ALT + F) to access the Functional Areas Table Screen where you can update 
the table.  

• Location: (Required) - You can key in a valid location or select a location 
from the associated list.  

• Price Current A/O: (Required) - Enter date when the price shown was 
current.  The date is used as base year for inflating out-year costs. 

• Inflate: (Required, default is “Yes”) - Indicate whether or not the cost 
should be inflated or if the cost was provided as a ceiling cost (C).  Inflation is 
computed at a daily rate.  COMPARE will not prorate or inflate a cost that is 
designated as a ceiling cost unless the “Prorate” field is set to “Yes”. 
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• Prorate: (Required, default is “Yes”) - Indicate whether or not the cost 
should be prorated. 

• Qty: (Required) - Once an entry is made for the 1st performance period, 
COMPARE will give you the option to assign that value to all remaining 
performance periods or to enter values manually. 

• BYC (Base Year Cost) - An estimate of base year costs for the leased or 
rented items shown on the record (i.e., current annual costs).  Using base 
year prices, enter an annual estimate of costs for each performance period for 
the quantities stated (e.g., Annual Cost Per Item x Quantity Required). 

NOTE:  Do not forget to periodically save your information with the SAVE FILE button! 

5.4.5.2 Calculating Performance Period Costs 

At this point, if you click on UPDATE with the mouse (or press the key combination of 
ALT + U), COMPARE will calculate the cost for each performance period.  Since the 
update action computes the performance period costs for all records, you may find it 
more efficient to enter all data before performing the update.  If the cost is derived from 
a list, COMPARE computes and updates the parent record immediately as quantities 
are entered.  COMPARE will automatically update all records when you select the 
PRINT button, and when you exit the form. 

If you change any of the values that affect the calculation (Base Year Cost, Price 
Current A/O, Inflate, Prorate, or Quantity), the values on the cost records will not reflect 
the cost by performance period until you perform another update.  To continue data 
entry, click on the ADD RECORD button, or position the mouse cursor on the blank line 
at the bottom of the data entry window. 

5.4.6 Line 3D - Travel Costs 

Complete as many records as necessary to document annual travel costs.  Below is a 
field-by-field description of data you can enter for Travel Costs. 
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Figure 5-18. Line 3D – Travel Cost Records. 

5.4.6.1 Field Description 

• ID: (Automatically Generated) - This field is a unique numeric identifier that 
is assigned to each record that is created on this line. 

• Purpose: (Required) - (30 character limit) Enter a title that describes the 
main purpose for the travel (e.g., Assistance Visits, Conferences, etc.).   

• Functional Area: (Required) - You can key in a valid functional area (if it 
exists in the Functional Area Table) or select a functional area from the 
associated list.  If you realize you neglected to define enough functional 
areas, simply click on Tbl 16 with the mouse (or press the key combination of 
ALT + F) to access the Functional Areas Table Screen where you can update 
the table. 

• Location: (Required) - You can key in a valid location or select a location 
from the associated list. 

• Price Current A/O: (Required) - Enter date when the price shown was 
current.  The date entered is used as the base year for inflating out-year 
costs. 

• Inflate: (Required; default is “Yes”) - Indicate whether or not the cost 
should be inflated or if the cost was provided as a ceiling cost (C).  Inflation is 
computed at a daily rate.  COMPARE will not prorate or inflate a cost that is 
designated as a ceiling cost unless the “Prorate” field is set to “Yes”. 

• Prorate: (Required, default is “Yes”) - Indicate whether or not the cost 
should be prorated. 
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• Base Year Costs: (Required) - Once an entry is made for the 1st 
performance period, COMPARE will give you the option to assign that value 
to all remaining performance periods or to enter values manually. 

NOTE:  Do not forget to periodically save your information with the SAVE FILE button! 

5.4.6.2 Calculating Performance Period Costs 

At this point, if you click on UPDATE with the mouse (or press the key combination of 
ALT + U), COMPARE will calculate the cost for each performance period.  Since the 
update action computes the performance period costs for all records, you may find it 
more efficient to enter all data before performing the update.  If the cost is derived from 
a list, COMPARE computes and updates the parent record immediately as quantities 
are entered.  COMPARE will automatically update all records when you select the 
PRINT button, and when you exit the form. 

If you change any of the values that affect the calculation (Base Year Costs, Price 
Current A/O, Inflate, or Prorate), the values on the cost records will not reflect the cost 
by performance period until you perform another update.  To continue data entry, click 
on the small asterisk button to the left of the horizontal scroll bars.  This is the ADD 
RECORD button.  Otherwise, position the mouse cursor on the blank line at the bottom 
of the data entry window. 

5.4.7 Line 3E - MEO Subcontract Costs 

 
Figure 5-19. Line 3E – MEO Subcontract Cost Records. 
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5.4.7.1 Field Description 

• ID: (Automatically Generated) - This field is a unique numeric identifier that 
is assigned to each record that is created on this line. 

• Contractor Name: (Required) - (30 character limit) Enter the name or 
description of the contract.   

• Functional Area: (Required) - You can key in a valid functional area (if it 
exists in the Functional Area Table) or select a functional area from the 
associated list.  If you realize you neglected to define enough functional 
areas, simply click on Tbl 16 with the mouse (or press the key combination of 
ALT + F) to access the Functional Areas Table Screen where you can update 
the table.  

• Location: (Required) - You can key in a valid location or select a location 
from the associated list.  

• GFP: (Required, default is “No”) - Indicate whether or not the contract will 
be furnished to potential contractor.  Government furnished contracts are 
disqualified and deleted from the program. 

• Industry Code: (Required) - You can key in a valid Industrial Enterprise 
Code or select one from the associated list. 

• Exist?:  (Required) - Indicate whether or not this is an existing contract.  If it 
is an existing contract, inflation will not be applied even to the 1st performance 
period unless you entered “yes” to the inflation entry.  IMPAC (I): If the MEO 
subcontract is planned as an IMPAC service purchase, you must select (I) for 
this field.  This selection, as well as Exist entered as “no”, automatically 
inflates the costs through the end of the 1st period of full performance (period 
immediately following phase-in period). 

• Inflate: (Required, default is “Yes”) - Indicate whether or not the cost 
should be inflated.  If “No” is selected and Existing is “Yes”, this is the only 
case in which COMPARE will not inflate the cost even to the 1st period.  This 
methodology was employed because the MEO may be using an existing 
contract which has already provide current pricing for all periods or has 
clause that inflate costs when an option is exercised.  Inflation is computed at 
a daily rate. 

• Prorate: (Required, default is “Yes”) - Indicate whether or not the costs 
should be prorated.  If “No” is selected, the costs will not be prorated even for 
short periods. 

• Price Current A/O: (Required) - Enter date when the contract price(s) shown 
is current.  The date entered is used as the base year for inflating out-year 
costs. 

• CME: (Required) - Enter the number of Contract Manpower Equivalents 
associated with this subcontract for each performance period.  This 
information represents the number of agency employees that would be 
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allocated if it were performed by Government employees.  The total CMEs 
are added to Line 1, Personnel total FTEs by performance period to calculate 
the MEO’s total FTE count for Line 8, Contract Administration Cost allocation.  
COMPARE allows you to enter as many decimal places as you want, but all 
entries are rounded to three decimal places to comply with the Circular. 

• Contract Price: (Required) - Once an entry is made for the 1st performance 
period, COMPARE will give you the option to assign that value to all 
remaining performance periods or to enter values manually. 

• Adjusted for Taxes: (Make no entry) - COMPARE automatically enters this 
rate from Table 14, based on the industry code entered for the record.  The 
Agency Cost Estimate is charged the contract price minus the amount of 
taxes. 

NOTE:  Do not forget to periodically save your information with the SAVE FILE button! 

5.4.7.2 Calculating Performance Period Costs 

At this point, if you click on UPDATE with the mouse (or press the key combination of 
ALT + U), COMPARE will calculate the cost for each performance period.  Since the 
update action computes the performance period costs for all records, you may find it 
more efficient to enter all data before performing the update.  If the cost is derived from 
a list, COMPARE computes and updates the parent record immediately as quantities 
are entered.  COMPARE will automatically update all records when you select the 
PRINT button, and when you exit the form. 

If you change any of the values that affect the calculation (Industry Code, CME, Prorate, 
Existing, Inflate, or Price Current A/O Date), the values on the cost records will not 
reflect the cost by performance period until you perform another update.  To continue 
data entry, click on the small asterisk button to the left of the horizontal scroll bars.  This 
is the ADD RECORD button.  Otherwise, position the mouse cursor on the blank line at 
the bottom of the data entry window. 

5.4.8 Line 3F - Utilities Costs 

Complete as many records as necessary to document the annual cost of utilities.  
These include charges for electricity, telephone, water, and sewage services, etc.  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., floor space, type of facility, number of telephones, etc.).  All estimates must 
include supporting details.  Below is a field-by-field description of data you can enter for 
Utility Costs (Figure 5-20). 
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Figure 5-20. Line 3F – Utilities Cost Records. 

5.4.8.1 Field Description 

• ID: (Automatically Generated) - This field is a unique numeric identifier that 
is assigned to each record that is created on this line. 

• Type Utility: (Required) - (30 character limit) Enter a descriptive name of the 
utility (e.g. electricity).   

• Functional Area: (Required) - You can key in a valid functional area (if it 
exists in the Functional Area Table) or select a functional area from the 
associated list.  If you realize you neglected to define enough functional 
areas, simply click on Tbl 16 with the mouse, (or press the key combination of 
ALT + F) to access the Functional Areas Table Screen where you can update 
the table.  

• Location: (Required) - You can key in a valid location or select a location 
from the associated list.  

• GFP: (Required, default is “No”) - Indicate whether or not the asset is 
Government Furnished Product.  Government furnished items are disqualified 
and deleted from the program. 

• Unit: (Required) - Enter the unit of measure used to measure consumption 
(e.g., kilowatt-hours).  Abbreviate, as required, to limit entry to 18 characters. 

• Unit Price: (Required) – Enter the corresponding price per unit to be paid for 
the utility service. 
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• Price Current A/O: (Required) - Enter date when the price(s) shown was 
current.  The date entered is used as the base year for inflating out-year 
costs. 

• Inflate: (Required, default is “Yes”) - Indicate whether or not the cost 
should be inflated.  Inflation is computed at a daily rate. 

• Quantity Required: (Required) - Estimate of the annual number of units of 
measure required for each performance period.  Once an entry is made for 
the 1st performance period, COMPARE will give you the option to assign that 
value to all remaining performance periods or to enter values manually. 

NOTE:  Do not forget to periodically save your information with the SAVE FILE button! 

5.4.8.2 Calculating Performance Period Costs 

If you click on UPDATE with the mouse (or press the key combination of ALT + U), 
COMPARE will calculate the cost for each performance period.  Since the update action 
computes the performance period costs for all records, you may find it more efficient to 
enter all data before performing the update.  If the cost is derived from a list, COMPARE 
computes and updates the parent record immediately as quantities are entered.  
COMPARE will automatically update all records when you select the PRINT button, and 
when you exit the form.  If you change any of the values that affect the calculation (Unit 
Price, Price Current A/O Date, Inflate, or Quantity Required), the values on the cost 
records will not reflect the cost by performance period until you perform another update. 

To continue data entry, click on the small asterisk button to the left of the horizontal 
scroll bars.  This is the ADD RECORD button.  Otherwise, position the mouse cursor on 
the blank line at the bottom of the data entry window. 

5.4.9 Line 3G - Other Attributable Costs 

Complete as many records as necessary to document other annual costs that do not 
properly fit into any other cost category (Figure 5-21).  An example is tuition for training.  
This is a general-purpose record designed to accommodate miscellaneous costs that 
are difficult to predict, and where design of special purpose records would not be cost 
effective.  Accordingly, some costs entered onto this record may need to be calculated 
outside the program.  The record does, however, give you the option to choose or reject 
automatic cost proration and inflation.  Do not use this record to document the 10 
percent annual replacement cost of any minor items, since those costs are captured 
under the Minor Items record. 
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Figure 5-21. Line 3G – Other Costs Cost Records. 

5.4.9.1 Field Description 

• ID: (Automatically Generated) - This field is a unique numeric identifier that 
is assigned to each record that is created on this line. 

• Item Name: (Required) - (30 character limit) Enter a title that describes the 
type of cost involved (e.g., ADP Programming Svcs).   

• Functional Area: (Required) - You can key in a valid functional area (if it 
exists in the Functional Area Table) or select a functional area from the 
associated list.  If you realize you neglected to define enough functional 
areas, simply click on Tbl 16 with the mouse (or press the key combination of 
ALT + F) to access the Functional Areas Table Screen where you can update 
the table.  

• Location: (Required) - You can key in a valid location or select a location 
from the associated list.  

• Price Current A/O: (Required) - Enter date when the price(s) shown is 
current.  The date entered is used as the base year for inflating out-year 
costs. 

• Inflate: (Required, default is “Yes”) - Indicate whether or not the cost 
should be inflated or if the cost was provided as a ceiling cost (C).  Inflation is 
computed at a daily rate.  COMPARE will not prorate or inflate a cost that is 
designated as a ceiling cost unless the “Prorate” field is set to “Yes”. 

• Prorate: (Required, default is “Yes”) - Indicate whether or not the cost 
should be prorated. 
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• Inf Fctr (Inflation Factor): (Required, default is O & M) - If the inflation 
factor is other than the default, select the appropriate inflation factor from the 
pull-down list. 

• Base Year Cost: (Required) - Once an entry is made for the 1st performance 
period, COMPARE will give you the option to assign that value to all 
remaining performance periods or to enter values manually.  

NOTE:  Do not forget to periodically save your information with the SAVE FILE button! 

5.4.9.2 Calculating Performance Period Costs 

At this point, if you click on UPDATE with the mouse (or press the key combination of 
ALT + U), COMPARE will calculate the cost for each performance period.  Since the 
update action computes the performance period costs for all records, you may find it 
more efficient to enter all data before performing the update.  COMPARE will 
automatically update all records when you select the PRINT button, and when you exit 
the form. 

If you change any of the values that affect the calculation (Base Year Cost, Price 
Current A/O Date, Inflate, or Prorate), the values on the cost records will not reflect the 
cost by performance period until you perform another update.  To continue data entry, 
click on the small asterisk button to the left of the horizontal scroll bars.  This is the ADD 
RECORD button.  Otherwise, position the mouse cursor on the blank line at the bottom 
of the data entry window. 

5.4.10 Line 3 Insurance Reports 

Liability and Casualty Insurance are Line 3 costs that are computed automatically by 
COMPARE and contribute to the total Line 3 cost. 

5.4.10.1 Liability Insurance 

Liability Insurance Costs are computed as the total amount of Line 1, Personnel costs 
multiplied by the liability insurance factor found in Table 8.  On the reports, COMPARE 
segregates the civilian costs (which includes any NAF and Foreign National Labor 
costs) from the military/uniformed services personnel costs. 

5.4.10.2 Casualty Insurance 

Casualty Insurance is computed from the following components: 

• The average cost of materials and supplies from Line 2 (Annual Cost/12) 

• The net book value of capital equipment/facilities from Line 3 

• The annual cost of minor items from Line 3 

• Casualty insurance rate from Table 8 
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5.4.10.3 Generating the Insurance Report 

From the Cost Records Menu Screen, select option 3, Other Specifically Attributable 
Cost.  Then click on the associated list box and, from the list that displays, select Line 3 
Insurance Reports.  The Line 3 Insurance Report menu will display. 

To generate the Line 3 insurance report sorted by functional area, as shown in Figure 
5-22, click on button 1 (or press the key combination of ALT + 1).  To generate the 
report sorted by location, click on button 2 (or press the key combination of ALT + 2).  
To generate the report sorted by location and function, click on button 3 (or press the 
key combination of ALT + 3). 

5.4.10.4 Printing the Report 

 
Figure 5-22. Line 3 – Insurance Report Sorted by Functional Area. 

Once the report is displayed in view mode, you can print it by clicking on the OPTIONS 
selection at the top of the screen with the mouse (or press the key combination of ALT + 
O).  To print, select the Print option (or press the key combination of CTRL + P), or 
select Close if you would rather exit the report view mode.  If you want to print the report 
at your system’s default printer, simply select the OK button at the Print Menu, or, to 
customize the print settings or select an alternate printer, click on Setup with the mouse 
(or press the key combination of ALT + S).  From the Print Setup menu, you can 
customize the settings before printing. 

5.4.11 Line 3 Total Report 

The Line 3 Totals Report details the various cost elements (Depreciation, Cost of 
Capital, Rent, Maintenance and Repair, Minor Items 10 Percent Cost, Utilities, 
Insurance, Travel, MEO Subcontracts, and Other) that comprise total Line 3 Costs.   

To generate the Line 3 Total Report, select option 3, Other Specifically Attributable 
Costs, from the Cost Records Menu Screen.  Then click on the associated list box and, 
from the list that displays, select Line 3 Totals Report Menu.  The selected menu will 
display. 
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To generate the report sorted by functional area, as shown in Figure 5-23, click on 
button 1 (or press the key combination of ALT + 1).  To generate the report sorted by 
location, click on button 2 (or press the key combination of ALT + 2).  To generate the 
report sorted by both location and functional area, click on button 3 (or press the key 
combination of ALT + 3). 

 
Figure 5-23. Line 3 – Totals Report Sorted by Functional Area. 

5.4.11.1 Printing the Reports 

Once the report is displayed in view mode, you can print it by clicking on the OPTIONS 
selection at the top of the screen with the mouse (or press the key combination of ALT + 
O).  To print, select the Print option (or press the key combination of CTRL + P) or 
select Close if you would rather exit the report view mode.  If you want to print the report 
at your system’s default printer, simply select the OK button at the Print Menu, or, if you 
want to customize the print settings or select an alternate printer, click on Setup with the 
mouse (or press the key combination of ALT + S).  From the Print Setup menu, you can 
customize the settings before printing. 

5.5 LINE 4 - OVERHEAD COSTS 

The following section explains the details of Line 4 of the SCF/SLCF.  This line includes 
two main categories of cost: operations overhead and general/administrative overhead.  
Twelve percent is applied to Line 1, Personnel costs to represent the two types of 
overhead. 

5.5.1 General Cost Information 

Operations overhead is those costs that are not totally attributable to the studied 
activity, but are generally associated with the recurring management or support of the 
activity.  General and administrative overhead includes salaries, accounting, and other 
common services performed in support of the activity, but external to it. 
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5.5.2 Line 4 Basics 

COMPARE automatically calculates overhead.  The Overhead Report is based on 
civilian personnel costs from Line 1.  The personnel cost records should be completed 
before generating the overhead report. 

The overhead factor is located in Table 8 - OVERHEAD.  Overhead is calculated by 
multiplying Line 1 Personnel, including fringe, by 12 percent (.12).  Overhead is not 
applied to military/uniformed services personnel.  The composite military/uniformed 
services rate includes all military/uniformed services related overhead. 

When you click on the Line 4 Cost Report Screen, the system will display the Line 4 
Overhead Report Menu, Figure 5-24, which gives options to sort the information by 
function, location, or location/functional area.  The system will calculate the report, and 
no input is required.  To proceed with printing, click on the OPTIONS selection at the 
top of the screen with the mouse (or press the key combination of ALT + O).  To print, 
select the Print option (or press the key combination of CTRL + P) or select Close if you 
would rather exit the report view mode.  If you want to print the report at your system’s 
default printer, simply select the OK button at the Print Menu, or, if you want to 
customize the print settings or select an alternate printer, click on Setup with the mouse 
(or press the key combination of ALT + S).  From the Print Setup menu, you can 
customize the settings before printing. 

 
Figure 5-24. Line 4 – Overhead Report Menu. 

5.6 LINE 5 - ADDITIONAL COSTS 

This section walks you through the information for Line 5 of the SCF, Figure 5-25. 

5.6.1 General Cost Information 

The most common costs included in this line are agency one-time conversion costs 
from the current organization to the MEO. 
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5.6.2 Line 5 Basics 

 
Figure 5-25. Line 5 – Additional Cost Records. 

5.6.2.1 Field Description 
• ID: (Automatically Generated) - This field is a unique numeric identifier that 

is assigned to each record that is created on this line. 
• Item Name: (Required) - (30 character limit) Enter the name or description of 

the cost. 

• Functional Area: (Required) - You can key in a valid functional area (if it 
exists in the Functional Area table) or select a functional area from the 
associated list.  If you realize you neglected to define enough functional 
areas, simply click on Tbl 16 with the mouse (or press the key combination of 
ALT + F) to access the Functional Areas Table Screen where you can update 
the table.  

• Location: (Required) - You can key in a valid location or select a location 
from the associated list. 

• Price Current A/O: (Required) - Enter date when the price shown was 
current.  The date entered is used as the base year for inflating out-year 
costs.  

• Inflate: (Required; default is “Yes”) - Indicate whether or not the cost 
should be inflated or if the cost was provided as a ceiling cost (C).  Inflation is 
computed at a daily rate.  COMPARE will not prorate or inflate a cost that is 
designated as a ceiling cost unless the “Prorate” field is set to “Yes”. 
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• Prorate: (Required, default is “Yes”) - Indicate whether or not the cost 
should be prorated. 

• Inflation Factor: (Required) - Indicate inflation factor that applies to this cost 
(O&M, Fuels, or FCO & M).  

• Base Year Cost: (Required) - Enter a total base year cost for that 
performance period.  COMPARE will give you the option to assign that value 
to all remaining performance periods or enter values manually.  If you choose 
to assign that value to the remaining performance period, COMPARE will 
advance the cursor to the next line.  Otherwise, the cursor will advance to the 
2nd performance period. 

NOTE:  Do not forget to periodically save your information with the SAVE FILE button! 

5.6.2.2 Calculating Performance Period Costs 

At this point, if you click on UPDATE with the mouse (or press the key combination of 
ALT + U), COMPARE will calculate the cost for each performance period.  Since the 
update action computes the performance period costs for all records, you may find it 
more efficient to enter all data before performing the update.  COMPARE will 
automatically update all records when you select the PRINT button, and when you exit 
the form by hitting the BACK button.  If you change any of the values that affect the 
calculation (Price Current A/O, Inflate, Prorate, or Inf fctr, if applicable), the values on 
the cost records will not reflect the cost by performance period until you perform another 
update.  

To continue data entry, click on the small asterisk button to the left of the horizontal 
scroll bars.  This is the ADD RECORD button.  Otherwise, position the mouse cursor on 
the blank line at the bottom of the data entry window. 

5.6.2.3 Printing the Report 

To print, click on the OPTIONS selection at the top of the screen with the mouse (or 
press the key combination of ALT + O).  Select the Print option (or press the key 
combination of CTRL + P) or select Close if you would rather exit the report view mode.  
If you want to print the report at your system’s default printer, simply select the OK 
button at the Print Menu, or, if you want to customize the print settings or select an 
alternate printer, click on Setup with the mouse (or press the key combination of ALT + 
S).  From the Print Setup menu, you can customize the settings before printing. 

5.7 LINE 6 - TOTAL COST OF AGENCY PERFORMANCE 

This report is automatically generated by COMPARE.  It represents the sum of Lines 1-
5, so you should complete those cost records before generating the Line 6 report.   



COMPARE User's Manual Chapter 5 – The Lines 

Doc No: compare.01.10 109 Revision: 01/14/11 

5.7.1 General Cost Information 

This line is computed by summing up lines 1 through 5 for each performance period. 

5.7.2 Line 6 Basics 

No input is required for this line.  When you select this option from the Cost Records 
Reports Management Screen, COMPARE will display the Line 6 reports menu, Figure 
5-26.  This menu gives you the option to view/print the Line 6 report sorted by location, 
functional area, or both.  When you select a sort option, COMPARE will display the 
report in VIEW mode, Figure 5-27. 

 
Figure 5-26. Line 6 – Report Menu. 

 
Figure 5-27. Line 6 – Report. 

5.7.2.1 Printing the Report 

To print the report, click on OPTIONS at the top of the screen with the mouse (or press 
the key combination of ALT + O).  To print, select the Print option (or press the key 
combination of CTRL + P), or select Close if you would rather exit the report view mode.  
If you want to print the report at your system’s default printer, simply select the OK 
button at the Print Menu, or, if you want to customize the print settings or select an 
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alternate printer, click on Setup with the mouse (or press the key combination of ALT + 
S).  From the Print Setup menu, you can customize the settings before printing. 

5.8 LINE 7 – PRIVATE SECTOR PRICE OR PUBLIC REIMBURSABLE COST 

This section explains Line 7, Figure 5-28, of the SCF/SLCF, the line used by a 
Government official on the performance decision date to enter the best-value private 
sector price or public reimbursable cost estimate.  To move from the lower screen to the 
upper screen in this line, hit F2 or click on an active field.  COMPARE automatically 
inputs information in the Location and Functional Area fields. 

5.8.1 General Cost Information 

The private sector price or public reimbursable cost reflects the cost to perform the 
requirements of the solicitation as presented by the offeror selected to compete with the 
agency source. 

5.8.2 Line 7 Basics 

 
Figure 5-28. Line 7 – Private Sector Price or Public Reimbursable Cost Records. 

5.8.2.1 Field Description 
• ID: (Automatically Generated) - This field is a unique numeric identifier that 

is assigned to each record that is created on this line. 
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• Price/Cost Type (Required):  Select the type of cost to be entered on Line 7.  
The choices are “Private Sector Price” or “Public Reimbursable Cost”.  This 
field is used by the SCF/SLCF in making the performance decision by 
directing the program on which checkbox to select on the completed 
SCF/SLCF. 

• Solicitation Award Mode: (Required, Select Option) - Choose the proper 
award mode for the competition from the pull-down list.  Once an award mode 
has been selected, changing the award mode will result in loss of data 
entered in this line, and all information will have to be re-entered. 

A (Single Award for All Locations and Functional Areas) - Requires 
single input for each performance period, all locations, and functions in the 
competition.  Select this option when the solicitation requires the private 
sector or public reimbursable source to submit a single offer for all 
locations and functional areas in the competition.  Selection of this option 
will limit your entry to only one private sector price or public reimbursable 
cost.  When only one location and one functional area are included in the 
competition, COMPARE will programmatically enter “ALL”. 
B (Separate Awards for Each Location) - Requires input for each 
location in the competition file.  Select this option when the solicitation 
requires the private sector or public reimbursable source to submit a 
separate offer for each location (regardless of the number of functional 
areas) and the competition includes more than one location.  Selection of 
this option will limit your entries to one price per location. 
C (Separate Awards for Each Functional Area) - Requires input for 
each functional area in the competition file.  Select this option when 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) and the competition includes more than one functional area.  
Selection of this option will limit your entries to one price per functional 
area. 
D (Separate Awards by Functional Area at Each Location) - Requires 
input for each functional area and location in the competition file.  Select 
this option when the solicitation requires the private sector or public 
reimbursable source to submit a separate offer for each functional area at 
each location, and the competition includes more than one functional area 
at more than one location.  Selection of this option will limit your entries to 
one price per functional area at each location. 

• No Satisfactory Private Sector or Public Reimbursable Source 
Checkbox:  Check this box ONLY if there were no satisfactory private sector 
or public reimbursable sources identified during the competition.  If you check 
this box, then COMPARE will not display any costs on Lines 7-13 of the SCF, 
a bold note will be displayed on Lines 7-13 of the SCF indicating no 
satisfactory source, and Lines 14 and 16 will display “NA”.  The certification 
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statements that appear on the SCF/SLCF will reflect the no satisfactory 
source selection. 

• Location: (No input required) – COMPARE  will automatically input this 
information. 

• Functional Area: (No input required) - COMPARE will automatically input 
this information. 

• Industry Code: (Required) - Type in or select the competition’s proper 
industry code from the pull down menu.  A tax rate is identified to each 
industry code.  The tax rate is used to calculate the estimated Federal income 
tax adjustment.  This is used for two different events.  First, it is used to 
determine Line 12, Federal Income Tax Adjustment.  It is also used when the 
offeror is a tax-exempt offer and must be compared to the next lowest taxable 
offer. 

• Taxable? : (Required) - Indicate whether or not the offer is Taxable or Tax 
Exempt.  If it is taxable, enter the Contractor Name (Private Sector or Public 
Reimbursable) in the drop down screen.  If Tax Exempt is selected 
COMPARE provides a drop down window to enter the Taxable offer and the 
Tax Exempt offer.  

• Selected Contractor: - Enter private sector or public reimbursable offeror’s 
name. 

• Total (No input required):  This is the total cost computed from the selected 
contractor’s performance period costs. 

• Private Sector/Public Reimbursable Name (over the column for 
Taxable): Enter the private sector or public reimbursable offeror’s name for 
the taxable offer. 

• Private Sector/Public Reimbursable Name (over the column for Tax 
Exempt): Enter the private sector or public reimbursable offeror’s name for 
the taxable offer.  

• Taxable: - Enter the private sector price or public reimbursable cost (Taxable 
Offer) for each performance period on the form provided.  The program will 
total the performance period prices/costs to come up with a grand total for 
private sector price or public reimbursable cost.  Under the Taxable Offer 
column, enter the taxable offer for each performance period on the form 
provided as appropriate. 

• Tax Exempt: - Enter the private sector price or public reimbursable cost (Tax 
Exempt Offer) for each performance period on the form provided.  This is only 
necessary if the Taxable? field was set to NO.  The program will total the 
performance period prices/costs to come up with a grand total for private 
sector price or public reimbursable cost.  Under the Tax Exempt Offer 
column, enter the tax-exempt offer for each performance period on the form 
provided as appropriate. 
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• Adjusted Taxable Offer: (No input required)  - COMPARE automatically 
calculates this value.  If the apparent successful offeror is a tax-exempt 
organization, the taxable private sector price or public reimbursable cost is 
adjusted to remove the estimated Federal income taxes to be paid by the 
lowest taxable offeror.  This adjustment is necessary to determine 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. 

After all data is entered for each performance period, COMPARE will determine the 
lowest offer and use that value for the competition. 

NOTE:  Do not forget to periodically save your information with the SAVE FILE button! 

5.8.2.2 Printing the Report 

Any changes made on this screen are automatically updated.  To view the current 
record, select the VIEW CURRENT RECORD button.  To print the record on display, 
use the mouse to click on the OPTIONS selection at the top of the screen (or press the 
key combination of ALT + O).  To print, select the Print option (ALT + P) or select Close 
to exit the report view mode.  If you want to print the report at your system’s default 
printer, simply select the OK button at the Print Menu, or click on Setup with the mouse 
to customize the print settings or select an alternate printer (or press the key 
combination of ALT + S).  From the Print Setup menu, you can customize the settings 
before printing.  VIEW CURRENT RECORD button will display and print only that 
record. 

To display and print the private sector price or public reimbursable cost, select the 
PRINT button.  The four options for printing sort the information by function, location, 
location and function, or individual records.  Select the report format/type you want.  
Click on the OPTIONS selection at the top of the screen (or press the key combination 
of ALT + O).  To print, select the Print option (ALT + P) or select Close to exit the report 
view mode.  If you want to print the report at your system’s default printer, simply select 
the OK button at the Print Menu, or click on Setup with the mouse to customize the print 
settings or select an alternate printer (or press the key combination of ALT + S).  From 
the Print Setup menu, you can customize the settings before printing.  When the PRINT 
button is selected, it will print all the records in that cost line. 

5.8.2.3 Printing the SCF (or SLCF) 
If the SCF is printed from the Line 7, Private Sector Price or Public Reimbursable Cost 
Screen COMPARE treats this action as if the official competition is being conducted by 
entering the actual date into the Competition Information Screen, Initial Performance 
Decision field.  A file is also archived that reserves a copy of the exact records at the 
time of the competition.  A “T” is entered in front of the electronic file name to indicate 
the archived file.  Each time a SCF is printed from Line 7 a new file is archived of the 
records at the time of the SCF printing.  COMPARE reserves the current file as a 
working file that allows changes and modification. 
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5.9 LINE 8 – CONTRACT ADMINISTRATION COSTS 

This section will walk you through the information necessary to complete Line 8 of the 
SCF. 

5.9.1 General Cost Information 

Contract Administration costs are new administrative costs that would not be incurred 
unless the work under competition was converted to contract.  The purpose of this line 
is to account for the full range of contract administration costs associated with 
administering a contract for the commercial activity.  This line uses personnel costs and 
a standard allowable set of grades as a method for estimating contract administration 
costs. 

5.9.2 Line 8 Basics 

Line 8 is the "Contract Administration Costs Worksheet”, and it is used to identify the 
number and grades of Contract Administrators (CAs) that are allowed if the function 
under competition is won by the private sector or public reimbursable source.  
COMPARE automatically computes all elements required for this line.  Automatic 
calculations are provided in Figure 5-29. 

Contract Administration 
FTE’s Allowed 

Based on the number of FTE’s identified in the MEO on Line 
1 and the CMEs on Line 3E, COMPARE will compute the 
number of allowable Contract Administration FTE’s. 

Contract Administration 
GRADES Allowed 

COMPARE will identify the GS grades allowed based on the 
MEO size using the matrix provided in Figure C6, “Contract 
Administration Factors and Allowable Grades” in OMB 
Circular A-76 Attachment C. 

Number of FTE’s 
Allowed by Grade 

The number of Contract Administration FTE’s varies as the 
size of the MEO changes by performance period.  At each 
level, a specific number of FTE’s within a grade are allowed. 

Contract Administration 
FTE’s 

COMPARE automatically enters the FTEs in each 
performance period based on the FTEs allowed and the 
MEO FTEs by performance period. 

Contract Administration 
Costs 

COMPARE automatically computes the prorated/inflated 
contract administration costs for each performance period 
using the Line 8 cost records and the cost factors/rates from 
the various cost factors/rates tables. 

Figure 5-29. Automatic Calculations for Line 8. 

COMPARE automatically determines and enters the maximum FTEs allowed for each 
grade and for each performance period as specified above.  There will always be four 
records on Line 8 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.  
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The primary difference is that personnel costs are used as the basis for this estimating 
methodology instead of a percentage factor. 

FTEs are performance period specific, so the FTEs may vary by performance period 
based on the personnel usage on Lines 1, Personnel and 3E, MEO Subcontract Costs.  
To view the differences, you can click on each performance period in the performance 
period cost detail subform on Line 8.  In doing this, you will notice that the grade 
distribution and the MEO positions values will likely change depending on MEO staffing 
and you can see how COMPARE automatically generated the cost values. 

5.9.3 Line 8 - Contract Administration Costs 

 
Figure 5-30. Line 8 – Contract Administration Cost Records. 

The major differences between the operation of Line 8 Contract Administration Costs, 
Figure 5-30 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. 

• All data fields are locked and records cannot be added or deleted. 

• The Table 3, 4, 5 and 9 buttons are disabled. 

• Line 8 GS Personnel Costs are NOT subject to Economic Price Adjustment. 



COMPARE User's Manual Chapter 5 – The Lines 

Doc No: compare.01.10 116 Revision: 01/14/11 

• Total Line 8 Contract Administration FTEs cannot exceed the number allowed 
by the Contract Administration Factors Table (TBL 15) by performance 
period. 

• COMPARE provides a button at the bottom of the cost record that enables 
you to access the Contract Administration Factors Table. 

NOTE:  Do not forget to periodically save your information with the SAVE FILE button! 

5.10 LINE 9 – ADDITIONAL COSTS 

This section will help you with completing Line 9 of the SCF(and SLCF for Non-DoD 
Agencies). 

Line 9 is reserved to allow for any additional costs incurred by the Government that may 
be encountered in particular competitions.  This line is available in all standard 
competitions and in streamlined competitions for Non-DoD Agencies only.  The 
availability of Line 9 in Non-DoD streamlined competitions is intended for the sole 
purpose of adjusting the private sector offer as a result of the statutorily mandated 
health and retirements benefits evaluations that came into effect in 2008.  The policies 
and legislation affect evaluation of health and retirement benefits for DoD and Non-DoD 
agencies and you should refer to your agency’s current policy on this topic in 
determining the appropriate handling of and entries on Line 9.  Since DoD Competitive 
Sourcing Program Guidance defines the criteria of streamlined competitions differently 
than Non-DoD agencies, Line 9 is not available for DoD streamlined competitions. 

The statutory requirement to evaluate health and retirements benefits is to determine 
that no advantage has been given to a private sector's proposal that would reduce costs 
to the Federal government by including health insurance and retirement benefit costs 
that are less than the health insurance and retirement benefits costs included in the 
agency cost estimate for federal employees. 

5.10.1 General Cost Information 

Line 9 is reserved to allow for any additional costs incurred by the Government that may 
be encountered in particular competitions.  

5.10.2 Line 9 Basics 

Cost record operations for Line 9 Additional Costs are identical to those described for 
Line 5. 

5.10.2.1 Field Description 

• ID: (Automatically Generated) - This field is a unique numeric identifier that 
is assigned to each record that is created on this line. 
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• Item Name: (Required) - (30 character limit) Enter the name or description of 
the cost. 

• Functional Area: (Required) - You can key in a valid functional area (if it 
exists in the Functional Area table) or select a functional area from the 
associated list.  If you realize you neglected to define enough functional 
areas, simply click on Tbl 16 with the mouse, (or press the key combination of 
ALT + F) to access the Functional Areas Table Screen where you can update 
the table.  

• Location: (Required) - You can key in a valid location or select a location 
from the associated list. 

• Price Current A/O: (Required) - Enter date when the price shown was 
current.  The date entered is used as the base year for inflating out-year 
costs.  

• Inflate: (Required) - Indicate whether or not the cost should be inflated or if 
the cost was provided as a ceiling cost (C).  Inflation is computed at a daily 
rate.  COMPARE will not prorate or inflate a cost that is designated as a 
ceiling cost unless the “Prorate” field is set to “Yes”. 

• Prorate: (Required, default is “Yes”) - Indicate whether or not the cost 
should be prorated. 

• Inflation Factor: (Required) - Indicate inflation factor that applies to this cost 
(O&M, Fuels, or FCO&M).  

• Base Year Cost: (Required) - Enter a total base year cost for that 
performance period.  COMPARE will give you the option to assign that value 
to all remaining performance periods or enter values manually.  If you choose 
to assign that value to the remaining performance period, COMPARE will 
advance the cursor to the next line.  Otherwise, the cursor will advance to the 
2nd performance period. 

NOTE:  Do not forget to periodically save your information with the SAVE FILE button! 

5.10.2.2 Calculating Performance Period Costs 

At this point, if you click on UPDATE with the mouse (or press the key combination of 
ALT + U), COMPARE will calculate the cost for each performance period.  Since the 
update action computes the performance period costs for ALL records, you may find it 
more efficient to enter all data before performing the update.  COMPARE will 
automatically update all records when you select the PRINT button, and when you exit 
the form by hitting the BACK button.  If you change any of the values that affect the 
calculation (Price Current A/O, Inflate, Prorate, or Inf fctr, if applicable), the values on 
the cost records will not reflect the cost by performance period until you perform another 
update.  
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To continue data entry, click on the small asterisk button to the left of the horizontal 
scroll bars.  This is the ADD RECORD button.  Otherwise, position the mouse cursor on 
the blank line at the bottom of the data entry window. 

5.10.2.3 Printing the Report 

To print, click on the OPTIONS selection at the top of the screen with the mouse (or 
press the key combination of ALT + O).  Select the Print option (or press the key 
combination of CTRL + P), or select Close if you would rather exit the report view mode.  
If you want to print the report at your system’s default printer, simply select the OK 
button at the Print Menu, or, if you want to customize the print settings or select an 
alternate printer, click on Setup with the mouse (or press the key combination of ALT + 
S).  From the Print Setup menu, you can customize the settings before printing. 

5.11 LINE 10 – ONE-TIME CONVERSION COSTS 

This section covers Line 10 of the SCF. 

5.11.1 General Cost Information 

Line 10 costs are NOT subject to EPA.  Line 10 is only computed for standard 
competitions and represents five percent (5%) of Line 1 Basic Pay.  This five percent is 
a combination of four percent (4%) for severance pay and one percent (1%) for all other 
one-time conversion costs.  These are the only one-time conversion costs allowed, 
therefore, no other one-time conversion costs shall be entered on Line 10.  One-time 
conversion costs are computed for the 1st period of full performance only. 

5.11.2 Line 10 Basics 

COMPARE breaks up Line 10 costs into 2 cost record categories (Line 10A – 
Severance Pay and Line 10B – Other One-Time Conversion Costs) as detailed below. 

5.11.3 Line 10A - Severance Pay 

Severance Pay is a breakout between Civilian Appropriated Fund employees, Civilian 
NAF employees, and Foreign National (FN) employees, as shown in Figure 5-31. 
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Figure 5-31. Line 10A – Severance Pay Cost Records. 

5.11.3.1 Civilian Appropriated Fund Employees 

Number of Assigned Civilians in the Current Organization - Enter the quantity of 
employees for that location and function.  This is the only user-entered field required for 
Civilian Appropriated Fund employees.  COMPARE automatically calculates the 
estimated severance pay costs, based on the severance pay factor and the number of 
employees entered eligible for severance pay. 

NOTE:  Do not forget to periodically save your information with the SAVE FILE button! 

5.11.3.2 Civilian NAF Employees 

Number of Assigned Civilians in the Current Organization - Enter the quantity of 
permanently assigned employees for that location and function.  If you have indicated in 
Table 9 to apply a severance pay factor, the system will automatically calculate the 
estimated severance pay costs.  If you have indicated in Table 9 not to apply the 
severance pay standard factor, you will need to enter an estimated severance pay cost.  
COMPARE will automatically calculate the severance pay factor from your input. 

5.11.3.3 FN Employees 

Number of Assigned Civilians in the Current Organization - Enter the quantity of 
permanently assigned employees for that location and function.  If you have indicated in 
Table 9 to apply a severance pay factor, the system will automatically calculate the 
estimated severance pay costs.  If you have indicated in Table 9 not to apply the 
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severance pay standard factor, you will need to enter the estimated severance pay 
costs.  COMPARE will automatically calculate the severance pay factor from your input. 

5.11.3.4  Field Description 

• Location: (Automatically entered by COMPARE) - COMPARE 
automatically pulls the locations used from the records entered in Line 1.  No 
user input is required. 

• Functional Area: (Automatically entered by COMPARE) - COMPARE 
automatically pulls the functional areas used from the records entered in Line 
1.  No user input is required. 

• Severance Pay Factor: (Automatically entered by COMPARE) - 
COMPARE automatically enters the corresponding severance pay factor 
based on the values stored in Tables 8 and 9.  If the user selected to NOT 
apply the standard factor for either NAF or FN positions in Table 9, then this 
field will display as zero (0), and the user will be required to manually enter 
the Estimated Severance Pay Costs. 

• Number of Assigned Civilians in the Current Organization: (Required) - 
In most cases, this is the only field that requires user input in Line 10A.  You 
should enter the number of assigned civilians in the current organization.  If 
you enter more FTEs than is shown in the MEO FTEs field, COMPARE will 
display a message to let you know that you have exceeded the MEO FTEs.  
This message is for information purposes only and should not affect your 
entries in this field. 

• MEO FTEs: (Automatically entered by COMPARE) - COMPARE 
automatically computes the MEO FTEs based on the values entered in Line 
1.  No user input is required. 

• MEO Basic Pay: (Automatically entered by COMPARE) - COMPARE 
automatically computes the amount of the MEO Basic Pay based on the costs 
stored in Line 1.  The MEO Basic Pay 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 and proration 
accordingly.  For example, if the Basic Pay for one position is $50,000, the 
inflated 1st period of full performance basic pay might be $53,000.  This is the 
amount that would appear in Line 10A.  Please note that the adjusted basic 
pay cost is not stored/displayed anywhere in the program.  If you wish to 
duplicate the costs in this field you will have to do so manually outside of the 
program. 

• Estimated Severance Pay Cost: (Automatically entered by COMPARE in 
most cases and Required in others) - COMPARE automatically computes 
the estimated severance pay costs based on the severance pay factors, 
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.  If you chose to not 
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apply the standard severance pay factor for either NAF or Foreign National 
positions, then you will be required to manually enter the estimated severance 
pay costs in this field for each record accordingly. 

NOTE:  Do not forget to periodically save your information with the SAVE FILE button! 

5.11.4 Line 10B - Other One-Time Conversion Costs 

This line accounts for all other one-time conversion costs, Figure 5-32, such as 
relocation and retraining.  COMPARE automatically computes this line and no user 
input is required on Line 10B.  Figure 5-32 provides a picture of what the Line 10B 
report/form looks like.  You will notice that this line does not provide a data entry form 
like other cost lines. 

 
Figure 5-32. Line 10B – Other One-Time Conversion Cost Records. 

5.11.4.1 Field Description 

• Location: (Automatically entered by COMPARE) - COMPARE 
automatically pulls the locations used from the records entered on Line 1. 

• MEO Basic Pay: (Automatically entered by COMPARE) - COMPARE 
automatically computes the amount of the MEO Basic Pay based on the costs 
stored in Line 1.  The MEO Basic Pay 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 and proration 
accordingly.  For example, if the Basic Pay for one position is $50,000, the 
inflated 1st period of full performance basic pay might be $53,000.  This is the 
amount that would appear in Line 10B.  Please note that the adjusted basic 
pay cost is not stored/displayed anywhere in the program.  If you wish to 
duplicate the costs in this field you will have to do so manually outside of the 
program. 

• Other Conversion Cost: (Automatically entered by COMPARE) - 
COMPARE automatically computes the other conversion cost based on the 
other one-time conversion cost factor from File Table 8. 

NOTE:  Do not forget to periodically save your information with the SAVE FILE button! 
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5.11.5 Generating the Report 

To generate the report sorted by functional area, click on button 1 (or press the key 
combination of ALT + 1).  To generate the report sorted by location, click on button 2 (or 
press the key combination of ALT +2).  To generate the report sorted by both location 
and functional area, click on button 3 (or press the key combination of ALT +3). 

5.11.5.1 Printing the Report 

To print, click on the OPTIONS selection at the top of the screen with the mouse (or 
press the key combination of ALT + O).  Select the Print option (or press the key 
combination of CTRL + P) or select Close if you would rather exit the report view mode.  
If you want to print the report at your system’s default printer, simply select the OK 
button at the Print Menu, or, if you want to customize the print settings or select an 
alternate printer, click on Setup with the mouse (or press the key combination of ALT + 
S).  From the Print Setup menu, you can customize the settings before printing. 

5.11.6 Line 10 Total Reports 

The Line 10 One-Time Costs Report is a summary of all Line 10 Costs, sorted by 
location and functional area.  To generate the report, select option 10, One-Time 
Conversion Costs, from the cost records screen. 

Click on the associated list box and from the list that displays, select Line 10 One-Time 
Costs Report Menu.  To generate the report sorted by functional area, click on button 1 
(or press the key combination of ALT + 1).  To generate the report sorted by location, 
click on button 2 (or press the key combination of ALT +2).  To generate the report 
sorted by both location and functional area, click on button 3 (or press the key 
combination of ALT +3). 

5.11.6.1 Printing the Report 

To print, click on the OPTIONS selection at the top of the screen with the mouse (or 
press the key combination of ALT + O).  Select the Print option (or press the key 
combination of CTRL + P), or select Close if you would rather exit the report view mode.  
If you want to print the report at your system’s default printer, simply select the OK 
button at the Print Menu, or, if you want to customize the print settings or select an 
alternate printer, click on Setup with the mouse (or press the key combination of ALT + 
S).  From the Print Setup menu, you can customize the settings before printing. 

5.12 LINE 11 – GAIN FROM DISPOSAL OR TRANSFER OF ASSETS 

This section will walk you through the basics of Line 11 of the SCF. 
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5.12.1 General Cost Information 

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

5.12.2 Line 11 Basics 

All the records on this form, Figure 5-33, represent Line 3 capital equipment and 
facilities records for which depreciation cost is applied and the purchase date occurred 
before the 1st performance period began.  No additional records can be added on this 
cost record.  This cost record is updated every time it is opened, so if Line 3 capital 
equipment and facilities records are edited, the records represented on this form could 
change. 

 
Figure 5-33. Line 11 – Gain from Disposal or Transfer of Assets Cost Records. 

5.12.2.1 Field Description 

• Qty: (Required) - You need to enter the quantities transferred or disposed of 
for each record in the 2nd performance period; you cannot enter a quantity in 
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any period except the 2nd.  There may be instances where you will not 
schedule all of the quantity associated with the asset because the agency has 
determined that the asset is still needed even if converting to a source other 
than the agency.  Refer to the OMB Circular A-76 for specific rules governing 
these costs.  If one of the assets results in a loss, COMPARE will remove it 
from the parent form and position it on the form that is displayed on the lower 
half of the screen.  COMPARE will not allow you to enter a quantity that is 
greater than the quantity assigned to the corresponding Line 3A capital asset 
record.  (Note: The Qty field contained in the upper form represents the 
quantity entered on Line 3 for the corresponding record.  This value is 
provided on this form as a reference point in entering the Qty value for the 2nd 
performance period.) 

NOTE:  Do not forget to periodically save your information with the SAVE FILE button! 

5.13 LINE 12 – FEDERAL INCOME TAX ADJUSTMENT 

This section gives you help in working with Line 12 of the SCF. 

5.13.1 General Cost Information 

Potential Federal income tax revenue must be considered in the competition since a 
contract would provide a private sector or public reimbursable source with a certain 
amount of income subject to tax.  The tax is calculated from the industry code entered 
on Line 7.  There is no data entry required on Line 12. 

5.13.2 Line 12 Basics 

NOTE: Because the Line 12 report is based on values calculated from Line 7, you 
should complete that cost record before generating the Line 12 report. 

 
Figure 5-34. Line 12 – Federal Income Tax Adjustment Report. 
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5.13.2.1 Printing the Report 

When you select this option from the Cost Records Screen, COMPARE displays the 
Line 12 Federal Income Tax Adjustment Report, Figure 5-34, in the view mode.  To 
proceed with printing, click on the OPTIONS selection at the top of the screen with the 
mouse (or press the key combination of ALT + O).  To print, select the Print option (or 
press the key combination of CTRL + P), or select Close if you would rather exit the 
report view mode.  If you want to print the report at your system’s default printer, simply 
select the OK button at the Print Menu, or, if you want to customize the print settings or 
select an alternate printer, click on Setup with the mouse (or press the key combination 
of ALT + S).  From the Print Setup menu, you can customize the settings before 
printing. 

5.14 LINE 13 – TOTAL ADJUSTED COST OF PRIVATE SECTOR OR PUBLIC 
REIMBURSABLE PERFORMANCE 

This section deals with the basics of Line 13 of the SCF. 

5.14.1 General Cost Information 

This is the last line that is necessary to be completed before moving into the 
performance decision. 

5.14.2 Line 13 Basics 

Because the Line 13 report is based on values calculated from Lines 7-12, you should 
complete those cost records before generating the Line 13 report. 

When you select this option from the Cost Records Screen, COMPARE displays the 
Line 13 Report menu, Figure 5-35.  This menu gives you the option to view/print the 
Line 13 report sorted by location, functional area, or both.  When you select a sort 
option, COMPARE will display the report in VIEW mode, Figure 5-36. 

 
Figure 5-35. Line 13 – Report Menu. 
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Figure 5-36. Line 13 – Total Adjusted Cost of Private Sector or Public 

Reimbursable Performance Sorted by Functional Area. 

5.14.2.1 Printing the Report 

To proceed with printing, click on the OPTIONS selection at the top of the screen with 
the mouse (or press the key combination of ALT + O).  To print, select the Print option 
(or press the key combination of CTRL + P), or select Close if you would rather exit the 
report view mode.  If you want to print the report at your system’s default printer, simply 
select the OK button at the Print Menu, or, if you want to customize the print settings or 
select an alternate printer, click on Setup with the mouse (or press the key combination 
of ALT + S).  From the Print Setup menu, you can customize the settings before 
printing. 

5.15 SCF AND SLCF SIGNATURE INFORMATION 

This section will help you with completing the SCF/SLCF signature information. 

5.15.1 Signature Form Basics 

The signature information on this screen, shown in Error! Reference source not 
found., is used to populate the various signature blocks on the SCF and SLCF.  This 
screen displays every time you launch the SCF/SLCF, which allows you to update the 
information if necessary prior to printing the SCF/SLCF report.  The individual 
signatories are still required to sign the form in the appropriate signature blocks, 
however, this feature prevents them from having to hand write other information such as 
printed name, organization, phone number, etc.  This screen contains a separate line 
for each applicable signature authority requirement on the SCF/SLCF based on the 
acquisition type selected. 

There are two variations of this screen; one for standard and one for streamlined 
competitions.  The fields available on the Signature Information form are dependent 
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upon the selection made in the Competition Type/Method of Operation field on the 
Competition Information screen.  The version shown below is for the SCF.  COMPARE 
will automatically display and/or hide the appropriate signature information on this form. 

 
Figure 5-37. SCF/SLCF Signature Information Form. 

From this form, you have the option to redact the Private Sector pricing information that 
appears on the SCF/SLCF (See Error! Reference source not found.).  By selecting to 
redact the Private Sector pricing information, COMPARE will not display the pricing 
information for Lines 7-12 for each performance period.  Only the totals for each line 
and for Line 13 by performance period will be shown on the SCF/SLCF.  (See Figure 
5-38) 
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Figure 5-38. SCF Redacted Private Sector Pricing Information 

You can also access the source selection decision documentation from this form by 
clicking on the SOURCE SELECTION DOCUMENTATION button.  This is the same 
form that is available through the Line Rationale area of COMPARE.  Please refer to the 
Line Rationale section for more information on the source selection documentation 
features. 

NOTE:  The SOURCE SELECTION DOCUMENTATION button is disabled for 
Preliminary Planning and Adjusted Baseline Costs files because the source selection 
information is not relevant for these file types.  However, the SIGNATURES button is 
enabled for these file types. 

5.15.2 Field Description 

• Acquisition Type: (Required, Enabled Only for Standard Competitions) - 
Select the appropriate acquisition type that corresponds to the terms of your 
competition solicitation.  This field controls the formatting of and signature 
lines display on the SCF/SLCF, and the available signature information fields 
on Signature Information screen.  It is important that you select the correct 
acquisition type, otherwise, the SCF/SLCF may not be accurate.  If you select 
“Unknown/Not Sure”, none of the signature information on this screen will be 
posted to the SCF/SLCF. 

• Title - Enter the position title corresponding to the signature official. 

• Name  - Enter the full name of each signature official. 

• Component - Enter the name of the Component to which the signature 
individual is officially assigned.  For example, this may be a branch of service 
like United States Air Force, Department of Transportation, or a division within 
a federal agency. 

• Phone Number - Enter the phone number for the signature official.  This field 
only accepts numeric values.  The field is preformatted as a telephone 
number so there is no need to enter any parentheses or dashes. 
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5.15.3 Accessing SCF and SLCF Signature Information 

There are three ways to view and/or edit the SCF/SLCF signatory 
information; 1) launch the SCF/SLCF, 2) click on the SIGNATURES 

button, or 3) select the SCF/SLCF Signature Information report from the PRINT DOCS 
menu.  Any one of these three options will display the Signature Information Screen and 
allow you to enter and/or edit this information.  The signature information on this screen 
is used to populate the various signature blocks on the SCF and SLCF.  The individual 
signatories are still required to sign the form in the appropriate signature blocks, 
however, this feature prevents them from having to hand write other information such as 
printed name, organization, phone number, etc. 

5.15.4 Printing the Report 

A report is integrated into COMPARE that will only display all of the information on this 
Signature Information screen.  To view and print this Signature Information report, you 
will have to use the SIGNATURES button or the Signature Information report option on 
the PRINT DOCS menu.  You cannot print the Signature Information report when 
launching the SCF/SLCF. 

5.16 PERFORMANCE DECISION SUMMARY (SCF/SLCF) 

Generating the Performance Decision is the final step in performing an A-76 
competition.  The performance decision is based on several computations that 
COMPARE performs automatically if all the required validated input has been entered.  
Because the performance decision is based on values calculated from Lines 1-13, you 
should complete all necessary worksheets before generating the report. 

5.16.1 Line 14 - Conversion Differential 

Now that you have moved into the beginning of the decision calculation lines, you are in 
the home stretch!  The information below will walk through the basics of Line 14 of the 
SCF.  A conversion differential of the lesser of 10 percent of Line 1 personnel costs or 
$10 million over the total performance periods must be met before converting to or from 
agency, private sector, or public reimbursable performance.  The conversion differential 
is established to ensure that the Government does not change sources for marginal 
estimated savings. 

When the Competition Type/Method of Operation is set to any of the “Standard” options 
except the “Mix” option, Line 14 equals the lesser of 10 percent of Line 1 personnel 
costs or $10 million over the total performance periods.  If the Competition Type/Method 
of Operation is “Standard (Mix – Partial Conversion Private Sector to Agency)”, Line 14 
equals the difference between the computed conversion differential for the agency 
tender and the value of the conversion differential for the work performed by the private 
sector that will be converted to agency performance using government positions.  If the 
Competition Type/Method of Operation is “Streamlined (Conversion Differential NOT 
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Included)”, this line is not computed and is displayed as NA or zero on the SLCF and for 
“Streamlined (Conversion Differential Included)” it is computed the same as for the 
“Standard (Agency Source)” Competition Type/Method of Operation Code. 

5.16.2 Line 15 - Adjusted Total Cost of Agency Performance 
This section highlights completion of Line 15 of the SCF.  When the Competition 
Type/Method of Operation is “Standard (Agency Source)”, Line 15 equals Line 6.  When 
the Competition Type/Method of Operation is “Standard (Private Sector/Public 
Reimbursable Source)” or “Standard (New Requirement)”, Line 15 equals Line 6 plus 
Line 14.  When the Competition Type/Method of Operation is ”Standard (Expansion)” or 
“Standard (Mix – Partial Conversion Private Sector to Agency)”, Line 15 equals Line 6.  
Line 15 does not exist on the SLCF if the Competition Type/Method of Operation is set 
to one of the streamlined options. 

5.16.3 Line 16- Adjusted Total Cost of Private Sector or Public Reimbursable 
Performance 

This section gives information about Line 16 of the SCF.  When the Competition 
Type/Method of Operation is “Standard (Agency Source)”, Line 16 equals Line 13 plus 
Line 14.  When the Competition Type/Method of Operation is “Standard (Private 
Sector/Public Reimbursable Source)” or “Standard (New Requirement)”, Line 16 equals 
Line 13.  When the Competition Type/Method of Operation is ”Standard (Expansion)” or 
“Standard (Mix – Partial Conversion Private Sector to Agency)”, Line 16 equals Line 13  
plus Line 14.  Line 16 does not exist on the SLCF if the Competition Type/Method of 
Operation is set to one of the streamlined options. 

5.16.4 Lines 17 Cost Difference 

This section will give you the information necessary to complete Line 17 of the SCF.  
Line 17 is equal to Line 16 minus Line 15 regardless of the Competition Type/Method of 
Operation for all standard competitions.  The COMPARE program will automatically 
input this line, so there is no need for you to enter any data.  If the Competition 
Type/Method of Operation is set to “Streamlined (Conversion Differential NOT 
Included)”, this line is computed as Line 13 minus Line 6.  If the Competition 
Type/Method of Operation is set to “Streamlined (Conversion Differential Included)” , 
this line is computed as (Line 13 + Line 14) - Line 6. 

5.16.5 Lines 18 Low-Cost Provider 

Line 18 displays the winner of the performance decision based on the computations 
performed on Line 17.  The program will automatically put a check mark in the checkbox 
next to the winning source.  If Line 17 is a positive number then the performance 
decision is “Agency Source” and if it is negative, the decision is either “Private Sector 
Source” or “Public Reimbursable Source” depending on the type of price/cost entered 
on Line 7. 
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5.16.5.1 Printing the Report 

You can view and/or print the SCF or SLCF anytime during your 
editing session from several places within COMPARE.  The most 

common place is from the Cost Records Menu Screen.  On this screen you will find the 
SCF button (or SLCF button).  The title of the button changes between SCF and SLCF 
depending on the value entered in the Competition Type/Method of Operation field on 
the Competition Information screen.  Clicking on the SCF button will first perform all the 
necessary calculations for the SCF and then launch the Signature Information screen.  
From the Signature Information screen, click on CONTINUE to view and/or print the 
SCF/SLCF report. 

You can print it by clicking on the PRINT OPTIONS selection at the top of the screen 
with the mouse (or press the key combination of ALT + P).  To print, select the Print 
option (or press the key combination of CTRL + P), or select Close if you would rather 
exit the report view mode.  If you want to print the report at your system’s default printer, 
simply select the OK button at the Print Menu, or click on Setup with the mouse to 
customize the print settings or select an alternate printer (or press the key combination 
of ALT + S).  From the Print Setup menu, you can customize the settings before 
printing. 

The SCF will vary in length depending on the amount of data you have in your 
competition file.  Figure 5-39 through Figure 5-43 show you an entire SCF.  However, it 
is broken down into four figures because of size.  Notice that if you designate the 1st 
performance period as a phase-in period that a note appears on the SCF to remind you 
of this fact. 

 
Figure 5-39. Standard Competition Form (page 1) 
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Figure 5-40. Standard Competition Form (page 2) 

 
Figure 5-41. Standard Competition Form (page 3) 
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Figure 5-42. Standard Competition Form (page 4) 

 
Figure 5-43. Standard Competition Form (page 5) 
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CHAPTER 6: BASELINE COST ESTIMATES 

6.0 OVERVIEW OF BASELINE FUNCTIONALITY 

In an effort to standardize the baseline cost estimating process required by OMB 
Circular A-76 for public-private competitions, COMPARE was upgraded to integrate 
baseline cost estimating functionality.  This functionality allows users to generate a 
Preliminary Planning Baseline Cost file and an Adjusted Baseline Cost file.  These 
baseline files are used for many different purposes but primarily to establish an estimate 
against which the Agency Cost Estimate can be compared to determine projected 
savings.  The design for the baseline cost functionality in COMPARE is driven by DoD’s 
baseline costing policy and is therefore mandatory for DoD Components.  Although this 
functionality responds specifically to DoD’s approach and policy, the functionality is not 
restricted in any way and is made available to all users and agencies as a way to 
estimate baseline costs using a standardized process. 

The purpose of this chapter is to explain the functionality of the software. This chapter 
will not provide policy guidance or specific direction for developing a baseline cost 
estimate.  Furthermore, this chapter relies on a certain level of experience using 
COMPARE and does not go into detail about each cost line and each step, field and 
component of the software.  If you need more information or help with a particular data 
field or function, refer to the appropriate chapter elsewhere in this manual. 

6.1 BASELINE COST TYPES 

There are two types of baseline cost files that can be created in COMPARE: 1) 
Preliminary Planning Baseline Costs and 2) Adjusted Baseline Costs.  Each type fulfills 
a unique purpose and objective which will be explained in further detail in the following 
sections.  Regardless of the type of file created, baseline costs only include costs for 
Lines 1-6 (i.e. agency costs). 

6.1.1 Preliminary Planning Baseline Costs 

The purpose of Preliminary Planning Baseline Costs is to provide the actual historical 
cost of an existing commercial activity that is about to undergo a public-private 
competition.  These costs are determined during preliminary planning, as the name 
suggests, and represent the result of all scope and grouping decisions made for the 
planned competition.  Preliminary Planning Baseline Costs reflect one year of data and 
are determined, finalized and certified prior to the public announcement of the 
competition.  This cost file is the starting point for the rest of the cost estimates that are 
needed in a public-private competition as this file is provided to the teams involved in 
the actual competition. 
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6.1.2 Adjusted Baseline Costs 

The purpose of Adjusted Baseline Costs is to project the Preliminary Planning Baseline 
Costs into the future on the same basis that the Agency Cost Estimate is developed to 
allow for a level comparison.  The Adjusted Baseline Costs reflect the Preliminary 
Planning Baseline Costs adjusted to implement the parameters and requirements of the 
solicitation.  These costs are based on the decisions made between the public-private 
competition’s start and end dates and include adjustments resulting from competition 
scope changes, the final solicitation including performance periods, incorporation of 
inflation, software updates, etc. 

6.2 CREATING BASELINE COST FILES 

As discussed previously, there are two types of baseline cost files which are created as 
separate and distinct files using COMPARE.  In other words, you will have two baseline 
cost files, one for each type.  The purpose for having two files is primarily due to the 
differences between the nature, requirements and timing of the two estimates.  The 
process for creating baseline cost estimate files is essentially the same as the process 
for creating agency cost files.  If you have used COMPARE before, this process will be 
somewhat familiar with a few exceptions as discussed in this section.  The following 
sections will explain in more detail the two basic ways baseline cost files can be 
created.  If you have questions about specific data fields required when creating any of 
the file types, please refer to Chapter 4. 

6.2.1 Creating a File from Scratch 

You create baseline cost files in much the same way as you do an Agency Cost 
Estimate file.  The first step is to click the CREATE FILE button on the Main Menu and 
then complete the information on the Competition Information form.  The key is in 
specifying the Cost Data Type by selecting one of the three options on the Competition 
Information Form as shown in Figure 6-1.  To create a baseline file, you will select either 
Preliminary Planning Baseline Costs or Adjusted Baseline Costs and then complete the 
form and click the CONTINUE button. 

NOTE:  You must select a Cost Data Type option before you can enter the performance 
period dates.  If you change the Cost Data Type after entering the performance period 
dates, the previous entries will be deleted and you will be forced to re-enter the dates.  
This is necessary to ensure data integrity and to prevent users from establishing invalid 
parameters. 
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Figure 6-1. Competition Information Form in File Setup Mode 

The next steps (file name, password, etc.) are identical to those used in creating 
Agency Cost Estimate files.  Once the file is saved and opened in edit mode, you have 
a basic baseline cost file with which you can begin working.  The ‘create from scratch’ 
option will come in handy to allow you to create the Adjusted Baseline Costs file if you 
have already started the competition process and are beyond the public announcement 
date. 

6.2.2 Generating an Adjusted Baseline File from a Preliminary Planning File 

A file conversion process is included in COMPARE to save time in generating Adjusted 
Baseline Costs files.  If you are starting the process from preliminary planning, then the 
process described in this section will apply to your situation.  If you think about creating 
these baseline files in sequence, you would naturally start by first creating a Preliminary 
Planning Baseline Costs file during preliminary planning.  Then, after public 
announcement, you would convert the Preliminary Planning Baseline Costs file to an 
Adjusted Baseline Costs file (or Agency Cost Estimate file, if desired) using the file 
conversion utility which is invoked through the CONVERT FILE button on the 
Competition Information form.  Once the conversion is complete, you will have two 
separate baseline cost files; one for Preliminary Planning and one for Adjusted Baseline 
Costs.  The next section will describe the specific requirements and items you must 
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understand in working with these file types.  For more information on file conversion, 
refer to Section 6.4 of this chapter. 

While you can create any of the files from scratch, this sequential conversion process is 
the intended progression designed in COMPARE.  By using the conversion process, 
you can save significant time entering data, especially for the Adjusted Baseline Costs 
file.  If your Agency Cost Estimate is to be significantly different from the current 
organization, it may be more efficient to create the Agency Cost Estimate from scratch.  
However, you should always use the conversion process to generate your Adjusted 
Baseline Costs file to ensure maximum continuity and accuracy. 

6.2.3 Setting Up the Preliminary Planning Baseline Costs File 

Setting up a Preliminary Planning Baseline Costs file is quite simple.  You will need 
some basic organizational and descriptive information, as shown in Figure 6-1, as a 
start.  The focus of this section will be on the unique requirements for a Preliminary 
Planning Baseline Costs file and therefore will not go into detail on every data field on 
the form.  If you do not have information for some of the data fields at this point, you can 
enter a placeholder value and edit it later. 

6.2.3.1 Performance Periods 

For this file type you are only allowed to create one performance period which must be 
a full year.  The other significant point is that the date should be a historical date which 
represents the timeframe covered by the data to be entered into COMPARE.  Since 
selection of the timeframe is driven by policy, users must refer to the appropriate policy 
when determining the timeframe.  COMPARE will not allow you to enter dates for this 
timeframe that do not represent a full year. 

6.2.3.2 Competition Type/Method of Operation 

In most cases you should select the Agency Source (Code A) option when creating a 
Preliminary Planning Baseline Costs file.  This field is not disabled so you can select 
any option you want, but the correct selection is Agency Source since you are 
developing the baseline costs for an existing in-house/agency source.  Be careful when 
making this selection, because once the file is created this field will be disabled and you 
will not be able to change the selection.  If the competition type (standard or 
streamlined) is known when this file is created, you can then select either Code A for a 
standard competition or Code S or T for a streamlined competition.  If you make the 
wrong selection at this stage you will be able to revise this field as necessary after 
converting the file to an Adjusted Baseline Costs file. 

6.2.3.3 Phase-In Field 

Since there is no solicitation during preliminary planning and there is only one 
performance period, there is no need to have a phase-in period.  Therefore, the default 
phase-in field value for this file type will always be NO regardless of the Competition 
Type/Method of Operation you select. 
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6.2.3.4 Disabled Fields 

The Solicitation Closing Date and Solicitation Number fields are not disabled during the 
file creation process, but you do not have to enter any data in either field because there 
is no solicitation at this stage in the process.  If you enter anything in these fields, 
COMPARE will delete the information as it is creating the file for you.  Once the file is 
created and transitioned to edit mode, these two fields will be disabled to prevent 
confusion.  In addition, the Tender Type and File Type Option fields are disabled for any 
baseline cost file.  The fields will be enabled when converted to either an Adjusted 
Baseline Costs or Agency Cost Estimate file. 

6.2.4 Setting Up the Adjusted Baseline Costs File 

If your Adjusted Baseline Costs file was generated through the file conversion process, 
very little needs to be done to set up the file.  The first time you open the file you will be 
required to change the performance period dates to match the solicitation (see Figure 
6-2), then you will be able to edit the file as necessary, as discussed in the next section.  
Other changes in the setup process are handled automatically, such as changing the 
Phase-in field to YES and importing the inflation factors for Table 8.  The only field that 
will be disabled in the Adjusted Baseline Costs file is the Tender Type. 

 
Figure 6-2. Performance Period Dates Update Message 

Once the initial setup is complete for the converted Adjusted Baseline Costs file, the 
message shown in Figure 6-3 will display to confirm that the process was successful.  
You will only see this message when working with a file that was converted from a 
Preliminary Planning Baseline Costs file. 

 
Figure 6-3. Adjusted Baseline Costs File Preparation Complete Message 

As a precaution, all fields are disabled in a newly converted Adjusted Baseline Costs 
file.  This is to prevent users from attempting to circumvent the requirement to update 
the performance period dates by pressing the CANCEL button.  If you fail to update the 
performance period dates in accordance with the specified requirements, you will not be 
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able to work with the file.  Figure 6-4 shows the Competition Information form for a 
converted Adjusted Baseline Costs file where the user did not change the performance 
period dates.  As you can see in this figure, all data fields and buttons are disabled.  To 
unlock the file you must click on the performance period dates and enter new dates that 
meet the data entry requirements. 

 
Figure 6-4. Competition Information Form with all Fields/Buttons Disabled 

If you create the Adjusted Baseline Costs file from scratch, you will need to follow the 
instructions for creating an Agency Cost Estimate file as described in Chapter 4.  The 
bottom line here is that the data entry required in setting up this file will come from the 
solicitation and will therefore match the Agency Cost Estimate. 

6.3 WORKING WITH BASELINE COST FILES (EDIT MODE) 

Once you have created and set up your baseline costs file(s) as described in the 
previous sections you are ready to begin the data entry or edit mode for the file.  At the 
completion of the creation process you will be at the Competition Information form.  The 
following sections will explain the unique points of working with both types of baseline 
cost files.  However, keep in mind that the general functionality and process for entering 
records and navigating the COMPARE software is the same as for Agency Cost 
Estimate files. 
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While the two types of baseline costs files are significantly different, there are some 
common functionality features.  First, both files will only allow access to Lines 1-6.  All 
other lines and their related reports, documentation, etc. will be disabled in baseline 
files.  Also, the source selection documentation button/features are disabled.  It is easy 
to determine what is available and what is not in COMPARE.  If a button, field or report 
is shaded grey or the text is grayed out, then that means the feature is disabled.  Figure 
6-4 is a good example, showing several fields and buttons in their disabled state.  
Another common feature is the Baseline Costs Report (BCR) which is explained in more 
detail later. 

6.3.1 Preliminary Planning Baseline Costs Files 

After creating and completing the initial setup of the Preliminary Planning Baseline 
Costs file, you are ready to begin the data entry and estimating process.  You will know 
that you have the correct file open if it looks like the form shown in Figure 6-5 and 
because of several built-in features. 

 
Figure 6-5. Preliminary Planning Baseline Competition Information Form 

These features are 1) a red label on each form that shows Preliminary Planning 
Baseline Costs, 2) the buttons on the Competition Information form will now have (PBC) 
in parenthesis at the end of the title, 3) there will only be one performance period 
showing and 4) the filename listed at the bottom of the Competition Information form will 
have the .p76 file extension.  If you have opened or selected the wrong file, exit the file 
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and locate the correct one before beginning your editing session because changes 
cannot be copied between files. 

6.3.1.1 Tables 

As with any COMPARE file, you must first create the functional area(s) in File Table 16 
and at least one location in one of the location based tables (2, 3, 4 or 9).  COMPARE 
will not allow you to perform any operations or create any records until these two tasks 
are completed.  It does not matter in which order these are created. 

6.3.1.1.1 Setting Up Locations and Pay Tables 

The pay tables serve a dual purpose.  The first is to provide the applicable pay rates to 
be used for personnel positions in your cost estimate and the second is to provide a list 
of applicable locations for all cost records.  The second reason is why you are required 
to create the locations before creating cost records.  You will need to create a location 
in each of the pay tables that correspond to the position types included in your estimate 
and for each location covered by the scope of your planned competition.  For more 
information on creating locations and working with tables, refer to Chapter 3. 

In creating the locations and pay tables you will be required to establish an effective 
date that corresponds to the pay rates entered in the table.  By default, the table will 
inherit the date from the template (if applicable).  Since this is an estimate based on 
historical actual data, you will need to populate the pay tables with the pay rates 
applicable to the timeframe of your estimate.  In doing so, you will enter the effective 
date that corresponds to these rates.  This date must be the same as or before the start 
date of the performance period set in your file. 

NOTE:  Table effective dates must be the same as or before the start date of the 
performance period set in your file.  COMPARE will not allow you to leave the table form 
until you have entered a valid date. 

Having a correct or valid effective date for the pay rates is critical to accurate 
calculations.  If you do not know the effective date when you first create the location or 
table, you can enter a placeholder date that meets the criteria and then come back and 
edit the date later. 

6.3.1.1.2 Inflation Factors (File Table 8) 

To prevent inflation in these files, all of the inflation factors in File Table 8 are set to zero 
when the file is created.  While this does not match the Master Table 8, you can still 
update the other factors in this table in the conventional way.  Clicking on the MASTER 
button will replace your File Table 8 with a copy of Master Table 8.  The difference in 
this process for this type of file is that the inflation factors will be reset to zero after the 
update to ensure calculation accuracy and to prevent manual changes to the table. 
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6.3.1.2 Cost Data Lines 

Entering data on cost lines 1-6 is no different for a Preliminary Planning Baseline Costs 
file than for a typical Agency Cost Estimate file.  If you need further explanation of 
individual fields and requirements for each cost line, you should refer to Chapter 5.  
There are only two primary differences that need to be addressed regarding the cost 
lines.  First, you will only enter data for one period and second, this data must be from 
the same period as specified on the Competition Information form for your file.  You 
should refer to applicable baseline cost policies for specific requirements for data 
collection, analysis, assimilation, etc. 

6.3.1.3 Prorating & Inflation 

Since the Preliminary Planning Baseline Costs file represents actual historical costs for 
the organization, the costs are not inflated.  Therefore, all costs will be treated as plug 
values and will not be adjusted for inflation.  You will notice that all the inflation factors in 
File Table 8 have been set to zero; this is to prevent inflation.  However, you are warned 
to not edit these values.  In addition, since you are required to develop this estimate for 
a 12-month period, there will be no prorating of costs. 

CAUTION:  Do not be alarmed that the inflation factors are all zero; this is intentional.  
Do not manually change the inflation factors set in File Table 8.  Doing so will invalidate 
the Preliminary Planning Baseline Costs estimate.  If you accidentally change one of 
these factors, you can reset the table by clicking the MASTER button and replacing your 
File version with a copy of the Master. 

6.3.2 Adjusted Baseline Costs Files 

Whether you created the Adjusted Baseline Costs file from scratch or by using the file 
conversion process, you should now be ready to begin entering or modifying the cost 
data to build the final Adjusted Baseline Costs file.  As with the Preliminary Planning 
Baseline Costs file, you will know that you have the Adjusted Baseline Costs file open 
by noting the same features as discussed in Section 6.3.1 which are also shown in 
Figure 6-6.  The only difference is that you should now see more than just one 
performance period and the labels now show Adjusted Baseline Costs. 

By the time you get to the edit mode for the Adjusted Baseline Costs file, you should 
have completed the initial setup, as well as revised the performance period dates if the 
file was created through the conversion process.  The simplest way to think about the 
Adjusted Baseline Costs file is to recognize that it is the Preliminary Planning Baseline 
Costs adjusted to match the scope, parameters and requirements specified in the 
solicitation.  As explained earlier, you do not even begin working on this file until after 
the public announcement. 



COMPARE User's Manual Chapter 6 – Baseline Cost Estimates 

Doc No: compare.01.10 143 Revision: 01/14/11 

 
Figure 6-6. Adjusted Baseline Competition Information Form 

If you followed the file conversion process, finalizing the Adjusted Baseline Costs file will 
be very simple and only require minor modifications as will be discussed in the following 
sections.  This is why the file conversion process is the preferred method for creating 
this file.  COMPARE does most of the initial work by automatically expanding the cost 
data to all performance periods and performing all the inflation and proration 
calculations necessary.  The user only has to make adjustments to the file to make it 
match the solicitation requirements. 

6.3.2.1 Adjustments to File 

The Adjusted Baseline Costs file is so named because it represents adjustments to the 
Preliminary Planning Baseline Costs file to reflect the changes resulting from the 
competition and final solicitation.  These adjustments involve setting the inflation 
parameters, projecting the baseline costs into the future (i.e., the same periods as the 
Agency Cost Estimate), removing common costs, adjusting costs according to scope 
changes, etc.  The following provides a list of specific adjustments that you may need to 
make in the Adjusted Baseline Costs file. 

1. Verify that performance periods match the performance periods specified in the 
final solicitation.  This should already be done by this point, but if something 
changes in the solicitation you must also make the change in this file. 
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2. Complete data fields on the Competition Information form that were previously 
disabled, which include the solicitation closing date and solicitation number fields.  
This information is important because it prints on certain reports and will also 
help to establish a relationship with the Agency Cost Estimate file for record 
keeping purposes. 

3. Update the pay rates in the applicable salary/wage tables (Tables 2, 3, 4 and 5).  
You must update the pay rates for each location and pay table in your file to the 
current rates being used for the Agency Cost Estimate. 

4. Set the effective dates for the new pay rates entered into Tables 2, 3, 4 and 5. 

5. Change the Competition Type/Method of Operation if necessary.  This field is 
enabled in this file to allow modification to match the final solicitation and 
competition situation. 

6. Adjust cost data for Lines 1-6 for the phase-in period.  Since there was no phase-
in period in the Preliminary Planning Baseline Costs file, the data in this first 
period will most likely be invalid.  Therefore, you should review each record and 
make the necessary adjustments for this period. 

7. Check the useful life for capital assets records to determine if adjustments are 
needed.  By default, COMPARE only estimates the costs for capital assets 
through the end of its useful life.  Therefore, you must extend those assets that 
are to be used beyond their useful life in the same manner that the Agency Cost 
Estimate is prepared. 

8. Review the cost data and solicitation to determine the inflation requirements.  
Once identified, you must set the economic price adjustment (EPA) and inflation 
fields to the appropriate setting.  Refer to Chapter 5 for more information on EPA 
and inflation.  Keep in mind that these costs should be inflated/prorated using the 
same rules as applied to the Agency Cost Estimate. 

9. Identify records that represent excluded requirements and remove these records 
from the file.  During the course of preparing the solicitation, a decision may be 
made to remove certain activities from the scope of the competition.  However, 
the government will continue to fund and perform these activities using a service 
provider.  Therefore, these activities are considered to be ‘excluded’ from the 
scope of the competition and must be removed from the Adjusted Baseline Costs 
file since they will not be in the Agency Cost Estimate. 

10. Identify records that are classified as common costs and delete them from the 
file.  You should identify these costs before deleting them.  You must document 
those costs that are classified as common costs in some manner.  One way this 
can be done is by printing the Baseline Costs Report prior to removing these 
costs then printing the report again after removal.  A comparison of the two 
reports at this stage (once all other adjustments are made) will reveal the dollar 
amount associated with the common costs.  You should also print the individual 
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records reports for those records to be deleted and hold them as a record of 
common costs removed from the file. 

6.3.2.2 Cost Data Lines 

Entering data on cost lines 1-6 for an Adjusted Baseline Costs file is no different than for 
a typical Agency Cost Estimate file. If you need further explanation of individual fields 
and requirements for each cost line, you should refer to Chapter 5.  The only real 
difference between this file and the Agency Cost Estimate file is the basis for the data.  
The Adjusted Baseline Costs data is based on the current organization in accordance 
with the grouping and scoping of the competition and the Agency Cost Estimate is 
based on the agency’s MEO in response to the solicitation. 

6.3.2.3 Prorating & Inflation 

In the Adjusted Baseline Costs file, inflation and proration are enabled.  All costs are 
inflated using the same rules as the Agency Cost Estimate as required by the OMB 
Circular A-76 and solicitation.  Once all the necessary adjustments are made to this file, 
which includes specifying which costs are to be inflated and to which an economic price 
adjustment applies, COMPARE automatically computes all the necessary inflation and 
proration. 

6.3.3 Baseline Costs Report (BCR) 

The baseline costs report (BCR) is the primary report for both Preliminary Planning and 
Adjusted Baseline Costs files.  This is the report that provides the total baseline costs 
for the agency and the report that is signed and certified as the official cost estimate.  
Regardless of file type, generating the report is the same. 

There are two ways to access this report.  First, you can click on the 
BCR button on the Cost Records Menu form.  This button is in the 

same place as the SCF and SLCF button in an Agency Cost Estimate file.  The second 
method is to select the Baseline Costs Report (BCR) option on the Print Documentation 
Menu form, accessible from the Competition Information form by clicking the PRINT 
DOCS button.  Either method is acceptable and will generate the same report. 

The format of the BCR is similar to the SCF/SLCF reports so it will look familiar.  The 
main difference is that the BCR is only one page in most cases and only represents 
Lines 1-6.  A sample of an Adjusted Baseline Costs BCR is provided in Figure 6-7. 
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Figure 6-7. Adjusted Baseline Costs Report (BCR) 

You will notice several key distinctions in the BCR.  First, the title of the report includes 
the type of file you are working with in bold red font.  You will also see this same 
designation in the footer.  Also, the note in the footer is specific to baseline costs.  While 
the format is similar to the SCF/SLCF, features such as these should prevent confusion. 

6.4 FILE CONVERSION PROCESS 

In an effort to simplify the baseline costing process and save time, a file conversion 
utility is included in COMPARE.  This utility allows you to convert a Preliminary Planning 
Baseline Costs (.p76) file to either an Adjusted Baseline Costs (.b76) file or Agency 
Cost Estimate (.a76) file.  In the process of this conversion, COMPARE makes all the 
necessary internal changes required automatically and saves analysts from having to 
recreate the file or manually make the changes.  However, this does not preclude other 
changes which may be necessary after the conversion.  The conversion process simply 
prepares the file to receive and accurately estimate the data to be entered. 

6.4.1 Converting a File 

To convert a Preliminary Planning Baseline Costs file to 
another file type, you must first open the Preliminary 

Planning Baseline Costs file you want to convert.  Once the file is open, you will notice a 
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CONVERT FILE button on the Competition Information form.  Click the CONVERT FILE 
button and select the type of file you want to convert the current file to, as shown in 
Figure 6-8.  After you have selected the correct file, click the CONTINUE FILE 
CONVERSION button to launch the file conversion process.  If you do not want to 
proceed with the file conversion process, you can click the CANCEL button and the 
process will be aborted.  However, once you click the CONTINUE FILE CONVERSION 
button you cannot stop the process.  There is no limit on the number of conversions that 
can be performed. 

 
Figure 6-8. File Conversion Options Form 

The conversion process will make a copy of the file that is open and make the 
necessary changes to the new file, leaving your current file intact.  Once a file type is 
selected, COMPARE will walk you through the process of making the conversion.  This 
process is very similar to saving and backing up files, so it will look somewhat familiar.  
You will first be asked to enter the password for the current file, then to select a file 
name and location for the new file.  Please note that the default location for saving the 
file is the COMPARE directory.  The extension for the file that is being created is 
controlled by COMPARE and cannot be changed.  You will know the conversion 
process was successful when COMPARE displays the message shown in Figure 6-9. 

 
Figure 6-9. File Conversion Successful Message 
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After clicking OK in the message shown in Figure 6-9, you will be returned to the 
Competition Information form and the Preliminary Planning Baseline Costs file.  To 
access the file you just created, you must first exit the current file then open the new file 
by browsing the file list, which can be accessed by clicking the EDIT FILE button on the 
Main Menu. 

NOTE:  The newly converted file will inherit the same password as the file from which it 
was converted. 

6.4.2 What Happens During Conversion? 

During the file conversion process, COMPARE first creates a copy of the file that is 
currently open (i.e., Preliminary Planning Baseline Costs file).  Once the file is copied, 
the file extension is changed from a .p76 extension to a 1) .b76 extension for an 
Adjusted Baseline Costs file or 2) .a76 extension for an Agency Cost Estimate file 
depending on the selection you made on the File Conversion Utility form.  A series of 
internal flags are also set which alert COMPARE that the file is a converted file and to 
trigger the rest of the conversion process the first time the newly converted file is 
opened. 

The rest of the conversion will take place the first time you open the converted Adjusted 
Baseline Costs or Agency Cost Estimate file.  The first time you open either of these 
files, COMPARE will make several changes to the data to make it compliant with the 
applicable rules associated with the file type.  For example, COMPARE forces you to 
enter all the performance period dates then all the existing cost records are extended to 
fill all of the periods, the inflation factors are updated with the latest factors from Master 
Table 8 and all data is recomputed with the new parameters.  For more information 
concerning the adjustments necessary for an Adjusted Baseline Costs file see Section 
6.3, Working with Baseline Cost Files. 

The only other changes that take place are the enabling of data fields.  The competition 
type/method of operation, solicitation number and solicitation closing date fields are all 
enabled to allow for the appropriate data entry.  Also, the phase-in field is changed from 
NO to YES then enabled according to the competition type/method of operation field 
setting. 

6.4.3 Conversion Options Available 

You can only convert a file FROM a Preliminary Planning Baseline Costs file.  This 
option is not available in any of the other file types.  A file can be converted to either an 
Adjusted Baseline Costs file or Agency Cost Estimate file.  Once the conversion 
process is complete, it cannot be undone.  If you encounter problems you will have to 
run the conversion process again or manually correct the converted file. 
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6.5 GENERAL CONTROLS AND FEATURES 

6.5.1 File Browse Filters 

The filters for the file browse dialog boxes within COMPARE have been modified to 
display all three compatible file types, which now include .a76, .p76 and .b76.  
Therefore, anytime you want to save or edit a file from within COMPARE, you will only 
see files with one of these three file extensions. 

6.5.2 Filename Extensions 

The filename extensions (.a76, .p76 and .b76) are programmatically controlled 
depending on the mode in which you are using COMPARE.  When saving a baseline 
cost file, you do not have to assign the file extension because COMPARE will do this for 
you when the save operation is initiated.  Even if you add a file extension to the end of 
your filename, COMPARE will add the appropriate file extension to the end of your 
name.  This is necessary to ensure proper functioning of the file and the software. 

In addition to this control, COMPARE has internal checks which send an alert specific to 
the type of file being opened.  Therefore, if you manually change the file extension 
outside of COMPARE, the file will still open in the appropriate mode.  While users are 
strongly discouraged from tampering with COMPARE files in any way, there are 
mechanisms in place to help maintain file integrity.  However, these controls do not 
apply to any unauthorized data manipulation which could result in corruption of your 
cost file. 

6.5.3 File Type Labels and Report Footers 

When working with baseline cost files, you will notice a red file type label on every 
screen you encounter in COMPARE.  This label lets you know the type of file that is 
currently in use.  In addition, a similar designation is placed on printed reports to 
distinguish between types of data and to help prevent confusion. 

6.5.4 Button Title Names 

In addition to the file type labels and report footers throughout COMPARE, you will 
notice that the button names on the Competition Information form will also change 
depending on the file type.  If the file that is open is a Preliminary Planning Baseline 
Costs file, then the buttons will change to add “(PBC)” at the end of the button title and 
“(ABC)” for Adjusted Baseline Costs files.  For example, the COST RECORDS button 
would change to COST RECORDS (PBC) when a Preliminary Planning Baseline Costs 
file is open in COMPARE.  This feature serves as an additional visual aid to ensure the 
user is aware of the file type with which he/she is working. 
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CHAPTER 7: DCAMIS DATA EXPORT (DOD ONLY) 

7.0 GENERAL 

This section discusses the DoD Commercial Activities Management Information System 
(DCAMIS) data export feature, which is only available and applicable to DoD 
Components.  This feature allows DoD Components to export data from their 
COMPARE file to a separate data file that can then be imported into DCAMIS.  The 
purpose of this feature is to reduce the amount of data that has to be manually entered 
into DCAMIS and to reduce the potential for data entry mistakes.  The export feature 
does not export the entire COMPARE cost file, only certain data elements that match 
data elements contained in DCAMIS.  The following discussion focuses only on the data 
export functionality built in COMPARE.  You should consult the users guide for DCAMIS 
for instructions on importing this data into DCAMIS. 

7.1 USING THE DCAMIS DATA EXPORT 

The following sections will explain how to use this feature and the various restrictions 
that are integrated to protect the integrity of the file. 

7.1.1 Accessing the Export Feature 

When creating a new COMPARE cost file, one of the steps requires you to select an 
Agency Type as discussed in Chapter 4.  If “DoD” is selected as the Agency Type, then 
the DCAMIS DATA EXPORT button shown here will display on the Competition 
Information screen.  This button does not display for Non-DoD agencies.  After you 
create your file and have designated the Agency Type, the Agency Type field will be 
hidden on the Competition Information screen.  The next section will explain how to 
change this field if you have accidentally selected the wrong agency type. 

NOTE: It is recommended that you only perform the DCAMIS data export only once you 
are confident that your cost data is complete and accurate.  This will prevent you from 
having to perform the export multiple times. 

7.1.2 Changing the Agency Type 

If you accidentally selected an incorrect Agency Type, you can change the Agency Type 
using the Database Admin function after you have opened your file.  To change the 
Agency Type, click on the DATABASE ADMIN button on the Competition Information 
screen.  On the COMPARE Database Administration Menu, click on button 4 – Change 
Agency Type.  A picture of this Change Agency Type dialog box is shown in Figure 7-1.    
After you have made your selection in the Agency Type box, then click OK to close the 
Change Agency Type dialog box and return to the Database Admin menu.  If you 
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selected DoD as the Agency Type, then the DCAMIS DATA EXPORT button will display 
on the Competition Information screen. 

 
Figure 7-1. Change Agency Type Dialog. 

7.1.3 Running the DCAMIS Data Export Feature 

To initiate the DCAMIS data export process all you need to do is click on the DCAMIS 
DATA EXPORT button.  After you have clicked on this button, COMPARE will display a 
warning message shown in Figure 7-2.  The purpose of this message is to make sure 
you are ready to proceed with the export and to give you a chance to cancel the 
operation if you did not mean to invoke this feature.  If you are ready to perform the 
export, click YES otherwise click NO. 

 
Figure 7-2. File Export Initiation Warning Message. 

After clicking YES, a file save dialog box will be displayed that allows you to specify or 
change the location of the export file once the export process is completed.  As you can 
see in Figure 7-3, the default location for this export file is the folder in which 
COMPARE was originally installed.  If you wish to save the export file to a different 
location you can change to a different folder at this point.  Once you are satisfied with 
the file location, click on the OPEN button to continue and start the data export process. 
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Figure 7-3. Export File Save Dialog Box. 

The destination folder for the export file is the only option you are able to change in this 
process.  COMPARE restricts the filename and file extension, which is discussed in 
more detail in the following section. 

After you have selected a location for the file and clicked OPEN, the export process will 
automatically begin.  If there are any data fields that are incomplete or zero in your 
COMPARE cost file, COMPARE will display individual messages for each data element 
as it performs the export process.  Once the export is complete, COMPARE will display 
the message shown in Figure 7-4. 

 
Figure 7-4. DCAMIS Data Export Successful Message. 

7.1.4 Export File Security and Protection 

Several features are integrated into COMPARE to protect the integrity of the export data 
file and to prevent unauthorized access or changes.  First, the export file is 
automatically password protected with a password generated and controlled by the 
COMPARE software.  Users have no way of determining the password for this file; only 
the DCAMIS and COMPARE software know the password. 
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The second feature is the filename and file extension.  The export feature automatically 
generates a filename for the export file as shown in Figure 7-3.  The filename starts with 
either p76_, b76_, or a76_ followed by a unique numerical equivalent of the date the file 
was created followed by an underscore and the Competition Number from the 
COMPARE cost file.  The beginning of the filename is determined by the type of file you 
are exporting data from (p76 is Preliminary Planning Baseline Cost, b76 is Adjusted 
Baseline Costs, and a76 is Agency Cost Estimate) and is necessary to prevent 
overwriting one type with another.  The file extension for the export file is .xpt.  You 
cannot change the filename or the file extension.  If you attempt to change the name or 
extension, COMPARE will display a message informing you that this is not allowed. 

The third feature is that the file export save dialog box shown in Figure 7-3 only displays 
files with the .xpt extensions.  You will notice that the “Files of Type” drop down list in 
the file save dialog box only allows selection of the “DCAMIS Export File” option.   

The last feature is the file overwrite protection.  If you attempt to export a file with the 
same name as a file that was previously exported, COMPARE will warn you that a file 
with this name already exists and then give you an opportunity to overwrite the existing 
file or to select a different location for the file.  You should use caution in this situation to 
make sure that you do not accidentally overwrite a file that you did not intend to 
overwrite. 

7.1.5 Updating DCAMIS Data Export File 

You cannot edit or modify an existing DCAMIS data export file after the export process 
is complete.  If for some reason you determine that you need to modify your COMPARE 
cost data after you have performed the export you must run the export again.  If this is 
the case, you should delete the previous export data file and then edit your COMPARE 
cost file and then run the export again. 

7.1.6 Export Log/History 

Each time the DCAMIS export process is executed COMPARE records the date and 
time of the event.  The last export date will display on the Competition Information 
screen.  In addition, you can view a history of every time the export process was run by 
viewing the Competition File Characteristics report from the Individual Records report 
menu.  This report will display a complete export history.  This history is cleared out in a 
Preliminary Planning Baseline Cost file when it is converted to another file type so after 
the process the newly created file has a fresh export history. 
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CHAPTER 8: OTHER MENU OPTIONS 

8.0 GENERAL 

This section discusses additional features available to you from the Main Menu Screen 
and the Competition Information Screen.  These are other file maintenance features that 
will be useful to you in maintaining your competition files.  The Database Administration 
Menu is available only from the Competition Identification Screen. 

8.1 EDIT FILE 

This option enables you to load an existing competition file 
from any storage device to which you have access.  Simply 

select the file to be edited from the browse window provided after you click on EDIT 
FILE with the mouse (or press the key combination of ALT + E).  The file browse dialog 
box, shown in Figure 8-1, will remember the last file you successfully opened as well as 
the location of the file.  This dynamic memory is useful and prevents you from having to 
browse to the file location every time you open a file if you do not store files in the 
default directory. 

 
Figure 8-1. Browse Window for Opening a Competition File. 
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8.2 ABOUT COMPARE  

The About COMPARE button displays essential information about the version of 
COMPARE being used.  The About window, shown in Figure 8-2, displays the version 
number, the release date, the programming language information, the executive agent 
contact information and the vendor contact information.  The About COMPARE option is 
also available as the first option on the Database Administration Menu.  (See Figure 
8-3) 
 

 
Figure 8-2. About COMPARE Window. 

 

8.3 DATABASE ADMINISTRATION 

The Database Administration Menu is available only from the Competition Information 
Screen.  The COMPARE Database Administration Menu (Figure 8-3) provides an easily 
accessible and central location to accomplish general database upkeep and 
maintenance activities.  From this menu, you can access the About COMPARE 
information, change your password, change the agency type, back-up the current file, 
and delete files. 
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Figure 8-3. COMPARE Database Administration Menu. 

8.3.1 Backup Current File 

Option 2 enables you make a backup or copy of the current competition file.  After you 
click on BACKUP FILES with the mouse (or press the key combination of ALT + 4), you 
will be prompted to indicate a path and file name for the copy on another browse 
window.  After you click on the SAVE button, COMPARE will complete the copy action, 
and display a confirmation message.  The dialog boxes that appear will be identical to 
the one shown in Figure 8-1. 

NOTE: When you create a backup from an existing competition file, the backup copy 
retains the same password as the original file. 

8.3.2 Change Password 
If you need to change the password to a file, you must first open the COMPARE file 
using the old password.  Once the file is open, click on button 3 – Change Password to 
enter a new password and confirm that password.  A picture of this Change Password 
dialog box is shown in Figure 8-4.  You must exit the COMPARE file before the new 
password will take effect. 
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Figure 8-4. Change Password Dialog. 

8.3.3 Change Agency Type 

If you accidentally selected an incorrect Agency Type, you can change the Agency Type 
clicking on button 4 – Change Agency Type.  A picture of this Change Agency Type 
dialog box is shown in Figure 8-5.    After you have made your selection in the Agency 
Type box.  If you selected DoD as the Agency Type, then the DCAMIS DATA EXPORT 
button will display on the Competition Information screen. 
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Figure 8-5. Change Agency Type Dialog 

8.3.4 Delete Files 

Option 5 – Delete Files enables you to delete an existing competition file from any 
storage device to which you have access.  Simply select the file to be deleted from the 
browse window provided after you click on DELETE FILE with the mouse (or press the 
key combination of ALT + 5).  In order to prevent unauthorized deletions, the 
competition file password is required to complete the deletion.  The dialog box that 
appears will be identical to the one shown in Figure 8-1. 
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CHAPTER 9: USING ONLINE HELP 

9.0 ONLINE TUTORIAL AND CONTEXT SENSITIVE HELP 

The COMPARE help is designed to provide as much assistance to the new, 
inexperienced or expert user as possible.  The help file provides many capabilities for 
finding the information you need about the program.  The two primary ways of using the 
help file are as context sensitive help and as an online tutorial.  Throughout COMPARE 
you will notice a “Press F1 for help” note that serves as a reminder that you can access 
the help file from anywhere within the software. 

9.1 CONTEXT SENSITIVE HELP 

Context sensitive help can be invoked throughout COMPARE by simply pressing the F1 
key.  To return to COMPARE from HELP, press ALT+Tab or close the help window.  
The context sensitive help allows you to jump directly to a topic that matches your 
current position within the software where available.  When a specific topic cannot be 
found for an item, you are directed to the parent topic.  At anytime during your help 
session, you can use the other help features as described herein. 

9.2 ONLINE TUTORIAL 

The same help file doubles as an online tutorial.  To assist the novice user in mastering 
COMPARE, an online manual has been developed to walk you through all of the 
COMPARE features and operations.  This tool is integrated into the Online Help (it 
actually contains all of the Help Topics in its index).  To use the help as a tutorial, simply 
click on the CONTENTS button on the toolbar and then click on the very first topic.  
Once you are on the first topic page you can use the forward and back arrow keys on 
the toolbar to scroll through the help page by page in a tutorial fashion.  This is very 
similar to using the COMPARE Users Manual. 

9.3 FEATURES OF COMPARE HELP 

To help you navigate more successfully, note the following tools that are built in to the 
COMPARE help. 

• RELATED TOPICS - Throughout many of the help topics there is a feature 
that allows you to jump directly to related topics.  When available, click on the 
RELATED TOPICS button to display a list of related topics that you can view 
while on the current topic. 
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• FIND TOPICAL HELP - Click the INDEX tab to search for topics by using an 
index of Help subjects.  In addition, click the FIND tab to use full-text search 
and look for specific words or phrases. 

• PRINT A HELP TOPIC - In the Help topic window, click FILE on the menu bar 
and click PRINT TOPIC or click on the PRINT button on the toolbar. 

• RETURN TO THE PREVIOUS TOPIC - Click the BACK tab to return to the 
previous topic.  You can continue going back in this manner until you reach 
the very first topic read for the current help session. 

• OTHER OPTIONS - Click on the OPTIONS tab to display the history window, 
which consists of a list of all topics read during the current Help Session.  To 
return to one of the topics in the History Window, simply double-click on the 
desired topic.  The History Window will remain open until you close it. 

• HYPERLINKED TEXT - Hyperlinks are integrated throughout the help.  
Anytime you see green underlined text, you can click on it to jump to more 
information about that topic. 

By default, the HELP window will stay on top of any open applications.  To make the 
HELP window automatically minimize when you click outside the help window, set the 
“Keep Help On Top” option to “Not on Top” by clicking on the OPTIONS menu option.  
Also, the HELP window can be re-positioned by clicking on the blue bar that reads 
COMPARE Help, holding down the right mouse button, and moving the window to 
another position.  When you release the mouse button, the window will remain in the 
new position. 

You can also re-size the window to suit your needs by positioning the mouse cursor on 
any edge of the window and clicking the right mouse button; then expand or contract the 
window as desired.  When you release the button, the window will hold the new size 
and shape. 
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CHAPTER 10: HOT BUTTONS 

10.0 GENERAL 

“Hot Buttons” are those shortcuts that you can take to access COMPARE functions 
more quickly.  Most of these functions are accessed quickly by hitting the ALT key on 
your computer keyboard together with another designated key.  Most hot buttons are 
easily identified within the COMPARE program.  Letters or numbers underlined within 
the program indicate the key to be hit with the ALT key. 

Example:   

The underlined “W” indicates that you should hit ALT and the “W” key in order to access 
the web.  Therefore ALT+W is your hot button. 

10.1 LIST OF HOT BUTTONS 

10.1.1 COMPARE Main Menu 
ALT+C CREATE FILE 
ALT+E EDIT FILE 
ALT+T PRINT/UPDATE MASTER TABLES 
ALT+A About COMPARE 
ALT+X Exit COMPARE 
 
10.1.2 Create File 
ALT+A ABORT creation of a competition file 
ALT+C Continue to next screen 
 
10.1.3 Edit File: Competition Information Screen 
ALT+R Access COST RECORDS 
ALT+T Access FILE TABLES 
ALT+L Access LINE RATIONALE 
ALT+D Access DATABASE ADMIN 
ALT+M Access MAIN MENU 
ALT+P Access PRINT DOCS 
ALT+G Run GLOBAL UPDATE 
ALT+C Access DCAMIS DATA EXPORT 
ALT+O Access File Conversion Utility 
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10.1.4 Cost Records: Main Screen 
ALT+ # Selects option 
ALT+B BACK to previous screen 
ALT+C Continue to next screen 
ALT+F Access SCF report 
ALT+S Access SIGNATURES screen 
ALT+L Access LINE RATIONALE 
 
10.1.5 Agency: Lines 1-6 
ALT+S Save information 
ALT+D Document 
ALT+P PRINT 
ALT+U UPDATE 
ALT+F Access Functional Areas 
ALT+C Access Contract Administration 

Factors 
 
10.1.6 Database Administration Menu 
ALT+1 Access About COMPARE 
ALT+2 Access CHANGE PASSWORD 
ALT+3 Access CHANGE AGENCY TYPE 
ALT+4 Access BACKUP CURRENT FILE 
ALT+5 Access DELETE FILES 
 
10.1.7 Other Hot Buttons, Line Specific 

10.1.7.1 Line 3 
ALT+1 Print insurance report sorted by functional area 
ALT+2 Print insurance report sorted by location 
ALT+3 Print insurance report by location and functional area

 
10.1.7.2 Lines 4 and 6 
ALT+1 Sort report by function 
ALT+2 Sort report by location 
ALT+3 Sort report by location and functional area 

 
10.1.8 Private Sector Price or Public Reimbursable Cost: Lines 7-10 
ALT+S Save information 
ALT+D Document 
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ALT+P PRINT 
ALT+U UPDATE 
ALT+F Access Functional Areas 
ALT+C Access Contract Administration Factors 
 
10.1.9 Other Hot Buttons, Line Specific 

10.1.9.1 Line 10 
ALT+1 Print insurance report sorted by functional area 
ALT+2 Print insurance report sorted by location 
ALT+3 Print insurance report by location and functional area

10.1.10 Tables: Main Screen 
ALT+ # (0-9) Selects option 
ALT + letter Selects option underlined, 11-16 
ALT+B BACK to previous screen 
ALT+C CONTINUE to next screen 
 

10.1.11 Tables, 1-16 
ALT+P PRINT 
ALT+O Option available when printing.  Selects choice of printing or closing 

information 
ALT+S Save File 
ALT+C Continue to next screen 
ALT+B BACK to previous screen 
ALT+A Add new location 
ALT+D Delete new location 
ALT+W Access the web 
ALT+M Access the MASTER TABLES 
 

10.1.12 Other Hot Buttons, Table Specific 

10.1.12.1 Table 4 and 9 
ALT+4 When in Table 9, this accesses partner Table 4 
ALT+9 When in Table 4, this accesses partner Table 9 
 

10.1.12.2 Table 5 
ALT+A Add new service 
ALT+D Delete new service 
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10.1.13 Line Rationale: Main Screen 
ALT+B BACK to previous screen 
ALT+P PRINT 
ALT+O Option available when printing.  Selects choice of printing or closing 

information 
 

10.1.14 Other Helpful Hot Buttons 
Tab Allows you to move right, from field to field, within a screen 
SHIFT+TAB Allows you to move left, from field to field, within a screen 
F1 Help key 
F2 Allows you to move from form to form within COMPARE 
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CHAPTER 11: COMPARE, ACCESS 2007, AND VISTA 

11.0 GENERAL 

Versions of COMPARE before version 3.5 do not operate consistently in Access 2007.  
These earlier versions should be installed using the Access runtime provided with the 
corresponding full installation package.  COMPARE v3.5 will operate with the Access 
runtime provided with v3.4, or an installed version of either MS Access 2003 or MS 
Access 2007.  Version 3.5 has been optimized to operate in both environments, unlike 
previous versions.  Consequently, performing the full installation that includes an 
Access runtime engine is not necessary, unless you do not have MS Access 2003 or 
MS Access 2007installed. 

When using COMPARE version 3.5 with Access 2003 or Access 2007, the COMPARE 
interface is affected by the host application.  In MS Access 2003, COMPARE will 
continue to look and operate the way is has since the release of version 3.0.  In MS 
Access 2007, the interface inherits some native Access 2007 functionality without 
specific programming to enable these features.  Described below are some of the more 
important elements of operating COMPARE using MS Access 2007 and Windows Vista. 

11.1 COMPARE AND ACCESS 2007 

11.1.1 Security and the Office 2007 Trust Center 
A fundamental component of all MS Office 2007 products, and Vista to some extent, is 
the Trust Center used to provide a means of securely managing data content.  
 

“The Trust Center is a dialog box that provides a single location for setting and changing 
security settings for Access. You use the Trust Center to create or change trusted 
locations and to set security options for Office Access 2007. Those settings affect how 
new and existing databases behave when they are opened in that instance of Access. 
The Trust Center also contains logic for evaluating the components in a database and for 
determining if the database is safe to open or whether the Trust Center should disable 
the database and let you decide to enable it.  The idea behind the Trust Center is to 
provide greater ease of use. If you place database files (in either the new Office Access 
2007 file format or the earlier file formats) in a trusted location, such as a file folder or 
network share that you designate as secure, those files will open and run without 
displaying warning messages or asking you to enable any disabled content.  By default, if 
you open an Office Access 2007 database outside of a trusted location, you see only the 
Security Warning Message Bar.  If you know that you can trust the contents of the 
database, you can use the Security Warning Message Bar to enable all disabled 
components — action queries (queries that add, delete, or change data), macros, 
ActiveX controls, expressions, and VBA code — when you open a database that contains 
one or more of those components.”1 

                                            
1 Microsoft article “Understand the Office Access 2007 security features and architecture”; @ 
http://office.microsoft.com/en-us/access/HA101980471033.aspx#5 



COMPARE User's Manual Chapter 10 – Hot Buttons 

Doc No: compare.01.10 166 Revision: 01/14/11 

If you installed COMPARE into a folder that is not a Trusted Location, each time you 
launch COMPARE, you will either get a warning message about unsafe content (See 
Figure 11-1) or the content may be disabled.  In the case of disabled content, you will 
see a Security Banner (See Figure 11-2) that has an options button on it.  If you click 
the Options button, you have the choice of “Enabling the Content of this database.”  
(See Figure 11-3)  This setting will be effective only for the duration of your session.  
When you exit COMPARE and launch it again, you will have to enable the content 
again. 

 

Figure 11-1. Access 2007 Security Notice 

 

 

Figure 11-2. Access 2007 Security Warning Banner 
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Figure 11-3. Access 2007 Enable Content Dialog 

The alternative to having to dismiss the security warning about unsafe content, or to 
enable the content each time, is to either place COMPARE in a folder designated as a 
Trusted Location, or designate the folder where you installed it as a Trusted Location.  
See the Microsoft Office 2007 and/or VISTA help file for information on how to manage 
Trust Center settings. 

11.1.2 COMPARE’s Appearance within the Access 2007 Interface 

The most notable native functionality that is available in COMPARE resulting from 
operating within Access 2007 is the availability of filters that appear in column headings 
of datasheet interfaces.  The Access 2007 search filter is also available.  (See Figure 
11-4)  COMPARE v3.5 is able to employ these filters giving you considerable power in 
working with your data.   
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Figure 11-4. Access 2007 Filters 

Another Access 2007 feature made available for COMPARE is the date selector.  This 
makes entering dates much simpler.  (See Figure 11-5) 

 

Figure 11-5. Access 2007 Date Selector 
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APPENDIX 1 –CALCULATION EXPLANATIONS 
NOTE:  The following equations are generalizations of the calculations in COMPARE.  
These formulas do not address every scenario nor do they provide sufficient detail in all 
cases to duplicate the calculations performed by COMPARE.  These equations are 
provided for your insight and to help you understand the calculations in a general sense. 

Line Scenario Characteristics English Equation 
1 GS/NSPS – FT/PT – EPA no [[(Salary +  Entitlements + Other  Pay + Fringe Benefits + 

Overseas Allowance)* FTE] * (1 + Inflation Factor)]  = Annual Pay 
1 GS/NSPS – FT/PT – EPA 

yes 
[(Salary +  Entitlements + Other Pay + Fringe Benefits + Overseas 
Allowance)* FTE = Annual Pay 

1 GS/NSPS – Temporary – 
EPA no 

[(Salary +  Entitlements + Other Pay + Fringe Benefits + Overseas 
Allowance)* FTE] * (1 + Inflation Factor) = Annual Pay 

1 GS/NSPS – Temporary – 
EPA yes 

[(Salary +  Entitlements + Other Pay + Fringe Benefits + Overseas 
Allowance)* FTE = Annual Pay 

1 GS/NSPS – Intermittent – 
EPA no 

[[(Salary + Fringe Benefits) / 2087] + Entitlements + Other Pay + 
Fringe Benefits + Overseas Allowance] * (1 + Inflation Factor) = 
Annual Costs 

1 GS/NSPS – Intermittent – 
EPA yes 

[(Salary + Fringe Benefits) / 2087] + Entitlements + Other Pay + 
Fringe Benefits + Overseas Allowance = Annual Costs 

1 FWS – FT/PT – EPA no [((FWS Hourly Pay * 2087) +  Entitlements + Other Pay + Fringe 
Benefits + Overseas Allowance)* FTE] * (1 + Inflation Factor) = 
Annual Pay 

1 FWS – FT/PT – EPA yes [((FWS Hourly Pay * 2087) +  Entitlements + Other Pay + Fringe 
Benefits + Overseas Allowance)* FTE = Annual Pay 

1 FWS – Temporary – EPA no [((FWS Hourly Pay * 2087) +  Entitlements + Other Pay + Fringe 
Benefits + Overseas Allowance)* FTE] * (1 + Inflation Factor) = 
Annual Pay 

1 FWS – Temporary – EPA 
yes 

[((FWS Hourly Pay * 2087) +  Entitlements + Other Pay + Fringe 
Benefits + Overseas Allowance)* FTE = Annual Pay 

1 FWS – Intermittent – EPA no [[(FWS Hourly Pay + Fringe Benefits * Productive Hours] + 
Entitlements + Other Pay + Fringe Benefits + Overseas 
Allowance]* (1 + Inflation Factor) = Annual Costs 

1 FWS – Intermittent – EPA 
yes 

[(FWS Hourly Pay  + Fringe Benefits * Productive Hours] + 
Entitlements + Other Pay + Fringe Benefits + Overseas Allowance 
= Annual Costs 

1 Military/Uniformed Services – 
EPA no 

(Composite Pay + Overseas Allowance) * (1 + Inflation Factor) = 
Annual Pay 

1 Military/Uniformed Services – 
EPA yes 

Composite Pay + Overseas Allowance = Annual Pay 

1 NAF – Regular – EPA no [[(NAF Salary +  Entitlements + Other Pay + Fringe Benefits + 
Overseas Allowance)* FTE] * (1 + Inflation Factor)]  = Annual Pay 

1 NAF – Regular – EPA yes [(NAF Salary +  Entitlements + Other Pay + Fringe Benefits + 
Overseas Allowance)* FTE = Annual Pay 

1 NAF – Flexible – EPA no [((NAF Hourly Pay * Annual Pay Conversion Hours) +  
Entitlements + Other Pay + Fringe Benefits + Overseas 
Allowance)* FTE] * (1 + Inflation Factor) = Annual Pay 

1 NAF – Flexible – EPA yes [((NAF Hourly Pay * Annual Pay Conversion Hours) +  
Entitlements + Other Pay + Fringe Benefits + Overseas 
Allowance)* FTE = Annual Pay 
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Line Scenario Characteristics English Equation 
1 Foreign National – FT/PT – 

EPA no - 
[[(FN Salary +  Entitlements + Other Pay + Fringe Benefits)* FTE] 
* (1 + Inflation Factor)]  = Annual Pay 

1 Foreign National – FT/PT – 
EPA yes 

[(FN Salary +  Entitlements + Other Pay + Fringe Benefits)* FTE = 
Annual Pay 

1 Foreign National – 
Temporary – EPA no 

[(FN Salary +  Entitlements + Other Pay + Fringe Benefits)* FTE] * 
(1 + Inflation Factor) = Annual Pay 

1 Foreign National – 
Temporary – EPA yes 

[(FN Salary +  Entitlements + Other Pay + Fringe Benefits)* FTE = 
Annual Pay 

1 Foreign National – 
Intermittent – EPA no 

[((FN Hourly Pay * Annual Pay Conversion Hours) +  Entitlements 
+ Other Pay + Fringe Benefits)* FTE] * (1 + Inflation Factor) = 
Annual Pay 

1 Foreign National – 
Intermittent – EPA yes 

[((FN Hourly Pay * Annual Pay Conversion Hours) +  Entitlements 
+ Other Pay + Fringe Benefits)* FTE = Annual Pay 

1 Inflation - Anniversary   Date 
for each performance period 

[((Annual Pay * (1+inflation factor))/365) * (# of days between the 
PPFD to (Anniversary date – 1))+ ((Annual Pay * (1+inflation 
factor))/365) * (# of days between the PPTD to Anniversary date)] 
* FTE = Total Performance Period Costs 

1 Proration (Total Performance Period Costs / Length of year) * number of 
days in the performance period. 

1 Insurance Total Line 1 Personnel Costs * Insurance Rate 
   
2 Materials – EPA no or yes Refer to detailed description entitled “Inflation Calculation at a 

Daily Rate”, which follows this equation table. 
2 Materials – Insurance (Total Annual Material Costs / 12 months) * Insurance Factor 
   

3A Capital Equipment – Annual 
Depreciation 

[ (Acquisition Cost + Transportation Cost + Installation Cost ) – 
Residual Value] / Useful Life = Annual Depreciation 

3A Capital Equipment – Annual 
Depreciation with MEO 
Share less than 100% 

Annual Depreciation * MEO Share Factor = Annual Performance 
Period Cost 

3A Capital Equipment – Net 
Book Value (NBV) 

(Acquisition Cost + Transportation Cost + Installation Cost) – 
(Annual Depreciation * Asset Age from Acquisition Date to PPTD) 

3A Capital Equipment – 
Insurance 

NBV * Casualty Insurance Factor = Annual Insurance Cost 

3A Capital Equipment – Cost of 
Capital 

(Acquisition Cost + Transportation Cost + Installation Cost) * Cost 
of capital factor = Annual Cost of capital 

3A Capital Equipment – 
Proration 

(Annual Depreciation / Length of year) * number of days in 
performance period. 
(Annual Cost of Capital / Length of year) * number of days in 
performance period. 
(Annual Insurance / Length of year) * number of days in 
performance period. 

3A Capital Equipment – 
Maintenance 

Refer to detailed description entitled “Inflation Calculation at a 
Daily Rate”, which follows this equation table. 

3A Capital Equipment – GFP no Annual cost =[ Annual Depreciation * MEO Share ]  
3A Capital Equipment – GFP 

yes 
Annual cost = zero 

3B Minor Items – 10% Annual 
cost 

10% cost = (Uninflated Unit cost * 10%) * quantity  

3B Minor Items – Maintenance Refer to detailed description entitled “Inflation Calculation at a 
Daily Rate”, which follows this equation table. 

3B Minor Items – Proration Refer to detailed description entitled “Inflation Calculation at a 
Daily Rate”, which follows this equation table. 

3B Minor Items - Insurance Inflated minor items costs * casualty insurance factor 
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Line Scenario Characteristics English Equation 
3C Rental Costs – Annual Costs 

- Inflate yes or no 
Refer to detailed description entitled “Inflation Calculation at a 
Daily Rate”, which follows this equation table. 

3C Rental Costs – Annual Costs 
- Prorate yes 

((Base Year Cost * Quantity)/Length of Year) * # of days in the 
performance period 

3C Rental Costs – Annual Costs 
- Prorate no 

Base Year Cost * Quantity 

3D Travel Costs – Annual Costs 
- Inflate yes or no 

Refer to detailed description entitled “Inflation Calculation at a 
Daily Rate”, which follows this equation table. 

3D Travel Costs – Annual Costs 
- Prorate yes 

((Base Year Cost * Quantity)/Length of Year) * # of days in the 
performance period 

3D Travel Costs – Annual Costs 
- Prorate no 

Base Year Cost * Quantity 

3E MEO Subcontract: 
Existing Yes, No or IMPAC 
Inflate no or yes 

Refer to detailed description entitled “Inflation Calculation at a 
Daily Rate”, which follows this equation table. 

3E MEO Subcontract: 
Existing Yes, No or IMPAC 
Prorate no 

([(Contract value – (1 – tax rate)]  

3E MEO Subcontract: 
Existing Yes, No or IMPAC 
Prorate yes 

([(Contract value – (1 – tax rate)] / Length of year) * number of 
days in the performance period 

3F Utilities – Inflate yes or no Refer to detailed description entitled “Inflation Calculation at a 
Daily Rate”, which follows this equation table. 

3G Other Attributable Costs – 
Inflate no or yes 

Refer to detailed description entitled “Inflation Calculation at a 
Daily Rate”, which follows this equation table. 

3G Other Attributable Costs – 
Prorate no 

Base Year Costs 

3G Other Attributable Costs – 
Prorate yes 

(Base Year Costs / Length of Year) * Number of days in the 
performance period 

   
4 Overhead Costs (Total Line 1 Personnel Costs for Performance Period – Total 

Military/Uniformed Services Personnel for Costs for Performance 
Period) * Overhead Factor 

   
5 Additional Costs –  

Inflate no or yes 
Refer to detailed description entitled “Inflation Calculation at a 
Daily Rate”, which follows this equation table. 

5 Additional Costs – Prorate no Base Year Costs 
5 Additional Costs – Prorate 

yes 
(Base Year Costs / Length of Year) * Number of days in the 
performance period 

   
6 Total Cost of Agency 

Performance 
Total of Lines 1, 2, 3, 4 and 5 

   
7 Private Sector Price or Public 

Reimbursable Cost – 
Taxable Offer 

Private Sector Price or Public Reimbursable Cost * (1 – tax rate) 

7 Private Sector Price or Public 
Reimbursable Cost – 
Adjusted Taxable Offer 

Taxable Private Sector Price or Public Reimbursable Cost / (1 + * 
tax rate) 

7 Private Sector Price or Public 
Reimbursable Cost –Tax 
Exempt Offer 

Tax Exempt offer 
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Line Scenario Characteristics English Equation 
7 Private Sector Price or Public 

Reimbursable Cost – Foreign 
Country Offer 

Foreign Country offer 

   
8 See Line 1 Personnel Costs 

calculations for EPA is “no”  
 

8 Determination of Number of 
Positions Allowed 

Total Line 1 FTEs + MEO Subcontract CMEs 

   
9 Additional Costs – Reference 

Line 5 explanation 
 

10A Severance Pay – 
Appropriated Fund Civilians 
– Exceed MEO Positions 

(Line 1 Basic Pay * Total number of MEO FTEs) * Severance Pay 
factor 

10A Severance Pay – 
Appropriated Fund Civilians 
– Less than MEO Positions 

[Line 1 Basic Pay * (Eligible Employees expected to receive 
severance pay / Total number of MEO FTEs)] * Severance Pay 
factor 

10A Severance Pay – NAF 
Civilians – Exceed MEO 
Positions 

(Line 1 Basic Pay * Total number of MEO NAF FTEs) * NAF 
Severance Pay   Reference approach when severance pay 
manually entered 

10A Severance Pay – NAF 
Civilians – Less than MEO 
Positions 

(Line 1 Basic Pay * (Total number of eligible NAF employees 
expected to receive severance pay / Total number of MEO NAF 
FTEs) * NAF Severance Pay OR the sum of the manually entered 
severance pay. 

10A Severance Pay – NAF 
Civilians – Manual Entry 

Sum of the manually entered Severance Pay 

10A Severance Pay – FN 
Civilians – Exceed MEO 
Positions 

(Line 1 Basic Pay * Total number of MEO FN FTEs) * FN 
Severance Pay   Reference approach when severance pay 
manually entered 

10A Severance Pay – FN 
Civilians – Less than MEO 
Positions 

(Line 1 Basic Pay * (Total number of eligible FN employees 
expected to receive severance pay / Total number of MEO FN 
FTEs) * FN Severance Pay OR the sum of the manually entered 
severance pay. 

10A Severance Pay – FN 
Civilians – Manual Entry 

Sum of the manually entered Severance Pay 

10B Other One-Time Conversion 
Costs 

Line 1 Basic Pay * Other One-Time Conversion Costs factor 

   
11 Gain from Disposal or 

Transfer of Assets - Gain 
Net Book Value at period of disposition = positive number  Note:  
COMPARE converts this number to a negative number when 
posting on the SCF 

11 Gain from Disposal or 
Transfer of Assets –- Loss 

Net Book Value at period of disposition = negative number 

   
12 Federal Income Tax 

Adjustment 
Sum of associated taxes for Private Sector Price or Public 
Reimbursable Cost records which are for taxable organizations in 
Line 7 

   
13 Adjusted Total Cost of 

Private Sector or Public 
Reimbursable Performance 

Total of Lines 7, 8, 9, 10, (11) and (12) 
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Line Scenario Characteristics English Equation 
14 Conversion Differential – 

Standard (Agency Source) 
Competition Type/Method of 
Operation 

Total Line 1 Personnel Costs * 10% or $10 million, whichever is 
less 

14 Conversion Differential – 
Expansion/Mix Competition 
Type/Method of Operation 

Line 14 = [(Line 1 Total cost x 10%) * (1 – Ratio of Added 
Personnel)] – [(Line 1 Total Cost x 10%) * Ratio of Added 
Personnel)] 

   
15 Adjusted Total Cost of 

Agency Performance – 
Standard (Agency Source) 
Competition Type/Method of 
Operation 

Line 15 = Line 6 

15 Adjusted Total Cost of 
Agency Performance – 
Standard (Private 
Sector/Public Reimbursable 
Source) Competition 
Type/Method of Operation 

Line 15 = Line 6 + Line 14 

15 Adjusted Total Cost of 
Agency Performance – 
Standard (Expansion) or 
Standard (Mix – Partial 
Conversion Private Sector to 
Agency)Competition 
Type/Method of Operation 

Line 15 = Line 6  

15 Adjusted Total Cost of 
Agency Performance – 
Standard (New Requirement) 
Competition Type/Method of 
Operation 

Line 15 = Line 6 + Line 14 

   
16 Adjusted Total Cost of 

Private Sector or Public 
Reimbursable Performance – 
Standard (Agency Source) 
Competition Type/Method of 
Operation 

Line 16 = Line 13 + Line 14 

16 Adjusted Total Cost of 
Private Sector or Public 
Reimbursable Performance – 
Standard (Private 
Sector/Public Reimbursable 
Source) Competition 
Type/Method of Operation 

Line 16 = Line 13 

16 Adjusted Total Cost of 
Private Sector or Public 
Reimbursable Performance – 
Standard (Expansion) or 
Standard (Mix – Partial 
Conversion Private Sector to 
Agency) Competition 
Type/Method of Operation 

Line 16 = Line 13 + Line 14 
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Line Scenario Characteristics English Equation 
16 Adjusted Total Cost of 

Private Sector or Public 
Reimbursable Performance – 
Standard (New Requirement) 
Competition Type/Method of 
Operation 

Line 16 = Line 13 

   
17 Cost Difference – Standard 

Competitions 
Line 15 – Line 16 

17 Cost Difference – 
Streamlined Competitions 
(No Conversion Differential) 

Line 13 – Line 6 

17 Cost Difference – 
Streamlined Competitions 
(Conversion Differential) 

(Line 13 + Line 14) – Line 6 

   
18 Low-Cost Provider – 

Accomplish Work 
If Line 17 is negative then the work is performed by the selected 
contract offer. 
If Line 17 is positive then the work is performed by the agency 
source. 

Additional Inflation Explanations and Samples 

PPFD = Performance period start date 
PPTD = Performance period last day 
Anniversary Date = The date each year that pay increases or inflation is recognized. 
Length of Year = The actual length of the year.  This appropriately recognizes leap year. 

The following cost Lines inflate the base year cost so it is current as of the 1st period 
even when inflate “no” is selected: 

Lines 1, 2, 3-Maintenance, 3-Minor Items Insurance, 3-Rental Costs, 3-Travel Costs, 3-
Utilities, 3-Other Attributable Costs, 5, and 9. 

Inflation Calculation at a Daily Rate 

COMPARE calculates inflation at a daily rate.  Among the various methods available to 
do this, the method used in COMPARE is described below. 
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Term Definition 
PPx Performance Period x 

ByrCst base year cost in dollars 
InFltn1 inflation factor 1 representing the factor that 

applies to the period when applied to the 
ByrCst 

Expnt1 Composition of exponent 1 as applied to 
InFltN1 

InFltnN the number of remaining inflation factors 
required to complete the inflated amount 

ExpntN exponent composition as applied to InFltnN 
POWER a function present in Excel 

Inflated Base Year Cost = ByrCst * POWER (1+InFltn1^Expnt1) * POWER 
(1+InFltnN^ExpntN) 

Situation 1:  
Price Current as of Date = a Date BEFORE 1st Performance Period FROM DATE 

Example: Price Current as of 1/1/01 
       ByrCst: $1,000 

Performance Period From To 
PP 1 7/1/01 6/30/02 
PP 2 7/1/02 6/30/03 

Inflated Item Cost = ByrCst * (1+0.02)^181/365 * (1+0.02)^92/365 * (1+0.021)^273/365 
= $1030.82 
Where, in 
1.  The first value of raising to a power, “0.02” is the Inflation Factor applicable to the 
period of 1/1/01 (Price Current as of Date) through 6/30/01 (day prior to start of PP1).  
Note that “181” is the number of calendar days from 1/1/01 to 6/30/01, and “365” is the 
number of days in a year. 

2.  The second value of raising to a power, “0.02” is the Inflation Factor applicable to the 
period of 7/1/01 (beginning of PP1) to 9/30/01 (the last day the factor is applicable to).  
Note that “92” is the number of calendar days from 7/1/01 to 9/30/01, and “365” is the 
number of days in a year. 

3.  The third value of raising to a power, “0.021” is the Inflation Factor applicable to the 
period of 10/1/01 through the end of PP1 (6/30/02).  Note that “273” is the number of 
calendar days from 10/1/01 to 6/30/02, and “365” is the number of days in a year. 
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Since the “Price Current As of Date” occurs BEFORE the start of the 1st performance 
period, the cost MUST be inflated up to that point.  The remaining factors then inflate 
the amount through the END of the first and subsequent performance periods.  
(Subsequent period inflation only applied if applicable to the record). 

NOTE:  Inflation is ALWAYS current as of the last day in the performance period. 

Situation 2:  
Price Current As of Date = a Date AFTER the START of the 1st Performance Period 

Example: Price Current as of 2/25/02 
       ByrCst: $1,000 

Performance Period From To 
PP 1 7/1/01 6/30/02 
PP 2 7/1/02 6/30/03 

Item Cost =( { [ByrCst / ((1+0.02)^92/365 * (1+0.021)^147/365)] * (1+0.02)^92/365 * 
(1+0.021)^273/365} / 365.25)*126= $347.45 

Where, in 
1.  The first value of raising to a power, “0.02” is the Inflation Factor applicable to the 
beginning of PP1 (7/1/01) to the next inflation anniversary date (10/1/01).  Note that  
“92” is the number of calendar days from 7/1/01 to 9/30/01 (the last day the factor is 
applicable to), and “365” is the number of days in a year. 

2.  The second value of raising to a power, “0.021” is the Inflation Factor applicable to 
the period from 10/01/01 to 2/24/02.  Note that “147” is the number of calendar days 
from 10/1/01 to 2/24/02, and “365” is the number of days in a year. 

3.  The third value of raising to a power, “0.02” is the Inflation Factor applicable to the 
period of 7/1/01 through 9/30/01.  Note that “92” is the number of calendar days from 
7/1/01 to 9/30/01, and “365” is the number of days in a year. 

4.  The fourth value of raising to a power, “0.021” is the Inflation Factor applicable to the 
period of 10/1/01 through the end of PP1 (6/30/02).  Note that “273” is the number of 
calendar days from 10/1/01 to 6/30/02, and “365” is the number of days in a year. 

Situation 2 Explanation: 
Since the cost does not become effective until well into PP1, the inflation MUST be 
DISCOUNTED BACK to the beginning of PP1, hence, the action of dividing the cost by 
the appropriate inflation factors.  You may have noticed that the divisor is composed of 
two values.  The first value identifies the inflation calculation from the beginning of PP1 
(7/1/01) until the occurrence of the next Inflation Anniversary Date on 10/1/01.  Since 
the amount of time from October to February has not yet been accounted for, a second 
value is required to discount the amount back to October. 
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The next two values represent the amount of inflation to “slide” the discounted value 
from the beginning through the end of PP1, to include the point in time when the cost 
becomes effective on 2/25/02.  Using this method ensures that on the last day of the 
performance period, full appropriate inflation has been applied.  In all of the exponents 
of the inflation, the denominator will be either 365 or 366.  COMPARE will determine the 
appropriate denominator to use based on whether the time period in question contains a 
LEAP DAY.  If it does, the use of 366 in the denominator is used.  The next unique 
element that you will have noticed in this formula is that the ENTIRE inflation calculation 
is then divided by “365.25” (used to “straight-line” the effects of leap years) and then 
MULTIPLIED by “126”.  The multiplication process is the PRORATION that COMPARE 
will do to accurately reflect the amount of time the cost is actually in place (from 2/25/02 
until 6/30/02, or 126 calendar days). 
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Software Advisory: A.2012.01.01 Status: Current Date Released: 13 Jan 2012 

 
Title:  Competition Title containing invalid characters for filename causes errors 
 
Problem/Issue Description: 
When creating a cost model and using characters which are invalid file name characters 
in the COMPETITION TITLE, the user cannot create/save the study file until they edit 
and remove the invalid characters.  When the user tries to edit the characters, 
COMPARE bypasses the screen for filename entry and tells the user they aborted the 
operation, even though the user didn't actively terminate the save. Reported by user 
6/16/2011. 
  
Solution and/or Workaround: 
The error is caused by invalid characters for a filename, which by default is based on 
the COMPETITION TITLE until the user enters their own competition title.  When 
creating a filename for COMPARE, the following characters are not permitted as part of 
the filename. 
 

Symbol Descriptive Name of Symbol 
\  Back Slash 
- Dash, Minus Sign 
/ Forward Slash 
| Pipe Symbol 
“ Double Quotation Mark 
< Less Than Symbol 
> Greater Than Symbol 
. Period, Dot 

 
Do not use the invalid characters in the COMPETITION TITLE when creating a study 
file to avoid the error caused when accepting the COMPETITION TITLE as the default 
filename. 
 
Status: 
Issue deferred for correction until next release. 
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Software Advisory: A.2012.01.02 Status: Current Date Released: 13 Jan 2012 

 
Title:  COMPARE does not function properly with Microsoft 2010 
 
Problem/Issue Description: 
Many functions on COMPARE do not work under Microsoft Access 2010.  Symptoms 
may include inability to go to other screens, inability to print reports, file navigation, and 
unhandled error messages that necessitate the user having to CTRL+ALT+DEL to 
escape the program.  Reported by user 7/20/2011. 
 
 The problem is twofold.   

1. The shortcut that launches program may be improperly directed to the 
COMPARE executable file (compare3.mde). If user redirects the shortcut to the 
correct folder, the problem will be resolved. 

2. If COMPARE was installed using the Full Installation (see User’s Manual Chapter 
2) and Microsoft Access 2010 was installed after the COMPARE Full Installation, 
the problem presents itself. 

 
Solution and/or Workaround: 

1. To redirect the shortcut, right-click and select ‘Properties’.  In the ‘Target’ box, 
enter the full pathname to the COMPARE executable file (compare3.mde). 

2. Uninstall COMPARE.  Re-install COMPARE using the Abbreviated Installation  
(see User’s Manual Chapter 2). 

 
Status: 
Issue deferred for correction until next release. 

 


