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Attachment 2 - RFP Submittal Checklist

	Item
	       Submitted (Y/N)

	One (1) complete original hard copy of the Proposal, including all attachments, titled “Integrated Utility Enterprise Resource Planning (ERP) System for Loudoun Water”

Proposals should be limited to no more than 75 paginated (total front and back) pages, excluding required forms, tab separators, and attachments included in this RFP.


	

	Ten (10) hard copies, including all attachments EXCEPT for attachments 12A and 12B (Functional and Technical Requirements).

Note that the Price Proposal (Attachments 8 and 9, Section 21.0 of the Proposal), must be separately sealed.


	

	Eleven (11) copies of the complete RFP response on CD-ROM.  These digital responses should include all documents and all attachments in PDF format.  

In addition, the following Attachments must also be submitted in Excel 2007 or lesser format, in addition to PDF format:

Attachment 8 – Pricing

Attachment 9 – Price Summary by Phase 

Attachment 11 – Staffing Matrix

Attachment 12A – Functional Requirements

Attachment 12B – Technical Requirements

Attachment 13 – Reporting Requirements

Attachment 14 – List of Interfaces

Attachment 15 – List of Anticipated Conversions

Attachment 16 – Application Inventory


	

	Price Proposal separately sealed (Attachments 8 and 9, Section 21.0 of the Submission requirements).
	


	Ensure that each of the following sections are included in the proposal:

	Section/Contents
	Note
	Submitted (Y/N)

	Title Page
	 
	 

	Letter of Transmittal
	 
	 

	Signed Addenda
	As needed
	 

	RFP Submittal Checklist
	Include Attachment 2
	 

	Certifications and Signature of Offeror
	Include Attachment 3
	 

	Table of Contents
	 
	 

	1.0 Executive Summary
	 
	 

	2.0 Scope of Services
	 
	 

	3.0 Company Background
	Include Attachment 4
	 

	4.0 Financial Information
	 
	 

	5.0 Proposed Application Software and Computing Environment
	 
	 

	6.0 Third-Party Products/Optional Software
	 
	 

	7.0 Implementation Plan
	 
	 

	8.0 Staffing and Staff Resumes
	 
	 

	9.0 Staff Matrix
	Include Attachment 11
	 

	10.0 Training Plan
	 
	 

	11.0 Change Management Plan
	 
	 

	12.0 Maintenance and Support Program
	Include Attachment 10
	 

	13.0 Client References
	Include Attachments 5 and 6
	 

	14.0 Exceptions to the RFP
	 
	 

	15.0 Sample Documents
	 
	 

	16.0 Responses to Functional and Technical Requirements
	Include all 12A and 12B Attachments
	 

	17.0 Responses to Reporting Requirements
	Include Attachment 13
	 

	18.0 Responses to Interface Requirements
	Include Attachment 14
	 

	19.0 Responses to Conversion Requirements
	Include Attachment 15
	 

	20.0 Responses to Application Inventory
	Include Attachment 16
	 

	21.0 Price Proposal (sealed separately)
	Include Attachments 8 and 9
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