For information only.  Tailor to your requirement and agency policy


SAMPLE COVER LETTER TO ACCOMPANY
ALLIANT TASK ORDER REQUEST FOR PROPOSAL/(RFP)/REQUEST FOR QUOTE(RFQ)
[Note:  Narrative information under the Instructions to Offerors and Evaluation Criteria paragraphs is intended to provide you with an example and should be tailored to your particular requirement.]
[Insert Date]
Notice to All ALLIANT Contractors

Subject:  [Insert PROJECT TITLE / TASK ID NO. /RFP/RFQ #] 
Project Scope:  [Describe salient performance objectives of the project] 
The following pertinent facts regarding this request for proposal:

Contract Type(s):

[Insert Type]
Contract Type(s):

[Insert Base Period and Option Period(s)]
Location of Performance:
[Insert City, State / OCONUS]
Security Requirements:

[Level of Clearance]
Contractual History: 
[Provide narrative to include history of program; optional information may include --incumbent contractor, contract vehicle (name/number/agency), contract value, hours and labor categories]
Site Visit:

[Insert if a walk-thru is to be scheduled, indicate if attendance is mandatory or not, list points of contact, date, time, location, any restriction, such as camera usage, security, etc.]

Pre-Proposal Conference:
[Insert if a pre-proposal conference will be held, list points of contact, date, time, location, information on whether submission of comments/questions will be entertained prior to conference, and indicate if minutes of meeting will be issued.]
Questions on Request for Proposal (RFP)/Request for Quote (RFQ):
[Insert verbiage such as the following to establish parameters for submittal of questions on RFP/RFQ] If you have any questions, e-mail the CO at [insert name/e-mail] by [Insert date/time].  Questions submitted after this date will not be responded to.
Proposal Submittal Instructions:

Due Date:  [Insert Time and Time Zone, Date].  

Submit to:   [Insert contact information, e.g. CO name, e-mail or mailing address, FAX number…]
Submittal Format: [Insert number of copies and medium required, e.g. electronic, paper, email, disk, as well as font size and line spacing, as applicable]
Instructions to Offerors:
General:  This acquisition is being conducted under FAR 16.505; therefore, the contracting techniques under FAR part 15.3 do not apply.  As such, the government is not obligated to determine a competitive range, conduct discussions with all contractors, or solicit final revised proposals.  Offerors will be required to provide a cost/price and technical proposal in accordance with the instructions herein.
Cost/Price Proposal:  Contractors are required to provide a cost/price proposal utilizing the attached [Indicate whether you will provide the Schedule B for them to fill in or some other format]. Proposals should address the Offeror’s technical approach, skill mix and hours, hourly rates, estimated travel, Other Direct Costs (ODCs), and total price. [Indicate Not To Exceed (NTE) or firm fixed price (FFP) depending on contract type. Select one of the following contract types, as applicable or if a hybrid, indicate contract type by Contract Line Item Number (CLIN).]  

FFP - This includes providing a complete basis of estimate breakout of the component items (labor, materials, overhead, travel, profit) that make up each orderable service.  

COST - The cost proposal should be sufficiently detailed to allow comprehensive understanding of cost reasonableness and realism as well as provide a baseline for future modification/changes. Provide supporting information for each cost element, including, but not limited to, Direct Labor, Fringe Benefits, Overhead, General and Administrative (G&A) expenses, Facilities Capital Cost of Money, Other Direct Costs and Profit consistent with your cost accounting system, provisional billing rates, and forward pricing rate agreements. 

T&M / LH – Contractor shall explain in their order proposal any loaded hourly labor rate that exceeds the rates in the basic contract.  For Materials, the Contractor shall indicate whether a material handling or other indirect is applicable in accordance with their accounting system.  Profit shall not be added to materials.
 The following provision applies:

	FAR 52.216-29


	TIME AND MATERIALS / LABOR HOUR PROPOSAL REQUIREMENTS – NON-COMMERICAL ITEM ACQUISITION WITH ADEQUATE PRICE COMPETITION

[Use this if Fair Opportunity process is used]

	FAR 52.216-30 


	TIME AND MATERIALS / LABOR HOUR PROPOSAL REQUIREMENTS – NON-COMMERICAL ITEM ACQUISITION WITHOUT ADEQUATE PRICE COMPETITION

[Use this in lieu of FAR 52.216-29, if exception to Fair Opportunity applies]


Technical Proposal:    Your technical proposal should include the following: [Include any page limits, font size, etc…  Tailor the following criteria as appropriate to your requirements:]
Part A:  Technical Approach

· Roles and responsibilities matrixes 
· Contract Work Breakdown Structure 
Part B: Quality Assurance Surveillance Plan (Include this if the government is not providing)  

· Quality performance metric
·  Management Information System Reporting Program 
· Incentives Program. 

Part C:  Experience of Key Personnel 
· Provide Resumes of Key Personnel (include skills, required IT certifications if required by contract; relate resume experience to the required functional areas of the project.)

Part D:  Past Performance 
· Specify recent (e.g. last 3 years) relevant contracts with reference info or include a survey form for them to submit.)
Highlight any unique aspects of your proposal and explain how it is of benefit to the government and why your proposal represents the best value to the government.
Conflict of Interest:
Any contractor (or member of its team (and /or subcontractor) having a conflict of interest as defined under FAR Part 9.5 must identify the conflict as soon as it is known and provide a recommended mitigation plan.  Mitigation plans are required whenever a competing contractor has had unequal access to non-public information regarding the Task Order requirement, or has assisted the Government in defining the Task Order requirements or evaluation criteria.

Evaluation Criteria:
[Choose a minimum number of factors that are true discriminators. Indicate relative importance of each factor (e.g. descending order of importance, equivalent…). Indicate whether all evaluation factors other than cost or price, when combined, are significantly more important than, approximately equal to or significantly less important than cost or price.]  Price will become increasingly important if proposal evaluation ratings for non-price factors are determined almost equivalent.  [Tailor the following criteria as appropriate to your requirements, insure that this criteria matches what was requested under the technical proposal paragraph above:]
1. Technical Solution 
2. Experience of Key Personnel 
3. Past Performance on Similar Projects (indicate whether you want them to provide recent relevant projects, how many, references, etc.  Indicate whether you will seek information from other sources such as the Past Performance Information Retrieval System (PPIRS) to assess past performance

4. Price
Basis for Award:
Award determination will be based on the proposal that represents “best value” to the government.  The assessment of price will consider the overall price (base period and all options).  Evaluation of options does not obligate the government to exercise the option.
[Choose one of the following paragraphs depending on the best value approach being used.]
[Insert the following for best value trade-off] Award will be made to the Offeror whose proposal is determined to provide the “best value” to the Government.  This process permits tradeoffs among cost or price and non-cost factors and allows the Government to award to other than the lowest priced proposal or other than the highest technically rated Offeror.  
[Insert the following for a best value low price technically acceptable selection] Award will be made on the basis of the lowest evaluated price of proposals meeting or exceeding the acceptability standards for non-cost factors. 
Sincerely,

____________________________________

[Contracting Officer Name]

[Division Name]

[Contact Information]
