OFFER PREPARATION INSTRUCTIONS



(a)  Introduction

It is NASA’s intent by providing the instructions set forth below to solicit information that will demonstrate the Offeror’s competence to successfully complete the requirements specified in the SOW and to permit a competitive evaluation of its offer.


Only the required minimum amount of information is requested to provide for proper evaluation.  Efforts should be made to keep offers as brief as possible, concentrating on substantive information essential for a proper evaluation.


Any communication in reference to this RFP shall cite the solicitation number and be directed to the following Government representative:


Name:  
Vanessa Lindsey


Phone:  
256-544-4335


Fax:

256-544-6062


Address:
George C. Marshall Space Flight Center




Marshall Space Flight Center, AL  35812




Attention:  Vanessa Lindsey, Mail Code:  PS52-J

All questions in response to this solicitation must be submitted in writing to Ms. Lindsey.  Questions of any nature or in any form shall not be directed to the technical activity personnel.


It is requested that questions be submitted by 4:00 p.m. central time, June 29, 2004.  Questions will be answered in the form of an amendment to the RFP and will be posted on the NASA Acquisition Internet Service.  Question received after June 29, 2004 will be answered only if time permits.

(b)  Format of Offers


The Offeror shall follow the outline and format prescribed below in preparing their offer.


Section I.  
Technical Approach


Section II.  
Qualifications of Key Personnel


Section III.
Past Performance


Section IV.
Price

Section I.  Technical Approach.    In this section, the Offeror shall describe its technical approach for meeting the requirements and performing each task in the statement of work.  Your discussion shall address the overall design and rationale and provide a comprehensive description of the technical approach.

Section II.  Qualifications of Key Personnel.  The Offeror shall submit a resume for each proposed key personnel.  At a minimum, the resume shall include the following information:

· Summary of experience that is relevant to performance of the statement of work for each FTE dedicated to the project.

· Amount of FTE, broken down by task for each key personnel.

· Employment history specific to this SOW covering period of employment, name and location of employer, position title, and brief description of job duties, and name and phone number of employer.

· Educational background to include name of any universities attended and degrees received.

Section III.  Past Performance.  The Offeror shall provide past performance information for up to three of the Offeror’s most relevant contracts that are currently being performed or have been completed.  The limitation of three contracts applies to the Offeror’s entire team, regardless of the number of subcontractors being proposed.  Offerors shall provide the following information for each contract identified:

· Name and address of contracting activity

· Name and phone number of the Contracting Officer and technical monitor

· Whether your firm is/was the prime contractor or a subcontractor on the effort

· Contract number and title

· Type of contract

· Value of contract

· Period of performance

· Detailed description of the tasks performed 

· Number of people employed by your firm on the contract

· Why your experience and performance on this contract is relevant to this procurement

Section IV.  Price.  The Offeror shall provide a firm-fixed-price for performing each of the tasks in the statement of work by using the attached Cost/Price Worksheet.  

	Task Number
	Unit
	Firm-Fixed-Price
	Discounts

	Task No. 1
	Lot
	________________
	

	Task No. 2
	Lot
	________________
	

	Task No. 3
	Lot
	________________
	


Each proposed price shall be supported by a breakdown of costs in sufficient detail to provide insight into the labor categories being proposed, number of labor hours, base labor rates, associated indirect costs,  any other direct costs (travel, materials), and profit.  *See Cost/Price Worksheet.

(c)  Page Limitations

  (1) The following page limitations are established for each section of the Offer. 

	Section Number 
	Page Limitation

	Section I – Technical Approach 


	15 pages


	Section II & III – Qualification of Key Personnel  

                           & Past Performance


	10 pages combined



	Section IV -- Price
	No Page Limit





  (2) A page is defined as one side of a sheet, 8 1/2" x 11", with at least one inch margins on all sides, using not smaller than 12 point type.  Foldouts count as an equivalent number of 8 1/2" x 11" pages.  The metric standard format most closely approximating the described standard 8 1/2" x 11" size may also be used.


  (3) Title pages and tables of contents are excluded from the page counts specified in subparagraph (c)(1).  In addition, Section IV -- Price of your Offer is not page limited. However, this section is to be strictly limited to cost and price information.  Information that can be construed as belonging in one of the other sections of the Offer will be so construed and counted against that section's page limitation.


  (4) Pages submitted in excess of the limitations specified in subparagraph (c)(1) will not be evaluated by the Government and will be returned to the Offeror.

(d) Due Date for Receipt of Offers

(1)  The due date and time for receipt of Offers is July 2, 2004 by 4:00 pm central time.

(2)  An original and three copies of your Offer shall be submitted.  Offerors shall provide the names(s), telephone numbers(s), facsimile number(s) and e-mail address(es) of person(s) authorized to act on the behalf of the Contractor.  Offers shall also identify discount/payment terms, taxpayer identification number (TIN), and identification of any special commercial terms.  Offers shall also include completed copies of the provision at FAR 52.212-3, “Offeror Representations and Certifications – Commercial Items”.  These representations and certifications will be incorporated by reference into any resultant order.


  (3)  Offers shall be mailed to the address specified in paragraph (a) of these instructions.  Offers hand-carried to MSFC on the date due shall be delivered to Building 4203, Room 3155 prior to the times specified in subparagraph (d)(1).

Facsimile Offers are not authorized.

Information in the offer must be furnished entirely in compliance with these instructions and be complete within itself.  The information requested and the manner of submission is essential to permit a prompt and thorough evaluation.

  (4)  Offers received after the due date and time specified in subparagraph (d)(1) will be processed in accordance with FAR Clause 52.212-1 “Instructions to Offerors – Commercial Items.”

�PAGE \# "'Page: '#'�'"  ��I thought that the entire packet (including key personnel) would be about 25 pages total.  That’s the reason that I shortened both of these.  





