                                      SAMPLE FORWARDING MEMORANDUM

MEMORANDUM                                                                                     ______________

                                                                                                                              Date

From:  Contracting Officer

To:      Technical Code

Subj:  UNSOLICITED PROPOSAL FROM ABC COMPANY

Ref:    (a) Federal Acquisition Regulation (FAR) 15.6

Encl:   (1) ABC Company Proposal No.  99009900.A dtd 26 FEB 00, DEF (V-4) 

                 Full-Operational Capability

1. The subject unsolicited proposal was received by our office on _____________.  While it is the policy of the government to encourage submission of new and/or innovative ideas the proposal must be evaluated and meet certain criteria to be considered valid and desirable.   Pursuant to reference (a), the unsolicited proposal provided as enclosure (1) is forwarded for technical evaluation.  

2. As required by FAR 15.606-1, please perform an initial review to determine if the proposal is valid.  If the proposal is not valid please inform the Contracting Officer in writing of the reasons for rejection.  A proposal is valid if it:  

a.  Is an innovative and unique proposal independently originated and developed by the offeror.  

b. Is not for a known agency requirement that is suitable to be competed;

c.  Is related to Spawar’s mission; 

d.  Contains sufficient technical and cost information for evaluation;

e.  Has been approved by a responsible official or other representative authorized to obligate the offeror contractually; and

f.  Complies with the marking requirements of FAR 15.609, Limited Use of Data.

3.  If the proposal is valid, please perform a comprehensive evaluation of the proposal and provide written results of your evaluation to the Contracting Officer.  The comprehensive evaluation should include consideration of the following factors: 

a. The unique, innovative, and meritorious methods, approaches, or concepts demonstrated by the proposal;

b. The potential contribution of the effort to SPAWAR’s specific mission;

c.  The offeror's capabilities, related experience, facilities, techniques, or unique combinations of these that are integral factors for achieving the proposal objectives;

d.  The qualifications, capabilities, and experience of the proposed principal investigator, team leader, or key personnel critical to achieving the proposal objectives; and 

f.     The realism of the proposed cost.

4.  All government personnel must exercise care to ensure that the information contained in the proposal is not disclosed outside the Government.  Handling and disclosure of the proposal shall be in accordance with the instructions described in the statement on page (3) of this memorandum and a copy of this statement should be attached to enclosure (1) at all times, unless the offeror clearly states in writing that no restrictions are imposed on the disclosure or use of the data contained in the proposal.

5.  You are requested to provide your evaluation to the undersigned not later than ____________.  Please contact the undersigned at ____________ if you have any questions.

                                                                  Signature

                                                                  Contracting Officer

              Unsolicited Proposal - - Use of Data Limited

All Government personnel must exercise extreme care to ensure that the information in this proposal is not disclosed to an individual who has not been authorized access to such data in accordance with FAR 3.104, and is not duplicated, used, or disclosed in whole or in part for any purpose other than evaluation of the proposal, without the written permission of the offeror.  If a contract is awarded on the basis of this proposal, the terms of the contract shall control disclosure and use.  This notice does not limit the Government’s right to use information contained in the proposal if it is obtainable from another source without restriction.  This is a Government notice, and shall not by itself be construed to impose any liability upon the Government or Government personnel for disclosure or use of data contained in this proposal.

