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Presentation topics
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1 •Welcome

2 •Purpose

3 •Submittal Contents

4 •Reminders

5 •Final Thoughts

6 •Questions
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Welcome to Fireside Chats
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Time Money Effort

All submittals take:



To save Time, Money, & Effort
by avoiding a disqualification in 

your submittal.
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Why is this important?

There is a chance that your team may be the most 
qualified for the procurement

If your submittal is disqualified, the Consultant Selection 
Team will never know how qualified your team really is

It’s a loss to you and a loss to the State
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Bonfire

Welcome to
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No more special deliveries needed

Online Submittals are here

PEPS Goal = Zero Disqualifications
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Submittal (Proposal / SOQ) Package Contents

Attachment 1: Cover Page / Questionnaire

Attachment 2: Proposal (Federal) or Questions & Reponses (Q&R) Template 
(State)

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

Attachment 4: Subprovider Contact Information (Federal) or HUB Subcontracting 
Plan (HSP) (State)

Attachment 5: Non-Listed Category (NLC) Qualifications Template
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Attachment 1: Cover Page / Questionnaire

 Must submit in Excel format

 Be sure to read the instructions

 Check for completeness

 Check for accuracy

– Verify the certification questions are answered correctly

– Ensure Project Manager and Deputy Project Manger requirements are met.
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Attachment 2 (Federal): Proposal

Proposal Format
• Must submit in PDF format
• Provide the correct number of pages
• Readability

Proposal Content
• Must be legible when printed on 8.5 inches by 11 inches paper (11-point Calibri 

font is recommended, unreadable text will be ignored);
• Include adequate margins (a minimum margin of 0.5 inches is recommended, text 

not printed due to inadequate margins will be ignored);
• Include the prime firm name on each page;
• Include the solicitation number on each page; and
• Include page numbers on each page.
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Attachment 2 (Federal): Proposal

 The Proposal and Project Team Composition (PTC) need to be consistent. 

– If you mention somebody as a Task Leader in the Proposal, they have to be the 
Task Leader in the PTC. 

 Do not provide false statements
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Attachment 2 (State): Question & Response (Q&R) Template

Must submit in PDF format.

The Question & Response (Q&R) template 
and PTC need to be consistent. 

Do not provide false statements
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Attachment 3: Project Team Composition form (Parts 1, 2, and 3)

Must submit in PDF format and we must receive all three parts.

Be sure to use the legal firm names as registered with the Texas 
Comptroller of Public Accounts.  

Task Leaders identified in the Proposal or Q&R need to match the 
task leader listed on the PTC form for the same Work Category.

Be sure to read and follow all the instructions.
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Attachment 3: Project Team Composition form (Parts 1, 2, and 3)

•Engineering and design related items
•Verify each firms status from TxDOT website
•Administrative Qualification Status by Firm lists 

posted on the TxDOT website must either be the same 
as the legal name listed on the PTC form, or be the 
same as a dba which has been noted in the Proposal.  

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

(Federal) DBE assigned 
goal must be met or it will 

be considered non-
responsive

Firms must be DBE 
certified in the particular 
work category.

(State) HUB assigned goal is 
an “aspirational” goal

You must follow the 
instructions, fill out the 
HSP correctly, and sign it.
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Attachment 3: Project Team Composition form (Parts 1, 2, and 3)

Pre-Certifications

Make sure each Task Leaders are pre-certified (check CCIS) for their 
respective field.

Make sure the Firm has an active status on day of closing
•Remember - Firm’s active status in CCIS needs to be renewed annually

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

If you need to provide comments:
•PDF Text Tools if needed
•Engineering & Design Explanation button on Federal PTC (not on State) 16
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Attachment 3: Project Team Composition form (Parts 1, 2, and 3)
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Attachment 4 (Federal): Subprovider Contact Information

 Must submit in PDF format

 Check for accuracy

 Check for completeness

– Be sure it is signed and 
dated
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Attachment 4 (State): HUB Subcontracting Plan (HSP)
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 Must submit in PDF format

 Follow all Instructions

– There are embedded links to help

 Be sure to complete everything 
required

 Civil Rights Division has a 
presentation posted externally to help 
you with this document.  “HSP 
Completion Overview”

 If you have questions, ask the Civil 
Rights Division

https://nam11.safelinks.protection.outlook.com/?url=http://ftp.dot.state.tx.us/pub/txdot-info/civ/hub/hub-hsp-completion.pdf&data=04|01|Philip.Howlett@txdot.gov|b95b9a752ebc472aeafb08d9115e0a8e|39dba4765c094c6391dace7a3ab5224d|0|0|637559917858493648|Unknown|TWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D|1000&sdata=cqgOML9Hj1bVBiFmwBfz8QdyyjiRrzHt8%2BzR20zvlHA%3D&reserved=0
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Attachment 5: Non-Listed Category (NLC) Qualifications Template
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 Must submit in PDF format

 Check for completeness

 Check for accuracy 

 Be sure to include the experience that is 
being requested

 Do not provide false statements 
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Directions
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A lot of information

A lot of directions 
to follow



R E M I N D E R S

Read the entire RFP / RFQ

Follow ALL the instructions
If you have questions, don’t be afraid to ask for answers

Check the TxDOT website for updates and directions



R E M I N D E R S

Things change - instructions, forms, etc.

Allow some time to submit it…  Be sure you submit it on time

Allow time for QA/QC

Check for addenda 



Use the Screening Checklist located on the TxDOT website
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Final Thought

“QUALITY IS NOT AN ACT, IT IS A HABIT”

- ARISTOTLE  (~350 B.C.)
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Phil Howlett, P.E.
TxDOT PEPS Division
Rural Service Center

Philip.Howlett@txdot.gov

(210) 784-6844
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