3.0 PREPARING AND SUBMITTING THE PROPOSAL

3.1
General Instructions

The evaluation and selection of a contractor and the contract will be based on the information submitted in the vendor's proposal plus references, and any required demonstrations and on-site visits.  Failure to respond to each of the requirements in the RFP may be the basis for rejecting a response.  Each response must include the RFP section or appendix section number when providing narratives required by the RFP.

If vendors have any exceptions to the contract terms and conditions presented in Sections 7- 9, they must submit them with their proposal as described in Section 6.1.  Exceptions to the State’s contract terms and conditions may be considered during contract negotiations if it is beneficial to the State. 

Elaborate proposals (e.g., expensive artwork), beyond that sufficient to present a complete and effective proposal, are not necessary or desired.  

3.2
Incurring Costs

ETF is not liable for any cost incurred by vendors in replying to this RFP.

3.3
Submitting the Proposal

Vendors must submit one (1) original (marked “Original”) and nine (9) complete copies of the proposal, including the transmittal letter and other related documentation as required in Section 6.0 of this RFP.  One complete electronic copy of the proposal must also be provided on CD-ROM.  Each copy of the proposal must follow the format indicated in Section 3.0 of this document.  The electronic copy of the proposal must be in MS-Word format and must be one single document (except for the cost proposal, Appendix C).  When completing Appendices A and B, the vendor must use the table and worksheet templates provided.  The vendor may add additional rows to tables as necessary to accommodate their response.  Electronic versions of the RFP and all appendices are available on VendorNet.  Fax or e-mail proposals will not be accepted.

All proposals must be packaged, sealed, and show the following information on the outside of the package:

· Proposer's Name and Address

· RFP for ETF WRS BPS ETE0001

· Due Date



Do not submit demonstration CDs of products.  

An original plus two (2) copies of the cost proposal must be sealed and submitted as a separate part of the proposal.  The cost proposal must be packaged, sealed and show the following information on the outside of the package:

· Vendor's name and address

· Cost proposal title: Cost Proposal, RFP for ETF WRS BPS

· RFP number: ETE0001

3.4
Submission Organization and Format

Proposals must be typed and submitted on 8.5 by 11-inch paper bound securely.  Proposals must be organized and presented in the order and by the number assigned in the RFP.  Proposals must be organized as indicated in Section 3.5.  Each heading must be separated by tabs or otherwise clearly marked.  

3.5
Proposal Organization and Format

3.5.1 The Technical and Business Proposal is to include the following items in the order listed here.  Use tab separators for each section.

Tab 1.
Vendor background, vision and viability. See Section 5.2. 

Tab 2.  Technical architecture. See Section 5.2.
Tab 3.
Business functionality.  See Section 5.2.

Tab 4.  Implementation and service.  See Section 5.2.
Tab 5.  Project plans.  See Section 6.4.
Tab 6.  Remaining items from Section 6.0.
3.5.2.
The cost proposal must be submitted in a separate sealed envelope with the written proposal.

Cost proposal instructions are included in Appendix C.  

All prices, costs, and conditions outlined in the proposal must remain fixed and valid for acceptance for 120 calendar days starting on the due date for proposals.  The successful vendor’s fixed price must be valid for the term of the contract.  No mention of the cost proposal may be made in the response to the technical requirements of this RFP.

3.6
Multiple Proposals


Multiple proposals from a vendor will not be permissible.


