GENERAL PROPOSAL INSTRUCTIONS – FOR ALL SINs
Read the entire solicitation document prior to preparation of your offer.  This solicitation contains a checklist outlining the elements required for an offer to be considered complete.  Offerors shall complete the checklist and submit it with their proposal.  Incomplete offers may be rejected without further consideration.

All offers shall be compiled and submitted as one (1) original offer and one (1) copy.  Offerors should retain a copy for their reference.  Offerors are strongly urged to use two-sided copying of offers for submission to GSA.  Offers may be submitted either in hard copy or electronically.  If choosing to submit an offer in hard copy, offerors shall submit two copies in response to this solicitation to the address shown in Block 9 of the Standard Form 1449.  

If choosing to submit an offer electronically, offerors shall submit responses to this solicitation to: http://eoffer.gsa.gov.

Information provided in the proposal shall be concise, specific and complete.  The instructions below outline the information required in each section.  
Administrative Requirements


SOLICITATION

Submit a complete copy of the entire solicitation, with all requested “fill-in” information completed.   A signed Standard Form 1449 with all shaded blocks, as well as any attachments as they are applicable to the offer, must be completed and submitted in Section I.  

FINANCIAL DATA

Offeror must submit information to demonstrate their financial resources in accordance with FAR part 9.   The offeror shall include a copy of its audited annual report, an audited consolidated financial statement, or such other information which demonstrates the offeror’s financial stability for the past 3 years.  Clearly identify current assets, current accounts receivables, and current liabilities in each supporting document submitted.  The Government may utilize other means to determine financial capability that may require additional financial information be submitted.

CENTRAL CONTRACTOR REGISTRATION (CCR)

Offeror shall submit proof of registration in the Central Contractor Registration (CCR).  The web address for CCR is www.ccr.gov.
ONLINE REPRESENTATIONS & CERTIFICATIONS APPLICATION (ORCA)

Offeror shall submit proof of registration in the Online Representation & Certifications Application (ORCA).  The web address for this application is: http://orca.bpn.gov. 

VETS 100
The U.S. Department of Labor (DOL), Veterans' Employment and Training Service (VETS) annually collects and compiles the Federal Contractor Veterans' Employment Report (VETS-100) from Federal contractors and subcontractors who receive Federal contracts of $100,000 or more.  This VETS-100 Report is due annually, on September 30.  Offerors shall complete an online submission of the VETS 100 report through the following website: vets.dol.gov/vets100.  Offeror shall submit proof of completion of a VETS 100 report.  

PROFESSIONAL COMPENSATION PLAN

If offering professional services (as defined by 29 CFR 541), submit a Professional Compensation Plan setting forth salaries and fringe benefits proposed for the professional employees who will work under the contract in accordance with Clause 52.222-46 “Evaluation of Compensation for Professional Employees (FEB 1993)”.  Individual compensation disclosure is not required.  Submission of general compensation practices often printed in an employee handbook is sufficient.

UNCOMPENSATED OVERTIME

If offering labor rates for professional or technical services, submit a copy of the Offeror’s policy that addresses uncompensated overtime in accordance with Clause 52.237-10 “Identification of Uncompensated Overtime (OCT 1997)”.  
SERVICE CONTRACT ACT – WAGE DETERMINATIONS

Offerors who are offering Service Employees, as defined in FAR 22.1001, are subject to the Service Contract Act of 1965.  Offeror’s subject to the Service Contract Act of 1965 must ensure their employees are paid at least the wages and fringe benefits determined by the Department of Labor to prevail in the localities associated with places of performance or, in the absence of a wage determination, the minimum wage set forth in the Fair Labor Standards Act.  Offerors subject to the Service Contract Act of 1965 must submit the applicable wage determination which covers their geographic place of performance.  To access wage determinations follow the below instructions: 

1.   Go to www.wdol.gov.
2.   Click on "Selecting SCA WDs"

3.   Select the state and county and continue
4.   In response to the question "Were these services previously performed at this locality under an SCA-Covered contract?” select "No."

5.   Select the applicable wage determination type.
6.   Print the wage determination and include it in your offer.

SMALL BUSINESS SUBCONTRACTING PLAN

Large business concerns are advised of the requirement to submit a Small Business Subcontracting Plan.  (See Clause 552.219-71, incorporated in full text in this RFP.)  The Government will review each plan to assure it is consistent with the provisions of this clause.  Subcontracting plans are subject to negotiations along with the terms and conditions of any contract resultant from this solicitation.  A sample outline that may be used in preparing a subcontracting plan is included in section D.6 of this solicitation.  

With regard to FAR 52.219-9 requirements, the following are the statutory targets or goals which offerors should consider and strive to attain when allocating subcontracting effort.  It should be noted that these are not mandatory and each offeror’s subcontracting goals will vary based upon: (1) its approach in satisfying solicitation requirements; and (2) the available subcontracting opportunities allowed for in the offeror’s approach.



Small Business
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Small Disadvantaged Business
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Woman-Owned Small Business
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HubZone Certified
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Service-Disabled Veteran-Owned Small Business
                   3%



Veteran-Owned Small Business
  

   5%

LETTERS OF COMMITMENT FROM SUBCONTRACTORS
If offeror is proposing to use subcontractors, the offeror shall provide Letter(s) of Commitment from Subcontractors.
Technical Proposal Instructions
The technical proposal section is comprised of factors relating to the offeror’s ability to perform.   Offerors are highly encouraged to review the statement of work, found at the end of this document, prior to preparing a technical proposal. 

Offerors shall prepare and compile the information listed under each factor listed below and clearly label the response to each factor.

FACTOR 1 – TECHNICAL CAPABILITY
Technical Capability is the primary determining factor of an offeror’s ability to perform.  Offerors shall describe how they meet or plan to meet all mandatory requirements in the respective Statement of Work (SOW) and contract clauses.  The Government will review proposals to determine that the offeror has adequately demonstrated an ability to meet the Government’s requirements.  Offers demonstrating ability to perform will be determined “technically acceptable”.  Proposals that merely restate the contents of the statement of work of this solicitation will be deemed unacceptable.  

Page limit - 15 pages

FACTOR 2 – CORPORATE EXPERIENCE

Offerors shall submit a narrative description describing their experience in providing services over the past two (2) years.  Describe two (2) projects, similar in size and complexity to the effort contemplated herein (at least $25,000) and in sufficient detail for the Government to perform an evaluation of the specific SIN offered  All examples of offered services must be relevant and have been found to be acceptable by the client.  At a minimum, the offeror shall provide the following information:  

· Project/Contract Name

· Project Description

· Dollar Amount of Project

· Project Duration, including the original estimated completion date and the actual completion date

· Point of Contact and Telephone Number

Projects must include a summary, a detailed description of the work performed and results achieved; proposed and actual milestones, tasks or deliverables and explanations for any delays; methodologies, tools and/or processes used in work performance; and problems encountered and corrective actions taken.  Page limit – 5 pages per SIN offered—be sure to identify the SIN offered.

Offerors with no relevant corporate experience may provide summary descriptions as described above of transportation, delivery or relocation solutions projects worked on by current staff members before being employed by the offeror.  However, the offeror must clearly and conspicuously state that current staff member experience is being substituted for relevant corporate experience.  Offerors who substitute current staff member experience for corporate experience must identify the current staff member as key personnel in their proposal
NOTE:  The Government reserves the right to contact customer references and to use any information discovered in the process of evaluating the offer.  In order for the offeror to achieve an “acceptable” rating, the work described in the projects must demonstrate the successful completion of tasks which were of a similar or greater complexity to the types of tasks described in the statement of work and proposed to be accomplished by the offeror.

FACTOR 3 – MANAGEMENT CAPABILITIES

The offeror shall describe their management approach in narrative format.  At a minimum, the offerors shall address the following points:

· Identify the key personnel to be assigned to this contract and supply resumes to include technical expertise, background, experience, and current job functions (resumes will not be included in the 5 page limit).

· Describe how key personnel will handle their workload as well as how multiple task orders and oversight will be managed as it pertains to the services solicited.
· Submit a current organizational chart, describing the various key positions and how they will be staffed, as well as your firm’s training and recruiting practices as it relates to transportation, delivery and relocation services.
· Describe how your firm will manage contract requirements, including reporting. 

Page Limit – 5 Pages

FACTOR 4 - PAST PERFORMANCE

The Offeror shall demonstrate it has an above-average level of past performance history in managing significant projects and contracts.  The Offeror must contact Open Ratings, Inc. requesting a Past Performance Evaluation.  Requests should be made at least three weeks prior to submission of the offer to GSA.  Any Offeror that does not receive a past performance evaluation from Open Ratings, Inc. will be found unacceptable for this factor and the offer will be rejected.  Offerors are reminded that they are responsible for payment of $125.00 (at the Offeror’s expense) to Open Ratings, Inc.  Orders should be placed on-line at www.ppereports.com.  When completing on-line order, request one copy of the report to be sent to the attention of: 

GSA/FAS/FBGT

TDRS Team

2200 Crystal Drive, Suite 300 

Arlington, VA 22202

 e-mail: onthego@gsa.gov  

If Offeror has a completed Open Ratings Report, please include a copy with the offer to GSA.

