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OFFICE OF PRIME RESPONSIBILITY

Any questions or suggestions regarding this policy should be directed to the Contracts Department.

1.
PURPOSE

The purpose of this policy is to establish the proper procedures to be utilized when pursuing proposal efforts.

2.
DEFINITION
Bid and Proposal (B & P) costs – FAR 31.205-18 “the costs incurred in preparing, submitting and supporting bids and proposals on potential Government or non-Government Contracts.” B&P labor costs are incurred only be employees who normally charge directly to a contract and only for work in the direct preparation of a proposal.

3.
POLICY
It is the policy of Advanced Sciences and Technologies, LLC (AS&T) to prepare and submit bids and proposals in accordance with applicable Government regulations, administrative procedures and good business practices.

4.
SCOPE

This policy extends to all bid and proposal efforts of the company.

5.
GENERAL
All bid and proposal efforts for wither solicited or unsolicited business opportunities must be approved by the President/CEO.

5.1 Bid/No Bid Determination

5.1.1 The Bid/No Bid Determination form must be completed and approved before B&P effort is incurred or committed.

5.1.2 The form must be fully completed and include copies of the Commerce Business Daily (CBD) advertisements, RFP, etc., to identify the solicitation.

5.1.3 The form must be signed by both the individual who initiated the form (Program Development) as well as the President/CEO.

5.1.4 If the Bid request can be satisfied with a Letter Proposal, and the Letter Proposal can be produced at no B&P cost to AS&T, then the Proposal Manager is required to submit only the approved Bid/No Bid Determination Form. The Contracts Department will provide the Program Manager with a B&P Number to be used on all correspondence related to the proposal.

5.2 Bid and Proposal Authorization

5.2.1 After the Bid/No Bid Determination form is completed and approved with a decision to bid, (excluding a No Cost Letter Proposal) then the B&P Authorization form must be completed.

5.2.2 The B&P Authorization Form is used to develop a budget and authorize expenditures for the purpose of preparing a proposal. The proposal manager must identify the personnel/labor categories needed to complete the proposal package including both technical and administrative support.

5.2.3 After identifying personnel, hours, travel and material/ODC’s, the proposal manager must submit the B&P Authorization Form to the Chief Operating Officer (COO). The budget is established by multiplying the identified personnel’s labor rate (or labor category) by the number of hours requested, applying the appropriate provisional plant overhead rate, and adding the travel and material/ODC’s.

5.2.4 The COO either accepts, rejects, or accepts in part the B&P Authorization Form. Upon approval, the COO delivers the form to the Contracts Department. The Contracts Department then communicates the results in writing to the Program Manager

5.2.5 Upon approval of the B&P Authorization form, the Contracts Department will provide the Program Manager with a budget and assign the appropriate B&P number to be used for all charges to the B&P effort, thus ensuring that all B&P charges are segregated into a discrete cost account.

5.3 Proposal Budget

5.3.1 The Program Manager must work within the authorized budget (which will be administered/monitored by the Contracts Department). The Contracts Department will prepare a monthly Open Proposals Report to monitor the budget. If it appears that the budget will be exceeded, the Program Manager must notify the President/CEO or his designee, via a memorandum, in sufficient time to prevent an expenditure of unauthorized funds. The memorandum must identify why the budget will be exceeded, when the money will expire, what percentage of the proposal is complete and how much additional manpower, and/or material is required to complete the proposal. If no more B&P money is available, proposal work must be terminated to maintain the integrity of the budgeted cost.

5.3.2 Upon completion and submission of the proposal, a copy of all volumes (i.e. Technical, Cost, Management) must be delivered to the Contracts Department.

5.3.3 If AS&T is unsuccessful and loses the competition, a Lost Business Report must be completed and sent to the Contracts Department.

5.3.4 The Finance Department will monitor the company wide B&P budget on a year-to-date basis. The monitoring is performed to ensure that the DCAA B&P Expenditure Agreement for the fiscal year is not exceeded.

5.4 Overview

5.4.1 The attached flow chart details the actions to be accomplished for the successful establishment of a B&P Budget to develop a proposal.
5.5 Proposal Preparation

5.5.1
The Program Manager assigned to the proposal effort has overall responsibility for the management of the complete activity. This responsibility includes such items as the following:

5.5.1.1 Organizing the proposal team.

5.5.1.2 Preparing a plan and schedule for accomplishing the proposal and monitoring progress in implementing the plan.

5.5.1.3 Interpreting customer technical and contractual requirements.

5.5.1.4 Establishing an effective technical approach, which satisfied customer/Statement of Work requirements.

5.5.1.5 Establishing proposal consent and format.

5.5.1.6 Obtaining necessary subcontractor support using the Contracts Department for Teaming Agreements.

5.5.1.7 Planning and directing the utilization of proposal manpower and material within allocated funding.

5.5.1.8 Developing the proposed program plan, management concepts, schedules, task work breakdown structure and costs.

5.5.1.9 Assessing program risks in terms of cost, schedule and performance.

5.5.1.10 Obtaining approvals for the use of key personnel on proposed programs.

5.5.1.11 Establishing proposed terms and conditions.

5.5.1.12 Submission of both the Technical and Cost Proposal. The cost proposal must reflect the lowest realistic costs to implement the proposed program. The Cost Proposal must be accompanied with the most up-to-date cost or pricing data.

5.6 Negotiation

In accordance with the Truth in Negotiation Act (TINA) (Public Law 10 U.S.C. 2306a), AS&T must submit cost or pricing data and certify that such data are accurate, complete and current upon agreement on price. The AS&T’s negotiator shall be responsible for the execution of a Certificate or Current Cost or Pricing Data. The certificate states that the cost or pricing data are accurate, complete and current as of the date the contractor and the Government agreed on a price.

5.7 Protests

5.7.1 In the even that a solicitation be an agency is awarded to a contractor other than AS&T and AS&T has reason to believe that the contract was unfairly awarded to that Contractor or the agency’s failure to award a contract, a protest could be lodged.

5.7.2 The decision to protest an award will be made by the President/CEO. The decision is based in part on whether AS&T’s direct economic interest would be affected by the award or the failure to award a contract.

5.7.3 The protest should be filed in the following order:

5.7.3.1 Seek resolution within the Agency that submitted the request for proposal.

5.7.3.2 Seek resolution within the General Accounting Office.

5.7.3.3 If an Automatic Data Processing Contract is involved, seek resolution within the General Services Board of Contact Appeals.

The following forms are incorporated into this policy by reference and can be found in the forms section:

· Bid/No Bid Determination
· B&P Authorization Form
· B&P Authorization Letter
· Lost Business Report
· B&P Authorization Flow Chart
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