SECTION L

INSTRUCTIONS FOR PROPOSAL PREPARATION

1.  The purpose of this section is to provide guidance concerning the content and organization of the proposal.  Each offeror shall propose to satisfy the requirements as set forth in this Request for Proposal (RFP).

2.  Proposal Format and Content.

    a.  The overall proposal shall consist of four physically separated and detachable volumes, individually entitled:


  Volume I – Request of Proposal, Solicitation, Offer and Award Documents and Certifications/Representations (Original and 1 Copy)


  Volume II – Technical Proposal (Original and 3 Copies)


  Volume III – Price Proposal (Original and 2 3 Copies)


  Volume IV – Past Performance (Original and 3 Copies)

    b.  Proposals shall be clearly and concisely written, indexed (cross-indexed as appropriate) and logically assembled.  All pages of each volume shall be appropriately numbered and identified with the RFP number to the extent practicable.

    c.  The original proposal volume (Volume 1) shall contain the signed original of all documents requiring signature by the offeror.  Use of reproductions of signed originals is authorized in all other copies of the proposal.

d. Offerors proposal shall not exceed 300 pages in its 

entirety.  Pages of the proposal shall not be larger than 8-1.2” x 11”, or must be folded to a manageable size of 8-1/2” x 11”.

e. In addition to the written proposal, the proposal shall 

also be submitted via diskette, 3 1/2" readable by Microsoft Word and Excel software.  The offeror is requested to submit one diskette marked for "read only" for preservation and one with full access for use by the evaluation team.  Offerors shall include a listing of the files on the diskettes with a crosswalk to the appropriate volume.  

    f.  In addition to the copies of Volume III to be submitted in accordance with paragraph a above, one copy of the cost proposal (hard copy and diskette) shall be submitted directly to the offeror's cognizant Defense Contract Audit Agency (DCAA) office.  This copy shall be submitted to DCAA not later than the date set for receipt of proposals.

3.  Description of Volume Content.  The following instructions are provided to assist in understanding the information needed to make an objective selection of the contractor for this proposed acquisition.  Since this information constitutes the major basis for evaluation, it will be advantageous to the offeror to present commitments in a clear, concise manner and in terms understandable to those who may be unfamiliar with the offeror's detailed intentions and reasoning processes.  Responses should follow and be numbered the same as each paragraph in this RFP to the extent practicable.

    a.  Volume I – Solicitation Offer and Award Document.  This volume shall contain the signed original solicitation duly executed by an official authorized to bind the company.  Section B and Section K certifications, representations and statements shall be completed and included in this volume.  The certifications, representations and statements are included in FAR Clause 52.212-3.

    b.  Volume II – Technical.  The Technical volume shall consist of the following:


  (1)  A complete and concise listing of the types and quantities of all labor proposed to meet the requirements of the Performance Work Statement (PWS), and rationale for the technical approach for providing labor types and quantities.  Labor data shall include job titles, qualifications including the automation personnel in system interface and data exchange, man-hours and number of full-time and part-time (if any) positions.  Names and personnel resumes are not required.


  (2)  A complete and concise listing of types and quantities of equipment, supplies and other materials proposed to meet the requirements of the PWS.  Rationale shall be provided in support of the types and quantities of equipment, supplies, and other materials proposed.


  (3)  The rationale for types and quantities of labor, equipment, supplies, and other materials shall be in the form of a management/work task approach that incorporates the overall approach to execute the requirements of the PWS with the proposed labor, equipment, supplies, and other materials.  

(4) The  written quality control approach to meet the

requirements of the PWS, including:

(a)  Offeror’s approach to making travel arrangements

for all official travelers (Traditional or automated system users) in a timely manner.

(b)  Offeror’s approach to maintaining service levels

to meet routine requirements, accommodating fluctuating workload, and short notice response times for emergencies and/or  peak travel periods.

(c) Effectiveness and capabilities of the offeror’s

proposed computer reservation system.

(d)  Offeror’s methodology for providing ticket

delivery to all official travelers.

 (e)  Offeror’s approach to customer satisfaction

and methodology for providing feedback to the Government.

(f) Offeror’s approach to providing 24 hour emergency

service for all domestic and international travelers.

(g) Offeror’s approach to receiving and passing

automated data and their understanding of automated data exchange.

(h) Reserved. Offeror’s Capability Maturity Model 

(CMM) level.
(i) An inspection system that covers all the

applicable compliance items listed in the Performance Requirements Summary (PRS).

(j) A method of identifying deficiencies in the

quality of services performed before the level of performance becomes unacceptable.

(k) A method of enforcing quality control operations

of both prime and any subcontract work.

(l) A method to document the inspections conducted by

the contractor and the corrective action taken.  This documentation shall be made available to the Government during the term of the contract and shall become Government-owned property at contract termination or contract end.

(5)  The written strike contingency approach to meet the

requirements of the PWS and ensure continued support during such occurrences.     

    c.  Volume III – Price Proposal – This volume shall consist of the following:


  (1)  Section B (Supplies or Services and Prices/Costs) – Offerors are cautioned that only one contract will be issued as a result of this solicitation.  Section B will be reviewed on an “all or none” basis; therefore, offerors should propose for every contract line item (CLIN) in Section B, option years included.  For the purpose of price evaluation, subCLINs 0002AE, 0003AE, 0004AE, 0005AE, 0006AE, 0007AE, 0008AE, 0009AE and 0010AE will not be included in the total evaluated cost to the government.

(2) Pricing Support Information – The Contracting

 Officer requires that offerors furnish pricing information (similar to that required on Standard Form 1411) on all CLINs for the basic and option years, less any not-to-exceed reimbursable materials CLINs.  Please note that there is no specific format required for this data.  The required information shall consist of the following elements:  Direct Labor Rates, Labor Overhead, General and Administrative (G&A) expenses, and Profit.  A breakdown of cost elements shall be provided for each CLIN in support of the unit price proposed.  The cost elements are defined as follows:

Direct Labor Rate:  Direct labor dollars are those dollars that can be specifically and consistently identified or assigned to a particular cost objective (e.g., one specific contract).  The direct labor rate does not include payroll additives such as FICA, FUTA, SUTA, employee benefits.  See the definition for labor overhead below.

Labor Overhead:  The labor overhead is the payroll additives (e.g., FICA, FUTA, SUTA, employee benefits), which are added to the direct labor rate to arrive at the burdened labor rate.

General and Administrative (G&A) expenses:  G&A expenses are those management, financial and other expenses related to the general management and administration of the business unit as a whole.  To be considered a G&A expense of a business unit, the expenditure must be incurred by, or allocated to, the general business unit.  Examples of G&A expense include salary and other costs of the executive staff of the corporate or home office, salary and other costs of such staff services as legal, accounting, public relations, and financial offices and selling and marketing expenses.  

    d.  Volume IV – Past Performance – This volume for Past Performance shall include the following sections:


  (1)  Section 1 – The offeror shall submit a description of government contracts (price and subcontracts) received and performed during the last three years (from issue date of this solicitation )which are the same or similar to the efforts required by this solicitation.  The description shall be formatted as follows:



  (a)  CAGE and DUNNS numbers.



  (b)  Government contracting activity, to include address and current telephone number.



  (c)  Procuring contracting officer’s name and current telephone number.



  (d)  Government contracting activity technical representative/Contracting Officer’s Representative (COR) and current telephone number.



  (e)  Government Contracting Administration Activity, and the name and current telephone number of the Administrative Contracting Officer (ACO), if applicable.



  (f)  Contract number.



  (g)  Award price/cost.



  (h)  Final or projected final price/cost.


  (2)  Section 2 – The offeror may submit commercial contract efforts in addition to government contracts; however, these commercial efforts must meet the following criteria:



  (a)  Be similar in nature to the work required by this solicitation.



  (b)  Must be a formal contract or subcontract with a commercial entity for an established period of performance no less than one year.



  (c)  Contract must have been received or performed during the past three years (from the issue date of this solicitation).



  (d)  The description of the contract shall be formatted as follows:




  i.  Commercial entity from who contact was received, to include their Contract Administrator’s name and current telephone number.




  ii.  Contract number.




  iii.  Period of performance (From/To).




  iv.  Award price/cost.




  v.  Final or projected price/cost.


  (3)  Section 3 – A narrative statement on each contract cited, concerning the PWS, including the following information:



  (a)  A brief explanation of how the work requirement is similar to the requirement for this solicitation.



  (b)  Affirmation that the services provided to the government were accepted, were within negotiated costs, and were performed in accordance with the contract, or an explanation of why the services were not accepted, were not within the negotiated costs, and/or were not performed in accordance with the contract.



  (c)  A statement of corrective measures which have been taken to avoid a repetition of nonconformance listed in (3)(b) above.

NOTE:  For contracts which may be in work, but not yet completed, provide interim status and a verifiable projection of actual versus contracted costs.)



  (d)  The offeror shall also provide the above required information for all contracts terminated in whole or in part, for any reason during the past five years, including those currently in the process of termination and those which are not similar to the proposed effort.  The offeror shall also include the reason for the termination.



  (e)  The offeror shall also provide the above requested information for any proposed subcontractor who will perform a significant portion (25% or more) of the effort.  Offerors must also describe with specificity the work each such subcontractor shall perform.



  (f)  In the event the offeror was a subcontractor to a prime contractor, he shall include the information for both the prime contractor (if available) and the subcontractor effort.  He shall describe the effort he performed and the percentage of the effort or dollars that he performed.  If the contract was terminated, state why.

(NOTE:  Offerors are reminded that both independent data and data provided by offerors in their proposals may be used to evaluate offerors past and current performance.  Absent any past or current performance history within the past three years on the same or similar efforts, the offerors proposal will be considered as a moderate risk for performance risk evaluation.)
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