Evaluation Team Engagement Email Language for the Schedule, Site Logistics, Roles, Expectation Items of the Evaluation Process


#1 - Evaluation Team Email Notification (SAMPLE)

All –

Congratulations on being selected as a member of the Source Selection Board for RFQ#XXXXXX, Titled XXXXXXXXXXXX.  You input will be critical in determining the successful awardee for this acquisition for the (Org). 

Please find attached the Source Selection Plan (SSP) and a Non-Disclosure Agreement (NDA) Form for RFQ#XXXXXX, Titled XXXXXXXXXXX.  This SSP will guide you through the process of your source selection scheduled to begin on Monday, August 19, 2019.  We will begin the Source Selection Evaluations at 9:30am Pacific Standard Time. Conclusion will be no later than 5pm.  Please plan accordingly. 

The address for the Source Selection is as follows: 301 S. Howes St., Suite 321, Fort Collins, CO 80521.  This is a secure building so you will need to call XXX-XXC-XXXX for entry as you pull into the parking lot.  You may park anywhere in the parking area for this location. 

Please read, sign, and return a PDF copy of the attached two documents: Source Selection Plan and NDA form.  They will be needed prior to the source selection beginning. 

Additionally, please let me know if there are any additional questions or if I may be of further assistance. 
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#2 - Evaluation Team Email Notification (SAMPLE)

You have been selected to be a member of the Source Selection Evaluation Board for the competition and award of (requirement).  Attached is a copy of the Source Selection Plan and a Non-Disclosure Agreement, complete the NDA and return to me via this email by COB (5 business days from today’s date and I set a reminder in Outlook).  Review the Source Selection plan, so we are prepared for solicitation reviews bright and shiny on the first day.    

Please accomplish the following:
- Bring your laptop computer to board-don’t forget power cord.
- Electronically sign attached NDAs and email to me.  
- Read the attached power point briefing.  It should give you a little info on what to expect.
- Review attached Tech Go No Go checklist (Print out a copy) (Copy will also be on your USB drive).
- Review attached RFQ & PWS (Print out to reference during board) (Copy will also be on your USB drive). 

Please see time and locations below:

Tuesday, September 3 to Friday September 6
- Tuesday, September 3, Emil’s travel day
- Wednesday September 3 to Friday September 6 Evaluation Board
   -- Wednesday, 8:00 AM to 4:30 PM (Please be on-time)
   -- Thursday, 8:00 AM to as determined on Wednesday
   -- Friday, 8:00 AM to 1:30 PM 

Location 
Patriot Plaza III
USDA – DA / OCP / POD
355 E Street, S.W.,  10th Floor – POD (Look for sign)
Washington, D.C. 20024-3243

Bring your laptop to the evaluation-don’t forget power cord.
- The quote packages will be on thumb drives and hard copy

Contact info
Emil E. Abraham, Contract Specialist, (C) 307.421.6964 | emil.abraham@usda.gov 
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