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Section L

(1) The volume and copy numbers contained in each box.
(End of provision)
L.14
GENERAL SUBMITTAL INSTRUCTIONS

Proposals will be submitted in seven volumes as depicted below.  The offeror will mark one copy of each volume identified below as “Original”.  Each volume must be contained in a three ring binder and numbered (e.g. Volume I, “Original” of 16; Volume I, copy 2 of 16; Volume I, copy 3 of 16).  No material outside of the proposal volumes may be incorporated by reference.  A suitable table of contents (excluded from the page limitations) will be provided with each volume for ready reference to sections, figures, and illustrations.  

	Volume
	Title
	No. of Copies
	Max.
Page Limit
	Max. Binder Size

	I*
	Management
	16
	275*
	1.5”

	II*
	Technical
	16
	
	1.5”

	III
	Cost
	12
	None
	2”

	IV**
	Past Performance
	8
	35**
	1”

	V
	Plans and Other Data
	8
	250
	1.5”

	VI
	Safety and Health Plan
	8
	 75
	1”

	VII
	Model Contract 
	4
	None
	1.5”


* Volumes I and II combined have a limitation of 275 pages.  These volumes will be provided in separate binders.

** Volume IV, Past Performance page limitation does not include OSHA Form 300A, Summary of Work
     Related Injuries and Illnesses.

Except for the Cost Volume, all volumes will be prepared and submitted using a Times New Roman font.  Non-text illustrations, captions, figures, tables, and graphics text will use an Arial font, with a type-size no smaller than 8-point.  Pictures, for example, a screen shot taken showing the contents of a system, are excluded from the font restrictions.  The text will be printed on both sides of the sheet and each side of the sheet, tab, or divider containing proposal material will be counted as a page.  Dividers with no proposal data will be excluded from the page limitations.  Printed pages and illustrations will be legible and no larger than 11”x17” foldouts as appropriate for the subject matter.  Each foldout will be printed on one side only, fold entirely within the volume, and will count as two pages.  All pages in each volume will be numbered sequentially.  At the Government’s option, any pages that do not conform to these formatting instructions will be either removed from the proposal without being evaluated and returned to the offeror, or the Government will correct the formatting violation using the submitted electronic proposal copy.   All pages in excess of the page count limitations for the associated volume as a result of the formatting correction will not be evaluated and will be returned to the offeror. 
Cost Forms will be 11” x 17” (tabloid) sheets and no form should exceed a single tabloid sheet wide and margins may be adjusted to insure all data and numbers are visible.  The Cost Forms are formatted to print on a single tabloid sheet wide, and some will print more than one page tall. Cost forms should be unfolded and submitted in tabloid size binders. Multiple binders are acceptable for Volume III, Cost.

The offeror will provide a list or chart tracking the page and paragraph numbers of the Management, Technical, and Cost proposal instructions to the proposal’s page and paragraph numbers.  This list, and RFP forms to be completed, proposed metrics, and financial reports, are excluded from the page limitation.    
In order to reduce redundancy in the proposal, the offeror may reference another section in the proposal rather than duplicate the information in more than one location; however, consistency in the logical flow of the subject matter must be maintained.

The offeror’s proposal will be signed by an official authorized to bind the company in accordance with FAR 4.102.  
In addition to the number of paper copies cited above, the offeror must submit five electronic copies of each volume on CD-ROM.  To enable the Government to successfully view the proposals electronically, the offeror will submit proposals in Microsoft Office 2003 (Word or Excel) format and also in Adobe Portable Document File (PDF) format.  Electronic PDF and Microsoft Word files will be exact duplicates of the paper copies.  For files requested in both PDF and MS Excel XLS format, the PDF file will duplicate the paper copy while the XLS file will have identical content.  The Government may compare the electronic and paper copies to the “Original” proposal; if a variation in content between the “Original” proposal and the paper/electronic copies is noted, and that variation is not resolved with the offeror, the “Original” proposal will be considered as the submitted proposal.  Page count is determined by the “Original” proposal.  Each CD-ROM case and the CD-ROM itself must be labeled with the offeror’s name and numbered sequentially in the required number of copies.  The information is to be submitted on quality, error-free, virus-free CD-ROM formatted and readable by the computer system named in paragraph F below and compatible with the noted software package.  
(a) File Preparation:  The offeror will generate “bookmarks” within each PDF file for at least each section and subsection of the document.  Bookmarks will be generated based on indexed entities appearing in the document table of contents.  The offeror has the option of generating “thumbnails” within the PDF files as well.  The minimum requirement for hypertext links is a proposal volume table of contents with links to each section of the volume.  Additional hypertext links within the proposal are at the offeror’s discretion.  The use of thumbnails or additional hypertext links will not influence the evaluation.  The PDF file has a built in security function.  The offeror will set all security options in each PDF file to “allowed.”  All text, including table and figure identifiers, will be indexed and 100% searchable text.  
(b) Font and Page Setup:  Text font and layout will be as stated above for all copies.  Hypertext links will be the same minimum font size.  The preferred method of implementing hyperlinks is to indicate the hyperlink by blue font color and establishing the hyperlink in Acrobat with “invisible rectangle” with “no outline.”  However, the offeror may indicate hyperlinks by any color font or with a visible rectangle.  
(c) Other Requirements:  The offeror will not embed sound or video files into the proposal files.  Minimize the use of scanned images and keep embedded graphics as simple as possible.  
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