Cal-PCA IACP 4, Day 1 Handout 3-2


Exhibit 3 Proposal Administrative Review Checklist (Example)

PROPOSAL ADMINISTRATIVE REVIEW CHECKLIST

	BIDDER:
	
	DATE:  
	

	REVIEWER:
	
	
	


 FORMCHECKBOX 
  Detailed Technical Proposal 

 FORMCHECKBOX 
  Draft Proposal

	Mandatory
	Optional
	
	VOLUME I 
	PROPOSAL ATTACH. #
	Yes
	No
	N/A

	X
	
	1
	Received on time/date
	
	
	
	

	X
	
	2
	Boxes properly sealed and marked 
	
	
	
	

	X
	
	3
	Included one proposal labeled “Master Copy”
	
	
	
	

	X
	
	4
	Included required number of hard copies and CD-ROM of Volumes I, II and IV
	
	
	
	

	X
	
	5
	* Volumes I, II, and IV do not contain cost figures
	
	
	
	

	X
	
	6
	Cover Letter Signed by the Authorized Individual
	
	
	
	

	X
	
	7
	Included affirmation that the bidder’s firm or bidder’s team is in compliance with federal/state tax laws, the contents of the Final Proposal are accurate and correct, and a statement substantiating that the person who signed the letter is authorized to bind the bidder's firm or bidder’s team to the Final Proposal
	
	
	
	

	X
	
	8
	Included bidder’s name, address, telephone number, etc.
	
	
	
	

	X
	
	9
	Included Table of Contents
	
	
	
	

	X
	
	10
	Included Executive Summary
	
	
	
	

	X
	
	11
	Division 1 - Administrative Response
	
	
	
	

	X
	
	12
	Included agents, suppliers, and subcontractors narrative, if applicable
	
	
	
	

	X
	
	13
	Included Productive Use Requirements, if applicable 
	1A
	
	
	

	X
	
	14
	Included Payee Data Record
	1B
	
	
	

	X
	
	16
	Included Certification Regarding Lobbying and Disclosure of Lobbying Activities – Standard Form LLL
	1C
	
	
	

	X
	
	17
	Included RFP Requirement Checklist
	1D
	
	
	

	X
	
	18
	Included Certification of Use Tax Collection Registration
	1E
	
	
	

	
	X
	19
	Included Proposed Contract Terms & Conditions Annotations
	
	
	
	

	X
	
	20
	Technical Response
	
	
	
	

	
	
	21
	Included Implementation Statements of Work Overview
	
	
	
	

	
	
	22
	Included Implementation General Approach
	
	
	
	

	
	
	23
	Included Implementation Schedule 
	
	
	
	

	
	
	24
	Included Integration Statements of Work Overview
	
	
	
	

	
	
	25
	Included Integration General 
	
	
	
	

	
	
	26
	Included Business Process Transition Planning
	
	
	
	

	
	
	27
	Included Testing Statements of Work Overview
	
	
	
	

	
	
	28
	Included Testing General Approach
	
	
	
	

	
	
	29
	Included Resolution of Testing Problems
	
	
	
	

	
	
	30
	Included Turnover Statements of Work Overview
	
	
	
	

	
	
	31
	Included Turnover General Approach
	
	
	
	

	
	
	32
	Included Operations Statements of Work Overview
	
	
	
	

	
	
	33
	Included Operations Management General Approach
	
	
	
	

	
	
	34
	Included Quality Assurance
	
	
	
	

	
	
	35
	Included Past Performance Verification form(s) and Customer Reference Past Performance Rating form(s)
	1F
	
	
	

	
	
	36
	Included Resumes of Key Personnel 
	1H
	
	
	

	X
	
	50
	Volume II – Completed Service Agreement 
	
	
	
	

	X
	
	51
	Signed Standard Agreement Form 213
	2A
	
	
	

	X
	
	52
	Completed Service Agreement 
	2B
	
	
	

	
	X
	53
	Provided Pre-Existing Intellectual Property List, if applicable
	2C
	
	
	

	X 
	
	54
	Division IV – Literature, if applicable
	
	
	
	


	Mandatory
	Optional
	
	VOLUME III
	PROPOSAL ATTACH. #
	Yes
	No
	N/A

	X
	
	1
	Received on time/date
	
	
	
	

	X
	
	2
	Boxes properly sealed and marked 
	
	
	
	

	X
	
	3
	Included one proposal labeled “Master Copy”
	
	
	
	

	X
	
	4
	Included required number of hard copies and 1 CD-ROM of Volume III
	
	
	
	

	X
	
	5
	*Volumes I, II and IV do not contain cost figures
	
	
	
	

	X
	
	6
	Included Cost Sheets
	2A
	
	
	

	X
	
	7
	Included Total Cost of Contract
	2B
	
	
	

	X
	
	8
	Included Disabled Veteran Business Enterprise Participation Program Requirements
	2C
	
	
	

	
	X
	9
	Included Enterprise Zone Act (EZA) Preference Request
	2D
	
	
	

	
	X
	10
	Included Target Area Contract Preferences Act (TACPA) Request
	2E
	
	
	

	
	X
	11
	Included Local Agency Military Base Recovery Area (LAMBRA) Preference Request
	2F
	
	
	

	
	X
	12
	Included Manufacturer’s Summary of Contract Activities and Labor Hours
	2G
	
	
	

	
	X
	13
	Included Bidder’s Summary of Contract Activities and Labor Hours
	2H
	
	
	

	
	X
	14
	Included Certified Small Business Preference Form
	2I
	
	
	


_______  *Proposal included cost figures.  Review was stopped.  Return proposal to bidder. 

Exhibit 4 Proposal Review and Defect Identification Worksheet

PROPOSAL REVIEW AND DEFECT IDENTIFICATION WORKSHEET

BIDDER:​​​​​______________________________________________________________


REVIEWER/TEAM: _____________________________
DATE:  _________________

 FORMCHECKBOX 
  
Detailed Technical Proposal




 FORMCHECKBOX 
  Draft Proposal

	PROPOSAL REVIEW SUMMARY

	1. Completed proposal review 
	( Yes
        ( No

	2. Completed Administrative Review Checklist, if applicable 
	( Yes
        ( No

	3. Completed Proposal Clarification or Action Item Request, if applicable
	( Yes
        ( No


SUMMARY OF DEVIATIONS/DEFECTS/QUESTIONS

	ITEM #
	REVIEWER/TEAM
	DATE 
	PAGE & PARAGRAPH #
	DEVIATIONS/DEFECTS/QUESTIONS

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Exhibit 5 Proposal Clarification or Action Item Request

	Team Request #
	     
	
	Date of Request
	     


Proposal Clarification or Action Item Request

 FORMCHECKBOX 
  
Detailed Technical Proposal



 FORMCHECKBOX 
  Draft Proposal

 FORMCHECKBOX 
  
Final Proposal

Please select your Action Item Topic:

	 FORMCHECKBOX 

	Administrative
	 FORMCHECKBOX 

	Technical
	 FORMCHECKBOX 

	Financial

	
	
	
	
	
	

	Date Resolution Needed
	     
	


	

	Please indicate the nature of the request:

	 FORMCHECKBOX 

	Proposal Clarification
	Proposal ID
	
	 FORMCHECKBOX 

	Additional Reference Material

	 FORMCHECKBOX 

	Research
	
	 FORMCHECKBOX 

	Other
	

	
	
	
	
	

	Request

	

	Rationale for Request

	

	Team Lead or Designee Concurrence Signature
	


Exhibit 6 Final Proposal Administrative Evaluation Checklist (Example)

FINAL PROPOSAL ADMINISTRATIVE EVALUATION CHECKLIST

	BIDDER:
	____________________________
	DATE:______________

	EVALUATOR:
	____________________________
	


	Mandatory
	Optional
	
	VOLUME I
	PROPOSAL ATTACH. #
	Pass
	Fail
	Material Deviation or Defect

	X
	
	1
	Received on time/date
	
	
	
	

	X
	
	2
	Boxes properly sealed and marked 
	
	
	
	

	X
	
	3
	Included one proposal labeled “Master Copy”
	
	
	
	

	X
	
	4
	Included required number of hard copies and CD-ROM of Volumes I, II, and IV
	
	
	
	

	X
	
	5
	* Volumes I, II and IV do not contain cost figures
	
	
	
	

	X
	
	6
	Cover Letter Signed by the Authorized Individual
	
	
	
	

	
	
	7
	Included affirmation that the bidder’s firm or bidder’s team is in compliance with federal/state tax laws, the contents of the Final Proposal are accurate and correct, and a statement substantiating that the person who signed the letter is authorized to bind the bidder's firm or bidder’s team to the Final Proposal
	
	
	
	

	X
	
	8
	Included bidder’s name, address, telephone number, etc.
	
	
	
	

	X
	
	9
	Included Table of Contents
	
	
	
	

	X
	
	10
	Included Executive Summary
	
	
	
	

	X
	
	11
	Division 1 - Administrative Response
	
	
	
	

	X
	
	12
	Included agents, suppliers, and subcontractors narrative, if applicable
	
	
	
	

	X
	
	13
	Included Productive Use Requirements, if applicable 
	1A
	
	
	

	X
	
	14
	Included Payee Data Record
	1B
	
	
	

	X
	
	15
	Included Certification Regarding Lobbying and Disclosure of Lobbying Activities – Standard Form LLL
	1C
	
	
	

	X
	
	16
	Included RFP Requirement Checklist
	1D
	
	
	

	X
	
	17
	Included Certification of Use Tax Collection Registration
	1E
	
	
	

	X
	
	18
	Technical Response
	
	
	
	

	
	
	19
	Included Past Performance Verification form(s) and Customer Reference Past Performance Rating form(s)
	1F
	
	
	

	X
	
	20
	Included Resumes of Key Personnel
	1H
	
	
	

	X
	
	21
	Volume II – Completed Service Agreement
	
	
	
	

	X
	
	22
	Signed Standard Agreement Form 213
	2A
	
	
	

	X
	
	23
	Completed Service Agreement
	2B
	
	
	

	X
	
	24
	Provided Pre-Existing Intellectual Property List, if applicable
	2C
	
	
	

	X
	
	25
	Included Volume IV – Literature, if applicable
	
	
	
	


	Mandatory
	Optional
	
	VOLUME III
	PROPOSAL ATTACH. #
	Pass
	Fail
	Material Deviation or Defect
	Math Correct
	Math Error

	X
	
	1
	Received on time/date
	
	
	
	
	
	

	X
	
	2
	Boxes properly sealed and marked 
	
	
	
	
	
	

	X
	
	3
	Included one Final Proposal labeled “Master Copy”
	
	
	
	
	
	

	X
	
	4
	Included required number of hard copies and CD-ROM of Volume III
	
	
	
	
	
	

	X
	
	5
	Included Cost Sheets
	2A
	
	
	
	
	

	X
	
	6
	Included Total Cost of Contract
	2B
	
	
	
	
	

	X
	
	7
	Completed Disabled Veteran Business Enterprise Participation Program Requirements
	2C
	
	
	
	
	

	
	X
	8
	Completed Enterprise Zone Act (EZA) Preference Request
	2D
	
	
	
	
	

	
	X
	9
	Completed Target Area Contract Preferences Act (TACPA) Request
	2E
	
	
	
	
	

	
	X
	10
	Completed Local Agency Military Base Recovery Area (LAMBRA) Preference Request
	2F
	
	
	
	
	

	
	X
	11
	Completed Manufacturer’s Summary of Contract Activities and Labor Hours
	2G
	
	
	
	
	

	
	X
	12
	Completed Bidder’s Summary of Contract Activities and Labor Hours
	2H
	
	
	
	
	

	
	X
	13
	Completed Certified Small Business Preference Form
	2I
	
	
	
	
	


_______
*Final Proposal, Envelope 1 - Administrative and Technical, included cost data or financial worksheets.  Evaluation process stopped.

See Materiality Test (next page)

MATERIALITY TEST

Perform materiality test for each “Fail” item in the Administrative Evaluation Checklist.

Volume Item:










	The RFP define the use of:
	should or may = Desirable Requirement

	
	shall, must, will  = Mandatory Requirement


A. For each item listed in the Final Proposal Administrative Evaluation Checklist, ask if the item is Desirable or Mandatory (defined above).  If it is Desirable, stop; the deviation is immaterial.  If it is Mandatory, proceed with the following analysis:  

	1.  Is the response not in substantial accord with the solicitation requirement?  

	2.  Does the response provide the bidder an advantage over other bidders?  

	3.  Does the response have a potential significant effect on the delivery of the items quoted?  

	4.  Does the response have a potentially significant effect on the quantity of the items quoted?

	5.  Does the response have a potentially significant effect on the quality of the items quoted? 

	6.  Does the response have a potentially significant effect on the amount paid to the bidder?  

	7.  Does the response have a potentially significant effect on the cost to ECSP Project?  


B. “NO” answers mean the deviation is NOT material for that particular question.  If all seven questions are answered “NO” then there is no material deviation/defect.  Mark “NO” on the Final Proposal Administrative Evaluation Checklist. 

C. All “YES” answers require an explanation describing how the item is potentially affected.  

D. If the item is determined mandatory and any of these items above apply, the deviation must be deemed material (reference Section 2 of the RFP), and the proposal is rejected.  Material deviations cannot be waived. 

E. Mark “YES” on the Final Proposal Administrative Evaluation Checklist in the column labeled Material Defect/Deviation.

 Exhibit 7 Final Proposal Administrative Evaluation and Defect Identification Worksheet 

FINAL PROPOSAL 

ADMINISTRATIVE EVALUATION AND DEFECT IDENTIFICATION WORKSHEET

BIDDER:______________________________________________________________


EVALUATOR/TEAM:  ___________________________
DATE:  _________________

	FINAL PROPOSAL ADMINISTRATIVE REVIEW SUMMARY

	Volume I and II
	

	1. Completed Volume I and II – Evaluation 
	( Yes
( No

	2. Completed Administrative Evaluation Checklist - Volume I and II
	( Yes
( No

	3. Completed Proposal Clarification or Action Item Request, if applicable 
	( Yes
( No

	4. Final Proposal ready for nonadministrative review
	( Yes
( No

	Volume III
	

	5. Completed Volume III – Math Verification of Worksheets
	( Yes
( No

	6. Completed Volume III – Preference Program Percentage Computation
	( Yes
( No

	7. Completed Administrative Evaluation Checklist  - Volume III
	( Yes
( No

	8. Completed Proposal Clarification or Action Item Request, if applicable 
	( Yes
( No

	9. Completed final administrative evaluation 
	( Yes
( No


SUMMARY OF DEVIATIONS/DEFECTS

	ITEM #
	EVALUATOR/TEAM
	DATE 
	PAGE & PARAGRAPH #
	DEVIATIONS/DEFECTS

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Exhibit 8 Final Proposal Nonadministrative Evaluation and Discrepancy Worksheet

FINAL PROPOSALNONADMINISTRATIVE EVALUATION AND DISCREPENCY WORKSHEET

BIDDER:____________________________________________________________


EVALUATOR/TEAM:  ________________________   DATE:  _________________

	FINAL PROPOSAL NONADMINISTRATIVE REVIEW SUMMARY

	Volume I and II
	

	1. Completed Volume I and II - Evaluation 
	( Yes
( No

	2. Completed Proposal Clarification or Action Item Request, if applicable
	( Yes
( No

	3. Completed Rating and Scoring Spreadsheet & Notes
	( Yes
( No

	4. Completed Scoring Record
	( Yes
( No

	5. Completed and Signed Scoring Record Cover Memo
	( Yes
( No

	Volume III
	

	1. Completed Volume III – Evaluation
	( Yes
( No

	2. Completed Proposal Clarification or Action Item Request, if applicable
	( Yes
( No

	3. Completed Rating and Scoring Spreadsheet & Notes
	( Yes
( No

	4. Completed Scoring Record
	( Yes
( No

	5. Completed and Signed Scoring Record Cover Memo
	( Yes
( No


SUMMARY OF DISCREPANCIES

	ITEM #
	EVALUATOR/TEAM
	DATE 
	PAGE & PARAGRAPH #
	DISCREPANCIES

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


