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Respondent Checklist
Request for Proposal No. S37-T24895
The purpose of this checklist is to provide a quick reference for items that must be included with each proposal.  Omission of any item from this quick reference does not relieve the Respondent of his/her responsibility to provide all the information and documentation required by this RFP and within the time limits specified in this RFP document.
	RFP Section
	Proposal Response Item
	Provide Location of Response in Proposal (e.g., Section #) 

	7.1
	Title Page
	

	7.2
	Cover Letter
	

	7.3
	Index
	

	7.4
	Executive Summary
	

	7.4
	Company Qualifications 
	

	7.5.1
	Organization Background & Historical Information
	

	Attachment A
	Complete Form 1 – Company Qualifications
	

	7.5.2
	Organization Experience & Qualifications (Minimum 3 References)
	

	Attachment B
	Complete Form 2 – Company References
	

	7.6
	Personnel Qualifications
	

	7.6.1
	Proposed Project Team & Roles
	

	7.6.2
	Staff Experience
	

	Attachment C
	Complete Form 3 – Staff References (Minimum 2 Per Staff Member)
	

	7.6.3
	Project Organization (include Org Chart)	
	

	7.6.4
	Project Team Changes
	

	7.8
	Technical Solution
	

	7.8.1
	System Architecture
	

	7.8.2
	Conceptual Architecture
	

	7.8.3
	System Security
	

	7.8.4
	Systems Integration
	

	7.8.5
	Data Conversion Approach
	

	7.8.6
	Reporting
	

	7.9
	Project Implementation Approach & Understanding
	

	7.9.1
	Schedule and Work Plan
	

	7.9.2
	Deliverables
	

	7.9.3
	Deliverable Expectations Document (DED)
	

	7.9.4
	Deliverable Format
	

	7.9.5
	Deliverable Review
	

	7.9.6
	Project Management Approach
	

	7.9.7
	Implementation Approach
	

	7.9.8
	Test Strategy
	

	7.9.9
	Change Management Approach
	

	7.9.10
	Knowledge Transfer and Training Approach
	

	7.9.11
	Business Continuity and Disaster Recovery Plan
	

	7.9.12
	Production Support and Transition
	

	Attachment D
	Form 4 – Functional Requirements Responses
	

	Attachment E
	Form 5 – Technical Requirements Responses
	

	Attachment F
	Form 6 – Respondent Checklist
	

	Attachment G
	Form 7 – Pricing (submit separately)
	

	<Placeholder>
	Placeholder for City of Houston legal forms/requirements
	

	2.0
	Submission Requirements
	

	2.1
	1 original proposal (sealed, signed in ink, marked “Original”)
	

	2.1
	10 copies (marked “Copy”)
	

	2.1
	10 electronic CD copies
	

	2.1
	Separate pricing proposal (1 original, 10 copies and 10 CD’s)
	




