RFP [###-####-##] – [RFP title]

GENERAL GUIDELINES FOR THE RFP TEMPLATE 

1. SOME NEW STUFF
a. ORDER – This RFP template is designed to present the RFP in chronological order.  If used as a multiple round, all round one items are together, R1 overview, R1 submission, R1 evaluation, competitive range.  R2 overview, R2 submission, R2 evaluation, and so on.

b. SIMPLIFY – A lot of time was spent in simplifying the language of the template.  Long phrases such as “Agency reserves the right to…” were replaced with “Agency may…”
c. STYLES – This template is formatted using a limited number of styles.  Styles allow for the use of an automated table of contents and it simplifies many other functions.  Though styles will not seem simple to someone who has not used them before, once used, many common Microsoft Word frustrations will no longer be issues.

d. HEADER/FOOTER – The header is designed to insert the RFP number and the Title.  The footer is designed not to be edited, but to display the version of the template, and the page number.
2. EDITABLE / STATIC LANGUAGE (a.k.a. to track or not to track)
a. EDIT = YES / TRACK = NO - Some sections of the RFP template simply have a header and a note explaining what to insert.  It may have an introductory sentence, but the majority of the text is for the user to insert.

b. EDIT = YES / TRACK = YES – Some sections of the RFP template have a large amount of text already drafted and it calls for minor edits such as checking your rule references, selecting contract or price agreement, or other minor to mid-range edits to make existing language fit a specific project.
c. EDIT = GENERALLY NO / TRACK = YES – Some sections of the RFP template are designed to not be edited, such as much of section 5.  If you make edits here, use track changes and add comments explaining why there was a need for editing the language.
3. OPTIONS / EXAMPLES

a. OPTIONS – Sections that list two or more OPTIONS are for situations where almost all situations will fall into a very few scenarios.  These are designed so that the user can select one of the OPTIONS, delete the others, and then make any necessary edits in track changes.

b. EXAMPLES – Sections that list two or more EXAMPLES are for situations where there are far too many situations to list them all.  These are designed to give the user some ideas.  The user will select an EXAMPLE, delete the remaining, and edit to fit the need, or will delete all of the EXAMPLES and draft language to meet the need.
4. NEW PRACTICES TO MINIMIZE POTENTIAL CONFLICTS
USE OF NUMBERS – A commonplace practice was to write out a number and then use the Arabic number in parenthesis, e.g. “ten (10) days”.   At times this led to conflicts when a number changed and a user only changed one number e.g. “ten (15) days”.  This template is designed to simply use the Arabic number e.g. “10 days.”
REFERENCING SECTIONS – A commonplace practice was to write out the section number the user was referencing in the document e.g. “as listed in section 3.13 of the RFP.”  At times this led to conflicts if sections were inserted or removed and the section references were not updated accurately.  This template is designed to reference the section title e.g. “as listed in the Preferences Section.”

EVALUATION POINTS – A commonplace practice was to list the amount of point for each evaluation item in the evaluation section as well as list the total amount of points at the beginning or end of the section.  At times this led to conflicts if points were changed and the total was not, or if the math was not added correctly because the numbers were spread out over a large section.  This template is designed to only list the points in the Points and Score Calculation Section to lessen the risk of errors and conflicts.

5. Data Classification
Data classification for this template, attachments and tutorials varies depending on the stage in the procurement cycle.  This document has been classified as follows:
As a template – Data Classification Level 3, “Restricted” – due to the potentially sensitive negotiation language
As a posted solicitation – Data Classification Level 1, “Published”

As a closed solicitation document pending award – Data Classification Level 3, “Restricted”

As a completed solicitation document that has been processed through contract award – Data Classification Level 1, “Published”
State of Oregon
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Yellow highlighted areas indicate blanks to be filled in or areas to be revised with information specific to your RFP.
[Notes to buyer that identify sections that are options may be modified or provide other instructions.  Notes are to be deleted prior to publishing.]

[If agency is not subject to the Public Contracting Code or DAS Rule, revise citations throughout the document accordingly]

SECTION 1: GENERAL INFORMATION
1.1 INTRODUCTION
[The introduction is your high level overview of your project]

1.2 SCHEDULE
[The schedule states all significant dated events in a single location for easy location.  Items can be added to or removed from the template table to make the table meet the user’s needs.]
1.3 SINGLE POINT OF CONTACT (SPC)
[This section describes the SPC on the front page and should not require any modification]

SECTION 2: AUTHORITY, OVERVIEW, AND SCOPE 
2.1 AUTHORITY AND METHOD

[OPTION 1 or OPTION 2 - Select the option that fits your project, delete the other.  If edits are required, make them in track changes]

2.2 DEFINITION OF TERMS
General Definitions
[You may reference the DAS definitions even if you are not subject to DAS rules]

Project Specific Definitions
[Look at the definitions in OAR 125-246-0110, anything you would like listed here that are not found in rule, list here.]
2.3 OVERVIEW
[You do not have to have text in between 2.3 and 2.3.1]
Agency Overview and Background
[WHO ARE WE?  -  What is it that our agency/division/program does, what is our mission/purpose, etc.?  Why do we exist?  This may be how we introduce ourselves to the public on our website.]

Project Overview and Background
[HOW DID WE GET HERE?  - This is where we tell the story of what brought us to this point.  What is the history of this project?  How did it begin, what have we done up to this point, and what led us to need to do this RFP?]

Purpose
[WHERE ARE WE GOING FROM HERE?  - Now that the reader knows who we are and how we got to this point we tell them where we are trying to go.  What problem exists that needs a solution?  Tell the story here to ensure that the appropriate pool of vendors are interested.
2.4 SCOPE OF WORK
[The scope of work may be inserted here as a section or may be an attachment and simply referenced form this point.]
SECTION 3: PROCUREMENT REQUIREMENTS AND EVALUATION
3.1 MINIMUM REQUIREMENTS
[What minimum qualifications, experience, licenses, etcetera, must a vendor have to be able to submit a proposal?  What will be your PASS/FAIL filter?  If you want to separate minimum proposer requirements and minimum key person requirements, leave this section divided, (consider the difference between a company having history of doing projects without anyone on the project team having worked this type of project versus a team of very qualified people establishing a new company that will have no “company” history.  Consider the history from both a business and a technical perspective.]

Minimum Proposer Requirements

[Consider any requirements for the Proposer at the company level.  Licenses, approvals, certifications, experience, successful projects, etc.]

Minimum Key Person Requirements
[Consider any requirements for the Proposer’s Key Persons at the individual level.  Licenses, approvals, certifications, experience, successful projects, education, training, etc.]
3.2 MINIMUM SUBMISSION REQUIREMENTS
Proposal Format and Quantity
[The lead paragraph is static, select “electronic file” or “sealed envelope”.  Any other changes should be in track changes.

[OPTION 1, OPTION 2, or OPTION 3 - Select the option that fits your project, delete the others.  Check the references, update the highlighted text.  If further edits are required, they should be made in track changes]

Proposal Page Limit

[Optional section.  Keep, edit, or remove.]

Authorized Representative

[Any edits should be made in track changes and include a comment explaining the need for the change]

3.3 [ROUND 1] PROCUREMENT PROCESS
Public Notice
[Any edits should be made in track changes and include a comment explaining the need for the change]

Questions / Requests for Clarification
[Update the highlighted text.  If further edits are required, they should be made in track changes]

Pre-Proposal Conference

[OPTION 1 or OPTION 2 - Select the option that fits your project, delete the other.  Update the highlighted text.  If further edits are required, they should be made in track changes]

Attendance at Pre-Proposal Conference
Solicitation Protests
Protests to RFP

[Update the highlighted text.  If further edits are required, they should be made in track changes]

Protests to Addenda

[Any edits should be made in track changes and include a comment explaining the need for the change]

Protests must:
[Any edits should be made in track changes and include a comment explaining the need for the change]

Protest Response
Proposal Submission Options
Submission through ORPIN

[OPTION 1 or OPTION 2 - Select the option that fits your project, delete the other.  If edits are required, make them in track changes]

Submission through Mail or Parcel Carrier
[Any edits should be made in track changes and include a comment explaining the need for the change]

Submission in Person

[Update the highlighted text.  If further edits are required, they should be made in track changes]

Proposal Modification or Withdrawal
[Check statutory reference.  Any edits should be made in track changes and include a comment explaining the need for the change]

Proposal Due

[Any edits should be made in track changes and include a comment explaining the need for the change]

Proposal Rejection

[Any edits should be made in track changes and include a comment explaining the need for the change]
Opening of Proposal
[OPTION 1 or OPTION 2 - Select the option that fits your project, delete the other.  Update the highlighted text.  If edits are required, make them in track changes]

3.4 [ROUND 1] PROPOSAL CONTENT REQUIREMENTS

[Any edits should be made in track changes and include a comment explaining the need for the change]

Proposal Certification Sheet 
[Any edits should be made in track changes and include a comment explaining the need for the change]

Proposer Information Sheet
[Any edits should be made in track changes and include a comment explaining the need for the change]

Tax Affidavit

[The tax affidavit is a requirement of ORS 279B.110.  The option is when you request the affidavit.  Option 1 requires that all proposers submit an affidavit with their proposal (the requirement being in section 3).  Option 2 requires that only the apparent successful proposer submits a tax affidavit (the requirement being in section 4).

[Select Contract or Price Agreement, remove the other.   Any further edits should be made in track changes and include a comment explaining the need for the change]

Key Persons and their Resumes

[If you are using Key Persons, state here what needs to be submitted]
References

[References have two main components.  Gathering the information, and scoring.  This section covers the information gathering, the scoring is covered in the evaluation section:
GATHERING THE INFORMATION

There are three common ways to gather the reference information.  These three ways are provided in the examples in the template.  Each of these examples has its pros and cons.  You may select one of the examples provided or create your own.
· EXAMPLE 1:  Proposer sends the form to reference, reference fills out the form and sends it to the SPC.

· EXAMPLE 2:  Proposer sends the form to reference, reference fills out the form and returns it to Proposer, and Proposer then submits the form with their proposal.

· EXAMPLE 3:  Proposer submits reference contact information, SPC contacts reference directly.]
Project Implementation Plan
[Any edits should be made in track changes and include a comment explaining the need for the change]

ADDITIONAL SECTIONS MAY BE INSERTED HERE

[If you have any additional Proposal content requirements add additional sections before the Cost Proposal.]
Cost Proposal
[Four examples are provided in the template.  Select the example that best fits your project and edit to fit, or delete all examples and draft section from scratch.]

Public Record/Confidential or Proprietary Information

[Check statute references.  Any edits should be made in track changes and include a comment explaining the need for the change]

3.5  [ROUND 1] EVALUATION PROCESS
Responsiveness and Responsibility Determination
[Any edits should be made in track changes and include a comment explaining the need for the change]

Evaluation Criteria
[The template example is an example of how an evaluation could be structured and may be modified to meet Agency needs

A scoring table is a tool that is found to be helpful by many proposers and evaluators.  This is not a required item and can be edited or removed.]

Evaluation Items
[List the evaluation criteria here.  Keep in mind asking a question like “Does vendor….”seeks a yes or no answer, and not a scored response, while asking a question like “How well does vendor…” seeks a scored response.  Consider stating the item being reviewed then listing a few questions that the evaluators will be asking themselves while assigning scores.
3.6 [ROUND 1] NEXT STEP DETERMINATION

[Any round should end with this section.  This section allows the Agency to end the process or to continue on.  This gives needed flexibility in the case of unforeseen circumstances.  Any edits should be made in track changes and include a comment explaining the need for the change].
3.7  [ROUND 1] COMPETITIVE RANGE
Competitive Range Determination
[There are several ways to determine competitive range.  You may specify a set number, specify a set number and allow for modification based on natural break (as listed in the example provided in the template), set a mark in scoring, and everyone who exceeds the mark moves forward, determine that natural break will determine the second round, etc.  Explain the method to be used in this section.]

Competitive Range Protest

[If allowing for protesting of competitive range at this stage, address the requirements for the protest.  Edit as needed.]
3.8 [ROUND 2] PROCUREMENT PROCESS
[If there is no second round, REMOVE all “Round 2”sections]
Interviews 
[Interviews are a common round 2 practice, edit, rewrite, or remove this section to meet need.]

3.9  [ROUND 2] SUBMITTAL REQUIREMENTS
[Second rounds often consist of interviews or demonstrations.  Describe here the requirements for round two submissions or state that there are no submissions for the second round.]
3.10 [ROUND 2] EVALUATION PROCESS
Responsiveness Determination
[Second rounds often consist of interviews or demonstrations.  They may or may not require any additional submitted information.  Option 1 describes the option where nothing further is submitted, option 2 describes the option where additional items are submitted.  Select the option you want to use, remove the other, and make edits in track-changes as needed.

Evaluation Criteria
[Second rounds often consist of interviews or demonstrations.  They may or may not require any additional submitted information.  Option 1 describes the option where nothing further is submitted, option 2 describes the option where additional items are submitted.  Select the option you want to use, remove the other, and make edits in track-changes as needed.

A scoring table is a tool that is found to be helpful by many proposers and evaluators.  This is not a required item and can be edited or removed.

Evaluation Items
[List the evaluation criteria here.  Keep in mind asking a question like “Does vendor….”seeks a yes or no answer, and not a scored response, while asking a question like “How well does vendor…” seeks a scored response.  Consider stating the item being reviewed then listing a few questions that the evaluators will be asking themselves while assigning scores.
3.11 [ROUND 2] NEXT STEP DETERMINATION

[Any round should end with this section.  This section allows the Agency to end the process or to continue on.  This gives needed flexibility in the case of unforeseen circumstances.  Any edits should be made in track changes and include a comment explaining the need for the change].
3.12 COST EVALUATION

[Describe the method for assigning a score to a proposers cost.  The template uses probably the most common formula use in RFPs.  If using this section, make any needed edits in track changes.]

3.13 PREFERENCES
Oregon Supplies and Services

[The following option may be removed.  If being used, check the Statute references.  Any further edits should be made in track changes and include a comment explaining the need for the change]

Reciprocal Preference

[Check the rule references.  Any further edits should be made in track changes and include a comment explaining the need for the change].

Recycled Materials

[Check the rule references.  Any further edits should be made in track changes and include a comment explaining the need for the change].

Tiebreakers
[Select Contract or Price Agreement, remove the other.  Check the Statute references.  Any further edits should be made in track changes and include a comment explaining the need for the change].

3.14 POINT AND SCORE CALCULATIONS

[This section is where the points are explained.  The methodology provided in the template uses a weighted points and scoring method.  Either use the language provided, expanding the tables as needed and assigning points to each section, making edits in track-changes as needed, or remove the text here and define your own methodology.]
3.15 RANKING OF PROPOSERS

[This section is to describe the method for ranking Proposers for award.  The template gives two examples of how this may work.  One adds the points from all rounds of evaluation to the cost.  The second uses each round to narrow the field, then resets each proposer to zero, thereby evaluating each round independently and not counting it toward the final score.  There are many other options for scoring.  Select one of the examples and edit (in track changes) to meet your need, or remove both examples and create a new ranking methodology.]
SECTION 4: AWARD AND NEGOTIATION
4.1 AWARD NOTIFICATION PROCESS

Award Consideration

[Select Contract or Price Agreement, remove the other.  Any further edits should be made in track changes and include a comment explaining the need for the change]

Intent to Award Notice

[Select Contract or Price Agreement, remove the other.  Any further edits should be made in track changes and include a comment explaining the need for the change]

4.2 INTENT TO AWARD PROTEST
Protest Submission

[Enter the number of days for the Intent to Award protest.  Select Contract or Price Agreement, remove the other.  Check the Statute references.  Any further edits should be made in track changes and include a comment explaining the need for the change]

Protests must:
[Check and make any desired edits to the methods of delivery to the SPC.  Any further edits should be made in track changes and include a comment explaining the need for the change]
Response to Protest

[Any edits should be made in track changes and include a comment explaining the need for the change}
4.3 APPARENT SUCCESSFUL PROPOSER SUBMISSION REQUIREMENTS

[Insert any additional submittal items in this section]

Insurance

[Select Contract or Price Agreement, remove the other.  Check the Exhibit and Attachment references.  Any further edits should be made in track changes and include a comment explaining the need for the change]
Taxpayer Identification Number
[Any edits should be made in track changes and include a comment explaining the need for the change]
Tax Affidavit

[The tax affidavit is a requirement of ORS 279B.110.  The option is when you request the affidavit.  Option 1 requires that all proposers submit an affidavit with their proposal (the requirement being in section 3).  Option 2 requires that only the apparent successful proposer submits a tax affidavit (the requirement being in section 4).

[Select Contract or Price Agreement, remove the other.   Any further edits should be made in track changes and include a comment explaining the need for the change]

BUSINESS REGISTRY
[Select Contract or Price Agreement, remove the other.   Any further edits should be made in track changes and include a comment explaining the need for the change]

4.4 CONTRACT/PRICE AGREEMENT NEGOTIATION

Negotiation

[There are two options to the negotiation section.  Option 1 is to only allow negotiation on those items specifically called out in this section, or Option 2, to allow negotiation on all items not listed in his section.  Choose the method of your choice and remove the option that you will not use.  Select Contract or Price Agreement, deleting the other.  Make any other edits in track changes.]]

Contractor Selection Methodology
[This section is to describe how the Authorized Purchaser will select which vendor to purchase from (often referred to as a Best Value Analysis).  The language in this section is one possible way, edit text as needed in track changes.]
SECTION 5: ADDITIONAL INFORMATION
5.1 OMWESB PARTICIPATION
[Select Contract or Price Agreement, remove the other.  Check the statutory reference.  Any further edits should be made in track changes and include a comment explaining the need for the change]

5.2 GOVERNING LAWS AND REGULATIONS 

[Any edits should be made in track changes and include a comment explaining the need for the change]

5.3 OWNERSHIP/PERMISSION TO USE MATERIALS

[Check the statutory references.  Any further edits should be made in track changes and include a comment explaining the need for the change]

5.4 CANCELLATION OF RFP; REJECTION OF PROPOSALS; NO DAMAGES.
[Check the statutory reference.  Any further edits should be made in track changes and include a comment explaining the need for the change]

5.5 COST OF SUBMITTING A PROPOSAL
[Any edits should be made in track changes and include a comment explaining the need for the change]

5.6 STATEWIDE E-WASTE/RECOVERY POLICY
[Any edits should be made in track changes and include a comment explaining the need for the change]
5.7 RECYCABLE PRODUCTS
[Select Contract or Price Agreement, remove the other.  Check the statutory reference.  Any further edits should be made in track changes and include a comment explaining the need for the change]

5.8 PRINTING, BINDING, AND STATIONERY WORK

[If there will not be significant printing, delete this section.  If there will be, check the statutory reference.  Any further edits should be made in track changes and include a comment explaining the need for the change]
5.9 CHECKLIST DISCLAIMER

[If you would like to provide a checklist for the proposers, insert it as an attachment, or insert it in this section and leave the text in this section.  If you feel edits are necessary to the language here, make them in track changes and add a comment explaining the reason for the changes.]
SECTION 6: LIST OF ATTACHMENTS
[Attachments A, G and I have not been provided by the ELT Templates team at this time. Consult your local attorney for appropriate examples.]
ATTACHMENT A
SAMPLE CONTRACT/PRICE AGREEMENT
ATTACHMENT B
AFFIDAVIT OF TRADE SECRET

ATTACHMENT C
PROPOSER CERTIFICATION SHEET

ATTACHMENT D
PROPOSER INFORMATION SHEET

ATTACHMENT E
TAX AFFIDAVIT

ATTACHMENT F
REFERENCE CHECK FORM
ATTACHMENT G
COST PROPOSAL FORM
ATTACHMENT H
OMWESB OUTREACH PLAN
ATTACHMENT I
PROPOSAL CHECKLIST
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