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[bookmark: _Toc100001]Drafting notes (remove this page before submitting)
Draft, review before submitting. This is a shell built by pattern from the solicitation and from your own WARNO profile and uploaded documents. It contains no text written for you.
Volumes and sections carry the names and the order that Section L uses.
Under each heading: the requirements it must answer (ids refer to the Compliance Matrix workbook), quotes copied word for word from your own documents, and "[need from you: ...]" where you must write. Delete the drafting boxes once a section is written.
Past performance, key personnel, certifications, clearances, prices and all narrative come from you. Nothing here was invented, and nothing predicts the award.
Forms, representations, amendment acknowledgments and attachments are numbered enclosures at the end.
[bookmark: _Toc100002]Volume I - Technical Approach
Drafting box. Named in EXAMPLE RFP EXAMPLE-26-R-0000.pdf, page 3. Page limit: 15 pages (EXAMPLE RFP EXAMPLE-26-R-0000.pdf, page 3).
	ID
	What the solicitation requires here
	Source
	Answered in

	I-2
	Volume I - Technical Approach The Technical Volume shall not exceed 15 pages.
	EXAMPLE RFP EXAMPLE-26-R-0000.pdf, p. 3
	[need from you: where in this section]

	I-3
	The offeror shall describe its management approach and its staffing plan.
	EXAMPLE RFP EXAMPLE-26-R-0000.pdf, p. 3
	[need from you: where in this section]

	E-1
	SECTION M - EVALUATION FACTORS FOR AWARD Award will be made on a best value tradeoff basis.
	EXAMPLE RFP EXAMPLE-26-R-0000.pdf, p. 4
	[need from you: where in this section]

	E-2
	Factor 1: Technical Approach Factor 2:
	EXAMPLE RFP EXAMPLE-26-R-0000.pdf, p. 4
	[need from you: where in this section]

	E-5
	Factor 2 is more important than Factor 3.
	EXAMPLE RFP EXAMPLE-26-R-0000.pdf, p. 4
	[need from you: where in this section]

	R-1
	SECTION C - PERFORMANCE WORK STATEMENT The contractor shall provide facility support services at the Example Operations Center, a made-up site.
	EXAMPLE RFP EXAMPLE-26-R-0000.pdf, p. 2
	[need from you: where in this section]

	R-2
	The contractor shall provide ten full-time positions: three program analysts, two administrative assistants and five facility technicians, for about 18,800 hours per year.
	EXAMPLE RFP EXAMPLE-26-R-0000.pdf, p. 2
	[need from you: where in this section]

	R-4
	The contractor shall maintain a monthly status report and deliver it to the contracting officer's representative by the fifth business day.
	EXAMPLE RFP EXAMPLE-26-R-0000.pdf, p. 2
	[need from you: where in this section]

	R-5
	The contractor shall respond to a service request within four hours during business hours.
	EXAMPLE RFP EXAMPLE-26-R-0000.pdf, p. 2
	[need from you: where in this section]

	R-6
	The contractor shall protect all government-furnished information in accordance with the clauses in Section I.
	EXAMPLE RFP EXAMPLE-26-R-0000.pdf, p. 2
	[need from you: where in this section]



From your documents (word for word, edit and check):
“Past performance EXAMPLE contract 0001 (made up): facility support services for a made-up agency, 2023 to 2025, about 40 staff, no cure notices.” (Example capability statement.docx)
“Capability statement Example Company LLC (made up)” (Example capability statement.docx)
“Certifications Example small business certification (made up).” (Example capability statement.docx)
[need from you: your narrative for Volume I - Technical Approach: approach, proof and past performance, from your own documents]
[bookmark: _Toc100003]Volume II - Past Performance
Drafting box. Named in EXAMPLE RFP EXAMPLE-26-R-0000.pdf, page 3. No page limit found in the documents read.
	ID
	What the solicitation requires here
	Source
	Answered in

	I-4
	Volume II - Past Performance The offeror shall provide up to three examples of recent and relevant past performance.
	EXAMPLE RFP EXAMPLE-26-R-0000.pdf, p. 3
	[need from you: where in this section]

	E-3
	Past Performance Factor 3:
	EXAMPLE RFP EXAMPLE-26-R-0000.pdf, p. 4
	[need from you: where in this section]



Copied from your WARNO profile. Keep the ones that fit; add the facts the solicitation asks for (customer contact, value, relevance).
	Agency
	What you did
	Contract #
	Role

	Example agency (made up)
	EXAMPLE contract 0001 (made up)
	
	



[need from you: your narrative for Volume II - Past Performance: approach, proof and past performance, from your own documents]
[bookmark: _Toc100004]Volume III - Price
Drafting box. Named in EXAMPLE RFP EXAMPLE-26-R-0000.pdf, page 3. No page limit found in the documents read.
	ID
	What the solicitation requires here
	Source
	Answered in

	I-5
	Volume III - Price Offerors must provide a fully burdened hourly rate for each labor category.
	EXAMPLE RFP EXAMPLE-26-R-0000.pdf, p. 3
	[need from you: where in this section]

	I-6
	Offerors shall acknowledge every amendment on the SF 30.
	EXAMPLE RFP EXAMPLE-26-R-0000.pdf, p. 3
	[need from you: where in this section]

	E-4
	Price Factor 1 is more important than Factor 2.
	EXAMPLE RFP EXAMPLE-26-R-0000.pdf, p. 4
	[need from you: where in this section]

	R-3
	The contractor shall pay the wage determination rates attached as Attachment 1 (made up for this example).
	EXAMPLE RFP EXAMPLE-26-R-0000.pdf, p. 2
	[need from you: where in this section]



From your documents (word for word, edit and check):
“Who we are Example Company LLC (made up) is a made-up company used only to show an example file.” (Example capability statement.docx)
Price: no figure is proposed here. Use the Labor Pricing worksheet as a planning aid, then [need from you: your price schedule and basis of estimate]
[bookmark: _Toc100005]Requirements that apply to the whole proposal
Drafting box. General Section L instructions (due date, format, how to submit) and requirements that could not be tied to a section. Check each one is met.
	ID
	Requirement
	Source
	How you meet it

	I-1
	SECTION L - INSTRUCTIONS TO OFFERORS Offerors shall submit proposals electronically by the due date in the notice.
	EXAMPLE RFP EXAMPLE-26-R-0000.pdf, p. 3
	[need from you: how or where]



[bookmark: _Toc100006]Enclosures
Forms, representations and certifications, amendment acknowledgments and attachments, numbered in the order below. The list comes from references in the solicitation documents: [need from you: compare it with the instructions; add any form this list missed]
	Enclosure
	Where the solicitation asks for it
	What goes here

	Enclosure 1: Compliance cross-reference
	The Compliance Matrix workbook, one row per Section L instruction, Section M statement and shall/must requirement, with document and page.
	Your [need from you: final matrix with the section where each row is answered]

	Enclosure 2: SF 30 (Amendment of Solicitation / Modification of Contract)
	Referenced in EXAMPLE RFP EXAMPLE-26-R-0000.pdf, page 3.
	[need from you: the completed, signed item, or note that it does not apply]

	Enclosure 3: Amendment acknowledgments
	No amendments were found in the documents read.
	[need from you: check SAM.gov for amendments before you submit, and acknowledge each]



[bookmark: _Toc100007]Enclosure 2: SF 30 (Amendment of Solicitation / Modification of Contract)
[need from you: the completed, signed item, or note that it does not apply]
[bookmark: _Toc100008]Enclosure 3: Amendment acknowledgments
[need from you: check SAM.gov for amendments before you submit, and acknowledge each]
[bookmark: _Toc100009]Open items
Section not written: Volume I - Technical Approach
Section not written: Volume II - Past Performance
No price is proposed. [need from you: your price volume]
1 requirements apply to the whole proposal or could not be placed. Check each.
2 enclosures to complete.
No page limit was found for: Volume II - Past Performance; Volume III - Price. Check the instructions.
Past performance, key personnel, certifications, clearances, prices and all narrative text: [need from you: from your own documents. Nothing here was written for you or made up]
Example Company LLC (made up)  |  Page 1
