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1 [bookmark: _Toc366656593][bookmark: _Toc370299081][bookmark: _Toc439169479]RFP Administrative Information

	RFP Title:
	[bookmark: Text147]Title

	RFP Project Description:
	[bookmark: Text150]Short Description of Project

	RFP Lead:


	[bookmark: Text151][bookmark: Text152]Name, Title
[bookmark: Text153]Agency
[bookmark: Text154]Address
[bookmark: Text155]E-mail
[bookmark: Text156]Phone

	Submit sealed Proposal (if submitting manually):

MANUAL PROPOSALS MUST BE RECEIVED AT THE PHYSICAL ADDRESS DESIGNATED FOR COURIER SERVICE AND TIME/DATE STAMPED BY DOP [REPLACE WITH AGENCY NAME IF AGENCY IS RELEASING RFP] PRIOR TO THE CLOSING DATE AND TIME.

Submit electronically via IPRO (if permitted by the terms of the RFP):
	Address for Courier
[bookmark: Text157]Enter Address for Courier

Address for US Mail (if different)
[bookmark: Text158]Address for Mail

Electronic Submission
IPRO LOGIN


	Pre-Proposal Conference:

Pre-Proposal Conference Location:
	[bookmark: Text159]Day of week, date, time Mountain Time 

Address/Room # (include any additional  information if agency has security desk)


	Deadline To Receive Questions:
	[bookmark: Text160]Day of week, date, 11:59:59 p.m. Mountain Time

	RFP Closing Date:
	See IPRO Header Document

	RFP Opening Date:
	[bookmark: Text208]10:30 a.m. Mountain Time the following business day after closing

	Oral Presentations (if they will be conducted otherwise remove)
	[bookmark: Text161]Tentatively scheduled for the week of Enter Date

	Initial Term of Contract and Renewals:
	[bookmark: Text163][bookmark: Text164][bookmark: Text165][bookmark: Text166]Spell out the number (#) years.  Upon mutual, written agreement, the Contract may be renewed, extended or amended.  The anticipated total Contract term is Spell out number of years (#) years.  




RFP Number and Title	 Issue date					Page 1
	
RFP Number and Title	 Issue date					Page 27

2 [bookmark: _Toc242582937][bookmark: _Toc242668514][bookmark: _Toc365290223][bookmark: _Toc366150903][bookmark: _Toc366656594][bookmark: _Toc370299082][bookmark: _Toc439169480]OVERVIEW  

[bookmark: _Toc366656595][bookmark: _Toc370299083][bookmark: _Toc439169481]Purpose 
[bookmark: Text167]	Brief Statement of Purpose of RFP

[bookmark: _Toc439169482]Background Information
(Insert Background Information here.  Any RFP-specific defined terms should be included on Attachment 4, Definitions.)

For Marketing/Media Purchases (or other projects that may involve printing by the Contractor) add:
The resulting contract is subject to the provisions of Idaho Code Title 60 chapter 1.  Except as provided in this paragraph, the Contractor shall ensure all printing, binding, engraving, and stationary work is executed within the state of Idaho.  The Contractor may execute such work outside the state of Idaho if any of the exemptions in Idaho Code §60-103 apply.

[bookmark: _Toc366656596][bookmark: _Toc370299084][bookmark: _Toc439169483]Pre-Proposal Conference	
[bookmark: Text168][bookmark: Text169][bookmark: Text170]A non-mandatory pre-proposal conference will be held at the location and time as indicated in Section 1, page 1 of this RFP. This will be your opportunity to ask questions, in person, with the Agency Name (Acronym) staff.  All parties interested are invited to participate either by attending the conference or by an established call in number. Those choosing to participate must pre-register to receive phone conferencing and meeting details by submitting the completed Pre-Proposal Conference Registration Form (Attachment 3) via email to the RFP Lead.  Parties interested are asked to register by date.  Any oral answers given by the State during the pre-proposal conference are unofficial, and will not be binding on the State.  Conference attendance is at the participant’s own expense. (If space or phone ports are limited, add language such as: “limited to three (3) representatives from each vendor, as space is limited”)

[bookmark: _Toc366656597][bookmark: _Toc370299085][bookmark: _Toc439169484]Questions	
2.4.1	This Solicitation is issued by the State via the State’s e-Procurement system, IPRO (IPRO LOGIN).
The RFP Lead is the only contact for this Solicitation. (Remove the highlighted sentence if Solicitation is issued by the agency).  All correspondence must be in writing.  In the event that it becomes necessary to revise any part of this RFP, addenda will be posted at IPRO.  It is the responsibility of parties interested in this RFP to monitor IPRO for any updates or amendments.  Any oral interpretations or clarifications of this RFP must not be relied upon.  All changes to this RFP will be in writing and must be posted to IPRO to be valid.  Alternate Proposals are not allowed.

2.4.2	Questions or other correspondence must be submitted in writing to the RFP Lead listed below. 
QUESTIONS MUST BE RECEIVED BY 11:59:59 P.M. MOUNTAIN TIME ON THE DATE LISTED IN THE RFP ADMINISTRATIVE INFORMATION.

[bookmark: Text193][bookmark: Text194]Contact Name, Contact Title
[bookmark: Text195]Agency
[bookmark: Text196]Address
[bookmark: Text197]City, State  Zip Code
[bookmark: Text198]Fax:      
[bookmark: Text199]E-mail:       

2.4.3	Written questions must be submitted using Attachment 1, Offeror Questions. Official answers to all written questions will be posted on IPRO as an amendment to this RFP.

2.4.4	Any questions regarding the State of Idaho Standard Contract Terms and Conditions, found at "Contract Terms and Conditions", must also be submitted in writing, using Attachment 1, Offeror Questions, by the deadline identified in the RFP Administrative Information.  The State will not consider proposed modifications to these requirements after the date and time set for receiving questions.  Questions regarding these requirements must contain the following:

1. The rationale for the specific requirement being unacceptable to the party submitting the question (define the deficiency).

2. Recommended verbiage for the State’s consideration that is consistent in content, context, and form with the State’s requirement that is being questioned.

3. Explanation of how the State’s acceptance of the recommended verbiage is fair and equitable to both the State and to the party submitting the question.

2.4.5	Proposals which condition the Proposal based upon the State accepting other terms and conditions not found in the RFP, or which take exception to the State’s terms and conditions, will be found non-responsive, and no further consideration of the Proposal will be given.



3 [bookmark: _Toc366656598][bookmark: _Toc370299086][bookmark: _Toc439169485]INSTRUCTIONS FOR SUBMISSION OF PROPOSAL

(For Sections 3.1 and 3.2, if electronic submission is not allowed, delete Section 3.1 and renumber the remainder of the section, then delete this sentence.)

[bookmark: _Toc366656599][bookmark: _Toc366659084][bookmark: _Toc366659158][bookmark: _Toc366659443][bookmark: _Toc366659513][bookmark: _Toc366659619][bookmark: _Toc366659921][bookmark: _Toc366659994][bookmark: _Toc366660058][bookmark: _Toc366660242][bookmark: _Toc366660665][bookmark: _Toc367093267][bookmark: _Toc369796479][bookmark: _Toc366656603][bookmark: _Toc370299087][bookmark: _Toc439169486]Submission of Proposals
Proposals may be submitted manually or electronically.  

If your Proposal contains trade secret information which you have identified, you must also submit a redacted copy of the Technical Proposal (in electronic format, with the word “redacted” in the file name) with all trade secret information removed or blacked out; as well as a separate document containing a complete list (per the instructions in Section 5.3, below) of all trade secret information which was removed or blacked out in the redacted copy.

3.1.1	Electronically Submitted Proposals
Electronically submitted Proposals must be submitted through IPRO (IPRO LOGIN) When submitting through IPRO, enter your “Total Cost” in IPRO as “$0,” and UPLOAD YOUR TECHNICAL PROPOSAL, COST PROPOSAL, AND ALL OTHER REQUIRED SUBMITTAL ITEMS.  The Technical Proposal consists of Section 5 Mandatory Submission Requirements; Section 6 Business Information; Section 7 Organization and Staffing; and Section 8 Scope of Work.

If submitting via IPRO, be advised that the Offeror for Proposal evaluation and award purposes is the entity profile under which the Proposal is submitted in IPRO, which must be the same legal entity presented in the uploaded response materials.  If the entity identified on the state supplied Signature Page differs from the entity under which you submit your Proposal in IPRO, the information provided on the Signature Page prevails.

While it is not mandatory to submit your Proposal electronically via IPRO, all Offerors participating in a Solicitation issued through IPRO must establish an account in the IPRO system (even if submitting a Proposal manually outside of IPRO) as it is necessary in order to process and/or award the resulting Contract(s). Establishing an account is free and only takes a few minutes.

Offerors are further advised to upload response materials with descriptive file names, organized and consolidated in a manner which allows evaluators to efficiently navigate the Offeror’s response; as the State will print uploaded documents for evaluation in the manner received via IPRO.

[bookmark: _Toc365290232][bookmark: _Toc366150910][bookmark: _Toc366656604][bookmark: _Toc370299088]3.1.2	Manually Submitted Proposals
[bookmark: Text213][bookmark: Text214]The Proposal must be addressed to the RFP Lead, sealed, and identified as “RFP Number, RFP Title.”  Include your company name on the outside of the package.

The Technical Proposal and separately sealed Cost Proposal must be submitted at the same time (place all Proposal response materials within a larger package). 

[bookmark: Text215]Each Proposal must be submitted in one (1) original with Number of Copies (#) copies of the Technical Proposal and one (1) original and one (1) copy of the Cost Proposal.

Offerors submitting manually must also submit one (1) electronic copy of the entire Proposal on CD or USB device. Word or Excel format is required (the only exception is for financials, brochures or other information only available in an alternate format).  The format and content must be the same as the manually submitted Proposal. The electronic version must NOT be password protected or locked in any way.  

[bookmark: Text216][bookmark: Text217]The Technical Proposal must be separately sealed, identified “Technical Proposal – RFP Number RFP Title.”

[bookmark: Text218][bookmark: Text219]The Cost Proposal must be separately sealed, identified as “Cost Proposal – RFP Number RFP Title.” 

[bookmark: _Toc366150911][bookmark: _Toc366656605][bookmark: _Toc370299089]3.2	(M) Signature Page
All Proposals must be submitted with a state supplied Signature Page, located on the IPRO header page as an attachment.  For electronically submitted Proposals, submit a completed, scanned signature page.  For manually submitted Proposals, the signature page must contain an ORIGINAL HANDWRITTEN signature executed in INK OR AN ELECTRONIC SIGNATURE, and be returned with the relevant Solicitation documents. PHOTOCOPIED SIGNATURES or FACSIMILE SIGNATURES are NOT ACCEPTABLE for manually submitted Proposals (and will result in a finding that your Proposal is non-responsive).   Your ORIGINAL Signature Page should be included at the FRONT of your ORIGINAL Technical Proposal.
4 [bookmark: _Toc366656606][bookmark: _Toc370299090][bookmark: _Toc439169487][bookmark: _Toc366656558]PROPOSAL FORMAT

These instructions describe the format to be used when submitting a Proposal.  The format is designed to ensure a complete submission of information necessary for an equitable analysis and evaluation of submitted Proposals.  There is no intent to limit the content of Proposals.  
[bookmark: _Toc242589297][bookmark: _Toc242589386][bookmark: _Toc242608080][bookmark: _Toc242608972][bookmark: _Toc242665252][bookmark: _Toc242668524][bookmark: _Toc242696564][bookmark: _Toc242697525][bookmark: _Toc242698445][bookmark: _Toc242698567][bookmark: _Toc242755425][bookmark: _Toc242775583][bookmark: _Toc242840940][bookmark: _Toc242845953][bookmark: _Toc242849334][bookmark: _Toc243194479][bookmark: _Toc243194632][bookmark: _Toc243194785][bookmark: _Toc243195104][bookmark: _Toc243273240][bookmark: _Toc242589298][bookmark: _Toc242589387][bookmark: _Toc242608081][bookmark: _Toc242608973][bookmark: _Toc242665253][bookmark: _Toc365268879][bookmark: _Toc365290067][bookmark: _Toc365290189][bookmark: _Toc365290234][bookmark: _Toc365290285][bookmark: _Toc365290365][bookmark: _Toc365296574][bookmark: _Toc365296748][bookmark: _Toc365296930][bookmark: _Toc365297002][bookmark: _Toc365450651][bookmark: _Toc366068689][bookmark: _Toc366146079][bookmark: _Toc366146128][bookmark: _Toc366146928][bookmark: _Toc366147120][bookmark: _Toc366147230][bookmark: _Toc366147340][bookmark: _Toc242582945][bookmark: _Toc242668525]
[bookmark: _Toc366150913][bookmark: _Toc366656607][bookmark: _Toc366659092][bookmark: _Toc366659166][bookmark: _Toc366659451][bookmark: _Toc366659521][bookmark: _Toc366659627][bookmark: _Toc366659929][bookmark: _Toc366660002][bookmark: _Toc366660066][bookmark: _Toc366660250][bookmark: _Toc366660673][bookmark: _Toc367093275][bookmark: _Toc369796487][bookmark: _Toc365290235][bookmark: _Toc366150914][bookmark: _Toc366656611][bookmark: _Toc370299091][bookmark: _Toc439169488]Evaluation Codes
(M)  Mandatory Specification or Requirement - failure to comply with any mandatory specification or requirement will render Offeror’s Proposal non-responsive and no further evaluation will occur.

(ME)  Mandatory and Evaluated Specification - failure to comply will render Offeror’s Proposal non-responsive and no further evaluation will occur.  Offeror is required to respond to this specification with a detailed response identifying its understanding and how it will comply.  Points will be awarded based on predetermined criteria.  

(E)  Evaluated Specification - a response is desired and will be evaluated and scored.  If not available, respond with “Not Available” or other response that identifies Offeror’s ability or inability to supply the item or service or meet the specification.  Failure to respond will result in zero (0) points awarded for the specification.  If available, Offeror is to respond to this specification with a detailed response identifying its understanding and how it will comply, and points will be awarded based on predetermined criteria.

Note: Offerors are directed to IDAPA 38.05.01.074.03.a, as well as IDAPA 38.05.01.091.05, which allow the designated State official to waive minor informalities as well as minor deviations.  The State also reserves the right to seek clarification on any M, ME or E requirement.

[bookmark: _Toc366656612][bookmark: _Toc366659097][bookmark: _Toc366659171][bookmark: _Toc366659456][bookmark: _Toc366659526][bookmark: _Toc366659632][bookmark: _Toc366659934][bookmark: _Toc366660007][bookmark: _Toc366660071][bookmark: _Toc366660255][bookmark: _Toc366660678][bookmark: _Toc367093280][bookmark: _Toc369796492][bookmark: _Toc365290239][bookmark: _Toc366150918][bookmark: _Toc366656616][bookmark: _Toc370299092][bookmark: _Toc439169489]Table of Contents
Include a table of contents in the Technical Proposal identifying the contents of each section, including page numbers of major Sections.  

[bookmark: _Toc366150928][bookmark: _Toc366656637][bookmark: _Toc370299093][bookmark: _Toc439169490]Format
Proposals shall follow the numerical order of this RFP starting at the beginning and continuing through the end of the RFP.  Proposal sections and Sections must be identified with the corresponding numbers and headings used in this RFP.  In your response, restate the RFP section and/or Section, followed with your response.

Offerors are encouraged to use a different color font, bold text, italics, or other indicator to clearly distinguish the RFP section or Section from the Offeror’s response. 

5 [bookmark: _Toc370299094][bookmark: _Toc439169491][bookmark: _Toc365290236][bookmark: _Toc366150915][bookmark: _Toc366656613]Mandatory Submission Requirements

[bookmark: _Toc370299095][bookmark: _Toc439169492](M) Cover Letter
The Technical Proposal must include a cover letter on official letterhead of the Offeror; with the Offeror’s name, mailing address, telephone number, facsimile number, e-mail address, and name of Offeror’s authorized signer.  The cover letter must identify the RFP Title and number, and must be signed by an individual authorized to commit the Offeror to the work proposed.  In addition, the cover letter must include:

5.1.1	Identification of the Offeror’s corporate or other legal entity status.  Offerors must include their tax identification number.  The Offeror must be a legal entity with the legal right to contract.

[bookmark: _GoBack]5.1.2	A statement indicating the Offeror’s acceptance of and willingness to comply with the requirements of the RFP and attachments, including but not limited to the State of Idaho Standard Contract Terms and Conditions and any Special Terms and Conditions included in Appendix D. Remove if there are no Special Terms and Conditions.

5.1.3.	A statement of the Offeror’s compliance with affirmative action and equal employment regulations.

5.1.4	A statement that Offeror has not employed any company or person other than a bona fide employee working solely for the Offeror or a company regularly employed as its marketing agent, to solicit or secure the Contract, and that it has not paid or agreed to pay any company or person, other than a bona fide employee working solely for the Contractor or a company regularly employed by the Contractor as its marketing agent, any fee, commission, percentage, brokerage fee, gifts or any other consideration contingent upon or resulting from the award of the Contract.  The Offeror must affirm its understanding and agreement that for breach or violation of this term, the State has the right to annul the Contract without liability or, in its discretion, to deduct from the Contract price the amount of any such fee, commission, percentage, brokerage fee, gifts or contingencies.

5.1.5	A statement naming the firms and/or staff responsible for writing the Proposal.

5.1.6	A statement that Offeror is not currently suspended, debarred or otherwise excluded from federal or state procurement and non-procurement programs.  Vendor information is available on the Internet at: https://sam.gov.

5.1.7	A statement affirming the Proposal will be firm and binding for ninety (90) calendar days from the Proposal opening date.  (Ninety (90) calendar days is minimum time, increase if needed.  Remove the language in parenthesis prior to posting.)

5.1.8	A statement that the Offeror warrants that it does not knowingly and willfully employ persons who cannot legally work in this country; it takes steps to verify that it does not hire persons who have entered our nation illegally or cannot legally work in the United States; and that any misrepresentation in this regard or any employment of persons who have entered our nation illegally or cannot legally work in the United States constitutes a material breach and will be cause for the imposition of monetary penalties up to five percent (5%) of the Contract price, per violation, and/or termination of its Contract. 

[bookmark: _Toc365290237][bookmark: _Toc366150916][bookmark: _Toc366656614][bookmark: _Toc370299096][bookmark: _Toc439169493](M) Acknowledgement of Amendments
If the RFP is amended, the Offeror must acknowledge each amendment with a signature on the acknowledgement form provided with each amendment.  Failure to return a signed copy of each amendment acknowledgement form with the Proposal may result in the Proposal being found non-responsive.  IDAPA 38.05.01.52

[bookmark: _Toc365290238][bookmark: _Toc366150917][bookmark: _Toc366656615][bookmark: _Toc370299097][bookmark: _Toc439169494]Trade Secrets
Paragraph 28 of the Solicitation Instructions to Vendors describes trade secrets to “include a formula, pattern, compilation, program, computer program, device, method, technique or process that derives economic value, actual or potential, from not being generally known to, and not being readily ascertainable by proper means by other persons and is subject to the efforts that are reasonable under the circumstances to maintain its secrecy.”  In addition to marking each page of the document with a trade secret notation (as applicable; and as provided in Paragraph 28 of the Solicitation Instructions to Vendors), Offerors must also:

Identify with particularity the precise text, illustration, or other information contained within each page marked “trade secret” (it is not sufficient to simply mark the entire page).  The specific information you deem “trade secret” within each noted page must be highlighted, italicized, identified by asterisks, contained within a text border, or otherwise clearly delineated from other text/information and specifically identified as a “trade secret.”

Provide a separate document entitled “List of Redacted Trade Secret Information” which provides a succinct list of all trade secret information noted in your Proposal; listed in the order it appears in your submittal documents, identified by Page #, Section #/Paragraph #, Title of Section/Paragraph, specific portions of text/illustrations; or in a manner otherwise sufficient to allow the State’s procurement personnel to determine the precise text/material subject to the notation. Additionally, this list must identify with each notation the specific basis for your position that the material be treated as exempt from disclosure and how the exempting the material complies with the Public Records Law.

[bookmark: _Toc365290240][bookmark: _Toc366150919][bookmark: _Toc366656617][bookmark: _Toc370299098][bookmark: _Toc439169495]Executive Summary
Include an executive summary in the Technical Proposal providing a condensed overview of the contents of the Technical Proposal demonstrating an understanding of the services to be performed.
	


6 [bookmark: _Toc365290241][bookmark: _Toc366150920][bookmark: _Toc366656618][bookmark: _Toc370299099][bookmark: _Toc439169496]Business Information
[bookmark: _Toc366150921]
[bookmark: _Toc439169497]Tailor these sections to your project; adding and modifying as appropriate

[bookmark: _Toc366656619][bookmark: _Toc370299100][bookmark: _Toc439169498](ME) Experience  
Describe in detail your knowledge and experience in providing services similar to those required in this RFP.  Include Offeror’s business history, description of current service area, and customer base.  Customize this section as needed for your project.

[bookmark: _Toc366150922][bookmark: _Toc366656620][bookmark: _Toc370299101][bookmark: _Toc439169499](E) References  
Provide three (3) completed Reference Questionnaires.  See Attachment 2.

As a general rule, DOP recommends financials be included for Contracts in excess of $1M or for which the Contractor will be required to make a significant up-front investment – or as the State/agency otherwise determine to be necessary or advisable in the evaluation of Offerors.

[bookmark: _Toc366656621][bookmark: _Toc370299102][bookmark: _Toc439169500](M) Financials (remove this section if financials not required)
Offerors are required to provide a D&B Comprehensive Insight Plus credit report or Experian ProfilePlus report (Credit Report), indicating the Offeror’s current credit score, with the Proposal submission.  The Offeror should stamp or write “Trade Secret” or “Confidential” on each page of the Credit Report information that it does not want released.  The information will be held in confidence to the extent that law allows.  Credit Report must be current and have been established within thirty (30) calendar days of the Proposal closing date.  
Credit Reports must be for the exact organization submitting the Proposal as identified on the state supplied signature page.  The Credit Report cannot be combined or consolidated with the information from any entity other than the company submitting the Proposal.  If the Offeror’s name on the Proposal does not match the name on the Credit Report, it will not be accepted and the Offeror will be found non-responsive.
The (M) Mandatory elements of this section are two-fold: the Offeror must provide a credit score on one of the named reports AND the report provided in response to the RFP must demonstrate a Delinquency Predictor rating of 1 – 3 or a CRS (credit ranking score) rating of 26 – 100.  
Failure to provide one of the named reports (or failure to provide one of the designated credit scores) will result in a finding that the Offeror is non-responsive.
In addition:
A company receiving a Delinquency Predictor rating of High risk (5) or High Medium risk (4) of experiencing financial stress and delinquent payments will not be considered for Contract award.
		Delinquency Predictor of 1 - Low Risk
Delinquency Predictor of 2 - Low Medium Risk
Delinquency Predictor of 3 - Medium Risk
Delinquency Predictor of 4 - High Medium Risk
Delinquency Predictor of 5 - High Risk


A company receiving a rating of High risk (0-10) or High Medium risk (11-25) of experiencing financial stress and delinquent payments will not be considered for Contract award.

		CRS of 76-100 = Low Risk
		CRS of 51-75 = Low Medium Risk
		CRS of 26-50 = Medium Risk
		CRS of 11-25 = High Medium Risk
			CRS of 0-10 = High Risk


7 [bookmark: _Toc366656622][bookmark: _Toc366659104][bookmark: _Toc366659178][bookmark: _Toc366659463][bookmark: _Toc366659533][bookmark: _Toc366659639][bookmark: _Toc366659941][bookmark: _Toc366660014][bookmark: _Toc366660078][bookmark: _Toc366660262][bookmark: _Toc366660685][bookmark: _Toc367093287][bookmark: _Toc369796499][bookmark: _Toc366659949][bookmark: _Toc366660022][bookmark: _Toc366660086][bookmark: _Toc366660270][bookmark: _Toc366660693][bookmark: _Toc367093295][bookmark: _Toc369796507][bookmark: _Toc366656634][bookmark: _Toc370299103][bookmark: _Toc439169501]Organization and Staffing  
Describe your qualifications to successfully complete the requirements of the RFP by providing a detailed response to the following: 

[bookmark: _Toc439169502]Tailor these sections to your project needs; adding and modifying as appropriate

[bookmark: _Toc436204245][bookmark: _Toc439169503](ME) Key Personnel and Qualifications 
Provide a list of key management, customer service and other personnel to be used in the fulfillment of this Contract, to include all pertinent contact information.  Provide resumes for employees who will be managing and/or directly providing services under the Contract.  For positions that are not filled, a position description (including requisite qualifications/experience) must be provided.

[bookmark: _Toc366656636][bookmark: _Toc370299106][bookmark: _Toc439169504](M) Subcontractors 
If you intend to utilize subcontractors, describe the extent to which they will be used to comply with Contract requirements.  Include each position providing service, and provide a detailed description of how the subcontractors are anticipated to be involved under the Contract.  Include a description of how the Offeror will ensure that all subcontractors and their employees will meet all Scope of Work requirements. 

If your project may involve extensive use of subs and subs will be named in the Proposal response; you may consider revising this section to include an evaluation of subcontractor qualifications as part of your evaluated criteria; e.g. “Subcontractors will be required to provide the same qualification, resume, and reference information as Offerors. Offerors must disclose the location of the subcontractor’s business office and the location(s) of where the actual work will be performed.”  If you do so, you will need to designate this section as evaluated.


 [Other agency/project-specific requested information related to organization and staffing]


8 [bookmark: _Toc366656639][bookmark: _Toc370299107][bookmark: _Toc439169505]SCOPE OF WORK

[bookmark: _Toc366656640][bookmark: _Toc366659118][bookmark: _Toc366659192][bookmark: _Toc366659477][bookmark: _Toc366659547][bookmark: _Toc366659647][bookmark: _Toc366659955][bookmark: _Toc366660028][bookmark: _Toc366660092][bookmark: _Toc366660276][bookmark: _Toc366660699][bookmark: _Toc367093301][bookmark: _Toc369796513][bookmark: _Toc366656644][bookmark: _Toc370299109][bookmark: _Toc439169506](ME) Requirements
Use this Proposal outline as part of your response to the RFP.  Keep in mind, the evaluators will be scoring your Proposal based on the methodologies proposed and the completeness of the response to each item listed below. 
			
Describe how you will meet each requirement listed below (e.g. personnel, proposed time lines, methodologies to be used, etc.): 

[bookmark: _Toc366656645]8.1.1	Describe how you will

[bookmark: _Toc366656646]8.1.2	Describe how you will

[bookmark: _Toc366656647]8.1.3	Describe how you will

	
9 [bookmark: _Toc366656648][bookmark: _Toc370299110][bookmark: _Toc439169507]COST PROPOSAL AND BILLING PROCEDURE
	
[bookmark: _Toc439169508](ME) Cost Proposal
Use the format established in Appendix A to respond to the Cost Proposal of this RFP, and identify it as “Appendix A - Cost Proposal – RFP Number RFP Title.”  Altering the format may result in a finding that your Proposal is non-responsive.

The Offeror must provide a fully-burdened rate which must include, but not be limited to, all operating and personnel expenses, such as: overhead, salaries, administrative expenses, profit, and supplies. Include other items as appropriate, with regard to local/non-local travel, per diem, etc.

[bookmark: Text176]Add any agency/project specific requirements/limitations/conditions; address unit costs, etc.  

[bookmark: _Toc439169509]Billing Procedure
[Modify as appropriate for your agency needs; add agency-specific requirements as appropriate: e.g. Invoices and reports must be submitted to the (Department/Agency) no later than # days after #; Invoices received without the required report(s)/documentation will be returned to the Contractor for resubmission with the required report(s)/documentation; etc. Remove this language before posting]  
The Contractor must provide a signed invoice upon [Agency acceptance/delivery/service completion/completion of each line item/etc.].  The invoice [and respective reports] must be submitted no later thirty (30) calendar days after [acceptance/delivery/services were provided].  No invoice will be accepted or paid without receipt of required [reports/documentation/etc.].  Invoices submitted without the required [reports/documentation] will be returned to the Contractor for resubmission.  

The Contractor must provide the following information with each invoice: 

1	IPRO contract number (and name of project/product, if appropriate); and agency purchase order number, if applicable.
2	Identification of the billing period.
3	Total amount billed for the billing period.
4	Detailed description of services/products provided and associated # of hours/$ amounts, as appropriate.
5	Name of authorized individual/contact information for Contractor. 

Invoices and reports must be submitted to:
	Name
	Agency name
	Address

[Add agency-specific requirements as appropriate: e.g. Final invoices and reports must be submitted to the (Department/Agency) no later than # days after #; Invoices received without the required report(s)/documentation will be returned to the contractor for resubmission with the final report(s)/documentation; etc. Remove this language before posting]  

10 [bookmark: _Toc366656649][bookmark: _Toc370299111][bookmark: _Toc439169510]PROPOSAL REVIEW, EVALUATION AND AWARD

The objective of the State in soliciting and evaluating Proposals is to ensure the selection of a firm or individual that will produce the best possible results for the funds expended.

10.1	All Proposals will be reviewed first to ensure that they meet the Mandatory Submission Requirements of the RFP as addressed in Sections noted with an (M) or (ME).  Any Proposal (s) not meeting the Mandatory Submission Requirements may be found non-responsive. 

10.2	The Technical Proposal will be reviewed first on a “pass” or “fail” basis to determine compliance with those requirements listed in the RFP with an (M) or (ME).  All Proposals which are determined by the State, in its sole discretion, to be responsive in this regard will continue in the evaluation process outlined in this Section.

10.3		The Technical Proposal will be evaluated and scored utilizing one (1) or more Technical Proposal Evaluation Committee(s). 

[bookmark: Text185][bookmark: Text186]10.4	The scores for the Technical Proposal will be normalized as follows:  The Technical Proposal with the highest raw technical score will receive all available Technical Points 000.  Other Proposals will be assigned a portion of the maximum available Technical Points, using the formula:  000 X raw score of technical Proposal being evaluated/highest raw technical score.

[Delete 10.5 if oral presentations/demos will NOT be conducted; otherwise, select one (revise as needed) and delete the remaining options; additionally:
· Identify limiting factors, such as only conducting oral presentations/demos with the three highest scoring Offerors in the evaluation of Technical Proposals (for example); and,
· 
· You will need to add another Section that identifies that scores for oral presentations/demos will be normalized and that shows how they will be normalized (same way that Technical Proposals are normalized); and,
· [bookmark: _Toc366656650][bookmark: _Toc366659125][bookmark: _Toc366659199][bookmark: _Toc366659484][bookmark: _Toc366659554][bookmark: _Toc366659654][bookmark: _Toc366659962][bookmark: _Toc366660035][bookmark: _Toc366660099][bookmark: _Toc366660283][bookmark: _Toc366660706][bookmark: _Toc367093308][bookmark: _Toc369796520][bookmark: _Toc366656652][bookmark: _Toc370299112]Identify whether or not a team different from the Technical Proposal evaluators will be used]

10.5	Oral Presentations/Demonstrations

[option 1] Up to three (3) Offerors, with the highest raw scores after the evaluation of the Technical Proposal is complete, may be asked to make oral presentations.

[option 2] Demonstrations and Software verification - The State may require demonstrations from up to three (3) Offerors with the highest raw technical scores.  Unless otherwise specified, demonstrations will strictly be Pass/Fail and will be used to verify through demonstration how the proposed solution meets the requirements set forth in the RFP.  The State may provide demonstration scenarios in accordance with the specifications of this Solicitation.

[option 3] Offeror demonstrations of proposed property - Offeror must be prepared to confirm its ability to provide all proposed property to the State.  Any required confirmation must be provided at a site approved by the State and at no cost to the State.

[option 4] Oral demonstrations, Software/Hardware verification and validation (V&V), and Customer Site Visits may be required by the State after the evaluation of the Technical Proposals.  

If all responsive Proposals will have cost scored, remove this paragraph 10.6 in its entirety.
10.6	The Cost Proposal will only be opened and evaluated for Offerors who receive define any limiting factors for opening cost Proposals, e.g. top three technical; minimum %age of available points, etc.

10.7	The scores for the Cost Proposal will be normalized as follows:  The cost evaluation will be based on describe what cost information will be used; e.g. ‘the total cost proposed for required services as itemized in Appendix A’ then remove this instruction.  The Proposal with the lowest overall Total Cost proposed will receive a score of 000.  Other Proposals will be assigned a portion of the maximum score using the formula:  000 X lowest cost Proposal/cost Proposal being evaluated.

10.8	The number of total points for each Proposal will be determined by adding the normalized score for the Technical Proposal to the normalized score for the Cost Proposal.
[bookmark: _Toc439169511]*Re-number Section 10 if some paragraphs not used*


10.9	Evaluation Criteria

	Technical Proposal:

Mandatory Submission Requirements 	Pass/Fail
[bookmark: Text54]	Business Information (Section 6)	      points
	Organization and Staffing (Section 7)	      points
[bookmark: Text55]	Scope of Work (Section 8)	      points

Oral Demonstrations (if conducted)				          200 points

[bookmark: Text209]	Cost Proposal (Appendix A)	Usually 300 or 400 points
	Total Points	1,000 points

          Total Points with Oral Demonstrations (if conducted)	     1,200 points		

10.10	Award 
Award of Contract will be made to the responsive, responsible Offeror whose Proposal receives the highest number of total normalized points. 
[bookmark: _Toc439169512]
APPENDIX A – COST PROPOSAL

[bookmark: Text171]RFP Number and Title

[Describe type of Cost structure required, e.g. based on the service industry norm.  Insert line items and/or a table, as appropriate; remove this language before posting]:  


This Appendix A “Cost Proposal” must be completed and returned with your response.
	
Company Name: _									
Name of Individual submitting Proposal:							
Phone:						   Fax: 					
E-mail: 											


[bookmark: _Toc366150941][bookmark: _Toc366656655][bookmark: _Toc370299114]
[bookmark: _Toc439169513]APPENDIX B - PERFORMANCE METRICS
[Insert Performance Metrics, if applicable – suggested format, below; otherwise delete Appendix B – If no liquidated damages, delete the reference to 1.1]

 [Events of default where liquidated damages could be assessed or failure to comply could put the state agency at risk.  Remove this language before posting]

[bookmark: _Toc365290249][bookmark: _Toc366150942][bookmark: _Toc366656656]1.1	Performance Metrics 

1.	Metric Description:  
			Required Level of Expectation:       % 
			Method of Monitoring:       
			Strategy for Correcting Non-Compliance:       

2.	Metric Description:  
			Required Level of Expectation:       % 
			Method of Monitoring:       
			Strategy for Correcting Non-Compliance:       

3.	Metric Description:  
			Required Level of Expectation:       % 
			Method of Monitoring:       
			Strategy for Correcting Non-Compliance:      

4.	Metric Description:  
			Required Level of Expectation:       % 
			Method of Monitoring:       
			Strategy for Correcting Non-Compliance:      


[bookmark: _Toc365290250][bookmark: _Toc366150943][bookmark: _Toc366656657]1.2 	Liquidated Damages
[bookmark: Text172]	Insert liquidated Damages Language (agencies should consult with their agency's legal counsel and with DOP; DOP can provide example LD language)
[bookmark: _Toc366656658][bookmark: _Toc370299115][bookmark: _Toc439169514]
APPENDIX C - REPORTS
[bookmark: _Toc366656561]
[If reports are a required element, add here; otherwise delete Appendix C.]

[bookmark: LastPage]
	Report or Form
	Required by Contract Section #
	Description
	Submitted to
	Frequency
	Date Due

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


[bookmark: _Toc499023731][bookmark: _Toc494272766][bookmark: _Toc494275963][bookmark: _Toc494508184][bookmark: _Toc494509062]
[bookmark: _Toc366656667][bookmark: _Toc370299116][bookmark: _Toc439169515]
APPENDIX D - SPECIAL TERMS AND CONDITIONS

[if there are special terms and conditions, such as those that are specific to the project at hand, or to an agency, which may include: Reference to applicable State/Fed laws/regulations (e.g. HIPAA,  Clean Water Act, etc.), Ownership (expanding or modifying the standard term); Software Requirements (specific to the project); additional or modified insurance requirements (e.g. Technology E/O, Professional Liability, Cyber Risk, abuse and molestation, etc.); add those here; otherwise delete Appendix E (if there are no special terms and conditions)]

[bookmark: _Toc366656668][bookmark: _Toc370299117][bookmark: _Toc439169516]
ATTACHMENT 1 - OFFEROR QUESTIONS 

PLEASE DO NOT IDENTIFY YOUR NAME OR YOUR COMPANY’S NAME OR PRODUCT NAMES OF INTELLECTUAL PROPERTY IN YOUR QUESTIONS.

ADD ROWS BY HITTING THE TAB KEY WHILE WITHIN THE TABLE AND WITHIN THE FINAL ROW.

The following instructions must be followed when submitting questions using the question format on the following page.
1. DO NOT CHANGE THE FORMAT OR FONT.  Do not bold your questions or change the color of the font.
2. Enter the RFP section number that the question is for in the “RFP Section” field (column 2).  If the question is a general question not related to a specific RFP section, enter “General” in column 2.  If the question is in regard to a State Term and Condition or a Special Term and Condition, state the clause number in column 2.  If the question is in regard to an attachment, enter the attachment identifier (example “Attachment A”) in the “RFP Section” (column 2), and the attachment page number in the “RFP page” field (column 3).
3. Do not enter text into the “Response” field (column 5).  This is for the State’s use only.
4. Once completed, this form is to be e-mailed per the instructions in the RFP.  The e-mail subject line is to state the RFP number followed by “Questions.”


[bookmark: Text178][bookmark: Text179]Enter Number Enter Title
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	RFP Section
	RFP Page
	Question
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[bookmark: _Toc366656669][bookmark: _Toc370299118][bookmark: _Toc439169517]ATTACHMENT 2 - (E) REFERENCES

[bookmark: _Toc366656670]INSTRUCTIONS TO THE OFFEROR:

[bookmark: Text211]Offerors will be scored on three (3) completed reference questionnaires (if fewer than three (3) are received prior to the RFP closing date and time, the Offeror will receive a zero (0) for all questions not scored and questionnaires not received).  Scores from reference questionnaires will be averaged. The reference questionnaires must be from individuals, companies, or agencies for whom the Offeror provided products or services that are similar in nature and scope to those requested by this RFP, and within the last enter # years from the date this RFP was posted to IPRO.  The agency name may not be utilized as a reference.  Only one (1) reference will be received/qualify per reference company/agency.  If multiple references are received from the same company/agency, only the first received will be accepted.  Insert any other restrictions on references that may be appropriate.

References outside the requisite number of years (See paragraph above), and references determined by the State, in its sole discretion, to be not of a similar nature and scope to the products or services requested in this RFP will receive a score of zero (0).  Determination of similar will be made by using the information provided by the reference in Section II of the Reference Questionnaire, General Information, and any additional information provided by the reference, or otherwise obtained by the State.  It is in the State’s sole discretion as to whether or not any references will be contacted for clarification or for additional information.

[bookmark: _Toc366656671]REFERENCES MUST BE RECEIVED BY THE RFP LEAD, DIRECTLY FROM THE REFERENCE, IN ORDER TO BE CONSIDERED.


1. Offerors must complete the following information on page 2 of the “Reference’s Response To” document before sending it to the Reference for response.

     a. Print the name of your reference (company/organization) on the “REFERENCE NAME” line.

     b. Print the name of your company/organization on the “OFFEROR NAME” line.

	c. Be certain that the RFP closing date and time in Instruction 5, on the following page, is correct.
[bookmark: _Toc366656672]
2. Send the “Reference’s Response To” document to your references to complete.


[bookmark: _Toc366656673]NOTES:  It is the Offeror’s responsibility to follow up with its references to ensure timely receipt of all questionnaires.  Offerors may e-mail the RFP Lead prior to the RFP closing date to verify receipt of references.

[bookmark: _Toc366656674]References are not scored by a Technical Proposal evaluation committee.  References will provide scores via the reference questionnaires and the RFP Lead will enter the scores for qualifying references into a spreadsheet that will calculate averaged scores.

REFERENCE QUESTIONNAIRE
[bookmark: _Toc366656675]REFERENCE’S RESPONSE TO:
[bookmark: Text14]RFP Number
[bookmark: Text15]RFP Title


REFERENCE NAME (Company/Organization): 								

[bookmark: Text183]OFFEROR (Vendor) NAME (Company/Organization): 						has submitted a Proposal to the State of Idaho, Agency, to provide the following services:      .  We’ve chosen you as one of our references.


INSTRUCTIONS
 
1.	Complete Section I. RATING using the Rating Scale provided.  

2.	Complete Section II. GENERAL INFORMATION (This section is for information only and will not be scored.)

3. Complete Section III. ACKNOWLEDGEMENT by manually signing and dating the document. (Reference documents must include an actual signature.)

4. E-mail or fax THIS PAGE and your completed reference document, SECTIONS I through III to:

	RFP Lead:	     
[bookmark: Text13]			Title

[bookmark: Text182]	E-mail: 		     
	
[bookmark: Text210]	Fax:  		208-     

[bookmark: Text5]5. This completed document MUST be received no later than Enter Closing Date at 5:00 p.m. Mountain Time.  Reference documents received after this time will not be considered.  References received without an actual signature will not be accepted.

6. DO NOT return this document to the Offeror (Vendor).

7. In addition to this document, the State may contact references by phone or e-mail for further clarification, if necessary.



Section I. RATING

Using the Rating Scale provided below, rate the following numbered items by circling the appropriate number for each item:

                                                          Rating Scale
	 Category
	Score

	Poor or Inadequate Performance
	0

	Below Average
	1 – 3

	Average
	4 – 6

	Above Average
	7 - 9

	Excellent
	10




Circle ONE number for each of the following numbered items: 

[SAMPLE QUESTIONS PROVIDED; REVISE QUESTIONS TO FIT YOUR PROJECT THEN REMOVE THIS LANGUAGE]

1. 	Rate the overall quality of the vendor’s services:

10	9	8	7	6	5	4	3	2	1	0

2.	Rate the response time of this vendor:

10	9	8	7	6	5	4	3	2	1	0

3.	Rate how well the agreed upon, planned schedule was consistently met and deliverables provided on time.  (This pertains to delays under the control of the vendor):

10	9	8	7	6	5	4	3	2	1	0

4. 	Rate the overall customer service and timeliness in responding to customer service inquiries, issues and resolutions:

10	9	8	7	6	5	4	3	2	1	0

5. 	Rate the knowledge of the vendor’s assigned staff and their ability to accomplish duties as contracted:

10	9	8	7	6	5	4	3	2	1	0

6. 	Rate the accuracy and timeliness of the vendor’s billing and/or invoices:

10	9	8	7	6	5	4	3	2	1	0
7. 	Rate the vendor’s ability to quickly and thoroughly resolve a problem related to the services provided:

10	9	8	7	6	5	4	3	2	1	0

8. 	Rate the vendor’s flexibility in meeting business requirements:
 
10	9	8	7	6	5	4	3	2	1	0

9. 	Rate the likelihood of your company/organization recommending this vendor to others in the future:
 
10	9	8	7	6	5	4	3	2	1	0


Section II. GENERAL INFORMATION

1. 	Please include a brief description of the services provided by this vendor:







2.	During what time period did the vendor provide these services for your business?

Month:_________  Year:_________	to 	Month:_________  Year:_________


Section III. ACKNOWLEDGEMENT

I affirm to the best of my knowledge that the information I have provided is true, correct, and factual:


											
Signature of Reference				Date


											
Print Name					Title


					
Phone Number 
 
					
E-mail address

[bookmark: _Toc439169518][bookmark: _Toc366656676][bookmark: _Toc370299119]ATTACHMENT 3 - PRE-PROPOSAL CONFERENCE REGISTRATION FORM 


	PRE-PROPOSAL CONFERENCE
	[bookmark: Text1][bookmark: Text2][bookmark: Text3]Date:  Day, Date, Time Mountain Time

	[bookmark: Text6]Agency:      
	[bookmark: Text4]RFP #:       
Title:        




Verbal Information:  Questions concerning an RFP must be directed in writing to the RFP Lead in the period of time prescribed in the RFP document.  Bids, Proposals, or Quotations deviating from the specifications by any means other than an authorized written addendum will be subject to rejection.  The State will not be responsible for any verbal or oral information given to Vendors by anyone other than an authorized purchasing official.  Reliance on any verbal representation is at the Vendor’s sole risk.

[bookmark: Text7][bookmark: Text8][bookmark: Text9][bookmark: Text10]Potential Offerors choosing to participate in the Pre-Proposal Conference must pre-register by submitting this completed form, via e-mail, to the RFP Lead at email address.  After the RFP Lead receives your form, you will be provided with phone conferencing and meeting details.  Please indicate in the appropriate column if your attendance will be by phone.  Attendees are asked to register for the Pre-Proposal Conference no later than time, Mountain Time, day, date. 

PLEASE PRINT:
	Name
	Company
	Email Address
	Phone Number
	By Phone

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




[bookmark: _Toc439169519]
ATTACHMENT 4 - DEFINITIONS 

[bookmark: Text180]Insert RFP-specific Definitions (outside of terms already defined in Code/other Attachments). Delete this Attachment 3 if not applicable.
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