Section L - ADDITIONAL PROPOSAL INSTRUCTIONS

General

The period of performance for this requirement is as follows:    

Base Period
26 Sep 08 to 31 Aug 09

Option I
01 Sep 09 to 31 Aug 10

Option II
01 Sep 10 to 31 Aug 11
The contract will be awarded as a time and materials contract and will be guided by issuance of Task Instructions (TI).  Task instructions may or may not contain performance incentives for those tasks deemed critical (<or= $5,000).

The full time equivalent (FTE) for this requirement is 1 (one).
Proposal(s) are due by Tuesday, September 23, 2008 at 12 PM est. 
Proposal must reference a point of contact(s) for technical and cost questions i.e name, telehone number and e:mail address. 

Security Guidelines
The Contractor and its subcontractors shall comply with Department Security policy requirements as set forth in:

A. The Statement of Work

B. The Privacy Act of 1974 (P.L. 93-579, U.S.C. 552a)

C. The U.S. Department of Education Handbook for Information Assurance Security Policy, OCIO-01 (March 2006)

D. The U.S. Department of Education Departmental Directive OM: 5-101, “Contractor Employee Personnel Security Screenings”

All contractor employee positions are considered moderate risk (security clearance level 5C) under this contract. The Contractor shall:

· Ensure that no employees are assigned to moderate risk designated positions prior to a completed preliminary screening.

· Ensure that all contractor employees occupying moderate risk designated positions submit forms if there is a break in service to a Department contract of 365 days or more.

· Withdraw from consideration under the contract any employee receiving an unfavorable adjudication determination.

· Abide by the requirements in Departmental Directive OM: 5-101, “Contractor Employee Personnel Screenings.”

Further information including definitions of terms used in this clause and a list of required investigative forms for each risk designation are contained in Departmental Directive OM: 5-101, “Contractor Employee Personnel Screenings.”

The offeror must provide an assurance that it shall comply with the Department of Education’s policies and guidelines on physical, personnel, and security, at no additional cost to the government.  All Contractor employees are subject to completing the appropriate background investigation forms to determine the impact or possibility of harm that can be done related to their role.  Failure to comply with the contractor personnel security requirements may result in a termination of the contract for default.

Technical and Price Proposal
The proposal shall consist of two parts: I. "Technical Proposal" and II. "Cost Proposal." 

The technical proposal should not exceed 10 pages (single-spaced with 1” margins on standard 8.5” x 11” paper, font size no smaller than 10-point, page numbers at the bottom of each page), inclusive of all appendices and exhibits. Printing shall be on one side only in portrait style. Resumes, graphs, charts, or tables that are used to provide clarity to the proposal should be included in the appendices section.  These graphs, charts, or tables may be depicted in landscape style.

Offeror(s) shall attach a hard copy of the terms and conditions applicable to their Schedule or identify the website where the terms and conditions can be reviewed on-line.  

I.  Technical Proposal

The Technical Proposal shall include the following sections:

Section A – Technical Approach: The offeror shall organize the proposal by tasks as outlined in the Statement of Work and provide a detailed work plan indicating how each aspect of the SOW is to be accomplished.  Your technical approach should be in as much detail as you consider necessary to fully explain your approach.  The technical approach should reflect a clear understanding of the nature of the work being under taken. Each task shall be presented under a separate heading, using the same numerical designation and following the same order as listed in the Statement of Work.  In addition to describing the procedures used to complete each task, the offeror shall indicate any anticipated problems or barriers and how each could be addressed.

Section B – Management and Staffing Plan:  Offeror's plan must include how the project is to be managed and staffed.  You should demonstrate your understanding of important tasks and explain how the management and coordination of consultant and /or subcontractor efforts will be incorporated and accomplished. 

Although the purpose and goal of each task is outlined, it is up to the offeror to propose the most effective methods of carrying out the tasks, subtasks, events, and deliverables specified in the Statement of Work.

The offeror shall describe the management control system that shall be used internally for planning, scheduling, budgeting, managing, and reporting the accomplishments of the Contract work, as well as how that system will be applied to this contract.  This includes procedures for controlling expenditures, the quality of services, documents, and other products, and procedures for early identification and reporting of potential or existing problems.

The plan must include a list of names and proposed duties of the professional personnel, consultants, and key subcontractor employees assigned to the project.  Resumes shall be provided for all but clerical staff.  Resumes should contain information on education, background, recent experience, and specific requirement-related or technical accomplishments. The proposal must clearly identify the project director who will be responsible for overall implementation of the contract.  

Commitment letters from consultants or other personnel to be hired must include the specific items or expertise they will provide, their availability to the project, and the estimated amount of time they will be needed.  Consultants to be used during the project shall be proposed by the offeror on the basis of appropriateness and qualifications.

Section C – Past Performance: The offeror shall provide relevant points of contact for previous acquisition support projects in order to verify and evaluate past performance.   

II.  Cost Proposal

Offerors should follow the proposed format and content suggestions detailed in this section in preparing their Cost Proposal.

The Cost Proposal shall include the following sections:

A. Budget for Base Period and each Option Period, broken down by task.

B. Labor hours by personnel listed in the Technical Proposal.

C. Narrative describing the basis of all proposed costs (direct and indirect).  

Offerors shall clearly identify any subcontractor and provide the breakdown of dollar amounts for said proposed subcontractor(s).  If the offeror will not have any subcontractors under this Contract, they shall state so in their proposal.

Offerors shall submit adequate data to allow complete analysis and evaluation of proposed proposed. 
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