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Background

e CALTROP has been part of the CalMentor Program
since inception

e Participate in Districts 7,12,8; District 4; District 11,
North Region (Districts 1, 2, 3) and Central Region
(Districts 6, 5, 9,10)

e Our graduated proteges are now mentors in District
7.
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Working with Primes / Subs

e How do | get to know a prime?

e If you don’t know who the players are, use your
contacts with CalMentor

> That's why primes invest their time in mentoring

> Cost of proposals go down when primes and subs
develop relationships
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Before You Start

READ!

e |nstructions from the RFQ

e [atest Caltrans SOQ Submittal Instructions
(download from http://Caltrans-opac.ca.gov/aeinfo.htm)

> Paper Size — 8 Y2 x 11 (except organizational chart)
> Font Size — minimum of 8 pt (except organizational chart)

e |[nstructions for the SF330 documents

> Understand what each form requires and have a system
In place for capturing required information early on
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Before You Start

e Primes should contact subs early, be specific in their
request and provide them with editable (Word format)
SF330 templates, if needed

> Subconsultants may prefer to use templates customized
with their company colors

e Primes should provide subs with a sample completed
template, if needed
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Before You Start

e Primes should set a due date for receiving
Information, allowing subs enough time to prepare
the documents and primes enough time to review
and request changes, if needed

» Subconsultants should confirm receipt of the submittal
request

e Primes should know the role(s) they want
subconsultants to fill so that documents can be
tailored accordingly
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Transmittal Letters / Goal Documentation

e Primes transmittal letter
> Limited to three pages (on company letterhead)
> List all subconsultants and % of utlilization
> Signed by person authorized to obligate firm

> Disclose former Caltrans employees listed on the organizational
chart , include:

o Individual’s full name
o Separation date from Caltrans

o Functional responsibility while w/Caltrans — last 24 months of
employment

» Addenda acknowledgement
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Transmittal Letters / Goal Documentation

e Subconsultants transmittal letter (on company
letterhead)

> Limited to one page

> State commitment to prime

> Indicate specific portion of work

> Address to Prime’s Principal-In-Charge
> Use address closest to project location

> Signed by person authorized to obligate firm
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Transmittal Letters / Goal Documentation

e Goal Documentation
» Disadvantaged Business Enterprise (DBE / UDBE)

0]

0

O

Federally-funded ,13.5% annual program participation goal
6.75% race neutral 6.75%, race-conscious

Contract Goals limited to Underutilized DBEs (UDBES):
African American, Native American, Asian Pacific American,
and Women

All DBE participation is counted towards the Race Neutral
portion of the overall DBE Goal

Forms: ADM227F — DBE / UDBE Participation, ADM312F —
UDBE GFE Documentation
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DBE / UDBE: ADM227F and 312F

STATE OF CALIFORNIA * DEPARTMENT OF TRANSPORTATION
DISADVANTAGED BUSINESS ENTERPRISE (DBE) INFORMATION / UNDERUTILIZED DBE (UDBE) PARTICIPATION

ADM-8227F- ALE (Rev. 19202009 Page | of 2 (Use for A&E CoNTRACTS FEDIRALLY D 14 WHOLE O 34 PART)

PART A - CONSULTANT'S INFORMATION (Refer to Instructions in Page 2 of this form. Consultant shall ensure all information provided Is complete and accurate.) (A3) DATE
(AL} CONSULTANT S BUSINESS NAME

‘M:uuun(r.brr:wmu}:n

A1) CONSULTANT 5 BUSINESS ADDRESS (AL} CTTY TAT) ETATE [(Al) ZIF CODE

[A1) CONTACT FERSON (A1) BUSINESS PHONE A1) FAX NUMBER [r.\nzmn.)\nnms
{ ¥ i )

PART B - DBEUDBE INFORMATION AND DOCUMENTATION (Refer to Instructions in Page 2 of this form. Consultant shall verity DBE UDBE Mrms are certifed as DBEs)

L e . " — 7) Percen-
(1) List mameis) mnd sddresses of all DBE<UDBEs that will participate in this () Arva Cods & Phone fok (5) DREUDBE or cUCP i) Ewoer- |17
s 3 ks ) Ther |i4) Deseription of Work, Service, or Materials Supplied ey i g : o :.1,,.

. |f‘.\- b;lll‘:!};:- Jane Pnme Inc., 1234 Jane's Street, Jane's City, (XXX) 000-1111 s and Insp WNNKNKNK 7.5 45%

(XXX) 1110000

IMPLE Joe Subcontractor Inc., 4567 Joe's Street, Joe's
“A, 654

, CA, 0765
EXAMPLE Supplier Intemnational LLC, 1100 X Street, Supplier’s e - N
City. CA, 45670 (111 XXX-0001 [ARRRIRRRNRN]

PART C: FOR CALTRANS USE ONLY (Verificatlon Completed By Civil Rights, Office of Business and Economic Opportunity, or Dedgiee):
IC1) PRINT VERIFIER'S NAME 1C1) SIGNATURE

(C2) DATE = D BY (INITIAL AND DATE)

(C4) DBE PARTE B NI (C3) UDBE PARTICIPATION 'ES a} D NO

ADA Notice For individuals with sensory disabulities, ths d 15 lable mn alternate formats. For information call (916) 654-6410 or TDD (916} 654-3880 or write Records and Forms
s Management, 1120 N Street, MS-89, Sacramento, CA 95814,

ADM227F
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DBE / UDBE: ADM227F and 312F

STATE OF CALIFORNIA - DEPARTMENT OF TRANSPORTATION
BIDDER/PROPOSER UNDERUTILIZED DISADVANTAGED BUSINESS ENTERPRISE (UDBE) GOOD FAITH EFFORTS DOCUMENTATION

ADM-0312F (REV 10/2009)  Page 10f4 (CONTRACTS FEDERALLY FUNDED IN WHOLE OR IN PART) Lock Data on Form I
CONTRACTOR'S NAME

IFE OR RFP OR RFQ NUMBER ‘QATE

AUTHORITY: Title 49, Code of Federal Regulations, Part 26 (49 CFR 26).
INSTRUCTIONS: Form ADM-0312F must be submitted when: (1) the UDBE goal is not met, or (2) only partial UDBE goeal is met. Bidder/Proposer is strongly encouraged to submit the ADM-0312F to
protect the bidder's/proposer's eligibility if Caltrans determines the bidder/proposer failed to meet the UDBE goal. Bidder/Proposer is to (1) verify of DBE/UDBE firms, and (2)
ensure information provided is complete and accurate. Please use additional sheets as necessary. For more good faith effort (GFE) and certification information, please refer to the following documents:

® | solicitation is an Invitatien for Bid (IFB) or Request for Proposal (RFP), please see Notice fo Bidders/Proposers Disadvantaged Business Enlterprise (DBE) Program and Underutilized DBE (UDBE)
Participation Goal

® If solicitation is a Request for Qualifications (RFQ), please see of Qi Submittal identified in the RFQ.
1. ADVERTISEMENT DOCUMENTATION

List names and dates of each general circulation newspaper. trade paper and minority focused paper or other publication in which a request for UDBE participation was placed. Attach a copy of the advertisements
or proof of publication

TITLE OF PUBLIGATION PUBLICATION DATE(S) TITLE OF PUBLIGATION PUBLICATION DATE(S)

2. UDBE DOCUMENTATION
a. List the names and dates of written notices sent to UDBE firm certified as DBEs soliciting bids for the contract.
b. List the dates and methods used for following up initial solicitations to determine with certainty whether or not the UDBEs were interested.
¢. Attach a copy of any sclicitation package, phone records, fax ions or solici follow-up sent to UDBE firms.
d. Identify information submitted to the bidder for this solicitation:

Check the appropriate box: 1 e ] rrp ] rra

SOLCITATION

DATE DATE DATE OF FOLLOW-UP METHOD
MAILED PHOMED FOLLOW-UP PHONEMAIL NAME OF FIRM SOLICITED CONTACT NAME PHONE NUMBER

ADMS312F
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Transmittal Letters / Goal Documentation

> Disabled Veteran Business Enterprise (DVBE)
o State-funded, at least 3% annual program participation goal
o STD840
o GSPD 105 Bidder Declaration

» Small Business Enterprise (SBE)

o State-funded, 25% annual program participation goal
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Transmittal Letters / Goal Documentation

Solicitation Numbses__ —_—

State of California—Department of General Services, Procurement Division
GSPD-05-105 (EST 8/05)

BIDDER DECLARATION

1. Prime bidder information (Review attached Bidder Declaration Instructions prior to completion of this form):
a. Identify current California certification(s) (MB, SB, SB/NVSA, DVBE): or None (If “None; go to ltem #2)
b. Will subcontractors be used for this contract? Yes ___ No____ (If ves, indicate the distinct element of work your firm will perform in this contract
e.g., list the proposed products produced by your firm, state if your firm owns the transportation vehicles that will deliver the products to the State,
identify which solicited services your firm will perform, etc.). Use additional sheets, as necessary.

¢. Ifyouare a California certified DVBE: (1) Are you a broker or agent? Yes ___ No ___
(2) If the contract includes equipment rental, does your company own at least 51% of the equipment
provided in this contract (quantity and value)? Yes ___No __ N/A ___

If no subcontractors will be used, skip to certification below. Otherwise, list all subcontractors for this contract. (Attach additional pages if necessary):

Subcontractor Name, Contact Person, Subcontractor Address (CA Certification Work performed or goods provided Corresponding Good 51%
Phane Number & Fax Number & Email Address (MB, 5B, DVBE o1 Nane) far this contract Snofbid price | Standing? | Rental?

GSPD 105
Bidder

D e C I a rati O n CERTIFICATION: By signing the bid response, | certify under penalty of perjury that the information provided is true and correct.
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Transmittal Letters / Goal Documentation

ATTACHMENT ___ ATTACHMENT

Solicitation Number Solicitation Number _____
ESTATE OF CALIFORNIA - CENERAL SERVICES PROCUREMENT DAASION

Doc SABI DVBE Program Requi lier Checklist (Rev. 2-28-2005)
1, o.‘;',rgfmﬂou oF O LED' VETERAN BUSHESSIENTERPRISE PROGRAM REQUIREMENTS Please do not submit this checklist with your bid. It is provided for your use only. Checking

every box of your elected compliance option does not guarantee that your bid will be deemed
compliant.

A. Designation Of Option = Check the appropriate box(e) 1o indicate the opbon(s) with which you choose to comply.
compéete the applicable sections and attach the required supporting documentation. You are advised to read all instructions
carefully prior to completing this form. Remember that only Califernia certified DVEES who can provide related goods andior
services may be used 1o satisly these program solicitation requuemems CAVEBEs must perfomm a commercially useful
function. During contract performance, all requests for OVBE st be made in with
the provisions of Calornia Code of Regulations, Title 2, §1606 6&[1:}
[] OPTION A - I commit to meeting the full DVEE A
Complete: STD. 840, Section A (check the box on this form) and
Bidder Declaration foem GSPD-05-105 (located elsewhere in the solicitation)
[] ©PTION B - 1 submit a copy of my firm's “Notice of Af DVBE
Complete: STD. 840, Section A (check the box on tis form) and
Biddes Declaration form GSP0.05-105 flocated elsewhers in the solicitation)

OpTION A: C TT0 DVBE A PARTICIPATION

STD. 240 included with bid

Desigy the C ‘Option in Section A — Checked the first box of the form STD. 840
Bicider Dy ion form GSPD-05-105 and included with bid

Proposed DVBE meets the 5% requs {unless a different percentage is speofleuj
OpTION B: BusmEss UTILZATION PLAN (BUP) If this itati ifies higher p ipati
goals than the bidder's utiization plan, the bidder is required o meet these goal:

Prior to the bid due date — a BUP o DGS-PD and received approval

STD. 840 included with bid

Designated the BUP Option in Section A — Checked the third box of the form STD. 840

Aftached a copy of the BUP Approval letter from DGS-PD

Bidder Dy ion form GSPD-05-108 and included with bid

STATE OF CALIFORMIA - GENERAL SERVICES PROCUREMENT

DansIN
DOCUMENTATION OF DISABLED VETERAN BUSINESS ENTERPRISE PROGRAM REQUIREMENTS
70840 (REV, 2007

|
ooOool O jooonjdo

3 Theiwen ¥

Er

[ DVBE was selected and i Fsded on the GEPD05-105  [J DVBE Approved BUP is Affached

T e

Fwiwance §

Ty, Zaow, and Ip Cooe

[ CVBE was selected and s ksted on the GSPD-05-105  [] DVBE Approved BUP i Altached

TvBE

TVEE T

Towet Acdwre Gy, S, and Tip Cose

D) OVBE was sedecied and i ksied on the GSPD-05-105 [ DVBE Approved BUF is Altached

STD840
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SF330: Part |

e Required Documents
> Section A-C: Contract Information
> Section D: Organizational Chart
> Section E: Resumes
> Section F: Projects

> Section G: Key Personnel
Participation in Example Projects

» Section H: Additional Information
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Section A-C: Contract Information

e |List address closest to project
e Check whether office is branch

e List your role(s) in the contract
as provided by the prime

e Fill in Part B and C only

> Part A is for Prime

O O o Qg o @.g o g O
o ) ) ) o ) Q o )
& & & & & & b B &
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Section D: Organizational Chart

e Section D is required of primes only

e Organizational chart should show clear reporting
relationships and include all roles required for scope of
work

e Roles on organizational chart should be identical to
roles on resumes
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Section E: Resumes

* Be selective in choosing the |
right individuals for the =
project

e Limit 5 projects, not to
exceed 2 pages

e List project features, role and
responsibility of individual
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Section E: Resumes

e “Role” is the role key personnel is performing on
this project

e Years with current firm: Don’t use fractions

e Note the difference between the completion date of your
service versus the completion date of construction

CALTROP

Solutions for Complex Projects




SF330 Part I: Section F

e 10 projects maximum, one
per page, include photos

e Feature a combination of
prime and subconsultant
projects

e Verify reference information
IS current

e Similar in scope and size

e Select projects key
personnel worked on

CALTROP

Solutions for Complex Projects



Section G: Key Personnel Participation

e Goal: Multiple “X”s In
Section G

e Team members and team
projects should tie together

e Subs: increase your
teaming experience

e Primes: increase the
number of small firms you
sub-contract to; stronger
section G
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Section H: Additional Information

Demonstrate understanding of project requirements and
scope

Highlight past performance / relevant experience of firms
and key team members

Include photos of similar work
Primes limited to 4 pages
Subs limited to 2 pages

Section |: Must be signed by an authorized representative
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Part Il: General Qualifications

e Not required for Caltrans submittals
e May be required for other agencies
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Section 3: Table or Graph

e Primes must submit a table or graph (i.e. bar
chart, pie chart) showing the percentage of
availablility of the team
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Section 4: Communication Plan

e Primes must show accessibility of the team by
providing a communication plan that outlines the
chain of command including after hours and
emergency situations that may arise
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Section 5: Work Force Analysis Chart

e Required for primes and
subconsultants with
more than 50 employees

e Fewer than 50
employees must provide
a statement and Is
exempt

» Company letterhead
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Section 6: Nondiscrimination Plan

e Primes and subconsultants with 50 or more
employees must provide a description of the firm’s
nondiscrimination program

e A prime or subconsultant with fewer than 50
employees must provide a statement and is
exempt from the requirement
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Red Team Review

« 2-Day “Pens Down” Rule

- Separates writing and production; timely proposal
completion

 Red Team = Fresh Set of Eyes!
> Team of 2-4 people
> Check for accurate and relevant content
o Conveying the right message
> Check for grammatical errors

> Check for compliance
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Presentation and Delivery

« Professional Appearance

> Write concisely; entire proposal should appear as if it
were written by one author

> Free from grammatical errors
> Clearly label cover: client name, project name, SOQ #

> May incorporate firm and client’s colors into cover /
proposal design

> Include tabbed sections to easily find information
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Presentation and Delivery

e Get the SOQ where it needs to go

> Caltrans requires 2 delivery locations, usually with different
number of copies

o Make sure the right number of SOQ copies get to the right
location

o Make sure package is labeled correctly

> Plan well in advance for your delivery method and timing —
don’t wait until the SOQ is complete

o Hand delivery safest, when feasible; provide clear delivery
instructions

CALTROP

Solutions for Complex Projects




Tips to Remember

Download the most current Caltrans documents when the RFQ hits the
SIEES

Check website daily for addenda (Caltrans and BidSync)

Develop a process of completion / schedule

Demonstrate that you are both a responsive and responsible bidder
> SOQ package is compliant and meets all terms in the RFQ

» SOQ package is accurate and relevant to the scope of work and
showcases your ability to successfully complete the contract

Always triple check for grammar, compliance and completeness
Ensure your SOQ is delivered on time

Incorporate feedback / “lessons learned” into your SOQ
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Questions and
Answers

Thank you!
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