Attachment 3

USCA19Q0032
Proposal Preparation Instructions
Local Courier Services Pickup and Delivery
1.0 Proposal Due Date
Emailed copies (softcopy) of the Quotes are due to Vernelle_Cleveland@ao.uscourts.gov and must be received no later than 2:00 PM EDT, January 3, 2018. Quotes arriving after the specified date and time will not be evaluated.
2.0 Questions
Offerors must email all questions concerning this solicitation in writing to Vernelle Cleveland, Contract Specialist at vernelle_cleveland@ao.uscourts.gov. The due date and time for questions regarding this solicitation is 2:00 pm, EDT, December 26, 2018.  Questions will not be accepted after specified date and time.  No responses to questions will be provided via the telephone.

When submitting questions and comments please refer to the specific text of the solicitation in the following format:

Subject: RFQ NO. USCA19Q0032

Reference: RFQ Section ____, Paragraph (s) ____, Page(s) ____.

All responses to questions will be provided via an amendment to the solicitation.

3.0 Proposal Preparation
The Offeror shall provide a proposal that consists of two parts: (i) Volume I:  Price Proposal, and Volume II: Technical Proposal.  Volume I and II shall be submitted in an electronic format that is viewable using Microsoft Outlook 365.  Pages of each volume of the proposal are to be consecutively numbered using the volume number followed by standard Arabic numbers. The Offeror shall furnish:
· One electronic copy of Volume I:  Price Proposal.

· One electronic copy of Volume II: Technical Proposal.

VOLUME I: Price Proposal

The Offeror shall provide the following information:

· Part 1: signed SF-18 
· Part 2: Completed Pricing Sheet for base year and each Option Year -  Attachment 1
VOLUME II: Technical Proposal
The Offeror shall provide the following information:

· Part 1:  The Offeror shall acknowledge acceptance of and state its ability to meet each of the requirements set forth in the Statement of Work (SOW).  This acknowledgement should consist of a statement/description of the Offeror’s understanding of the SOW and that the Offeror can provide the required services.  Part 1 shall not exceed one single-sided page.
· Part 2:  The Offeror shall describe two past experience contracts that demonstrate that the Offeror has experience providing services similar to those identified in the SOW. Part 2 shall not exceed one single-sided page per project.  Past experience information should include:

· Name of contract
· Contract Number 
· Description of contract (including award date)

· Offeror’s role (prime contractor, subcontractor)

· Name and address, and telephone number of technical point of contact and contracting officer.

· Award Price/Cost

· Final or projected final Price/Cost

· Number of Offeror’s personnel assigned to the contract/project

· Narrative description of how the project work relates to the SOW.
· Part 2:  The offeror shall provide a list of sub-contractors being used, if any.

· Part 2:  The offeror must describe how the confidentiality and security of the records and materials will be maintained during transport.
· Part 2:  The offeror must provide proof of insurance coverage and/or bonding.

· Part 2:  The offeror must provide proof of current and valid crime insurance policy and/or bonding.

2.1
Past Performance Questionnaires (received from a maximum of three references).  Instructions and past performance questionnaires are included as Attachment 2 of the solicitation.  Once completed by the customer agency, Past Performance Questionnaires shall be e-mailed directly to vernelle_cleveland@ao.uscourts.gov, on or before the due date of the solicitation.
4.0 Evaluation Criteria and Award Selection
The Government intends to make a single Firm-Fixed Price award from this solicitation.  Award will be made to the offeror whose offer is determined to be the lowest priced and is technically acceptable.  To be determined technically acceptable, a proposal shall comply with Section 2.0 above and meet all requirements in the SOW.  
Upon receipt of proposals, the Contracting Officer will review the proposed prices to determine which offeror has offered the lowest overall price.  The proposal offering the lowest overall price will be forwarded to the Technical Evaluation Team for technical evaluation.  If determined to be technically acceptable, award will be made to that offeror.  If the proposal is determined not to be technically acceptable, the next lowest priced proposal will be forwarded for evaluation.  This process will repeat until a proposal has been determined to be technically acceptable.
The Government reserves the right to make an award without discussions based solely upon initial proposals. Therefore, offerors should ensure that their initial proposal constitutes their best offer in terms of both price and the technical solution being proposed.

