RFP Requirements

Cover page (P&C will create)

Section 1: Table of Contents (Division to create at end)

Section 2: Introduction (Division to write)

A. Intent/Purpose of RFP

B. Background

C. Definitions 

Section 3: Scope of Work (Division to write) Most important section, detail of tasks and services needed. (what will vendor be required to do?) The Contractor will do the following………(list detail responsibilities) Can also list responsibilities of division and responsibilities of contractor so there is no confusion after award.  

Section 4: Measures (Division to write) Proposal from Contractor on recommendations on how project will be measured. This will be measures on performance of contractor and also measures to see if program is successful.

Section 5: Requirements (Division to write) List requirements minimums, experience, qualifications required. (what division is looking for). 

1. Qualification requirements

2. Staffing requirements

3. Time limits requirements

4. Performance requirements 

5. Financial statements requirements

6. Other technical requirements

Section 6: Proposal Requirements (division to write) Format and data/information expected back from vendors in their proposal. Must be measureable. Proposal must include vendor’s description of 1-6 above on how they meet requirements or can meet time limits/tasks/services etc. Also describe how they will perform tasks and services listed in Section 3.

Decide if one step or two steps process. One step is where cost and technical proposal are evaluated as one. Weights and percentages are listed in RFP informing vendor on importance of requirements/qualifications of vendor. Cost is not always the deciding factor depending on the order of importance. Two Steps is having the cost and technical proposals sealed in separate envelopes. Cost remains sealed until it is determined minimum requirements are met. If met cost is opened. Division in most cases goes with low bid since all costs opened met RFP requirements. Those that do not remain sealed.

Evaluation of General Requirements (This is what we want back from Offerors)(division writes this)

A. Executive Summary (proposal cover letter highlighting contents and signed by an authorized person within company.)

B. Proposal Submission ( RFP #, date required, where to send, how packaged and # of copies) (submitted on time)(labeled correctly

C. Technical Proposal should not contain any cost information (two step only)

D. Signed Execution of Proposal page (one step only)

Evaluation of Technical Requirements (This is what you want back from Offerors) (This will give the committee all the detail needed to make a decision on whether offeror can perform the service) (Division writes this) (Below are examples and should be written to match scope of work requirements)

A. Corporate Background and Experience (List what requirements division is looking for in a vendor as far as their experience and qualifications.) (List minimum requirements) (Have Offeror list past projects that compare to this scope of work that was performed in last XX years along with contacts/phone numbers at each project location)

B. Financial Statement (Describe what requirements are needed as far as finances of the company, # of years wanted)

C. Project Organization (proposed staffing, deployment, and organization of personnel to be assigned to the project.)

D. Technical Approach (Offerors show their understanding of the planning, facilitation, and execution of the objectives of the Scope of work/purpose in section 2 and 3 and their plan to accomplish these things.

E. References (list number you want)

F. List subcontractors that are planned to be used (if any).

G. Cost Proposal (attach sheet for vendor to fill in price requirements on) One step include in overall proposal and if two step include in separate sealed package along with Execution of Proposal page.

Section 7: Selection Process (division to write)

Describe Process along with requirements that will be evaluated and in what order. List weights of importance of requirements listed in section 4. List anything in requirements that will be evaluated. Cannot evaluate vendor on anything not in the RFP nor change the weight of the requirement after proposals are opened.

Section 8: The Procurement Process GENERAL INFORMATION ON SUBMITTING PROPOSALS (P&C will add)

Section 9: DHHS supplemental Terms and Conditions (Division and P&C to write if any) (certification forms that will be required to be signed if awarded contract along with anything additional not covered in state terms and conditions)

Section 10: Terms and Conditions (P&C will add)
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