CITY OF AUSTIN

PURCHASING OFFICE

PROPOSAL PREPARATION INSTRUCTIONS AND EVALUATION FACTORS

SOLICITATION NUMBER:  PAX0107

Proposers shall submit SEVEN copies of the proposal (one original and SIX copies)

Preface the proposal with 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 bound, tabbed, and organized in the following format and informational sequence:

A. Part I - Business Organization:  State full name and address of your organization and identify parent company if you are a subsidiary.  Specify the branch office or other subordinate element which will perform or assist in performing work herein.  Indicate whether organization operates as a partnership, corporation, or individual.  Include the state in which incorporated or licensed to operate.  If a newly formed joint venture, provide copies of your joint venture agreement and the corporate resolution authorizing such venture. State the location(s) from which Proposer will provide work and services.  Clearly identify work that will be done at each location. Provide an organization chart.

B. Part II - Project Concept and Solution:  Define in detail your understanding of the requirement presented in the Scope of Work of this request for proposal and your solution.  Provide all details as required in the Scope of Work and any additional information you deem necessary.

C.
Part III - Program:  Describe your technical plan for accomplishing required work.  Include such time-related displays, graphs, and charts as necessary to show tasks, sub-tasks, milestones, and decision points related to the Scope of Work and your plan for accomplishment.  Specifically indicate:

i. A description of your work program by tasks.  Detail the steps you will take in proceeding from Task 1 to the final tasks.

ii. The technical factors that will be considered in the section above and the depth to which each will be treated.

iii. The degree of definition provided in each technical element of your plan.

iv. The points at which written, deliverable reports will be provided.

v. The amount of progress payments you are requesting upon successful completion of milestones or tasks, deducting ten percent (10%), which will be paid upon final acceptance by the City.

vi. A statement of your compliance with all applicable rules and regulations of federal, state, and local governing entities.  The Proposer must state his compliance with terms of this Request for Proposal.
D.
Part IV - Project Management Structure:  Provide a general explanation and chart which specifies project leadership and reporting responsibilities as well as the team that interfaces with City project management personnel and/or City staff.  If use of subcontractors is proposed, identify their placement in the primary management structure and provide internal management description for each subcontractor.  

E.   Part V - Prior Experience: 

1. Provide a written narrative of Proposer’s and subcontractors’ experience in developing and presenting air service development marketing initiatives for airports.   Additionally, provide the names,  addresses, and telephone numbers of at least five (5) airports for which Proposer has completed projects similar to the one referenced herein within the last five (5) years.  Include the following details for each project:
(a) Date(s) Proposer served as  air service development consultant

(b) Type of service provided: domestic passenger, international passenger, domestic and/or international cargo
(c) Delineate outcomes of each engagement, e.g., increased revenue, enhanced customer service, etc.
2. Provide a list of airports currently under contract with Proposer for air service development as of the date Proposer’s response to this RFP is submitted.
3. List any judgments, pending lawsuits, or unresolved disputes involving Proposer within the last three (3) years.
4. Demonstrate that Proposer has contacts at the highest levels within domestic and international air carriers to facilitate meetings and communication between ABIA and air carrier.

5. Provide samples of written proposals developed by the Proposer for use by a client airport in meeting with prospective airlines to obtain new air service. 
F. Part VI - Personnel 

1. Provide the names, titles, and complete resumes of all personnel that will have direct contact with ABIA staff while providing the services requested herein.  State their primary work assignments and the percentage of time that each will devote to this work.  Highlight work experience on projects similar to one referenced herein.
2. Provide a general explanation and chart that specifies project leadership and reporting responsibilities.

3. If use of subcontractors is proposed, identify their placement in the primary management structure, and provide internal management description for each subcontractor.
4. List the key individual who will be assigned to manage this engagement and describe similar assignments for which he/she has had oversight responsibility.

5. Provide the name, address, and telephone number of Proposer’s principal negotiator for this solicitation.

G. Part VII - Non-Collusion, Non-Conflict of Interest, and Anti-Lobbying:

1.
Proposers, including their officers, owners, agents, representatives, subconsultants, employees, or parties in interest:

(a) Shall not in any way collude, conspire or agree, directly or indirectly, with any person, firm, corporation, or other Proposer or potential Proposer in regard to the amount of their proposal or the terms or conditions of their proposal.

(b) Shall not pay, or agree to pay, directly or indirectly any person, firm, corporation or other Proposer or potential Proposer, any money or anything of value in return for assistance in procuring or attempting to procure a contract or in return for fixing the prices in the proposal or the proposal of any other Proposer.  Proposers shall not pay money or anything of value in the future for these purposes.

(c) Shall certify that none of the deciding factors set forth in the request for proposal or in the subsequent agreement  were their idea or the idea of anyone representing their company, unless the suggestion was made at a meeting open to all Proposers, which all Proposers had notice of.

(d) Must attest that they had no involvement in the development, preparation, evaluation, or other decision making process for this solicitation, and that should the Proposer receive a contract award in response to their proposal, no agent, representative, consultant or subconsultant affiliated with the Proposer, who may have been involved in the development, preparation or evaluation or other decision making process for this solicitation, will have any financial interest, direct or indirect, in said contract.

(e) Must state that there are no other potential or actual conflicts of interest regarding this solicitation.

(f) Shall certify that no officer or stockholder of their company is an employee of the City of Austin, or an employee of any elected official of the City, or is related to any employee or elected official of the City of Austin.

(g) Shall not have undertaken or will not undertake any activities or actions to promote or advertise their proposal to any member of the City panel reviewing the proposals, member of the Austin City Council, or City staff except in the course of City-sponsored inquiries, briefings, interviews, or presentations between the date that the Request for Proposal was issued and the date of award by City Council.

2. Proposers shall sign and return with their proposal, the affidavit of Non-Collusion, Non Conflict of Interest, and Anti-Lobbying attached hereto.

H. Part VIII - Proposal Acceptance Period:  All proposals must include a statement that they are valid for a minimal period of one hundred and eighty (180) days subsequent to the RFP closing date.

I. Part IX - 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.
J. Part X - 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.

K. Part XI - Exceptions:  If any exceptions are taken to any portion of the Solicitation, the Proposer must clearly indicate the exceptions taken and include a full explanation as a separate attachment to the Proposal.  The failure to identify exceptions or proposed changes with a full explanation will constitute acceptance by the Proposer of the Solicitation as proposed by the City.  The City reserves the right to reject a proposal containing exceptions, additions, qualifications or conditions not called for in the solicitation.
L. Part XII – 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.

Cost Proposal:  Information described in the following sub​sections is required from each Proposer.  Your method of costing may or may not be used but should be described.  A firm fixed price or not-to-exceed contract is contemplated, with progress payments as mutually determined to be appropriate.  

i. Manpower.  Itemize to show the following for each category of personnel with separate hourly rates: 

(1) manager, senior consultant, analyst, subcontractor, etc
(2) estimated hours for each category of personnel 

(3) rate applied for each category of personnel 

(4) total cost
(5) proposal shall create a cost sample for an in person corporate business visit with a Mexico based air carrier to pitch Austin/MEX  non-stop route (this is an example)
ii. Itemize cost of supplies and materials 

iii. Other itemized direct costs 

iv. If applicable, include general and administrative costs.  Indicate base used, percentage, and total cost relative to this procurement.

v. Travel expenses.  Specify travel cost separately.  City shall reimburse contractor for actual out-of-town travel expenses incurred for food, lodging and transportation, hotel and flight accommodations provided such expenses are reasonable.  The City's judgment shall prevail in any dispute arising over the reasonableness of such expense.  All expenses will be reviewed against the City’s Travel Policy and the Runzheimer Meal-Lodging Index by the Budget Office.  All invoices must be accompanied by copies of receipts (hotel bills, airline tickets, etc.).  No reimbursement will be made for expenses not actually incurred.

http://www.gsa.gov/portal/category/21287
vi. Printing.  State separately the cost of furnishing copies of the final work product report (if applicable).

vii. Total cost schedule.

M. Part XIII -  Evaluation Factors and Award

1.
Competitive Selection:  This procurement will comply with applicable City of Austin Policy.  The City on a rational basis will select the successful Proposer.  Evaluation factors outlined in Paragraph 2 below shall be applied to all eligible, responsive Proposers in comparing proposals and selecting the successful Proposer.  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.

2.
Evaluation Factors: The following items shall be considered in the evaluation of proposals and valued as listed:

· Experience and Qualifications of Proposers and Subcontractors   
30
· Proposed plan to complete scope of work   

            
20

· Experience of key individuals, including references 


20
· Time Required to Perform Scope of Services  



10
· Cost 








20
· Local Business Presence






10

	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


Total Points

           110

ii. Interview, Optional:  Interviews may be conducted at the discretion of the City.  Maximum 25 points.

The City shall award a Contract (“Contract”) to the Proposer submitting the highest scored proposal in compliance with the requirements of this RFP, subject to the right of the City to reject any or all proposals. 
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