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EVALUATION AND SELECTION TEAM PROCEDURES

RFP &RFP#


proposal qualification CHECKLIST 

check type:  CONCEPTUAL _____ DT _____DRAFT ____ or FINAL ____

	BIDDER’S NAME:

	ITEM#
	EVALUATION CRITERIA
	YES
	NO*

	1
	Proposal received on time
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2
	Proposal container is sealed
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3
	Proposal is labeled with:
	
	

	3a
	Name of Bidder
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3b
	Bidder’s Address
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3c
	Title:  “RFP DMV MCD05-0001”
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3d
	Label:  “Draft Proposal” if Draft or “Final Proposal” if Final
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4
	Each page of the proposal includes:
	
	

	4a
	RFP DMV MCD05-0001
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4b
	Name of Bidder
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4c
	Proposal Volume Number
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4d
	Proposal Section, Part or Exhibit Number
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4e
	Page Number
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4f
	Date
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4g
	Label Draft or Final
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5
	Electronic copy of the Proposal on a CD-ROM received 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6
	One copy of Volume III, Sealed Cost Proposal, submitted on a separate CD for final only (if sealed inside proposal answer after opening Costs)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7
	Cost Proposal is sealed
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8
	Cost Proposal is separate from the Proposal  (Note: The Cost Proposal will not be opened for evaluation until Volumes I and II have been evaluated and scored as described in RFP Section IX, Evaluation and Selection.  The detailed evaluation is accomplished using the Cost Evaluation Checklist.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9
	Cost Proposal is labeled with:
	
	

	9a
	Name of Bidder
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9b
	Bidder’s Address
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9c
	Title: “RFP DMV MCD05-0001”
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9d
	Label:  “Cost Proposal” (for final only)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10
	Volume I – Response to Requirements includes:
	
	

	11
	10 copies plus a Master Copy 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12
	Section I – Cover Letter
	
	

	12a
	· Cover Letter provided?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	13
	Section II – Table of Contents
	
	

	13a
	· All major parts of the proposal, including forms, must be identified by volume and page number
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	BIDDER’S NAME:

	ITEM#
	EVALUATION CRITERIA
	YES
	NO*

	13b
	· The Table of Contents must also identify all tables, figures, charts, graphs, etc.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	14
	Section III – Executive Summary
	
	

	14a
	· Overview of the Bidder’s company background and qualifications 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	14b
	· Condense and highlight the contents of the proposal to provide a broad understanding of the entire proposal
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	14c
	· Cost information must not be included in the Executive Summary.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	15
	Section IV – Administrative Response (Appendix D – Administrative)
	
	

	15a
	· Administrative Response Matrix of Appendix D provided
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	15b
	· The Bidder has checked “Yes” on the matrix indicating compliance with each mandatory, mandatory scoreable and mandatory conditional (if applicable) requirement.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	15c
	· The Bidder has checked “No” on the matrix indicating non-compliance with one or more of the desirable scoreable or mandatory conditional (if applicable) requirements.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	16
	Section V – Technical Response (Appendix D – Technical)
	
	

	16a
	· Technical Response Matrix of Appendix D provided
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	16b
	· The Bidder has checked “Yes” on the matrix indicating compliance with each mandatory, mandatory scoreable and mandatory conditional (if applicable) requirement.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	16c
	· The Bidder has checked “No” on the matrix indicating non-compliance with one or more of the desirable scoreable or mandatory conditional (if applicable) requirements.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17
	Section VI – Bidder Response Forms (Appendix C)
	
	

	17a
	All Forms in Appendix C are provided:
	
	

	17b
	· Letter of Intent to Bid (Form 1.1 – If not submitted previously)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17c
	· Confidentiality Statement (Form 1.2 – if not submitted previously)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17d
	· Subcontractor List (Form 5.1)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17e
	· Prime Contractor/Subcontractor Information (Form 5.2)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17f
	· Customer Reference Form (Form 5.3) - 3
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17g
	· Labor Category Form (Form 5.4)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17h
	· Proposed Personnel Resume Form (Form 5.5)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17i
	· Disabled Veteran Business Enterprise Program (Form 5.6)

· Std. 840

· Draft – Included in Volume 1 and 3 with XXX in place of any dollar amounts

· Final – Included in Volume I with XXX and in Volume 3 with dollar amounts

· Std 843

· GSPD-05-105
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	17j
	· Target Area Contract Preference Act (TACPA) (Form 5.7) - Conditional
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17k
	· Enterprise Zone Act Preference (EZA) (Form 5.8) - Conditional
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17l
	· Local Agency Military Base Recovery Area (LAMBRA) (Form 5.9) - Conditional
	
	

	17m
	· Bidder’s Summary of Contract Activities and Labor Hours (Form 5.10) - Conditional


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17n
	· Manufacturer’s Summary of Contract Activities and Labor Hours (Form 5.11) - Conditional
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17o
	· Certified Small Business and Non-Small Business Contractor Preferences (Form 5.12) - Conditional
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17p
	· Payee Data Record, Std 204 (Form 5.13)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17q
	· Certificate of Use Tax Collection (Form 5.14)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17r
	· Self-Certification Form (Form 5.15) - 1
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17s
	· Letter of Bondability (Administrative Requirement 5)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17t
	· Seller’s Permit or Certification of Registration (Administrative Requirement 53)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	18
	Section VII – Maintenance Plan (Appendix G)
	
	

	18a
	· Appendix G provided
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	19
	Section VIII – Conversion/Installation Plan (Appendix H)
	
	

	19a
	· Appendix H provided
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	20
	Volume II – Contract includes:
	
	

	20a
	· 10 original signed copies (Appendix B)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	20b
	· Std 213 is signed by person authorized to bind the bidder’s company (final only)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	21
	Volume IV – Literature includes:
	
	

	21a
	· 3 copies plus a Master Copy
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	21b
	· Contains only supporting literature (i.e., manufacturers specifications, brochures, products, or services) proposed to support the requirements of the RFP.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	21c
	· No reference to dollar amounts
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	COMMENTS:



* If the response to any item is “NO”, please include explanatory comments. The Evaluation Team must make a determination if the deviation is material.

