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Overview 
 What – is an RFQ, an RFP and an IFB? 

 How – can I differentiate between them? 

 Why – do I need to differentiate? 

 What and How – should I submit? 

 When – should I submit? 

 Who – should I submit to? 

 Tips 
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 Different, but all should contain… 

 Instructions to Offerors 

 Information required to be submitted by Offerors 

 Evaluation factors and sub-factors (when applicable)  

 Provisions and Clauses 

 Tech Specs, Drawings, Scope of Work, etc.  

What is an RFQ, RFP, IFB 
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What is an RFQ 
 Request for Quote 

 Typically lower value and/or complexity 

 Commercial or smaller construction jobs 

 Evaluation criteria more simple 

 Need for discussions or negotiations with 
offerors not anticipated 

 Faster turnaround 
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What is an RFP 
 Request for Proposal 
 Typically higher value and/or complexity 

 Can be services, supplies, construction or A-E 

 More detailed evaluation criteria 

 Discussions or negotiation with offerors may be 
necessary 

 Proposals are binding 

 More lengthy process 
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What is an IFB 
 Invitation for Bid 
 The solicitation document used in Sealed Bidding 

procurement (generally SF 1442) 

 Procedure is generally for Construction but may be 
used for Service or Supply 

 Used for firm fixed-price or may be used with fixed-
price contracts with EPA (if authorized)  
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How to differentiate 
 Different forms (Word Doc, SF 1449, SF 

1442, SF 33, DD 1155) 

 

 Different # (Q, R, B) 
►In the block containing the Solicitation number, 

for example W912EF-15-B-0033 = Invitation  

 for Bid 
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SF 1449  
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SF 1442 
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SF 33 
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DD 1155 
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Why should I differentiate? 
 Makes easier for you to decide which jobs to 

focus on. 
►It’s an investment of your time, so choose wisely 

►Mistaking the procedures for submission could 
cause your package to be dismissed as 
nonresponsive 

• RFQ = e-mail usually okay 

• IFB = hand deliver or mail only 

• RFP = it depends 
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What should I submit? 
 General 

►All should have instructions for offerors or 
information for offerors 

►Most have evaluation criteria 

►Be sure to submit everything required by 
instructions and evaluation criteria 
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What should I submit? 
 RFQ 

►Sometimes word doc 

►Sometimes SF 1449 or DD 1155 

►Typically fill in the blanks with company info, 
price, etc. 

►Sign SF 1449 or DD 1155 – unless the form is 
signed or work commences, it is not a binding 
contract 
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What should I submit? 
 RFP 

►SF 1442 (Construction) 

►or SF 1449 (Commercial Item/Service)  

►or word document (A-E Task Order or Design 
Build)  

►Read the instructions to offerors 

►Read the evaluation criteria 

►Submit (all the information requested – ensure 
its accuracy) 
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What should I submit? 
 IFB 

►Signed form (back page) with completed bid 
schedule  

►Acknowledgement of all amendments 

►Bid Bond (construction, when required) 

►Representations & Certifications 

►Insure all changes to prices are legible and 
initialed by an officer of the firm  

 



BUILDING STRONG® 

How should I submit? 
 RFQ 

►See instructions for offerors 

►Typically by e-mail by sometimes hard copy 

►Separate price and technical proposals may be 
required  
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How should I submit? 
 RFP 

►See instructions for offerors 

►Typically by e-mail, but sometimes hard copy 

►Multiple copies may be required 

►Separate price and technical proposals 
generally required (technical evaluation team is 
not allowed to see pricing until after they have 
evaluated technical proposals) 
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How should I submit? 
 IFB 

►Snail mail or hand deliver 

►Sealed envelope 

►Marked with offerors name and address, 
solicitation # and the date and time offers are 
due 

►Timely! (submitted so that it is received by the 
designated office no later than the exact time 
set for opening of bids) 
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When should I submit? 
 See page 1, box 8 on SF 1449 

 See page 1, box 9 on SF 33 

 See page 1, block 13 on SF 1442 

 Good idea to e-mail at least one day before 
closing (e-mail not generally allowed for Construction)  

 Good idea to request confirmation that your 
message with xxx # of attachments and xxx 
# of pages was received 
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Tips to Offerors: The Basics 
 Note the due date and time -- set a calendar 

reminder so you don’t miss the deadline 
 
 Reach out to subs early if you think you will need 

them -- they need time to prepare just like you 
 
 Offerors who don’t follow instructions or submit 

incomplete packages can be eliminated from 
competition as non-responsive 
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Tips to Offerors: choosing projects 
to include in your quote / proposal 
 Read the Project Description and Evaluation 

Criteria – select projects based on similar 
attributes 

 
 

 Provide experience that demonstrates abilities 
that meet the requirements in size, scope and 
complexity 

 
 

 Projects that demonstrate teaming relationships 
with your proposed team 
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 Identify Key personnel who worked on the previous 
project – are they on the proposed team? 
 

 Don’t overstate your involvement in the project – were 
you the prime or a sub? 
 

 Provide information in concise statements 
 

 Provide all information required – excessive 
information beyond the requirements does not add 
value 

 
 

Tips to Offerors: 
Describing project experience 
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 Would you hire the person based on this resume? 
 

 Address the requirements in solicitation (tailor the 
resume) 

  
 State the level of experience with corresponding dates 

to show the person meets requirements 
 

 Cross reference to project experience sheets 

Tips to Offerors:  Resumes 
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 Your proposal / quote is an example of  
        your work / your company 

►  Edit for typos and grammatical errors 
►  Do tables / charts convey the message you are trying to   

 send? 
►  Check your firm’s name throughout the document –  

 is it consistent? 
►  Check the project title, especially when template  
  from a another proposal 
►  Answer all stated requirements in the solicitation 

Tips to Offerors:   
Put your best foot forward 
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 Have someone outside of the proposal team review 
your documents 
 

 Make a point-by-point comparison between your 
proposal and the requirements of the solicitation 
 

►Does your proposal address every point? 
►Check experience and training requirements for all 

resumes 
 

Tips to Offerors:   
Independent review of proposal 
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Questions? 
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