ATTACHMENT 11: Proposal Scoring Tool
Stage 1 — Administrative Review of Proposal/Format
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PROPOSAL/FORMAT REQUIREMENTS

. Notice of Intent to Apply was timely submitted or postmarked by August 1, 2014.

. The proposal is typewritten on white bond paper using 12-point font. Left and right margins are at least one inch.

Paper size shall be standard letter, 8 %2 by 11 inches. Bound in a way that enables easy page removal. Loose leaf
or three-ring binders are acceptable.

. No erasures. Errors may be crossed out and corrections printed in ink or typewritten adjacent to the error. The

person signing the proposal shall initial the corrections in ink.

. All proposals shall include the documents identified in Attachment 1: Checklist and Table of Content. Proposals

not including the proper "required attachments" shall be deemed non-responsive. A non-responsive proposal is
one that does not meet the basic proposal requirements and may be rejected.

. An individual who is authorized to bind the proposing firm contractually shall sign Attachment 3: Proposal/Proposer

Certification Sheet. The original signature must indicate the title or position that the individual holds in the firm. An
unsigned proposal may be rejected.

. One (1) original proposal plus a minimum of five (5) paper copies of the proposal must be submitted to the

MHSOAC.

. The original proposal must be marked "ORIGINAL." All documents contained in the original proposal package

must have original signatures and must be signed by a person who is authorized to bind the proposing firm. All
additional proposal sets may contain photocopies of the original.

. An electronic copy of the proposal, in Word/Excel, as appropriate, on CD-ROM must be submitted to the

MHSOAC.

. All proposals must be submitted under sealed cover and received by the MHSOAC by September 5, 2014, 4:30

PM PST. Proposals received after this date and time will not be considered.

10. Proposer’s Federal Employer Identification Number (FEIN); and evidence that Proposer is registered with the

California Secretary of State to do business in California. If an individual, a copy is included of appropriate
licensure to do business. Note: An organization must be registered with California’s Secretary of State if it is a
corporation that will be doing business in CA. The registration can be pending at time of bid submission, but must
be complete by the time of contract award.
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