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	INSTRUCTIONS TO OFFERORS
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	Special Instructions:


	OFFERORS MUST COMPLETE THE FOLLOWING
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(Signature)
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	Type of Entity (e.g., corporation, LLC, etc.)
	Offeror Phone Number:

	Offeror E-mail Address:
	Offeror FAX Number:

	OFFERORS MUST RETURN THIS COVER SHEET WITH RFP RESPONSE
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INSTRUCTIONS TO OFFERORS

It is the responsibility of each offeror to:

Follow the format required in the RFP when preparing your response.  Provide responses in a clear and concise manner.

Provide complete answers/descriptions.  Read and answer all questions and requirements.  Proposals are evaluated based solely on the information and materials provided in your written response.

Use any forms provided, e.g., cover page, budget form, certification forms, etc.

Submit your response on time.  Note all the dates and times listed in the Schedule of Events and within the document.  Late proposals are never accepted.

The following items MUST be included in the response.

Failure to include ANY of these items may result in a nonresponsive determination.

(
Signed Cover Sheet

(
Signed Addenda (if appropriate) in accordance with Section 1.4.3
(
Optional if Section 1.6.3 is included:  Address all mandatory requirements in accordance with Section 1.6.3
(
Correctly executed State of Montana "Affidavit for Trade Secret Confidentiality" form, if claiming information to be confidential or proprietary in accordance with Section 2.3.1.

(
In addition to a detailed response to all requirements within Sections 3, 4, and 5, offeror must acknowledge that it has read, understands, and will comply with each section/subsection listed below by initialing the line to the left of each.  If offeror cannot meet a particular requirement, provide a detailed explanation next to that requirement.
NOTE TO AGENCIES:  Tailor each item to match the RFP section/subsection titles and to fit the needs of the project.  Add other items as appropriate.



Section 1, Introduction and Instructions



Section 2, RFP Standard Information



Section 3.1, Overview/Background


Section 3.2, Goals/Objectives


Section 3.3, Department Responsibilities


Section 4.1, State's Right to Investigate and Reject



Section 6, Evaluation Process



Appendix A, Standard Terms and Conditions


Appendix B, Contract



Optional if Appendix C is included:  Appendix C, RFP Response Form



Optional if Appendix D is included:  Appendix D, Client Reference Form



Optional if Appendix E is included:  Appendix E, Montana Prevailing Wages Rates for Nonconstruction Services (20xx)
SCHEDULE OF EVENTS

EVENT
DATE
RFP Issue Date


Pre-Proposal Conference (Optional)

Deadline for Receipt of Written Questions


Deadline for Posting Written Responses to the State's Website


RFP Response Due Date

Notification of Offeror Interviews/Product Demonstrations (Optional)
*
Offeror Interviews/Product Demonstrations (Optional)
*
Intended Date for Contract Award (Optional)
*
*The dates above identified by an asterisk are included for planning purposes.  These dates are subject to change.
SECTION 1:  INTRODUCTION AND INSTRUCTIONS
1.1
INTRODUCTION
The STATE OF MONTANA, (insert agency name) ("State") is seeking a contractor to provide (insert a brief description).  A more complete description of the supplies and/or services to be provided is found in Section 3. 
1.2
CONTRACT PERIOD
The contract period is (insert number) year(s), beginning (insert date), and ending (insert date), inclusive.  The parties may mutually agree to a renewal of this contract in (insert number)-year intervals, or any interval that is advantageous to the State.  This contract, including any renewals, may not exceed a total of (insert number) years, at the State's option.

1.3
SINGLE POINT OF CONTACT

From the date this Request for Proposal (RFP) is issued until an offeror is selected and announced by the procurement officer, offerors shall not communicate with any state staff regarding this procurement, except at the direction of (insert name), the procurement officer in charge of the solicitation.  Any unauthorized contact may disqualify the offeror from further consideration. Contact information for the single point of contact is:

Procurement Officer:  (insert)
Telephone Number:  (insert)
Fax Number:  (insert)
E-mail Address:  (insert)
1.4
REQUIRED REVIEW

1.4.1
Review RFP.  Offerors shall carefully review the entire RFP.  Offerors shall promptly notify the procurement officer identified above via e-mail or in writing of any ambiguity, inconsistency, unduly restrictive specifications, or error that they discover.  In this notice, the offeror shall include any terms or requirements within the RFP that preclude the offeror from responding or add unnecessary cost.  Offerors shall provide an explanation with suggested modifications.  The notice must be received by the deadline for receipt of inquiries set forth in Section 1.4.2.  The State will determine any changes to the RFP. 

1.4.2
Form of Questions.  Offerors having questions or requiring clarification or interpretation of any section within this RFP must address these issues via e-mail or in writing to the procurement officer listed above on or before (insert date).  Offerors are to submit questions using the Vendor RFP Question and Answer Form available on the OneStop Vendor Information website at: http://svc.mt.gov/gsd/OneStop/GSDDocuments.aspx or by calling (406) 444-2575.  Clear reference to the section, page, and item in question must be included in the form.   Questions received after the deadline may not be considered.
1.4.3
State's Response.  The State will provide a written response by (insert date) to all questions received by (insert date).  The State's response will be by written addendum and will be posted on the State's website with the RFP at http://svc.mt.gov/gsd/OneStop/SolicitationDefault.aspx by the close of business on the date listed.  Any other form of interpretation, correction, or change to this RFP will not be binding upon the State.  Offerors shall sign and return with their RFP response an Acknowledgment of Addendum for any addendum issued. 

Section 1.5 is optional.  Customize for Conference or Conference Call.  Carefully consider the consequences of making this requirement mandatory.  If not using, renumber the following sections, table of contents, and notations on page 3.
1.5
PRE-PROPOSAL CONFERENCE/CONFERENCE CALL
A mandatory Pre-Proposal Conference/Conference Call will be conducted at (insert address) on (insert date) at (insert time).  Offerors are encouraged to use this opportunity to ask clarifying questions, obtain a better understanding of the project, and to notify the State of any ambiguities, inconsistencies, or errors discovered upon examination of this RFP.  All responses to questions during the Pre-Proposal Conference/Conference Call will be oral and in no way binding on the State.  Proposal responses from any offeror failing to participate in the Pre-Proposal Conference/Conference Call will not be considered.

OR

An optional Pre-Proposal Conference/Conference Call will be conducted on (insert date) at (insert time) at (insert address).  Offerors are encouraged to use this opportunity to ask clarifying questions, obtain a better understanding of the project, and to notify the State of any ambiguities, inconsistencies, or errors discovered upon examination of this RFP.  All responses to questions during the Pre-Proposal Conference/Conference Call will be oral and in no way binding on the State.  Participation in the Pre-Proposal Conference/Conference Call is optional; however, it is advisable that all interested parties participate.
If conducting a conference call, add the following sentence.

If calling from the Helena area, call (406) 444-(insert).  If calling from outside the Helena area, call (insert number).  The password for both numbers is (insert).

1.6
general requirements

1.6.1
Acceptance of Standard Terms and Conditions/Contract.  By submitting a response to this RFP, offeror accepts the standard terms and conditions and contract set out in Appendices A and B, respectively.  Much of the language included in the standard terms and conditions and contract reflects the requirements of Montana law.

Offerors requesting additions or exceptions to the standard terms and conditions, or to the contract terms, shall submit them to the procurement officer listed above by the date specified in Section 1.4.2.  A request must be accompanied by an explanation why the exception is being sought and what specific effect it will have on the offeror's ability to respond to the RFP or perform the contract.  The State reserves the right to address nonmaterial requests for exceptions to the standard terms and conditions and contract language with the highest scoring offeror during contract negotiation. 
The State shall identify any revisions to the standard terms and conditions and contract language in a written addendum issued for this RFP.  The addendum will apply to all offerors submitting a response to this RFP.  The State will determine any changes to the standard terms and conditions and/or contract. 

1.6.2
Resulting Contract.  This RFP and any addenda, the offeror's RFP response, including any amendments, a best and final offer (if any), and any clarification question responses shall be incorporated by reference in any resulting contract.
Section 1.6.3 is optional and should be used with caution and only when absolutely necessary.  All mandatory requirements must be clearly identified, listed here, and in "Instructions to Offerors" on page 3.  A mandatory requirement is a particular condition or item that must be present for the proposal to be responsive, e.g. proof of licensure.  Typically, a mandatory requirement is not an evaluation criterion.  If not using, renumber the following sections.
1.6.3
Mandatory Requirements.  To be eligible for consideration, an offeror must meet all mandatory requirements as listed in Sections (insert the reference section numbers).  The State will determine whether an offeror's proposal complies with the requirements.  Proposals that fail to meet any mandatory requirements listed in this RFP will be deemed nonresponsive.

1.6.4
Understanding of Specifications and Requirements.  By submitting a response to this RFP, offeror acknowledges it understands and shall comply with the RFP specifications and requirements.

1.6.5
Offeror's Signature.  Offeror's proposal must be signed in ink by an individual authorized to legally bind the offeror.  The offeror's signature guarantees that the offer has been established without collusion.  Offeror shall provide proof of authority of the person signing the RFP upon State's request.
1.6.6
Offer in Effect for 120 Calendar Days.  Offeror agrees that it may not modify, withdraw, or cancel its proposal for a 120-day period following the RFP due date or receipt of best and final offer, if required.
1.7
Submitting a PrOPOSAL

Use these paragraphs if you are issuing an RFP that requires a longer, more detailed response from the offeror.

1.7.1
Organization of Proposal.  Offerors must organize their proposal into sections that follow the format of this RFP.  Proposals should be bound, and must include tabbed dividers separating each section.  Proposal pages must be consecutively numbered.

All subsections not listed in the "Instructions to Offerors" on page 3 require a response.  Restate the section/subsection number and the text immediately prior to your written response.
Unless specifically requested in the RFP, an offeror making the statement "Refer to our literature…" or "Please see www…….com" may be deemed nonresponsive or receive point deductions.  If making reference to materials located in another section of the proposal, specific page numbers and sections must be noted.  The Evaluator/Evaluation Committee is not required to search through the proposal or literature to find a response.
Use this paragraph, along with Appendix C, RFP Response Form, if you are issuing an RFP that requires a shorter, less detailed response from the offeror.

1.7.1
Organization of Proposal.  Offerors must submit a signed copy of the RFP cover sheet and the form attached as Appendix C to respond to this RFP.  Offerors shall follow the response format outlined in Appendix C:  RFP Response Form.  Proposals should be bound, and must include tabbed dividers separating each section.  Proposal pages must be consecutively numbered.
The State encourages offerors to use materials (e.g., paper, dividers, binders, brochures, etc.) that contain post-consumer recycled content.  Offerors are encouraged to print/copy on both sides of each page.

1.7.2
Failure to Comply with Instructions.  Offerors failing to comply with these instructions may be subject to point deductions.  Further, the State may deem a proposal nonresponsive or disqualify it from further consideration if it does not follow the response format, is difficult to read or understand, or is missing requested information.
1.7.3
Multiple Proposals.  Offerors may, at their option, submit multiple proposals.  Each proposal shall be evaluated separately.
Section 1.7.4 is optional. A sample price sheet can be found in the RFP Manual at the following website address:  http://gsd.mt.gov/ProcurementServices/rfpprocess.mcpx.  If not using, renumber the following sections.

1.7.4
Price Sheets.  Offerors must use the RFP Price Sheets found in Section (insert number). These price sheets serve as the primary representation of offeror's cost/price.  Offeror should include additional information as necessary to explain the offeror's cost/price. 

1.7.5
Copies Required and Deadline for Receipt of Proposals.  Offerors must submit one original proposal and (insert number) copies to the State Procurement Bureau. The State reserves the right to request an electronic copy of the RFP response.  OPTIONAL:  In addition, offerors must submit two electronic copies on compact disc (CD) or universal serial bus (USB) flash drive in Microsoft Word or portable document format (PDF).  If any confidential materials are included in accordance with the requirements of Section 2.3.2, they must be submitted on a separate CD or USB flash drive.
each Proposal must be sealed and labeled on the outside of the package clearly indicating it is in response to RFP (insert number). Proposals must be received at the reception desk of the State Procurement Bureau prior to 2:00 p.m., Mountain Time, (insert date).  Offeror is solely responsible for assuring delivery to the reception desk by the designated time.
1.7.6
Facsimile Responses.  A facsimile response to an RFP will ONLY be accepted on an exception basis with prior approval of the procurement officer and only if it is received in its entirety by the specified deadline.  Responses to RFPs received after the deadline will not be considered.

1.7.7
Late Proposals.  Regardless of cause, the State shall not accept late proposals.  Such proposals will automatically be disqualified from consideration.  Offeror may request the State return the proposal at offeror's expense or the State will dispose of the proposal if requested by the offeror.  (See Administrative Rules of Montana (ARM) 2.5.509.)
1.8
COSTS/OWNERSHIP OF MATERIALS
1.8.1
State Not Responsible for Preparation Costs.  Offeror is solely responsible for all costs it incurs prior to contract execution.
1.8.2
Ownership of Timely Submitted Materials.  The State shall own all materials submitted in response to this RFP.
SECTION 2:  RFP STANDARD INFORMATION

2.1
AUTHORITY

The RFP is issued under 18-4-304, Montana Code Annotated (MCA) and ARM 2.5.602.  The RFP process is a procurement option allowing the award to be based on stated evaluation criteria.  The RFP states the relative importance of all evaluation criteria.  The State shall use only the evaluation criteria outlined in this RFP.
2.2
Offeror Competition
The State encourages free and open competition to obtain quality, cost-effective services and supplies.  The State designs specifications, proposal requests, and conditions to accomplish this objective.
2.3
Receipt of Proposals and Public Inspection

2.3.1
Public Information.  Subject to exceptions provided by Montana law, all information received in response to this RFP, including copyrighted material, is public information.  Proposals will be made available for public viewing and copying shortly after the proposal due date and time.  The exceptions to this requirement are:  (1) bona fide trade secrets meeting the requirements of the Uniform Trade Secrets Act, Title 30, chapter 14, part 4, MCA, that have been properly marked, separated, and documented; (2) matters involving individual safety as determined by the State; and (3) other constitutional protections.  See 18-4-304, MCA.  The State provides a copier for interested parties' use at $0.10 per page.  The interested party is responsible for the cost of copies and to provide personnel to do the copying. 

2.3.2
Procurement Officer Review of Proposals.  Upon opening the proposals in response to this RFP, the procurement officer will review the proposals for information that meets the exceptions in Section 2.3.1, providing the following conditions have been met:

●
Confidential information (including any provided in electronic media) is clearly marked and separated from the rest of the proposal.

●
The proposal does not contain confidential material in the cost or price section.

●
An affidavit from the offeror's legal counsel attesting to and explaining the validity of the trade secret claim as set out in Title 30, chapter 14, part 4, MCA, is attached to each proposal containing trade secrets.  Counsel must use the State of Montana "Affidavit for Trade Secret Confidentiality" form in requesting the trade secret claim.  This affidavit form is available on the OneStop Vendor Information website at:  http://svc.mt.gov/gsd/OneStop/GSDDocuments.aspx or by calling (406) 444-2575.
Information separated out under this process will be available for review only by the procurement officer, the evaluator/evaluation committee members, and limited other designees.  Offerors shall pay all of its legal costs and related fees and expenses associated with defending a claim for confidentiality should another party submit a "right to know" (open records) request.
2.4
CLASSIFICATION AND EVALUATION OF PROPOSALS

2.4.1
Initial Classification of Proposals as Responsive or Nonresponsive.  The State shall initially classify all proposals as either "responsive" or "nonresponsive" (ARM 2.5.602).  The State may deem a proposal nonresponsive if:  (1) any of the required information is not provided; (2) the submitted price is found to be excessive or inadequate as measured by the RFP criteria; or (3) the proposal does not meet RFP requirements and specifications.  The State may find any proposal to be nonresponsive at any time during the procurement process. If the State deems a proposal nonresponsive, it will not be considered further.

2.4.2
Determination of Responsibility.  The procurement officer will determine whether an offeror has met the standards of responsibility consistent with ARM 2.5.407.  An offeror may be determined nonresponsible at any time during the procurement process if information surfaces that supports a nonresponsible determination.  If an offeror is found nonresponsible, the procurement officer will notify the offeror by mail.  The determination will be included within the procurement file.

2.4.3
Evaluation of Proposals.  An evaluator/evaluation committee will evaluate all responsive proposals based on stated criteria and recommend an award to the highest scoring offeror.  The evaluator/evaluation committee may initiate discussion, negotiation, or a best and final offer.  In scoring against stated criteria, the evaluator/evaluation committee may consider such factors as accepted industry standards and a comparative evaluation of other proposals in terms of differing price and quality.  These scores will be used to determine the most advantageous offering to the State.  If an evaluation committee meets to deliberate and evaluate the proposals, the public may attend and observe the evaluation committee deliberations.

2.4.4
Completeness of Proposals.  Selection and award will be based on the offeror's proposal and other items outlined in this RFP. Proposals may not include references to information such as Internet websites, unless specifically requested.  Information or materials presented by offerors outside the formal response or subsequent discussion, negotiation, or best and final offer, if requested, will not be considered, will have no bearing on any award, and may result in the offeror being disqualified from further consideration.
Section 2.4.5 is optional.  Do not include the Cost Section in a minimum score.  If not using, renumber the following sections.
2.4.5
Achieve Minimum Score.  Any proposal that fails to achieve (insert number)% of the total available points for Sections (insert number) (or a total of (insert number) points) will be eliminated from further consideration.  A "fail" for any individual evaluation criteria may result in proposal disqualification at the discretion of the procurement officer.

Oral Presentations/Product Demonstrations are optional.  If you are definitely including presentations/ demonstrations as part of your evaluation process, include that requirement in Sections 4 and 6.

2.4.6
Opportunity for Discussion/Negotiation and/or Oral Presentation/Product Demonstration.  After receipt of proposals and prior to the recommendation of award, the procurement officer may initiate discussions with one or more offerors should clarification or negotiation be necessary.  Offerors may also be required to make an oral presentation and/or product demonstration to clarify their RFP response or to further define their offer.  In either case, offerors should be prepared to send qualified personnel to (insert location), Montana, to discuss technical and contractual aspects of their proposal.  Oral presentations and product demonstrations, if requested, shall be at the offeror's expense. 

2.4.7
Best and Final Offer.  Under Montana law, the procurement officer may request a best and final offer if additional information is required to make a final decision.  The State reserves the right to request a best and final offer based on price/cost alone.  Please note that the State rarely requests a best and final offer on cost alone.
2.4.8
Evaluator/Evaluation Committee Recommendation for Contract Award.  The evaluator/evaluation committee will provide a written recommendation for contract award to the procurement officer that contains the scores, justification, and rationale for the decision.  The procurement officer will review the recommendation to ensure its compliance with the RFP process and criteria before concurring with the evaluator's/evaluation committee's recommendation.
2.4.9
Request for Documents Notice.  Upon concurrence with the evaluator's/evaluation committee's recommendation, the procurement officer will request from the highest scoring offeror the required documents and information, such as insurance documents, contract performance security, an electronic copy of any requested material (e.g., proposal, response to clarification questions, and/or best and final offer), and any other necessary documents.  Receipt of this request does not constitute a contract and no work may begin until a contract signed by all parties is in place.  The procurement officer will notify all other offerors of the State's selection.

2.4.10
Contract Execution.  Upon receipt of all required materials, a contract (Appendix B) incorporating the Standard Terms and Conditions (Appendix A), as well as the highest scoring offeror's proposal, will be provided to the highest scoring offeror for signature.  The highest scoring offeror will be expected to accept and agree to all material requirements contained in Appendices A and B of this RFP.  If the highest scoring offeror does not accept all material requirements, the State may move to the next highest scoring offeror, or cancel the RFP.  Work under the contract may begin when the contract is signed by all parties.
2.5
STATE'S RIGHTS RESERVED
While the State has every intention to award a contract resulting from this RFP, issuance of the RFP in no way constitutes a commitment by the State to award and execute a contract.  Upon a determination such actions would be in its best interest, the State, in its sole discretion, reserves the right to:

●
Cancel or terminate this RFP (18-4-307, MCA);

●
Reject any or all proposals received in response to this RFP (ARM 2.5.602);

●
Waive any undesirable, inconsequential, or inconsistent provisions of this RFP that would not have significant impact on any proposal (ARM 2.5.505);

●
Not award a contract, if it is in the State's best interest not to proceed with contract execution (ARM 2.5.602); or

●
If awarded, terminate any contract if the State determines adequate state funds are not available (18-4-313, MCA). 

The following sections are to be used for IT RFPs only.

2.6
DEPARTMENT OF ADMINISTRATION POWERS AND DUTIES

The Department of Administration is responsible for carrying out the planning and program responsibilities for information technology (IT) for state government.  (Section 2-17-512, MCA)  The Chief Information Officer is the person appointed to carry out the duties and responsibilities of the Department of Administration relating to information technology.  The Department of Administration shall:

●
Review the use of information technology resources for all state agencies;

●
Review and approve state agency specifications and procurement methods for the acquisition of information technology resources; and
●
Review, approve, and sign all state agency IT contracts and shall review and approve other formal agreements for information technology resources provided by the private sector and other government entities.

2.7
COMPLIANCE WITH STATE OF MONTANA IT POLICIES AND STANDARDS

The offeror is expected to be familiar with the State of Montana IT environment.  All services and products provided as a result of this RFP must comply with all applicable State of Montana IT policies and standards in effect at the time the RFP is issued.  The offeror must request exceptions to State IT policies and standards in accordance with Section 1.6 of this RFP.  It will be the responsibility of the State to deny the exception request or to seek a policy or standards exception through the Department of Administration, Information Technology Services Division (ITSD).  Offerors are expected to provide proposals that conform to State IT policies and standards. The State of Montana’s CIO has determined that the State of Montana shall follow the National Institute of Standards and Technology (NIST) Security guidelines and the Federal Information Security Management Act (FISMA). It is the intent of ITSD to utilize the existing policies and standards and not to routinely grant exceptions.  The State reserves the right to address nonmaterial requests for exceptions with the highest scoring offeror during contract negotiation.
The links below will provide information on State of Montana IT strategic plans, current environment, policies, and standards.
State of Montana Information Technology Strategic Plan

http://itsd.mt.gov/stratplan/statewide/default.mcpx
State of Montana Information Technology Environment

http://itsd.mt.gov/techmt/compenviron.mcpx
State of Montana IT Policies

http://itsd.mt.gov/policy/policies/default.mcpx
State of Montana Software Standards

http://itsd.mt.gov/policy/software/default.mcpx
MCA Code 2-17-534. Security Responsibilities of Department

http://leg.mt.gov/bills/mca/2/17/2-17-534.htm
MCA Code 2-15-114. Security Responsibilities of Departments for Data

http://leg.mt.gov/bills/mca/2/15/2-15-114.htm
Federal Information Security Management Act

http://csrc.nist.gov/drivers/documents/FISMA-final.pdf
NIST SP 800-53, Security and Privacy Controls for Federal Information Systems and Organizations

http://nvlpubs.nist.gov/nistpubs/SpecialPublications/NIST.SP.800-53r4.pdf
NIST SP 800-144, Guidelines on Security and Privacy in Public Cloud Computing

http://csrc.nist.gov/publications/nistpubs/800-144/SP800-144.pdf
SECTION 3:  SUPPLY SPECIFICATIONS OR SCOPE OF SERVICES
To enable the State to determine the capabilities of an offeror to provide the supplies and/or perform the services specified in the RFP, the offeror shall respond to the following regarding its ability to meet the State's requirements.
All subsections of Section 3 not listed in the "Instructions to Offerors" on page 3 require a response.  Restate the subsection number and the text immediately prior to your written response.
NOTE:  Each item must be thoroughly addressed.  Offerors taking exception to any requirements listed in this section may be found nonresponsive or be subject to point deductions.
This section is the core of the RFP.  It delineates in detail what the agency is seeking the offeror to include in their proposal in terms of the specifications and/or requirements necessary for the project.  
As you begin, ask yourself the following questions:

SMART

· Specific – Are the requirements for both the offeror and the State clear enough so they can only be interpreted in one way by everyone who reads the requirements?

· Measureable – What criteria will be applied to the requirements to ensure they are met?

· Achievable – Can it be done?

· Realistic – Can it be done given our constraints – are you willing to pay the price for this solution as written?

· Traceable – Is the requirement linked to the initial need of the customer, from conception through any changes and tests, on to implementation?
Use these suggestions and tips to help develop your Scope of Services or Supply Specifications:

1.
Explain your reason or need for the service or supply.  Give an overview and the background of the project.
2.
Use affirmative action words only if you mean them (will, shall, must); don't use "would, should, may, or please".  Avoid the use of jargon and vague references such as "prepared to our satisfaction" or "in a timely manner"; and "et cetera."
3
Explain what work is to be performed.  

4.
If possible, divide the contractor services or supplies into billable tasks or units.

5.
What are the contractor's responsibilities?

6.
What are the agency's responsibilities?

7.
Address the level of interaction/oversight you anticipate for the project and the performance standards you expect.

8.
Describe any overlapping duties and responsibilities between agency and contractor.

9.
Specify what to do in the event third parties or subcontractors are involved.

10.
What are the project timeline and/or deadlines for deliverables?  Is there more than one deadline date?
11.
Are meetings required?  What is the frequency?  Must they be face-to-face?

12.
If reports are required, when do you want them, in what format?

13.
What performance standards will be used?  Will third-party metrics be applied?

14.
What will be the method of acceptance?

15.
What is the final product you expect when work is completed?  Or what do you expect as an outcome of the project?

16.
Describe regulations and laws the contractor must follow, or licenses that are required.

17.
How will problems be communicated and resolved?

18.
How often will the agency pay?  Will it be based on the percentage of work completed?

19.
Clearly specify all mandatory requirements and cross reference them in Section 1.6.3 and in "Instructions to Offerors" on page 3.

Use the heading appropriate to your project.

Ability to Meet Supply Specifications.  
OR

Provision of Services.  
SECTION 4:  OFFEROR QUALIFICATIONS

Section 4 needs to be tailored to each project.  Call SPB for assistance at (406) 444-2575.

All subsections of Section 4 not listed in the "Instructions to Offerors" on page 3 require a response.  Restate the subsection number and the text immediately prior to your written response.
4.1
State's Right to Investigate and reject

The State may make such investigations as deemed necessary to determine the offeror's ability to provide the supplies and/or perform the services specified.  The State reserves the right to reject a proposal if the information submitted by, or investigation of, the offeror fails to satisfy the State’s determination that the offeror is properly qualified to perform the obligations of the contract.  This includes the State's ability to reject the proposal based on negative references.

4.2
OFFEROR QUALIFICATIONS

To enable the State to determine the capabilities of an offeror to provide the supplies and/or perform the services specified in the RFP, the offeror shall respond to the following regarding its ability to meet the State's requirements.  THE RESPONSE, "(OFFEROR'S NAME) UNDERSTANDS AND WILL COMPLY," IS NOT APPROPRIATE FOR THIS SECTION.

NOTE:  Each item must be thoroughly addressed.  Offerors taking exception to any requirements listed in this section may be found nonresponsive or be subject to point deductions.
Sections 4.2.1 through 4.2.6 are examples that need to be tailored for each RFP.

Use this section if you want references to be evaluated on a pass/fail basis.

4.2.1
References.  Offeror shall provide a minimum of (insert number) references that are currently using or have previously used supplies and/or services of the type proposed in this RFP.  The references may include state governments or universities for whom the offeror, preferably within the last (insert number) years, has successfully completed (insert language pertaining to this type of contract).  At a minimum, the offeror shall provide the company name, location where the supplies and/or services were provided, contact person(s), contact telephone number, e-mail address, and a complete description of the supplies and/or services provided, and dates of service.  These references may be contacted to verify offeror's ability to perform the contract.  The State reserves the right to use any information or additional references deemed necessary to establish the ability of the offeror to perform the contract.  Negative references may be grounds for proposal disqualification.

OR
Use this section if you want references to be numerically scored.  Sample Client Reference Forms are available at http://gsd.mt.gov/ProcurementServices/rfpprocess.mcpx.
4.2.1
Client Reference Form.  Offeror shall provide complete and separate Appendix D, Client Reference Form, for (insert number) references that are currently using or have previously used supplies and/or services of the type proposed in this RFP.  The references may include state governments or universities for whom the offeror, preferably within the last (insert number) years, has successfully completed (insert language pertaining to this project).  A responsible party of the organization for which the supplies and/or services were provided to the client (the offeror's customer) must provide the reference information and must sign and date the form.  It is the offeror's responsibility to ensure that the completed forms are submitted with the proposal by the submission date, for inclusion in the evaluation process.  Any Client Reference Forms that are not received or are not completed may adversely affect the offeror's score in the evaluation process.  Client Reference Forms exceeding the specified number will not be considered.  The State may contact the client references for validation of the information provided in the Client Reference Forms.  If the State finds erroneous information, evaluation points may be deducted or the proposal may be rejected.
4.2.2
Company Profile and Experience.  Offeror shall provide documentation establishing the individual or company submitting the proposal has the qualifications and experience to provide the supplies and/or services specified in this RFP, including, at a minimum:
· a detailed description of any similar past projects, including the supply/service type and dates the supplies and/or services were provided;
· the client for whom the services were provided; and
· a general description of the firm including its primary source of business, organizational structure and size, number of employees, years of experience performing services similar to those described within this RFP.
4.2.3
Resumes.  A resume or summary of qualifications, work experience, education, and skills must be provided for all key personnel, including any subcontractors, who will be performing any aspects of the contract.  Include years of experience providing services similar to those required; education; and certifications where applicable.  Identify what role each person would fulfill in performing work identified in this RFP.
Section 4.2.4.is an option to be used only in very limited circumstances, depending on the nature of the project and needs to be tailored accordingly.  If this information is requested, agencies must be prepared to have a qualified financial staff member evaluate it, typically on a pass/fail basis.  

4.2.4
Offeror Financial Stability.  Offerors shall demonstrate their financial stability to (insert appropriate language) specified by:  (1) providing financial statements, preferably audited, for the (insert number) consecutive years immediately preceding the issuance of this RFP; and (2) providing copies of any quarterly financial statements that have been prepared since the end of the period reported by its most recent annual report.
Section 4.2.5 is optional.  The State Procurement Bureau recommends using the language found at http://gsd.mt.gov/ProcurementServices/rfpprocess.mcpx as part of any RFP for financial or information technology service providers.  Examples of service organizations are insurance and medical claims processors, trust companies, hosted data centers, application service providers, managed security providers, credit processing organizations, and clearinghouses. 
4.2.5
Service Organization's Internal Control Assessment.  
If oral presentations are to be conducted as part of the evaluation, they must be scored and the evaluation criteria must be listed in this RFP.  Consider listing offeror's staff that would be required to attend.  Select ONE option from the list below:
4.2.6
Oral Presentation/Product Demonstration/Interview.  Offerors must be prepared to have the key personnel assigned to this project complete a(n) oral presentation/product demonstration/interview in (insert location), Montana.  The State reserves the right to: (1) have presentations/demonstrations/ interviews from only the (insert number) highest scoring offerors; (2) have presentations/demonstrations/ interviews from all offerors within (insert percentage) of the highest scoring offeror; or (3) have presentations/demonstrations/interviews from all offerors who are deemed to have a passing score prior to the presentation/demonstrations/interview process, at the State's discretion.
SECTION 5:  COST PROPOSAL

All subsections of Section 5 not listed in the "Instructions to Offerors" on page 3 require a response.  Restate the subsection number and the text immediately prior to your written response.
Section 5 should, if possible, include the estimated budget for the project so that the offeror can provide a realistic cost proposal within that range.  For guidance in determining how to evaluate cost, please see examples in the RFP Manual and read the State Procurement Bureau resource document entitled "Cost Evaluation Methods for Requests for Proposals."  Both are available at:
http://gsd.mt.gov/ProcurementServices/rfpprocess.mcpx.

Some items you may want to consider when developing this section are:

1.
How do you want costs presented?
a)
Itemized Budget with narrative justification
b)
Total Project Cost

c)
Task Order Basis (hourly rates)
2.
How do you want to be invoiced?  How often, e.g. monthly, per deliverable, etc.?  How much detail do you want, e.g. timesheets, subcontractor expenditures, supply invoices, etc.?
3.
Do you need to know their accounting methods?

4.
Is there a maximum amount you cannot exceed?  If so, include a statement that exceeding the maximum amount will disqualify the response from further consideration and list it as a mandatory item on page 3 and Section 1.6.3.  A response cannot be disqualified for exceeding a budget ceiling unless that is stated in the RFP.
5.
When drafting the cost matrix, consider all initial and potential future costs such as enhancements, additional features, ongoing maintenance costs, renewals, etc.  You may want to request estimated costs for future years of the contract to have a clearer picture of the total contract value.  If appropriate, this may be reflected in the cost section of the contract.
SECTION 6:  EVALUATION PROCESS
Section 6 needs to be tailored to each project. 
Following are two scoring approaches: (1) the first approach is based on tasks or requirements, easily defendable, and works very well for projects with an extensive list of criteria; (2) the second approach provides broader scoring assignments per guideline category which can result in wider point separation, but also requires more detailed defending comments to support the score assignments.   
6.1
basis of Evaluation – Approach 1
The evaluator/evaluation committee will review and evaluate the offers according to the following criteria based on a total number of (insert number) points.

The Ability to Meet Supply Specifications OR Provision of Services, References (select the method for evaluating references based on the choice made in Section 4), Company Profile and Experience, Resumes, and Oral Presentation/Product Demonstration/Interview portions of the proposal will be evaluated based on the following Scoring Guide.  The Financial Stability and/or Service Organization's Internal Control Assessment portion of the proposal will be evaluated on a pass/fail basis, with any offeror receiving a "fail" eliminated from further consideration.  The Cost Proposal will be evaluated based on the formula set forth below. 

SCORING GUIDE

In awarding points to each of the scored evaluation criteria, the evaluator/evaluation committee will consider the following guidelines: 

Exceeds Requirement = 3 points: A response exceeds the requirement when it is a highly comprehensive, excellent reply that goes beyond the requirement of the RFP to provide added value. In addition, the response may cover areas not originally addressed within the RFP and/or include additional information and recommendations that would prove both valuable and beneficial to the agency. The response includes a full, clear, detailed explanation of how the solution fits the requirement.  No errors in technical writing.

Meets Requirement = 2 points: A good response that fully meets the requirement and demonstrates and explains in a clear and concise manner a thorough knowledge and understanding, with no deficiencies noted regarding technical approach. 

Partially Meets Requirement = 1 point: A fair response that minimally meets most of the requirement set forth in the RFP but may have one or more deficiency, such as typos. The offeror demonstrates some ability to comply or has explained partly how their solution fits the requirement.

Failed to Meet Requirement = 0 points: A failed response does not meet the requirement set forth in the RFP. The offeror has not demonstrated sufficient knowledge of the subject matter or has grossly failed to explain how their solution meets the requirement.

6.2
EVALUATION CRITERIA

The following are the relative weights for each evaluated section of this RFP and a sample scoring sheet showing the weighting/point assignments:

	Evaluated RFP Section
	Weight (%)

(determines aggregate points)

	3.x
Ability to Meet Supply Specifications
	      %

	Requirement #1
	%

	Requirement #2
	%

	
	

	OR
	

	3.x
Provision of Services
	      %

	Task Element #1
	%

	Task Element #2
	%

	
	

	4.2.1
References
	Pass/Fail

	Complete contact information provided.
	P/F

	
	

	OR
	

	4.2.1
Client Reference Forms
	      %

	Client Reference #1
	%

	Client Reference #2
	%

	Client Reference #3
	%

	
	%

	4.2.2
Company Profile and Experience
	     %

	Years in Business
	%

	Relevant Experience
	%

	Relevant Past Projects
	%

	
	

	4.2.3
Resumes
	     %

	Key Personnel
	%

	
	

	4.2.4
Financial Stability
	Pass/Fail

	Financial Stability
	P/F

	
	

	4.2.5
Service Organization's Internal Control Assessment
	Pass/Fail

	Internal Control Assessment
	P/F

	
	

	4.2.6
Oral Presentation/Product Demonstration/Interview
	20%

	Oral Presentation
	%

	Product Demonstration
	%

	Oral Interview
	%

	
	

	5.1
Cost Proposal
	20%


(NOTE TO AGENCIES:  Cost Proposal must constitute 20% or more of the total available points. Exceptions to this must be documented in writing and approved by the Procurement Officer.  There are several formulas that can be used to score price/cost.  The most common approach is as follows.  For assistance with other scoring methods, please review the State Procurement Bureau resource document entitled "Cost Evaluation Methods for Requests for Proposals" available at:  http://gsd.mt.gov/ProcurementServices/rfpprocess.mcpx or contact the State Procurement Bureau.  The Average Cost evaluation method requires consultation with the State Procurement Bureau before it can be used.)

Lowest overall cost receives the maximum allotted points. All other proposals receive a percentage of the points available based on their cost relationship to the lowest. Example:  Total possible points for cost are 200.  Offeror A's cost is $20,000. Offeror B's cost is $30,000. Offeror A would receive 200 points. Offeror B would receive 134 points ($20,000/$30,000) = 67% x 200 points = 134).

Lowest Responsive Offer Total Cost
x
Number of available points = Award Points

This Offeror's Total Cost

	Column 1
	Column 2
	Column 3
	Column 4
	Column 5
	Column 6
	Column 7
	Column 8

	Evaluated RFP Section
	Weight (%)
	Max Individual Requirement Points Available
	EXAMPLE Individual Requirement Points Earned
	EXAMPLE Percentage Earned
	EXAMPLE Available Aggregate Points
	EXAMPLE Aggregate Points Earned
	Comments

	
	(Determines aggregate points available (Column 6))
	(Determined from RFP Scoring Guide.)
	(Entered item - determined from proposal consensus scores)
	(Column 4/Column 3)
	(1000 pts*Section Weight)
	(Column 5 * Column 6)
	

	3.2
Task Element #1 – Mission Preparation
	5%
	3
	2
	67%
	50
	33.5
	

	3.2
Task Element #2 – Block and Grid Staking/ Site Assessment
	P/F
	N/A
	N/A
	N/A
	N/A
	N/A
	

	3.2
Task Element #3 – Surface Sweep
	5%
	3
	2
	67%
	50
	33.5
	

	3.2
Task Element #4 – Vegetation Thinning
	P/F
	N/A
	N/A
	N/A
	N/A
	N/A
	

	3.2
Task Element #5 – Digital Geophysical Survey
	10%
	3
	3
	100%
	100
	100
	

	3.2
Task Element #6 – Anomaly Validation/Ground Truth
	10%
	3
	2
	67%
	100
	67
	

	4.2.1 
Company Profile and Experience
	17.5%
	3
	2
	67%
	175
	117.25
	

	4.2.2
Project Manager
	6%
	3
	3
	100%
	60
	60
	

	4.2.2
Senior Scientist/Engineer
	5%
	3
	2
	67%
	50
	33.5
	

	4.2.2
Senior Geophysicist
	5%
	3
	2
	67%
	50
	33.5
	

	4.2.2
UXO Quality Control Specialist
	5%
	3
	2
	67%
	50
	33.5
	

	4.2.2 Organizational Chart
	1.5%
	3
	3
	100%
	15
	15
	

	4.2.3 
Client Reference Forms
	10%
	150 (combined total points available from both forms)
	140
	93%
	100
	93
	

	Task Order Total Per Acre

*cost score to be determined by formula described in section 6.2
	20%
	200
	N/A
	N/A
	N/A
	N/A
	


6.1
basis of Evaluation– Approach 2
The evaluator/evaluation committee will review and evaluate the offers according to the following criteria based on a total number of (insert number) points.

The Ability to Meet Supply Specifications OR Provision of Services, References (select the method for evaluating references based on the choice made in Section 4), Company Profile and Experience, Resumes, and Oral Presentation/Product Demonstration/Interview portions of the proposal will be evaluated based on the following Scoring Guide.  The Financial Stability and/or Service Organization's Internal Control Assessment portion of the proposal will be evaluated on a pass/fail basis, with any offeror receiving a "fail" eliminated from further consideration.  The Cost Proposal will be evaluated based on the formula set forth below.

Any response that fails to achieve a minimum score per the requirements of Section 2.4.5 will be eliminated from further consideration.  A "fail" for any individual evaluation criterion may result in proposal disqualification at the discretion of the procurement officer.
SCORING GUIDE

In awarding points to the evaluation criteria, the evaluator/evaluation committee will consider the following guidelines:
Superior Response (95-100%):  A superior response is an exceptional reply that completely and comprehensively meets all of the requirements of the RFP.  In addition, the response may cover areas not originally addressed within the RFP and/or include additional information and recommendations that would prove both valuable and beneficial to the agency. 

Good Response (75-94%):  A good response clearly meets all the requirements of the RFP and demonstrates in an unambiguous and concise manner a thorough knowledge and understanding of the project, with no deficiencies noted.  
Fair Response (60-74%):  A fair response minimally meets most requirements set forth in the RFP.  The offeror demonstrates some ability to comply with guidelines and requirements of the project, but knowledge of the subject matter is limited.

Failed Response (59% or less):  A failed response does not meet the requirements set forth in the RFP.  The offeror has not demonstrated sufficient knowledge of the subject matter.
6.2
EVALUATION CRITERIA

NOTE TO AGENCIES:  These categories need to be tailored to each project.  These are only examples.
Identify the major criteria that are critical to the success of the RFP.  In most cases, this should correspond to the Ability to Meet Supply Specifications or Provision of Services, References, Company Profile and Experience, and Resumes set out Sections 3 and 4 of the RFP.  Some commonly used criteria are:  qualifications, relevant experience, quality of work, references, service, physical facilities, human resources, cost, technical capabilities, industry standards, and proposed timelines.  RFPs can only be evaluated on stated criteria, so include everything to be measured and ensure that the criteria are measurable.  Once you have determined the major categories, reference those sections of the RFP that set out the specific criteria that will be evaluated and determine point assignments accordingly.  Use the following as an example.
Insert or delete rows as necessary.  In addition, this table may be used as a basis for score sheets.  Copy and paste into a new document and insert columns on the right side for assigned scores and comments.

	
	Category
	Section of RFP
	Point Value

	
	
	

	
	Ability to Meet Product Specifications
	____% of points for a possible __ points

	
	
	
	

	1. 
	
	3.#
	

	2. 
	
	3.#
	

	3. 
	
	3.#
	

	
	
	
	

	
	OR
	
	

	
	Provision of Services
	____% of points for a possible __ points

	
	
	
	

	4. 
	Methods
	3.#
	

	5. 
	Work Plan
	3.#
	

	6. 
	Timeline
	3.#
	

	
	
	

	
	References
	____% of points for a possible __ points

	
	
	
	

	7. 
	References

(Complete contact information provided)
	4.2.1
	Pass/Fail

	
	OR
	
	

	
	Client Reference Forms
	____% of points for a possible __ points

	
	
	
	

	8. 
	Client Reference Form #1
	4.2.1
	

	9. 
	Client Reference Form #2
	4.2.1
	

	10. 
	Client Reference Form #3
	4.2.1
	

	
	
	

	
	Company Profile and Experience
	____% of points for a possible __ points

	
	
	
	

	11. 
	Years of Relevant Experience
	4.2.2
	

	12. 
	Relevant Past Projects
	4.2.2
	

	
	
	

	
	Resumes
	____% of points for a possible __ points

	
	
	
	

	13. 
	Staff Qualifications
	4.2.3
	

	
	
	

	
	Financial Stability
	____% of points for a possible __ points

	
	
	
	

	14. 
	Financial Stability
	4.2.#
	Pass/Fail

	
	
	
	

	
	Internal Control Assessment
	____% of points for a possible __ points

	
	
	
	

	15. 
	Internal Control Assessment
	4.2.#
	Pass/Fail

	
	
	
	

	
	Oral Presentations/Product Demonstrations/Oral Interviews
	____% of points for a possible __ points

	
	
	
	

	16. 
	Oral Presentation
	4.2.#
	

	17. 
	Product Demonstration
	4.2.#
	

	18. 
	Oral Interview
	
	

	
	
	
	

	
	Cost Proposal
	20% of points for a possible __ points

	
	
	
	

	19. 
	Cost Proposal
	5.0
	


(NOTE TO AGENCIES:  Cost Proposal must constitute 20% or more of the total available points. Exceptions to this must be documented in writing and approved by the Procurement Officer.  There are several formulas that can be used to score price/cost.  The most common approach is as follows.  For assistance with other scoring methods, please review the State Procurement Bureau resource document entitled "Cost Evaluation Methods for Requests for Proposals" available at:  http://gsd.mt.gov/ProcurementServices/rfpprocess.mcpx or contact the State Procurement Bureau.  The Average Cost evaluation method requires consultation with the State Procurement Bureau before it can be used.)

Lowest overall cost receives the maximum allotted points.  All other proposals receive a percentage of the points available based on their cost relationship to the lowest.  Example:  Total possible points for cost are 200.  Offeror A's cost is $20,000.  Offeror B's cost is $30,000.  Offeror A would receive 200 points.  Offeror B would receive 134 points (($20,000/$30,000) = 67% x 200 points = 134).

Lowest Responsive Offer Total Cost
x
Number of available points = Award Points

This Offeror's Total Cost

APPENDIX A:  STANDARD TERMS AND CONDITIONS
Insert the most recent Standard Terms and Conditions located at: http://gsd.mt.gov/ProcurementServices/rfpprocess.mcpx.

Be sure to select the appropriate file (non-IT or IT).
APPENDIX B:  CONTRACT

Insert the most recent Standard Contract located at: http://gsd.mt.gov/ProcurementServices/rfpprocess.mcpx.

Be sure to select the appropriate file (non-IT or IT). 

For an IT solicitation be sure to choose the appropriate file (Services Contract, License Agreement, or SaaS Agreement).
APPENDIX C:  RFP RESPONSE FORM

(USE ADDITIONAL SHEETS AS NECESSARY)

1.
Offeror must provide a signed copy of the RFP Cover Sheet.

2.
Offeror must include the "Instructions to Offerors" page.
Offeror must provide the following information that will be evaluated by the RFP EVALUATOR/evaluation committee:

RFP DRAFTER INSERTS REQUIREMENTS FROM THE TEXT OF THE RFP.  FOLLOWING IS AN EXAMPLE OF INFORMATION THAT MAY BE REQUESTED.

3.
Ability to Meet Supply Specifications (Section 3).


OR
3.
Provision of Services (Section 3).
4.
References OR Client Reference Forms (Section 4.2.1).

5.
Company Profile and Experience (Section 4.2.2).
6.
Resumes (Section 4.2.3).
7.
Cost Proposal (Section 5.0).

8.
Completeness of Proposal.  An offeror's response must be complete at the time of submittal and contain all the reference materials necessary to provide a complete response to the RFP.  Unless specifically requested in the RFP, an offeror making the statement "Refer to our literature…" or "Please see www…….com" may be deemed nonresponsive or receive point deductions.  If making reference to materials located in another section of the RFP response, specific page numbers and sections must be noted.  The Evaluator/Evaluation Committee is not required to search through literature or another section of the proposal to find a response.
NOTE TO AGENCIES:  If you need electronic copies of the proposal responses, you must insert that request here.

9.
Copies Required and Deadline for Receipt of Proposals.  Offerors must submit one original proposal and (insert number) copies to the State Procurement Bureau.  The State reserves the right to request an electronic copy of the RFP response.  OPTIONAL:  In addition, offerors must submit two electronic copies on compact disc (CD) or universal serial bus (USB) flash drive in Microsoft Word or portable document format (PDF).  If any confidential materials are included in accordance with the requirements of Section 2.3.2, they must be submitted on a separate CD or USB flash drive.
each Proposal must be sealed and labeled on the outside of the package clearly indicating it is in response to RFP (insert number). Proposals must be received at the reception desk of the State Procurement Bureau prior to 2:00 p.m., Mountain Time, (insert date).  Offeror is solely responsible for assuring delivery to the reception desk by the designated time.  Facsimile or electronic submissions are not acceptable.

Mailing Address:

State Procurement Bureau

PO Box 200135

Helena MT 59620-0135

Physical Address:

State Procurement Bureau

Room 165, Mitchell Building

125 North Roberts

Helena MT 59601-4558
APPENDIX D:  CLIENT REFERENCE FORM

NOTE TO AGENCIES:

If you choose to request a written reference, there are optional forms available at http://gsd.mt.gov/ProcurementServices/rfpprocess.mcpx.  Choose the form that works the best for your application and tailor it to fit your needs.

NOTE TO AGENCIES:
For all solicitations for which Prevailing Wage Rates will be paid, the applicable Prevailing Wage Booklet from the Department of Labor and Industry must be included as part of the solicitation.  Current Prevailing Wage Booklets are available http://erd.dli.mt.gov/labor-standards/state-prevailing-wage-rates.

The booklet must be posted with the solicitation using the following or similar language:
APPENDIX E:
MONTANA PREVAILING WAGE RATES FOR (INSERT TYPE OF SERVICE) SERVICES (YEAR)
The services requested in this RFP will require the Contractor to pay prevailing wages.  See Contract Section 6.


Instructions for Using this RFP Template





Insert appropriate information when requested in areas that appear in red. (As you insert information, change font color from red to automatic, unbold, and delete underlining, if appropriate.) Most of the text in this RFP Template, excluding titles and section headings, is in Arial 11 point font.





Decide which optional paragraphs are needed and delete those not needed. DO NOT USE THE AUTONUMBERING OR TABLE OF CONTENTS GENERATION FEATURES. Change paragraph numbering and page numbers throughout the document, including the Table of Contents, as necessary to accommodate material that has been added or deleted.





Instructional wording appears in blue throughout the template.  All instructional wording should be deleted prior to releasing the RFP.





Delete this text box and page when the RFP is ready to issue by clicking on the text box boundary, pressing delete, and deleting the section break on this page.








SAMPLE





Note:  This document is provided in PDF format as a separate file and may be found with RFP No. (insert number) at


� HYPERLINK "http://svc.mt.gov/gsd/OneStop/SolicitationDefault.aspx" �http://svc.mt.gov/gsd/OneStop/SolicitationDefault.aspx�.


This appendix is a critical and necessary element of this RFP.
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