TIPS ON SUBMITTING BIDS/PROPOSALS

Read and understand:

1. Section A, Summary – it gives a good overview.

2. The technical requirements of the solicitation.  Section C and the Technical Data Package as well as Section E, Inspection requirements.
3. The delivery dates, quantities and performance or delivery locations (when, how many, where).

4. Contract Data Requirements List (CDRL) – what, how often. This generally can be found as an exhibit or attachment in Section J of the solicitation.

5. Section L – Instructions, Conditions, and Notices to Offerors - This section will identify what information to submit in your bid/proposal.  Make sure all information is submitted as requested in this section.

6. Section M – Evaluation Factors for Award - This section will describe how the government will evaluate the bid/proposal you submit.

7. If you don’t understand something, immediately contact the contracting Point of Contact in writing for clarification.

Where mistakes can be made:

1. Taking exception to the proposal requirements – this can make you non-responsive and disqualify your bid/proposal.

2. Section L – not submitting required information.  

3. Section M – not focusing proposal on the areas with the heavier weight in the evaluation.

4. Some proposals spend too much time on low weighted areas and not enough in more heavily weighted ones.

5. To avoid making mistakes here’s a suggestion: highlight what information is required, and check off as it is included in your bid/proposal.

Be Sure To:

1. Provide enough detail when asked to explain “how” you will do something.  Identify your approach, which could include your process, equipment you will use and timeline.  This shows you understand the requirements and demonstrates your approach to meet them.

2. Put information in the spaces you need to:  prices, including options.

3. Submit bid/proposal in the required format and on time.  Know the date the solicitation closes. Allow adequate mailing or shipping time for your package to arrive ON TIME.
4. Regularly check the website for amendments to the solicitation that you may be required to acknowledge in your bid/proposal.

5. Sign the bid/proposal and any other documents requiring your signature (e.g., Certificate of Current Cost or Price).

