INSTRUCTIONS TO OFFERORS (ITO)

ENTERPRISE STRATEGIC AND PROGRAM MANAGEMENT SUPPORT


INSTRUCTIONS TO OFFERORS (ITO):
1.0 General Instructions

1.1 This section of the Instructions to Offerors (ITO) provides general guidance for preparing proposals as well as specific instructions on the format and content of the proposal.  The Offeror's proposal must include all data and information requested by the ITO and must be submitted in accordance with these instructions.  The Offeror's proposal must comply with the requirements as stated in the Statement of Objectives (SOO), Contract Data Requirements List (CDRL), and elsewhere in the Request for Quote (RFQ). Non-conformance with the ITO may result in an unfavorable proposal evaluation.

1.2 The Offeror shall submit the proposal separated into the following categories:

Technical Proposal (not to exceed 50 pages)


Management Proposal (not to exceed 50 pages)

Cost/Price Proposal


Past Performance Documentation


Organizational Conflict of Interest Mitigation Plan, if needed

1.3 The proposal shall be clear and concise, and shall include sufficient detail for effective evaluation and for substantiating the validity of stated claims.  The proposal should not simply rephrase or restate the Government's requirements, but rather shall provide convincing rationale to address how the Offeror intends to meet these requirements.  Offerors shall assume that the Government has no prior knowledge of their facilities and experience and will base its evaluation on the information presented in the Offeror's proposal. 

1.4 Do not submit elaborate brochures or documentation, binding, detailed artwork, or other embellishments.

1.5 The Offeror shall clearly state that the proposal is valid for a minimum of 120 calendar days from the proposal due date.  Offerors may specify a longer proposal acceptance period than the minimum 120 calendar days.

2.0 General Information

2.1 Point of Contact (POC)  The Contracting Officer (CO) and Contract Specialists are the points of contact for this acquisition.  Address any questions or concerns you may have to the CO (Cynthia L. Mullins) AND Contract Specialists (Bonnie Moore).  Written requests for clarification may be sent to the CO AND the Contract Specialist at the following electronic mail addresses:  Cynthia.Mullins@wpafb.af.mil or Bonnie.Moore@wpafb.af.mil.

2.2 Discrepancies/Exceptions to Terms and Conditions

If an Offeror believes that the requirements in these instructions or elsewhere in the SOO contain an error, omission, or are otherwise unsound, the Offeror shall immediately notify the CO in writing with supporting rationale.  The CO will determine if an amendment to the RFP is necessary.  Offerors who receive the RFP will also receive any amendments issued.  

Exceptions taken to terms and conditions of the solicitation, to any of its formal attachments, or to other parts of the solicitation shall be identified.  Each exception shall be specifically related to each paragraph and/or specific part of the solicitation to which the exception is taken.  Provide rationale in support of the exception and fully explain its impact, if any, on the performance, schedule, cost, and specific requirements of the solicitation.  Failure to comply with the terms and conditions of the solicitation may result in the Offeror being removed from consideration for award. 

2.3 Page Limits, Page Sizes, Format and Limitations

2.3.1 The technical proposal is limited to 50 pages.  Page size shall be 8.5 x 11 inches, not including foldouts.  The text size shall be no less than 12 point.  Use at least one-inch margins on the top and bottom and 3/4 inch side margins.  Pages shall be numbered sequentially.  These page format restrictions also shall apply to any responses to Notices sent to the Offeror requesting additional proposal information

2.3.2 Legible tables, charts, graphs and figures shall be used wherever practical to depict organizations, systems and layout, implementation schedules, plans, etc.  These displays shall be uncomplicated, legible and no larger than 11 by 17 inches.  Foldout pages shall fold entirely within the volume.  Foldout pages may only be used for large tables, charts, graphs, diagrams and schematics but not for pages of text.  For tables, charts, graphs and figures, the text shall be no smaller than 9-point font.  Foldout pages will be counted as two pages in relation to the page limits set under this ITO.  If graphics are included that contain screen shots of actual software or computer screens, the 9-point font limitation does not apply.

2.3.3 Page limitations are maximums.  If these limitations are exceeded, the Government will not read or consider the excess pages in evaluating the proposal.  Each 8.5 x 11 inch size sheet is considered a page (if printed on both sides, it is considered as two pages).  

d.  Offerors are cautioned against submitting a materially unbalanced offer.  An offer is mathematically unbalanced if it is based on prices that are significantly less than the cost for some contract tasks and significantly overstated in relation to cost for others.  An offer is materially unbalanced if it is mathematically unbalanced, and if,

1) There is a reasonable doubt that the offer would result in the lowest overall cost to the Government, even though it is the lowest evaluated offer; or

2) The offer is so grossly unbalanced that its acceptance could result in the Government initially overpaying for a portion of the work performed. 
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