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Source Selection Kickoff Memo Template


MEMORANDUM

From:
INSERT [Counsel or Contracting Officer]

To:
INSERT [Source Selection Participants]

Subj:
Briefing for INSERT [Name of Requirement/Project] Technical Evaluation 
Ref:
INSERT [Request for Proposal Number]

1. Goals of Evaluation:
a.  Determine which offers are acceptable and/or within the competitive range.

b.  Provide a sound basis for the Source Selection Authority (SSA) to make an informed and reasoned selection by:



1).  Uniformly and consistently evaluating each respective proposal in accordance with the evaluation criteria delineated in the Request For Proposal (RFP).



2).  Listing all deficiencies, strengths, weaknesses, and risks of the proposed approach in accordance with the criteria delineated in the RFP and in accordance with your Source Selection Plan (SSP).

2.  The following items should be understood and considered by all Source Selection Participants before beginning the formal evaluation process:


a.  All required certification and disclosure forms must be completed before distribution of the proposals;


b.  A copy of the RFP must be distributed to each member;


c.  Each member must be thoroughly familiar with the RFP; particularly Sections L and M, which  respectively provide the instructions to offerors and outline the evaluation factors;

d.  Each member must receive a copy of the Source Selection Plan (SSP);


e.  Each member must become thoroughly familiar with the SSP, particularly as it pertains to the duties of the evaluators and the evaluation process;


f.  Each member should evaluate each proposal individually (do not discuss it with other members at this time);


g.  Evaluate each proposal in accordance with the RFP and SSP;


h.  Always cite a specific page reference from the offeror’s proposal whenever a deficiency, strength, weakness, or risk is noted, and relate this proposal reference to a specific RFP requirement;


i.  Do not rate proposals comparatively or relatively, but on their own merit.  Apply the same standards/criteria for each proposal.  


j.  Document the following as required by the SSP:



1.  Strengths



2.  Weaknesses



3.  Possible questions for discussions with offerors if needed



4.  Omissions from the terms of the RFP



5.  Exceptions to the terms of the RFP



6.  Risk assessments



7.  Deficiencies


k.  Chairpersons are to advise the Contracting Officer of any incomplete or non-compliant proposals;


l.  Pay special attention to security of proposals and all work papers/documents during and after the workday;


m.  Mark all papers “Source Selection Information – See FAR 2.101 and 3.104”;


n.  Do not discuss proposals until time for consensus (do not discuss at all outside of secure area);


o.  No discussions/contact/communication with offerors (direct all questions to the Contracting Officer);


p.  At the conclusion of individual evaluations, a consensus must take place.  Simple averaging of evaluation does not constitute a consensus.  Consensus requires a meeting of the minds on all deficiencies, strengths, weaknesses, and/or risks.  In an exceptional case where a consensus cannot be reached, a minority report may be filed;


q.  Always maintain a “debrief mentality”, in other words be prepared to be able to answer questions regarding the evaluation from the unsuccessful contractor;


r.  Bear in mind that the attorney for the unsuccessful contractor will ultimately have all or most of your comments on that firm’s proposal (DO NOT WRITE OR ATTACH NOTES IN THE PROPOSAL), and he/she will be looking for inconsistencies, ambiguities, and other indications of “improper evaluation”;  


s.  This is a “best value” procurement, in which we reserve the right to award without conducting discussions.  If discussions are deemed necessary, offerors will be requested to submit Final Proposal Revisions (FPRs) to which after a second review, a final rating will be made;

3.  Procurement Integrity, Conflicts of Interest, and Other Ethical Issues:


a.  You may not participate in your official capacity on a particular matter that will affect your financial interest.  Therefore, if you discover that you (your spouse, dependent children, other family members or someone close to you) have a financial interest (stocks, employment etc.) in any of the offerors you must alert the Contracting Officer and Counsel immediately and seek disqualification.


b.  You may not negotiate outside/post-government employment with any of the offerors during the course of the procurement.  Should you be contacted by any of the offerors regarding employment you must immediately report this contact to your supervisor, the Contracting Officer and Counsel.  You must additionally either immediately reject the possibility of non-Federal Employment, or disqualify yourself from further participation in this procurement.


c.  You may not release any proprietary information gained through this procurement to sources outside of the Government, nor use any information gained through this procurement for your own personal gain.

4.  Contact point for all matters relating to this source selection is INSERT [Contracting Officer’s Name and Contact Information].

_____________________


________________________________

Date





[Name]







Contracting Officer or DOC/OGC Legal Advisor
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