Print on letterhead
PS__

[INSERT OFFEROR’S NAME AND ADDRESS]

SUBJECT:  Request for Offer (RFO) 8-
Your offer received in response to the subject RFO dated _________, for the [Insert description] was received after the closing time specified.  Pursuant to FAR 52.215.1, Instructions to Offerors--Competitive Acquisition, your offer will not be considered for award.  The closing date for receipt of offers was _________; however, the package containing your offer wasn’t received until _________.

The interest you have shown in submitting an offer is appreciated.  Offers will be solicited from your firm on future requirements of a similar nature.

[Insert CO’s name]
Contracting Officer

