                     SAMPLE "OFFER LETTER"
FROM AGENCY NAME (ON AGENCY LETTERHEAD)

Date

TO: U.S. SMALL BUSINESS ADMINISTRATION 

300 Ala Moana Blvd., Suite 2-235 

Honolulu, HI 96850-4981

Attn: 8(a) Business Development Program

RE:  RFP or Reference No. ____

The__________________________ has a requirement for ___________________________________________.

          (Your Agency) 




(description of goods/services)

A copy of the Statement of Work is enclosed. The following is furnished for your information: 

a. Description of the work to be performed is ___________________________________________________.

b. The estimated performance period is _________________________________________________________.

c. The North American Industry Classification System NAICS) Code that applies to the principal nature of the acquisition is _____________________________________.

d. The anticipated dollar value of the requirement, including options (if any) is:  ______________________.

e. The following special restrictions or geographical limitation apply:  ______________________________.

f. For construction, include the location of the work to be performed: _______________________________________________________________

g. The following special capabilities or disciplines are needed for contract performance: _______________ ________________________________________________________________________________________.

h. The type of contract (e.g., firm fixed priced, cost reimbursements, etc.) contemplated is _________________________________________________________.

i. To assist SBA in determining “Suitability for 8(a) contracting” and “Impact Determination,” the following additional information is submitted:

i. 
Procurement history (new/follow-on, etc.)  (For follow-on requirements, include the name and

address of any small business contractors that have performed this requirement during the previous 

24 months): ______________________________________________.

       ii.
Public solicitation for the procurement has/has not (select one) been issued to the small business 

community as a small business set-aside, a small disadvantaged business set-aside, or HUBZone set-aside, 

and that other public communication (such as a notice in the FedBizOpps) has/has not (select one) shown 

this agency’s clear intent to use any of these means of procurement.  (Note:  the requirement can only be 

accepted by SBA if it has not been advertised.)
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j.    (For sole source requirement) This agency is offering this requirement to the 8(a) program on behalf of 

_____________________________.  (Include justification for such recommendation, i.e.,

(Name of 8(a) concern) 




      (Name of 8(a) Concern), through its own efforts, marketed the requirement and caused it to be reserved for the

      8(a) program; or the acquisition is a follow-on or renewal contract, and (Name of 8(a) Concern) is the

      incumbent.

      (For competitive requirement) This agency is offering this requirement to the 8(a) program through

      competition.  The reason for this is that the anticipated dollar value of the acquisition requires that it be a 

      competitive 8(a) procurement


k.    Bonding requirements are:  (If applicable)_____________________________________________________

l.    (Name of all known 8(a) concerns, including HUBZone 8(a) concerns) have expressed an interest in 

being considered  for the specific requirement.  (If applicable)

m.  (SBA field offices) have asked for the acquisition for the 8(a) Program. (If applicable) 

n.   Request this requirement which has an estimated contract value under the applicable competitive 

       threshold be awarded as an  8(a) competitive procurement.  (If applicable, justification is required.) 

o.   Request this requirement which has an estimated contract value above the applicable sole source

      threshold be awarded as a 8(a) sole source procurement.  (If applicable, justification is required.) 

p.    Any other information that the procuring activity deems relevant.

We are processing this requirement pursuant to the Partnership Agreement between the U.S. Small Business Administration and the (Your Agency, i.e. Department of Defense, Department of the Interior).  Please provide your acceptance or rejection of this offering within five working days of receipt of the offering.

(For sole source requirement) Please include size verification and a determination of the above mentioned firm’s program eligibility.  After receipt of your acceptance, we will solicit the proposal, conduct negotiations and award the contract directly to the 8(a) firm.

 (For competitive requirement) Upon acceptance, we will solicit offers, conduct source selection and, upon receipt of an eligibility verification, award a contract directly to the selected 8(a) firm.

Should you have any questions, please contact (Name of Contracting Officer), (phone and fax numbers and e-mail address).

Sincerely,

Contracting Officer

Enclosure/Attachment (Statement of Work)
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