	
	
	



ATTACHMENT 16
PROPOSAL SUBMITTAL CHECKLIST
Use of this checklist is optional and is provided solely to help Bidders ensure they are submitting a complete package. It does NOT replace the application instructions in the Request for Proposal (RFP) Manual or Attachments.  Please review the instructions included in each Attachment document carefully.  
All attachments should be uploaded to ECAMs in the designated upload field for that Attachment. 
Before uploading to ECAMS
· Follow the latest RFP and addenda. If this checklist conflicts with the RFP or a posted addendum, follow the most recent published documentation. 
· Observe every section page limit. Do not use appendices or section-level attachments to avoid a stated page limit.
· Use Word, PDF or Excel formats. 
· Remove all confidential or proprietary information and do not mark any part of the proposal confidential.
· Use consistent legal names, subcontractor names, personnel classifications, participation percentages, task numbers, rates, and totals across all files.
Attachment-by-attachment checklist
	Att.
	Item
	Critical Checks

	01
	Contractor Status Form

Required
	☐ Complete Sections 1-9
☐ For Section 4, indicate whether the Bidder is also claiming the DVBE incentive. If yes, ensure submittal of Attachment 3 and that the Incentive Participation Amount aligns with Attachment 04.
☐ Check both proposal-content boxes in section 5: Administrative Response and Technical and Cost Proposal.
☐ Confirm the proposal contains no confidential/proprietary information.


	02
	Darfur Contracting Act Certification

Required only if the bidder has had business activities or operations outside the United States within the previous three years
	☐ Complete either Option 1 (certification) or Option 2 (DGS permission) and fill out all fields.
☐ If selecting Option 2, complete the required fields and attach the written DGS permission.


	03
	DVBE Declarations - DGS PD 843
Required only if bidder is seeking the DVBE incentive points.

	☐ Fill out a separate form for each DVBE that is part of the proposal.
☐ Complete Sections 1 and 2.
☐ Complete Section 3 only if applicable. 


	04
	Bidder Declaration - GSPD-05-105

Required 
	☐ Complete Section 1.
☐ If the proposal includes subcontractors, complete Section 2.  
☐ If subcontractors are DBVEs, and the bidder is seeking the DBVE participation incentive, the bidder must include the corresponding percentage of bid price.  Bidders should use the $16.5 million ceiling for Administrative Services as the bid price. 


	05
	Contractor Certification Clauses

Required 

	☐ Review the listed certification clauses and confirm the Bidder can make each applicable certification.
☐ Complete the Certification section. 

	06
	Client References and Past Projects Information

Required - one form per entity
	☐ Complete one form for the prime Bidder and one for each subcontractor.
☐ Provide three client references for the prime Bidder and two for each subcontractor in Section I.
☐ List all CEC agreements from the last five years and the five most recent agreements from the last five years with other public agencies, Tribes, or load-serving entities in Section II.


	07
	Budget Forms

Required - upload the original Excel workbook
	☐ Enter data only in white, unshaded input cells. Do not delete worksheets, rows, or columns; do not alter preset formulas. Insert copied template rows when more rows are needed.
☐ Complete Budget Overview tab and identify the prime Bidder. 
☐ Complete Subcontracts worksheet. Enter all subcontractors before completing worksheets that use organization/classification dropdowns. 
☐ Complete Travel, Equipment, Materials & Miscellaneous, worksheets for the prime and subcontractors. Enter 'None' where the workbook specifically instructs this for a category with no entries.
☐ Complete 7a DL and Loaded Rates worksheet for all anticipated prime and subcontractor classifications and employees for Years 1-3 and Year 4+.
☐ Complete 7b1 Labor Scenario worksheet, including classifications, number of hours, and a cost justification for each of the six scenario subtasks.
☐ Complete 7b2 Unit Scenario worksheet with a cost per unit for each of the six listed unit deliverables. 
☐ Complete 7c Escalation Rates worksheet and verify that the source rates match the rates in worksheet 7a. 
☐ Do not change the CEC-completed Milestone Payments worksheet.
☐ Use whole dollars where instructed and two decimal places for rates and unit costs. 
☐ Confirm all subtotals and totals.
☐ Upload the workbook in Excel format, not PDF. The workbook's internal Submission Checklist is optional and is not scored.


	08
	Sample Standard Agreement

Reference document only
 
	
☐ Review all agreement terms.
☐ Confirm the Bidder can accept the terms and conditions without negotiation, caveats, alternate terms, or statements making acceptance conditional.


	09
	Iran Contracting Act Certification

Required 

	☐ Complete either Option 1 (certification) or Option 2 (approved exemption).
☐ For Option 2, complete the required fields and attach documentation of the approved exemption.


	10
	California Civil Rights Laws Certification

Required 

	☐ Review the California Civil Rights Laws and discriminatory-policy certifications.
☐ Complete the Certification section 

	11
	Byrd Anti-Lobbying Amendment Certification

Required 

	☐ Obtain the authorized official's signature and date; enter the official's name and title.
☐ If applicable, the bidder must complete Standard Form-LLL, “Disclosure Form to Report Lobbying”.


	12
	Technical Proposal Bidder Response Form

Required 
	☐ Use the provided form or a bidder-created Word/PDF document that answers every criterion in the same order it’s listed on Attachment 12.
☐ Team qualifications: programmatic (Section A)- maximum 10 pages; address all seven criteria and provide the separately uploaded Attachment 13 samples. (15 points)
☐ Ability to work with utility meter and billing data (Section B)- maximum 5 pages; address all five criteria. (10 points)
☐ Reservation and payment application processing capacity (Section C)- maximum 6 pages; address all four criteria. (10 points)
☐ Approach to SOW/Program implementation (Section D) - maximum 15 pages; include all nine criteria. (25 points)
☐ Team structure and organization (Section E) - maximum 8 pages, excluding Attachment 14 resumes; include all five criteria. (5 points)
☐ Qualitative task-based budget narrative (Section F) - maximum 3 pages; include all two criteria. (5 points)
☐ Verify headings, page counts, figures, and tables are legible and that no separate appendix is used to expand a page-limited section.


	13
	Samples of Messaging and/or Marketing Materials from Previous Programs

Required, bidder-created 

	☐ Combine samples into a single file labeled Attachment 13.
☐ Include representative messaging and/or marketing materials from previous programs that support the team-qualifications response.
☐ Use clear labels so reviewers can identify the program, intended audience, medium, and the Bidder/subcontractor responsible for each sample.
☐ Confirm the samples are readable and contain no restricted/confidential information.

	14
	Resumes 

Required, bidder-created
	☐ Combine resumes into a single file labeled Attachment 14.
☐ Provide a current resume, limited to two pages each, for each major contract participant identified in Attachment 12 Section E, including key subcontractor personnel.


	15
	Generative Artificial Intelligence (GenAI) Disclosure

Required 

	☐ Select one declaration in section 2: A (no GenAI), B (GenAI may be used but no use is reportable), or C (one or more reportable uses are intended or applicability is uncertain).
☐ If Declaration C is selected, complete Section 3 for each distinct GenAI product/use and duplicate the section as needed.


	17
	Small Business Certification 

Optional

	☐ Submit a copy of the Bidder’s Small Business Certification from the Department of General Services, Office of Small Business and DVBE Services (OSDS).

	18
	TACPA Preference Request for Good and Services STD 830 form 

Required only if Bidder is seeking TACPA preference
	☐ Complete Section I, II, and III.

	19
	TACPA Bidder’s Summary of Contract Activities and Labor Hours

Required only if Bidder is seeking TACPA preference


	☐ Complete Section I, II, and III.

	20
	Background Information about Utility Data

Reference document only
	☐ Review for background information.  Attachment itself does not need to be submitted.  
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