
2025 GUIDE

PROPOSAL WRITING
GUIDE TO SUBMITTING GOVERNMENT CONTRACT PROPOSALS

A practical, step-by-step playbook for preparing
competitive and compliant U.S. federal proposals—usable
by very small firms and seasoned contractors alike.
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By the end of this guide, you will be able to:

Find federal contract opportunities and pre-solicitation notices, and recognize

announcement types (Sources Sought, RFI, Presolicitation, Solicitation,

Amendments, Award).

Distinguish RFP (Request for Proposals), RFQ (Request for Quotations), and

IFB (Invitation for Bids) and respond appropriately to each.

Align your proposal to Section L (Instructions to Offerors) and Section M

(Evaluation Factors) so evaluators can quickly verify compliance.

Build persuasive Technical, Management/Staffing, Past Performance, and

Price/Cost volumes with the level of detail the Government expects.

 Avoid common pitfalls (late submissions, missing certifications or licenses,

non-responsive content) and request/use debriefings effectively after award

decisions.

Learning Objectives
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Quick Start Guide 
1.Register in SAM.gov and keep it current. Complete your entity registration,

obtain your UEI, list your NAICS codes, and complete Representations &
Certifications (Reps & Certs). Keep POCs and banking info current. If you
need help making sure your registrations are completed correctly and fully
optimized for visibility—including ensuring the right NAICS codes are listed—
FedBiz Access can assist.

2.Build your compliance toolkit. Create standard templates: a Compliance
Matrix, Past Performance write-ups, Resumes, Risk Register, Basis-of-
Estimate (BOE), Subcontracting Plan (if applicable), Quality Plan, and a
standard Security/Privacy statement for handling FCI/CUI when required.

3.Use SAM.gov → Contract Opportunities. Save searches by NAICS,
keywords, PSC, set-aside type, place of performance, and agency. Turn on
email alerts. In addition, AI-driven market research platforms like FedBiz365
provide deeper insights, help you discover hidden opportunities faster, and
send automatic alerts for relevant opportunities—making them powerful tools
to supplement SAM.gov.

4.Respect deadlines—late is late. Submit at least one business day early
when possible and verify receipt. If an upload portal is used, budget time for
slow transfers and maintenance windows.

5.Respond to Sources Sought/RFIs. These shape the eventual solicitation
and help the agency confirm small-business availability. Provide concise
capabilities, relevant past performance, and constructive feedback on draft
requirements.
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A. Set up SAM.gov: 
Create a free login to save searches and set alerts. Complete/renew entity
registration annually or when prompted.

B. Build effective searches: 
By NAICS (e.g., 561720 for Janitorial), keywords (e.g., “custodial”), set-
aside (e.g., WOSB, SDVOSB), agency, state/region, and estimated value.
Save multiple variants (broad and narrow). Review alerts daily or on a set
cadence.

C. Understand notice types and how to act: 
Sources Sought / RFI – Market research. Reply with capabilities, similar
projects, and realistic ROMs if requested. Suggest performance metrics or
clarifications (professionally).
Presolicitation – Heads-up that a solicitation is coming; start your
compliance matrix and teaming conversations now.
Solicitation – The actual request (RFP/RFQ/IFB). Download all
attachments and amendments.
Amendment – A change. Read immediately and acknowledge/adjust your
proposal.
Award Notice – Who won and sometimes at what price; save for
competitive intelligence.

D. Alternative tools: 
Beyond SAM.gov, FedBiz365 offers AI-driven market research capabilities:
real-time insights into buyers and competitors, predictive alerts for
upcoming opportunities, and faster discovery of relevant solicitations.
FedBiz365 also provides search capabilities for all SLED (State, Local, and
Education) contract opportunities not found in SAM.gov, which only
provides federal opportunities. For contractors seeking a competitive
edge, platforms like this complement SAM.gov.

1) Finding and Tracking                       
     Opportunities (Step-by-Step)
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IFB (Sealed Bidding, FAR Part 14): Award to the lowest-priced,
responsive, responsible bidder that meets the exact terms. Minimal or no
discussions. Focus on strict conformance and competitive pricing.
RFQ (Simplified Acquisitions, FAR Part 13): Quotes for relatively simple or
commercial buys. The Government evaluates quotes against stated
factors; streamline your response.
RFP (Negotiated, FAR Part 15): Narrative-driven. Evaluation may be Best-
Value Tradeoff or LPTA. May include communications/discussions and
Final Proposal Revisions (FPRs). Organize your proposal so evaluators
can score it quickly.

E. Timelines you should expect: 
Below the Simplified Acquisition Threshold, windows can be 7–14 days.
Larger buys may allow 3–4 weeks, sometimes longer. Read the due
date/time zone carefully.

F. Capture the essentials early: 
Build a one-page capture sheet: customer mission, problem statement,
decision drivers, incumbent(s), evaluation factors, contract type, place of
performance, period of performance, key risks, and your discriminators.

1) Finding and Tracking Opportunities        
     (Step-by-Step Continued)
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2) Understanding RFx: 
      Which Path Are You On?

Tip: The solicitation will state the source-selection method. If Best
Value, highlight risk reduction, superior performance, and life-cycle
value. If LPTA, meet every requirement with clean, minimal-risk
compliance and sharp pricing.



Evaluate quickly before investing:
 

Fit: Clear alignment with scope, NAICS, location, staffing, and any special
qualifications or licenses.
Win Path: Credible discriminators vs. incumbent/competitors; teaming
strategy fills gaps.
Access: Facility clearances, security, surge capability, and agency past
performance.
Economics: Pricing you can defend and deliver; realistic cash flow;
contract type risk (FFP vs. cost-reimbursable, T&M, BPA/IDIQ ordering
patterns).
Compliance/Risk: Any OCI concerns? Limitations on Subcontracting (if
set-aside)? Cyber/CUI handling? If too many red flags, pass early.

Section L tells you what to submit (volumes, page limits, file types,
naming, submission method, due date).
Section M tells you how it will be evaluated (factors/subfactors, relative
importance, and sometimes the rating scheme).

How to execute:

Build a Compliance Matrix on day one listing every "shall/must" in L and
every evaluation item in M, and where you address each (volume, page,
paragraph).
Use Section M factor headings as your headings. Provide evidence under
each. Make strengths obvious.

3) Read and Mirror the Instructions 
      & Evaluation (L & M)
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4) Bid/No-Bid Gate for Any Size Firm

Note: Some agencies still use the Uniform Contract Format (UCF) with
lettered sections (A–M). Many issue instructions and evaluation factors
without a full UCF. Either way, follow what the solicitation uses.



A. Executive Summary (2–3 pages):
State the mission outcome, your approach, top 3–5 discriminators, and
quantified benefits (e.g., MTTR, uptime, cost avoidance, deployment speed).
Tie each discriminator to an evaluation factor.

B. Technical & Management:
Traceability: Requirement-to-solution tables; cross-refs to SOW/PWS
tasks.
Processes & Standards: Methods, tools, quality plan, SLAs/KPIs,
configuration/change control.
Risk Management: Top risks, mitigations, owners, and residual risk.
Staffing & Org: Org chart, key personnel resumes, labor categories,
recruiting/retention/surge.
Security & Compliance: Handling of FCI/CUI when required; data rights/IP
stance; privacy; incident response.
OCIs: Identify and mitigate any Organizational Conflicts of Interest the
solicitation highlights.

C. Past Performance:
Present 3–5 efforts similar in scope/size/complexity. For each: role
(prime/sub), objectives, results/metrics, customer feedback/CPARS if
available, and relevance mapping to this requirement. If federal history is
thin, use state/local or commercial analogs.

D. Price/Cost:
Match the model provided. Explain Basis of Estimate (labor mix, hours,
ODCs, materials, fee). Ensure consistency with staffing and schedule
stated elsewhere. For cost-type work, address cost realism assumptions.
For FFP, justify price realism if requested.

E. Small-Business Participation & Subcontracting:
If other-than-small and above the threshold, include a compliant
Subcontracting Plan with measurable goals and reporting. Demonstrate
oversight and quality flowing down to subs.

5) Building Each Proposal Volume
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Follow the submission clause (often FAR 52.215-1 for negotiated RFPs).
Submit early. Keep time-stamped confirmations/screenshots. Maintain a
submission log (who, when, where, confirmation number).
If electronic portals are down, use the alternate method only if expressly
allowed by the solicitation.

8) After Submission: Clarifications,
Discussions, and FPRs

Acknowledge all amendments. If you miss one, you can be non-
responsive.
File formatting & page limits are binding. Don’t shrink margins or fonts
below the stated minimum.
Naming conventions & portals: Match exactly; test uploads; remove
macros; avoid password-protected files unless required.
Limitations on Subcontracting (LOS): For small-business set-asides,
ensure your self-performance percentages meet the clause and that
"similarly situated" subs are counted correctly.
Licenses & Certifications: Where the SOW requires specific licenses or
OEM certifications, include proof.

6) Compliance Essentials Many Teams    
      Miss
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7) Submission & "Late is Late"

Clarifications/Communications: Answer precisely and promptly.
Discussions: Track each weakness/deficiency raised. Update only what
the Government identifies unless instructed otherwise. Submit a clean
Final Proposal Revision (FPR) by the cut-off.



A. Compliance Matrix (starter columns)
| Requirement ID | Section (L/M/C/SOW) | Exact Text | Volume | Page | Owner |
Status |

B. Risk Register (sample)
| Risk | Likelihood | Impact | Mitigation | Owner | Residual Risk |

C. Past Performance Snapshot (sample)
| Customer | Contract/Type/Value | Period | Role | Outcomes/SLAs | Relevance |

D. Timeline Planner (adjust to actual window)
T-3 weeks (or as available): Kickoff; compliance matrix; outline; assign
owners.
T-2 weeks: Draft technical/management; gather past performance; price
model skeleton.
T-1 week: Red Team review; fix gaps; finalize graphics; refine price.
T-2–3 days: Final QA; forms signed; produce final PDFs.
T-1 day: Submit and confirm; archive.

(If the window is only 10–14 days, compress accordingly—prioritize compliance,
price model, and past performance.)

Request your debriefing on time. Prepare focused questions tied to
evaluation factors and ratings. Capture lessons learned.
Automatic stay timing at GAO is tight (generally 5 days from a required
debriefing’s close or 10 days from award, as applicable). Consult counsel
on specifics.

9) Debriefings & Bid Protests 
      (High-Level)

www.FedBizAccess.com

10) Templates & Checklists



Mirror the rubric: Use evaluation factor headings as section headers.
Lead with proof: Put the claim first, then the evidence (metrics, case
studies, references).
Make strengths obvious: Call-out boxes, tables, and bolded lead-ins
(within formatting rules).
Quantify value: Tie features to measurable mission outcomes or risk
reduction.
Be consistent: Staffing, schedule, and cost must align across volumes.
Perform a pre-mortem: Identify likely evaluator concerns and resolve them
before final.

Micro-Purchase Threshold (MPT): $15,000 (effective Oct 1, 2025; higher
for certain situations per FAR 2.101).
Simplified Acquisition Threshold (SAT): $350,000 (effective Oct 1, 2025,
with exceptions).
Subcontracting Plan Threshold (other-than-small): $900,000 (most) and
$2,000,000 (construction).
LOS: For small-business set-asides, comply with FAR 52.219-14
percentages and the “similarly situated” rule.

Always follow the solicitation language. If a clause deviates or an agency
supplement applies (DFARS, GSAM, etc.), that language controls.

11) Practical Notes on Thresholds & 
        Plans (2025)
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12) Writing Techniques That Help 
         You Win



Build a slide deck that mirrors Section M. Rehearse answers to likely
risk/mitigation questions. Keep a Q&A log and align every answer with
your written proposal. Ensure presenters match key personnel named in
the proposal unless substitutions are allowed.

13) Orals & Tech Demos (If Required)
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Confirm award documents; finalize baseline schedule, transition plan, and
quality plan. Hold an internal kickoff and a customer kickoff. Establish
reporting cadence, deliverable templates, and a CPARS strategy.

14) Kickoff to Performance 
         (If You Win)



Glossary of Common Terms 
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Amendment – A change to the solicitation you must acknowledge.
Best Value (Tradeoff) – Non-price factors can outweigh price when justified.
CAGE Code – A five-character identifier for your entity, assigned by the
Government.
CUI (Controlled Unclassified Information) – Sensitive information that requires
safeguarding; follow the solicitation’s handling instructions.
Debriefing – Post-award (or pre-award) explanation of evaluation results to help
vendors improve.
DFARS/GSAM/NASA FAR – Agency supplements to the FAR (DoD, GSA, NASA).
FAR – The Federal Acquisition Regulation; the primary set of rules for federal
procurement.
FPR (Final Proposal Revision) – Your final updated submission after
discussions.
IFB – Invitation for Bids (sealed bidding; lowest priced, responsive, responsible
wins).
LPTA – Lowest Price Technically Acceptable—award to the lowest price that
meets minimum technical requirements.
NAICS – Six-digit industry classification codes used to describe what your firm
sells.
OCI (Organizational Conflict of Interest) – A situation that may bias your work
or give you unfair advantage; may require a mitigation plan.
Past Performance – Prior work demonstrating relevant experience and results.
PSC – Product Service Code; classifies the type of product/service acquired.
RFI / Sources Sought – Market research notices; not a bid.
RFP – Request for Proposals (negotiated procurement; narrative-driven, scored
against factors).
RFQ – Request for Quotations (simplified/commercial buys).
SAM.gov – System for Award Management; register your entity and find
opportunities.
Section L – Proposal instructions; what to submit and how.
Section M – Evaluation factors; how you will be graded.
Set-Aside – A procurement reserved for small-business categories (e.g., WOSB,
SDVOSB).
UEI – Unique Entity Identifier assigned in SAM.gov.
FedBiz365 – An AI-driven market research platform that provides deeper
insights, predictive alerts, and faster discovery of opportunities beyond
SAM.gov.
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Final Takeaways
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Build your Compliance Matrix on day one.
Organize to the evaluator’s rubric (Section M) and prove each claim.
Submit early, acknowledge amendments, and keep volumes
consistent.
Use tools like FedBiz365 to enhance your opportunity search and
insights.
If you need help with registrations, NAICS, or visibility optimization,
remember FedBiz Access is here to assist.
Use debriefings to continually improve your templates and win rate.

                                   Your Trusted Partner
FedBiz Access stands out as a premier government business development firm.

With a track record of assisting thousands of clients in securing a spot on the

GSA Schedule, we’ve helped facilitate over $36 Billion in awards for our clients.

Why Choose Us?

Experience: Over 24 years of specialized experience in the assisting
business in the government marketplace. We specialize in the GSA
Schedule domain, navigating dozens of solicitation updates and policy
changes. We know the process inside and out.
Success Stories: Thousands of satisfied clients have obtained GSA
Schedule contracts with our help – from small start-ups to large
enterprises – and gone on to achieve significant sales.
Dedicated Support: Our team handles the heavy lifting of the application
process for you, from document preparation to negotiations. We also
advise on pricing strategy to maximize your competitiveness while
protecting your margins.

Schedule a free consultation to discover how FedBiz Access can assist you
with obtaining a GSA Schedule contract and managing it for ongoing success
(see contact info at the end of this guide). We are committed to being your
partner in every step of the GSA Schedule journey.
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The FedBiz Access® Difference
At FedBiz Access®, our mission is to empower small businesses by providing

them with the tools, resources, and expertise needed to compete in the federal

marketplace. With over 24 years of experience, our dedicated team of experts is

committed to helping businesses of all sizes and industries navigate the complex

world of government contracting.

We pride ourselves on our innovative solutions, personalized support, and

unwavering commitment to our clients’ success. By building long-lasting

relationships and delivering exceptional results, we’ve become a trusted partner for

countless small businesses looking to expand their contracting opportunities.

Join us in our pursuit to foster economic growth, create jobs, and contribute to the

prosperity of small businesses across America. Discover the FedBiz Access®

difference and let us help you unlock your full potential in the federal marketplace.

Your success is our success!
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GSA Access Group, LLC
DBA Fedbiz Access

12425 28th St. N. #302
St. Petersburg, FL 33716

Call: (888) 299-4498
M-F 8:30AM-5:30PM ET


