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GENERAL INSTRUCTIONS TO RFQ OFFEROR

1. 
 INSTRUCTIONS TO OFFEROR
a. Offers must be submitted using Standard Form 18 (REV. 6-95), with forms and certifications furnished. Offers shall be signed in ink.

b. The envelope containing the RFQ response must be sealed and must bear the notation: "EDIS II for the U.S. International Trade Commission”, and the Request For Quotation number ITC-RFQ-01-0008, and the name and address of the Offeror indicated. 

c. Quotations including price and all other items listed in the section below must be delivered in writing via mail, delivery service or e-mail. Vendors will provide an original and two copies in paper format if delivery is via paper.  Electronic submissions will be in MS Word or Word Perfect format.  They will be sent to mboling@usitc.gov.

d. Pricing information will be submitted as a separate document and, if submitted electronically as a separate file.

e. Quotation may be withdrawn prior to the time set for receiving of the quotations.

f. The successful offeror will be notified of the acceptance of its offer at the earliest possible time after the official receipt of responses.

g. This RFQ and resulting Delivery Order shall not cover charges for any items that are not specifically provided for under the proposed Delivery Order.  These and other items not specifically covered by the RFQ must be paid for by the persons obtaining them. Except as otherwise set forth herein, Contractors are cautioned that if they provide services or supplies to the Commission or to the public and private parties during the performance of the proposed Delivery Order that have not been approved by the Contracting Officer and which are not specifically set forth as priced items in the Delivery Order, payment will not be made by the Commission for them under the proposed Delivery Order.

h. All offerors are reminded that information furnished under this RFQ may be subject to disclosure under the Freedom of Information Act.  Therefore, all items that are business confidential, or contain trade secrets or personnel information should be clearly marked in accordance with 19 CFR §201.6.  Marking items will not necessarily preclude disclosure when the Commission determines disclosure is warranted under the Freedom of Information Act.

i. Receipt of Quotations will be on 15 October, at the U.S. International Trade Commission, 500 E Street SW., Washington, DC, Room 414A, by 3:00 P.M., Eastern Time. 

j. Quotations, including price and all other items listed in the section below, must be delivered in writing via US Postal Service, delivery service, or by-hand. Vendors shall provide an original and one copy in paper format.  In addition, to the extent practical, USITC would like to receive, on 3.5 inch disks, electronic copies in MS Word or Word Perfect format. See paragraph 12 of these instructions. 

k. Price portion of offer must be submitted in a separate document from the remainder of the offer and on separate disks.

l. A Post-Award meeting/conference will be held with the responsible officials of the Contractor (who received the award of the Delivery Order) and the Contracting Officer, COTR, and such other personnel of the Commission as may be necessary.

m. General information or questions regarding the RFQ should be directed to the Contracting Officer, Michael Boling, at (202) 205-2734, as soon as possible after receiving the RFQ.

US International Trade Commission

Room 414A Attn.: Michael Boling

500 E Street SW

Washington, DC 20436

2.
TYPE OF AWARD 

The Government contemplates awarding a Delivery Order on a GSA Federal Supply Schedule resulting from this Request for Quotations that will be awarded on or about November 19, 2001, if at all, on a fixed-price basis.

3. TRAVEL

Long distance and local travel costs are not included in this Delivery Order. The cost of travel shall

be the responsibility of the Contractor and will not be reimbursed by the Commission.
4. 
SUBMISSION OF OFFER TO THE RFQ IN THE ENGLISH LANGUAGE 

Offers submitted in response to this RFQ shall be in the English language.  Offers received in other than English will be rejected.

5.
SUBMISSION OF OFFER TO THE RFQ IN U.S. CURRENCY 

Offers submitted in response to this RFQ shall be in U.S. dollars.  Offers received in other than U.S. dollars will be rejected.

6. 
ASSUMPTIONS, DISCREPANCIES AND OBJECTIONS
Vendors will identify and explain in writing all assumptions, errors or discrepancies, and objections to any element or item in the in the RFQ or in the SOW.

7.
PAST PERFORMANCE - COMPANY EXPERIENCE:

Per Section 12 of the Statement of Work, each offeror shall provide three descriptions of past performance that include experience directly relatable to the EDIS-II. With each description the offeror will provide a point of contact and contact information, and is responsible for checking that this information is current.  The below format contains information sought and may be used to provide the required past performance information. Any additional relevant Contract information can be provided on additional sheets as attachments to the RFQ. Any additional information provided as attachments shall reference the RFQ number.

Past Performance for USITC EDIS-II Contract

Contract Information:


1.
Customer's Name:_________________________________________


2.
Customer's Contracting Officer and/or Other Contacts:


Name:_________________________________________________________


Phone:_________________________________________________________

Email:_________________________________________________________


3.
Place of Performance:____________________________________


4.
Period of Performance:___________________________________


5.
Amount of Contract: (total)______________________________


6.
Describe the type of service provided under the Contract and the results:


_______________________________________________________________


_______________________________________________________________


_______________________________________________________________


_______________________________________________________________


_______________________________________________________________


_______________________________________________________________


_______________________________________________________________


_______________________________________________________________

_______________________________________________________________


_______________________________________________________________


_______________________________________________________________


_______________________________________________________________

8.
GSA PRICING:

Schedule A–Prices for Required Services

Prices listed below correspond to descriptions of services/products in the Statement of Work to include the Systems Requirements Specifications (SyRS). They will be provided as either Firm Fixed Price (FFP) or they will be provided based upon actual labor agreed to. Quantities should not be changed. For CLINs shown as based upon labor rates, quantities are notional for comparative purposes.
	CLIN
	DESCRIPTION
	QUANTITY
	UNIT PRICE ($)
	TOTAL PRICE ($)

	0001
	Electronic Document Information System (EDIS-II) (See SOW Section 4.0) (Items with priority level 2 in the Systems Requirements Specification are not required to be included) - FFP
	1
	
	

	0002
	Legacy Data Conversion and Indexing - FFP 
	1
	
	

	0003
	Labor – Configure Work Flow not delineated in this RFQ - Labor Rate
	200 hrs
	 /hr
	

	0004
	Develop All Reports Delineated in this RFQ - FFP
	1
	
	

	0005
	Develop Additional Reports- Labor Rate 
	200 hrs
	/hr
	

	0006
	Provide Process Re-Engineering Support – Labor Rate
	160 hrs
	/hr
	

	0007 Optional
	Provide Ability to Store Queries for Use in Subsequent Sessions (SyRS, Tab 1, 4.23) -FFP
	1
	
	

	0008 Optional
	EDIS-II Functions with priority level of 2, except for (See SyRS Tab 1) except for 4.23 - FFP
	1
	
	

	0009

Optional 
	Maintenance Support Services – From End of Warranty Period through end of FY 2002 (See SOW sections 9.2 and 9.3. - FFP
	4
	 /month
	

	0010

Optional
	Maintenance Support Services for FY 2003 - FFP
	12
	 /month
	

	0011 Optional
	Maintenance Support Services for FY 2004 - FFP
	12
	 /month
	

	0012 Optional
	Maintenance Support Services for FY 2005 - FFP
	12
	 /month
	

	0013

Optional
	Labor Rate per hour of on-site support from end of Warranty Period through end of FY 2002 - Labor Rate
	320 hrs
	 /hr
	

	0014

Optional
	Labor Rate per hour for On-Site Support FY 2003- Labor Rate
	960 hrs
	 /hr
	

	0015

Optional
	Labor Rate per hour for On-Site Support FY 2004- Labor Rate
	960 hrs
	 /hr
	

	0016

Optional
	Labor Rate per hour for On-Site Support FY 2005- Labor Rate
	960 hrs
	 /hr
	


9. 
GSA SCHEDULE AND OPEN MARKET PRICING:

The contractor selected for award shall provide a copy of their GSA schedule prior to award.

Each offeror shall list and identify all items or services provided in your response to the RFQ that are NOT on your GSA Federal Supply Schedule and that are considered to be “Open Market” or “Commercial – Open Market.” The listing of each of these items will include the associated prices. (Note: As part of the response to this RFQ, there is no intent that vendors provide pricing for items not in its offer (e.g. hardware) nor to determine if such items are available via GSA schedule)

10.
SCHEDULE OF PAYMENTS:

USITC will pay 90% of CLIN 0001 when Initial Operational Capability (IOC) has been reached and the remaining 10% when Full Operational Capability (FOC) has been reached. See SOW section 6.0 for definitions of IOC and FOC

11.
BEST VALUE - TO THE COMMISSION:

We anticipate awarding a Delivery Order on GSA Federal Supply Schedule based on the Best Value as offered by the Contractor(s) responding to the RFQ that meet the USITC requirements considering price and other related factors, such as: technical/management qualifications/approach, and past performance (FAR 8-404).

12. 
STATEMENT OF WORK STRUCTURE AND TABLE COMPLETION
The SOW contains four major sections:

· General Information (Sections 1-4)

· Technical Requirements (Section 5)

· Management Requirements (Sections 6-20)

· Past Performance (Section 21)

The technical requirements are described in the System Requirement Specifications (SyRS) which is included as SOW, Attachment A.  There is a table at the end of the SyRS that summarizes these technical requirements.  There is also a table at SOW, Attachment B that summarizes the management and past performance requirements.  

The offerer should return each of the above noted tables and complete the information in the columns with the title “How the Requirement Is Met?”  This shall be done in both paper and electronic form. This completed information may be an actual description of “How the Requirement Is Met” and/or refer the reviewer to a specific section of the offeror’s proposal where the question “How the Requirement Is Met?” is addressed.  

Best value (see paragraph 11, above) will be based on the offeror’s qualifications/approach used in addressing all requirements.
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