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This document is the NIAID template for preparing the Specification Package (SP) for an RFP.  The Specification Package contains the documents that will become Attachments to the Acquisition Plan (AP).  The Attachments will be developed by the Contracting Officer’s Representative (COR) with assistance provided by both the Office of Acquisitions (OA) and the Office of Initiative Development (OID).  This may require multiple revisions until an acceptable draft has been developed.

It is recommended that a staged approach be employed in the design and development of the SP, with the Statement of Work (SOW) developed first, followed by the Additional Technical Proposal Instructions, Evaluation Factors for Award, Additional Business Proposal Instructions, and Reporting Requirements and Deliverables.  Attention should be paid to developing the AP and Independent Government Cost Estimate (IGCE) as soon as the SOW is completed and found acceptable to OA.  The remaining attachments are typically developed after completion of these sections.
The Attachments include:
· Statement of Work (Background and Introduction, Scope, Technical Requirements)

· Reporting Requirements and Deliverables

· Section M - Evaluation Factors for Award

· Additional Technical Proposal Instructions 

· Additional Business Proposal Instructions and Uniform Cost Assumptions

· Advance Understandings (as needed or required)

· Additional RFP-Specific Materials (as needed or required)

· Potential Source List

· Sources Sought Notice

· Presolicitation Notice

· Independent Government Cost Estimate (IGCE)

· Concept and Council (R&D) or Executive Committee (non-R&D) Minutes

Number each Attachment consecutively.  Typically, the Statement of Work is Attachment 1, but for the Attachments that follow, the numbering may change depending on contract type.  Do not reference one Attachment in another as the order and format of the Attachments may change in the final RFP.

Note that instructions and explanatory text are indicated by italics and colored font and should be either deleted or replaced as appropriate. All pages should include a header that identifies the draft version and date of the Specification Package.  

Delete this page when complete

ATTACHMENT XX:  STATEMENT OF WORK

PROJECT TITLE
RFP NUMBER

Use the following format for a Statement of Work.
1) BACKGROUND AND INTRODUCTION
· Identify the mission of the NIAID Division and/or Branch as it relates to the proposed project or program. 

· Identify the objective(s) and goal(s) of the project and the purpose of the solicitation.
· Briefly describe and summarize the requirement, and indicate how performance and completion of the requirement will satisfy the acquisition (project’s services, resources, or products).
· Briefly indicate and discuss available data, techniques, methodologies, or results of related work.
For re-competitions:
· Provide the project history and contractual history of the acquisition.
· Identify the previous contract number(s) and incumbent contractor(s).
· Describe the studies, activities, and accomplishments of the incumbent contractor(s) in the context of justifying the need of the acquisition and documenting previous success.
· Identify any changes to the requirement from the previous competition. 
2) SCOPE
· Briefly define and describe in broad terms the objective(s) and purpose of the requirements to be performed.  Indicate the overall size and magnitude of the effort, while indicating the limitations of the work specified in the Technical Requirements.
· Summarize the scientific areas to be investigated, technologies to be developed, or service(s) to be provided, in terms of the objective(s) and purpose, but do not repeat the Technical Requirements, duplicate background information, justify the project, or guess outcomes.  If appropriate, explanatory information (such as the scope of the disease, therapeutic/preventive candidate(s), type of research activity, study populations, product development activities, etc.) may be included, as long as these elements contribute to defining the breadth of the work and boundaries of performance and responsibilities.
· If applicable, research/service activities that are not within the scope of work may be identified, e.g., “NOTE: This contract will not provide funds to support Phase 1 clinical trials.”

· Definitions should not be included in the Scope.  If necessary, a separate Attachment containing a Glossary may be included to define key terms and acronyms.
· If Option(s) are planned, include or describe the work to be performed under the Option(s).
3) TECHNICAL REQUIREMENTS
Begin the Technical Requirements section with the following introductory paragraph:
Independently and not as an agent of the Government, the Contractor shall furnish all the necessary services, qualified personnel, material, equipment, and facilities, not otherwise provided by the Government as needed to perform the Statement of Work as stated herein.  Specifically, the Contractor shall:

Follow this introductory paragraph with a description of the requirements of the contract (what is to be accomplished, what work is to be performed, and what responsibilities are expected of the contractor). Consider the following:
· Clearly, succinctly, and concisely indicate and describe the requirements to be performed.
· Make sure that the exit criterion for each requirement is clearly defined, i.e., the contractor understands what defines a completed requirement.
· When specifying deliverables to be provided to the Government in the Reporting Requirements and Deliverables section, make sure that the corresponding requirement clearly defines and identifies any requirements associated with the generation of that deliverable.
· Include, as necessary, the responsibilities of the Government, i.e. “The Contracting Officer’s Representative will review the draft protocol and provide comments to the Contractor within 15 calendar days of receipt of the draft protocol.”

· Define timelines for the Contractor and the Government in terms of either calendar days or business days and use consistently throughout the Statement of Work and in the Reporting Requirements and Deliverables section. 

· Use outline format so that each item, whether a major requirement /category of functions or a sub-function, has a number or letter identifier to allow reference to all items in the SOW. 

· Do not include instructions to offerors on what to include in the Technical Proposal; this information belongs in the “Additional Technical Proposal Instructions” section. 

The Technical Requirements begin with the scientific and technical requirements associated with the project, followed by several administrative sections that are common to most contracts, but not all of which may be required depending on the purpose and activities of the initiative. These administrative sections may include:

· Facilities, Equipment and Other Resources

This section specifies the requirements of the contractor to provide, operate and maintain the facilities and equipment necessary to carry out the work.

· Project Management

This section specifies the contractor’s responsibilities for meeting the government’s contract management requirements, including all meetings and teleconferences.

Both OA and OID can provide sample text and examples to assist with the design and development of the SOW sections.
Option(s)
Options fall into three broad categories: 
1) Options for additional work specified in the SOW within the Scope;
2) Options for additional time and/or quantities of the same work; and

3) Options for transitions.   

Options for additional time (i.e., term options) to carry out the same work are used to extend the contract period of performance.  When severable services cover more than one year, it is HHS policy to structure contracts with a base period (not to exceed one year) and annual options.  
Options for additional quantities of the same work (i.e., quantity options) are typically used by the NIAID to accommodate increases in work or effort that may occur as the work progresses.  For both term and quantity options where the services will be the same as the base period, a statement is included indicating that the services required during the option period will be the same as those provided during the base period.
Options for transitions are used when contract activities and contract-related data will need to be transferred from or to a contractor at the beginning or end of the solicited contract. 
Begin the Option(s) section with the following introductory paragraph:
In addition to the services/quantities outlined above to be provided for the base requirement, Options(s) for additional services/quantities under the contract may be exercised at the discretion of the Government and are defined as follows:

Number each Option and delineate the scope of work to be performed for each.  Examples of Options for additional time or additional quantities of the same work are indicated.  Consult with the Contracting Officer when developing specific language for the initiative. 
Option 1 - X:  Extend the Term of the Contract:  The Government may include options to extend the period of the performance.  The total period of performance resulting from the base period plus all potential Term Options is [Insert Number] years.  If Option 1-X are exercised, the services required will be the same as provided during the base year.
Option Y - Z: Increase Level of Effort:  The Government may exercise options for increased level of effort that may result from unanticipated increases in demand. [specific language explaining the need may be added]  Should the Government elect to exercise these options, the Contractor shall provide resources for the unanticipated increase in work volume by [Insert Number] FTEs for each option exercised.  

Initial and Final Transition Options
This section specifies the contractor’s obligations for developing plans for transitioning activities and/or materials/items from the incumbent to the next contractor before expiration of the contract.  If this is a new contract, an initial transition section may not be needed.
An example of an Initial Transition section is: (edit as appropriate)

Option XX: Initial Transition: The Contractor shall ensure an orderly, secure, and efficient transition of contract-related materials and activities from the successor contractor or from the Government.  A description of transition activities, timelines, and assigned staff shall be provided in a Draft and Initial Transition Plan, which will be reviewed and approved by the Contracting Officer’s Representative.  The Draft Transition Plan shall be submitted with the proposal, and the Initial Transition Plan (approved by the Contracting Officer’s Representative and Contracting Officer) shall be submitted [Insert Number] months prior to the start date of the contract.

An example of a Final Transition section is: (edit as appropriate)

Option YY: Final Transition: The Contractor shall ensure an orderly, secure, and efficient transition of contract-related materials and activities to the successor contractor or to the Government.  A description of transition activities, timelines, and assigned staff shall be provided in a Draft and Final Transition Plan, which will be reviewed and approved by the Contracting Officer’s Representative.  The Draft Transition Plan shall be submitted [Insert Number] months prior to the completion date of the contract, and the Final Transition Plan (approved by the Contracting Officer’s Representative and Contracting Officer) shall be submitted [Insert Number] months prior to the completion date of the contract.
RFPs that include Options must also include:  
(1) Technical Proposal Instructions delineating what offerors are to provide in the Technical Proposal with respect to Option(s);
(2) One or more Technical Evaluation Factors to assess the merit, appropriateness and feasibility of offerors’ Technical Proposals with respect to Option(s) for additional work and/or factors to evaluate the capability to increase/ramp-up the same work indicated in the base SOW (Options to extend the term of the contact to perform the same work indicated in the base SOW do not require separate Technical Evaluation Factors.); and 
(3) Additional Business Proposal Instructions and Uniform Cost Assumptions for each Option, as necessary.
ATTACHMENT XX:  REPORTING REQUIREMENTS AND DELIVERABLES

PROJECT TITLE

RFP NUMBER
ARTICLE C.2.  REPORTING REQUIREMENTS

a.
 Technical Reports 

Check all that apply. The information will allow the Contract Specialist to make the proper selection of terms and conditions when completing the solicitation in the Document Generating System (DGS). The COR should provide any additional specific information to be reported under the contract for each applicable report.  Additionally, if the COR requires a different reporting requirement or format it should be stated below. 

 FORMCHECKBOX 

(1)
Monthly Progress Report
This report shall include a description of the activities during the reporting period, and the activities planned for the ensuing reporting period.  The first reporting period consists of the first full month of performance plus any fractional part of the initial month.  Thereafter, the reporting period shall consist of each calendar month. 

 FORMCHECKBOX 

(2)
Quarterly Progress Report
(a)
This report shall include a [ FORMCHECKBOX 
 summation of the Monthly Progress Reports  FORMCHECKBOX 
 a description of the activities during the reporting period] and the activities planned for the ensuing reporting period.  The first reporting period consists of the first full three months of performance including any fractional part of the initial month.  Thereafter, the reporting period shall consist of three full calendar months.

(b)
A Monthly Progress Report will not be submitted for the final month of a quarter.

 FORMCHECKBOX 

(3) Semi-Annual Progress Report
(a) 
This report shall include a [ FORMCHECKBOX 
 summation of the Monthly Progress Reports  FORMCHECKBOX 
 a description of the activities during the reporting period] and the activities planned for the ensuing reporting period.  The initial report will be submitted for the first full six months of the contract performance including any fractional part of the initial month.  Thereafter, the reporting period shall consist of six full calendar months.

(b)
Monthly and Quarterly Progress Reports will not be submitted the month the Semi-Annual Progress Report is due.

 FORMCHECKBOX 

(4)
Annual Progress Report

This report includes a summation of the results of the entire contract work for the period covered.  An Annual Progress Report will not be required for the period when the Final Report is due.  A [ FORMCHECKBOX 
 Monthly  FORMCHECKBOX 
 Quarterly  FORMCHECKBOX 
 Semi-Annual] Progress Report shall not be submitted when an Annual Progress Report is due.  

Use the below narrative if the Contracting Officer’s Representative requests a draft annual report.
 FORMCHECKBOX 

The Contractor shall provide the Contracting Officer’s Representative and Contracting Officer with [Insert Number] copies of the Annual Progress Report in draft form [ FORMCHECKBOX 
 in accordance with the DELIVERIES Article in SECTION F of this contract  FORMCHECKBOX 
 [Insert Number] calendar days prior to the delivery date for the Final Version of the Annual Progress Report.]  The Contracting Officer’s Representative will review the draft report and provide the Contracting Officer with comments within [Insert Number]  calendar days after receipt.  The Annual Progress Report shall be corrected by the Contractor, if necessary and the final version delivered as specified in the above paragraph.  

 FORMCHECKBOX 

(5)
Annual Technical Progress Report for Clinical Research Study Populations - required in all RFPs and contracts for clinical research involving human subjects
 FORMCHECKBOX 

(6)
Final Report 

Use the following for completion type cost-reimbursement or fixed-price contracts that require the submission of a final report. 

 FORMCHECKBOX 
 This report is to include a summation of the work performed and the results obtained for the entire contract period of performance. This report shall be in sufficient detail to describe comprehensively the results achieved. The Final Report shall be submitted in accordance with the DELIVERIES Article in SECTION F of the contract.  A/An [ FORMCHECKBOX 
 Annual  FORMCHECKBOX 
 Semi-Annual  FORMCHECKBOX 
 Quarterly  FORMCHECKBOX 
 Monthly] Progress Report will not be required for the period when the Final Report is due.

Use the following for term (level of effort) type cost-reimbursement contracts that require the submission of a final report.

 FORMCHECKBOX 
 This report shall consist of the work performed and results obtained for the entire contract period of performance as stated in SECTION F of this contract. This report shall be in sufficient detail to describe comprehensively the results achieved. The Final Report shall be submitted on or before the last day of the contract performance period. A/An [ FORMCHECKBOX 
 Annual  FORMCHECKBOX 
 Semi-Annual  FORMCHECKBOX 
 Quarterly  FORMCHECKBOX 
 Monthly] Progress Report will not be required for the period when the Final Report is due.

 FORMCHECKBOX 

Use the below narrative if the Contracting Officer’s Representative requests a draft final report.
The Contractor shall provide the Contracting Officer’s Representative and Contracting Officer with [Insert Number] copies of the Final Report in draft form [ FORMCHECKBOX 
 in accordance with the DELIVERIES Article in SECTION F of this contract  FORMCHECKBOX 
 [Insert Number] calendar days prior to the completion date of this contract.]  The Contracting Officer’s Representative will review the draft report and provide the Contracting Officer with comments within [Insert Number] calendar days after receipt.  The Final Report shall be corrected by the Contractor, if necessary and the final version delivered as specified in the above paragraph.  

 FORMCHECKBOX 

(7)
Summary of Salient Results - required for all R&D contracts.
The Contractor shall submit, with the Final Report, a summary (not to exceed 200 words) of salient results achieved during the performance of the contract. 
 FORMCHECKBOX 

(8) Report on Select Agents or Toxins and/or Highly Pathogenic Agents – required when contract performance will involve possession, use, or transfer of select agents or toxins and/or highly pathogenic agents.

REPORTS AND DELIVERABLES
Check all that apply

 FORMCHECKBOX 

Human Subjects IRB Annual Report (Form OMB No. 0990-0263-formerly Optional Form 310) 

 FORMCHECKBOX 

Information Security and Physical Access Reporting Requirements - Use when the Information and Physical Access Security Article is required in Section H of the contract.
 FORMCHECKBOX 

Section 508 Annual Report - Use in multiple year solicitations and contracts over the simplified acquisition threshold which contain the Electronic and Information Technology Accessibility Article in Section H of the contract.
 FORMCHECKBOX 

Source Code and Object Code - Use when software is used, produced, modified or enhanced.

 FORMCHECKBOX 

Invention Report Requirement - Use when Patent Rights clause (FAR 52.227-11 or 52.227-13) may be included in the contract.
SECTION D – PACKAGING, MARKING, AND SHIPPING
Use the following when no specific packaging, marking and shipping instructions are required.

 FORMCHECKBOX 
  Special packaging, marking and shipping specifications are NOT required. 

All deliverables required under this contract shall be packaged, marked and shipped in accordance with Government specifications. At a minimum, all deliverables shall be marked with the contract number and Contractor name. The Contractor shall guarantee that all required materials shall be delivered in immediate usable and acceptable condition. 

 FORMCHECKBOX 
  Special packaging, marking and shipping specifications are required. Use all three items below, for RFPs & contracts that will require special packaging, marking and shipping specifications.  Tailor each Article of this section in the event certain deliverables must be especially packaged and marked. Examples of deliverables which would be included in this category could be, but are not limited to, the following:

•
Tissues, cells, etc., packaged in dry ice; 

•
Animals in specific containers; 

•
Blood samples in specific containers; and, 

•
Drugs in specific containers.
ARTICLE D.1. PACKAGING

ARTICLE D.2. MARKING

ARTICLE D.3. SHIPPING
ARTICLE F.3 – DELIVERIES

Complete the following Tables with the Reports and Deliverables relevant to the requirement.  Sample language is provided as guidance only.
a.
Technical Progress Reports   
	Item
	Reports
	Recipients
	Delivery Schedule

	1.
	Monthly Progress Report
	1 electronic copy to COR and CO
	The first report is due on/before ________.  Thereafter, each report is due on/before the 15th of each month following each reporting period. 

	2.
	Quarterly Progress Report
	1 electronic copy to COR and CO
	The first report is due on/before ________.  Thereafter, each report is due on/before the 30th of each month following each reporting period.  Monthly Progress Reports will not be submitted the month the Quarterly Progress Report is due.

	3.
	Semi-Annual 

Progress Report
	1 electronic copy to COR and CO
	The first report is due on/before _______.  Thereafter, each report is due on/before the 30th of the month following each 6-month period.  Monthly and Quarterly Progress Reports will not be submitted the month the Semi-Annual Progress Report is due.

	4.
	Annual Progress Report
	1 electronic copy to COR and CO
	The first report is due on/before _______.  Thereafter, each report is due on/before the 30th of the month following each anniversary date of the contract.  Monthly, Quarterly, and Semi-Annual Progress Reports will not be submitted the month the Annual Progress Report is due.

	5.
	Annual Utilization Report
	1 electronic copy to CO
	Due on/before the 30th of the month following each anniversary date of the contract.

	6.
	Final Invention Statement
	1 electronic copy to CO
	Due on/before completion date of the contract.

	7.
	All reports and documentation including the invention disclosure report, the confirmatory license, and the government support certification
	1 copy to OPERA
	As required by FAR Clause 52.227-11.

	8.
	Draft Final and Final Report and Summary of Salient Results
	1 electronic copy to COR and CO
	Draft Final Report is due ___ calendar days prior to the completion date of contract.  

Final Report is due on/before the completion date of the contract.


b.
Other Reports and Deliverables (Delivery Schedule)
	Item
	Deliverables
	SOW Reference
	Recipient
	Delivery Schedule

	1.
	Draft and Final Study and Validation Protocols with SAP
	[insert SOW paragraph or task reference, i.e. 1.a.6.]
	1 elec. copy to COR
	15 calendar days prior to initiating each study.

	2.
	Draft Study and Validation Study Reports with Statistical Analyses (SA) 
	[insert SOW  paragraph or task reference]
	1 elec. copy to COR
	Within 30 calendar days after completion of each study.

	3.
	Draft and Final Stability Study Protocols
	[insert SOW paragraph or task reference]
	1 elec. Copy to COR
	15 calendar days prior to initiating each study

	4.
	Draft Stability Study Report
	[insert SOW paragraph or task reference]
	1 elec. Copy to COR
	Within 30 calendar days after completion of each study.

	5.
	All animals as described in Section C, and progeny
	[insert SOW paragraph or task reference]
	To be specified 60 days prior to contract completion 
	At contract completion

	6.
	Vaccine
	[insert SOW paragraph or task reference]
	To be specified 60 days prior to contract completion
	At contract completion


ATTACHMENT XX:  SECTION M - EVALUATION FACTORS FOR AWARD

PROJECT TITLE

RFP NUMBER

MANDATORY QUALITIFCATION CRITERIA (Delete this section, if not applicable.)
NIH views Mandatory Qualification Criteria or special contractor standards with concern because they restrict competition. Discuss the planned use of Mandatory Qualification Criteria in advance with the Contracting Officer. Use Mandatory Qualification Criteria only if clear, definite, and objective evidence for those criteria can be demonstrated by offerors.  Do not include criteria that require a subjective or qualitative assessment.  Note that these criteria will be evaluated by program and contract staff and NOT by peer reviewers. See the NIAID Mandatory Qualification Criteria for Offerors SOP for more information.
The Mandatory Qualification Criteria establish conditions that must be met  FORMCHECKBOX 
 at the time of receipt of the Original Proposal   FORMCHECKBOX 
 at the time of receipt of the Final Proposal Revision submission in the Office of Acquisitions, NIAID, in order for your proposal to be considered any further for award.  (Note:  Submission at the time of Original Proposal receipt is the preferred method for the NIAID.)
Listed below are the Mandatory Qualification Criteria.  The offeror must include all information that documents and/or supports the Mandatory Qualification Criteria in one clearly marked section at the front of the Technical Proposal.  Technical Proposals that are determined by the contracting officer’s representative and contracting officer not to meet the Mandatory Qualification Criteria will not be considered any further for award.

Mandatory Qualification Criteria:

Insert the criteria here in terms that will allow Program and contract staff to easily determine whether or not the Mandatory Qualification Criteria have been met.  

Justification for Mandatory Qualification Criteria:
Provide justification for the use of Mandatory Qualification Criteria. 
Documentation Required to Support Having Met the Mandatory Qualification Criteria: 
Describe the documents or information that offerors must provide to demonstrate that they meet the mandatory qualification criteria.

PRE-AWARD SITE VISIT OR SITE AUDIT (Delete this section, if not applicable.)
Include language for Pre-Award Site Visits or Site Audits only if applicable.
Offerors determined, upon completion of the scientific/technical peer review, to be in the Competitive Range may be subject to a pre-award site visit or auditing of their facilities and Quality Assurance and Quality Control (QA/QC) capabilities.  The decision to conduct a pre-award site visit or audit specific facilities will be made by the Contracting Officer’s Representative.  Offerors, including proposed subcontractors, will be requested to make all non-proprietary records, including previous regulatory inspection records, and staff available in response to a pre-award site visit or audit by the NIAID or its designee.  Due to timeline requirements, pre-award site visits may be made with short notice.  Offerors are expected to guarantee the availability of key staff or other staff determined by the Government as essential for purposes of this site visit.
TECHNICAL EVALUATION CRITERIA:
The evaluation criteria are used by the technical evaluation committee when reviewing the technical proposals.  The criteria below are listed in the order of relative importance with weights assigned for evaluation purposes. Subfactors are:

 FORMCHECKBOX 
 Listed in order of relative importance

 FORMCHECKBOX 
 Considered to be of equal importance
OFFERORS AND REVIEWERS ARE ADVISED TO REFER TO - Additional Technical Proposal Instructions – OF THIS SOLICITATION PACKAGE FOR GUIDANCE AND INFORMATION RELATED TO THE PREPARATION OF TECHNICAL PROPOSALS.

Edit Criteria as appropriate to mirror the corresponding sections of the Additional Technical Proposal Instructions. Weights are to be expressed as whole numbers (i.e., 35, 15, etc.), and not as a percentage of the total possible points (i.e., 35%, 15%, etc.).  Do not add the term “points.” 

Weights do not have to sum to 100.  Weights are not a percentage.  Select weights that best represent the contribution of the criterion to the overall evaluation of a proposal.

Criterion 1 describes the factors for evaluating the technical/scientific plan/approach.  Criterion 1 is followed by Scientific and Technical Personnel; Facilities, Equipment, and Other Resources; and Project Management.  These three criteria do not have to be presented in this order; present them in order of importance.  Other criteria may be added as necessary for the solicitation.
CRITERIA









WEIGHT
CRITERION 1:
TECHNICAL PLAN/APPROACH

(insert Weight)_______

Examples of beginning sentence(s) for this criterion include:

Demonstrated abilities and capabilities to fulfill the contract activities specified in the Statement of Work.  Specifically: (list the factors [and sub-factors, if necessary] to be evaluated)
or

Appropriateness, soundness, feasibility, and adequacy of proposed plans and procedures for performing the functions as specified in the Statement of Work, including understanding of problems and deficiencies, organizational experience, and the proposed plans and procedures for: (list the factors [and sub-factors, if necessary] to be evaluated)

Must include in accordance with NIH Guide Notice NOT-OD-15-103 - Enhancing Reproducibility through Rigor and Transparency:

Adequacy of proposed plan to address relevant biological variables, including sex, [if deemed necessary by the IC, additional variables may be included here] for studies in vertebrate animals and/or human subjects.
CRITERION 2:
SCIENTIFIC AND TECHNICAL PERSONNEL
(insert Weight)_______
Include separate sub-factors for the Principal Investigator and for Scientific and Technical Personnel.  For example:

A. Principal Investigator (PI):  Appropriateness and adequacy of the education, training, experience, expertise, qualifications and effort of the proposed PI with respect to: (list the scientific/technical capabilities required of the PI)

B. Scientific and Technical Personnel:  Appropriateness and adequacy of the education, training, experience, expertise, qualifications and effort for all proposed scientific and technical personnel, including proposed subcontractors, with respect to:  (list the scientific/technical areas of expertise required to carry out the functions delineated in the Statement of Work, e.g., clinical investigators, study coordinators, data entry and data management staff, information technology personnel, etc.)
CRITERION 3:
FACILITIES, EQUIPMENT, AND OTHER
(insert Weight)_______

RESOURCES

An example for this criterion is: 

Availability and adequacy of facilities, equipment, space and other resources, including those of subcontractors and consultants, necessary to satisfy and perform all of the requirements of the Statement of Work, including: (list the factors to be evaluated)

CRITERION 4:
PROJECT MANAGEMENT


(insert Weight)_______
An example for Project Management is: 

A.  Adequacy of the Project Management Plan in terms of staffing, organization, responsibilities, leadership and lines of authority.

B.  Suitability of systems proposed for tracking project activities and monitoring progress, timelines and budgets.

C.  Suitability of the plan for how the PI will communicate with the Contracting Officer’s Representative and the Contracting Officer, as well as establishing lines of communication between all performance sites and activities.

D.  Suitability of the plan for soliciting, evaluating, negotiating, awarding and managing any proposed subcontracts in accordance with Federal regulations.

E.  Adequacy of the plan to identify and remediate problems in subcontractor performance.

Additional sub-criteria may be included depending on the requirements of the project.  
TOTAL POSSIBLE WEIGHT:



  (insert Total Weight)_______
EVALUATION OF OPTIONS




(insert Weight)_______
If using Options, add after the total weight for the Base Period criteria for the evaluation of each Option.
TOTAL POSSIBLE WEIGHT (with Options):(insert Total Weight with Options)_______
OTHER EVALUATION FACTORS:

 FORMCHECKBOX 

COST/PRICE 


Required in all RFPs.

 FORMCHECKBOX 

PAST PERFORMANCE Use when past performance will be treated as a stand-alone factor and the evaluation of past performance information will be conducted independent of the technical evaluation (e.g., most RFPs). 
 FORMCHECKBOX 

SUBCONTRACTING PROGRAM EVALUATION CRITERIA


Use when the contracting officer elects to include the subcontracting plan as a scored evaluation factor.

SPECIAL CONSIDERATIONS:
 FORMCHECKBOX 

HUMAN SUBJECT EVALUATION

Required in all solicitations that involve human subjects. Includes Protection of Human Subjects from Research Risks, Women and Minorities, Children, and/or Data and Safety Monitoring.
 FORMCHECKBOX 

LIVE VERTEBRATE ANIMALS EVALUATION 
Required for R&D solicitations involving live vertebrate animals (including their use as a source of tissues).
 FORMCHECKBOX 

EVALUATION OF DATA SHARING PLAN

Required when the resultant contract will generate research data for which sharing of that data must be addressed by either proposing a data sharing plan or providing a justification for not sharing.
 FORMCHECKBOX 

EVALUATION OF PLAN FOR SHARING MODEL ORGANISMS FOR BIOMEDICAL RESEARCH

Required for RFPs that involve biomedical research of model organisms.
 FORMCHECKBOX 

EVALUATION OF FOREIGN CURRENCY OFFERS, FAR 52.225-17, (FEBRUARY 2000) 


Use if the use of other than a specified currency is permitted in the RFP. The CO must insert the source of the rate to be used in the evaluation of offers in Section M of the solicitation.
 FORMCHECKBOX 

EVALUATION OF ELECTRONIC AND INFORMATION TECHNOLOGY ACCESSIBILITY - SECTION 508

Required in RFPs for projects that involve the development, acquisition, maintainance, or use electronic and information technology (EIT) products and services subject to section 508 of the rehabilitations act of 1973 as amended, including EIT deliverables such as electronic documents and reports.
ATTACHMENT XX:  ADDITIONAL TECHNICAL PROPOSAL INSTRUCTIONS,
FORMAT FOR TECHNICAL PROPOSAL, and TABLE OF CONTENTS

PROJECT TITLE

RFP NUMBER

	It is strongly recommended that offerors use the following template as the Table of Contents for the Technical Proposal.  All information presented in the Technical Proposal should be presented in the order specified below.

These additional Technical Proposal instructions reflect the requirements of the solicitation and provide specific instructions and formatting for the Technical Proposal. While Section L of the solicitation provides a generic set of Technical Proposal instructions applicable to all NIH R&D solicitations, these instructions are tailored to the specific requirements of the RFP. The information requested in these instructions should be used to format and prepare the Technical Proposal, and should be used as a Table of Contents for your Technical Proposal.  Offerors should follow the instructions in Section L of the solicitation, and include the information requested here. 

Offerors are advised to give careful consideration to the Statement of Work, all reference materials, and attachments, the Technical Evaluation Criteria in Section M, and the solicitation as a whole in the development of their Technical Proposals.

Offerors proposing subcontracts to perform portions of the Statement of Work should clearly identify the specific tasks for which they plan to utilize subcontractors, as well as the method and level of integration/coordination between the prime Contractor and all proposed subcontractors, and the expected advantages of such an approach.

Offerors must refer to the solicitation Attachment entitled “Packaging and Delivery of the Proposal,” which details strict guidelines, including page limitations, formatting and layout of proposals, and prohibits the offerors use of links to internet web site addresses (URLs) to direct readers to alternate sources of information.

Include the Attachment “Packaging and Delivery of the Proposal”, with the SP.


TECHNICAL PROPOSAL – TABLE OF CONTENTS  

SECTION 1:  

1) PROPOSAL TITLE PAGE.  Include RFP title and number, name of organization, DUNS number, and identify if the proposal is an original or a copy.  Offerors that include in their proposals data that they do not want disclosed to the public for any purpose, or used by the Government except for evaluation purposes, shall also include the legend regarding Restriction on Disclosure and Use of Data prescribed by FAR 52.215-1(e)]
2) TABLE OF CONTENTS 

3) MANDATORY QUALIFICATION CRITERIA  (delete if not applicable) 
The Mandatory Qualification Criteria (MQC), identified in SECTION M of this solicitation, must be met  FORMCHECKBOX 
 at the time of receipt of the Original Proposal   FORMCHECKBOX 
 at the time of receipt of the Final Proposal Revision submission.

Documentation to support compliance with the MQC must be provided by the offeror and any proposed subcontractor(s). Include all information relevant to the MQC in this clearly marked section of your Technical Proposal.  Include copies of all materials necessary to demonstrate that you have met the MQC.
SECTION 2: TECHNICAL PROPOSAL OVERVIEW (suggested 3-page maximum)

Provide instructions to offerors to include a brief overview of the proposed program/service. For example:

Provide a brief overview of the Technical Proposal, including:

1) A brief description of the activities proposed by the offeror and all proposed subcontractors, including identification of all proposed subcontractors and a list of key personnel for the offeror and the proposed subcontractors with degrees, titles and role in the project.
2) By area of expertise, provide the total number of staff, the number available to be assigned to the contract for the offeror and all proposed subcontractors, and total number of additional staff to be hired and trained.
3) A brief description of the facilities and equipment to be made available by the offeror and all proposed subcontractors.  (As necessary indicate specific facilities, for example “…, including outpatient and inpatient clinical research facilities, clinical and research laboratory facilities, and research pharmacy facilities.”)
SECTION 3: TECHNICAL PLAN/APPROACH

The purpose of the Additional Technical Proposal Instructions Attachment is to provide supplemental, ancillary, and additional information not presented in Section L of the RFP.  Instructions presented in this Attachment should not duplicate Section L-Instructions, Conditions, and Notices to Offerors, but should focus on providing instructional guidance to offerors regarding the presentation of information specific to the solicitation.  Program should discuss with OA and OID staff the content of the Additional Technical Proposal Instructions to avoid duplication with Section L.

For each major SOW function or group of functions for which potential offerors should be evaluated, provide instructions for offerors to demonstrate, describe, etc. their technical approaches, scientific rationale, proposed methodologies, proposed plans and procedures, etc. to carrying out each task.  The order of items should be presented in a manner that will provide the most meaningful presentation for reviewers to evaluate technical merit of proposals, and does not necessarily have to follow the order of items in the SOW. 

It may be appropriate to include additional “Sections” of instructions for proposed plans/approaches that are tailored to the specific requirements of the solicitation.  For example, QUALITY CONTROL/QUALITY ASSURANCE SYSTEM/PLANS, and PROTOCOL IMPLEMENTATION AND OVERSIGHT might be more appropriate as individual Sections rather than as sub-sections under TECHNICAL PLAN/APPROACH.
For each sub-section under this section, indicate the corresponding SOW section.  For example, if sub-section A is Pharmaceutical Services, indicate as follows:

A.
Pharmaceutical Services (SOW section xx)
SECTION 4: SCIENTIFIC AND TECHNICAL PERSONNEL (edit instructions as appropriate)

Provide information relevant to document individual training, experience, qualifications and expertise necessary for the successful completion of all contract requirements.  Limit CVs to 2-3 pages and provide selected references for publications relevant to the scope of the contract.

1)
Principal Investigator (PI):  Describe the experience, training, expertise, and qualifications, and level of effort of the proposed Principal Investigator to lead and direct the activities to be carried out under this contract.  [If necessary, add:] In particular, address scientific and technical expertise in: [list specific areas of expertise that the PI must demonstrate].
2)
Other Key Scientific and Technical Personnel: Describe the experience, training, expertise and qualifications, as well as the level of effort, for all proposed key scientific and technical personnel. [If necessary, list specific areas of expertise that the other personnel must demonstrate.]
SECTION 5: FACILITIES, EQUIPMENT, AND OTHER RESOURCES (edit instructions as appropriate)
The Technical Proposal should document availability and adequacy of facilities, equipment, space and other resources necessary to carry out the Statement of Work, including: 

Identify any other desired information or request that the offeror provide a description of requested supporting documents. This section may also include instructions to demonstrate ability to comply with safety and safety training requirements. For example:

1) Location and features of facilities including a floor plan and a list of equipment and resources dedicated to the project for the prime contractor and any proposed subcontractors (lease or ownership information should be provided).

2) Identification and description of ALL support resources (including Information Technology systems) that will be required to effectively complete the SOW.

SECTION 6: PROJECT MANAGEMENT (edit instructions as appropriate)
1) Provide a Project Management Plan for the overall organization that addresses the planning, initiation, implementation, conduct, monitoring and completion of tasks identified in the Statement of Work.  If consultants and/or subcontractors are proposed, include a plan to manage, coordinate, and oversee the work performed by consultants and/or subcontractor(s).

2)
Provide a Staffing Plan that describes roles, responsibilities, and level of effort for all scientific and technical personnel, including all proposed subcontractors and consultants.  Provide an administrative and technical framework indicating clear lines of authority and responsibility for all proposed personnel.  Include a chart of the proposed organizational/management structure for the project.

3)
Describe the project management systems that will be used to track activities and to keep multiple activities on time and budget.  The plan must include a description of the quality control methods that will be used to ensure the effective and efficient initiation, implementation, management, and oversight of contract requirements.
4)
Outline how the PI (or Project Manager) will communicate with the Contracting Officer’s Representative and Contracting Officer and how the PI (or Project Manager) will communicate, monitor, and manage the project both internally and externally (at subcontractor facilities).  

SECTION 7: OPTIONS (if not applicable, delete)
Options should be presented as a separate part of the Technical Proposal and clearly identified as such.  

Provide instructions on what offerors are to include in the Technical Proposal to demonstrate/document capabilities and plans for the activities to be carried out under each Option, as well as personnel, project management, and facilities, equipment and other resources to perform the work under the Option(s).

List each Option that the Government reserves the right to exercise, for example:

1)
to add additional periods of performance (Term option -additional time to carry out the same work specified in the SOW within the Scope of the base period);

2)
to increase the services/quantities provided for in the base of the SOW (additional quantities of the same work specified in the SOW and within the Scope of the contract);and/or

3)
to add additional services/quantities different from the base period of the SOW
Example of a term option 

1)
OPTIONS 1 through X:  Extend the Term of the Contract (edit instructions as appropriate)

Discuss plans and procedures for continuing and providing the same services indicated in the Statement of Work beyond the contract base period. To address this option, offerors should describe the methods and procedures to maintain the operations specified in the Statement of Work beyond the base period, including retaining or recruiting necessary staff, and maintaining and/or acquiring required equipment and facility space.
Example of a quantity option.

2)
OPTION Y - Z: Increase Level of Effort (edit instructions as appropriate)
Discuss approaches for incrementally increasing the level of effort by [Insert Number] direct labor hours to respond to the need for unanticipated additional capacity related to the research conducted in accordance with the Statement of Work. Each increase should be a separate option.   
4) TRANSITION (edit instructions as appropriate)
Discuss approaches for providing an orderly, secure, and efficient transition of contract activities and contract-related data, documents and other materials from (initial transition) and to (final transition) another contractor in the event that a transition is required.
SECTION 8:  OTHER CONSIDERATIONS

This section of the  Technical Proposal should document other resources not covered in Sections 1 through 7 above necessary to carry out the Statement of Work, including: 

Identify any relevant information not requested elsewhere in the RFP, including a description of any requested supporting documentation. 

ATTACHMENT XX:  ADDITIONAL BUSINESS PROPOSAL INSTRUCTIONS 
AND UNIFORM COST ASSUMPTIONS
PROJECT TITLE

RFP NUMBER
	In addition to the format requirements for the Business Proposal that are contained in Section L of the solicitation, the information presented in this section of the RFP is intended to provide uniform cost assumptions and business clarifications.
Offerors are advised to give careful consideration to the Statement of Work, all reference material provided as attachments, the Technical Evaluation Criteria, and, the RFP as a whole, in the development of your proposal. The information requested in these instructions should be used as a guide for the development and formatting of your Business Proposal.  Offerors should consider and include the information requested here, as well as any other information which will benefit the proposal.




BUSINESS PROPOSAL – TABLE OF CONTENTS

SECTION 1 – PROPOSAL COVER SHEET (use form NIH 2043 identified in Section J of the solicitation)
SECTION 2 – COST OR PRICE SUPPORT
Section L of the RFP specifies the minimum documentation requirements for cost data and all cost related support. All related documentation should be included in a clearly marked section of the proposal.

SECTION 3 – UNIFORM COST ASSUMPTIONS

Complete all assumptions that apply. Delete any that do not apply.  Add others as necessary.

1)
Technical Cost Assumptions 

Include any assumptions specific to the technical requirements that have a cost impact, which should be consistent across proposals.  For example, the total cost per year for subject participation in clinical trials; the number of specimens to be collected; the number of candidates to be taken into pilot lot production in any given year of the contract period of performance; the number of IND(s) submitted to the FDA; the number and type of candidate(s) to move through process development, etc.

In preparing Technical Cost Assumptions for some contract recompetitions, it is important to distinguish between technical cost assumptions for those contract activities, and associated data and contract-generated materials, which will be assumed by a new contractor on the contract effective date versus technical cost assumptions for those contract activities that constitute new work.  For such recompetitions, it is often preferable to provide for two sections under the Technical Cost Assumptions – the first dealing with what will be “inherited” from the incumbent contractor and the second dealing with new work to be performed. For example:

A.
Ongoing Activities on the effective date of the contract - assume responsibility for the following:

For example, assume:

1. 5 Phase 2 clinical trials in development;

2. 10 INDs in the preparation stage; and

3. 2 audits in the planning stages.

B.
New activities during the contract period of performance – assume the following:

For example, assume:

1. 3 new Phase 2 clinical trials to be developed and implemented in each year of the contract period of performance; 

2. 5 new INDs to be prepared and submitted to regulatory authorities for each year of the contract period of performance; and

3. 5 audits for each year of the contract period of performance.  

2)
Travel   

Identify as separate items and provide uniform cost assumptions for each travel requirement, e.g., contract initiation meeting, annual progress review meetings, periodic meetings with the Contracting Officer’s Representative, travel associated with training requirements and clinical site monitoring visits.  Include the number of trips per year, location, number of days, and the number of Contractor/subcontract staff, as well as any external advisory group members for who travel expenses will be provided by the Contractor.

Examples (edit as appropriate):

A.
Contract Initiation Meeting: Assume one meeting in Bethesda, Maryland within three months after the effective date of the contract to discuss contract initiation.  Assume that this meeting will require a two-night stay and shall be attended by all of the Contractor’s key personnel.

B.
Training Workshops:  Assume 4 one-day training workshops per year for clinical site staff, to be held in the Bethesda, Maryland area, each requiring 4 presenters, including Contractor/subcontractor staff and consultants.

C.
Clinical Site Monitoring Visits:  Assume 15 two-day clinical site monitoring visits per year to domestic clinical trial sites, and 12 three-day clinical site monitoring visits per year to non-U.S. clinical trial sites – 7 visits in East Africa, 3 visits in South America, and 2 visits in Southeast Asia.  
3)
Special Shipping and Packaging 
Examples (edit as appropriate):

A.
Offerors should include a uniform cost assumption of [Insert Number] of (insert appropriate language depending on the specific RFP, e.g., clinical specimens, study products, etc.) per year to be labeled, packaged and shipped.

B.
Offerors should include a uniform assumption of [Insert Number] domestic shipments per year.
C.
Offerors should include a uniform assumption of [Insert Number] international shipments per year.   

D.
Offerors should include a uniform assumption of [Insert Number] of packaging and marking of specimens per year.

4)
Storage
Example (edit as appropriate):

A.
Offerors should include a uniform assumption of [Insert Number]new (insert appropriate language depending on the specific RFP, e.g., clinical specimens, study products, etc.) to be (insert appropriate language depending on the specific RFP, e.g., received, labeled, stored, inventoried, distributed, etc.) each year.
5)
Government Furnished Property
Check the appropriate box.

 FORMCHECKBOX 

Government Furnished Property is offered for this acquisition. 
The Contract Specialist will provide a listing of all Government Furnished Property that is offered for this acquisition, including property available to be transferred from incumbent contractor.  The Contract Specialist will include this listing as an attachment to the solicitation and potential offerors will be advised that this property is available to be transferred to the successful offeror.

 FORMCHECKBOX 

No Government Furnished Property is offered for this acquisition.

 FORMCHECKBOX 
  The purchase of Government Furnished Property will not be authorized as a direct charge under the resultant contract. 
SECTION 4 – OPTIONS (if not applicable, delete)
Each Option must be budgeted separately within the Business Proposal.  All uniform cost assumptions associated with Options are to be delineated here.

SECTION 5 - TABLE OF CONTENTS FOR DOCUMENTATION REQUIRED UNDER SECTION L OF THE SOLICITATION 
Refer to Section L of the solicitation for documentation requirements. All relevant documentation should be included in a clearly marked section of the proposal.

ATTACHMENT XX:  ADVANCE UNDERSTANDINGS
PROJECT TITLE
RFP NUMBER
Check the appropriate box.

 FORMCHECKBOX 

There are NO Advance Understandings applicable to this solicitation.
 FORMCHECKBOX 

The below Advance Understandings are applicable to this solicitation.
This section is used to specify requirements that the successful offeror must agree to before contract award.  These Advance Understandings will become part of the resultant contract.  Examples include confidentiality, intellectual property, publications, and any agreements that involve third party suppliers of materials for testing/screening under the contract.  The NIAID Office of Technology Development will work with Program Divisions, OA and OID to develop appropriate language and requirements.

ATTACHMENT XX:  ADDITIONAL RFP-SPECIFIC MATERIALS
PROJECT TITLE
RFP NUMBER
Check the appropriate box.

 FORMCHECKBOX 

There are NO RFP-Specific Materials applicable to this solicitation.
 FORMCHECKBOX 

The below RFP-Specific Materials are applicable to this solicitation.
Additional material specific to the RFP may be necessary to provide offerors with information relevant to the preparation of technical and business proposals.  Examples include descriptions of: past, current, and planned clinical research programs, clinical studies, or clinical trials; existing research support services contractors with whom the successful offeror will be required to interact; the specifications of the computer system(s), databases, and interfacing requirements;  the current inventory of items that will be transferred from the incumbent contractor to the new Contractor; etc.

If applicable, provide titles that accurately reflect the content of the additional RFP-Specific Materials, e.g., “DMID-FUNDED CLINICAL RESEARCH SUPPORT SERVICES CONTRACTS”).  All additional RFP-Specific Materials should be included in single documents (on separate pages) with appropriate titles to distinguish each component.

ATTACHMENT XX:  POTENTIAL SOURCE LIST

PROJECT TITLE
RFP NUMBER
If applicable, complete the information below for each incumbent contractor; if not applicable, delete.
 FORMCHECKBOX 

This requirement has an incumbent contractor(s):

Name:
____________________

Contract Number:
____________________
Address:
____________________


____________________
E-mail:
____________________

It is anticipated that offerors could be any of the following organizational type(s):

(Check all that apply)

 FORMCHECKBOX 

Commercial

 FORMCHECKBOX 

Non-Profit

 FORMCHECKBOX 

Educational
 FORMCHECKBOX 

Hospital
Potential Sources or offerors for this requirement are identified, below.
Provide a list of potential sources that have the requisite capabilities to submit a proposal.  Include the organization name, complete address, the point of contact or Principal Investigator name and degree, telephone and fax numbers, and e-mail address.

ATTACHMENT XX:  SOURCES SOUGHT NOTICE

PROJECT TITLE
RFP NUMBER
Sources Sought Reference Number:_____________________

This number will be inserted by the Contract Specialist.  The required numbering convention for Market Research Notices is detailed in Attachment A, HHS Standard Instructions for Completing FedBizOpps Sources Sought Notices and Requests for Information, to HHS Acquisition Policy Memorandum 2009-01.  OA staff must adhere to the HHS’ required numbering convention, but must also use NBS/PRISM to determine the correct numbers by following the procedure described in SOAP 09-003* NIAID OA Market Research Notices.
*Note: SOAP 09-003 is located on the OA Workspace (Restricted OA SharePoint site), which is only accessible to OA Staff.

Check as applicable

Type of Requirement 

 FORMCHECKBOX 

New Requirement
 FORMCHECKBOX 

Follow-on (Contract No.:______________)
 FORMCHECKBOX 

Other (specify):________________
Place of Performance

 FORMCHECKBOX 

Place of performance is unknown at this time

 FORMCHECKBOX 

Place of performance is known.  Address or general location:_______________
Recompetition (if applicable)

Provide the name and address of the incumbent contractor.

Contracting Office Address

Department of Health and Human Services, National Institutes of Health, National Institute of Allergy and Infectious Diseases, Office of Acquisitions, 5601 Fishers Lane, MSC 9821, Bethesda, MD, 20892-9821
Sources Sought Notice Information
The Instructions for preparing a Sources Sought Notice are described in HHS Standard Instructions for Completing the “Description” Field for FedBizOpps Sources Sought Notices and Requests for Information. These standard HHS instructions for completing a Sources Sought Notice must be followed.
The template below is designed for a Small Business Sources Sought notice, which is the type of notice most frequently used by the OA and most commonly employed with solicitations developed by the Extramural Scientific Research Divisions. Consult with OA if you are planning to post a Research and Development (R & D) Sources Sought notice, Sources Sought (non-R & D) notice or a Request for Information (RFI). 
Introduction 
This is a Small Business Sources Sought notice. This is NOT a solicitation for proposals, proposal abstracts, or quotations. The purpose of this notice is to obtain information regarding: (1) the availability and capability of qualified small business sources; (2) whether they are small businesses; HUBZone small businesses; service-disabled, veteran-owned small businesses; 8(a) small businesses; veteran-owned small businesses; woman-owned small businesses; or small disadvantaged businesses; and (3) their size classification relative to the North American Industry Classification System (NAICS) code for the proposed acquisition. Your responses to the information requested will assist the Government in determining the appropriate acquisition method, including whether a set-aside is possible. An organization that is not considered a small business under the applicable NAICS code should not submit a response to this notice.

As applicable, select the following headings (types of information) as the main text paragraphs for all notices. Use the format identified below. Provide the applicable information under each heading (Do NOT change heading titles) so that respondents can understand the potential requirement or proposed acquisition and respond with the appropriate information. Information that may be included for each of the paragraph headings is provided as a guideline.

Remember that this is not a solicitation for proposals.  Therefore, use the term “respondent” not “offeror” when referring to individuals or entities that will be responding to this notice.

Background
Briefly summarize any important background information about the potential requirement or proposed acquisition and its scientific/technical context in relation to the overall mission and/or applicable program.
Purpose and Objectives

Briefly describe the purpose, objectives, and goals of the potential requirement or proposed acquisition.

Project requirements

Summarize the potential requirement or proposed acquisition, including its scope, focus, technical/performance requirements or specifications, and any deliverables, reports, and/or data that may be required under any resultant contract. Highlight any areas of particular importance.

Anticipated period of performance

If known and applicable, cite the anticipated period of performance, including any option periods, and project phasing.

Other important considerations

Cite any other information that is necessary for potential respondents to understand the nature of the potential requirement or proposed acquisition. 

Capability statement / information sought
Clearly indicate whether respondents must provide, as part of their responses, a capability statement, “white paper,” and/or answers to questions/issues, etc. This may include requests for respondents to demonstrate (a) staff expertise, including their availability, experience, and formal and/or other training; (b) current in-house capability and capacity to perform the work; (c) prior completed projects of similar nature; (d) corporate experience and management capability; and (e) examples of prior completed Government contracts, references, and other related information.

Page Limitations:
Interested qualified small business organizations should submit a tailored Capability Statement not to exceed [Number] pages, excluding resumes. Capability Statements must not include links to internet web site addresses (URLs) or otherwise direct readers to alternate sources of information.  Font size must be 10 to 12 points. Spacing must be no more than 15 characters per inch. Within a vertical inch, there must be no more than six lines of text. Print margins must be at least one-inch on each edge of the paper. Print setup should be single-sided on standard letter size paper (8.5 x 11" in the U.S., A4 in Europe). All proprietary information should be marked as such.

Required Business Information:
· DUNS.

· Company Name.

· Company Address.

· Company Point of Contact, Phone and Email address 

· Current GSA Schedules and/or Government-wide Acquisition Contracts (GWACs) appropriate to this Sources Sought. 
· Do you have a Government approved accounting system?  If so, please identify the agency that approved the system.

· Type of Company (i.e., small business, 8(a), woman owned, veteran owned, etc.) as validated via the System for Award Management (SAM) located at https://www.sam.gov/index.html/#1. This indication should be clearly marked on the first page of your Capability Statement (preferable placed under the eligible small business concern’s name and address). 

Number of Copies:
Please submit one (1) electric copy of your response as follows:

All Capability Statements sent in response to this Small Business Sources Sought notice must be submitted electronically (via e-mail) to [Name of Contract Specialist], Contract Specialist, at [email address] in MS Word or Adobe Portable Document Format (PDF).  The e-mail subject line must specify [Sources Sought Reference Number].   Facsimile responses will not be accepted. 

Common Cut-off Date:
Electronically submitted tailored capability statements are due no later than [XX:XX AM/PM (Eastern Prevailing Time) on XX/XX/20XX]. CAPABILITY STATEMENTS RECEIVED AFTER THIS DATE AND TIME WILL NOT BE CONSIDERED.
Disclaimer and Important Notes

This notice does not obligate the Government to award a contract or otherwise pay for the information provided in response. The Government reserves the right to use information provided by respondents for any purpose deemed necessary and legally appropriate. Any organization responding to this notice should ensure that its response is complete and sufficiently detailed to allow the Government to determine the organization’s qualifications to perform the work. Respondents are advised that the Government is under no obligation to acknowledge receipt of the information received or provide feedback to respondents with respect to any information submitted. After a review of the responses received, a pre-solicitation synopsis and solicitation may be published in Federal Business Opportunities. However, responses to this notice will not be considered adequate responses to a solicitation.
Confidentiality

No proprietary, classified, confidential, or sensitive information should be included in your response. The Government reserves the right to use any non-proprietary technical information in any resultant solicitation(s).”
ATTACHMENT XX:  PRESOLICITATION NOTICE

PROJECT TITLE
RFP NUMBER
Check as applicable

Type of Requirement 

 FORMCHECKBOX 

New Requirement
 FORMCHECKBOX 

Follow-on (Contract No.:______________)
 FORMCHECKBOX 

Other (specify):________________
Place of Performance
 FORMCHECKBOX 

Place of performance is unknown at this time

 FORMCHECKBOX 

Place of performance is known.  Address or general location:__________________

Recompetition (Delete if not applicable)
Provide the name and address of the incumbent contractor.
Contracting Office Address
Department of Health and Human Services, National Institutes of Health, National Institutes of Allergy and Infectious Diseases, Office of Acquisitions, 5601 Fishers Lane, MSC 9821, Bethesda, MD, 20892-9821
Duration of contract:

______________ Years

If Options will be included, describe Options _______________________________

Anticipated award date:
_______________

Presolicitation Notice Information
Introduction

The National Institute of Allergy and Infectious Diseases (NIAID), National Institutes of Health (NIH), of the Department of Health and Human Services (DHHS) supports research related to the basic understanding of microbiology and immunology leading to the development of vaccines, therapeutics, and medical diagnostics for the prevention, treatment, and diagnosis of infectious and immune-mediated diseases.  The NIAID, [insert name of Division] has a requirement for [insert a brief description of the requirement].
Description
Prepare two to three paragraphs that provide a clear and concise description of the acquisition (goods, supplies or services) that is not unnecessarily restrictive of competition and will allow a prospective offeror to make an informed business judgment as to whether to consider the solicitation from FedBizOpps.  Typically, the Background and Introduction section of the Statement of Work provides sufficient information that it can be used here with minor editing.
Indicate whether any special contracting methods will be used, including any option or special clauses.  Include the estimated FTEs from the IGCE.  If Mandatory Qualification Criteria are required, indicate and discuss here.  Also, include a brief description of the criteria against which the proposals will be evaluated.  Include the paragraph below at the end of the Notice.
Any responsible offeror may submit a proposal which will be considered by the Agency.  This RFP will be available electronically on/about [insert date], and may be accessed through FedBizOpps http://www.fedbizopps.gov/.  This notice does not commit the Government to award a contract.  No collect calls will be accepted.  No facsimile transmissions will be accepted.
For solicitations where proposals will be received via the NIAID electronic Contract Proposal Submission (eCPS) website (ALL R&D solicitations MUST be in eCPS) add the following: 

For this solicitation, the NIAID requires proposals to be submitted via two methods: (1)

Disc (CD or DVD) and (2) Online via the NIAID electronic Contract Proposal Submission (eCPS) website. The content of the disc and online proposals must be identical. Submission of proposals by facsimile or e-mail is not acceptable.

For directions on using eCPS, go to the website https://ecps.nih.gov and then click on "How to Submit."
ATTACHMENT XX:  INDEPENDENT GOVERNMENT COST ESTIMATE (IGCE)

PROJECT TITLE
RFP NUMBER
Include the IGCE with the AP.  Work with your Contract Specialist to complete the IGCE Excel spreadsheet.  Use this page if needed, to explain or justify atypical or novel elements to the IGCE, (for example, if travel increases significantly in one contract out year; if a slow start-up is anticipated with significant acceleration of work in the out years).

The electronic Excel spreadsheet for the IGCE can be accessed on the NIAID Acquisition Planning Resources website.
 FORMCHECKBOX 

IGCE Attached

 FORMCHECKBOX 

IGCE Additional Information

The following justification explains unusual, atypical, or novel elements contained in the spreadsheet.

ATTACHMENT XX:  CONCEPT AND COUNCIL (R&D) OR 

EXECUTIVE COMMITTEE (NON-R&D) MINUTES

PROJECT TITLE
RFP NUMBER
Attach a hardcopy printout of the Concept and National Advisory Allergy and Infectious Diseases (NAAID) Council Minutes or NIAID Executive Committee Minutes. 

A copy of the Initiative Descriptor or Council Concept can be accessed from the Research Initiative Management System (RIMS):  http://rims.niaid.nih.gov/Home.aspx
For R&D Projects, concept approval is provided by the NIAID Council.  Minutes may be accessed at:  http://www.niaid.nih.gov/about/whoweare/councilcommittees/niaid_minutes/pages/default.aspx  

For non-R&D Projects, concept approval is provided by the NIAID Executive Committee.
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