Sample Letter to Unsuccessful Offerors - This Notice is sent PRIOR to contract award.








GSO/Procurement








(Post)








(Date)

(Name and Address of Unsuccessful Offeror)

VIA FAX AND REGISTERED MAIL

SUBJECT:  Solicitation No.    

                    (Title, for example, Local Guard Services for AMEMBASSY-Caracas)

Dear Sir or Madam:

The American Embassy - (Post name) has completed its analysis of the proposal(s) submitted in response to the subject solicitation.

[NOTE TO CONTRACTING OFFICER - CHOOSE ONE OF THE FOLLOWING, using the first if the proposal was so incomplete that it could not be evaluated, using the second if a competitive range is established.]
We regret to inform you that after careful consideration, we determined that your proposal is incomplete and did not conform to the solicitation.

OR

We regret to inform you that after careful consideration, we determined that your proposal is not in the competitive range.  Our decision is based on the technical and price factors established in [identify Section] of the solicitation. 

For your information, your proposal was excluded from further consideration for the following reason(s):  [Contracting officer shall state the general basis for the determination, listing main areas of deficiency (such as “Management Plan was not technically acceptable,” etc, but not in detail—if an unsuccessful offeror wants more detail, it can ask for a debriefing]

A proposal revision will not be considered.

We wish to thank you for the time and effort you devoted to participating in the subject solicitation and encourage your organization's participation in future procurements.

If you desire a debriefing in accordance with FAR 15.505, you must request the debriefing in writing within three days of receipt of this notice.

Questions should be addressed to [Contracting Officer] by fax on [FAX PHONE NUMBER] or to the following mailing address [ADDRESS].







Sincerely,







(name)







Contracting Officer

