How to Bid on U.S. Contracts

An Easy Step by Step Guide through the US

Government Solicitation Process




Bidding on U.S. contracts 1s easy.
Follow our simple instructions and
you’ll be on your Way!




Step One:

® Check Solicitation Announcements on:

https:// uk.usembassy. gov/contracts

bassy. gavicontr acts/i html
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Ambassador Pre-Solicitation Notice for the redecoration and restoration of the Procurement Office

paneling in the Gold room at Winfield House, Outer Circle, Regents Park,

American Embassy
Contact the Embassy | ondon NW1 4RT. (2-page PDF / 72Kb)

24 Grosvenor Square

Contract London W1A 1AE
Solicitations The American Embassy London intends to issue a solictation (RFP =

Request for Proposal) for the above mentioned refurbishment works.
Deputy Chief of The magnitude of this project is estimated to be between £150,000.00
Mission and £250,000.00. Only companies specializing in this very specific field of
restoration work should apply for 2 solicitation package and present

Email: GSOLondon@state.gov
Fax: 0207894 0733

Embassy Sections Do met contact the Procurement Office for
proof of their qualifications and previous appropriate work. Visa enquiries.

Embassy Location Solicitation No. SUKS60-11-R-0214
Grosvenor Square These contact details are only for queries
regarding contract solicitations.
Holidays
See Also

Internships
More Federal government business opportunies may also be found at

Jeb Opportunities the Federal Business Opportunities (fedbizops.gov) website. ADOBE READER

New Embassy Download Free

All downloadable documents
on this page are provided in
PDF format. To view PDFs you
must have a copy of Adobe Acrobat
Reader. You may download a free version
by dlicking the link above.

Done: & mnternet




Step Two: Obtain Solicitation Package

* After being contacted by the U.S. Embassy or after
responding to an alert on the Embassy or consulate
website, you will receive an electronic package of forms
via e-mail that will contain all the specifications of the
project.

® The following items will be attached with your e-mail:
e Cover Letter
* Request for Quotation Form
e Statement of Work
e Standard Form 1442

° Application for Security Clearance




Explanation of Forms

e The package you will receive from the U.S. Embassy Procurement Office
will contain:

e A cover letter with the points of contact and phone numbers to arrange a
site visit plus the submission/due date for all bids.

* A Request for Quotation document which gives the provisions of the
contract. On the second page of this form (B.2), you will be asked for
the breakdown of your bid.

e The statement of work which will describe the actual work required in
detail with specifications and drawings (if applicable).

® On the Standard Form 1442 you will place the name of your company and
the total amount of your bid (net price and with VAT).This form includes
the timeline the work is expected to be completed.




Form

Step Three: Fill out Request for Quotation

® The Request for Quotation form gives the main contract provisions. On page two you
have to supply the breakdown of your bid. You only need to submit this page of the

Request for Quotation form.
Example of page two of a Request for Quotation

Total Met Price
200 VAT

L] SECTION B— SUPPLIES SERVICES AND PRICES/COSTS
Total Price

RFP=SUK560-11-Q-0992

SECTION B - SUPPLIES OR SERVICES

1. Fill in Total Net 31 OSYIRACTPRICE

The dqutractor shall complete all work, including furnishing all labor, material, equipment
and serNges. unless otherwise specified herein, required under this contract for the

P : 2 00/ ‘ 7 A T following\iem fixed price and within the time specified herein. This price shall include all
rl Ce ’ 0 . . labor, mater(s, overhead. profit and if applicable, Value Added Tax (VAT).
Total Net Price

and the total 20% VAT

Total Price
. Detailed Cost Breakdown
COI | Iblned Cost Of Project Element | Material Labour Costs| Overhead | Profit Total
Costs
. Rep! ent of
your bld . Electric e
Heaters at
Danesfort House
Belfast. .
Detailed Cost Breakdown
Project Element | Material
Costs
VAT
20.0%
Total

B2 TYPE OF CONTRACT
This contract 1s a firm fixed price contract payable in British Pounds. No additional sums
will be payable on account of any escalation in the cost of materials, equipment or labor, or
because of the contractor's failure to properly estimate or accurately predict the cost or
difficulty of achieving the results required by this contract. Changes in the contract price or
time to complete will be made only due to changes made by the Government in the work to
be performed. or by delays caused by the Government.

Payments based on quantities and unit prices will be made only to the extent specifically
provided in the contract.

‘ THE REPLACEMENT OF ELECTRIC STORAGE HEATERS AT DANESFORT HOUSE.

Labour Costs | Overhead | Profit Total

2. Fill out Detailed Cost

Breakdown

This is the only page for
the Request for
Quotation form you
need to send in!




Step 4: Fill out Standard Form 1442

® The Standard Form 1442
needs the entry of total bid
including VAT plus address,
date and signature.

e Fill out sections 14 — 20c.
That’s 1t!

53.301-1442
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Example of Standard Form 1442
page two




Finishing up

* Send the addressed
cover sheet provided,
with the contact details
listed in the cover letter,
date for submission and
unique quotation
number attached to
your envelope for
submission of the bid.

THE CONTRACTING OFFICER
UNITED STATE EMBASSY

24 GROSVENOR SQUARE
LONDON W1A 1AE
SOUK560-11-Q-XXXX

TENDERTO BE OPENED 12 NOON 27 June 2011

QUOTATION ENCLOSED
AP

Example of a Cover Sheet




Finishing Up continued

e In all cases when work i1s carried out on our
premises, an Application for Security Clearance will
always be required for any individual that is not

already cleared by our Regional Security Office.
While this form is not necessary for the submission
package, it will however be required once the bid is
awarded.

e Return the forms with quotations and points of
contact for questions about the bid process or the
technical aspects of the work required.




e
Points of Contact

¢ Procurement: Contact the specified procurement analyst on

bottom of cover sheet if you have any questions.




