
PART IV - SECTION L

INSTRUCTIONS, CONDITIONS, AND NOTICES TO OFFERORS 

L.1
3.1-1 Clauses and Provisions Incorporated by Reference (June 1999)
This screening information request (SIR) or contract, as applicable, incorporates by reference one or more provisions or clauses listed below with the same force and effect as if they were given in full text. Upon request, the Contracting Officer will make the full text available, or Offerors and Contractors may obtain the full text via Internet at: http://fast.faa.gov (on this web page, select "toolsets", then "procurement toolbox").

3.2.2.3-6 Submittals in the English Language (April 1996)

3.2.2.3-7 Submittals in U.S. Currency (April 1996)

3.2.2.3-12 Amendments to Screening Information Requests (April 1996)

3.2.2.3-14 Late Submissions, Modifications, and Withdrawals of Submittals (October 1996)

3.2.2.3-16 Restriction on Disclosure and Use of Data (April 1996)

3.2.2.3-17 Preparation of Offers (October 1996)

3.2.2.3-19 Contract Award (April 1996)

3.2.4-29 Evaluation Exclusive of Options (April 1996)

3.3.1-23 Invitation to Propose Payment Terms (April 1996)

3.6.2-35 Prevention of Sexual Harassment (August 1998)

3.13-4 Contractor Identification Number—Data Universal Numbering System (DUNS) Number (August 1997)

L.2
3.2.4-1 Type of Contract (April 1996)

The FAA contemplates award of an Indefinite Delivery/Indefinite Quantity Labor Hour contract resulting from this Screening Information Request.

(End of provision)

L.3
3.9.1-3 Protest (August 1999)

AS A CONDITION OF SUBMITTING AN OFFER OR RESPONSE TO THIS SIR (OR OTHER SOLICITATION, IF APPROPRIATE), THE OFFEROR OR POTENTIAL OFFEROR AGREES TO BE BOUND BY THE FOLLOWING PROVISIONS RELATING TO PROTESTS:

(a) Protests concerning Federal Aviation Administration Screening Information Requests (Sir’s) or awards of contracts shall be resolved through the Federal Aviation Administration (FAA) dispute resolution system at the Office of Dispute Resolution for Acquisition (ODRA) and shall be governed by the procedures set forth in 14 C.F.R. Parts 14 and 17, which are hereby incorporated by reference. Judicial review, where available, will be in accordance with 49 U.S.C. 46110 and shall apply only to final agency decisions. A protestor may seek review of a final FAA decision only after its administrative remedies have been exhausted.

(b) Offerors initially should attempt to resolve any issues concerning potential protests with the Contracting Officer.  The Contracting Officer should make reasonable efforts to answer questions promptly and completely, and, where possible, to resolve concerns or controversies. The protest time limitations, however, will not be extended by attempts to resolve a potential protest with the Contracting Officer.

(c) The filing of a protest with the ODRA may be accomplished by mail, overnight delivery, hand delivery, or by facsimile. A protest is considered to be filed on the date it is received by the ODRA.

(d) Only an interested party may file a protest.  An interested party is one whose direct economic interest has been or would be affected by the award or failure to award an FAA contract.  Proposed subcontractors are not "interested parties" within this definition.

(e) A written protest must be filed with the ODRA within the times set forth below, or the protest shall be dismissed as untimely:  

     (1) Protests based upon alleged improprieties in a solicitation or a SIR that are apparent prior to bid opening or the time set for receipt of initial proposals shall be filed prior to bid opening or the time set for the receipt of initial proposals.

     (2) In procurements where proposals are requested, alleged improprieties that do not exist in the initial solicitation, but which are subsequently incorporated into the solicitation, must be protested not later than the next closing time for receipt of proposals following the incorporation.

     (3) For protests other than those related to alleged solicitation improprieties, the protest must be filed on the later of the following two dates:

          (i) Not later than seven (7) business days after the date the protester knew or should have known of the grounds for the protest; or

          (ii) If the protester has requested a post-award debriefing from the FAA Product Team, not later than five (5) business days after the date on which the Product Team holds that debriefing.

(f) Protests shall be filed at:

     (1) Office of Dispute Resolution for Acquisition, AGC-70, 

            Federal Aviation Administration, 

            400 7th Street, S.W., 

            Room 8332, 

            Washington, DC 20590,

Telephone: (202) 366-6400, 

Facsimile: (202) 366-7400; or

     (2) other address as specified in 14 CFR Part 17.

(g) At the same time as filing the protest with the ODRA, the protester shall serve a copy of the protest on the Contracting Officer and any other official designated in the SIR for receipt of protests by means reasonably calculated to be received by the Contracting Officer on the same day as it is to be received by the ODRA. The protest shall include a signed statement from the protester, certifying to the ODRA the manner of service, date, and time when a copy of the protest was served on the Contracting Officer and other designated official(s).

(h) Additional information and guidance about the ODRA dispute resolution process for protests can be found on the ODRA Website at http://www.faa.gov.  (End of provision)

L.4
3.13-5 Seat Belt Use by Contractor Employees (January 1999)

In accordance with Executive Order 13043 entitled "Increasing Seat Belt Use in the U.S.," the Contractor is encouraged to implement, communicate and enforce on the job seat belt policies and programs for their employees and subcontractors when operating company-owned, rented or personally-owned vehicles.

(End of clause)

L.5
Proposal Response Instructions

These instructions prescribe the format of proposals and describe the approach for the development and presentation of proposal data.  They are designed to ensure the submission of information essential for comprehensive evaluation of the proposal.  The instructions permit the inclusion of any additional data or information an offeror deems pertinent.  The proposal response and number of copies shall be per Table 1 below.

OFFERORS SHALL NOT INCLUDE ANY COST INFORMATION IN THE TECHNICAL PROPOSAL.  ONLY THE COST PROPOSAL SHALL CONTAIN ALL THE COST DATA/INFORMATION.

Table 1– Proposal Volumes

	VOLUME - SECTION
	TITLE
	COPIES
	PAGE LIMIT

	VOLUME 1
	TECHNICAL PROPOSAL
	Orig + 5
	

	Section 1
	Executive Summary
	
	  10

	Section 2
	Program Management Plan (PMP)
 
	
	No limit

	Section 3
	Training Plan (SOW 2.5.2.1)
	
	No limit

	VOLUME II
	BUSINESS PROPOSAL
	Orig + 5
	

	Section 1
	Cost Proposal
	
	No limit

	Section 2
	Contract format & Task Order
	
	No limit

	J-3
	Maintenance Use and Inventory of Equipment, Property and Materials
	Orig. +5
	No limit

	J-13
	Transition Plan 
	Orig. +5
	5


L.6

Proposal Format

Each proposal shall be as outlined below:

a.
Language.  All proposals shall be submitted in English.

b.
Volume numbering.  Each volume shall be submitted as a separate document labeled with the title.  Originals and copies shall be consecutively numbered, e.g., Volume I – Original, Volume I - copy 1 of n, Volume I - copy 2 of n, …, Volume I - copy n of n.  

c.
Pagination.  Volumes and pages shall be numbered consecutively, and shall denote the volume number for example, II-1 denotes Volume II, page 1.  Full-page charts and inserts must be included and will be counted as a page and so numbered, e.g., a full-paged chart may not be numbered II-1a, the correct numbering will be II-2.

d.
Text size.  Proposal text may be single or double-sided, single spaced, and no smaller than 12 pitch type.

e.
Paper and electronic format.  Proposals shall be submitted in both paper and electronic format.  Electronic format shall be on a compact disk (CD) readable using the Microsoft Office suite of applications.  All electronic file contents should exactly match print versions of submitted documents.  Electronic submissions should be accompanied by a printed inventory that identifies all CDs, their file contents, and their electronic formats.  All paper submissions and CDs should be labeled with the Offeror’s name, solicitation number, submission date and the words “Source Selection Sensitive”.  The files contained on the CD shall be named so that the content is readily identified and associated with the respective Volumes. 

L.7
PROPOSAL VOLUME INSTRUCTIONS

L.7.1
Volume I - Section 1:   Executive Summary Instructions

The Executive Summary shall familiarize the Government with the key elements and unique features of the Offeror’s proposed approach.  It shall include a general summary of the proposal, synopsis of major features, and synopsis of the advantages to the Government of accepting this proposal.  The Executive Summary shall also include any additional services required at the checkpoint that are not included in this SIR. The Executive Summary will serve as the reference document for understanding the proposal format and elements of the proposal, and provide a brief overview of the proposed approach to the Civil Aviation Security Screening program.  Offerors shall indicate if the services offered under this solicitation are currently being performed on another government contract, or if the services are offered under GSA Schedule.  The offeror shall provide the government contract number, point of contact, including telephone and fax number for each similar contract.  The Executive Summary will not be evaluated or scored.

The Executive Summary shall include organizational and functional charts reflecting line of management responsibility.

L.7.2

Volume I - Section 2:  Program Management Plan Instructions

The Program Management Plan shall describe the Offeror’s plan for managing the work as described in Section C – Statement of Work and SOP.  

1. Describe how each airport site will be staffed and managed in accordance with the airport security screening requirements.  

2. The offeror will explain the staffing level proposed and provide a risk mitigation plan that addresses screener turnover and work fluctuations.  Please provide turnover rates for the previous 12 months prior to contract award.

· The offeror will include how it will manage additional staffing requirements that may arise with short notice.  

· The offeror will address how it will manage checkpoint staffing requirements and provide a plan in the event screener personnel a) do not show up for work, 2) resign unexpectedly, or 3) are fired.

· The offeror will address how it will manage anticipated and unanticipated strikes, work slow-downs, or organized failure of employees to report to duty.

3. Describe how the Incentive Bonus (Section B.5 herein) will be flowed down to qualified employees.

4. The offeror shall describe management procedures for logistical administrative support of all functions including procedures for timely payment of personnel.

5.   The offeror shall describe its inspection system for scheduled and unscheduled inspections (i.e., those required by the SOP as well as the company’s policy).

The Program Management Plan will be evaluated as acceptable or unacceptable.

The Program Management Plan will be incorporated into the contract by reference.

L.7.3
Volume I - Section 3:  Training Plan Instructions

Offerors shall provide their proposed training plan for initial, on-the-job, and recurrent training IAW SOW 2.5.2.1.

The Training Plan will be evaluated as acceptable or unacceptable.

L.7.4
Volume II – Section 1:  Cost Proposal Instructions

1.
The offeror is expected, in good faith, to submit current data, supporting schedules, or substantiation, which is sufficient to establish the completeness, reasonableness, and realism of the proposed cost/price.  The offeror should demonstrate a clear understanding of: (a) existing verifiable data; (b) the judgment factors, rationale, and methodology applied in projecting from known data to the estimate; and (c) the contingencies used by the offeror in the proposed price.

a.
The cost proposal submitted by the offeror shall be included in Volume II, Section 1.  Cost data shall not be included in other proposal volumes.  The cost instructions are applicable to the prime Contractor and major subcontractors.
b. All major subcontractor proposals should contain the same cost substantiation, rationale, and supporting data required of the prime Contractor.  A major subcontractor is defined as one, which exceeds $1,000,000.  All subcontractor information may be separately sealed, but must be submitted with each prime Contractor’s proposal.

c.
Required Proposal Assumptions.  For the purposes of evaluation, all Offerors shall use the following assumptions in the development of their cost proposal.

(1) U.S. citizenship requirements are not applicable to current employees, however new hires must meet these requirements (See Section C 2.5.1.3).  New hires are those employees hired after award of this contract.

(2) Offerors are required to pay employees under this contract the rates as stipulated in the Department of Labor Wage Determination (Attachment J-1).

d.
 This is a labor-hour contract.  To substantiate the fully burdened rate for each labor category proposed, the offeror shall provide a breakout of the proposed labor rates that include all costs, i.e., base rate, indirect rates and overhead, G&A, fringe, as well as profit which the offeror intends to be paid.  
2.
Company Plans and Policies

The offeror shall provide a company plan for uncompensated overtime.  Describe the company policy (formal or informal) of the offeror and any significant subcontractor(s) for uncompensated overtime or “standard” work weeks that exceed 40 hours for professional employees.  If the policies are informal and not currently documented, the offeror nevertheless must describe company expectations and the practices of its professional employees, including an estimate of average weekly, uncompensated overtime historically worked.  State the number of hours used to develop the proposed rates.  Describe any deviations from company policy applied in developing the rates.

The offeror shall provide a company plan for compensation.  The government will consider employee compensation in its evaluation of risk.  Describe the total compensation plan for prime and major subcontractor employees, including, but not limited to:

· Bonus or cash incentive awards (amounts as a percentage of salary and frequency)

· Holiday/sick/vacation time

· Medical/dental disability benefits

· Retirement Plan

· Retention Plan

L.7.5
Volume II – Section 2:  Contract and Task Order

Offerors may propose labor categories other than those listed by the FAA in Section B.3 and in the task order.  All proposed labor categories and position descriptions must also be listed in Section H.12 “Labor Categories – Non-Professional Labor”.

Offerors shall complete a task order for each airport they currently perform airport security screening services.  Offerors shall follow the guidance contained in the task order.  

Once all task orders are completed, Offerors shall add up the hours and cost for each labor category for all task orders combined.  This information shall be inserted in Section B.3.  The total will constitute the total estimated value of the contract.

L.7.5.1
Volume II – Section 2:  Contract format Instructions

Volume VI shall contain solicitation sections A through J, including section K, any amendments, and all “Contractor fill-ins” completed.  This volume should also include an original signature and date of execution on each of the Standard form (SF) 33 cover sheets.  Any subsequent contract will consist of sections A through J.  The table provided below contains a listing of sections A through L and indicates which of those require Contractor fill-in information.  Following the table are specific instructions for those sections.

Civil Aviation Screening Solicitation Sections

	Section
	Solicitation Section Title
	Source of Section
	Contractor Fill-in Items Present

	A
	Solicitation, Offer and Award, Standard form (SF-33)
	FAA Supplied
	Yes

	B
	Supplies and Services – Contract Line Items (CLIN)s
	FAA Supplied
	Yes

	C
	Statement of Work (SOW)
	FAA Supplied
	No

	D
	Packaging and Marking
	FAA Supplied
	No

	E
	Inspection and Acceptance
	FAA Supplied
	No

	F
	Deliveries and Performance
	FAA Supplied
	Yes

	G
	Contract Administration Data
	FAA Supplied
	Yes

	H
	Special Contract Requirements
	FAA Supplied
	Yes

	I
	Contract Clauses
	FAA Supplied
	Yes

	J
	Attachments
	
	

	J-8
	Contractor Furnished Items
	Contractor Supplied
	No

	J-10
	Program Management Plan
	Contractor Supplied
	Yes – all

	J-11
	Training Plan
	Contractor Supplied
	Yes – all

	J-12
	Task Order
	FAA Supplied
	Yes  

	J-13
	Transition Plan
	Contractor Supplied
	No

	K
	Representations, Certifications, and Other Statements of Offerors
	FAA Supplied
	Yes


L.7.5.1.1
General Preparation Guidelines for the Contractor 
Generated Attachments

General Preparation Guidelines


a.
Use of automated techniques is encouraged when developing documents.  The term "document" means a collection of data regardless of its medium.


b.
Diagrams, tables, matrices, and other presentation styles are acceptable substitutes for text when data can be made more understandable using these styles.


c.
The document should include an appropriate title page.


d.
The document should contain a table of contents.


e.
Each page should contain a unique page number and the appropriate document identification information.


f.
A separate section should contain any general information that aids in understanding this document (e.g., background information, glossary, rationale).


g.
Appendices may be used to provide information published separately for convenience in document maintenance (e.g., charts, tables).


h.
The document should be provided in a separately bound section.


i.
The document should be based on the standard company policy and procedures.

L.7.5.2

Specific Instruction Guidelines for Contractor Generated Attachments

L.7.5.2.1

SECTION A Instructions

Standard form 33 Solicitation, Offer, and Award (SF-33), blocks 12 - 18 Contractor fill-ins are self-explanatory.  The SF-33, block 17 must be signed by an agent of the company authorized to make the offer.

L.7.5.2.2

SECTION B Instructions

For CLIN's offered on a Labor Hour basis, Offerors should insert the labor rates offered for the sub CLIN’s.  The proposed rates must include all costs, i.e., base rate, indirect rates and overhead, G&A as well as profit which the offeror intends to be paid.

In the event alternate labor categories and services are proposed please identify them in Section H.12.

Offerors shall describe how the Incentive Bonus (Section B.5 herein) will be flowed down to qualified employees.

L.7.5.2.3

SECTION F Instructions
Offerors, at their option, may propose changes to the times of delivery and performance specified in Section F.  Changes should be submitted in the appropriate schedules in Section F, and the offeror must provide a footnote to the schedule indicating the change.  The Government reserves the right to accept or discuss proposed revisions.

L.7.5.2.4

SECTION G Instructions

Offerors will use the formats provided in Section G.

L.7.5.2.5

SECTION J Instructions

Offeror supplied attachments J-8, J-10, J-11, J-12, and J-13 are required with the SIR response.  The Government will review these attachments and may provide comments for incorporation, resolution, or discussion.  Government approval is required on these Attachments as a condition of contract award.  

L.7.5.2.6
SECTION K Instructions

The offeror should provide the requested information for Section K.  Contractor fill-ins are self-explanatory.

L.7.5.2.6
Transition Plan Instructions 


The Contractor shall propose a plan to include pricing (exclusive of per diem and travel) for assuming screening services at screening locations to be vacated by or already vacated by another screening-services provider.  Such plan shall address how and with what resources the Contractor will implement the transitioning from the incumbent screening-services provider to the Contractor assuming full screening responsibilities.  To the extent that the Contracting Officer provides the Contractor 72, 48, or 24 hours notice to assume screening responsibilities at the vacated or to be vacated screening checkpoint, the Contractor shall address how the screening services will be accomplished and the effect if any such notification will have on the level of effort and resources anticipated or allocated to respond to the Contracting Officer’s direction. Hiring practices are in accordance with H.9 herein.  Identify any potential problems with implementation of the Plan.  

L.8
3.2.2.3-72 Announcement of Competing Offerors (August 1998)

(a) Applicability.  This provision applies when it is determined that the names and addresses of Offerors responding to a Screening Information Request (SIR) may be publicly announced.

(b) To encourage small businesses to seek subcontracting opportunities with potential FAA Contractors, the Contracting Officer (CO) may publicly announce the names and addresses of Offerors responding to this Screening Information Request (SIR) prior to selection and award.

(c) Competing Offerors must notify the CO in writing, at the time of the proposal submission if they do not wish to have their name and address made public for subcontracting opportunities.  If an offeror objects to the release of this information, the information will not be released.

(End of provision)

L.9
Communications Regarding This Solicitation

Any communications regarding this Solicitation shall be directed to:

Susan Corbin, FAA Manager, at telephone (202) 267-7628 or Facsimile 

(202) 267-5149.

L.10
Conditions of This Solicitation

This solicitation is not a contract, a promise to contract, or a commitment of any kind.

L.11
Submission of Proposals

Proposals may be delivered to:

Federal Aviation Administration

Susan Corbin, Manager, ASU-340

800 Independence Avenue, SW, Room 402

Washington, DC   20591
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