SAMPLE CHECKLIST FOR RESPONSIVENESS

(Request for Proposals)

· Proposal was received by the agency on time (enter the time required by the schedule)

· Received required number of hard copies of proposal or electronic proposal, if applicable.

· The Letter of Submittal and the Certifications and Assurances are signed by an individual authorized to bind the Proposer to a contractual relationship, e.g., the President or Executive Director if a corporation, the managing partner if a partnership or the sole proprietor.

· Proposal was formatted into four sections:  Letter of Submittal, Technical Proposal, Management Proposal, and Cost Proposal.

· Proposer meets the minimum qualifications, which are:  _________________.

· Proposal demonstrates that the proposer is capable/responsible to provide the services.

· Technical Proposal is essentially responsive to the core work requirements of the RFP and does not impose conditions that would modify the RFP.

· Management Proposal is essentially responsive to core requirements of the RFP.

· Costs are not greater than $____________, the maximum amount disclosed as the project budget.  Note:  If the RFP did not state that proposed costs must not exceed a specific dollar amount, the proposal may still be responsive, but will receive fewer points when evaluated.

· Proposal conforms to the project schedule.

· Proposal provides at least 60 days for acceptance of its terms from the due date of proposals.

· Proposer submitted a timely Letter of Intent (if required).

· The proposal states that a “Certificate of Insurance” will be provided as a condition of award.

· Three business references were provided (if required).

Note:  Each item must be checked above for the proposal to be considered responsive.

