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Welcome
GovCon Desk takes a small business from finding a federal opportunity to delivering the
contract, in one place. Most new users are productive within an hour: set up your
company profile, run one SAM.gov search, and track your first opportunity.

The app follows the same order as the work:

1. Company — your profile, certifications and email settings. The AI uses this in every
proposal and email.

2. Opportunities — search SAM.gov, see how well each notice fits you, and track the
ones worth pursuing.

3. Proposals — eight guided steps from the solicitation to a ready-to-submit proposal,
with an AI red team that scores it like an evaluation board.

4. Outreach — find contracting officers and small business specialists, and send
approved introductions and follow-ups automatically.

5. Contracts — deliverables, invoicing and modifications after you win.

Today is your home screen. It lists what needs attention across all five areas: late follow-
ups, replies, SAM.gov amendments, deadlines and deliverables.
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Before you start, have these ready: your 12-character SAM.gov UEI, your NAICS codes,
your certifications (for example SDVOSB or VOSB), and an email address on your
company's own domain.

The screenshots in this guide use a fictional demo company, Lone Star Federal Services
LLC. Your screens will show your own data.

Step 1: Create your account and company profile
Your profile is what the AI writes from, so a complete profile means better proposals and
emails. Plan about 15 minutes.
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1. Open GovCon Desk and choose Create an account. Enter your work email and a
password, then confirm the email you receive.

2. Enter your legal business name exactly as registered in SAM.gov, and a short name (for
example LSFS). Choose Create workspace. If a teammate already set up your
company, ask them to invite you instead.

3. Go to Company → Profile. Type your UEI under Fill from SAM.gov and choose Look up.
The app fills your CAGE code, address, NAICS codes and SAM.gov expiration date.

4. Fill in Capabilities: core competencies, differentiators, NAICS codes (one per line) and
GSA MAS SINs if you have them. Add your certifications, such as SDVOSB, VOSB, 8(a)
or HUBZone.
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5. Open Company → Email settings and set your from name, from email, reply-to address,
mailing address and signature. Federal anti-spam law (CAN-SPAM) requires a postal
address on every outreach email. The from address must be on a domain verified for
your workspace.

6. Set a daily sending limit. Start around 20–30 a day and raise it slowly over a few weeks
so your emails don't land in spam.
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7. Optional but worthwhile: add contracts you've delivered under Company → Past
performance, and renewal dates (SAM.gov, VetCert, GSA MAS) under Registrations so
Today reminds you before they lapse.

Step 2: Find opportunities on SAM.gov
The search pulls live notices from SAM.gov and ranks them by how well they fit your
company, so the best matches are at the top.

1. Go to Opportunities → Search SAM.gov.

2. Set your filters. All my NAICS codes searches every code in your profile at once. Add a
set-aside (for example SDVOSB), a notice type, title keywords, a state or GSA region,
or a ZIP code as needed.

3. Leave Only notices still open for responses checked to hide closed and award notices.
Choose Search.
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4. Read each result's Fit score and the Why line under it. Fit counts your NAICS codes,
keywords, set-aside eligibility, time left to respond and place of performance.

5. Choose Track on anything worth pursuing. It moves into your pipeline. Add contacts to
Outreach saves the notice's contracting officer as a contact.

6. Choose Save this search to rerun it later with one click.
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Notice types are color-coded. Use the chips above the results to show one type at a time.

Found a notice somewhere else, like eBuy, a state portal or an email from a prime? Use
Opportunities → Paste a notice. The AI reads it, fills in the facts and scores the fit.

Step 3: Qualify and manage your pipeline
Every tracked opportunity lives on Opportunities → Pipeline, grouped by stage:
Identified, Qualifying, Capture, Proposal and Submitted.

Tag What it means What to do

Solicitation Open for bids or quotes now Submit a full response by the
deadline

Sole source The agency intends to award to
one named vendor

Send a capability statement
before the deadline only if you
can challenge it

Presolicitation A solicitation is coming Get ready, ask questions, contact
the contracting officer

Sources sought /
RFI

Market research Respond with a capability
statement so the buy can be set
aside for small businesses

Special notice Industry days and announcements Read it for dates and
requirements

Award Already awarded Use it for competitor and pricing
research
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1. Open an opportunity card to see its details. Check the agency, solicitation number, set-
aside, notice type, due date and estimated value, and correct anything that's wrong.

2. Score it under Bid / no-bid. Move each slider from 0 to 5, or choose Score with AI. A
total of 70 or more means bid, 50–69 means look for a teaming partner, and under 50
means pass.

3. Change the Stage as the pursuit moves forward. Choose Open in Proposals when you
decide to bid.

4. Add incumbent, industry-day or teaming notes under Capture notes.

GovCon Desk watches your tracked notices for you. About every 3 hours it checks
SAM.gov for amendments, deadline changes, new attachments, awards and cancellations.
Changes appear under SAM.gov updates on the Pipeline tab, on Today and by email.
Choose Check now to check right away.

Use Show pursuits in and Notice type above the board to filter by state or by type.
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Step 4: Write the proposal
The Proposals page walks you through eight steps. The progress bar shows how complete
the proposal is and which step to do next. The AI never invents facts: anything it doesn't
know becomes an [INSERT …] placeholder for you to fill.

Open a proposal from Proposals in progress with Continue, or pick an opportunity under
Working on.

Step What you do

1 · RFP Paste the solicitation. Include at least Sections C
(statement of work), L (instructions) and M
(evaluation).
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Step What you do

2 · Market research Pull past awards from USASpending.gov: who buys
this, who won it before and for how much.

3 · Compliance matrix Turn every "shall" into a numbered requirement, so
nothing is missed.

4 · Win themes Set 2–4 themes: a feature, its benefit to this
agency, and the proof.

5 · Price Build line items, set markup, and check labor rates
against GSA data.

6 · Write Draft or improve each section with AI.

7 · Red team Get scored like an evaluation board, then fix the
findings (Step 5 below).

8 · Submit Read the submission rules, download the proposal,
and work the checklist.

GovCon Desk: Getting Started Guide

Page 12 of 26



GovCon Desk: Getting Started Guide

Page 13 of 26



Pricing (step 5). Choose Suggest line items from the RFP to list the CLINs, then enter
your cost for each. Set a default markup and, if you like, a different markup per category.
The app shows your total cost, proposed price and gross profit. It never puts your cost or
markup in the proposal.
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Writing (step 6). Before drafting, check the Before you draft panel. Every input marked
Missing turns into placeholders. Add names, credentials, subcontractors and other true
facts under Facts the AI may use for this proposal. Then, for each section:

1. Pick the section on the left, such as Executive Summary or Technical Approach.

2. Optionally type a Direction, for example "3 pages max; stress 24-hour on-site
response."
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3. Choose Draft with AI. Edit the text directly in the box. It saves as you type.

4. Choose Improve with AI to revise it against the red-team findings, or Undo to bring
back the previous version.

5. Replace every [INSERT …] before you submit.

Already wrote a proposal? Choose Upload proposal (Word, PDF, HTML or text). GovCon
Desk splits it into sections with your wording unchanged, so you can red-team and
improve it.
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Step 5: Red team, improve and submit
The red team reviews your proposal the way a federal evaluation board would, before the
real one does. Run it once the main sections are drafted.

1. On 7 · Red team, choose Run red team. You get an overall rating, compliance gaps (by
matrix ID), strengths, weaknesses, consistency problems, open [INSERT]s, and the Top
7 fixes. If a long report stops early, choose Finish report.

2. Use Ask the red team to talk it through. Ask why a finding matters, push back, or tell it
to do the work, for example "rewrite the QC plan to fix weakness 2" or "add our ISO
9001 certificate to the facts." Changed sections show an Undo button.

3. Write Your response to the red team: which findings you accept, which you dispute
and why, and any facts that resolve a gap. The AI follows your response over the report
where they conflict.

4. Choose Improve all sections. Each section is revised to fix the findings while keeping
your facts.

5. Fill the remaining [INSERT]s, then run the red team again to see the new rating.
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Submitting (step 8):

1. Choose Read submission instructions. The app pulls the method, address or portal,
deadline and time zone, file formats and required forms from the solicitation.

GovCon Desk: Getting Started Guide

Page 18 of 26



2. Under Download proposal, pick the sections to include, then choose Word (.doc), PDF
or Price sheet (Excel). The file gets a cover page with your UEI, CAGE and point of
contact.

3. Tick off the Submission checklist: SAM.gov active, amendments acknowledged, forms
signed, page limits followed, Limitations on Subcontracting planned, and more.

4. Submit through the method the solicitation names. Then choose Mark submitted so
the pipeline stays current.
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Always read Section L yourself before you send. It sets the file names, page limits and
fonts that decide whether your proposal is accepted.

Step 6: Reach out to buyers
Outreach gets your company known before a solicitation is released. The workflow is: add
contacts, send an approved introduction, follow up on schedule, and earn a capability
briefing.

1. Find contacts. Go to Outreach → Find contacts.

Matched to your capabilities pulls every contracting officer named on SAM.gov
notices that match your NAICS codes, keywords, PSC codes and set-asides. Choose
Find matching contacts now. After that it refreshes weekly on its own.

Small business specialists are the best first email. Open a directory (Federal OSDBU
offices, SBA PCR, DoD or VA OSDBU), copy the page, paste it in, and choose Find
people in this text.

Import your own list from a CSV or Excel file with columns such as Name, Email, Title
and Agency.

Each contact gets a fit score. Anyone named on an open solicitation gets a quiet period
until it closes, because you shouldn't market to a contracting officer about an open buy.
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2. Approve your templates. Under Templates, review the introduction, follow-up and
briefing-request emails. Only templates marked Approved can be sent, and only owners
and admins can approve. Editing an approved template sends it back to draft.
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3. Turn on follow-ups. Under Follow-ups, each sequence sends a series of approved
emails on a schedule, for example Day 0 introduction, Day 7 follow-up and Day 21 briefing
request. Check two boxes:

Autopilot sends due emails automatically inside your send window. The default is
Tuesday to Thursday mornings in each contact's own time zone, skipping federal
holidays. Change it under Plan & sourcing.

Auto-enroll adds new matching contacts to the sequence.

A sequence stops for a person the moment they reply, unsubscribe or bounce. Autopilot
never sends more than your daily limit; anything left waits for the next send day.

Image — Follow-ups: two sequences on autopilot with their steps and counts
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4. Work your daily list. Due today shows only the contacts that need you personally.
Contacts on autopilot are handled for you and don't appear there. Choose Follow up or
Introduce to send an email by hand.

Image — Due today: contacts to follow up with, best fit first

5. Answer replies. Replies collects responses to your emails. Answer personally within
one business day and offer a 15-minute capability briefing. Move the contact to Meeting
when a date is set, and to Briefed afterward.

Image — Replies: a response waiting for an answer

Step 7: Ask Charis, your contracting advisor
Charis answers questions about FAR rules, SAM.gov, GSA MAS, pricing, teaming and post-
award issues. It already knows your company profile, pipeline and contacts.

1. Open Ask Charis in the left menu, or the Ask Charis button inside a proposal.

2. Under Discussing, pick a proposal to work on it, or leave General question.

3. Type your question, or pick a suggested one. Press Enter to send and Shift+Enter for a
new line.

4. Choose Attach to add up to 8 files (PDF, Word, Excel, CSV, text or images), for example
an amendment or a draft.

5. Download a long answer as a Word, PDF or Excel report.

Image — Ask Charis: suggested questions, history and the question box

Conversations save automatically under History. General conversations are private to
you; proposal conversations are shared with your team. Always confirm advice against the
solicitation and the FAR before you act on it.
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Step 8: After the award
When you win, the Contracts page keeps deliverables, invoicing and modifications in one
place, so you deliver on time and earn a strong performance rating.

1. Open the won opportunity and choose Mark awarded → create contract. You can also
choose Add contract on the Contracts page.

2. Paste the award document, task order or SF-1449 text under Fill from the award and
choose Read with AI. It fills the dates, values, contacts, deliverables and notable
clauses.

3. Check the contract number, period of performance, total and funded value,
contracting officer and COR.

4. Keep Deliverables current. Each one has a due date and a status, and Today warns you
before one is late.

5. Update Invoiced ($) as you bill. The contract card shows how much of the value you've
invoiced.

6. Record modifications as they come in.

Image — Contracts: an active contract with invoicing progress

Image — Contract details: fill from the award, key fields and deliverables

Team, AI usage and quick tips
Invite your team. Go to Company → Team, enter a teammate's work email, pick a role and
choose Send invite. They get a sign-up link, or join automatically if they already have an
account.

Role Can do

Owner or Admin Everything, including the team, company profile,
email settings, and approving templates and
autopilot

Member Edit everything except the team and company
profile
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Image — Team: workspace members, invites and email preferences

AI usage. Every workspace includes a daily allowance of AI requests. Company → AI usage
shows how many are left. If you run out, you can buy more there; purchased requests
don't expire and are shared by everyone in the workspace.

Registrations. List your SAM.gov, VetCert, GSA and other renewals under Company →
Registrations with their due dates. Today reminds you before they lapse.

Image — Registrations with renewal dates

Quick tips

Hover over or tap any ⓘ icon next to a field for a short explanation.

Start each morning on Today. It's the shortest path to what needs you.

Respond to Sources sought notices even when you won't bid. Enough capable small
businesses responding is what turns a buy into a set-aside.

Keep your profile and Facts the AI may use accurate. The AI only writes what's true
and marks the rest [INSERT].

Common questions

Why does a contact show "late"? Their scheduled follow-up date has passed. If the
contact is on an autopilot sequence, the email goes out on the next send day within your
daily limit, so there's nothing to do.

Why won't an email send? Check three things: the template is Approved, your Email
settings include a mailing address, and your from address is on your workspace's verified
domain.

Can I use it for more than one company? Yes. Choose New workspace at the bottom of
the left menu. Each company's data is visible only to the people invited to it.

Role Can do

Viewer Read only
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Where do I see emails I've sent? Outreach → Sent lists every email with its delivery
status.
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