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Welcome
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PEPS Goal = Zero Disqualifications
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Presentation Topics
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1 •Purpose

2 •Submittal Process

3 •Screening Resources

4 •Submittal Attachments

5 •Final Thoughts

6 •Questions and Comments
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Purpose

4

Time Money Effort
A B C

If you’re DQ’d, It’s a loss to you and a loss to the State!
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Question

Has your firm ever submitted a
Proposal to TxDOT-PEPS?
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Question

Is their anybody here that is completely 
new to our solicitation process?
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Question

What are some reasons for 
Disqualification (DQ)?
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Evolution of Submittals
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SUBMITTALS THROUGH TIME

Submission 
of multiple 

paper copies

Submission 
of paper copy 

and a USB 
drive

Electronic 
Submission
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Bonfire Submittals
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No more special deliveries needed.
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Bonfire
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Bonfire Submittals (cont.)

Additional Bonfire Benefits

Submittal checking that helps to prevent missed elements 
of your submission.

Ability to modify or replace a response up to the closing 
date deadline. 

Receipt upon successful submission with a date and time 
stamp.
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Bonfire Submittals (cont.)
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Bonfire Submittals (cont.)
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Bonfire Submittals (cont.)
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Bonfire Submittals (cont.)
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Bonfire Submittals (cont.)
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Bonfire Submittals (cont.)
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Request for Proposal (RFP) Submittal (Proposal) Package Contents

Attachment 1: Cover Page / Questionnaire

Attachment 2: Proposal

Attachment 3: Project Team Composition (PTC)

Attachment 4: Subprovider Contact Information

Attachment 5: Non-Listed Category (NLC) Qualifications Template (If applicable)

Attachment 6: HUB Subcontracting Plan (HSP) (Non-Federal)
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Instructions

20
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Video Recap
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The last thing said in the video…

Our presentation is to help you QUALIFY, and that is a WIN.

“Not the best, but I think it QUALIFIES, and it’s a WIN.”
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Screening Checklist – Federal (DBE) 
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Screening Checklist – Non-Federal (HUB)
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Screening Checklist – Non-Federal (DBE)
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Screening Checklist
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Screening Checklist
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Submittal (Proposal) Package Contents

Attachment 1: Cover Page / Questionnaire

Attachment 2: Proposal

Attachment 3: Project Team Composition (PTC) form (Parts 1, 2, and 3)

Attachment 4: Subprovider Contact Information

Attachment 5: Non-Listed Category (NLC) Qualifications Template (If applicable)

28

Attachment 6: HUB Subcontracting Plan (HSP) (Non-Federal)
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Attachment 1: Cover Page / Questionnaire
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Show 
example 
cover page
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Attachment 1: Cover Page / Questionnaire

Instructions are in the first tab of the Questionnaire

30

Check for completeness and accuracy.

Must use the firm’s legal name as registered with the Texas Comptroller of Public Accounts. 
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Attachment 1: Cover Page / Questionnaire
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Potential reasons for disqualification:

Not all “Certification” questions were answered with a “Yes”.

Cover Page was not filled out completely.

Project Manager or Deputy PM did not meet requirements.
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Submittal (Proposal) Package Contents

Attachment 1: Cover Page / Questionnaire

Attachment 2: Proposal

Attachment 3: Project Team Composition (PTC) form (Parts 1, 2, and 3)

Attachment 4: Subprovider Contact Information

Attachment 5: Non-Listed Category (NLC) Qualifications Template (If applicable)

32

Attachment 6: HUB Subcontracting Plan (HSP) (Non-Federal)
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Attachment 2: Proposal

33
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Attachment 2: Proposal

Formatting Requirements

34



2022 PEPS Conference December 1, 2022

Attachment 2: Proposal
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Potential reasons for disqualification:

Missing Prime Firm Name on each page. 

Missing Solicitation Number on each page.

Missing page numbers.

False Statements.
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Attachment 2: Proposal

INCONSISTENCY

VERY IMPORTANT:  The Submittal must be consistent throughout all attachments! 

36

Example:

If you mention somebody as a Task Leader in the 
Proposal, they must be the Task Leader in the Project 
Team Composition (PTC). 

Potential reasons for disqualification:
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PRECLUSIONS:  A “Preclusion Document” will be posted with the RFP (as 
applicable).

CORE TEAM RESTRICTIONS:  Core Team Restriction instructions will be included in 
the RFP (as applicable).

Attachment 2: Proposal

Potential reasons for disqualification:
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Submittal (Proposal) Package Contents

Attachment 1: Cover Page / Questionnaire

Attachment 2: Proposal

Attachment 3: Project Team Composition (PTC) form (Parts 1, 2, and 3)

Attachment 4: Subprovider Contact Information

Attachment 5: Non-Listed Category (NLC) Qualifications Template (If applicable)
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Attachment 6: HUB Subcontracting Plan (HSP) (Non-Federal)
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Attachment 3: Project Team Composition (PTC) form (Parts 1, 2, and 3)
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Attachment 3: Project Team Composition (PTC) form (Parts 1, 2, and 3)
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Attachment 3: Project Team Composition (PTC) form (Parts 1, 2, and 3)
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Attachment 3: Project Team Composition (PTC) form (Parts 1, 2, and 3)
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Assigned DBE goal must be met, or it will be considered non-responsive.

DBE Prime Providers can count towards the DBE goal.

Task Leaders or Firms must be DBE certified with the applicable NAICS Code(s) 
for their particular work category in order to count toward the DBE goal. 

DBE Goals - Federal (DBE) & Non-Federal (DBE)
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Attachment 3: Project Team Composition (PTC) form (Parts 1, 2, and 3)
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Importance of NAICS codes
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Federal (DBE)

• Firms providing engineering & design (E&D) services must be AQ (FAR 
compliant rate) by the proposal deadline or be eligible for the safe harbor 
rate.

• Firms not providing engineering & design services are not required to 
have an indirect cost rate.

44

Attachment 3: Project Team Composition (PTC) form (Parts 1, 2, and 3)

Administrative Qualifications (AQ)



2022 PEPS Conference December 1, 2022

Attachment 3: Project Team Composition (PTC) form (Parts 1, 2, and 3)
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Exception to Administrative Qualifications – Federal (DBE)
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Non-Federal (DBE) & Non-Federal (HUB)

•AQ is not required to compete for solicitation.
•Exempted non-engineering firms are not required to have an indirect cost rate.
•Firms not subject to exemption have two options:

•Be AQ by selection notification (FAR compliant rate)
•Accept the state rate of 120%

Attachment 3: Project Team Composition (PTC) form (Parts 1, 2, and 3)

Administrative Qualifications
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Attachment 3: Project Team Composition (PTC) form (Parts 1, 2, and 3)
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Assigned HUB goal % is an “aspirational” goal.

Prime providers do not count towards the HUB Goal.

HUB goal %’s and Work Categories listings must be consistent with the HSP.

HUB Goals - Non-Federal (HUB)



2022 PEPS Conference December 1, 2022

Attachment 3: Project Team Composition (PTC) form (Parts 1, 2, and 3)
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Task Leaders must be pre-certified for their respective field.

Note: CCIS data Date (bottom left on page 2 of 3)

Firm must have an active status on day of closing
•Remember - Firm’s active status in CCIS needs to be renewed annually

Provide comments when / if needed:
•PDF Text Tools
•E&D Explanation button on Federal PTC (not on State)

Pre-Certifications
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Attachment 3: Project Team Composition (PTC) form (Parts 1, 2, and 3)
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Attachment 3: Project Team Composition (PTC) form (Parts 1, 2, and 3)
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Attachment 3: Project Team Composition (PTC) form (Parts 1, 2, and 3)

51

How to find Pre-Certification, Administrative Qualifications, DBE and HUB
Information?
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Attachment 3: Project Team Composition (PTC) form (Parts 1, 2, and 3)
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How to find Pre-Certification, Administrative Qualifications, DBE and HUB
Information?
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Attachment 3: Project Team Composition (PTC) form (Parts 1, 2, and 3)
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Print as an 11” x 17” using “Print Entire Workbook”

Must submit in PDF format

Must receive all three parts

Potential Disqualifications from Attachment 3: PTC
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Submittal (Proposal) Package Contents

Attachment 1: Cover Page / Questionnaire

Attachment 2: Proposal

Attachment 3: Project Team Composition (PTC) form (Parts 1, 2, and 3)

Attachment 4: Subprovider Contact Information

Attachment 5: Non-Listed Category (NLC) Qualifications Template (If applicable)

54

Attachment 6: HUB Subcontracting Plan (HSP) (Non-Federal)



Attachment 4: Subprovider Contact Information



Attachment 4: Subprovider Contact Information

 Must submit in PDF format

 Provide all Sub providers  
contacted for teaming.

 Check for:

– Accuracy

– Consistency

– Completeness

 Please sign and date.
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Submittal (Proposal) Package Contents

Attachment 1: Cover Page / Questionnaire

Attachment 2: Proposal

Attachment 3: Project Team Composition (PTC) form (Parts 1, 2, and 3)

Attachment 4: Subprovider Contact Information

Attachment 5: Non-Listed Category (NLC) Qualifications Template (If applicable)
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Attachment 6: HUB Subcontracting Plan (HSP) (Non-Federal)
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Attachment 5: Non-Listed Category (NLC) Qualifications Template
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Attachment 5: Non-Listed Category (NLC) Qualifications Template
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 Must submit in PDF format

 Be sure to include the experience that is 
being requested in chronological order.

 Be sure you meet all requirements

 Check for:

 Completeness

 Accuracy 

 Do not provide false statements 
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Attachment 5: Non-Listed Category (NLC) Qualifications Template
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 Be sure to meet the required years of experience.

 Be sure to meet the specific experience requested.

 Be sure they have the required credential(s) (as applicable).

 Be sure it is consistent with the other attachments.

Task Leader:

Potential Disqualifications from Attachment 5: NLC Template
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Submittal (Proposal) Package Contents

Attachment 1: Cover Page / Questionnaire

Attachment 2: Proposal

Attachment 3: Project Team Composition (PTC) form (Parts 1, 2, and 3)

Attachment 4: Subprovider Contact Information

Attachment 5: Non-Listed Category (NLC) Qualifications Template (If applicable)
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Attachment 6: HUB Subcontracting Plan (HSP) (Non-Federal)
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Attachment 6: HUB Subcontracting Plan (HSP)
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Attachment 6: HUB Subcontracting Plan (HSP)
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Attachment 6: HUB Subcontracting Plan (HSP)

 Use the most current version.

 Read and follow all Instructions.

– Check for consistency.

– Check for completeness.

– There may be many forms involved 
depending on method chosen

– Sign the document

 Submit in PDF format

64

Potential Disqualifications from Attachment 6: HUB Subcontracting Plan (HSP)
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Attachment 6: HUB Subcontracting Plan (HSP)
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HUB?



2022 PEPS Conference December 1, 2022

Attachment 6: HUB Subcontracting Plan (HSP)
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Summary: Submittal Package 

Attachment 1: Cover Page / Questionnaire

Attachment 2: Proposal

Attachment 3: Project Team Composition (PTC) form (Parts 1, 2, and 3)

Attachment 4: Subprovider Contact Information

Attachment 5: Non-Listed Category (NLC) Qualifications Template (If applicable)
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Attachment 6: HUB Subcontracting Plan (HSP) (Non-Federal)
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Attachment 5: Non-Listed Category (NLC) Qualifications Template
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Summary: Submittal Package
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Final Reminders

70

Be sure you download current documents.

Be sure to read and follow all instructions.

Use the Proposal Screening Checklist

If you have questions, follow RFP instructions and ask.
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Final Reminders

71

Check for updates to the RFP (Addendum)

Your submittal / proposal can be pulled back for a 
correction or revision.

Be sure you submit on time



2022 PEPS Conference December 1, 2022

Final Thought
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Some people want it to happen, some wish it would       
happen, others make it happen.

- Michael Jordan
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Questions

73



Phil Howlett, P.E.
TxDOT PEPS Division
San Antonio Service Center
Philip.Howlett@txdot.gov

(210) 784-6844

Najitha Bulathsinhala, P.E.
TxDOT PEPS Division
San Antonio Service Center
Najitha.Bulathsinhala@txdot.gov

(210) 303-0519
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