APPENDIX G:  INSTRUCTIONS TO OFFERORS  

1.  Solicitation Contents:  The contents of this solicitation are as follows:


Performance Work Statement


Non Disclosure Agreement


Organizational Conflict of Interest Certification


Evaluation Criteria


Draft Quality Assurance Surveillance Plan (QASP)


Instruction to Offerors


2.  Proposal Submission:  You are being requested to submit your proposal in response to the requirements of the TRICARE Management Activity, Defense Center of Excellence (DCoE) for Psychological Health/Traumatic Brain Injury (PH/TBI) to provide senior administrative, acquisition, financial, cost estimating, and budget support.   
Your submission should include two separate parts: a Cost/Price proposal and a Non-Cost/Price proposal.  Both proposals shall reflect the requirements as stated in the Performance Work Statement and attachments identified below.  For any sections of a proposal with a defined page limit, pages exceeding the specified limit will be removed and not forwarded for evaluation.

3.  Cost/Price Proposal:  Your proposed COST/PRICING should be structured in anticipation of a Cost Plus Fixed Fee (CPFF) task order.  Your cost/pricing proposal shall provide a price breakdown by labor categories and rates (in accordance with the fixed price hourly rates from your T/AARMS contract) and other direct costs.   These support services will be performed as internal functions to the operation of the DCoE PH/TBI Program Office.  This requirement shall be competed under fair opportunity procedures in accordance with the terms and conditions of the T/AARMS multiple award contract.  The potential period of performance for this task order includes a twelve (12) month base year (which will include a 30 day incoming transition period)  plus two (2) 12 month option periods, an eleven (11) month option period and an optional 30 day outgoing transition period.  The total period of performance for this order shall not exceed a total of four (4) years. 

Long distance travel shall be assigned a yearly Not-To-Exceed (NTE) amount of $18,000 equating to a total program value of $72,000.  Other direct costs have been  allocated a $10,000 per year NTE amount  ($40,000 total)  and shall be handled on a cost reimbursement basis.  

You are to provide a plan for 30 days of incoming transition from contract to contract which shall be seperately priced.  Your 30-day outgoing transition option must be priced separately from the periods specified in this solicitation.  The outgoing transition option shall be proposed as a Cost Plus Fixed Fee Contract Line Item.  
You are to calculate and state your proposed price in accordance with the Performance Work Statement.  All optional Contract Line Items should also be priced.

4.  Non-Cost/Price Proposal:  Your non-cost/price proposal should clearly reflect how you propose to comply with the performance required identified in the Performance Work Statement regardless of the Government’s estimated effort.  The proposal shall reflect the labor mix necessary to complete each task.  Your non-cost/price proposal, including any supporting documentation, is to be clear and concise.  If you intend to use any labor categories that you feel are consistent in duties with the PWS level of effort  labor categories but are titled differently, in accordance with your cost accounting procedures, the Government requests that you cross map those labor categories to the Government’s PWS, to ensure your proposal receives a proper evaluation.  The non-cost/price proposal is limited to 15 single-sides pages (not including resumes and past performance).  

Resumes:  Each Offeror is required to submit the résumés of the individuals that are being proposed as "Key Personnel" for this task order.   Recommended “Key Personnel” are identified in Section T.1.1.3.3 of the Evaluation Criteria for Award and Section 5.2 of the Performance Work Statement. The Offeror may also propose other labor categories as “Key Personnel”.  If any individual proposed to fulfill a key personnel position is not a current employee, then the Offeror shall submit a letter of intent in addition to the resume for that individual.  

Past Performance:  The offeror must provide a list of at least 3 but no more than 5, references of relevant past and present contracts for Federal, State and/or City agencies and commercial customers within the past 3 years.  “Relevant” is defined as like service as stated in this solicitation’s Statement of Work in terms of similar scope and complexity. It is the offeror’s responsibility to provide valid, current and verifiable references.  References must include:

Name of the Organization that will be providing the reference, 

Name of the Point of Contact (POC), 

POC Telephone Number,

POC Email address, 

Contract Number, 

Period of Performance, and

Scope of Work. 

If the Offeror provides past performance references for any major subcontractor, the reference information must clearly indicate which company performed the reference effort. Furthermore, it is the Offeror’s responsibility to ensure its proposed subcontractors’ reference(s) are accurate, up-to-date, and that the listed point of contact is aware that he/she may be contacted for verification of past performance information. The offeror must ensure that all contact information is accurate and up-to-date, as references will be checked.  

5.  Transition:  Your transition in efforts should be seperately  priced.  

You are to provide a plan for 30 days  of incoming transition from contract to contract.  This plan is to be submitted as part of your non-cost/price proposal (subject to applicable overall non-cost/price proposal page limits).

This transition plan shall include:

· Coordination with Government representatives,

· Review, evaluation and transition of current support services,

· Transition of historic data to new contractor system, 

· Government-approved training and certification process, 

· Transfer of hardware warranties and software licenses,

· Transfer of all System/Tool documentation to include, at a minimum:  user manuals, system administration manuals, training materials, disaster recovery manual, requirements traceability matrix, configuration control documents and all other documents required to operate, maintain and administer systems and tools,

· Transfer of compiled and uncompiled source code, to include all versions, maintenance updates and patches,

· Orientation phase and program to introduce Government personnel, programs, and users to the Contractor's team, tools, methodologies, and business processes, 

· Distribution of Contractor purchased Government owned assets, including facilities, equipment, furniture, phone lines, computer equipment, etc.,

· Transfer of Government Furnished Equipment (GFE) and Government Furnished Information (GFI), and GFE inventory management assistance,

· Applicable TMA briefing and personnel in-processing procedures,

· Issue and account for government keys, ID/access cards, and security codes.

6.  Contract Line Item Structure:  The planned Contract Line Item Number (CLIN) structure of the task order follows:

	CLIN
	Contract Type
	Description

	0001
	CPFF
	30 Day Transition In

	0002
	CPFF
	Base Period Labor (11 Months)

	0003
	COST
	Base Period Travel & ODCs

	1001 (Option)
	CPFF
	Option Period 1 Labor 

	1002 (Option)
	COST
	Option Period 1 Travel & ODCs

	2001 (Option)
	CPFF
	Option Period 2 Labor 

	2002 (Option)
	COST
	Option Period 2 Travel & ODCs

	3001 (Option)
	CPFF
	Option Period 3 Labor  (11 Months)

	3002 (Option)
	COST
	Option Period 3 Travel & ODCs

	4001 (Option)
	CPFF
	30 Day Transition Out


7.  Government Estimated Level of Effort:  The Government estimates that this order will require an approximate level of effort as outlined in the PWS.   Please note that the Government estimate is only put in place for Offerors to ascertain the approximate or estimated level of effort for this task.  However, this is not to be construed as either mandatory or necessarily the best technical approach.  It is only in place as a reference to allow Offerors to better understand the general scope of this effort from the Government’s perspective.  The Government is seeking the best level of effort and labor mix your company feels is right to accomplish the mission contained in this task statement.  If you feel either the labor categories or overall level of effort provided are not your best technical solution, you are strongly encouraged and expected to submit a level of effort consistent with all of the cost/price and non-cost/price aspects of your approach.

8.  Quality Control Plan:  You should include as an attachment to your non-cost/price proposal, a Quality Control Plan (QCP).   The QCP shall document how the Contractor will meet and comply with the quality standards established in this PWS.  At a minimum, the QCP must include a self-inspection plan, an internal staffing plan, and an outline of the procedures that the Contractor will use to maintain quality, timeliness, responsiveness, customer satisfaction, and any other requirements set forth in this solicitation.
9.  Government Furnished Equipment / Information / Property:  You should include as an attachment to your non-cost/price proposal, a listing of any Government Furnished Equipment / Information / Property or Contractor-Acquired-Government Owned Property (CAP), necessary to perform this task.  This shall include any Contractor purchased or acquired/ Government-owned items.  This attachment should include the following information:  item description, HA/OA tag number (if applicable), quantity, and current location.  Detailed Bills of Materials shall be submitted along with the proposal, noting part numbers, prices, and need dates for all required GFE.  

10.  Organizational Conflicts of Interest:  You must certify your Organizational Conflict of Interest (OCI) status.  If so indicated in your OCI certification, you should also include your OCI Avoidance or Mitigation Plan as an attachment to your non-cost/price proposal.
11.  Contractor Task Order Point of Contact:  You should include as an attachment to your non-cost/price proposal your proposed point of contact, who will be responsible for reviewing any applicable performance evaluation reports rendered by the Government.  This may include electronic performance reports produced via the Contractor Performance Assessment Reporting System (CPARS).  This attachment is excluded from any non-cost/price proposal page limits.  Information required includes: First name, last name, e-mail address, phone number.  
The above attachments (items 8, 9, 10 and 11) to your non-cost/price proposal are not subject to page limits.

12.  Proposal Evaluation:  The Government intends to award a task order without discussions.  Offerors should provide their best, complete proposal upon initial submission.  The Government reserves the right to hold discussions if deemed necessary by the Contracting Officer.  A Technical Evaluation Panel will evaluate all proposals based on the information provided.    The evaluations will be based on the Evaluation Criteria For Award.  Evaluations will be conducted utilizing the Tradeoff process.  

14.  Incumbent:  This is an existing requirement.  The incumbent is Data Solutions &Technology Inc. 
15.  Period of Performance:    Period of performance shall be for a base period of 12 months, 2 option periods of 12 months each, one option period of 11 months and an optional outgoing transition period of thirty (30) days.   The estimated start date is February 19, 2009.

16. Timelines:  Technical questions are due not later than 12  January 2009 by 2 PM Eastern Time.  Proposals are due not later than 29  January 2009 by 2 PM Eastern Time. Questions and proposals must be emailed to the Government Point of Contact, Charles “Jeff” Bartlett at charles.bartlett@amedd.army.mil.  The firewall utilized for Fort Detrick, MD does not authorize or accept zip files. 










