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 PART 
SUBMITTAL CHECKLIST 

 

Offeror may use left margin to check off items when completed. B 

 
Prime Contractor shall have a current Alaska Business License on date of submittal, reference item 1, page 2, Part D. 
 
[ ] 1. Offerors must carefully review this RFP Package for defects and questionable material and become familiar 

with submittal requirements. Submit written comments to the address shown under "Submittal Deadline and 
Location" on page 1 of Part A - RFP. Substantive issues will be addressed in a written addendum to all RFP 
recipients on record. Failure to comply with directions may result in lower score and may eliminate a submittal from 
consideration. Protests based upon any omission, error or content of this solicitation may be disallowed at the 
discretion of the Contracting Agency if the protest is not received in writing at least ten Agency work days prior to 
the Submittal Deadline (2 AAC 12.565). 

 
[ ] 2. Review Part A - RFP and the proposed Statement of Services and any other attached or referenced materials. 

If no Statement of Services is attached, telephone the Agency contact person identified on page 1 of Part A. 
 
[ ] 3. Review Part C - Evaluation Criteria. Read each criterion in light of the proposed Statement of Services. Note 

any project specific criteria which may have been added or any changes to standard criteria descriptions which may 
have been made. Be aware of the assigned weight for each criterion. If a weight is not entered for any criterion on 
Part C, notify the Agency contact person. Plan your proposal to address the applicable criteria. Criteria Responses 
shall not exceed the number of pages stated below. 

 
[ ] 4. Prepare a distinct Response for each criterion that has a weight more than zero. Failure to respond directly to 

any criteria weighted more than zero will result in an evaluation score of zero for that criteria. Any Responses to 
criteria weighted zero will be disregarded. Acceptable Responses must be specific and directly related to the 
Contracting Agency's proposed Statement of Services. Marketing brochures, federal standard forms 254 and 255, 
marketing resumes, and other non-project specific materials will be discarded without evaluation and should not be 
submitted. 

 
[ ] 5. Each criterion Response must be titled, numbered and assembled in the order in which the criteria are 

listed in Part C, so the criterion to which information applies shall be plainly evident. Material not so identified or 
assembled may be discarded without evaluation.  

 
[ ] 6. Price         is X     is not an evaluation criterion for the proposed contract. 

 
If Price is a Criterion, prepare Billing Rates and/or Price Proposals as described in Criteria #12 and/or #13. 
 

 
[ ] 7. Complete all entries on Part D - Proposal Form. Note the statutory requirements for Alaska business licenses 

and professional registrations and be sure to sign and date the Certification. Copies of licenses and registrations 
may be provided with submittal, and will not count in the requirements of #8 below. 

 
[ ] 8. Attach Criteria Responses (except any Billing Rates or Price Proposals) to Part D - Proposal Form. The 

maximum number of attached pages (each printed side equals one page) for Criteria Responses shall not 
exceed: ten (10).  Attached page limit does not include the four-page Part D - Proposal Form, DBE Utilization 
Report or any Billing Rates or Price Proposals. 
 
Criteria Responses shall be presented in 8-1/2" X 11" format, except for a minimal number of larger sheets (e.g. 
11" x 17") that may be used (e.g. for schedules) if they are folded to 8-1/2" X 11" size.  Large sheets will count as 
multiple pages at 93.5 square inches or fraction thereof per page. 
 
CAUTION: Criteria Responses which do not comply with the required page limit or presentation size, may result in 
disqualification. Further, small print or typeface that is difficult to read may negatively influence evaluation of your 
submittal and affect scoring for "Quality of Proposal." 
 

 
 

CHECKLIST IS CONTINUED NEXT PAGE 
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 PART 
 B 

[ ] 9.  N/A 

 
[ ] 10. Parts A, B and C of Form 25A270 and the proposed Statement of Services shall not be returned to the 

Contracting Agency. Submittals shall consist of the following applicable items assembled as follows and in 
the order listed: 

 
[ ] 10.1 Completed Part D - Proposal Form (generally at least one copy with original signature) and Responses to all 

evaluation criteria -- except Billing Rates, Price Proposals and DBE Utilization Report-- attached. Each copy 
shall be fastened with one staple in the upper left corner. No other form of binding shall be used and no cover and 
no transmittal letter will be included. CAUTION: Failure to comply with this instruction will negatively influence 
evaluation of Submittal. 

 
[ ] 10.2 Number of copies of Part D (all pages) and Criteria Responses (except Billing Rates, Price Proposals 

and DBE Utilization Report) required is: One (1) if emailed, four (4) if mailed or hand delivered.       
 

 
[ ] 10.3 If Billing Rates and/or Price Proposals are required, one copy bound with one staple in the upper left 

corner separately enclosed in a sealed envelope marked on the outside to identify it as a Billing Rates or Price 
Proposal and the names of the Project and Offeror. Each Billing Rates or Price Proposal must be signed and 
dated by the person who prepares it (may be different signatures for each Subcontractor). 

 
[ ] 10.4 Copies of completed DBE Utilization Report, DOT&PF Form PSA DBE 25A-325C, attached to each proposal 

copy. 
 
[ ] 10.5 If Item 9, above, is completed for this RFP Package, any submittal items described therein. Unless otherwise 

stated, one copy only, bound appropriately. 
 
[ ] 10.6 Pre-Audit Statement, DOT&PF Form 25A257, shall not be provided with Submittal. (See Notice #10 on page 

3 of Part A - RFP.) 
 
[ ] 10.7 CAUTION: If you replicate (other than by photocopy) Part D or any form in lieu of completing the forms 

provided by the Contracting Agency, provide a signed certification that lists such forms and attests that they are 
exact replicas of that issued by the Contracting Agency. Changed forms may result in rejection at the Contracting 
Agency's discretion. Any alteration - other than completion of the required entries - may be cause for rejection 
without recourse. 

 
[ ] 11. Deliver submittals in one sealed package, or email to the location or email address listed on Part A, and 

before the submittal deadline cited in Part A - RFP. Mark the outside of the package or mark in the subject line 
of email to identify the Project and the Offeror. Proposals must be received prior to the specified date and time. 
Late proposals will not be opened (2 AAC 12.250). 


