IFIB-ACT-JFTC 19-60, Description of Acquisition – Bidding Instructions

Enclosure 1

PROPOSAL CHECKLIST
Table of Contents
ADMINISTRATIVE 


Bidder`s full name, address, POC, telephone number, fax number, e-mail    address.

Compliance Statement (Enclosure #3).


Certification of Security Clearance (Enclosure #6)


Certificate of Bid Validity (Enclosure #7)


Certificate of Independent Determination (Enclosure #8)

Certificate of Exclusion of Taxes and Charges (Enclosure #9)


Statement of Absence of Conflict of Interest (Enclosure #10)


Certificate of Legal Name of Bidder (Enclosure #11)
TECHNICAL


Technical proposal, including: 

Two (2) Past Performance Information Forms - (Enclosure #4)


Reference letter/s confirming successful provision of services provided and defined in the Enclosure #4
PRICE



Price Proposal (Enclosure #5).
Enclosure 2
ADDRESS LABEL
(The label below is to be completed by the bidder and affixed to the exterior envelope; parcel or package mailed or delivered to JFTC)
SEALED BID TO IFIB-ACT-JFTC 19-60
(to be opened by Contract Award Committee only)

Sender: 
___________________________

___________________________

___________________________

Joint Force Training Centre (JFTC)

BUDFIN

Attn: Ryszard PIASECKI

IFIB-ACT-JFTC 19-60
ul. Szubinska 2

85-915 Bydgoszcz

POLAND
Enclosure 3

COMPLIANCE STATEMENT

It is hereby stated that our Company has read and understood all documentation issued as a part of the IFIB-ACT-JFTC 19-60. There are no further questions or requests for clarifications regarding this IFIB.

Company: 
____________________ 
Signature: ________________________

Name & Title: ____________________
Date: ____________________________

__________________________________________________________________________

The proposal of our Company submitted in response to the referenced solicitation is fully compliant with the provisions of IFIB-ACT-JFTC 19-60, and the intended contract with the following exception(s); such exemptions are considered non substantial to the JFTC solicitation provisions issued.*
Clause 



Description of Minor Deviation

------------------------------ 

---------------------------------------------------------------------

------------------------------ 

---------------------------------------------------------------------

------------------------------ 

---------------------------------------------------------------------

------------------------------ 

---------------------------------------------------------------------
------------------------------ 

---------------------------------------------------------------------

------------------------------ 

---------------------------------------------------------------------
------------------------------ 

---------------------------------------------------------------------
------------------------------ 

---------------------------------------------------------------------

(If applicable, add another page)

Company: 
____________________ 
Signature: ________________________

Name & Title: ____________________
Date: ____________________________

Company Bid Reference:  ______________________________________________
* Bidder’s proposal must be based on full compliance with the terms, conditions and requirements of the IFIB and all future clarifications and/or amendments. The Bidder may offer variations in specific implementation and operational details provided that the functional and performance requirements are fully satisfied. In case of conflict between the compliance statement and the detailed evidence or explanation furnished, the detailed evidence/comments shall take precedence/priority for the actual determination of compliance. Minor or non-substantial deviations may be accepted. Substantial changes shall be considered non responsive.
Enclosure 4
PAST PERFORMANCE INFORMATION FORM

(The Bidder must provide a minimum of two (2) past performance citations for work within the past three years)
PAST PERFORMANCE DATA
(a) Contracting Agency:
(b) Contract No:
(c) Type of Contract (Firm Fixed Price, IDIQ, Requirements):
(d) Title of Contract:
(e) Summary of work performed and relevance to current acquisition (to include summary of staff used by number and position):
 (f) Contract amount and currency:
(g) Period of Performance:
(h) Name, Address, Fax, email and Telephone No. of Reference:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

(i) Indicate Whether Reference Acted as Prime or Sub-contractor:
(j) Comments regarding compliance with contract terms and conditions:

__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
(k) Complete Contact Information for client (Name, address, POC name, e-mail, tel. #):

__________________________________________________________________________
__________________________________________________________________________
(l) Permission to contact client for reference: Yes/ No

________________________________

	SIGNATURE OF AUTHORIZED REPRESENTATIVE
	NAME AND TITLE
	COMPANY
	DATE

	……………………
	……………………
	……………………
	……………………


Enclosure 5
MANDATORY PRICE PROPOSAL FORMAT
On behalf of (Insert: Company Name) please find the Price Proposal submitted in accordance with the terms and conditions stated in the IFIB-ACT-JFTC 19-60 and solicitation provisions.
	Function
	The company proposal for daily rate* (NET amount)
	Currency

	Role Player 
	
	

	Role Player with Security Clearance
	
	

	Interpreter
	
	

	Interpreter with Security Clearance
	
	

	Country/Cultural Advisor
	
	


Please verify and acknowledge propriety of above by duly completing signatures below.

	SIGNATURE OF AUTHORIZED REPRESENTATIVE
	NAME AND TITLE
	COMPANY
	DATE

	……………………
	……………………
	……………………
	……………………


*The proposed daily rates must be fully “loaded” and they must include per diem (meals, lodging, conference fee 10 PLN per day and incidentals), cost of Iraqi disruptive patterned military uniform-type of clothing with ranks as defined in SOW para 14.1.5., and cost of estimated travel related expenditures (i.e. taxi, bus, train, tram, metro, etc.), excluding an airline economy return flight ticket (for more details please refer to SOW point 11.)
Cost of the Iraq atmospherics for decorating up to 6 interaction offices as defined in SOW para 14.1.5 will be reimbursed separately for after PDT 20-1.
Enclosure 6

CERTIFICATION OF SECURITY CLEARANCE
The Bidder hereby certifies that the proposed key personnel, if specifically requested, shall have required Security Clearance or that all necessary actions have been undertaken to insure that the proposed personnel will be in possession of such Security Clearance at the time of Contract award/Task Order execution. The Bidder also acknowledges that this requirement applies also to all personnel involved in this project as a result of subcontracts issued by the Contractor for effort under the prime Contract.
The Bidder hereby certifies that he/she is fully aware that resulting Contract will require some of the key personnel to handle and process classified materials to the level of NATO SECRET on NATO premises. The facility of the Contractor/Sub-contractor shall also hold a NATO SECRET Facility Clearance without storage capabilities where required by applicable national regulations.

The Bidder hereby certifies that NATO classified information made accessible to key personnel on NATO premises shall be treated as if officially provided to the Contractor or Sub-Contractor.

	SIGNATURE OF AUTHORIZED REPRESENTATIVE
	NAME AND TITLE
	COMPANY
	DATE

	……………………
	……………………
	……………………
	……………………


ENCLOSURE 7

CERTIFICATE OF BID VALIDITY

I, the undersigned, as an authorised representative of the firm submitting this Bid, do hereby certify that the pricing and all other aspects of our original offer as modified by our revised proposal will remain valid for a period of ninety days (90) from the applicable closing date set forth within IFIB-ACT-JFTC 19-60.
	SIGNATURE OF AUTHORIZED REPRESENTATIVE
	NAME AND TITLE
	COMPANY
	DATE

	……………………
	……………………
	……………………
	……………………


Enclosure 8

CERTIFICATE OF INDEPENDENT DETERMINATION

1. Each bidder shall certify that in connection with this procurement:

a. This Bid has been arrived at independently, without consultation, communication or agreement, for the purpose of restricting competition, with any other bidder or with any competitor;

b. The contents of this Bid have not been knowingly disclosed by the bidder and will not knowingly be disclosed by the bidder prior to award, directly or indirectly to any other bidder or to any competitor; and

c. No attempt has been made, or will be made by the bidder to induce any other person or firm to submit, or not to submit, a Bid for the purpose of restricting competition.

2. Each person signing this Bid shall also certify that he/she is the person in the bidder's organisation responsible within that organisation for the decision as to the Bid and that he has not participated and will not participate in any action contrary to 1.a. through 1.c. above, or:
a. They are not the person in the bidder's organisation responsible within that organisation for the Bid but that they have been authorised in writing to act as agent for the persons responsible for such a decision in certifying that such persons have not participated, and will not participate in any action contrary to 1.a. through 1.c. above, and as their agent does hereby so certify, and

b. They have not participated and will not participate in any action contrary to 1.a. through 1.c. above.
	SIGNATURE OF AUTHORIZED REPRESENTATIVE
	NAME AND TITLE
	COMPANY
	DATE

	……………………
	……………………
	……………………
	……………………


Enclosure 9
CERTIFICATE OF EXCLUSION OF TAXES AND CHARGES
I hereby certify that the prices offered in the price proposal of this Bid exclude all taxes, duties and customs charges from which JFTC has been exempted by international agreements.
	SIGNATURE OF AUTHORIZED REPRESENTATIVE
	NAME AND TITLE
	COMPANY
	DATE

	……………………
	……………………
	……………………
	……………………


Enclosure 10

STATEMENT OF ABSENCE OF CONFLICT OF INTEREST

I, the undersigned ……………………………………, being the authorised signatory for the above-mentioned company for the IFIB-ACT-JFTC 19-60, hereby solemnly declare that we are not and shall not be in any situation which could give rise to a conflict of interest in what concerns the performance and implementation of the contract. In the event of the contract being awarded to us, we commit ourselves to act with complete impartiality and in good faith in what concerns its performance and outcome.

	SIGNATURE OF AUTHORIZED REPRESENTATIVE
	NAME AND TITLE
	COMPANY
	DATE

	……………………
	……………………
	……………………
	……………………


Enclosure 11

CERTIFICATE OF LEGAL NAME OF BIDDER
This Bid is prepared and submitted on behalf of the legal corporate entity specified below:
	Full Name of Bidder
	

	Division (if applicable)
	

	Sub-Division (if applicable)
	

	Official Mailing Address
	

	Email address
	

	Point of Contact regarding this Bid
	

	Name
	

	Position
	

	Phone
	

	Alternative Point of Contact
	

	Name
	

	Position
	

	Phone
	


	SIGNATURE OF AUTHORIZED REPRESENTATIVE
	NAME AND TITLE
	COMPANY
	DATE

	……………………
	……………………
	……………………
	……………………


SOW ANNEX A 

 PROCEDURE FOR CREATION

A JFTC TRAINING EVENT (TE) REGISTRATION ACCOUNT

1. Procedures for creating a JFTC Training Event (TE) registration account

a. Navigate to the JFTC registration website: https://events.jftc.nato.int.
b. Click on the “Create new account” link.

c. Fill in the form on the registration page. User name is your first name, dot, last name (i.e. first name. last name). Fields marked with red asterisks (*) are obligatory.

d. When finished, click on “Create new account”. The website administrator will validate and activate your account.

e. Once the administrator has approved your account, you will receive a confirmation email with a temporary login link for the website so that you can create a password for your account.  Click on the link in the email.

f. Click on “Log in”. Fill in the “Password” and “Confirm password” fields and then click on the “Save” button at the bottom of the screen.

g. In order to edit your account information please login to your account on https://events.jftc.nato.int and click on “My account” in the top menu. Click on “Save” button when finished.

2.
Procedures to register for an event, after creating an account.

a. Navigate to the JFTC registration website: https://events.jftc.nato.int and log in to your account.

b. Navigate to the event to which you wish to register in and click the “Read more” link.

c. Select the “Click here to register” button below the event description.

d. Update or confirm your personal information.

e. Fill in the PAF and click on the “Save” button when finished.

SOW ANNEX B
TECHNICAL EVALUATION MATRIX

After receiving the Purchase Order the Contractor shall provide the list of Role Players, Interpreters and Country/Cultural Advisor who meet below listed requirements. This list shall be sent to the Contracting Officer Technical Representative (COTR) for acceptance. Apart from the list the Contractor shall provide filled in Technical Evaluation Matrix for each proposed Key Personnel. This documentation shall be provided to the COTR within 14 calendar days from receiving the PO.

Individuals’ résumés will be measured against each of the criteria specified below in order to ascertain whether the individuals have adequately demonstrated that they possess the required qualifications. Examples of how detailed knowledge levels were attained are expected. Ultimately the Contractor shall clearly demonstrate by providing unequivocal reference to where the candidate/s meets the criteria set forth in this SOW.

The proposals will be evaluated as follows:

Compliant (C) 
= 
Meets the criterion

Not compliant (N)
= 
Proposal will be deemed non-compliant
In case the candidature is assessed as non-compliant then the Contractor shall immediately provide the alternate proposals for acceptance.

Submission of TEM and supporting documentation is not necessary if the proposed Key Personnel has already been positively evaluated by the COTR for previous Task Order/s executed under this Contract. 

POSITION: ROLE PLAYER

KEY PERSONNEL NAME: ………………………………………….
	#
	Criteria
	JFTC
Evaluation

(C/N)
	Comments

(Bidder shall complete each section below outlining how compliance is achieved and specifically reference the information within the proposal [index/page/para] that demonstrates compliance with the criteria)

	1
	General knowledge of NATO advisory mission to Iraq
	
	Sample:
Compliance narrative: …

Unequivocal reference evidenced by:

Index item #, Proposal page #
Index item #, Proposal page #

	2
	Desirable Work experience in NATO TCONs/EXCONs
	
	

	3
	Desirable work experience with Iraq mission pre-deployment training
	
	

	4
	Desirable experience at Ministerial level
	
	

	5
	Ability to work harmoniously and tactfully in a multinational, multicultural environment
	
	

	6
	Ability to work independently and manage change in a rapidly changing environment
	
	

	7
	Microsoft Word processing: working level
	
	

	8
	Graphic presentation (Microsoft PowerPoint): working level
	
	

	9
	Native Iraqi Arabic speaker with a proven ability to communicate effectively orally and in writing
	
	

	10
	Native English language speaker or individual presenting very good command of spoken and written English, with a proven ability to communicate effectively orally and in writing at the level of (SLP) NATO STANAG 6001 - 3333 (Listening, Speaking, Reading and Writing). 
The Bidder must provide supporting document(s)/evidence per SOW point 8.1.4.1.
	
	


POSITION: INTERPRETER
KEY PERSONNEL NAME: ………………………………………….
	#
	Criteria
	JFTC
Evaluation

(C/N)
	Comments

(Bidder shall complete each section below outlining how compliance is achieved and specifically reference the information within the proposal [index/page/para] that demonstrates compliance with the criteria)

	1
	General knowledge of NATO advisory mission to Iraq
	
	Sample:
Compliance narrative: …

Unequivocal reference evidenced by:

Index item #, Proposal page #
Index item #, Proposal page #

	2
	Desirable Work experience in NATO TCONs
	
	

	3
	Demonstrable experience with interpreting conversations Arabic-English and vice versa
	
	

	4
	Desirable work experience with Iraq mission pre-deployment training
	
	

	5
	Desirable experience while Interpreting at Corps/Ministerial Level
	
	

	6
	Ability to work harmoniously and tactfully in a multinational, multicultural environment
	
	

	7
	Ability to work independently and manage change in a rapidly changing environment
	
	

	8
	Microsoft Word processing: working level
	
	

	9
	Graphic presentation (Microsoft PowerPoint): working level
	
	

	10
	Native Iraqi Arabic speaker with a proven ability to communicate effectively orally and in writing
	
	

	11
	Native English language speaker or individual presenting very good command of spoken and written English, with a proven ability to communicate effectively orally and in writing at the level of (SLP) NATO STANAG 6001 - 3333 (Listening, Speaking, Reading and Writing). 
The Bidder must provide supporting document(s)/evidence per SOW point 8.1.4.1.
	
	


POSITION: IRAQI COUNTRY/CULTURAL ADVISOR
KEY PERSONNEL NAME: ………………………………………….
	#
	Criteria
	JFTC
Evaluation

(C/N)
	Comments

(Bidder shall complete each section below outlining how compliance is achieved and specifically reference the information within the proposal [index/page/para] that demonstrates compliance with the criteria)

	1
	Previous experience as a White Cell member in the training/exercise conducted by NATO entity during last 24 months
	
	Sample:
Compliance narrative: …

Unequivocal reference evidenced by:

Index item #, Proposal page #
Index item #, Proposal page #

	2
	Experience with NATO exercise planning
	
	

	3
	Experience in the conduct of pre-deployment trainings
	
	

	4
	Experience working within TCON for Pre-Deployment training events
	
	

	5
	Experience working with ministerial entities within Government of Republic of Iraq
	
	

	6
	Knowledge of current political structure of Republic of Iraq
	
	

	7
	Knowledge of Iraqi behaviour within political and economic environment
	
	

	8
	Current Knowledge of statistical and historical data regarding Republic of Iraq
	
	

	9
	Proficiency in use of Microsoft Office Software (Outlook, Word, PowerPoint, Excel)
	
	

	10
	Good working knowledge of Joint Exercise Management Module (JEMM)
	
	

	11
	Education – Post secondary education
	
	

	12
	Native Iraqi Arabic speaker with a proven ability to communicate effectively orally and in writing
	
	

	13
	Native English language speaker or individual presenting very good command of spoken and written English, with a proven ability to communicate effectively orally and in writing at the level of (SLP) NATO STANAG 6001 - 3333 (Listening, Speaking, Reading and Writing). 
The Bidder must provide supporting document(s)/evidence per SOW point 8.1.4.1.
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