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RFP - AGENCY SOLICITATION SPECIFICATIONS

[bookmark: _Hlk104549515]HEADER	Comment by Author: 1. Agency fills in ALL header fields.  
2. Procuremnt Specialist will copy into OSP’s “Header” > Delete this section off the finalized Word draft once the OSP “Header” and “Requirements” are completed > PDF and add finalized RFP to “Attachments” tab in OSP

TITLE: 

DESCRIPTION: 	Comment by Author: Brief description of goods and/or services your agency is looking to acquire with this RFP.  Please note that this will be viewable on the bid board; be precise so you attract interest of the appropriate vendor community

PRE-BID/ PROPOSAL CONFERENCE: YES/NO
MANDATORY: YES/NO

BONDING REQUIREMENTS
BID SURETY BOND REQUIRED: YES/NO
PAYMENT AND PERFORMANCE BOND REQUIRED: YES/NO

CONTRACT TERMS
[bookmark: _Hlk104549799]The initial contract period will begin approximately [Insert date] for [insert period] .  Contracts may be renewed for up to [Insert number] additional 12-month periods based on vendor performance and the availability of funds.	Comment by Author: What is the desired term or length of service? Renewal options?

Insurance Requirements 	Comment by Author: Agency makes selections. Note – Select the applicable insurance for this solicitation (double click on box). The General Conditions of Purchase Addendum A provides details on each coverage type to assist in selection(s) found at https://www.ridop.ri.gov/documents/general-conditions-addendum-a.pdf.
In accordance with this solicitation, or as outlined in Section 13.19 of the General Conditions of Purchase, found at  https://rules.sos.ri.gov/regulations/part/220-30-00-13 and General Conditions - Addendum A found at https://ridop.ri.gov/about-us/procurement-statutes-and-regulations, the following insurance coverage shall be required of the awarded vendor(s):

General Requirements:

13a)  ☐	Liability - combined single limit of $1,000,000 per occurrence, $1,000,000 general aggregate and $1,000,000 products/completed operations aggregate.

13b)  ☐	Workers compensation - $100,000 each accident, $100,000 disease or policy limit and $100,000 each employee.

13c)  ☐	Automobile liability - $1,000,000 each occurrence combined single limit. 

13d)  ☐ 	Crime - $500,000 per occurrence or 50% of contract amount, whichever is greater. 

Professional Services:

13e)  ☐ 	Professional liability (“errors and omissions”) - $2,000,000 per occurrence, $2,000,000 annual aggregate. 

13f)  ☐	Environmental/Pollution Liability when past, present or future hazard is possible - $1,000,000 per occurrence and $2,000,000 aggregate.

13g)  ☐ 	Working with Children, Elderly or Disabled Persons – Physical Abuse and Molestation Liability Insurance - $1 Million per occurrence. 

Information Technology and/or Cyber/Privacy: 

13h)  ☐	Technology Errors and Omissions - Combined single limit per occurrence shall not be less than $5,000,000. Annual aggregate limit shall not be less than $5,000,000.	

13i)  ☐	Information Technology Cyber/Privacy – minimum limits of $5,000,000 per occurrence and $5,000,000 annual aggregate.  If Contract Party provides: 

a)  ☐ 	key back office services Contract Party shall have a minimum limit of $10,000,000 per occurrence and $10,000,000 annual aggregate; 
b)  ☐	if Contract Party has access to Protected Health Information as defined in HIPAA and its implementing regulations, Personal Information as defined in in R.I. Gen. Laws § 11-49.3-1, et seq., or as otherwise defined in the Contract (together Confidential Information”), Contract Party shall have as a minimum the per occurrence, per annual aggregate, the total rounded product of projected number of persons data multiplied by $25 per person breach response expense per occurrence; but no less than $5,000,000 per occurrence, per annual aggregate; or, 
c)  ☐	if the Contract Party provides or has access to mission critical services, network architecture and/or the totality of confidential data $20,000,000 per occurrence and in the annual aggregate. 

Other:

Specify insurance type and minimum coverage required, e.g. builder’s risk insurance, vessel operation (marine or aircraft):

13j)  ☐ 	Other - Specify insurance type and minimum coverage required

Optional Instructions to Vendors: 
  ☐  AIA Contract - For public works projects, the selected Vendor must submit a fully executed Rhode Island custom AIA contract. If awarded the contract, Vendor shall be required to obtain the specified AIA Documents from https://documentsondemand.aia.org/?filter=Rhode. Design Agents must obtain and utilize the Custom Rhode Island AIA Documents G701-2017, AIA G714-2017, AIA G802-2017, which can also be located at https://documentsondemand.aia.org/?filter=Rhode. Full instructions will be included in the Tentative Selection Letter.	Comment by Author: Required for applicable public works solicitations that will result in an AIA contract with the selected vendor at time of tentative selection.  This is to notify vendors of this requirement up front in the solicitation as the AIA forms do require a nominal fee.
Specify required AIA contract document


[bookmark: _Toc443482861][bookmark: _Toc443482881][bookmark: _Toc511304819][bookmark: _Toc522613429]SECTION A. BACKGROUND

[bookmark: _Toc511304820]See comment.	Comment by Author: Background should describe the necessary information for vendors to understand why the services are being sought.  Describe the authority to conduct the work on the state’s behalf.  Provide data, if possible, of past service levels or any relevant information that would assist the vendor in understanding the needs of the state for the service being sought.




[bookmark: _Toc443482864][bookmark: _Toc443482884][bookmark: _Toc511304821][bookmark: _Toc522613430]SECTION B: SCOPE OF WORK AND REQUIREMENTS

See Comment.	Comment by Author: The Scope of Work section is really the nuts and bolts behind the project’s authorization of work.  What you are requesting of the vendor should be clear and concise and driven by deliverables where ever possible.  This is where you describe the expectations and layout what the core function of the work should be, i.e.: deliverables, tasks or work products.

Agencies are able to customize this section as needed to best convey the SOW and requirements for their specific goods and/or services. 

For reference, RFP examples can be found at the Division of Purchases website at https://www.ridop.ri.gov/



[bookmark: _Toc443482867][bookmark: _Toc443482887][bookmark: _Toc511304824][bookmark: _Toc522613431]SECTION C: PROPOSAL
[bookmark: _Toc511304825]
[bookmark: _Toc522613432]1. Technical Proposal	Comment by Author: Section C.1.A-D  is a suggested approach.  

Choose criteria that will prove the vendor’s ability to deliver the work that is requested in this RFP’s scope.  Be sure to describe each criterion so that the vendor knows what to expect and how they will be measured.  

This becomes your scoring criteria for Section 5.

If you would like the ability to have vendor interviews or demonstrations, please contact your Procurement Specialist at the Division of Purchases to request template substitutions for the current sections C and D. Please note that proceeding with sections C and D as written in this template will not allow your team to conduct any vendor interviews or demonstrations.
Narrative and format:  Vendors must submit a technical proposal which addresses each of the following elements and is limited to six (6) pages (this excludes any appendices and as appropriate, resumes of key staff that will provide services covered by this request):	Comment by Author: Define a reasonable number of pages that accommodates both a thorough response from a vendor as well as providing consideration to the evaluation committee that has to read all the proposals.

A. [bookmark: _Toc511304826][bookmark: _Toc522613433]Staff Qualifications – Provide staff resumes/CV and describe qualifications and experience of key staff who will be involved in this project, including their experience in [insert description of field of expertise].    

B. Capability, Capacity, and Qualifications of the Vendor - Please provide a detailed description of the Vendor’s experience as a [insert description of field of expertise].  List a minimum of three (3) relevant client references, to include client names, addresses, contact names with emails and phone numbers, dates of service and type(s) of service(s) provided.    

C. Work Plan - Please describe in detail, the framework within which requested [insert service type] services will be performed.  The following elements should be included: [Insert list of elements]

D. Approach/Methodology – Define the methodology to be used for [insert description of efforts you are looking for the vendor to define in their response]
2. Cost Proposal
Detailed Budget and Budget Narrative:  	Comment by Author: First determine your cost proposal structure as a lump sum fixed fee, time and materials, deliverable based or reimbursable based.  Highly recommend an appendix/ spreadsheet to be included, so you can get consistent responses from the vendors which in turn will make evaluation flow smoother. 

Provide a cost proposal for the required services which includes the following information: [Insert description] 
[bookmark: _Toc511304827][bookmark: _Toc522613434]3. Supplemental Bidder Attestation Form

See Appendix A on the “Overview” tab in Ocean State Procures™ for information. Vendors are required to complete, sign and submit this form with their overall proposal. 
4. ISBE Proposal

See Appendix B on the “Overview” tab in Ocean State Procures™ for information and the MBE, WBE and/or Disability Business Enterprise Participation Plan form(s). Vendors are required to complete, sign and submit these forms with their overall proposal. Please complete separate forms for each MBE, WBE, and/or Disability Business Enterprise subcontractor to be utilized on the solicitation.
[bookmark: _Toc511304828][bookmark: _Toc522613435][bookmark: _Hlk123824486]SECTION D: EVALUATION AND SELECTION - SOLICITATION SPECIFIC
[bookmark: _Hlk36022393]Technical proposals must receive a minimum of 55 (78.5%) out of a maximum of 70 points to advance to the cost evaluation phase. Technical proposals scoring less than 55 points shall not have the accompanying cost or ISBE participation proposals opened or evaluated; such proposals shall not receive further consideration.

Technical proposals scoring 55 points or higher shall have the cost proposals evaluated and assigned up to a maximum of 30 points bringing the total potential evaluation score to 100 points. As total possible evaluation points are determined, vendor ISBE proposals shall be evaluated and assigned up to 6 bonus points for ISBE participation.  

Proposals shall be reviewed and scored based upon the following criteria:

	
Criteria	Comment by Author: Please make sure this scoring table aligns to Section C.1. line items.
	
Possible Points	Comment by Author: The 70 point max can be divided up as you deem fit among the criteria you choose.

Make sure these point categories mirror the categories set forth in Section 4. Technical Proposal

**For exceptions to the standard scoring format, contact your Division of Purchases’ Procurement Specialist responsible for this RFP to discuss.**

	Staff Qualifications
	10 Points

	Capability, Capacity, and Qualifications of the Vendor
	10 Points

	Work Plan
	30 Points

	Approach/Methodology
	20 Points

	                                      Total Possible Technical Points
	
70 Points

	
Cost proposal
	
 30 Points	Comment by Author: Cost cannot be lower than 30, but it can be higher- Be sure to adjust the Technical points so that the total is 100.

	Total Possible Evaluation Points
	100 Points

	ISBE Participation
	6 Bonus Points

	
                                                        Total Possible Points 
	
106 Points



Additional evaluation criteria can be found at: 

· For those with an OSP account, see the “Requirements” tab of this solicitation in OSP for additional information on the evaluation and selection process in the “RFP Standard Specification” section. 

· For those without an OSP account, public access to the full bid can be found at https://ridop.ri.gov/vendors/bidding-opportunities.  Search for this solicitation, open the record, click on the “Print/Download Solicitation Summary” button in the upper right corner for all the solicitation requirements and supporting documents are found at the bottom of the page in the “Solicitation Attachments” section.  
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