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SECTION THREE
 
PROPOSAL APPLICATION INSTRUCTIONS 


3.0 General instructions for completing applications: 

• 	Proposal Applications shall be submitted to the Judiciary using the prescribed 
format outlined in this section.

 • 	The numerical outline for the application, the titles/subtitles, and the applicant 
organization and RFP identification information on the top right hand corner of 
each page should be retained. The instructions for each section, however, may be 
omitted.

 • 	Page numbering of the Proposal Application should be consecutive, beginning 
with page one and continuing through the complete proposal.

 • 	Proposals may be submitted in a three ring binder (Optional).
 • 	Tabbing of sections (Recommended).
 • 	Applicants must also include a Table of Contents with the Proposal Application.  

A sample format is reflected in SECTION FIVE, Attachment B of this RFP.
 • 	A written response is required for each item unless indicated otherwise. Failure 

to answer any of the items will impact upon an applicant’s score.
 • 	Applicants are encouraged to take SECTION FOUR, Proposal Evaluation, into 

consideration when completing the proposal. 

The Proposal Application comprises the following sections: 

• 	 Proposal Application Identification Form 
• 	 Table of Contents 
• 	 Program Overview 
• 	 Experience and Capability 
• 	 Project Organization and Staffing 
• 	 Service Delivery 
• 	 Financial 
•	 Other 

3.1 	Program Overview 

This section shall clearly and concisely summarize and highlight the contents of the 
proposal in such a way as to provide the Judiciary with a broad understanding of the 
entire proposal. Include a brief description of the applicant’s organization, the goals and 
objectives related to the service activity, and how the proposed service is designed to 
meet the problem/need identified in the service specifications. 

3.2. 	Experience and Capability 
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3.2.1 Necessary Skills and Experience 

The applicant shall demonstrate that it has the necessary skills, abilities, 
knowledge of, and experience relating to the delivery of the proposed services.   

3.2.2 Experience 

The applicant shall provide a listing of verifiable experience with projects or 
contracts for the most recent five years that are pertinent to the proposed services.  
Applicant shall include points of contact, addresses, email/phone numbers.  The 
State reserves the right to contact references to verify experience.  

3.2.2 Quality Assurance and Evaluation 

The applicant shall describe its quality assurance and evaluation plans for the 
proposed services, including methodology. 

3.2.3 Coordination of Services 

The applicant shall demonstrate the capability to coordinate services with other 
agencies and resources in the community. 

3.2.4 Facilities 

The applicant shall provide a description of its facilities and demonstrate its 
adequacy in relation to the proposed services.  If facilities are not presently 
available, describe plans to secure facilities.  Also describe how the facilities meet 
ADA requirements, as applicable and special equipment that may be required for 
the services. 

3.3 Project Organization and Staffing 

3.3.1 Staffing 

A. Proposed Staffing 

The applicant shall describe the proposed staffing pattern, client/staff ratio 
and proposed caseload capacity appropriate for the viability of the 
services. (Refer to the personnel requirements in the Service 
Specifications, as applicable.) 

B. Staff Qualifications 
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The applicant shall provide the minimum qualifications (including 
experience) for staff assigned to the program.  (Refer to the qualifications 
in the Service Specifications, as applicable) 

3.3.2 Project Organization 

A. Supervision and Training 

The applicant shall describe its ability to supervise, train and provide 
administrative direction relative to the delivery of the proposed services. 

B. Organization Chart 

The applicant shall reflect the position of each staff and line of 
responsibility/supervision.  (Include position title, name and full time 
equivalency) Both the “Organization-wide” and “Program” organization 
charts shall be attached to the Proposal Application.   

3.4 Service Delivery 

The Service Delivery Section shall include a detailed discussion of the applicant’s 
approach to applicable service activities and management requirements from the Scope of 
Work section within each service specification, including a work plan of all service 
activities and tasks to be completed, related work assignments/responsibilities and 
timelines/schedules. 

3.5 Financial 

3.5.1 Pricing Structure 

The applicant shall submit a cost proposal utilizing the pricing structure in SECTION 
TWO designated by the Judiciary purchasing agency.  The cost proposal shall be 
attached to the Proposal Application. 

3.5.1.1 Pricing Structure Based on Negotiated Unit of Service Rate 

In order to determine a price (unit rate) for a unit of service, the applicant and state 
purchasing agency must negotiate the total costs (including agency administration) for 
operating a program at a specific capacity and divide by the total number of units of 
service that the program can produce at that capacity.  The following forms, which are 
available on the State Procurement Office website on the “Procurement Forms and 
Instructions for State Agencies” page, shall be submitted with the Proposal 
Application: 

Budget - SPO-H-205 
Personnel - Salaries and Wages - SPO-H-206A 
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Personnel: Payroll Taxes, Assessments, and Fringe Benefits - SPO-H-206B 

Budget Justification, Travel - Inter-Island - SPO-H-206C (If applicable) 

Budget Justification, Travel - Out of State - SPO-H-206D (If applicable) 

Budget Justification, Contractual Services - Administrative - SPO-H-206E 

(If applicable) 

Budget Justification, Contractual Services - Subcontracts - SPO-H-206F (If 

applicable)
 
Budget Justification, Program Activities - SPO-H-206H (If applicable) 

Budget Justification, Equipment Purchases - SPO-H-206I (If applicable) 

Budget Justification, Motor Vehicle - SPO-H-206J (If applicable) 


3.5.1.2 Pricing Structure Based on Fixed Price 

If a state purchasing agency is utilizing a fixed price pricing structure for the RFP, 
the applicant is requested to furnish a reasonable estimate of services it can 
provide for which there is sufficient operating capacity (adequate, planned and 
budgeted space, equipment and staff).  The following forms, which are available 
on the State Procurement Office website on the “Procurement Forms and 
Instructions for State Agencies” page, shall be submitted with the Proposal 
Application: 

Budget - SPO-H-205 

Personnel - Salaries and Wages - SPO-H-206A 

Personnel: Payroll Taxes, Assessments, and Fringe Benefits - SPO-H-206B 

Budget Justification, Travel - Inter-Island - SPO-H-206C (If applicable) 

Budget Justification, Travel - Out of State - SPO-H-206D (If applicable) 

Budget Justification, Contractual Services - Administrative - SPO-H-206E 

(If applicable) 

Budget Justification, Contractual Services - Subcontracts - SPO-H-206F (If 

applicable)
 
Budget Justification, Program Activities - SPO-H-206H (If applicable) 

Budget Justification, Equipment Purchases - SPO-H-206I (If applicable) 

Budget Justification, Motor Vehicle - SPO-H-206J (If applicable) 


3.5.2 Other Financial Related Materials 

3.5.2.1 Accounting System 

In order to determine the adequacy of the applicant’s accounting system as 
described under the administrative rules, the following documents are requested 
as part of the Proposal Application (may be attached): 

The most recent financial audit. 

3.6 Other 

3.6.1 Litigation 
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The applicant shall disclose any pending litigation to which they are a party, including 
the disclosure of any outstanding judgment.  If applicable, please explain. 

3.6.2 	 Performance and Output Measurement Tables (when required per applicable 
service specifications.) 

3.6.3 	 Other Program Specific Requirements (when required per applicable service 
specifications.) 

END OF SECTION THREE 
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