DSCA / DBO   





(DATE)
MEMORANDUM FOR Source Selection Evaluation Board Members
SUBJECT:
Designation of Source Selection Evaluation Board for Solicitation (solicitation #)
1. The following individuals are hereby appointed to the Source Selection Evaluation Board for the Solicitation HQ0013 – (enter solicitation number) for the requirement entitled (fill in name of requirement)
Name



Title




Telephone
(fill in name, title and phone number of evaluation team members)
2. Enclosed is a copy of the solicitation, evaluation plan encompassing the evaluation factors, as well as copies of proposals submitted in response to the subject solicitation above. 
3. For a majority of the programs, it is practical for each member of the committee to evaluate the entire proposal. For larger programs, it may be more feasible for each member to evaluate his or her area of expertise in each proposal. The SSA will advise the board which method will be used.  The same methodology must be used throughout the evaluation process.
4. Individual notes and scoring sheets are to be retained by the Contracting Officer.
5. Source Selection documentation may not be removed from the evaluation area.

6. All questions regarding the evaluation procedures should be addressed to the undersigned.

(NAME)

Source Selection Authority
