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1. PROPOSAL FORMAT 
 

The Proposer shall provide one original and four (4) copies of their proposal.  Each proposal shall be 
made by submitting a bound proposal packet that will include the following items separated by 
the specified tabs.  The Proposer shall plainly mark the title of the solicitation, the Firm’s name and 
address on the offer.  Prefacing the proposal, the Proposer shall provide an Executive Summary of three 
(3) pages or less, which gives in brief, concise terms, a summation of the proposal.  The proposal itself 
shall be organized in the following format and informational sequence: 

 
A. Part I - Business Organization:  State the full name and address of your organization and identify 

your parent company if you are a subsidiary.  Specify the branch office or other subordinate element 
which will perform, or assist in performing the work.  Indicate whether you operate as a partnership, 
corporation, or individual.  Include the State in which incorporated or licensed to operate. 

 
B. Part II - System Concept and Solution:  Define in detail your understanding of the requirement 

presented in the Scope of Work of this request for proposal and your system solution.  Provide all 
details as required in the Scope of Work and any additional information you deem necessary to 
evaluate your proposal. 

 
C. Part III - Program:  Describe your technical plan for accomplishing the services as described in the 

Scope of Work.  Include such time-related displays, graphs, and charts as necessary to show tasks, 
sub-tasks, and decision points related to the Scope of Work and your plan for accomplishment.  
Specifically indicate: 
 
i. A description, by task, of your technical ability to meet all Electronics Recycling Program 

objectives.  Be sure to identify types of Electronics you will accept, and types of Electronics you 
will not accept. 

 
ii. A description of your processes for recycling Electronics including technology utilized, asset 

recovery services, how materials are processed down to the commodity level, timelines 
associated with your processes, ability to verify final disposition of components and materials, 
working relationships with Original Equipment Manufacturers. 

 
iii. A description of how materials of concern (such as CRTs, mercury bulbs, circuit boards, lead 

glass) are handled and the ways in which they are handled when they are no longer in your 
possession. 

 
iv. A description of the details you propose to include in your monthly and annual reports, and the 

amount of time you require to prepare the reports. 
 

v. Verification that your firm is certified to the e-Stewards standards.  Include any other 
certifications such as R2 standards, ISO 14001, OHSAS 18001, and ISO 9001. 

 
vi. A statement of your compliance with all e-Stewards standards and applicable rules and 

regulations of federal, state and local governing entities.  The Proposer must state its 
compliance to comply with the terms of this Request for Proposal (RFP). 

 
D Part IV - Management Structure:  Provide a description/illustration of your company’s management 

structure which identifies the management hierarchy.  Include specific information on the different 
areas of management responsibility.  If use of subcontractors is proposed, identify their placement in 
the primary management structure, and provide internal management description for each 
subcontractor. 
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E. Part V - Prior Experience:  Provide details on relevant experience that demonstrates your company 
has developed the technical expertise to conduct Electronics Recycling services and all related 
activities as required by this solicitation.  Provide details of your firm’s experience successfully 
supporting similar municipal Electronics Recycling programs.  Do not include experience prior to 
1998. 

 
F. Part VI - Personnel:  Include names and qualifications of all key personnel who will be actively 

involved in providing or overseeing services related to the City’s Electronics Recycling program.  
Provide information on their work experience, certifications, and length of time with the company and 
within the industry. 

  
G. Part VII - Local Business Presence:  The City seeks opportunities for businesses in the Austin 

Corporate City Limits to participate on City contracts.  A firm (Offeror or Subcontractor) is considered 
to have a Local Business Presence if the firm is headquartered in the Austin Corporate City Limits, or 
has a branch office located in the Austin Corporate City Limits in operation for the last five (5) years.  
The City defines headquarters as the administrative center where most of the important functions and 
full responsibility for managing and coordinating the business activities of the firm are located. The 
City defines branch office as a smaller, remotely located office that is separate from a firm’s 
headquarters that offers the services requested and required under this solicitation. Points will be 
awarded through a combination of the Offeror’s Local Business Presence and/or the Local Business 
Presence of their subcontractors. Evaluation of the Team’s Percentage of Local Business Presence 
will be based on the dollar amount of work as reflected in the Offeror’s MBE/WBE Compliance Plan or 
MBE/WBE Utilization Plan. Specify if and by which definition the Offeror or Subcontractor(s) have a 
local business presence.  

 
H. Part VIII - Non-Collusion, Non-Conflict of Interest, and Anti-Lobbying: 

 
i. On November 10, 2011, the Austin City Council adopted Ordinance No. 20111110-052 

amending Chapter 2-7, Article 6 of the City Code relating to Anti-Lobbying and 
Procurement.  The policy defined in this Code applies to Solicitations for goods and/or 
services requiring City Council approval under City Charter Article VII, Section 15 
(Purchase Procedures).  During the No-Contact Period, Offerors or potential Offerors are 
prohibited from making a representation to anyone other than the Authorized Contact 
Person in the Solicitation as the contact for questions and comments regarding the 
Solicitation. 

 
ii. If during the No-Contact Period an Offeror makes a representation to anyone other than 

the Authorized Contact Person for the Solicitation, the Offeror’s Offer is disqualified from 
further consideration except as permitted in the Ordinance. 

 
iii. If a Respondent has been disqualified under this article more than two times in a sixty (60) 

month period, the Purchasing Officer shall debar the Offeror from doing business with the 
City for a period not to exceed three (3) years, provided the Respondent is given written 
notice and a hearing in advance of the debarment. 

 
iv. The City requires Offerors submitting Offers on this Solicitation to provide a signed Section 

0810, Non-Collusion, Non-Conflict of Interest, and Anti-Lobbying Affidavit certifying that the 
Offeror has not in any way directly or indirectly made representations to anyone other than the 
Authorized Contact Person during the No-Contact Period as defined in the Ordinance The text 
of the City Ordinance is posted on the Internet at:  
 http://www.ci.austin.tx.us/edims/document.cfm?id=161145 

 

http://www.ci.austin.tx.us/edims/document.cfm?id=161145
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I. Part IX - Proposal Acceptance Period:  All proposals are valid for a period of one hundred and 
twenty (120) calendar days subsequent to the RFP closing date unless a longer acceptance period is 
offered in the proposal. 

 
J. Part X - Proprietary Information:  All material submitted to the City becomes public property and is 

subject to the Texas Open Records Act upon receipt.  If a Proposer does not desire proprietary 
information in the proposal to be disclosed, each page must be identified and marked proprietary at 
time of submittal.  The City will, to the extent allowed by law, endeavor to protect such information 
from disclosure.  The final decision as to what information must be disclosed, however, lies with the 
Texas Attorney General.  Failure to identify proprietary information will result in all unmarked sections 
being deemed non-proprietary and available upon public request. 

 
K. Part XI - Authorized Negotiator:  Include name, address, and telephone number of person in your 

organization authorized to negotiate Contract terms and render binding decisions on Contract 
matters. 

 
L. Part XII - Cost Proposal:  Proposer is required to submit pricing in the format as outlined in 

Attachment A - Cost Proposal Form.  The Price Proposal shall be all inclusive of 
services/equipment/materials to be provided to the City by the Proposer in order to successfully meet 
the requirements of the contract, including any associated fees and expenses incurred by the 
Proposer for the cost of doing business. 

 
M. Part XIII – Revenue Sharing Proposal:  Proposer is required to submit a detailed description of a 

proposed revenue sharing plan with the City, including specific methodologies/formulas for calculating 
the City’s share of revenue. 

 
 
2. EXCEPTIONS: 

 
Be advised that exceptions to any portion of the Solicitation may jeopardize acceptance of the Proposal. 
 
 

3. PROPOSAL PREPARATION COSTS: 
 

All costs directly or indirectly related to preparation of a response to the RFP or any oral presentation 
required to supplement and/or clarify a proposal which may be required by the City shall be the sole 
responsibility of the Proposer. 

 
 
4. EVALUATION FACTORS AND AWARD 
 

A. Competitive Selection:  This procurement will comply with applicable City Policy.  The successful 
Proposer will be selected by the City on a rational basis.  Evaluation factors outlined in Paragraph B 
below shall be applied to all eligible, responsive Proposers in comparing proposals and selecting the 
Best Offeror.  Award of a Contract may be made without discussion with Proposers after proposals 
are received.  Proposals should, therefore, be submitted on the most favorable terms. 
 

B. Evaluation Factors:  100 points 
 

i. System Concept and Solutions Proposed – 35 points 
• Program concept and solutions proposed in response to the Scope of Work are thorough 

and complete.  Proposal provides all details as required in the Scope of Work and any 
additional information.  Proposed technology to be utilized for material processing is 
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listed and described.  Personnel responsibilities are clearly identified.  Overall plan for 
meeting the stated objectives related to the Scope of Work is well defined.  Ability to 
provide necessary equipment and materials are demonstrated.  Thoroughness is 
demonstrated in proposed solution for addressing how materials of concern are handled 
and how the material is handled after it leaves the Proposer. 
 

ii. Demonstrated Applicable Experience – 10 points 
• Proposer has been in business providing similar services for at least five (5) years. 
• Proposer has sufficiently demonstrated that it has developed the technical expertise to 

conduct Electronics Recycling services and all related activities as required by this 
solicitation, and has demonstrated success in supporting similar municipal Electronics 
Recycling programs. 
 

iii. Evidence of Good Organization and Management Practices, and Personnel 
Qualifications – 20 points 
• Illustration/description of Proposer’s management hierarchy, how business is organized, 

size of business, and demonstrated technical ability of management staff to successfully 
oversee services as required under this contract (include successful undertakings similar 
in scope).  Qualifications and certifications of Proposer’s personnel who will be providing 
services under this contract, including relevant work experience and length of time with 
company and within the industry. 

• Demonstrated compliance with e-Stewards standards, and compliance with all federal, 
state, and local laws and regulations. 
 

iv. Total Evaluated Cost and Revenue Share Proposal – 25 points 
• Total Cost as reflected on Attachment A – Proposed Cost and Revenue Share. 
• Revenue to City based on proposed methodology/formulas for calculating revenue share 

as reflected on Attachment A – Proposed Cost and Revenue Share. 
 

v. Financial Viability/Stability – Pass/Fail 
• Provide a copy of the last two (2) years of your organizations audited corporate financial 

statement. 
 

vi. Local Business Presence – 10 points 

Team’s Local Business Presence Points Awarded 
Local business presence of  90% to 100% 10 
Local business presence of 75% to 89% 8 
Local business presence of 50% to 74% 6 
Local business presence of 25% to 49% 4 
Local presence of between 1 and 24% 2 
No local presence  0 

 
vii. Optional Interviews – Maximum 25 points 

 
Interviews may be conducted at the discretion of the City and may be awarded up to a 
maximum of 25 points for the interview, thereby establishing 125 as the maximum points 
available for Proposers (Total maximum points will be 100, if no interviews are conducted).   
The City may determine that it is necessary to interview short-listed Proposers prior to 
making a recommendation.  Staff intends to use the following guidelines in selecting 
Proposer(s) for a short-list.  The City may use some, all, or none of these guidelines when 
selecting Proposer(s) for a short-list. 
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• The point difference between the first and second ranked Proposer is less than five points. 
• The number of Proposers interviewed may depend on the closeness of the scores 

following evaluation of the written responses. 
• Any significant gaps in point separation between the top ranked Proposer(s) and lower 

scoring Proposer(s). 
• Proposer(s), in the Evaluation Committee’s opinion, that are considered qualified to 

perform the work, on the basis of their written response. 
• Limiting the number of Proposer(s) to be interviewed to no more than 50% or 5 

Proposer(s), whichever is less. 
• Staff may conduct interviews in other cases where staff believes it is in the best interest to 

the City. 
• The City reserves the right to determine whether an interview will be conducted for any 

given solicitation/project. 
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