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Purchases Under $3,000 per transaction 

 All size businesses may compete for micro 

purchases 

 Buying decision made immediately (no 

competition requirement) 

 Sales is usually made via credit card 

 GSA SmartPay charge card:  

https://www.smartpay.gsa.gov/businesses-

vendors/faq 

 GSA SmartPay2 cardholders may carry the 

following card brands: Visa, MasterCard, and 

Voyager.  

 Exempt from taxes on their purchases 

 

 

https://www.smartpay.gsa.gov/businesses-vendors/faq
https://www.smartpay.gsa.gov/businesses-vendors/faq
https://www.smartpay.gsa.gov/businesses-vendors/faq
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Breakdown Solicitation 

Number 
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Breakdown Solicitation Number 
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Uniform PII Number 

DFAR Subpart 204.70 
Solicitation Number: SPM4A7-09-R-0632  



Breakdown Solicitation 

Number 

7 

 

 

DoDAAC Department of Defense Activity Address Code 

https://www.transactionservices.dla.mil/daashome/da

asinq.asp 

 

 

Department/Agency ID 

Solicitation Number: SPM4A7-09-R-0632  

https://www.transactionservices.dla.mil/daashome/daasinq.asp
https://www.transactionservices.dla.mil/daashome/daasinq.asp


Breakdown Solicitation Number 
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Department/Agency ID 

DoDAAC - Department of Defense Activity Address Code 

https://www.transactionservices.dla.mil/daashome/d

aasinq.asp 

 

https://www.transactionservices.dla.mil/daashome/daasinq.asp
https://www.transactionservices.dla.mil/daashome/daasinq.asp


Breakdown Solicitation Number 
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Department/Agency ID 

Solicitation Number: SPM4A7-09-R-0632  



Breakdown  Solicitation 

Number 
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Agenda 
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Type of Solicitation – RFQ 
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SPM4A6-09-Q-2968 

Alpha Character – Q (RFQ) 

Simplified Acquisition 

Procedures 

 
Source: FAR Part 13 

 



Type of Solicitation – RFQ 
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      Simplified Acquisition Procedures 
 

 Know exactly what they want 

 $3,000 to $25,000 

 Not Usually Advertised on FedBizOpps 

 Must be posted “somewhere” 

 Normally reserved for small business 

 $25,000 to $150,000 

 Normally small business set-aside 

 Listed on FedBizOpps 

 Can go up to $6.5M for commercial items 

Acquisition of Commercial Items, FAR Part 12: 

http://acquisition.gov/far/current/html/Subpart%2012_1.html  

http://acquisition.gov/far/current/html/Subpart 12_1.html
http://acquisition.gov/far/current/html/Subpart 12_1.html


Type of Solicitation - RFQ 
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Simplified Acquisition Procedures 
 

 A quotation is not an offer and, consequently, cannot be 

accepted by the Government to form a binding contract. 

 The contracting officer may ask the supplier to indicate 

acceptance of an order by notification to the Government, 

preferably in writing. 

 The supplier may indicate acceptance by furnishing the 

supplies or services ordered or by proceeding with the 

work to the point where substantial performance has 

occurred. 

Simplified Acquisition Procedures, FAR Part 13: 

http://acquisition.gov/far/current/html/FARTOCP13.html  

http://acquisition.gov/far/current/html/FARTOCP13.html


Type of Solicitation - RFQ 
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Simplified Acquisition Procedures 

 

Examples: 

 

 USDA Forest Service 

 Michigan Air National Guard 
 

Source: FAR 13.004  
 



Type of Solicitation - RFQ 
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Source: FAR 13.004  
 



Simplified Acquisition 

Procedures 

17 Source: FAR 13.004  
 

REQUEST FOR BIDS 

SNOWPLOWING/SHOVELING 

AT THE MARQUETTE FOREST SERVICE OFFICE 

(MICC BUILDING AT 1030 WRIGHT STREET 

MARQUETTE, MICHIGAN) 
 

SNOWPLOWING SERVICES (at address above) for the 2013-2014 winter season.   

Plowing to occur before 7 a.m. if snow falls in the evening/nite hours.  Daytime plowing 

to vary upon snowfall conditions.  You may visit the Marquette Office for direction to 

where snow should be piled and what areas are to be plowed.  Snowplowing shall occur 

when 4” of snow accumulates.  Sand/Salt parking lot as needed. 

 

SNOW SHOVELING/BLOWING (at address above) - for the 2013-2014 winter season.  

Clearing of all sidewalks when 2” of depth occurs.   Only the sidewalk to the garage and 

greenhouse need to be cleared.  Snow to be cleared away from the greenhouse when it 

reaches the top of the cement wall, before it encroaches on the plastic.   If snow falls in 

the evening hours, removal to be completed before 7 a.m.     Daytime clearing to vary 

upon snowfall conditions. 

 

Contract to comply with Service Wage Rate Determination #1996-0087, Revision #28, 

06/19/2013, which can be found online at:  http://www.dol.gov 

 

Please bid on an hourly rate for both services. 

 

 

SNOWPLOWING BID                          _________________per hour 

 

SNOWSHOVELING/BLOWING BID _________________per hour 

 

 

NAME:        ______________________ 

 

ADDRESS:  ______________________ 

 

          ______________________ 

 

DUNS #      _______________________ 

 

PHONE #:  _______________________ 

 

Please mail/email/fax bid to Estyn Kevitt  

 mail:    fax: 906-428-9030  email: erkevitt@fs.fed.us 

USDA, Forest Service 

Attn:  Estyn Kevitt 

820 Rains Drive 

Gladstone, MI 49837 



Simplified Acquisition Procedures 
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Source: FAR 13.004  
 

SAM 



Simplified Acquisition Procedures 
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Source: FAR 13.004  
 

SAM 



Simplified Acquisition Procedures 
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Source: FAR 13.004  
 



Type of Solicitation – RFQ 
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SPM4A6-09-T-9999 

A “T” Bid is an automated RFQ usually 

valued at $25,000 or less 

SPM4A6-09-U-0001 

Source: DLA FAQs 
 



Type of Solicitation – RFQ 
Agency Online Bid Systems 
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 Purchases between $3,000 - $25,000 - Agencies may 

solicit competitive quotes on at least their own web-

site. 

 EXAMPLE: DLA Internet Bid Board System (DIBBS) 

host DLA Solicitations & Opportunities. 

 RFQs are simplified acquisitions under $150,000 and 

are available for on-line quoting  

 To search RFQs go to 

https://Www.Dibbs.Bsm.Dla.Mil/RFQ/ 

 The web quote form dynamically displays the 

requirements for the solicitation.  The quote form is 

broken down into Header, Pricing, Product 

Offered,  and Certification & Representations areas.  

 

https://www.dibbs.bsm.dla.mil/RFQ/


Type of Solicitation – IFB 
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W91ZRU-09-B-0002 

Alpha Character – B (IFB) 

Sealed Bidding 

 

Source: FAR Part 14 
 



Type of Solicitation - IFB 
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Sealed Bidding 
 

Know exactly what they want 

Often used for construction contracts 

Normally, larger dollar contracts 

Formal Contract 

Set-aside if at least 2 capable 

companies will submit offers 

Listed on FedBizOpps 

FAR Par 14: http://www.acquisition.gov/far/97/pdf/14.pdf  

 

http://www.acquisition.gov/far/97/pdf/14.pdf
http://www.acquisition.gov/far/97/pdf/14.pdf


Type of Solicitation - IFB 
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Sealed Bidding 
 

 Sealed bidding is a method of contracting that employs 

competitive bids, public opening of bids, and awards. 

 Firm-fixed-price contracts shall be used when the method 

of contracting is sealed bidding, except that fixed-price 

contracts with economic price adjustment clauses may 

be used if authorized in accordance with 16.203 when 

some flexibility is necessary and feasible. Such clauses 

must afford all bidders an equal opportunity to bid. 

Source: FAR 14.101 & 104  
 



Type of Solicitation – RFP 
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SPM4A7-09-R-0444 

Alpha Character – R (RFP) 

Contracting by Negotiation 

 

Source: FAR Part 15 
 



Type of Solicitation - RFP 
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Contracting by Negotiation 
 

Describe of what they need 

Normally over $150,000 

Large/Formal Contract 

Set-aside if at least 2 capable 

companies will submit offers 

Listed on FedBizOpps 

Highly Technical in Nature 

FAR Part 15: http://www.acquisition.gov/far/90-37/html/15.html  

http://www.acquisition.gov/far/90-37/html/15.html
http://www.acquisition.gov/far/90-37/html/15.html
http://www.acquisition.gov/far/90-37/html/15.html
http://www.acquisition.gov/far/90-37/html/15.html


 Type of Solicitation - RFP 
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Contracting by Negotiation 
 

 When Sealed Bidding is not appropriate - the 

Government wants to engage in negotiations with 

industry about their technical capability, management 

capability, past performance, price, and or cost in order 

to achieve the best value for the Government. 

 

The two types of negotiated acquisition are: 

Sole Source (non-competitive) – FAR 6.302 

Competitive 

 

Source: FAR 15 
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Uniform Contract Format 
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Part I – The Schedule 

 Section A – Solicitation / Contract 
Form 

 Section B – Supplies/Services & 
Price/Cost 

 Section C – 
Description/Specification/SOW/SOO 

 Section D – Packaging and Marking 

 Section E – Inspection and 
Acceptance 

 Section F – Deliveries and 
Performance 

 Section G – Contract Administration 
Data 

 Section H – Special Contract 
Requirements 

Part II – Contract Clauses 

 Section I – Contract Clauses  

Part III – Documents, Exhibits and 

Attachments 

 Section J – List of Attachments 

Part IV – Representations & Instructions 

 Section K – Representations and 

Certifications 

 Section L – Instructions, Conditions, and 

Notices to Offerors or Respondents 

 Section M – Evaluation Factors for Award 

 

Source: FAR 15.204 



Uniform Contract Format 
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Tips When Reading a Solicitation 

 Read the ENTIRE Document, read it AGAIN! 

 Get clarification of ambiguities or mistakes in the 

bid package from the contracting officer and direct 

questions to contracting officer 

 Obtain a procurement history report from PTAC or 

agency – if available 

 Attend pre-bid meeting and/or walk-through 

(construction and service contracts) 

 Contact the PTAC for assistance/advice 



Uniform Contract Format 

Tips When Reading a Solicitation 

   Divide and Conquer; Establish the right review 

team 

32 

 Technical expertise 

 Management 

expertise 

 Quality expertise 

 Financial expertise 

 Risk assessment 

expertise 

 Logistics expertise 

 Other expertise 

required 



Uniform Contract Format 
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Tips When Reading a Solicitation 
 Review team must consider the following 

performance factors: 
 Mgmt. Capability & Resources 

 Tech. Capability & Resources 

 Delivery Schedule 

 Quality Standards 

 Financial Capability 

 Subcontractors 

 Suppliers 

 Past Performance 



Uniform Contract Format 
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Tips When Reading a Solicitation 
 

 Review team must consider the following: 

 What will it cost to bid? 

 What will it cost to perform? 

 Can we make a profit? 

 Will our price be competitive? 

 Who are our competitors? 

 What is the contract type 

 Risk vs. Reward Analysis 



Uniform Contract Format 

Where to start? 
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Answers these questions from the indicated sections: 

 What product/service are they looking to purchase? 

 Section B - Supplies or Services and Prices/Costs 

 Section C – Description, Specs, SOW 

 What, when, where and how must I deliver? 

 Section L – Instructions, Conditions, and Notices 

 Can I deliver?  Can I compete? 

 Section M – Evaluation factors for award 

Look promising?  Continue! 



 Uniform Contract Format 
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Section A – Solicitation / Contract Form 

Optional Form (OF) 308 

Standard Form (SF) 33 

Can use any format as long as all required 

information is present 

Supplemental Information 

 

Source: FAR 15.204-2  
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37 

Section B – Supplies or Services and Prices/Costs 

Description of supplies or service 

National Stock Number (NSN) 

Nomenclature 

Quantities 

Delivery information 

Source: FAR 15.204-2  
 



 Uniform Contract Format 

38 

Section C – Description/Specifications/SOW 

Description of agency needs in addition to 

Section B 

Functions 

Performance 

Characteristics 

Source: FAR 15.204-2  
 



 Uniform Contract Format 
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Section L – Instructions, conditions, and notices to  

offeror or respondent 

How to prepare the proposal 

Specific format 

Type of contract 

Technical data package (TDP) 

Source: FAR 15.204-5  
 



 Uniform Contract Format 
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Section M – Evaluation Factors for Award 

Cost or price evaluation 

Past performance 

Technical evaluation 

Management capabilities 

SB subcontracting evaluation 

 

Source: FAR 15.305  
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Section M – Evaluation Factors 

 Lowest Price Technically Acceptable (LPTA) vs. 

Trade-off 

Source: FAR 15.101 

LPTA 
• RFP states minimum 

requirements 

• Rated as go/no-go 

• Award based on evaluated 
price 

• Discussions permitted to 
determine technical ability 

• Cost/non-cost trade-offs 
prohibited 

Trade-off 
• Wider variance in solutions 

• Greater need for technical 

excellence 

• Rapidly changing technology 

• Provides source selection 

authority (SSA) maximum 

discretion 

*Adapted from ESI, Intl/GWU Source 

Selection 

 Uniform Contract 

Format 



42 

Section M – Evaluation Factors;  proposal evaluation from 

the FAR 

 The solicitation may also state, at a minimum, whether 

all evaluation factors other than cost or price, when 

combined, are—  

 Significantly more important than cost or price;  

 Approximately equal to cost or price; or  

 Significantly less important than cost or price 
 

Note: Cost or price to the Government shall be evaluated in 

every source selection  
Source: 15.304(b)(1) & (e) 

 Uniform Contract 

Format 
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Section M – Evaluation Factors;  proposal evaluation from 
the FAR 

 Proposal evaluation is an assessment of the proposal and 
the offeror’s ability to perform the prospective contract 
successfully.  

 An agency shall evaluate competitive proposals and then 
assess their relative qualities solely on the factors and 
subfactors specified in the solicitation. 

 Evaluations may be conducted using any rating method 
or combination of methods, including color or adjectival 
ratings, numerical weights, and ordinal rankings. 

 The relative strengths, deficiencies, significant 
weaknesses, and risks supporting proposal evaluation 
shall be documented in the contract file. Source: FAR 15.305(a) 

 Uniform Contract 

Format 



Uniform Contract Format 
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 We are now armed with the following information: 

Who is the buyer (Section A) 

What are they buying (Sections B & C) 

 When and how do I respond (Section L) 

 How will they evaluate my proposal (Section M) 

 

Still interested?  Read entire 

document. 

 



 Uniform Contract Format 
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Section D – Packaging and Marking 

 

 

Packing 

Packaging 

Preservation 

Marking 

RFID 

 Source: FAR 15.204-2  
 

Use this link to decipher the packaging requirements: 

https://camphill.leidos.com/code_lookup.nsf/codeche

ck 

https://camphill.leidos.com/code_lookup.nsf/codecheck
https://camphill.leidos.com/code_lookup.nsf/codecheck
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Section E – Inspection and Acceptance 

 Inspection/First Article Test 

Acceptance 

Quality 

Reliability 

Warranties 

 

Source: FAR 15.204-2  
 



 Uniform Contract Format 
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Section F – Deliveries and Performance 

Method of delivery 

Method of performance 

Time 

Place 

Excess quantities 

Source: FAR 15.204-2  
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 Section G – Contract Administration Data 

 Points of contact 

 Appropriation data 

 Accounting data 

 
 Section H – Special Contract Requirements 

 Special requirements not found in Section I, Contract 

Clauses, or other sections. 

 

Source: FAR 15.204-2  
 



 Uniform Contract Format 
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Section I – Contract Clauses 

FAR 

DFAR 

AGAR 

And more…. 

Source: FAR 15.204-3  
 

WARNING – This section 

contains lots of reading! 



 Uniform Contract Format 
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 Section J – List of Attachments 

 Section K – Representations, Certifications, and other 

statements of offeror 

 

 

Source: FAR 15.204-4  
 



Uniform Contract Format 

Bid / No-Bid Decision 

51 

Can you be a responsive bidder? 

 Complete and on-time response 

 Follow all the directions; provide all information 

 requested; respond to all sections requiring a 

response 

 Provide samples if required 

 Acknowledge all amendments 

 Attend required meetings 

 Submit the bid on time  



Understanding the RFP 
Bid / No-Bid Decision 

52 

Can you be a responsible bidder? 

 

Contact the Government Agency POC 

about ambiguities or questions. 

 

Clear, concise, and pertinent questions. 

 

 Don’t be “THAT GUY”!   



Understanding the RFP 
Bid / No-Bid Decision 
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Can you be a responsible bidder? 

 Performed the same type of work before 

 What’s the likelihood for success 

 Possess financial capabilities 



Agenda 
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Micro Purchases 

Breakdown Solicitation Number 

Types of Solicitations 

Uniform Contract Format 

Create the Proposal 
 Compliance Matrix 



Create the Proposal 
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 Establish the right proposal team 
 Strong proposal team leader 

 Subject matter experts 
 Technical 

 Management 

 Project manager 

 Cost analyst 

 Proposal writers 

 Attorney 

 Reviewers  
 Internal – Complete & Accurate 

 External – Customer’s Perspective 



Create the Proposal 
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 Understand your strengths and weaknesses 

 Know your primary targeted markets 

 Know your competitors 

 Is there an incumbent contractor? 

 What are their strengths and weaknesses 

 Understand the agency’s mission 

 Gather past procurement history (call PTAC) 

 Is there a Pre-Proposal conference or site visit? 



57 

 Assume every competitor will “comply” 

 Your response has to be more than “we will comply” 

 Your approach answers the question, “Why  Us?” 

 Understand what “Best Value” means to 

 the Government 

 

 Understand the evaluation methodology/rating criteria 

 

 

 

Create the Proposal 

LPTA Trade-off 

Go/No-Go Adjectival 

Ratings 

Colors Numerical 

Ordinal Rankings 



Create the Proposal 
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 The Driving Question: Why Us? 

 This becomes the main proposal 

strategy and theme 

 This is the “Value Added” component to 

your proposed approach, above and 

beyond “we will comply” 

 This drives your approach and should 

be infused throughout proposal 

 



Create the Proposal 

 

 

 

 

 

 

 

 

 

 

 

Customer 

Worries/Issues Our Approach 

59 

1. 

2. 

3. 

4. 

 

1.   

2.   

3.   

4.   



Create the Proposal 

Compliance Matrix 

60 

 Search the RFP to identify ALL compliance 

issues 

 Shall 

 May 

 Must 



Create the Proposal 
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Compliance Matrix – Tips 

 Build your own Compliance Matrix templates 

 Use as a proposal team scheduling tool 

 Copy to the proposal writers 

 Copy to the reviewers 

 Submit it with the proposal 

 Columns to identify opportunity 

 Columns to identify risk 

 

 



Response Preparation Phase 

Create the Proposal 

 Complete and manage the Compliance Matrix 

Compliance Matrix – RFP – W912HN-10-R-0021 
RFP 

Page 
RFP 

Paragraph Requirement Responsible 
Due 
Date 

Compliance Proposal 
Page 

Proposal 
Paragraph WBS Comments Full Partial None 

31 5.a Racks shall be durable, re-
useable, completely free 
standing, interchangeable 
and self supporting. 

Denise 
Graves 

6/2/10 

      

15 2.a 3.1.1 3/15/10 - Need tire weights 
from Deb Donovan by 
3/17/10 

31 5.b Rack system shall apply a 
“one size fits most” design 

Sharon 
Fleming 

6/2/10 

      

15 2.b 3.1.2 Having trouble with the 
small tires when we put all 
of them on the same rack 

31 5.c Each rack shall be designed 
to support a minimum of 
4000 pounds of wheeled 
assemblies 

Tom 
Huppertz 

6/2/10 

      

15 2.c 6.1.4 Racks support a maximum 
of 3800 pounds 



Create the Proposal 
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 With Win Strategy, RFP/RFQ, Evaluation 

Factors, begin to address each section of the 

write-up 

 Better to be done with all authors, managers, 

team members to get all on same strategy as well 

as the advantage of technical interchange 

 Ensure strategy infusion for each evaluation 

factor 

 Watch for amendments, acknowledge in your 

proposal 

 



Create the Proposal` 
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 Taking stock of your intelligence gathering, 

RFP analysis, pre-proposal conferences. 

 Define the customer (agency) worries, 

issues, problems, challenges, concerns. 

 Indentify your strengths relative to these 

issues. 

 Indentify weaknesses and if/how to 

neutralize. 

 Capture this strategy on paper 

 



Create the Proposal 
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Blunders of Proposal Development 

 Unproven understanding of agency’s mission or 

requirements 

 Incomplete response, leaving out critical sections 

 Insufficient resources to accomplish tasks 

 Failure to show relevance of past experience to 

current opportunity 

 Wordiness (non-strategic, flowery blathering) 

 Repeating requirement without discussing how 

you will perform (the old parrot trick) 



Create the Proposal 
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Final Steps: 

 Submit your proposal on-time (follow ALL 
directions) 

 Watch for award 

 Protest Options 

 Debrief (WIN or lose) 
 Can reveal weak or deficient areas that lead to loss 

 Cannot reveal competition’s approach or score 

 Allows you to develop and maintain a “lessons-
learned” file 

 Document team experience for next time 

NOTE – You’ll never get a government contract 
if you don’t submit a bid! 

 

 



Create the Proposal 
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Homework: 

SBA “How to Prepare Government Contract Proposals” 

video 

30:00 minutes 

 

 

 

 

 

http://www.sba.gov/tools/sba-learning-

center/training/how-prepare-government-contract-

proposals     

http://www.sba.gov/tools/sba-learning-center/training/how-prepare-government-contract-proposals
http://www.sba.gov/tools/sba-learning-center/training/how-prepare-government-contract-proposals
http://www.sba.gov/tools/sba-learning-center/training/how-prepare-government-contract-proposals
http://www.sba.gov/tools/sba-learning-center/training/how-prepare-government-contract-proposals
http://www.sba.gov/tools/sba-learning-center/training/how-prepare-government-contract-proposals
http://www.sba.gov/tools/sba-learning-center/training/how-prepare-government-contract-proposals
http://www.sba.gov/tools/sba-learning-center/training/how-prepare-government-contract-proposals
http://www.sba.gov/tools/sba-learning-center/training/how-prepare-government-contract-proposals
http://www.sba.gov/tools/sba-learning-center/training/how-prepare-government-contract-proposals
http://www.sba.gov/tools/sba-learning-center/training/how-prepare-government-contract-proposals
http://www.sba.gov/tools/sba-learning-center/training/how-prepare-government-contract-proposals
http://www.sba.gov/tools/sba-learning-center/training/how-prepare-government-contract-proposals
http://www.sba.gov/tools/sba-learning-center/training/how-prepare-government-contract-proposals
http://www.sba.gov/tools/sba-learning-center/training/how-prepare-government-contract-proposals
http://www.sba.gov/tools/sba-learning-center/training/how-prepare-government-contract-proposals
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Micro Purchases 

Breakdown Solicitation Number 

Types of Solicitations 

Uniform Contract Format 

Create the Proposal 


