Informal Proposal Writing Tips
NOTE: The below is provided for information purposes only.  This document does not constitute formal guidance or instructions, but is instead an informal collection of proposal writing tips based on the collective experience of the ECBC and ACC-APG CBRNE-MSC team.  If any of the information below contradicts information in a specific Request for Task Execution Proposals (RTEPs), follow the RTEP.
· Read and follow RTEP instructions carefully.  Instructions may differ between CBRNE-MSC task orders.
· Don’t view the proposal as a piece of marketing material.  CBRNE-MSC contract holders have already been determined to be qualified to perform this type of work.  Proposals should deal specifically with the firm’s qualifications and approach related to the specific solicited requirements.  
· Don’t put cost information in the Technical Proposal, even in the cover letter.
· Address each item requested in the Evaluation Plan.  Consider formatting your proposal to match the structure of the Evaluation Plan factor descriptions.
· Adhere to the page count.  Pages exceeding the page count will not be considered in the evaluation.
· Ensure that your proposal demonstrates a  full understanding of the requirements of the PWS and does not simply restate the PWS.
· If a matrix is used to summarize the contractor’s ability to meet each of the requirements in the RFP, each check box in the matrix must be supported by NARRATIVE within the proposal.
· Contact the Contracting Officer before including Conditions/Assumptions/Stipulations/Statement of Compliance Exceptions in your proposal. 
· Submit questions to the Contracting Officer if there are questions regarding specific requirements. 
· Spell check.
· Explain any competitive advantages/efficiencies and why your solution can meet (or exceed) the requirements.
· Consider using a BLUF format (bottom line up front).   State your conclusions/solutions first.  Secondly, explain why they were chosen.  Finally, explain how they will be executed.
· Be sure to explain how Past Performance projects are relevant to the solicited project.
· Don't assume that the Government knows your organization's capabilities, staff or the projects you have carried out.  The burden is on the offeror to convince the government your proposal meets or exceeds the requirements.  
· Ensure the proposed costs are reflective of the technical approach. (e.g. the technical proposal should sufficiently describe any efficiencies or  unique approaches which may result in any potential cost savings)
