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Minutes of the Pre-Proposal Conference 

May 14, 2019 

U.S. Embassy Lisbon, Portugal 
 

 
The meeting was called to order at 10.00: am.  The Procurement Supervisor, Adelia Monteiro, welcomed 

all attendees and introduced Embassy staff participating in this meeting:   

 

Angela Suckow, Language Program Coordinator (LPC), Adelia Monteiro, Procurement Supervisor PS), Ana 

I. Marques (GSO Assistant and COR to the contract), José Gregorio, Procurement Assistant and Note taker. 

The following prospective offerors attended the meeting: 

 

• Ana Maria Guimarães 

• Jose Augusto das Neves 

• Lilliana Galvão (Speakwell) 

• Jorge Ferreira (Speakwell) 

The Procurement Supervisor (PS) explained briefly the conference parameters and that all complex 

questions would have to be submitted in writing and would be answered subsequently.  She also indicated 

that any changes to the solicitation would be done in the form of written amendments and will be made 

available to the prospective offerors. Amendments must be acknowledged in writing.  All minutes, 

questions/answers and amendments, if any, will be posted on the Embassy’s website. 

The PS informed all present that all information regarding this solicitation will be available to all.  It was 

also indicated that the solicitation and the whole contracting process is in accordance with United States 

Government regulations, i.e. Federal Acquisition Regulation (FAR), Department of State Acquisition 

Regulations (DOSAR) and the Office of the Procurement Executive.  

The Procurement Supervisor (PS) addressed the meeting and explained the various sections of the 

solicitation: 
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- Standard Form 1499 that need to be fully filled out by the prospective offerors. Special attention was 

made to blocks 17, 24 and 30 on SF 1449. 

- The contract is for one base year with one option year. 

- Payment and Invoicing: The Language Services are requested through Task Orders issued by the 

Embassy.  An invoice should be sent to the Embassy once the Task Order is completed. At the end of 

each session, students are required to sign a slip that will subsequently be checked by the Contracting 

Officer Representative (COR). The COR signs and certifies the invoices for payment on a monthly 

basis. 

 

- The PS explained that language classes are made available to all Department of State Employees as 

well as for other U.S. Government Agencies within the Embassy. Locally Employee Staff (LES) may 

also attend languages classes.  

- Performance Work Statement (SOW). The COR went thru the SOW and summarized the main 

requirements. Language Teachers are required to determine the language levels of each student. 

Some employees’ grades may vary according to his/her knowledge of foreign language and he/she 

may be placed under language probation. 

- Books, DVD and other related materials may be suggested by the teacher(s) and will be acquired 

separately from the current the contact if funding is made available by the Embassy.  

- Field Trips. Language trainers are required to organize Field Trips which entail use of vocabulary 

related to those trips. 

- Working hours are from 8am to 5pm on week days, CO explained that some students may have more 

flexibility than others, therefore trainers and students should coordinate their schedule accordingly. 

- Procurement Supervisor explained the importance of the USG Contract Clauses and how the clauses 

that are applicable to this solicitation are presented. She outlined that contractors must register in 

SAM (www.sam.gov System for Award Management ).   

- Section 4 -Evaluation Factors refers to the process and method used by US Government to evaluate 

the proposals that will be received. All references to prices on the proposals will be removed and kept 

separate from the rest of the documents which will be subsequently subjected to the scrutiny of a 

Technical Evaluation Panel (TEP). 

- Section 5 - Certifications and Representations must be filled out and returned with proposal. 

 

http://www.sam.gov/
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- Section 2 – Licenses and Permits.  This sections, also refers to Accidents Insurance Permits which is 

also mandatory for all contractors doing business with the U.S. Government. 

- The PS reiterated that all questions and answerers regarding the solicitations must be put in writing. 

No statements made at this meeting will per se derive onto a change of the Statement of Work (SOW). 

The Procurement Supervisor, on her brief to the meeting attendees referred to the Combating Trafficking 

in Persons clause. These issues which includes, subcontracting of third country nationals, housing 

conditions, holding people against their will and stated that the United States Government’s holds a zero 

tolerance policy and it is the contractors’ responsibility of making sure that their employees to do not 

engage in such activity. 

The CO thanked all present. The meeting was adjourned at 11.00am. 
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