State Request for Proposals (RFP) TemplateNote to users: This template is permissive provides language for State Agencies and Institutions of Higher Education (IHE) to use in a Request for Proposals. It includes all requirements from the Procurement Code and Rules, through your agency/IHE may have additional requirements. This template includes placeholder Sections for Background/Overview, Statement of Work and proposal submission instructions to post with the RFP. Be sure to fill those Sections out thoroughly and attach the correct draft Contract as well as any Exhibits and/or Attachments.

Tips on how to use the template:
· Complete all fillable fields.
· Review all comments and delete when completed. 
· Make any additional applicable modifications.
· Be consistent – for example, if “project” and “work” mean the same thing, use one. 
· Use spellcheck and correct spelling or grammatical errors.
· Make all changes in track changes and accept changes when ready to finalize. 
· Delete this instruction page prior to posting. 
· READ the document in its entirety before publishing!
This template is based on the assumptions listed below. You may need to make additional changes based on these assumptions. 
· The RFP is being posted only on Colorado VSS. If you are posting using some other systems, such as BidNet, you must modify the RFP accordingly to list the system and any other relevant changes.
· Proposals are only being submitted electronically using Box.com.
· Any pre-proposal meeting will be held virtually. 

REMEMBER:  
· Add or remove any Appendices as needed
· Add or remove sections as needed
· Update the Table of Contents 
· Update the Footer with the RFP number

IMPORTANT:    DELETE THIS PAGE PRIOR TO POSTING YOUR RFP


INSERT RFP NUMBER

V 081222

	INSERT AGENCY LOGO

Insert Solicitation Number:

Insert Solicitation Title and Date
Insert Amendment Dates as needed
















State of Colorado

REQUEST FOR PROPOSAL COVER SHEET & SIGNATURE PAGE

	

	Date:
	Insert posting date
	RFP Number:
	Insert RFP Number
	Procurement Point of Contact:
	Insert Name
Insert email address
Insert phone number
	Submit Sealed Proposals to:
	Insert Box.Com email

	Proposal Submission Deadline:
	Due: Insert date at Closing time (Mountain Time)
Offerors are responsible to ensure timely receipt.
	
	

	
INSERT RFP TITLE

Offerors are asked to fill out this page in its entirety and to sign and return with their Proposal. The State of Colorado Request for Proposal Cover Sheet & Signature Page must be signed by the Offeror or an officer of the Offeror legally authorized to bind the Offeror to the proposal. Electronic signatures are acceptable.


	Legal Company Name (Offeror):
	
	

	

	Authorized Signature:
	

	Typed/Printed Name:
	

	Title:
	

	F.E.I.N.:
	
	

	

	Company Address:
	

	1City:
	
	State:
	
	Zip:
	

	Phone Number:
	
	Email Address:
	

	Contact for Clarifications:
	

	Title:
	

	Phone Number:
	
	Email Address:
	



By signing this Request for Proposal Cover Sheet & Signature Page, the authorized agent acknowledges acceptance of all terms and conditions of this solicitation.

ONLINE PROPOSAL SUBMISSION: Send an email to Insert Box.Com email, attaching the proposal as a zip folder. Please see Section 4.8 for more details. Proposals sent by other methods will not be accepted.

IMPORTANT: The Zip Folder must be titled with the RFP Number, RFP Title, and the Offeror’s name, such as below:

Insert RFP number here – Insert RFP Title here – Company Name

Offerors are urged to read the solicitation document thoroughly before submitting a proposal. 

 Confirm that you are aware that the award notice will be published on VSS:  _____

My company is registered on Colorado VSS. _____Yes ____No.	VCUST number if known #___________________ 
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aPPENDICIES	Comment by Chapman, John: Appendix A is available in template form. Add additional documents and revise this list as necessary
aPPENDIX A - Administrative information
aPPENDIX B – DRAFT CONTRACT 	Comment by Chapman, John: Be sure to use the latest version of the applicable model contract and modify the contract template as needed. 
APPENDIX C- Administrative forms	Comment by Chapman, John: This can include W9 or Secretary of State forms or any other administrative forms required by your solicitation. 
APPENDIX D- COST PROPOSAL	Comment by Chapman, John: Remove if you have not developed a separate Cost Proposal appendix
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[bookmark: _Toc373233523][bookmark: _Toc105676905]INTRODUCTIOn
[bookmark: _Toc373233524][bookmark: _Toc105676906]General information
On behalf of the State of Colorado, Insert State Agency/IHE is issuing this Request for Proposals for Insert title of RFP or general purpose of RFP. 
[bookmark: _Toc105676907]background
Insert additional information
[bookmark: _Toc105676908]OVERVIEW AND GOALS	Comment by Chapman, John: Provide a general overview of the work to be done and the goals the agency is seeking to accomplish. Add a subsection to disclose budget, if desired. 
Insert additional information 
[bookmark: _Toc97151846][bookmark: _Toc105676909]Anticipated Contract Term
[bookmark: _Ref454359903]The initial term of the awarded Contract is anticipated to begin on Insert date and end on Insert date. This Contract may be renewed for up to Insert number of renewal years additional one-year periods at the sole discretion of the State. The total duration of the Contract, including all options, is not anticipated to exceed five (5) years.	Comment by Chapman, John: Modify as needed
The State may extend the Contract beyond the anticipated term in accordance with the Colorado Procurement Code, and in the event that the State determines an extension is necessary. 
The State may, within its sole discretion, choose not to exercise any option or extension term in the Contract for any reason. If the State chooses not to exercise any option or extension term, it may re-procure the goods and/or services in its sole discretion.  
[bookmark: _Toc105676910][bookmark: _Toc32505644][bookmark: _Toc34665113]Offeror’s experience and personnel
[bookmark: _Toc105676911]Organizational experience
Insert additional information  
[bookmark: _Toc105676912]organizational personnel
Insert additional information  

[bookmark: _Toc105676913][bookmark: _Toc29892164]REQUIREMENTS AND SCOPE OF WORK 
[bookmark: _Toc29892126][bookmark: _Toc29892170][bookmark: _Toc29892449][bookmark: _Toc29969025][bookmark: _Toc29892127][bookmark: _Toc29892171][bookmark: _Toc29892450][bookmark: _Toc29969026][bookmark: _Toc29892128][bookmark: _Toc29892172][bookmark: _Toc29892451][bookmark: _Toc29969027][bookmark: _Toc29892129][bookmark: _Toc29892173][bookmark: _Toc29892452][bookmark: _Toc29969028][bookmark: _Toc29892130][bookmark: _Toc29892174][bookmark: _Toc29892453][bookmark: _Toc29969029][bookmark: _Toc29892131][bookmark: _Toc29892175][bookmark: _Toc29892454][bookmark: _Toc29969030][bookmark: _Toc29892132][bookmark: _Toc29892176][bookmark: _Toc29892455][bookmark: _Toc29969031][bookmark: _Toc29892133][bookmark: _Toc29892177][bookmark: _Toc29892456][bookmark: _Toc29969032][bookmark: _Toc29892134][bookmark: _Toc29892178][bookmark: _Toc29892457][bookmark: _Toc29969033][bookmark: _Toc29892135][bookmark: _Toc29892179][bookmark: _Toc29892458][bookmark: _Toc29969034][bookmark: _Toc29892136][bookmark: _Toc29892180][bookmark: _Toc29892459][bookmark: _Toc29969035][bookmark: _Toc29892137][bookmark: _Toc29892181][bookmark: _Toc29892460][bookmark: _Toc29969036][bookmark: _Toc29892138][bookmark: _Toc29892182][bookmark: _Toc29892461][bookmark: _Toc29969037][bookmark: _Toc29892139][bookmark: _Toc29892183][bookmark: _Toc29892462][bookmark: _Toc29969038][bookmark: _Toc29892140][bookmark: _Toc29892184][bookmark: _Toc29892463][bookmark: _Toc29969039][bookmark: _Toc29892141][bookmark: _Toc29892185][bookmark: _Toc29892464][bookmark: _Toc29969040][bookmark: _Toc29892142][bookmark: _Toc29892186][bookmark: _Toc29892465][bookmark: _Toc29969041][bookmark: _Toc29892143][bookmark: _Toc29892187][bookmark: _Toc29892466][bookmark: _Toc29969042][bookmark: _Toc29892144][bookmark: _Toc29892188][bookmark: _Toc29892467][bookmark: _Toc29969043][bookmark: _Toc29892145][bookmark: _Toc29892189][bookmark: _Toc29892468][bookmark: _Toc29969044][bookmark: _Toc29892146][bookmark: _Toc29892190][bookmark: _Toc29892469][bookmark: _Toc29969045][bookmark: _Toc29892147][bookmark: _Toc29892191][bookmark: _Toc29892470][bookmark: _Toc29969046][bookmark: _Toc29892148][bookmark: _Toc29892192][bookmark: _Toc29892471][bookmark: _Toc29969047][bookmark: _Toc29892149][bookmark: _Toc29892193][bookmark: _Toc29892472][bookmark: _Toc29969048][bookmark: _Toc29892150][bookmark: _Toc29892194][bookmark: _Toc29892473][bookmark: _Toc29969049][bookmark: _Toc105676914]Accessibility requirements
All work performed as a result of this solicitation must comply with all applicable provisions of §§24-85-101, et seq., C.R.S., and the Accessibility Standards for Individuals with a Disability, as established by the Office Of Information Technology pursuant to Section §24-85-103 (2.5), C.R.S. and 3) all State of Colorado technology standards related to technology accessibility and with Level AA of the most current version of the Web Content Accessibility Guidelines (WCAG), incorporated in the State of Colorado technology standards.
Insert additional information 
[bookmark: _Toc105676915]MANDATORY REQUIREMENTS	Comment by Chapman, John: If the agency wants more flexibility, this can be modified to “Preferred Capabilities” or similar
Insert additional information  
[bookmark: _Toc105676916]SCOPE OF WORK	Comment by Chapman, John: Agencies can add a subsection here for definitions specific to the SOW
This Scope of Work describes the deliverables sought through this RFP and the scope of what the awarded Offeror will be expected to offer through the contract resulting from this RFP. The Scope of Work is intended to provide interested Offeror’s with sufficient basic information to submit a proposal. It is not intended to limit a proposal’s content or exclude any relevant or essential data.
Insert additional information 
[bookmark: _Toc105676917]requested proposal format
Proposals should cover the following areas, with an emphasis on how these areas relate to the evaluation criteria listed in Section 5 below. 
Demonstrated Experience and Capabilities
Offeror’s Response- Describe how the Offeror’s experience and capabilities make it the ideal candidate to perform the work. Describe experience with similar projects. Reference Section 2.1 of this solicitation regarding the desired organizational experience. 	Comment by Chapman, John: All sections labeled “Offeror’s Response” can be modified to provide more specific directions regarding how the vendor should respond This could come in a series of questions for the vendor to answer, or a request that the vendor provides specific information
Offeror’s Response- Indicate key personnel who will be assigned to the project and describe their experience. Reference Section 2.2 of this solicitation regarding the desired organizational personnel.
Accessibility Requirements
Offeror’s Response- Offeror shall describe how their proposed solution will meet or exceed the accessibility requirements detailed in Section 3.1 of this solicitation
Mandatory Requirements
Offeror’s Response- Offeror shall describe how their proposed solution will meet or exceed the mandatory requirements detailed in Section 3.2 of this solicitation
Technical/Business Proposal
4.1.4.1	Offeror’s Response- Offeror shall describe how they will accomplish the Scope of Work detailed in Section 3.3 of this solicitation
Cost Proposal
4.1.5.1	Offeror’s Response- Describe the desired cost proposal format, or if attaching a fillable Price Sheet to the RFP, provide instructions on how it needs to be filled out


[bookmark: _Toc105676918]EVALUATION METHODOLOGY 
[bookmark: _Toc373233545][bookmark: _Toc29892200][bookmark: _Toc105676919]EVALUATION PROCESS
A comprehensive, thorough, complete and impartial evaluation of each proposal received will be conducted in accordance with §24-103-203(7), C.R.S, which states, “The award shall be made to the responsible Offeror whose proposal is determined in writing to be the most advantageous to the state, taking into consideration the price and evaluation factors set forth in the request for proposal.”
[bookmark: _Toc373233546][bookmark: _Toc29892201][bookmark: _Toc105676920]EVALUATION COMMITTEE
An Evaluation Committee will be established utilizing measures to ensure the integrity of the evaluation process. These measures include the following:
Selecting committee members who do not have a conflict of interest regarding this solicitation.
Facilitating the independent review of proposals.
Requiring the evaluation of the proposals to be based strictly on the content of the proposals.
Ensuring the fair and impartial treatment of all Offerors. 
The objective of the Evaluation Committee is to conduct reviews of the proposals that have been submitted, to hold frank and detailed discussions among themselves, and to recommend an Offeror for award. 
[bookmark: _Toc373233548][bookmark: _Toc29892203][bookmark: _Toc105676921]PROPOSAL EVALUATION CRITERIA
The State will evaluate proposals to determine if each Offeror meets all mandatory qualification requirements; provided, however, that the State has the authority to waive non-material mandatory requirements in certain circumstances. Reference Procurement Rule R-24-103-301-03. The mandatory qualification requirements are scored on a Met/Not Met basis and only those proposals found to meet all mandatory requirements, other than non-material mandatory requirements waived by the State, can be considered for a Contract resulting from this solicitation. 
Proposals will be evaluated by the Evaluation Committee using the evaluation criteria listed below.  The evaluators will consider whether the Scope of Work requirements in the solicitation have been addressed, and they will review the capabilities of the Offeror, as well as the quality of the approach proposed, the price, and any other aspect determined relevant to the evaluation criteria.  
The evaluation criteria to be used in evaluating the proposals are as follows (and are listed in no particular order):	Comment by Chapman, John: Modify as necessary if (ie if you are listing them in order of importance)
Insert evaluation criteria, including price 
[bookmark: _Toc105676922]Demonstrations and discussions
The Evaluation Committee may, if it deems necessary, request clarifications, conduct discussions or oral presentations, or request best and final offers. Per R-24-103-203-03, discussions may be held with responsible offerors whose proposals are determined to be reasonably susceptible to be selected for award to:
a) Promote understanding of the state’s requirements and the offerors’ proposals; and
b) Facilitate a contract that will be most advantageous to the state taking into consideration price and the other evaluation factors set forth in the request for proposals.
The Evaluation Committee may adjust its scoring based on the results of such activities. However, proposals may be reviewed and determinations made without such activities. Offerors should be aware that the opportunity for further explanation might not exist; therefore, Offerors should ensure that their submission is complete, and are encouraged to submit their best possible proposal, including pricing.
[bookmark: _Toc105676923]Single proposal
If only one bid or proposal is received in response to a solicitation, an award may be made to the single bidder or offeror if the procurement official finds that the price submitted is fair and reasonable and that other prospective bidders or offerors had reasonable opportunity to respond. Reference Procurement Rule R- 24-103-201-02(d).
[bookmark: _Toc105676924]Award
A Notice of Intent to Award will be published on Colorado VSS.
The award determination is ultimately a business decision that will reflect an integrated assessment of the relative merits of the proposals received, using the factors set forth in Section 5.3.3. The State intends to award Contract(s) to the Offeror(s) whose proposal(s), conforming to the solicitation, will be most advantageous to the State, price and other factors considered. 
The State reserves the right to award to multiple offerors if is determined to be in the best interest of the State.	Comment by Chapman, John: Delete if not applicable





