[bookmark: _GoBack]E-MAIL REQUEST FOR PROPOSAL (Traditional or Multiphase – Phase 2) 
 
To: Contracting Officer or Contract Specialist 
 Cc: ProTech@noaa.gov  	Comment by Jacquie O: Verify address
 Bcc: All ProTech Contractors [insert NOAA client’s e-mail address] 
 Subject: Request for Technical and Cost Proposal [identify traditional approach or multiphase approach – Phase 2]  [Insert Title of SOW] 
 Contractor selection for this acquisition, entitled Title of SOW, will be made using [cite whether using a traditional approach or Phase 2 of the multiphase approach] under the ProTech contract.  The domain for this effort is [insert name of Domain].  You are requested to submit a technical and separate full pricing proposal for the effort described on the attached statement of work/statement of objectives/performance work statement.  Responses are due by [insert time on insert date on which responses are due].  There will be no exceptions to the time and date on which responses are due, unless determined otherwise by the Government. 
Offerors are limited to no more [insert page limitation, typically no more than 15 pages] for your response, subject to adjustment at the discretion of the task order contracting officer based on the size, scope and complexity of the task order.  The request may also include an oral presentation if it is determined to be beneficial to the evaluation.  A complete price/cost proposal must be submitted, with no page restrictions.  Your response must be submitted within [insert number of days, typically eight days, which may be adjusted based on the scope/complexity of the requirement and the needs of the customer.  Also include whether an oral presentation will be required.] 
 Your response, technical and pricing, should be forwarded electronically to the task order contracting officer no later than the date specified above.  When responding, please include Title of SOW on the subject line.  To verify receipt of your response, please contact me either by e-mail or telephone. 
 We thank you for your continued support of the ProTech Program, and for your consideration of submitting a response to this request. 
 
Sincerely, 
 
[Insert name of contracting officer/contract specialist]    [Insert contracting officer/contract specialist’s phone number]     [Insert contracting officer/contract specialist’s email address] 
 
Attachments (Instructions to Offerors; SOW/SOO/PWS)
