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I. INTRODUCTION

A. PURPOSE OF THIS REQUEST FOR PROPOSALS

[Company/Organization Name] ([Short Company Name]) is requesting proposals for [Short description of procurement].

The purpose of this Request For Proposals (RFP) is to select an Offeror(s) for [Name the types of vendor/suppliers being considered].

B. SUMMARY SCOPE OF WORK

The scope of work shall consist of [Summarize the scope of work].

The contract(s) shall begin on [__________________] or as soon as possible thereafter and end on [______________________].


* * *


OR

The initial scope of work shall consist of [Summarize an initial scope of work and what it leads to].

The initial contract(s) shall begin on [_______________] or as soon as possible thereafter and end on [___________________].

* * *

C. SCOPE OF PROCUREMENT

[Four examples follow.  Pick the one that most closely matches the procurement requirements and make appropriate modifica​tions.]

[EXAMPLE: Hardware/Software 
Including Professional Services] 


The scope of the procurement includes the software, hard​ware, and support services required for the installation and operation of the system.  This will include, but not be limited to, software or additional software programs, data files, enhance​ments, modifica​tions, systems or control software, and utilities as well as hardware and additional hardware up​grades, hardware and/or software training, maintenance, support, documen​tation, and any other related professional services.


[Short Company Name] reserves the option of renewing the initial contract(s) on an annual basis for [Number] additional years or any portion thereof for the purpose of [describe].  In no case will the con​tract(s), including all renewals thereof, exceed a total of [number] years in duration.


* * *


OR

[EXAMPLE: Equipment or Products and Services Schedule]


The scope of the procurement is to establish a price agreement and an [Equipment and Services Schedule / or Products and Services Schedule] covering a specified range of [________________] products from qualified Offerors for a period of one year.  The initial agreem​ent(s) will end on [           ], 20[  ] regardless of when the agree​ment(s) are initiated.  [Short Company Name] reserves the option of extend​ing the agreement(s) on an annual basis for three additional years, or any portion thereof for the purpose of [Describe].  In no case will the agreement(s), including all extensions thereof, exceed a total of [Number] years in duration.


* * *

* * * [EXAMPLE: No Renewals] * * *


The scope of the procurement shall encompass the defined scope of work.  There shall be no contract extensions or renewals.


* * *


OR

* * * [EXAMPLE: No Renewals - Procurement Required] * * *


The scope of the procurement shall encompass the defined scope of work.  Subsequent phases of the project are subject to Management approval, and any required services will be acquired through a competitive sealed proposals (RFP) process.

D. PROCUREMENT MANAGER


[Short Company Name] has designated a Procurement Manager who is responsible for the conduct of this procurement whose name, address and telephone number are listed below.



[Name]



[Company/Organization Name]



[Mailing Address]



[Phone Number]



[Fax Number]


Any inquiries or requests regarding this procurement should be submitted to the Procurement Manager in writing.  Offerors may contact ONLY the Procurement Manager regarding the procure​ment.  Other [Company/Organization Name] employees do not have the authority to respond on behalf of [Short Company Name].

E. DEFINITION OF TERMINOLOGY


This section contains definitions that are used throughout this procurement document, including appropriate abbrevia​tions.


"[Short Company Name]" means [Company/Organization Name], a [Corporation/Partnership/Proprietorship] with a principal place of business at [Address].


"Contract" means an agreement for the procurement of items of tangible personal property or services.


"Contractor" means successful Offeror who enters into a binding contract.


"Determination" means the written documentation of a decision of a Procurement Manager including findings of fact supporting a decision.  A determination becomes part of the procure​ment file to which it pertains.


"Desirable" The terms "may", "can", "should", "preferably", or "prefers" identify a desirable or discretion​ary item or factor (as opposed to "mandatory”).


"Evaluation Committee" means a body appointed by [Short Company Name] to perform the evaluation of Offeror proposals.


"Evaluation Committee Report" means a report prepared by the Procurement Manager and the Evaluation Committee for submis​sion to the [Short Company Name] [Chairman/President/CEO] or [his/her] designee for contract award that contains all written determinations resulting from the conduct of a procure​ment requiring the evaluation of competi​tive sealed proposals.


"Finalist" is defined as an Offeror who meets all the mandato​ry specifications of the Request for Proposal and whose score on evaluation factors is sufficiently high to qualify that Offeror for further consideration by the Evaluation Committee.


"Mandatory": The terms "must", "shall", "will", "is required", or "are required", identify a mandatory item or factor (as opposed to “Desirable”).  Failure to meet a mandatory item or factor will result in the rejection of the Offeror's proposal.


"Offeror" is any person, corporation, proprietorship, or partnership that chooses to submit a proposal.


"Procurement Manager" means the person or designee author​ized by [Short Company Name] to manage or administer a procurement requiring the evaluation of competitive sealed proposals.


"Request for Proposals" or "RFP" means all documents, includ​ing those attached or incorporated by reference, used for soliciting proposals.


"Responsible Offeror" means an Offeror who submits a respon​sive proposal and who has furnished, when required, informa​tion and data to prove that his financial resources, produc​tion or service facilities, personnel, service reputa​tion and experience are adequate to make satisfactory delivery of the services or items of tangible personal property described in the proposal.


"Responsive Offer" or "Responsive Proposal" means an offer or proposal that conforms in all material respects to the requirements set forth in the request for proposals.  Material respects of a request for proposals include, but are not limited to, price, quality, quantity or delivery requirements.


* * * [OPTIONAL DEFINITIONS] * * *


"Equipment and Services Schedule" or "ESS" refers to a complete list, grouped by major product categories, of the products and services provided by the Offeror, which consists of an item number, item description, and [Short Company Name]'s price for each product or service.


"Multiple source award" means an award of an indefinite quantity contract for one or more similar services or items of tangible personal property to more than one Offeror.


"Price agreement" means a definite quantity contract or indefinite quantity contract which requires the contractor to furnish items of tangible personal property or services to [Short Company Name] which issues a purchase order, if the purchase order is within the quantity limitations of the contract, if any.


"Products and Services Schedule" or "PSS" refers to a complete list, grouped by major product categories of the software products and services provided by the Offeror which consists of an item number, item description, and [Short Company Name]'s price for each product or service.


"Purchase Order” means the document, which directs a contrac​tor to deliver items of tangible personal property or services pursuant to an existing contract.

F. BACKGROUND INFORMATION

[Company/Organization Name] is a [Enter a description of your company/organization, its products or services].

[Description of current computer and communications systems].

[Physical environmental information].

[Description of analysis or preparatory work completed prior to procurement].

[Description of any systems, equipment, practices, etc. in place, which will affect the contract and/or this procurement].

CONDITIONS GOVERNING THE PROCUREMENT

This section of the RFP contains the schedule for the procure​ment, describes the major procurement events and the conditions governing the procurement.

G. SEQUENCE OF EVENTS


The Procurement Manager will make every effort to adhere the following schedule:

	
	Action
	Responsibility
	Date

	1.
	Issue of RFP
	[Short Company Name]
	[mm/dd/yy]

	2.
	Pre-Proposal Conference
	[Short Company Name], Potential Offerors
	[mm/dd/yy]

	3.
	Distribution List Response
	Potential Offerors
	[mm/dd/yy]

	4.
	Deadline to Submit Additional Questions
	Potential Offerors
	[mm/dd/yy]

	5.
	Response to Written Questions/RFP Amendments
	[Short Company Name]
	[mm/dd/yy]

	6.
	Submission of Proposal 
	Offeror
	[mm/dd/yy]

	7.
	Demonstration Agenda
	Evaluation Committee
	[mm/dd/yy]

	8.
	Proposal Evaluation
	Evaluation Committee
	[mm/dd/yy]
thru
[mm/dd/yy]

	 9.
	Selection of Finalists
	Evaluation Committee 
	[mm/dd/yy]

	10. 
	Best and Final Offers form Finalists
	Offeror 
	[mm/dd/yy]

	11.
	Oral Presentation and/or Product Demonstrations by Finalists
	Offeror
	[mm/dd/yy]

	12.
	Finalize Contract
	[Short Company Name], Offeror
	[mm/dd/yy]
thru
[mm/dd/yy]

	13.
	Contract Award
	[Short Company Name]
	[mm/dd/yy]

	14.
	Protest Deadline
	Offeror
	[mm/dd/yy]


H. EXPLANATION OF EVENTS


The following paragraphs describe the activities listed in the sequence of events shown in Section II, Paragraph A.

1. Issue of RFP



This RFP is being issued by [Short Company Name] [Department]​.



Additional copies of the RFP can be obtained from the Procurement Manager.

2. Pre-Proposal Conference



A pre-proposal conference will be held on [Date] at [______] a.m./p.m. [Time Zone] Time at [Address].  Potential Offerors are encouraged to submit written questions in advance of the confer​ence to the Procurement Manager (See Section I, Para​graph D).  The iden​tity of the organization submit​ting the ques​tion(s) will not be revealed.  Additional written questions may be submitted at the confer​ence.  All written questions will be addressed at the confer​ence.  A log will be kept of the names of potential Offerors that attended the pre-proposal conference.



Attendance at the pre-proposal conference [is/is not] a prerequi​site for submission of a proposal.

3. Distribution List Response Due



Potential Offerors should hand deliver or return by facsimile or by registered or certified mail the "Ac​knowledgement of Receipt of Request For Proposals Form" that accompanies this document (See Appendix A) to have their organi​zation placed on the procurement distribution list.  The form should be signed by an authorized represen​tative of the organization, dated and returned by close of business on [Date]. 



The procurement distribution list will be used for the distribu​tion of written responses to questions and any RFP amend​ments.



Failure to return this form shall constitute a presump​tion of receipt and rejection of the RFP, and the potential Offeror's organization name shall not appear on the distribution list.

4. Deadline to Submit Additional Written Questions



Potential Offerors may submit additional written ques​tions as to the intent or clarity of this RFP until close of business on [Date].  All written ques​tions must be addressed to the Procurement Manager (See Section I, Paragraph D).

5. Response to Written Questions/RFP Amendments

Written responses to written questions and any RFP amend​ments will be distributed on [Date] to all potential Offerors whose organization name appears on the procure​ment distri​bution list.  An Acknowledge​ment of Receipt Form will accompany the distribution package.  The form should be signed by the Offeror's representa​tive, dated, and hand-delivered or returned by facsimile or by regis​tered or certi​fied mail by the date indicated thereon.  Failure to return this form shall constitute a presump​tion of receipt and with​drawal from the procure​ment process.  Therefore, the Offeror's organi​zation name shall be deleted from the procurement distribution list.



Additional written requests for clarification of distributed answers and/or amendments must be received by the Procure​ment Manager no later than seven (7) days after the answers and/or amendments were issued. 

6. Submission of Proposal



ALL OFFEROR PROPOSALS MUST BE RECEIVED FOR REVIEW AND EVALUATION BY THE PROCUREMENT MANAGER OR DESIGNEE NO LATER THAN CLOSE OF BUSINESS ON [Date].  Proposals received after this deadline will not be accepted.  The date and time will be recorded on each proposal.  Proposals must be addressed and delivered to the Procurement Manager at the address listed in Section I, Para​graph D.  Proposals must be sealed and labeled on the outside of the package to clearly indicate that they are in response to the    [Name of Procurement / RFP Number] Request for Proposals.  Proposals submitted by facsimile will not be accepted.



A log will be kept of the names of all Offeror organiza​tions that submitted proposals. The contents of any proposal shall not be disclosed to competing Offerors.

7. Demonstration Agenda



To ensure that Offerors have an equal opportunity for ade​quate preparation, a demonstration agenda will be distributed by the Procurement Manager to all Offerors on [Date].  A demonstration agenda will be prepared which will identify the functions to be performed and data to be used during the demonstration.  This material will be the foundation for the evaluation of the demon​stration phase of the procurement.  The Evaluation Committee may, at its option, request that an Offeror demonstrate any function, product or system capability included in the Offeror's proposal.

8. Proposal Evaluation



An evaluation committee appointed by [Short Company Name] will perform the evaluation of proposals.  This process will take place between [Date] and [Date].  During this time, the Procurement Manager may at his option initiate discussions with Offerors who submit responsive or potentially responsive proposals for the purpose of clarifying aspects of the proposals, but proposals may be accepted and evaluated without such discussion.  Discus​sions SHALL NOT be initiat​ed by the Offerors.

9. Selection of Finalists



The Evaluation Committee will select and Procurement Manager will notify the finalist Offerors on [Date].  Only finalists will be invited to participate in the subse​quent steps of the procurement.  The schedule for the [oral presen​ta​tions/oral presentations and product demonstra​tions] will be determined at this time.

10. Best and Final Offers From Finalists



Finalist Offerors may be asked to submit revisions to their proposals for the purpose of obtaining best and final offers by [Date].  Best and final offers may be clarified and amended at the finalist Offeror's [oral presenta​tion/oral presentation and product demonstra​tion.]

11. Oral Presentation/Demonstration by Finalists

* * * [EXAMPLE: Oral Presentation] * * *



Finalist Offerors will be required to present their proposals to the Evaluation Committee.  The Procurement Manager will schedule the time for each Offeror presen​ta​tion.  All Offeror presentations will be held at [Address].  Each presen​tation will be limited to [two or three] hours in duration.


* * *


 OR

* * * [EXAMPLE: Oral Presentation/Demonstration] * * *



Finalist Offerors will be required to demonstrate their systems to the Evaluation Committee.  The Procurement Manager will schedule the time for each Offeror's presen​tation and demon​stra​tion during the week of [__________]. All Offeror demonstrations will be held at [Address].  Any special equipment, configuration require​ments, or other Offeror needs must be communicated to the Procure​​ment Manager at the time the schedule is established.  Each Offeror will be given a maximum of [three or four] hours for setup and each presentation and demonstration will be limited to [three or four] hours in duration.

* * *

OR

* * * [EXAMPLE: Oral Presentation/Demonstration] * * *



Finalist Offerors will be required to demonstrate their systems to the Evaluation Committee.  The Procurement Manager will schedule the time for each Offeror's presentation and demon​stration during the week of [______________] All Offeror presentations and product demonstrations will be held at [Address].  All equipment, software and facilities required for the demonstration must be provided by the Offeror.  Each presentation and demonstration will be limited to [three or four] hours in duration.


* * *

12. Finalize Contract



The contract will be finalized with the most advantageous Offeror between [Date] and [Date].  In the event that mutually agreeable terms cannot be reached within the time specified, [Short Company Name] reserves the right to finalize a contract ​with the next most advantageous Offeror without undertak​ing a new procure​ment process.

13. Contract Award



After review of the Evaluation Committee Report, the recom​mendation of the Procurement Manager, and the signed contract, [Short Company Name] management will make the award on [Date].  This date is subject to change at the discretion of [Short Company Name] management.



The contract shall be awarded to the Offeror or Offerors whose proposal is most advanta​geous, taking into consid​eration the evaluation factors set forth in this RFP.



The award is subject to appropri​ate [Short Company Name] Executive Management approv​als.

I. GENERAL REQUIREMENTS

1. Acceptance of Conditions Governing the Procurement



Offerors must indicate their acceptance of the Conditions Governing the Procurement section in the letter of transmittal.  Submission of a proposal constitutes acceptance of the Evaluation Factors contained in Section V of this RFP. 

2. Incurring Cost



Any cost incurred by the Offeror in preparation, trans​mittal, presentation of any proposal or material submit​ted in response to this RFP shall be borne solely by the Offeror.



Any cost incurred by the Offeror for set up and demon​stra​tion of the proposed equipment and/or system shall be borne solely by the Offeror.

3. Prime Contractor Responsibility



[Choose the paragraph that applies]

* * * [EXAMPLE: Prime Only] * * *



Any contract that may result from this RFP shall specify that the prime contractor is solely responsible for fulfillment of the contract with [Short Company Name]. [Short Company Name] will make contract payments to only the prime contractor.


* * *

* * * [EXAMPLE: Multiple Prime Contractors] * * *



[Short Company Name] will consider a proposal from multiple prime contractors in the form of a joint venture response to the RFP.  If accepted, [Short Company Name] will enter into separate contracts with each of the multiple prime contractors. The specific responsi​bilities of each of the multiple prime contractors must be clearly described in a joint venture proposal.  [Short Company Name] will accept no more than [Number] multiple prime contrac​tors in a single joint venture proposal.


* * *

4. Subcontractors

[Choose the paragraph that applies.]

* * * [EXAMPLE: Subcontracting Allowed] * * *



Use of subcontractors must be clearly explained in the proposal, and major subcontractors must be identified by name.  The prime contractor shall be wholly respon​sible for the entire performance whether or not subcon​tractors are used.


* * *


OR

* * * [EXAMPLE: No Subcontractors] * * *



All work that may result from this procurement must be performed by the prime contractor.  Subcontracting of work is not acceptable.


* * *

5. Amended Proposals



An Offeror may submit an amended proposal before the deadline for receipt of proposals.  Such amended propos​als must be complete replace​ments for a previously submitted proposal and must be clearly identified as such in the transmittal letter.  [Short Company Name] personnel will not merge, collate, or assemble proposal materials.

6. Offerors' Rights to Withdraw Proposal



Offerors will be allowed to withdraw their proposals at any time prior to the deadline for receipt of propo​sals.  The Offeror must submit a written withdrawal request signed by the Offeror's duly authorized repre​sen​​tative addressed to the Procurement Manager.

7. Proposal Offer



Responses to this RFP, including proposal prices, will be consi​dered by [Short Company Name] for ninety (90) days after the due date for receipt of proposals or sixty (60) days after receipt of a best and final offer, if one is submitted.

8. Disclosure of Proposal Contents



The proposals will be kept confidential.  The Procurement Manager will not disclose or make public any pages of a pro​posal.

9. No Obligation



This procurement in no manner obligates [Short Company Name] to the eventual rental, lease, purchase, etc., of any equipment, software, or services offered until a valid written contract is awarded and approved by appropriate [Short Company Name] Executive Management.

10. Termination



This RFP may be canceled at any time and any and all proposals may be rejected in whole or in part when [Short Company Name] determines such action to be in the best interest of [Short Company Name].

11. Sufficient Appropriation



Any contract awarded as a result of this RFP process may be terminated if sufficient appropri​ations or authoriza​tions do not exist.  Such termina​tion will be effected by sending written notice to the Contractor.  [Short Company Name]'s decision as to whether sufficient appro​priations and authorizations are available will be accepted by the Contractor as final.

12. Legal Review



[Short Company Name] requires that all Offerors agree to be bound by the General Requirements contained in this RFP.  Any Offeror concerns must be promptly brought to the atten​tion of the Procurement Manager.

13. Governing Law



This procurement and any agreement with Offerors that may result shall be governed by the laws of the [Commonwealth/State].

14. Basis for Proposal



Only information supplied by [Short Company Name] in writing through the Procurement Manager or in this RFP should be used as the basis for the preparation of Offeror propos​als.

15. Contract Terms and Conditions



Offeror should include a sample of any “boilerplate” contract it intends to execute upon award.  The contract between [Short Company Name] and a contractor will additionally contain the terms and conditions set forth in Appendix B, "Contract Terms and Conditions".  [Short Company Name] reserves the right to negotiate with a succes​sful Offeror provi​sions in addition to those contained in this RFP.  The contents of this RFP, as revised and/or supplemented, and the successful Offeror's proposal will be incorporated into and become part of the contract.



Should an Offeror object to any of [Short Company Name]'s terms and conditions, as contained in this Section or in Appendix B, that Offeror must propose specific alter​native language. [Short Company Name] may or may not accept the alternative language.  General references to the Offeror's terms and condi​tions or attempts at complete substitutions are not acceptable to [Short Company Name] and will result in disqualifi​cation of the Offeror's proposal.



Offerors must provide a brief discussion of the purpose and impact, if any, of each proposed change followed by the specific proposed alternate wording.

16. Offeror's Terms and Conditions



Offerors must submit with the proposal a complete set of any additional terms and conditions, which they expect to have included in a contract negotiated with [Short Company Name].

17. Contract Deviations



Any additional terms and conditions, which may be the subject of negotiation, will be discussed only between [Short Company Name] and the selected Offeror and shall not be deemed an opportunity to amend the Offeror's proposal.

18. Offeror Qualifications



The Evaluation Committee may make such investigations as necessary to determine the ability of the Offeror to adhere to the requirements specified within this RFP.  The Evaluation Committee will reject the proposal of any Offeror who is not a responsible Offeror or fails to submit a Responsive Offer.

19. Right to Waive Minor Irregularities



The Evaluation Committee reserves the right to waive minor irregularities.  The Evaluation Committee also reserves the right to waive mandatory requirements pro​vided that all of the otherwise responsive proposals failed to meet the same mandatory requirements and/or doing so does not other​wise materially affect the procure​ment.  This right is at the sole discretion of the Evaluation Committee.

20. Change in Contractor Representatives



[Short Company Name] reserves the right to [request/require] a change in contractor representatives if the assigned representa​​tives are not, in the opinion Short Company Name], meeting its needs adequately.

21. [Short Company Name]’s Rights

* * * [EXAMPLE] * * *



[Short Company Name] reserves the right to accept all or a portion of an Offeror's proposal.


* * *


OR

* * *[EXAMPLE: Price Agreement] * * *



[Short Company Name] reserves the right to accept all or a portion of an Offeror's proposal including the right to purchase hardware, software or services from approved price agreements.

* * *

22. Ownership of Proposals



All documents submitted in response to this Request for Proposals shall become the property of [Short Company Name].  However, any technical or user docu​mentation submitted with the proposals of non-selected Offerors shall be returned to Offeror.

23. Equipment and Services Schedules



The contractor may offer only equipment and services that are included on its individual Equipment and Services Schedule (ESS).  The items included on the contractor's ESS must be within the scope of the procurement.  The contractors will be encouraged to amend their equipment and services schedules on a periodic basis to ensure that the items under agreement keep pace with advances in technology.

24. Products and Services Schedules



The contractor may offer only products and services that are included on its individual Products and Services Schedule (PSS).  The items included on the contractor's PSS must be within the scope of the procurement.  The contractors will be encouraged to amend their product and services schedules on a periodic basis to ensure that the items under agreement keep pace with advances in technolo​gy.

II. RESPONSE FORMAT AND ORGANIZATION

A. NUMBER OF RESPONSES

* * * [EXAMPLE:  Single Response] * * *


Offerors shall submit only one proposal.  

* * *

* * * [EXAMPLE:  Multiple Responses] * * *


Offerors may submit [Number] separate proposals, if desired.  [Short Company Name] is not recommending or suggesting that Offerors submit multiple proposals; [Short Company Name] is merely stating an available option.  In no case will more than [Max-Number] propo​sals from a single Offeror be accepted. 


If an Offeror chooses to submit [Number] proposals, each must be entirely separate from the other.  The Evaluation Committee will not collate, merge, or otherwise manipulate the Offeror's proposals.


* * *

B. NUMBER OF COPIES

* * * [EXAMPLE: Small Procurements] * * *


Offerors shall deliver three (3) identical copies of their proposal to the location specified in Section I, Para​graph D on or before the closing date and time for receipt of proposals.


* * *

* * * [EXAMPLE: Large Procurements] * * *


Offerors shall deliver ten (10) identical copies of their proposal (binder 1), two (2) copies of the cost proposal (binder 2), and one (1) copy of supporting technical documen​ta​tion (binder 3) to the location specified in Section I, Paragraph D on or before the closing date and time for receipt of proposals.


* * *

C. PROPOSAL FORMAT


All proposals must be typewritten on standard 8 1/2 x 11 paper (larger paper is permissible for charts, spreadsheets, etc.) and placed within a binder with tabs delineating each section.

1. Proposal Organization



The proposal must be organized and indexed in the following format and must contain, at a minimum, all listed items in the sequence indicated:

· Letter of Transmittal (Binder 1)

· Table of Contents (Binder 1)

· Proposal Summary (optional) (Binder 1)

· Response to Technical Specifications (Binder 1)

· Response to Business Specifications (Binder 2)

· Completed Cost Response Form (Binder 2)

· Response to [Short Company Name] Terms and Conditions (Binder 2)

· Offeror's Additional Terms and Conditions (Binder 2)

· Other Supporting Material (Binder 3)


Within each section of their proposal, Offerors should address the items in the order in which they appear in this RFP.  All forms provided in the RFP must be thoroughly completed and included in the appropriate section of the proposal. All discussion of proposed costs, rates or expenses must occur only in binder 2 with the cost response form. 


Any proposal that does not adhere to these requirements may be deemed non‑responsive and rejected on that basis.


The proposal summary may be included by Offerors to provide the Evaluation Committee with an overview of the technical and business features of the proposal; however, this material will not be used in the evaluation process unless specific​ally referenced from other portions of the Offeror's proposal.


Offerors may attach other materials that they feel may improve the quality of their responses.  However, these materials should be included as items in a separate appendix.

2. Letter of Transmittal



Each proposal must be accompanied by a Letter of Transmit​tal.  The Letter of Transmittal MUST:

· Identify the submitting organization;

· Identify the name and title of the person autho​rized by the organization to contractually obligate the organiza​tion;

· Identify the name, title and telephone number of the person authorized to negotiate the contract on behalf of the organization;

· Identify the names, titles and telephone numbers of persons to be contacted for clarification;

· Explicitly indicate acceptance of the Conditions Govern​ing the Procurement stated in Section II, Paragraph C.1;

· Be signed by the person authorized to contrac​tually obligate the organization;

· Acknowledge receipt of any and all amendments to this RFP.

III. SPECIFICATIONS

A. TECHNICAL SPECIFICATIONS

1. Detailed Scope of Work



[The detailed statement work including the description of deliverables is always described in the contract or price agreement terms and conditions.]

2. Mandatory Specifications



The failure of an Offeror to meet a mandatory specifi​cation will result in disqualification of the proposal.  Mandatory specifications must be clear, concise and contain the terms "must", "shall", "will", "is re​quired", or "are required".  It is always preferable to use the same term for all of the manda​tory specifi​cations.  It is also preferable to divide mandatory and optional technical specification into clearly labeled separate sub-sections whenever possible. The response to a mandatory requirement may or may not have points assigned to specification.



KEEP THE NUMBER OF MANDATORY SPECIFICATIONS TO AN ABSOLUTE MINIMUM.

3. Desirable Specifications



Desirable or optional specifications are always awarded points in the evaluation process.  

[The desirable speci​fi​​cation must be clear, concise and contain the terms "can", "may", "should", "preferably", or "prefers".  It is always preferable to use the same term for all of the desirable specifications.]

B. BUSINESS SPECIFICATIONS


[Elements of this sub‑section may include:]

· Total cash purchase price

· Total cash purchase price with warranty and maintenance for a specified period

· Lease with option to purchase for a specified period

· Rental

· License fees and maintenance costs for a specified period

· Training costs

· Shipping

· Destination charges

· Conversion costs

· Travel and living costs for the contractor's employees

· Building or modifications to the physical environment

· Work space requirements or costs

· Support requirements ‑ clerical, etc.

· Installation costs

· Acceptance testing requirements

· Proposal bonding requirement

· Performance bonding requirements

· Fixed rates for technical support

· Additional hourly rates for technical support

· Any other element of cost that is appropriate for the p​rocur​ement

1. In-house Resources



[Regardless of the type of procurement the level and type of available in-house resources is a critical component of the preparation of the financial portion of the Offeror’s proposal.  It is imperative that both the level and type of available in-house resources be clearly defined so that the Offerors can prepare cost proposals that supplement the in-house capabi​lities.  The following is a list of items that may be addressed in this section of the RFP, all of which could have a material impact on the Offeror’s financial proposal. ]

· Office space

· Clerical support

· Administrative support including supplies, copies, tele​phone

· Technical support - project manager, systems ana​lysts, pro​gram​mers

· Installation support - training or other personnel

· Conversion support - users, other

· Computer usage - mainframe, servers, desktop computers, other



[If none of these types of resources are available, this section of the RFP should include a statement of that fact. ]

2. Cost



There may a substantial difference between costs and purchase price for most product based procure​ments. Identify the life cycle or ownership costs and include those cost elements in the cost evaluation.

C. EVALUATION PROCESS


1.
All Offeror proposals will be reviewed for compliance with the mandatory requirements stated within the RFP.  Proposals deemed non-responsive will be eliminated from further consideration.


2.
The Procurement Manager may contact the Offeror for clarification of the response as specified in Section II, Para​graph B.8.


3.
The Evaluation Committee may use other sources of informa​tion to perform the evaluation as specified in Section II, Paragraph C.18.


4.
Responsive proposals will be evaluated on the factors in Section V.  The responsible Offerors with the most comprehensive proposals will be selected as finalist Offerors based upon the proposals submitted.  Finalist Offerors may be asked or choose to submit revised proposals for the purpose of obtaining best and final offers.  The respon​sible Offeror whose proposal is most advanta​geous Short Company Name], taking into consider​ation the evaluation factors in Section V, will be recommended for contract award as speci​fied in Section II, Paragraph B.13.  Please note, however, that a serious deficiency in the response to any one factor may be grounds for rejection regardless.

D. DETAILED EXPLANATION OF EVALUATION FORMS


[This sub‑section is optional.  It is used to describe how the Offeror is to complete the technical response evaluation forms that are included in Appendix C of the document.  As an alternative, the Procurement Manager may choose to include the explana​tion with the form in the appendix.  Either approach is acceptable. ]

IV. APPENDIX A


[Title of Procurement]

ACKNOWLEDGEMENT OF RECEIPT FORM

In acknowledgement of receipt of this Request for Proposal the undersigned agrees that he/she has received a complete copy, beginning with the title page and table of contents, and ending with appendix C.

The acknowledgement of receipt should be signed and returned to the Procurement Manager no later than close of business on [date].  Only potential Offerors who elect to return this form completed with the indicated intention of submitting a proposal will receive copies of all Offeror written questions and [Short Company Name]'s written responses to those questions as well as RFP amendments, if any are issued.

OFFEROR: ____________________________________________________________​_____

REPRESENTED BY: _________________________________________________​____

TITLE: ________________________________ PHONE NO.: _______________​_____

E-MAIL:  ______________________________ FAX NO.: ___________________​_____

ADDRESS: _________________________________________________________​____

CITY: __________________________ STATE: ________ ZIP CODE: _____________

SIGNATURE: ___________________________________ DATE: _____________​____

This name and address will be used for all correspondence related to the Request for Proposal.

Offeror does/does not (circle one) intend to respond to this Request for Proposals.

Return to:

[Procurement Manager's Name]

[Company/Organization Name]

[Address]

[Phone Number]

[Fax Number]

APPENDIX B

REQUIRED CONTRACT TERMS AND CONDITIONS

APPENDIX C

FORMS
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