O2K C/N:  _____________

DATE:  _____________


SAMPLE MEMORANDUM REQUESTING REQUIRER REVIEW OF PROPOSAL

Office Symbol

Memorandum for (Customer ~ may be COR or TM)

SUBJECT:
Request Customer Technical Review of Proposal

1.  Enclosed hereto and submitted for your evaluation is a technical proposal received in response to a Request for Proposal for the ​​​​​______(Project Title)_____ under Task Order ______________.    You are requested to review this proposal and provide comments as outlined below on or before _________.   If you have any questions, please call the undersigned at telephone no.

2.  Specifically, your review of the technical proposal should address whether the contractor has demonstrated the capability to perform the requirements of the Task Order Statement of Work.  Your review of the technical proposal should at a minimum address the following:

(a) Direct Labor - The reasonableness and necessity of the estimated person hours and labor categories proposed.  Please note any exceptions to hours proposed.

(b) Other Direct Costs – 

(1)  Travel - If proposed, the reasonableness and necessity of this requirement (e.g., are the proposed trips necessary to perform the Statement of Work.

(2) Computer Utilization - Reasonableness and necessity of estimates.  [reference Section G-6 of basic contract]

3.  A rationale for reasonableness determination for each element is required to support the evaluation.  
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