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1. The Final Selection Board will conduct written interviews with all firms who made the short list.

2. All interview responses are due at the same time from all contractors on the short list to ensure that the process is fair to all firms. Changing the schedule will not be possible.

3. Short List Notifications

a. A notification letter was emailed to all prime contractors on the short list based on the information provided in the 4P A-E Contractor Notification Information form.  Your notification letter includes interview questions and specific interview instructions. 

4. The 4P A-E interview process.

a. The short list was announced on 10 October 2002.  All prime contractors should have received a notification letter via email.  If you were selected for the short list, your notification letter includes the interview questions and specific interview instructions.  All interview responses are due by 4:00 p.m. Central Time on 21 October 2002.  Early submittals are encouraged.

b. 4P A-E Interview Response Template, a Microsoft Word document, is posted on the 4P A-E information page, AFCEE web site, for each prime contractor to use when preparing interview responses.  Formatting will be checked upon receipt.  Any response that does not strictly adhere to format requirements will receive an across-the-board score deduction. 

5. Interview ground rules.

a. The final selection board wishes to receive a direct, honest, and concise response to each question.  Each prime contractor shall submit one Microsoft Word document containing interview responses to the Final Board as directed in the notification letter.

b. The entire final selection board will review your SF 254/255 submission and your written interview response.  The interview questions relate to criteria 2 (work capacity) and criteria 4 (past performance).  Your score may be adjusted up or down based on your interview responses.

c. 4P A-E Interview Response Template, a Microsoft Word document, is posted on the 4P A-E Information Page, AFCEE web site, for each prime contractor to use when preparing interview responses.

(1) The file name shall be your company name.

(2) Type your company name, as previously submitted in your SF 255, as indicated in the header.

(3) Do NOT change any other information in the header or footer.

(4) Do NOT repeat the question.

(5) The answer to each question shall begin on a new page.  The template provides page breaks between each answer.

(6) Each answer shall begin with the question number (as provided in the template).

(7) Provide your answer to the respective questions beginning 2 spaces after the identifying question number.

(8) You may submit a maximum of 2 pages of text for each answer.

(9) Your complete submittal for all interview questions shall be no more than 16 pages total.

(10) No charts or graphics allowed.  Text only.

(11) The Microsoft Word document provided for your response is formatted as follows.

(a) 8.5 x 11.5 inch paper

(b) Orientation: portrait

(c) 1 inch margins: top, bottom, left, right

(d) 0 inch gutter

(e) Header and footer 0.5 inches from edge

(f) 12 point font

(g) Times New Roman font

(h) Double spaced

(12) All formatting must be followed exactly.

If you change the formatting (margins, font, spacing, etc), formatting will be corrected as identified above.  Any excess information will be deleted and will not be considered.  Additionally, your firm will receive an across-the-board score deduction for not following directions.
Revised 10 Oct 2002
Page 1 of 2
Revised 10 Oct 2002
Page 2 of 2

