Agency Information Technology RFP
Solicitation Check Sheet and Instructions

Instructions: The RFP Evaluation Committee Chair and evaluation team members will use this check sheet to develop the IT RFP document. When the RFP document is complete, the RFP Committee Chair will check off each section to ensure it is incorporated into the solicitation. Once the check sheet is complete, the Evaluation Committee Chair will sign the document and submit it and the RFP to the Purchasing Agent for posting to BidSync. 

Pre-RFP Creation - Solicitation Requisition Check Sheet:

Prior to any solicitation, agencies must submit the below information to their Department of Technology Services (DTS) Contract Analyst for creation of the FINET requisition ticket. Once the RQM is created, the Contract Analyst will schedule a Solicitation Kickoff Meeting with DTS, the agency and its committee, and State Purchasing. After this meeting, the solicitation can be created. 

|_|	A valid DTS Business Case must be reviewed and approved by DTS in Service Now before a FINET requisition ticket will be created. 
DTS Business Case Name: _     _   
NOTE: State Purchasing is unable to post an RFP without an approved DTS Business Case and FINET requisition ticket. 

|_| 	DTS requires the following information in order to create the solicitation requisition: Fiscal Year, Dollar Amount, Project Contact Name/Telephone Number, ELCID Number, Commodity Code Number, Object Code Number, and DTS Business Case.   

|_| 	The requisition submission must include a detailed description of the project, equipment, or service that will be procured. NOTE: The commodity code description is not sufficient for the requisition ticket.  

If any of these items are missing, the agency will be required to work with DTS in order to correct the issues in FINET and print a new requisition ticket. 	



Request for Proposal (RFP) Creation - Required Elements Check Sheet and Instructions:

This check sheet is designed to serve as reference for Project Managers and RFP Evaluation Committee Chairpersons to ensure the required elements are included in the State of Utah RFP IT solicitation document. By including these elements in your RFP document, this will help build a solid solicitation that supports State of Utah procurement best practices and protects the interests of the state.  

Check the box once you have confirmed each RFP template section has been reviewed and is included in your IT RFP solicitation document. Each section must also be filled out identifying the required information and/or location on the RFP template.


|_| 	1.0 Purpose of Request for Proposal (RFP). This section is required and provides offerors with the basic information on the products/services that you wish to procure. Identify whether you anticipate a single or multiple award. 

	Also identify any award parameters you wish to include (for example: top 5 highest scoring vendors will receive an award or only the top 3 technical scoring vendors will be invited to participate in oral presentations and will be eligible for award).

|_|	If this RFP will result in a cooperative contract, make sure the following language appears in the solicitation. 
63G-6a-2105.   Participation of a public entity or a procurement unit in agreements or contracts of procurement units -- Cooperative purchasing -- State cooperative contracts.
(2)  A public entity may obtain a procurement item from a state cooperative contract or a contract awarded by the chief procurement officer under Subsection (1), without signing a participating addendum if the quote, invitation for bids, or request for proposals used to obtain the contract includes a statement indicating that the resulting contract will be issued on behalf of a public entity in Utah.
|_|	2.0 Background. This section is optional, but may be helpful to offerors in order to understand the history of a project, program, or equipment that was previously in place. Possibly include historical spend amounts in order to encourage participation.  

|_|	3.0 Issuing Office and RFP Reference/Solicitation Number. This section is required and should not be 	modified. Identify the State Agency requesting the solicitation and the RFP Solicitation Number in this section. The RFP Solicitation Number is supplied by State Purchasing, is unique to the solicitation posting in BidSync and will be assigned at the RFP kick off meeting.

	Review – Identify the RFP Solicitation Number _     _
	Review – Identify the Agency _     _
  
|_|	4.0 Submitting Your Proposal. This section is required and should not be modified. Include the number of hard copy RFP proposal response copies your team will need (one per RFP Evaluator) should a hard copy proposal be required for submission. 

|_|	5.0 Length of Contract. Standard operating procedure is to sign contracts for a single 5 year term. For a contract extending past 5 years please contact your Purchasing Agent for authorization or to discuss a term shorter than 5 years. 
	
	Identify the contract term as listed on the solicitation _     _

|_|	6.0 Price Guarantee Period: This section is required and must identify the initial period that pricing is set. May be for a period of 6 months, one year, two years, etc., (or full contract period – if reasonable). 

	Identify the price guarantee period as listed on the solicitation _     _
 
|_|	7.0 Standard Information Technology Term and Conditions: This section is required and should remain intact. Modification may be required to include additional terms and conditions that are specific to an agency (for example: Department of Corrections or Department of Health). State of Utah IT Terms and Conditions should be identified as Attachment A; any agency Terms and Conditions will be additional attachments.

|_|	8.0 Questions. This is a required section and should not be modified. Work with your Purchasing Agent to determine the adequate closing date for questions. Question period usually closes at the half-way mark of the solicitation posting period. 

|_|	9.0 Discussion with Offerors (Oral Presentation). This is a required section and should not be modified. This section allows an RFP Evaluation Team the ability to meet with offerors in order to discuss, clarify or demo products identified in the proposal submission. Evaluators should not be conducting discussions during the solicitation period. All discussions should be coordinated through the Purchasing Agent. 

|_|	10.0 Protected Information: This section contains the Government Records Access Management Act (GRAMA) requirements. Do not make any changes or additions to this section. Any changes will require pre-approval from the agency’s assigned assistant Attorney General in writing (will serve as back up documentation for the RFP file). 

|_|	11.0 Detailed Scope of Work. This section is required. Include a detailed description of the work to be performed or products to be purchased. Include any tasks to be accomplished in the order in which they should be performed. This is one of the most important sections of the RFP and should be directly connected to the RFP Score sheet. If you want to score it or it is important to the solution it should be covered in the Scope of Work and on the score sheet.

	If travel is to be authorized, ensure that you include language that will limit authorized travel reimbursements to the State of Utah travel rates and per diem. 

|_|	12.0 Proposal Requirements and Company Qualifications. This section is required. Include any mandatory or minimum solicitation requirements. Add these on the Interactive Score Sheet under the section titled “Minimum Mandatory Requirements” and highlighted in blue. You can add in lines as needed. Take the time to evaluate the State’s standard insurance requirements ($1,000,000 each occurrence/$3,000,000 aggregate) to ensure these limits properly cover the risks associated with the project. Also include any warranty requirements, remedies that may be required (for example: loaner products may be required during equipment repairs), or proposal page limits (including limits on vendor terms and conditions). Is grant funding applicable to this project and if so, are there grant requirements that must be addressed in the RFP. 

	See the RFP template for additional requirement examples. 

	By anticipating problems that may occur and incorporating a remedy in this section, this may reduce the need for lengthy terms and conditions negotiations in the contract process.

|_|	Does the Scope of Work include access or potential access to secure areas of a facility? Or does the Scope of Work include access to security or secure documents such as private or protected documents, payroll information, public health records, identification records, driver’s license information, social security information, etc.? If so, how does the RFP address these security requirements? Does this RFP require a background check?

|_|	13.0 Proposal Response Format. This is a required section. 1) RFP Form, 2) Executive Summary, 3) Detailed Response, and 4) Cost Proposal are instructions to the offeror that outlines how the proposal response should be constructed. This section may be modified to reflect how the RFP Evaluation Committee requires the offerors proposal response to appear. 

|_|	A blank cost proposal document that offerors complete and submit as part of their proposal response is required with all RFPs. 

|_|	Language requiring cost to be submitted as a separate document and to not include 	pricing data within the proposal response must not be removed.

|_|	14.0 Proposal Evaluation Criteria. This section is required and is critical to the RFP. This section identifies the components of the RFP that will be evaluated and scored by the committee. If the RFP does not clearly identify criteria that will be evaluated and scored, the evaluation committee’s scores cannot take that criteria into consideration when scoring. Use the Interactive Score sheet to identify all the minimum mandatory requirements (blue section) and scoreable technical criteria (green section). Use the weighting (purple section) in the Interactive Score Sheet to identify the priority and/or importance of the scoreable technical criteria.

|_|	Review – ensure the following language appears in the Evaluation Criteria section:
	
	All proposals in response to this RFP will be evaluated in a manner consistent with the Utah Procurement Code, rules, and policies. 

|_|	Review the evaluation categories/line items/requirements included in the Proposal Evaluation Criteria section of the RFP and identify the section of the RFP where the evaluation criteria/requirements are clearly outlined for scoring purposes. Ensure evaluation criteria are not overly restrictive. Put this information under the Minimum Mandatory Requirements or in the Scoreable Technical Criteria sections of the Interactive Score sheet (both are highlighted in orange).

|_|	15.0 Award of Contract. This section is required and should not be modified. Ensure that Cost Benefit Analysis language is included in this section. 

|_|	Interactive Score Sheet - A blank RFP Evaluation Score Sheet is required. The scoring sheet will help offerors understand how the RFP Evaluation Team will evaluate and score the proposals; and will increase transparency. The Interactive Score sheet will become the RFP Evaluation Score Sheet upon completion of this Checklist and should be used for scoring the offers that come from this RFP. The Interactive Score Sheet has some features that will simplify the scoring and subsequent posting requirements. Included on the Interactive Score Sheet are sections for notes, strengths and weaknesses. Please fill these sections out while scoring as they will be necessary later on. The gray highlights will be filled out later by Purchasing and the yellow highlights will be filled out by the evaluator while scoring.

	Cost must reflect a minimum of 30% of the total RFP points (unless approved by the Chief Procurement Officer).  Place the desired cost percent on the Interactive Score Sheet in the cell labeled “Percent of Total” under the Cost Section (brown section).
	 

|_|	Cost calculation formula must be included in the score sheet to avoid question on how cost points are assessed. If this formula differs from the standard purchasing cost calculation formula, ensure the formula calculates correctly. Several options have been included in the Interactive Score Sheet as examples.


Required – but not part of the RFP Template

|_|	Forecasted RFP schedule/timeline must be developed and agreed to by Purchasing Agent / RFP Evaluation Committee Chairperson.

|_|	Provide a list of Invited Suppliers. If the RFP Evaluation Committee does not know of any, they are not required to provide one. 

|_|	Ensure RFP Evaluation Committee is selected. The Procurement Code requires a minimum of three (3) scoring evaluators.  DTS requires an IT Director (or designee) to be part of the RFP Evaluation Committee. Identify the RFP Evaluation Team below:

1.  DTS Employee:_      _

2.  _     _

3.  _     _

4.  _     _

5.  _     _

6.  _     _

7.  _     _

8.  _     _

I have reviewed the solicitation to ensure that it conforms to DTS architectural standards, development standards, and all other policies and guidelines.

DTS Evaluation Committee Member: _______________________   _________
			       		Signature			   Date

I certify that I have reviewed all the required elements of the RFP:
RFP Evaluation Committee Chair:  _______________________   _________
					 Signature			   Date		
[bookmark: _GoBack] _______________________   
	 Name (please print)					
