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FORMAT REQUIREMENTS CHECKLIST
Bidder's Name: 

Adherence to Submission Requirements

This step is rated on a yes/no basis. Receipt of a “no” on any of the following may result in elimination of the submission from further consideration and review.

	(yes
	(no
	One clearly marked ORIGINAL submission, twenty copies, and one electronic copy received by the specified deadline, January 14, 2015, by 1 p.m. Pacific Time at the California Department of Education as specified in RFS Section 5.1.


Scope of Work

1. Each task identified in Section 3, Scope of Work, must be addressed and timelines provided for the accomplishment of each task. 

	(yes
	(no
	Task 1 – Comprehensive Plan and Schedule of Deliverables

	(yes
	(no
	Task 2 – Program Support Services

	(yes
	(no
	Task 3 – Technology Services

	(yes
	(no
	Task 4 – Test Security

	(yes
	(no
	Task 5 – Accessibility and Accommodations

	(yes
	(no
	Task 6 – Assessment Development

	(yes
	(no
	Task 7 – Test Administration

	(yes
	(no
	Task 8 – Scoring and Analysis 

	(yes
	(no
	Task 9 – Reporting Results


Management and Staffing

2. As specified in Section 5.1A, the submission contains an Organization Structure and Personnel Resources section. The bidder’s submission must: 

	(yes
	(no
	a. Demonstrate that the bidder has at least 3 years of recent (within the last 5 years) experience in the development, administration, scoring, reporting and analysis of results of large-scale assessments.

	
	
	b. Identify a management team that includes:

	(yes
	(no
	1. Project Manager

	(yes
	(no
	2. Fiscal Manager

	(yes
	(no
	3. Technology Manager

	(yes
	(no
	4. Project Coordinator for each subcontractor

	
	
	c. Include resumes for:

	(yes
	(no
	1. Project Manager

	(yes
	(no
	2. Fiscal Manager

	(yes
	(no
	3. Technology Manager

	(yes
	(no
	4. Project Coordinator for each subcontractor


Related Capacity and Experience

3. As specified in Section 5.1B, the submission contains a Capacity section. This bidder’s submission must:
	(yes
	(no
	a. Describe the bidder’s capacity.

	(yes
	(no
	b.  Describe the bidder’s experience.

	(yes
	(no
	c.  Describe the subcontractors’ capacity and experience. 


Requirements for Subcontractor(s)

4. As specified in Section 5.1A, the submission contains a Subcontractor(s) section. This bidder’s submission must:
	(yes
	(no
	a. Include a clear description of the proposed work for each subcontractor.

	(yes
	(no
	b. Include resumes for subcontractor key staff.

	(yes
	(no
	c. Include a letter of agreement for each proposed subcontractor.


Required Attachments

5. Required forms as specified in Section 5.2 submitted with each copy of the Submission (check each one submitted):

	(yes
	(no
	a. Bidder Certification Sheet (RFS Attachment 1) completed with an original signature on the form included in ORIGINAL Submission.

	(yes
	(no
	b. Contractor Certification, CCC-307 (RFS Attachment 2) completed with an original signature on the form included in the ORIGINAL Submission.

	(yes
	(no
	c. Federal Certifications (RFS Attachment 3)

	(yes
	(no
	d. Darfur Contracting Act Certification (RFS Attachment 4)

	(yes
	(no
	e. Bidder References (RFS Attachment 5)


Cost Submission 

6.
As specified in RFS Section 5.3, the Cost Submission must contain or specify at a minimum the following:

	(yes
	(no
	a. Staffing Labor Hours (RFS Attachment 10A) and correlates to Section 5.1 Staffing in the RFS.

	(yes
	(no
	b. Summary of all Costs by Fiscal Year and Task (RFS Attachment 10B). 

	(yes
	(no
	c. Task Detail (RFS Attachment 10C). 

	(yes
	(no
	d. Assessment Delivery System Cost Detail (RFS Attachment 10D)

	(yes
	(no
	e. Travel rates that do not exceed those established for CDE’s nonrepresented employees as set forth in Attachment 9.


