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PROPOSAL CHECKLIST

	 COMPLETELY READ, UNDERSTAND AND SUBMIT PROPOSAL IN ACCORDANCE WITH SOLICITATION PROPOSAL INSTRUCTIONS (SCP-FSS-1 and SCP-FSS-2).  
	Included with Proposal
	Agency Use

	**  NOTE:  OFFEROR NEEDS TO SUBMIT THE COMPLETED VENDOR RESPONSE DOCUMENT (DOCUMENT 3), IN ADDITION TO THE TECHNICAL PROPOSAL, AND THE PRICE PROPOSAL.  

ADDRESS PAPER OFFERS TO:  [BLOCK 9, STANDARD FORM 1449 (DOCUMENT 4)]. 
	
	

	  Section I – Administrative/Contract Data 
	
	

	Any exceptions taken to terms and conditions are noted in Offeror’s cover letter.
	
	

	For paper offers, Standard Form 1449, Blocks 12, 17a, 17b, 30a, 30b and 30c are completed. 
	
	

	Complete (Document 10), Summary of Offer. 
	
	

	Submit the information requested in provisions SCP-FSS-1 and SCP-FSS-2.  
	
	

	Prepare Small Business Subcontracting Plan (large businesses only) using sample in (Document 7 )
	
	

	Complete all clause fill-in information identified in the Vendor Response Document (if clause responses can only be determined at the Task Order level (e.g. clause 552.211-78 Commercial Delivery Schedule), state “TBD at the Task Order Level” for the clause response). 
	
	

	Submit documentation to demonstrate financial capacity.
	
	

	Section II – Technical Proposal (SCP-FSS-2)
	
	

	Submit the narrative described in Factor One – Corporate Experience.
	
	

	Submit the documentation described in Factor Two – Relevant Project Experience.
	
	

	Submit the documentation described in Factor Three – Past Performance.
	
	

	Submit the documentation described in Factor Four – Quality Control. 
	
	

	Section III – Price  Proposal
	
	

	Clearly state whether pricing offered is based on a “commercial price list” (CPL) versus market prices and follow proposal instructions accordingly. 
	
	

	Submit an Electronic copy of the Pricing section including labor category definitions and minimum education and minimum experience requirements for each labor category. 
	
	

	Submit CSP (Document 9) with applicable MFC price comparison spreadsheet.
	
	

	Discuss why the Offeror believes the pricing is fair and reasonable and how it relates to most favored customer pricing.  If GSA is not offered discounts, terms, or conditions equal to or better than the firm’s most favored customer (the lowest price), explain why. 
	
	

	Submit rationale for estimated GSA contract annual sales (CSP, paragraph (2)). 
	
	

	Submit supporting documentation for prices proposed (invoices/contracts, showing prices). 
	
	

	Submit a Professional Compensation Plan in accordance with Clause 52.222-46.
	
	

	Submit a copy of the offeror’s policy that addresses uncompensated overtime in accordance with Clause 52.237-10.
	
	

	Identify SCA labor categories and submit SCA matrix (Document 13).  
	
	


DO NOT INCLUDE THIS CHECKSHEET WITH THE OFFER.  IT IS PROVIDED AS A BENEFIT TO THE OFFEROR. 
