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ATTACHMENT E – INSTRUCTIONS 
 
PREPARE PROPOSAL IN ACCORDANCE WITH INSTRUCTIONS LISTED BELOW  
 
 
1. Proposal Submission Requirements 
  

The proposal shall consist of two separately bound sections, a technical proposal and a price proposal. One 
(1) original and three (3) copies of each must be submitted in sealed envelopes conspicuously marked: 
“Proposal in Response to Request for Quotation No. 413620. 
 
All proposals must be submitted on 8.5” by 11” paper and typewritten. Telephonic proposals will not be 
accepted unless otherwise directed in writing.  

 
2.  Technical Proposal  
 
 This section shall be submitted under a separate cover titled “Technical Proposal.”  The  

technical portion shall, at minimum, include the following:   
 

2.1 Technical Approach and Capacity 
 
a. Offeror shall provide a brief narrative which demonstrates its understanding of the District’s 

requirement. 
b. The Offeror shall provide a narrative, describing its expertise and ability to implement 
            activities in accordance with the statement of work. 
c. Offeror shall provide resumes of proposed staff to be assigned to this project, documenting 

experience in accordance with the statement of work. 
 

2.2. Past Performance and Demonstrated Results 
 

a. Offeror shall provide at least three (3) previous clients (preferably with whom it has provided 
claims adjusters or assistants) with whom it has performed  successfully within the last three (3) 
years.  The Offer’s submission shall indicate the name, address, and telephone number of clients 
that requested such services.  The Offeror shall have its client reference complete the attached Past 
Performance Evaluation Form (Attachment G) and return the signed form directly to Andrei 
Howze, Contract Specialist via fax at 202-727-8843 or via email at Andrei.howze@dc.gov on 
or before Ju1y 15, 2008. 

 
b. The Offeror shall provide the point of contact and other relevant information for references.    
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3.  Price Proposal 
  

This section shall be submitted under a separate cover titled “Price Proposal”.   The offeror shall complete 
Attachment B – Price Schedule.  Pricing shall include all costs for the service described in Attachment C – 
Statement of Work.  
 
Offeror shall provide a breakdown of the labor categories and number of hours proposed. Pricing shall be a 
firm fixed price. 

  
4.   Proposal Submission Date and Time 

 
Proposals must be submitted no later than 2 p.m. EST on Monday, July 15, 2008. Offerors may submit 
proposals by mail, at the address below, by fax to 202-727-8843, or email to andrei.howze@dc.gov.  
Proposals, modifications to proposals, or requests for withdrawals that are received in the designated 
District office after the exact local time specified above, are "late" and shall be considered only if they are 
received before the award is made and one (1) or more of the following circumstances apply: 

 
(a) The proposal or modification was sent by registered or certified mail not later than the fifth (5th) 

day before the date specified for receipt of offers; 
 

(b) The proposal or modification was sent by mail and it is determined by the Contracting Officer that 
the late receipt at the location specified in the solicitation was caused by mishandling by the 
District, or 

 
(c) The proposal is the only proposal received. 

 
4.1 Hand Delivery or Mailing of Solicitation  
 

Deliver or Mail to:  
Government of the District of Columbia 
Office of Contracting and Procurement 
441 4th Street, N.W., Suite 703 South 
Washington, D.C. 20001 
Attn:  Andrei Howze 
 
Email to: 

  
 Andrei.howze@dc.gov 
 
4.2 Proposal Submission Date 
 
 The closing date for receipt of proposals is July 15, 2008 by 2:00 p.m. local time. 
 
 
 
 
 
 



 441 4th Street N.W. – Suite 700 South, Washington, D.C.   20001 
(202) 727-0252  Fax: (202) 727-8843 

  

5.  Evaluation for Award 
  

The contract will be awarded to the responsible offeror whose offer is most advantageous to the District, 
based upon the evaluation criteria specified below. The District reserves the right to reject any or all 
proposals determined to be inadequate or unacceptable. The District may award a contract on the basis of 
initial offers received without discussions. Therefore, each initial offer should contain the offeror’s best 
terms from a price and technical standpoint.  
 

6.  Proposal Evaluation 
  
 The District will evaluate proposals using the following criteria listed in descending order of importance:  
 

A.  Technical Approach and Capacity   (40%) 
 
a. Offeror shall provide a brief narrative which demonstrates its understanding of the District’s 

requirement. 
b. The Offeror shall provide a narrative, describing its expertise and ability to implement 
            activities in accordance with the statement of work. 
c. Offeror shall provide resumes of proposed staff to be assigned to this project, documenting 

experience in accordance with the statement of work. 
 

 B.  Past Performance and Demonstrated Results  (40%) 
 

a.       Offeror shall provide at least three (3) previous clients (preferably with whom it has provided 
claims adjusters or assistants) with whom it has performed  successfully within the last three (3) 
years.  The Offer’s submission shall indicate the name, address, and telephone number of clients 
that requested such services.  The Offeror shall have its client reference complete the attached Past 
Performance Evaluation Form (Attachment D) and return the signed form directly to Andrei 
Howze, Contract Specialist via fax at 202-727-8843 or via email at Andrei.howze@dc.gov on 
or before July 15, 2008. 

 
C. Price       (20%) 
 
a. The Offeror’s pricing proposal will be evaluated separately from the technical proposal. 

 
The price evaluation will be objective.  The offeror with the lowest price will receive the maximum 
price points.  All other proposals will receive a proportionately lower total score. The District will 
use the total estimated maximum in the calculation.  The following formula will be used to 
determine each offeror's evaluated price score: 

 
Lowest price proposal   
---------------------------------------     x     20     =       Evaluated price score   
Price of proposal being evaluated           

 
The technical evaluation criteria above serve as the standard against which all proposals will be evaluated 
and serve to identify the significant areas which the offeror should specifically address in complying with 
the requirements in the Scope of Work. The technical proposal and price proposal shall be evaluated 
separately.  
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ATTACHMENT F – PRICE SCHEDULE 
 
 
 
B.1  Pricing shall be firm fixed price and inclusive of all costs, including administrative and  

overhead costs.   
 
B.2 The District contemplates award of a firm fixed price contract. 

          
BASE YEAR 
 

Contract Line 
Item No. 
(CLIN) 

Item Description 
 

Quantity 
(Hours)  

 

Unit Price 
(Per Hour) 

Total Amount 

 
0001 

 
Consulting services to 

provide technical 
assistance to local non-

profit organizations 
participating in the Effi 

Barry HIV/AIDS 
Initiative by supporting 

them in the 
implementation and 
compliance of their 

financial and 
operational Capacity-
Building Action Plans. 

 
_____________ 

 
$__________ 

 
$_____________ 
 
 

 
 
OPTION YEAR ONE 
 

Contract Line 
Item No. 
(CLIN) 

Item Description 
 

Quantity 
(Hours)  

 

Unit Price 
(Per Hour) 

Total Amount 

 
1001 

 
Consulting services to 

provide technical 
assistance to local non-

profit organizations 
participating in the Effi 

Barry HIV/AIDS 
Initiative by supporting 

them in the 
implementation and 
compliance of their 

financial and 
operational Capacity-
Building Action Plans. 

 
_______________ 

 
$__________ 

 
$_____________ 
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OPTION YEAR TWO 
 
 

Contract Line 
Item No. 
(CLIN) 

Item Description 
 

Quantity 
(Hours)  

 

Unit Price 
(Per Hour) 

Total Amount 

 
2001 

 
Consulting services to 

provide technical 
assistance to local non-

profit organizations 
participating in the Effi 

Barry HIV/AIDS 
Initiative by supporting 

them in the 
implementation and 
compliance of their 

financial and 
operational Capacity-
Building Action Plans. 

 
_______________ 

 
$__________ 

 
$_____________ 
 
 

 
 
OPTION YEAR THREE 
 
 

Contract Line 
Item No. 
(CLIN) 

Item Description 
 

Quantity 
(Hours)  

 

Unit Price 
(Per Hour) 

Total Amount 

 
3001 

 
Consulting services to 

provide technical 
assistance to local non-

profit organizations 
participating in the Effi 

Barry HIV/AIDS 
Initiative by supporting 

them in the 
implementation and 
compliance of their 

financial and 
operational Capacity-
Building Action Plans. 

 
________________ 

 
$__________ 

 
$_____________ 
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OPTION YEAR FOUR 
 

Contract Line 
Item No. 
(CLIN) 

Item Description 
 

Quantity 
(Hours)  

 

Unit Price 
(Per Hour) 

Total Amount 

 
4001 

Consulting services to 
provide technical 

assistance to local non-
profit organizations 

participating in the Effi 
Barry HIV/AIDS 

Initiative by supporting 
them in the 

implementation and 
compliance of their 

financial and 
operational Capacity-
Building Action Plans. 

 

 
________________ 

 
$__________ 

 
$_____________ 
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ATTACHMENT G – PAST PERFORMANCE EVALUATION FORM 
 
          
(Check appropriate box) 
 
Performance 
Elements 

RATING (See Rating Guidelines on Page 2) 

 5 – 
Excellent 

4 – 
Good 

3 – 
Acceptable 

2 – 
Minimally 

Acceptable 

1 – 
Poor 

0 – 
Unacceptable 

Quality of Services/ 
Work 

      

Timeliness of Performance       
Cost Control       

Business Relations       

Customer Satisfaction       

 
1. Name of Contractor being Evaluated: _____________________________________________ 
 
2. Name & Title of Evaluator: _______________________________________________________ 
 
3. Signature of Evaluator: __________________________________________________________ 
 
4. Name of Evaluator’s Organization: _________________________________________________ 
 
5. Telephone Number of Evaluator: ___________________________________________________ 
 
6.       Type of service received: ________________________________________________________ 

 (Continue on separate sheet if needed) 
 
7.       Period of Performance: _________________________________________________________ 
 
8.       Remarks on excellent performance: Provide data supporting this observation.  (Continue on separate 

sheet if needed) 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 

9. Remarks on unacceptable performance: Provide data supporting this observation.  (Continue on separate 
sheet if needed) 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
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RATING GUIDELINES 
 
Summarize Contractor performance in each of the rating areas.  Assign each area a rating of 0 (Unacceptable), 1 
(Poor), 2 (Minimally Acceptable), 3 (Acceptable), 4(Good), or 5 (Excellent).  Use the following instructions as 
guidance in making these evaluations. 
 
 
           Quality of                 Timeliness of            Business 
         Service/ Work   Cost Control                 Performance           Relations 
 
       -Compliance with  -Within budget (over/  -Meet Interim milestones  -Effective management 
         contract requirements    under target costs)   -Reliable    -Businesslike correspondence 
      -Accuracy of reports  -Current, accurate, and -Responsive to technical -Responsive to contract 
      -Appropriateness of     complete billings             directions           requirements 
        personnel    -Relationship of negated -Completed on time,  -Prompt notification of contract 
      -Technical excellence     costs to actual     including wrap-up and    problems 
          -Cost efficiencies  -contract administration -Reasonable/cooperative 
      -Change order issue -No liquidated damages -Flexible 
            assessed  -Pro-active 

-effective contractor          
  recommended solutions 
-Effective snail/small  
  disadvantaged business 
  Subcontracting program 

 
 
0. Unacceptable     Nonconformances are comprises Cost issues are comprising Delays are comprising Response to inquiries, technical/ 
  the achievement of contract  performance of contract the achievement of contract service/administrative issues is  
  requirements, despite use of  requirements.  requirements, Despite use not effective and responsive. 
  Agency resources      of Agency resources. 
 
1. Poor  Nonconformances require major Cost issues require major Delays require major  response to inquiries, technical/ 
  Agency resources to ensure  Agency resources to ensure Agency resources to ensure service/administrative issues is 
  achievement of contract  achievement of contract achievement of contract marginally effective and 
  requirements.   requirements.  requirements.  responsive. 
 
2. Minimally Nonconformances require minor Costs issues require minor Delays require minor Responses to inquiries, technical/ 
    Acceptable Agency resources to ensure  Agency resources to ensure Agency resources to ensure service/administrative issues is 
 achievement of contract   achievement of contract achievement of contract somewhat effective and  

requirements.   requirements.  requirements.  responsive. 
 

3. Acceptable Nonconformances do not impact Cost issues do not impact Delays do not impact Responses to inquires, technical/ 
 achievement of contract  achievement of contract achievement  of contract service/administrative issues is 
 requirements.   requirements.  requirements.  usually effective and responsive. 
 
4. Good There are no quality problems. There are no cost issues. There are not delays. Responses to inquiries, technical/ 
           service/administrative issues is  
           effective and responsive, 
 
5. Excellent The contractor has demonstrated an exceptional performance level in some or all of the above categories.  
 
 


