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WPI Offices located at:

Milwaukee County Research Park

10437 Innovation Drive, Suite 320

Milwaukee, WI  53226

414-270-3600     FAX:  414-270-3610

Juneau County Economic Development Corp.

122 Main St - Camp Douglas, WI 54618

608-427-2455    FAX:  608-427-2086

Western Dairyland EOC, Inc.

418 Wisconsin St. - Eau Claire WI 54703

608-427-2455    FAX:  608-427-2086

Fox Valley Technical College – DJ Bordini Center

5 Systems Drive – Appleton WI 54912

920-840-3771   FAX:  414-270-3610

Racine County Economic Development Corporation – Launch Box

141 Main Street, Suite 2, Racine, WI  53403

414-270-3600     FAX:  414-270-3610

Madison Enterprise Center

100 S. Baldwin St., Madison, WI  53703

608-444-0047     FAX:  414-270-3610

Food Enterprise & Economic Development (FEED)

1219 N. Sherman Ave., Madison, WI 53704

608-444-0047   FAX:  414-270-3610

Wausau Region Chamber of Commerce

200 Washington Street, Wausau, WI   54403 

920-456-9990 FAX:  414-270-3610

www.wispro.org - info@wispro.org

http://www.wispro.org/
mailto:info@wispro.org
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What you will Learn Today
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Types of Solicitations and Documents

Types of Contracts

How to Organize Your Response

What to submit 
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Types of Documents
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Request For Information (RFI)

Request For Quotations (RFQ)

Invitation For Bid (IFB)

Request For Proposal (RFP)



Request For Information (RFI)
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Sources Sought Announcement

Is not a solicitation

Government is conducting Market Research

Issued for planning purposes to see what type of competition is available

If no responses are received then solicitation may be issued on a broader 
scale

Used when Government thinks they know what they want but may need 
more information from vendors.  Typically followed by a solicitation.



Request For Quotation (RFQ)
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Least formal of the solicitations

Allows Government to obtain information and costs from vendors.

Typically used for small-dollar commercial contracts or purchases.  
(Simplified Acquisitions) 

Allows for quick evaluation by Government of quotes received.    

Generally used for under $150,000, however can be used for requirements 
up to $6.5 million.

Open Market RFQs over $25,000 are posted to Federal Business 
Opportunities Website (FBO).

See FAR 13



Request For Quotation (RFQ)
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The RFQ does not solicit binding offers.  A Quotation is not an offer and 
cannot be accepted by the Government to form a binding contract.  

The Government offers the contractor a contract when they issue an 
order/contract.  

A contract is established when the contractor accepts the Government’s 
offer.  Contractor acceptance occurs by signing an order/contract, furnishing 
the supplies or services ordered, or by proceeding with the work to the point 
where substantial performance has occurred. 



SF 18
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Invitation For Bid (IFB)
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Sealed Bidding employs competitive bids and public opening of bids.

Bidder agrees to perform the work described in a contract at a specified cost.

Bids cannot be changed once they have been opened.

Bids are evaluated without discussions.  

Most formal of the solicitations.

See FAR 14



Invitation For Bid (IFB)
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Contract award is made to the lowest price responsive, responsible 
bidder.

Responsive means a submitted bid which conforms in all material respects 
to the IFB.  Bidder has taken no exceptions to the contract, has not crossed 

out anything.

Responsible means a bidder has the capability in all respects to fully 
perform the contract requirements.  Has integrity and reliability to assure 
good-faith performance.  Government may consider financial resources, 
past performance, experience, organization, technical skills, delivery, and 
facilities. SEE FAR PART 9 for Determination of Contractor Responsibility.



Invitation For Bid (IFB)
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IFBs clearly describes Government requirements.  

Open Market IFBs over $25,000 are posted to Federal Business Opportunities 
Website (FBO).  

Sealed bids are submitted to be opened at the time and place stated.  

Bid price is recorded on abstract and becomes public information.  

Generally used for construction projects, however, could be used for a clearly 
defined requirement like a semi-truck load of copy paper.  









Noncommercial Item

• Numbered Contract

• Sections A through M

• Let’s Discuss Each Section
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Request For Proposal (RFP)

April 9, 2015 Page 22

A contract awarded using other than sealed bidding procedures is a negotiated 
contract.  

Used to communicate the Government requirements to prospective contractors 
and to solicit proposals from them.

Used when the Government has a problem but does not know how to solve it.  

RFPs describe the Government’s requirement, anticipated contract terms and 
conditions, information required to be in the submitted proposal, and factors used 
to evaluate the proposal and their relative importance. 

See FAR 15



Request For Proposal (RFP)
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Award made by use of the “Best Value” to the Government. 

Tradeoff Process - allows for cost/technical/past performance trade off –
Government may pay more for higher ranked technical offer. 

Lowest Price Technically Acceptable – each offer evaluated on pass/fail to be 
determined acceptable or unacceptable.  From acceptable offers lowest priced will 
receive the award. 

Formal Source Selection may include Oral Presentations – provide an opportunity 
for dialogue among the parties.  Solicitation should provide details regarding the 
presentation.



Request For Proposal (RFP)
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Open Market RFPs over $25,000 are posted to Federal Business Opportunities 
Website (FBO). 

Government may award on initial proposals or allow for discussions with 
revised proposals.



Request For Proposal (RFP)
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Competitive Range and Rounds of Negotiations

If the Government receives numerous proposals, they may establish a 
competitive range consisting of the highest ranked technical proposals that 
would be in line for a contract award.  All others will be removed from the 
competition and notified.  The current rule is “when in doubt leave them out”.

Meaningful discussions are held and Government will request revised 
proposals.  Listen carefully to what the Government is telling you and, if 
possible, revise your proposal appropriately.   



SF 1449
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Contract Types
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Firm-Fixed-Price Contract

Fixed-Price Contract with Economic Price Adjustment

Indefinite-Delivery Contract

Definite-Quantity Contract

 Requirement Contract

 Indefinite-Quantity Contract (IDIQ)

Time & Material

Cost Reimbursement

Incentive Contract

See FAR 16



What Do I Do?
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Read solicitation document and make sure you understand it 

Contact Contracting Officer with any questions early in the process.  Do not 
ask questions that are answered in the solicitation document and know 
when you are being a pest. There usually is a cut off on questions.

Know what type of document it is (i.e. RFI/RFQ/RFP/IFB)

Respond to all elements of the document.  Provide all information 
requested within the document.



What Do I Do?
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Do not promise anything you are unable to do.  Only respond to items 
within firm’s capabilities

Offer a fair price 

Sign Offer

Return all information and associated documents on time, in the correct 
format, to the correct location. 



What Do I Return?
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Locate what documents Government expects you to return (i.e. proposal, 
solicitation document, descriptive literature)

Submit in exact order as listed in the solicitation.

Completed Signature Page 

Provide Contract Administration Information, as requested

Pricing

Bonding, if required



What is being Evaluated?
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Read solicitation document to determine what is being evaluated and the 
importance of the evaluation factors.

Price – must be evaluated 

Technical capability

 Delivery time

 Key personnel

 Management capability

 Meet or exceeds requirement

May also evaluate past performance, past experience, socio-economic 
ownership



How Can I Become More Competitive?
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Do market research - know your competition

Provide longer warranty period or offer shorter delivery time, if appropriate

Understand your cost 

Do not under estimate the government’s requirement

Do not exceed any page limitation listed as additional pages will not be considered.

Gain understanding of contract terms and conditions.



Brand Name Requirements
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Understand the difference between Brand Name Only and Brand Name or 
Equal

Brand Name Only – Government will only accept that item

Brand Name or Equal – Government will accept an equal item.  Look at 
document to determine what is an equal item.  It may not be the same as 
the last document you responded to.

Review Salient Characteristics – Product features the Government cannot 
live without

If requested provide Descriptive Literature even if offering Brand Name 
item



Service Contract Work Statements
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Statement of Work (SOW) – clearly and concisely defines requirement of the 
specific work to be accomplished.  May allow for some degree of performance 
flexibility.

Performance Based Acquisitions – An acquisition structured around the results to 
be achieved as opposed to the manner by which the work is to be performed.

Performance Work Statement (PWS) – describes the required results in clear, 
specific and objective terms with measurable outcomes.

Statement of Objectives (SOO) – states overall performance objectives and 
provides maximum flexibility to each offeror to propose an innovative approach.

After contract award how will the Government assess contract services provided.



Service Contract Labor Standards
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Service Contracts are subject to the Service Contract Labor Standards 
(formerly known as the Service Contract Act).

Department of Labor Wage Determinations are included and they list the 
minimum wages and fringe benefits contractors must pay employees 
working on service contracts.

See FAR 22.10



Sample Document Language
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SAMPLE  1

Technical Quotation:  The technical quotation submitted in response to the solicitation must include a 
detailed narrative response to each of the items listed below.  Offerors must provide sufficient 
information to demonstrate their ability to meet the Government’s needs detailed in the Performance 
Work Statement (PWS) and include all necessary supporting documentation.   

1) Offeror shall provide a narrative with supporting documentation that the provider(s) history and 
background in pathology indicates the provider(s) have a minimum of three years of experience in the 
field of pathology.  Also explain provider(s) ability to interpret biopsy slides. 

2) Offeror shall provide documentation of current license/ certifications from the Centers for 
Medicare and Medicaid Services, e.g.,  meeting the requirement of CLIA of 1988, The College of 
American Pathologists, and/or other state regulatory agencies, as appropriate, and as mandated by 
federal and state statutes.

3)  Offeror shall provide a copy of all proposed provider(s) Curriculum Vitae (CV)/Resume.  
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SAMPLE 1 (Continued)

4) Offeror shall provide a copy of all current licenses/certifications of proposed provider(s).   

5) Offeror shall provide evidence of Malpractice Insurance.  

6) Offeror shall demonstrate that the offeror’s address is within 20 miles of the Milwaukee VAMC, 
located at 5000 West National Avenue, Milwaukee, Wisconsin 53295.  

7) Offeror shall provide a narrative of how the contractor will ensure a final report is provided 
within 4 business days and be available within 24 hours of a Milwaukee VAMC Staff Physician’s 
request to discuss a specific slide interpretation.  

8) Offeror shall provide a narrative of how patient sensitive information will be protected during 
the transport back to the Milwaukee VAMC (i.e., envelope, container, etc.).  

9) Offeror shall identify a Contract Manager to assist the Milwaukee VAMC with the management 
and coordination of the contract and provide contact information including email address, 
telephone number, and fax number.
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SAMPLE 2
How to Apply: 
Page 1: Enter Company name in Block 17a. Enter DUNS number below. 

a. If you don’t have DUNS number, go here: http://fedgov.dnb.com/webform
b. Using DUNS number, you must have current registration at 

https://www.sam.gov/portal/SAM/#1
Page 3: Fill out Company contact information.
Page 4: Provide all requested items under “Requirements” (paragraph c) with your submission.
Pages 5-6: Complete price schedule with your hourly rate, name of prospective consultants, 
availability and vet centers able to support.
Pages 7-8: Review expectations for consultant under “Performance Work Statement”. 
Page 9: Ensure “qualifications of personnel” in Paragraph 4 are met.
Page 38: Complete certification
Page 43: Answer questions at the top of page under 52.209-5 paragraph (b) (1) & (2). 
Pages 44-56: Complete questions in 52.212-3. NOTE: This may also be electronically as part of 
www.sam.gov registration. You need only complete the questions on these pages OR have current 
Representatives and Certifications on www.sam.gov (not both). 
Page 56: Review the criteria of how contractor(s) will be selected. 

http://fedgov.dnb.com/webform
https://www.sam.gov/portal/SAM/#1
http://www.sam.gov/
http://www.sam.gov/
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SAMPLE 2 (Continued)
Page 4: Provide all requested items under “Requirements” (paragraph c) with your submission.  
(From previous page)

Vendor is to submit a technical and price quotation. The vendor must submit the following 
documents with their offer: 

Curriculum Vitae (CV)/Resume of the proposed service provider(s) of licensed clinical social 
worker or clinical psychologist

Copy of all current licenses/certifications of proposed service provider(s) highlighting minimum 
education of a Doctorate in Social Work or Psychology 

Brief description of relevant experience (veteran or trauma focused case management) with 
references/points of contact

Evidence of Liability Insurance

Price Proposal
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SAMPLE 3
REQUIRED DOCUMENTATION:  Contractor shall email their quote to Ryan McMillin at 
Ryan.McMillin@va.gov.

1.  Solicitation document with:
a.  Contractor shall fill in the SF 1449 blocks 17a, 30a, 30b, and 30c.
b.  Contractor shall fill in Pg. 2, 1(a).
c.  Contractor shall fill in all unit and total costs under the SUPPLIES OR SERVICES PRICES/COSTS 
or submit separately the spreadsheet with line items costs filled in.
d.  Contractor shall fill in all applicable fill-ins in Section E, Provisions.

2.  Insurance, certifications, and documentation in accordance with the requirements within the 
performance work statement, TO INCLUDE PROOF THAT OFFEROR HAS APPROVAL TO PROVIDE 
SERVICE REQUIRED LISTED IN THE SOW.

3.  A STATEMENT OF CAPABLITY,  NOT TO EXCEED 3 PAGES, ILLUSTRATING THE VENDOR’S 
ABILITY TO PROVIDE SERVICE REQUESTED IN SOW

4.  A LIST OF ENTITES (AT LEAST 3, PUBLIC OR PRIVATE) THAT THE VENDOR HAS SUPPLIED 
SIMILAR SERVICES FOR. THIS LIST SHOULD INCLUDE PHONE NUMBERS OF POC FOR THESE 
ENTITIES.

5.  Quote documentation in accordance with 52.212-2; Evaluation – Commercial Items
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Can I Subcontract the Work Out?
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Understand the performance requirement for the contract.

Review limitations on subcontracting under set asides.

• Services Contracts (Except Construction):

50% of contract performance incurred by contractor’s personnel

• Supply Contract

50% of cost of manufacturing the supplies

• General Construction

15% of contract performance incurred by contractor’s personnel

• Construction by Special Trade

25% of contract performance incurred by contractor’s personnel



Debriefing
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Always request a debriefing, even if you win the award.

Request in writing within 3 days of receipt of award notice.

During the debriefing try to find out why your offer was not selected and 
how to improve your response for next time.

Contracting Officer will be trying to provide you with enough information 
so you do not protest the award.  If you have no intent on protesting the 
award convey that to the contracting officer.



Protests
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You have the right to protest the award, however, only do so if you are 
really sure you were treated unfairly by the Government or another 
Contractor received special treatment.

Realize protests may negatively impact any relationship you have built up 
with the contracting officer.

Understand the timing requirements for filing a protest.



Invoices & Payment
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Know how, where, when, and what to submit for a complete invoice.

Understand if the Government can take any deductions from your invoice 
for sub-performance.

Understand how, where, and when payment will be made.



Final Dos and Don’ts
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Never submit a response to the Government where you lose money.

Think twice before protesting.

Do not just copy information from the Government’s solicitation and put 
into your response. 

Look for set asides (small business, woman-owned business, service-
disabled veteran-owned business)

Check NAICS code and small business size standard 

236220 Commercial and Institutional Building Construction 

– $33.5 million

Realize it may take several tries before you are awarded your first contract.



Resources:
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• FAR:  http://farsite.hill.af.mil/

• Federal Business Opportunities (FedBizOpps) website -
https://www.fbo.gov/

• Wisconsin Procurement Institute

Phone:  414-270-3600 www.wispro.org

http://http/farsite.hill.af.mil/
https://www.fbo.gov/
http://www.wispro.org/
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On Line Searches



WPI Bid Matching Service

• Free Service offered by WPI

• Total of 2229 sites searched

• Tailored to your search criteria to locate opportunities that will be of interest 
to you
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Upcoming WPI Events
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Small Business Government Contracting Series continues the first and third Tuesday of 
each month through June, 2015 – Milwaukee, WI

Acquisition Hour (Weekly Webinar) through June, 2015

2015 National Energy Form and Small Business Industry Days – April 13-16, 2015 -
Rosemont, IL

How to Do Business with the US Forest Service – April 21, 2015 – Park Falls, WI 

Cost and Pricing for Department of Defense Contractors and Subcontractors – April 29, 
2015 - Pewaukee, WI

12th Annual Women’s Business Conference – April 30, 2015 – Eau Claire, WI

3rd Annual Department of Veterans Affairs Business Conference – May 12, 2015 –
Milwaukee, WI

Doing Business with the National Park Service – June 23, 2015 – Ashland, WI

9th Annual Volk Field Small Business Conference – July 29 – 30, 2015 – Camp Douglas, WI

Marketplace 2015 –October 29-30, 2015 – Milwaukee, WI





For assistance or additional information - contact
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Wisconsin Procurement Institute (WPI)                                            
122 Main Street, Camp Douglas, WI  54618 

Dave Olson    608-338-8018 or davido@wispro.org

For complete listing of upcoming training opportunities visit 
www.wispro.org

mailto:davido@wispro.org
http://www.wispro.org/

