
[Date] 

Matters for Discussion 

[date / same as letter] 

RFP # [number] 

Concerns regarding Proposal of [name of offeror]

A. We have identified the following deficiencies in your proposal that will result in rejection as non-responsive unless corrected. You may address these deficiencies by submitting revisions to any aspect of your proposal, but only to the extent such revisions are necessary to resolve the deficiency identified. 

1. x 

2. x 

B. We have identified the following uncertainties in your proposal that could render your proposal non-responsive. You may address these uncertainties by submitting revisions to any aspect of your proposal, but only to the extent such revisions are necessary to resolve the uncertainty identified. 

1. x 

2. x 

C. We suspect that your proposal includes the following mistakes. If a mistake was made, you may correct the mistake by submitting revisions to any aspect of your proposal, but only to the extent such revisions are necessary to resolve the mistake identified. If no mistake was made, please confirm that no mistake was made. 

1. x 

2. x 

[Instruction to procurement Officer:]


1.  For any area with no concerns, state “None”

2.  For each item, identify the exact language in the proposal to which the concern is addressed.

3.  For items identified as uncertainties, explain the reason for the uncertainty.

4.  For items identified as mistakes, identify the language in the proposal that lead someone to suspect a mistake and why.

