
INSTRUCTIONS TO OFFERORS

(a) North American Industry Classification System (NAICS) code and small business size standard.  The NAICS code and small business size standard for this acquisition appear in Block 10 of the solicitation cover sheet (SF 1449).  However, the small business size standard for a concern which submits an offer in its own name, but which proposes to furnish an item which it did not itself manufacture, is $5 Million.

(b) Submission of proposals.  Submit signed and dated proposals to the office specified in this solicitation at or before the exact time specified in this solicitation.  Proposals must be submitted on the SF 1449. Proposals must also include:

1. A completed copy of the representations and certifications at FAR 52.212-3;

2. Acknowledgment of Solicitation Amendments;

Period for acceptance of proposals

The offeror agrees to hold the prices in its offer firm for 60 calendar days from the date specified for receipt of proposals, unless another time period is specified in an addendum to the solicitation.

Late submissions, modifications, revisions, and withdrawals of proposals  

Proposers are responsible for submitting proposals, and any modifications, revisions, or withdrawals, so as to reach the Government office designated in the solicitation by the time specified in the solicitation.

Any offer, modification, revision, or withdrawal of an offer received at the Government office designated in the solicitation after the exact time specified for receipt of proposals is “late”' and will not be considered unless it is received before award is made, the Contracting Officer determines that accepting the late offer would not unduly delay the acquisition; and‑‑

There is acceptable evidence to establish that it was received at the Government installation designated for receipt of proposals and was under the Government's control prior to the time set for receipt of proposals.  Acceptable evidence to establish the time of receipt at the Government installation includes the time/date stamp of that installation on the offer wrapper, other documentary evidence of receipt maintained by the installation, or oral testimony or statements of Government personnel.

If an emergency or unanticipated event interrupts normal Government processes so that proposals cannot be received at the Government office designated for receipt of proposals by the exact time specified in the solicitation, and urgent Government requirements preclude amendment of the solicitation or other notice of an extension of the closing date, the time specified for receipt of proposals will be deemed to be extended to the same time of day specified in the solicitation on the first work day on which normal Government processes resume.

Contract award

The Government intends to evaluate proposals and award a contract without discussions with proposers.  Therefore, the offeror's initial offer should contain the offeror's best terms from a price and technical standpoint.  However, the Government reserves the right to conduct discussions if later determined by the Contracting Officer to be necessary.  The Government may reject any or all proposals if such action is in the public interest; accept other than the lowest offer; and waive informalities and minor irregularities in proposals received.

In Addition to the above, the following applies to this solicitation:

The offeror’s proposal shall be divided into four sections:

A.  Technical

B.  Business

C.  Past Performance

D.  Cost/Price

Below are specific instructions for each section of the offeror’s proposal:

A. Technical

Management Approach/Plan:

Proposals shall set forth the Offeror’s approach to quality management of the required services through surveillance, organizational structure, and effective utilization and distribution of the workforce in meeting contract requirements. 

Technical Approach

The Offeror shall also describe its technical approach to performing the specific requirements of the Statement of Work. The Offeror shall discuss plans for accommodating fluctuating workload.

The Offeror shall discuss methods to monitor, assure quality, report on, and improve on products and services.  

The Offeror shall describe any work to be subcontracted, and the rationale for subcontracting these activities.  The Offeror shall describe any work for which it will use consultants and the rationale for using these consultants.

The Offeror is encouraged to describe examples of technical innovation relevant to carrying out the SOW.  Where such examples are given, their relevance to the SOW must be demonstrated, as well as rationale that supports any proposed efficiencies or cost savings.

Personnel & Staffing

The Offeror shall describe its staffing plan.  The description shall include the staffing size (number of personnel) and skill mix (labor categories and levels within each category) and plans for staffing all work site locations.  

The Offeror shall identify, provide position descriptions, for all proposed labor categories (and all levels within each labor category) anticipated to perform the Statement of Work.  In addition, the offeror shall provide resumes for all Key Personnel proposed for this effort.

The offeror shall also discuss its plans for maintaining a trained workforce, including the method of identifying training needs and providing training to its workforce.

Summary of Deviations\Exceptions (Technical Proposal)

Identify and explain the reason for any deviations, exceptions, or conditional assumptions taken with respect to these technical proposal instructions or to any of the technical requirements of this solicitation, such as the statement of work and related specifications.

B. Business

The offeror shall discuss its plans for reporting progress in relation to specific requirements of this effort, including the tracking of costs associated with each task of the contract.

Unless the Offeror is a small business, the offeror shall include with its proposal, a subcontracting plan, which discusses its plans for meeting the Small Business set-aside requirements of this solicitation.

Additional Information to be furnished   (Business Proposal)

Business Systems
State whether business systems, such as accounting, property control, procurement, estimating, employee compensation, etc., which require Government approval, are currently approved without condition.  Provide the date of approval for each system.  Explain any existing conditional approvals and the compliance status of any system(s) for which approval is currently withheld.  Describe any special business systems or controls to be used for this procurement.  This information will be used as a part of the responsibility determination made by the Contracting Officer.

Summary of Deviations/Exceptions (Business Proposal)
Identify and explain the reason for any deviations, exceptions, or conditional assumptions taken with respect to these Business Proposal instructions or to any terms and conditions of the solicitation other than those of a technical or cost nature.  Any exception or deviations taken must contain sufficient amplification and justification to permit evaluation.

C. Past Performance

The information requested below is anticipated to be sufficient for purposes of the evaluation of past performance.  However, offerors may submit additional information at their discretion if they consider such information necessary to establish a record of relevant past performance.  Refer to FAR 15.305(a)(iii).

Furnish the following information for the five (5) most recent contracts or subcontracts in excess of $500,000 within the last three (3) years:

a. Customer's name, address, and current, verified telephone numbers of both the lead contractual and technical personnel.

b. Contract number, type, total original contract value (as awarded) and the present or final contract value.

c. Date of contract, place(s) of performance, and delivery dates or period of performance.

d. Brief description of contract work and comparability to the proposed effort.  It is not sufficient to state that it is comparable in magnitude and scope.  Rationale must be provided to demonstrate that it is comparable.

e. Method of acquisition: competitive or noncompetitive.

f. Nature of award: initial or follow-on.  If initial, indicate whether award was preceded by a Government, customer, or offeror financed study.

g. Discuss any major technical problems and how they were overcome. List any major deviations or waivers to technical requirements that were granted by the customer.

h. Whether delivery was on time and, if not, why; adherence to program schedules; incentive performance (e.g., schedule and technical) history, if applicable.

i. Cost/price management history; cost overruns and underruns, and cost incentive history, if applicable.

j. List any contracts terminated (partial or complete) within the past 5 years and basis for termination (convenience or default). Include the contract number, name, address, and telephone number of the terminating officer.  Include contracts that were "descoped" by the customer because of performance or cost problems.

k. Average number of personnel on the contract per year and percent turnover of personnel per year.  

If you propose to use subcontractors (or teaming arrangements) to perform major or critical aspects of this requirement, provide the above information on each of the subcontractors or team members. 

D. COST/PRICE

The offeror shall organize its proposal by elements of costs, including a breakdown by labor category, including labor hours and rates.  The proposal shall also include any other direct costs, such as materials, travel, etc. (include rationale for all such costs).

The offeror shall also list all labor categories and corresponding rates, by year, for all anticipated direct labor for the entire contract effort.  If discounts are proposed, please indicate them in your proposal.

If you haven’t already done so, include a copy of your GSA schedule with the “Original copy of your Business Proposal.

PROPOSAL PAGE LIMITATIONS

The technical section of your proposal is limited to no more than 22 pages (12 point font except for 8 point permitted in figures and tables; foldouts count as the equivalent number of 8.5x11 pages).

Other than what is required by these instructions, no appendices, attachments, etc. are permitted.

PROPOSAL COPIES, VOLUME ASSEMBLY, AND DELIVERY INSTRUCTIONS

The Technical section of your proposal must be a separate volume.  All other sections of your proposal may be combined into one volume.  Please submit 3 copies of your proposal.  Proposals shall be delivered to the following:

LOCATION





NUMBER OF COPIES

NASA/Goddard Space Flight Center


1 (with original signatures)

Attn:  Christopher Torrance



2 copy

Code 210.8
Building 26 Room 236

Greenbelt, Maryland  20771

* Proposals are due, no later than 12:00 Noon, EST on, April 27, 2005.
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