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DHS EAGLE

RFP# HSHQDC-05-R-00010

PROPOSAL PREPARATION CHECKLIST 

VOLUME I – TECHNICAL/MANAGEMENT PROPOSAL

FUNCTIONAL AREA 5
	PROPOSAL REQUIREMENT
	Action/

Assignment
	Page Limit

	TAB A (L.10.1)

	Cover Letter (1 Page) indicating Evaluation Track; Terms and Conditions; Acceptance Period of 180 calendar days. Statement on bidding as unrestricted; cover letter certifies that electronic CD contents exactly match hard copy; EVM sheet follows cover letter.
	Betty
	1

	Executive Summary (2 pages): Overview of proposal
	Sherri
	2

	TAB B (L.10.1)

	Attachment J-2: Two (2) Past Performance Statements for each Functional Category

	Functional Category 5 –

 Management Support Services

	Past Performance #1 DOE IRM 
	
	

	 Identification & Completion of Past Performance Statement (Parts I-III)
	Melissa
	

	                   Attachment J-2,Part II, Program Description and Relevance
	Michael S.
	

	                   Attachment J-2, Part III, Program Service Level Agreements-Measures and Monitoring
	Michael S.
	

	Past Performance Questionnaire
	Melissa
	

	Attachment J-3, Past Performance Questionnaire (to be sent directly from offeror’s reference to DHSEAGLE@dhs.gov).  Confirm submission.
	Melissa
	

	Past Performance #2 NOAA NESDIS
	
	

	 Identification & Completion of Past Performance Statement (Parts I-III)
	Melissa
	

	                   Attachment J-2,Part II, Program Description and Relevance
	Michael S.
	

	                   Attachment J-2, Part III, Program Service Level Agreements-Measures and Monitoring
	Michael S.
	

	Past Performance Questionnaire
	Melissa
	

	Attachment J-3, Past Performance Questionnaire (to be sent directly from offeror’s reference to DHSEAGLE@dhs.gov).  Confirm submission.
	Melissa
	

	TAB C (L.10.1)

	Functional Category 5 –

 Management Support Services

	Attachment J-4, Quality Recognition and Certification Profile Form (state none)
	Sherri
	

	TAB D (L.10.1)

	(1) Program Management (10 page limit including 2 page proposed Program Manager’s resume)
	Sherri/Russell-Phyllis/Michael A.
	10

	Identification of Program Manager
	Betty/HR
	

	Commitment Letter
	Betty/HR
	

	Complete Resume Template 
	Sherri
	2

	(1) Program Management (Unrestricted Track) includes certification of EVMS standards (H.32.1)
	Michael S.


	

	(1) Program Management (Set-Aside Track) includes certification of EVMS standards (H.32.2)
	
	

	(2) Quality Control Solution (2 page limit): QC description includes process, approach and procedures
	Michael S./ Russell-Phyllis/Michael A.
	2

	TAB E (L.10.1)

	Description of processes, procedures and procedures demonstrating ability to recruit, train, and retain high-quality personnel (3 page limit)
	Sherri/HR
	3

	Attachment J-5, Staffing Levels Profile Form
	Betty/Melissa
	

	Attachment J-6 Labor Category Table
	Betty/Jim
	

	TAB F (L.10.1)

	Description of ability to achieve results through teaming (3 page limit)
	Michael A.
	3

	TAB G (L.10.1)

	Three potential initiatives demonstrating knowledge and understanding of the Department of Homeland Security (9 page limit)
	
	9

	DHS Research – identify issues/weaknesses of DHS 
	Team
	

	Initial Analysis
	Sherri/Michael S.
	

	Feasibility/Requirements Analysis
	Betty/Russell
	

	Initiative #1 – Identify from DHS Research Results
	Sherri/Michael S.
	

	Draft write-up:  DST’s DHS Understanding; DHS Challenge; DST Recommendations 
	Sherri/Michael S.
	

	Initiative #2 – Identify from DHS Research Results
	Sherri/Michael S.
	

	Draft write-up:  DST’s DHS Understanding; DHS Challenge; DST Recommendations
	Sherri/Michael S.
	

	Initiative #3 – Identify from DHS Research Results
	Sherri/Michael S.
	

	Draft write-up:  DST’s DHS Understanding; DHS Challenge; DST Recommendations
	Sherri/Michael S.
	


1

