_________________________________2.0 PREPARING AND SUBMITTING A PROPOSAL

2.1
General instructions

The evaluation and selection of a vendor will be based on the information submitted in the proposal, references, and written clarifications. Failure to respond to each requirement in this RFP may be the basis for rejecting a proposal.

2.2
Incurring costs

Neither the Department nor the Board is liable for any cost incurred by vendors in replying to this RFP or making requested oral presentations.
2.3
Proposal organization and format

Proposals should be typed on 8.5 by 11 inch paper and bound securely.  Bidders should display each question or instruction immediately preceding their response.  Responses to the proposal questionnaire (Section 4) must be organized using the same section headings, subheadings, and number system.  Each section should be separated by tabs or otherwise clearly marked. 


Bidders responding to this RFP must comply with the following format requirements:

a. BIDDER’S CHECKLIST:  Complete the proposal checklist provided as Attachment 1 to this RFP and include with your proposal.

b. Tab 1 - TRANSMITTAL LETTER: A transmittal letter must accompany the proposal. The transmittal letter must be written on the vendor’s official business stationery and signed by an official who is authorized to legally bind the vendor. Include in the letter:

1) Name and title of vendor representative;

2) Name and address of company;

3) Telephone number, fax number, and e-mail address of representative;

4) RFP number and title:  ETE0006 - RFP for ERA/Commuter Benefits;

5) An itemization of all materials and enclosures submitted in response to the RFP;

6) A statement that the vendor believes that its proposal meets all the requirements set forth in the RFP;

7) A statement that acknowledges that the proposal conforms to all contractual terms and conditions stated in this RFP, including all attachments and exhibits, with exceptions listed in point 8 below;

8) Any exceptions to the terms and conditions presented in this RFP must be submitted with the proposal.  Exceptions to the Board’s contract terms and conditions may be considered during contract negotiations if it is beneficial to the programs.  If exceptions are not presented in the transmittal letter, they will not be discussed or considered during contract negotiations;  

9) A statement that the individual signing the proposal is authorized to make commitments, including financial, on behalf of the vendor for all aspects of this RFP, and that she/he has not participated and will not participate in any action contrary to the RFP; and

10) The vendor’s assurance that the entire proposal, including prices quoted, will remain in full force and effect for at least 180 days from the proposal due date.

c. Tab 2 - SIGNED STATE AGREEMENTS: Include here the signed copy of:

Attachment 2 -- Designation of Confidential and Proprietary Information; Attachment 3 -- Vendor Information Sheet; 

Attachment 4 -- Vendor Reference Sheets; 


Attachment 6 – Confidentiality Form; and




Attachment 7 – Lobbying Form.
d. 
Tab 3 - RESPONSE TO SECTION 4.0 PROPOSAL QUESTIONS: Provide a point-by-point response to each and every proposal question specified in Section 4 of this RFP.  Responses to questions must restate the question and be in the same sequence and numbered as they appear in this RFP.  Provide a succinct explanation of how each requirement is addressed.

e. COST PROPOSAL--Separate Sealed Envelope: The vendor must submit its Cost Proposal according to the instructions provided in Section 2.4.  

Failure to provide any requested information in the prescribed format may result in disqualification of the proposal.

No mention of the cost proposal may be made in the response to the technical requirements of this Request for Proposal.

2.4
Submitting the proposal

Vendors must submit an original (marked “Original”) and six (6) complete copies of the technical proposal, including all related documentation required by this RFP, on or before 3:00 p.m. CT on the due date specified in Section 1.7.  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 2.3 of this RFP.  The electronic copy of the proposal must be in MS-Word format and must be one single document (except for the cost proposal).  FAX or e-mail proposals will not be accepted.  Receipt of a proposal by the State mail system does not constitute receipt of a proposal for purposes of this RFP.

The proposal will be considered only if all sections of the proposal are received by the department on or before the deadline stated above. Proposals received after the deadline will be returned unopened.

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

—Bidder's name and address

—State of Wisconsin ERA/Commuter Benefits Program 

—Request for Proposal #ETE0006

—Proposal Due Date

An original plus three (3) copies of the Cost Proposal must be sealed and submitted as a separate part of the proposal.  The outside of the envelope must be clearly labeled with the words “Cost Proposal, RFP #ETE0006” and name of the bidder and due date.  The cost proposal is due to the addressee on the due date and time noted above.
2.5
Oral presentations and site visits

The Department reserves the right to request additional information from the vendor relating to the administration of the programs and the financial stability of the company.  The vendor may be required to provide a personal interview with Department staff or the Board and/or an on-site visit to the vendor's headquarters by Department staff.  All Department personnel costs of an on-site visit will be borne by the Department. The Department will make every reasonable attempt to schedule each interview at a time and location that is agreeable to the vendor.  Failure of a vendor to interview or permit a site visit on the date scheduled may result in rejection of the vendor's proposal.
