
Attachment 3

Cost Proposal and Official Bid
Center for Excellence in Tobacco Policy

RFP # 15592  

a)
The following assumptions must be used by the Bidder in completing this Form:

1. Hourly rates for each staff level will be proposed.  
2. Hourly rates are considered inclusive of all costs including salaries, fringe benefits, administrative costs, overhead, travel, presentation costs and profit.

3. Hourly rates will be proposed for each level of staff described in this Attachment 3 – Cost Proposal and Official Bid.  Based on Department experience, it is anticipated the ratio of staff hours for projects should be assumed to be 30% Level 1 Staff, 45% Level 2 Staff and 25% Level 3 Staff as described. This anticipated ratio of staff hours does not represent a commitment or guarantee to utilize a particular number of staff hours and/or to utilize a particular staff level.  The actual ratio of staff utilized may be different from this estimate.

4. The estimated number of hours to be required by the Department for the contract is anticipated to be 5,000 hours per year.    This estimate does not represent a commitment or guarantee of  the total number of hours that can be billed by the contractor.  The actual number of hours utilized under the contract may be different than this estimate.

5. The Task Specifications described in Section C should be considered.

b)
A completed Cost Proposal Form and Official Bid, Attachment 4, must be submitted for the five years of this contract.  The Cost Proposal Form consists of the hourly rates for each of the staff levels listed on the form, the Bidder’s proposed contract cost based on the above assumptions, and the staff titles included in each staff level.
Instructions
All costs associated with the scope of work specified in the RFP (including, but not limited to, administrative costs, travel, staff salaries, etc.) must be included in the hourly rate per staff level and in the total cost Official Bid.  Costs associated with the scope of work may be, but are not limited to, staff salaries, travel and other administrative costs.  Refer to the RFP Section C. Detailed Specifications for specific details on all project specifications. 

Cost Proposal

Complete the information below based on the assumptions contained in Section D.2. – Cost Proposal and Administrative Materials section of the RFP and the information provided below.

Please use this form for projecting costs for years one through five.

Use the following guidelines in assigning staff to one of the three levels listed below, provide one hourly rate for each Staff Level, and list the titles within your organization as they relate to each Staff Level.  Using the proposed hourly rate, compute the Total Cost of the proposal based on the Total Hours provided.  


Level 1 Staff:

Staff Types:

Principals, Project Leaders, Lead Consultants, or other staff with similar responsibilities.

Experience:


These staff have extensive experience and knowledge of activities related to policy development, identifying emerging tobacco control issues, and developing model tobacco policies and legislation.  This upper level staffs are seasoned professionals with generally 10-15 years of experience, and may be an Attorney or other law professional.

General Duties:

Project oversight, management of Contractor’s team, liaison with DOH, policy development and technical assistance.

Level 2 Staff:

Staff Types:
Associates, Consultants, Senior Analysts, or other staff with similar responsibilities.

Experience:


These staff are mid-level professionals with generally 5-10 years of increasing responsibility and independent analysis work and experience, and require little supervision.  These staff may include policy analysts and policy researchers.

General Duties:
Analyze data and form preliminary conclusions and/or recommendations, but report to Level 1 staff for overall direction on project, specific policy interpretation, and may supervise lower level staff.

Level 3 Staff:

Staff Types:
Fiscal Analysts, Consulting Assistants, or other staff with similar responsibilities.


Experience:

These staff are entry level professionals with less than 5 years experience.  They work under direct supervision of mid-level staff.

General Duties:

Technical support and data manipulation, but not necessarily drawing conclusions or making recommendations.

Cost Proposal Form 
Center for Excellence in Tobacco Policy

RFP # 15592  
	Year 

(1-5)
	List Titles Assigned to Each Staff Level
	Staff Level 

(1-3) 
	Proposed Hourly Rate (per Staff Level)
	Total Hours (estimates) 
	Total Cost 

(Hourly Rate x Total Hours)

	*Year 1
	
	Level 1
	
	1500
	

	
	
	Level 2
	
	2250
	

	
	
	Level 3
	
	1250
	

	
	
	
	
	
	

	*Year 2
	
	Level 1
	
	1500
	

	
	
	Level 2
	
	2250
	

	
	
	Level 3
	
	1250
	

	
	
	
	
	
	

	*Year 3
	
	Level 1
	
	1500
	

	
	
	Level 2
	
	2250
	

	
	
	Level 3
	
	1250
	

	
	
	
	
	
	

	*Year 4
	
	Level 1
	
	1500
	

	
	
	Level 2
	
	2250
	

	
	
	Level 3
	
	1250
	

	
	
	
	
	
	

	*Year 5
	
	Level 1
	
	1500
	

	
	
	Level 2
	
	2250
	

	
	
	Level 3
	
	1250
	


	TOTAL COSTS
(Sum of the Total Cost column in the table above, for each contract year) 
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5

	
	
	
	
	
	


*, An estimated 5,000 hours are assumed for the initial contract year, which has been divided among the three Staff Levels as follows: 30% for Level 1 (1500 hours), 45% for Level 2 (2250 hours) and 25% for Level 3 (1250 hours).  Percent of billable hours is based on past experience and both the proportions of hours and actual hours will likely vary from these estimates.  The total number of hours shown and the percentage allocation between the Levels do not represent a commitment or guarantee to utilize a specific type of staff or quantity of hours. These hours will be used for evaluation purposes. Actual utilization and payment may vary, based on the actual hours worked and the specific staff level(s) utilized. Annual contract values cannot be exceeded.  If any additional titles are added during the five-year contract period, the Staff Level placement will be at the sole discretion of the Department.  
Instructions
The sum of the Total Costs for contract years one (1) through five (5) should be included in the Five (5) Year Total Price below. 

Official Bid

Center of Excellence in Tobacco Policy
RFP #15592
	Bidder Name:   


	Bidder Address:


	Bidder Fed ID No:

	The above named vendor bids a Five (5) Year Total Price of (Sum of annual Total Costs for contract years one (1) through five (5)):
	$
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