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{Date}

MEMORANDUM FOR {INSERT OFFEROR NAME} 

SUBJECT:  {Insert RFP Number}, {Insert Procurement Name}, Request for Final Proposal Revisions

1.  This memo conveys instructions regarding preparation and submittal of your final proposal revision (FPR), due at {Insert Address} no later than {Insert Time}, {Insert Day and Date}.  As noted in our memo of {Insert Date of Discussions Letter}, "Request for Proposal (RFP) {Insert RFP Number}, {Insert Procurement Name}," evaluation for award will be solely on the information presented in your final proposal revision.  Since we expect the FPR to be a comprehensive document, the Government will not consider information submitted by you during the discussions process.  

2.  You may revise any portion of your original proposal, or nothing at all.  If you decide to make no revisions to any portion of your proposal, you must submit a written statement by the deadline noted above stating that your original proposal dated {Insert Original Proposal Due Date} is your final proposal.  Should you revise any portion of your original proposal, you must follow these directions and submit a complete FPR that includes all the information described in this memo.  Since no further discussions will be allowed, it's critical that you conform to these directions and facilitate understanding by ensuring traceability from your original proposal to the FPR.  It is your responsibility to mark all changes in the manner described in this memo to indicate where you have made revisions from your basic proposal. 

3.  Attachment 1 contains instructions for preparation and submittal of revisions to technical, management, cost, and contract information.  Please read the instructions below and in Attachment 1 carefully; not all proposal sections have the same preparation instructions.  Your FPR will be a written submittal accompanied by an electronic copy.  Detailed requirements are:

· Written:  Submit a complete, stand-alone proposal.  A complete proposal is one that includes all the information described and submitted in accordance with this memo.  

· Text: (Clean) Submit one (1) “clean” copy for verification of page limitations. Pages that contain revisions from your initial proposal shall have change bars along the outside margin next to every line that includes a change. All new text shall also be indicated with change bars. Compliance with page count requirements identified in Atachment 1 to this memo will be verified using this format, which must also conform to the text, font, and binding and labeling instructions found at RFP Section L-X.X.  Material submitted in excess of the page limits or noncompliance with printing parameters will be removed from both the “clean” and “line-in/line-out” copies and that material will not be considered in the evaluation and source selection decision.  The “clean” version will be treated as the FPR original.

· Text: (Line-in/line-out) The content of the “line-in/line-out” text submission shall be identical to the “clean” submittal, but will fully indicate all edits made to the original text proposal.  In addition to the bar in the outside margin showing every line where a revision has been made, the “line-in/line-out” version shall be submitted with the following edit feature settings: inserted text--red, underlined text; deleted text--struck through in black; and changed formatting--none. Submit the number of copies indicated.

· Drawings:  Drawings that are completely unchanged from your original proposal shall be resubmitted.  Drawings that were included in your original proposal but now include revisions shall be “clouded” to indicate revised content and marked "Revised - FPR" in the upper right hand corner.  Drawings that are new or completely revised shall be annotated “ New - FPR” in the upper right hand corner of the drawing page.  Include a one page index of all drawings in your proposal that indicates for each drawing whether it is unchanged from your original proposal, revised, new, or previously submitted in your original proposal but not in your FPR (i.e., deleted).  Include this index at the beginning of your Volume I, Chapter 1 FPR; it does not count against your page limit. 

· Electronic:  Submit an electronic version of your complete written proposal in accordance with the instructions at RFP Section L-X.X.  Electronic drawings shall be provided in PDF format.  The content of the electronic text submission shall be identical to the “line-in/line-out” submittal, i.e., inserted text--red, underlined text; deleted text--struck through in black; and changed formatting--none.   Submit the electronic version with the edit features turned on. 

4.  Attachment 1, paragraph 4 is a matrix of information/data that must be completed by you and submitted with your FPR.  This matrix will indicate all changes made in your FPRs traced back to the discussion questions.

5.  {If an amendment is generated based on information revealed during discussions, include a paragraph similar to the following} Attachment 2 conveys Amendment 0003 of the Request for Proposals (RFP).  This amendment incorporates several changes that were addressed during discussions.  Your FPR must address the revised solicitation and must include in the cover letter a statement explicitly acknowledging receipt of this RFP amendment.

6. Please note that introducing technical changes or exceptions to terms and conditions for the first time in your FPR introduces elements of risk that can negatively impact your evaluation or your eligibility for award.  Likewise, please follow all instructions completely.  

7.  We anticipate having a source selection decision by {Insert the approximate time frame when an award decision is expected}.  All offerors will be notified by phone and in writing when the decision is made.  Although no further substantive discussions about your proposal will be entertained from this point forward, if you have any questions about these instructions please call the undersigned at {Insert Contracting Officer’s phone number} or {Insert Contarct Specialist’s Name} at {Insert Contract Specialit’s phone number}.








{Insert Contracting Officer’s Name}








Contracting Officer

Attachments:

As stated

{Sample FPR Preparation Instructions}

1. FPR VOLUMES I & II (TECHNICAL APPROACH/ MANAGEMENT APPROACH)


Submit a new, complete Volume I and II for your FPR.  {Identify any changes to the RFP page limitations, such as:} The number and types of drawings have not been changed from the initial proposal requirements.  One page of text has been added to Constructability and one page of text has been added to Engineering System Concept.  The non-drawing portions of the submission may contain text, figures, charts, etc. as required to satisfy the requirements of the specific instructions in Section L. Page limits and the number of copies of your FPR are:
	Volume
	Chapter /Title
	Specific

Instructions
	Page Limits
	Line-in/ line-out Copies*
	Clean Original

	I - Technical Approach
	Constructability
	L-7.3.1
	Drawings: 2- 8½”x11” 

Text: 2 pages
	6
	1

	
	Engineering System Concept
	L-7.3.2
	Drawings: 3 Half-size

Text: 4 pages
	6
	1

	
	Fabrication Strategy
	L-7.3.3
	Text: 6 pages

Process Chart: 1 page
	6
	1

	
	
	
	
	
	

	II - Management Approach
	Project Schedule
	L-7.3.4
	Schedule: 2 pages (Attachment L-1)

Phasing Description: 

    2 pages
	6
	1

	
	Socioeconomic Goals


	L-7.3.5


	Subcontracting Plan:

    No page limit

Experience List:

    1 page

SF 294s & SF 295s: 

    No page limit
	6


	1


2.  FPR VOLUME III INSTRUCTIONS (COST/ PRICE)


Submit a new, complete Volume III.  There are no page limits for this volume.  Changes to your original cost proposal must be explained, traceable and understandable. Significant reductions or increases in cost elements that are left unexplained are not in an offeror’s best interests.  In addition to following the text formatting instructions in the cover memo, the following instructions are specific to cost changes made in the FPR:

· The offeror must provide written clarification for changes to any cost item whether or not that change actually affects the bottom line.  Therefore, reallocations of cost within the total proposed price must be explained.

· A new electronic submittal of the spreadsheets originally required in the RFP must be included in the FPR.

· Unless specifically requested, Section K need not be re-submitted.

3.  FPR VOLUME IV INSTRUCTIONS (ORAL PROPOSAL MATERIAL)


Your FPR will not include a separate Volume IV, and will not include presentation charts.  For each of the topics that were presented, include any changes that were made to these topics as part of your revisions to Volumes I and II.  

4.  CROSS REFERENCE MATRIX

	Discussions Question #
	Page(s)/ Pargraph(s) Changed or Added in Non-Cost Portions of Proposal

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	

	7
	

	8
	

	9
	

	10 (etc.)
	


For each question asked in discussions that relates to Factors 1 and 2, indicate all locations in your proposal that are changed as the result of your response to the question.  Questions referencing incorporation of proposal information into the contract should be so indicated.  This matrix should be included at the front of each volume.  It will not be counted against any page limitation.

PAGE  

