

SOLICITATION COVER SHEET


Instructions for Use

The Information to Vendors/Offerors Cover Sheet (Solicitation Cover Sheet) is intended as a means to provide vendors/offerors with essential information upfront concerning the procurement being solicited.  It may be used for either Invitation for Proposals (IFB) or Request for Proposals (RFP) procurements (that is, either sealed Proposal or negotiated procurements).

The Cover Sheet must be used with the appropriate IFB or RFP solicitation template (Solicitation, Offer, and Award template).

The Issuing Agency (subrecipient) must insert the appropriate information including: 

1. The solicitation number and whether the procurement is a sealed Proposal or negotiated procurement;

2. The solicitation closing date;

3. The address to which PROPOSALS or offers must be sent or delivered;

4.  Contact information for the individual who is responsible for the solicitation;

5. A brief description of the items or services being solicited; and

6. Key dates including any pre-Proposal or pre-proposal conference (if approved by WisDOT), the last day for Proposalders/offerors to submit written questions, the solicitation closing date, public Proposal opening date and time, the dates when evaluations are expected to begin and conclude, the anticipated award date, and the estimated contract start date.



REQUEST FOR PROPOSAL
COVER SHEET
Title 

SOLICITATION NUMBER:  ________________________

THIS SOLICITATION CLOSES ON:  __________________________.  Proposals must be submitted by this date and time.  Late PROPOSALS or offers will not be accepted.

SUBMIT PROPOSALS/OFFERS TO:	_________________________________
						_________________________________
						_________________________________
						_________________________________

FOR INFORMATION ON THIS PROCUREMENT, CONTACT: 
_________________________________
						_________________________________
						_________________________________
						_________________________________
ITEMS OR SERVICES TO BE PURCHASED:
_________________________________
						_________________________________
						_________________________________
										
SIGNIFICANT EVENTS/DATES:
ISSUE DATE					_________________________________
PRE-PROPOSAL CONFERENCE (OPTIONAL)	_________________________________
LAST DAY TO SUBMIT QUESTIONS		_________________________________
PROPOSAL CLOSING DATE			_________________________________
EVALUATIONS BEGIN				_________________________________
EVALUATIONS COMPLETED			_________________________________
ESTIMATEDCONTRACT AWARD DATE	_________________________________
ESTIMATED CONTRACT START DATE	_________________________________		

There will not be a public opening for this RFP
	
[bookmark: _Toc116375796]Table of Contents 
Table of Contents	3
Definitions	6
1.0	Index/Signature Page	7
1.1	Proposalder Informaiton	7
1.2	Proposalder Certification	8
2.0	Introduction and Purpose	8
2.1	Purpose and Scope of the Invitation for PROPOSALS	8
2.2	Contract Term	8
2.3	Number of Contracts	8
2.4	Procurement Manager	9
2.5	Reasonable Accommodations	9
3.0	Manditory Requirements	9
3.1	Vendor Experience	10
3.2	Statement of Work at Time of Proposal	10
4.0	contract deliverableS	10
4.1	Services / Items Required	11
4.2	Detailed Specification	11
4.3	Contract Deliveries – For Goods	11
4.4	Condition of Contract Deliveries	12
4.5	Statement of Work for Specific Job	12
5.0	Contract Administration Information	12
5.1	Contract Administrator	13
5.2	Technical Administrator	13
5.3	Inspection Administrator	13
5.4	Contract Payment Administrator	13
6.0	Special Contract Requirements	13
6.1	Special Contract Requirements	13
7.0	Contract Clauses (See Appendix M For Federal Clauses)	13
7.1	Force Majeure	14
7.2	Hold Harmless/Imdemnifaction	14
7.3	Payment Terms	14
7.4	Contract Funding	14
7.5	Reference to Contract	15
7.6	Shipping	15
7.7	Assignment, Transfer and Subcontracting	15
7.8	Conformance with Contract	15
7.9	Warranty	15
7.10	Federal Funding and Special Requirements	15
8.0	List of Appendicies	16
8.1	Proposal Opportunity List	16
8.2	Price Proposal	16
8.3	Federal Clauses	16
8.4	Additional Documents	16
8.5	Prevailing wage rates, if applicable.	17
9.0	PROPOSAL PROCEDURE AND INSTRUCTIONS	17
9.1	Calendar of Events	17
9.2	Solicitation Examination	17
9.3	Alteration of Solicitation Document	18
9.4	Interpretations or Representations	18
9.5	Equivalent Products	18
9.6	U.S. Funds	18
9.7	Proposal Prices	18
9.8	RFP Consideration of All Inherent Costs	19
9.9	RFP Fixed Pricing	19
9.10	EXTENSION OF PROPOSAL PRICES	19
9.11	Vendor Questions and Clarifications	19
9.12	RFP Clarifications	19
9.13	SOLICITATION AMENDMENTS	20
9.14	LATE PROPOSALS AND PROPOSALS	20
9.15	ACCEPTANCE/REJECTION OF PROPOSALS OR PROPOSALS	20
9.16	Method of Proposal	20
9.17	Multiple Proposals	21
9.18	Incurring Costs	21
9.19	Withdrawal of PROPOSALS	21
10.0	Representations, Certifications, and Other Statements of Proposalders/Offerors	21
10.1	Debarment	21
10.2	Registration and Licenses	21
10.3	Warranties	22
10.4	Disadvantage Business Enterprise (DBE)	22
11.0	Proposal Submission	22
11.1	RFP General Instructions	22
11.2	RFP Proposal Submittal	22
11.3	RFP Cost Proposal Submission	23
11.4	Email Submittal(s)	23
11.5	RFP Proposal Organization and Format	24
11.6	RFP Presentations and Demonstrations	25
11.7	Late Proposals, Proposal Modifications, or Proposal Withdrawals	26
11.8	Authorized Signature	26
11.9	Descriptive Literature	26
11.10	RFP Complete Responses	26
11.11	Vendor References	27
12.0	Selection and award process	27
12.1	Proposal Opening	27
12.2	Preliminary Review and Acceptance of Proposal	27
12.3	RFP Evaluation Committee	27
12.4	RFP Accepted Proposals	28
12.5	RFP Evaluation Criteria	28
12.6	RFP Award and Final Offers	29
12.7	CONTRACT AWARD	29
12.8	PROPOSAL ACCEPTANCE PERIOD	30
13.0	Proposal Award	30
13.1	Basis for Award	30
13.2	Evaluation Factors for Awards	30
13.3	Rejection of PROPOSALS	31
13.4	RFP Contract Negotiations	31
13.5	RFP Notification of Intent to Award	31
13.6	RFP Appeals and Protests Process	32
14.0	Cancellation and Termination	33
14.1	Termination of Contract	33
14.2	Termination for Convenience	33
14.3	Termination for Cause	34
14.4	Contract Cancellation	34

[bookmark: _Toc181785471]Attachments:
Attachment A-Price Sheet
Appendixes: 



[bookmark: _Toc116375797]Definitions
For the purposes of this Request for Proposal and resulting Contract(s), the following definitions of terms shall apply, unless otherwise indicated.
	Acceptance Period
	The number of calendar days available to the Issuing Agency for awarding a contract from the date specified in this solicitation for receipt of PROPOSALS.

	Agency 
	(name of Issuing Agency)

	Proposalder
	The entity submitting a Proposal in response to this RFP.

	Contract Administrator
	The Agency employee responsible for oversight of the implementation, administration, and completion of the Contract.

	Contract Manager
	The employee of an Agency responsible for 1) resolving contractual matters that cannot be resolved with the Contract Administrator; and 2) facilitating and/or completing all official actions under the Contract including but not limited to amendments, renewals and termination.

	Contract
	The final version of any contractually binding agreement between the State and the Contractor relating to the subject matter of this RFP; references to the Contract include all exhibits, attachments and other documents attached thereto or incorporated therein by reference.

	Contractor
	The person or entity that has been awarded the Contract as a result of this RFP, and who is required to provide equipment, materials, supplies, contractual services, or leasing real property to, the Procuring Agency.   

	Disadvantage Business Enterprise (DBE)
	DBEs are for-profit small business concerns where socially and economically disadvantaged individuals own at least a 51% interest and also control management and daily business operations.

	Mandatory
	A requirement labeled as such must be present in the proposed solution, exactly as stated, or the solution will not be considered by the Procuring Agency. The terms “must,” “shall,” and “will” are considered mandatory.

	May
	Indicates something that is not mandatory but permissible.

	Procurement Manager
	The person responsible for managing this procurement process.

	Responsible
	A Proposer who has furnished information and data to prove that the financial resources, service, facilities, personnel, service reputation, and experience are adequate to make satisfactory delivery of such Services and Deliverables set forth in the RFP.

	Responsive
	A proposal that conforms in all material respects to the requirements set forth in the RFP. 

	RFP
	This Request for Proposal.

	State Holidays
	January 1, Martin Luther King Jr. birthday, Memorial Day, July 4, Labor Day, Thanksgiving Day, December 24, December 25, and December 31

	Supplier:
	A person or entity that has been awarded the Contract as a result of this Proposal, and who is required to provide the agreed upon good and/or services. The term Supplier is used throughout this document in lieu of Contractor.

	Vendor:
	A person or firm submitting a response to a solicitation and a set of specifications. The term Vendor is used throughout this document in lieu of Proposalder or Proposer.


1.0 [bookmark: _Toc116375798]Index/Signature Page
[bookmark: _Toc116375799]Proposalder Informaiton
PROPOSALS MUST BE SEALED & ADDRESSED TO:
	Agency Address
	Proposal envelope must be sealed and plainly marked in lower corner with due date and Request for Proposal # xxxxxxx

	
	

	
	Late PROPOSALS will be rejected.  PROPOSALS MUST be date and time stamped by the soliciting purchasing office on or before the date and time that the Proposal is due.  PROPOSALS dated and time stamped in another office will be rejected.  Receipt of a Proposal by the mail system does not constitute receipt of a Proposal by the purchasing office.  Any Proposal which is inadvertently opened as a result of not being properly and clearly marked is subject to rejection.  PROPOSALS must be submitted separately, i.e., not included with sample packages or other PROPOSALS.  Proposal openings are public unless otherwise specified.  Records will be available for public inspection after issuance of the notice of intent to award or the award of the contract.  Proposalder should contact the person named below for an appointment to view the Proposal record.  PROPOSALS shall be firm for acceptance for sixty (60) days from date of Proposal opening, unless otherwise noted.  The attached terms and conditions apply to any subsequent award.

	Proposer  Name
	

	
	

	PROPOSALS MUST be in this office no later than
	Xx/xx/xx  @ time:timepm

	Contact Information

	Name
	

	Phone
	
	Date
	

	Email
	

	Quote Price and Delivery FOB
	





[bookmark: _Toc116375800]Proposalder Certification
	In signing this Proposal we also certify that we have not, either directly or indirectly, entered into any agreement or participated in any collusion or otherwise taken any action in restraint of free competition; that no attempt has been made to induce any other person or firm to submit or not to submit a Proposal; that this Proposal has been independently arrived at without collusion with any other Proposalder, competitor or potential competitor; that this Proposal has not been knowingly disclosed prior to the opening of PROPOSALS to any other Proposalder or competitor; that the above statement is accurate under penalty of perjury.
We will comply with all terms, conditions and specifications required by the state in this Request for Proposal and all terms of our Proposal.

	Name of Authorized Company Representative
	Title
	Phone
	Fax  

	
	
	
	

	Signature of Above
	Date
	Email

	
	
	



2.0 [bookmark: s1a0][bookmark: _Toc116375801]Introduction and Purpose
[bookmark: s1a1][bookmark: _Toc116375802][bookmark: _Toc181785464][bookmark: _Toc181786988]Purpose and Scope of the Invitation for PROPOSALS
[bookmark: _Toc411346454][bookmark: _Toc325011745][bookmark: _Toc325012282][bookmark: _Toc382320256]The (name of Issuing Agency) is seeking Proposals from qualified contractors to provide ___________________________________________________________________________.
The PROCURING AGENCY intends to use the results of this solicitation to award a contract to a Proposer for the aforementioned services. 
The PROCURING AGENCY makes no express or implied warranties whatsoever that any particular quantity or dollar amount of Services will be procured. The PROCURING AGENCY reserves the right to cancel this RFP for any reason prior to the issuance of a notice of intent to award.
[bookmark: _Toc116375803]Contract Term
The Contract shall be effective on the execution date of the accompanying Contract and shall run for XXXXX years from that date, with an option by mutual agreement of the agency and the Supplier, to renew for an additional XXXXX year renewal options.                    
Any Contract resulting from this solicitation shall not be, in whole or in part, subcontracted, assigned or otherwise transferred to any other Supplier without prior written approval from the Department.
[bookmark: _Toc411346455][bookmark: _Toc382320257][bookmark: _Toc116375804]Number of Contracts
It is the intention of the agency to award One/Multiple Contract(s) for the Services/Goods required in this solicitation. However, the Supplier(s) shall not have exclusive rights to provide all goods covered under the Contract during the term of the Contracts(s) or any extension thereof.
It is intended that the award for this Contract shall be to One/Multiple Suppliers to insure Services/Goods will be available on an ongoing basis. In the event of a Supplier error in calculation, unit price shall prevail in award. The campus needing work will call awarded Suppliers for availability of laborers and equipment to complete the work.
The lowest priced Proposalder will be the Primary Supplier. The second lowest Proposalder will be the Secondary Supplier. As door needs arise, the Primary Supplier will be called first. If the Primary Supplier is unable to perform the work in the time needed, the Secondary Supplier will be contacted.
[bookmark: _Toc116375805]Procurement Manager

All communication and/or questions on all matters regarding this Proposal must be made in writing and refer to Request for Proposal number XXXXX and be directed to the agency Procurement Manager: XXXXX.
Any contact or communication with any employee or officer concerning this RFP except the Procurement Manager is strictly prohibited from the date this RFP is released until the date the notice of intent to award is issued. The Procurement Manager may authorize in writing contact or communication with another State employee or officer as circumstances dictate. Vendors who hold a current Contract may continue to communicate with the appropriate Contract Administrator regarding the performance of that current Contract.
[bookmark: s1a3][bookmark: s5a1][bookmark: s5a2][bookmark: s5a3][bookmark: s1a4][bookmark: s1a5][bookmark: _Toc411346452][bookmark: _Toc181785475][bookmark: _Toc181786997][bookmark: _Toc325011743][bookmark: _Toc325012280][bookmark: _Toc382320254][bookmark: _Toc116375806]Reasonable Accommodations
[bookmark: s1a8][bookmark: s1a9][bookmark: s1a10][bookmark: s2a0](name of Issuing Agency) can provide reasonable accommodations, including the provision of informational material in an alternative format for qualified individuals with disabilities upon request. If a Vendor needs accommodations at the outset of this solicitation process, please contact the Procurement Manager. 
3.0 [bookmark: _Toc116375807]Manditory Requirements
All Vendor Requirements in this section are mandatory. These mandatory requirements will be deemed either pass or fail. This will be determined by a designated Subject Matter Expert. Failure to meet a qualification will disqualify your Proposal. However, the agency reserves the right to waive any qualification if no Vendor is able to satisfy that qualification.
[bookmark: _Hlk100578545]All specifications in this section are mandatory and indicate the minimum specifications for the services/commodities required. The following specifications must be met at no additional cost above the pricing provided in the Proposal. All specifications are defined as minimum mandatory requirements unless otherwise stated. Failure to meet any mandatory specifications will result in the disqualification of the Proposal. In the event no Vendor is able to meet individual mandatory specifications, the State reserves the right to continue the review of PROPOSALS and to select the Proposal that most closely meets the specifications detailed in this RFP.
Before the award of any Contract, the Department shall be satisfied that the Vendor has sufficient qualified resources available for performing the work described in this Proposal. It is the Vendor’s responsibility to acquaint the Department with these qualifications by submitting appropriate or supporting documentation.
[bookmark: _Hlk102633372]These mandatory requirements will be deemed either pass or fail. This will be determined by a designated Subject Matter Expert.
[bookmark: _Toc116375808]Vendor Experience 
Vendor must have a minimum of XXXXX of experience with XXXXX.
[bookmark: _Toc116375809]Statement of Work at Time of Proposal
Vendors are required to submit a Statement of Work (SOW) at the time of Proposal detailing the work activities, deliverables, and timeline that the Vendor will use to perform services in accordance with the specifications of this RFP. The SOW must include all deliverables listed in section 3.0 Contract Deliverables and information relating to the location of services, period of performance, deliverable schedule, applicable standards, payment schedule, and any other miscellaneous data pertinent to performing services in accordance with the requirements of this RFP.
The purpose of this section is to validate the Vendor will meet all specifications and their pricing is inclusive of all required specifications. 
AT TIME OF PROPOSALDING, VENDOR MUST PROVIDE A WRITTEN STATEMENT OF WORK TO MEET VENDOR QUALIFICATIONS SECTION 2.3. 
4.0 [bookmark: _Toc116375810]contract deliverableS
[bookmark: _Hlk102634960][bookmark: _Hlk100578859]All deliverables in this section are considered the minimum deliverable for the services required. The following deliverables must be met at no additional cost above the pricing provided in the Proposal. Failure to meet any minimal deliverables may result in the disqualification of the Proposal. In the event no Vendor is able to meet individual specifications, the State reserves the right to continue the review of PROPOSALS and to select the Proposal that most closely meets the specifications detailed in this RFP.
[bookmark: _Hlk102634971]Attachment E Response Sheet will be the Vendor’s attestation that they are able to perform the mandatory deliverables for sections 3.1 through 3.12.  
[bookmark: _Hlk102634981]The Contract deliverables will be outlined in a Statement of Work at Time of Proposal in Section 2.3 that results from an awarded contract.
[bookmark: _Hlk102634992]The following contract deliverables must be met at no additional cost above the pricing provided in the Proposal.
Before the award of any Contract, the Department shall be satisfied that the Vendor has sufficient qualified resources available for performing the work described in this Proposal. It is the Vendor’s responsibility to acquaint the Department with these qualifications by submitting appropriate or supporting documentation.
[bookmark: _Toc116375811]Services / Items Required 
A complete description/specification. 
[bookmark: _Toc116375812]Detailed Specification
If an additional description is needed for the Contract Line Items briefly described in Section B, the Issuing Agency can address them in this section or reference an attached specification (e.g., detailed vehicle specification) or Work Statement (for contract services).
a.	TECHNICAL REQUIREMENTS:   
b.	PERFORMANCE REQUIREMENTS:  
c.	SUPPORT REQUIREMENTS:  
d.	COST INFORMATION: Proposalders are to submit pricing on the form provided
[bookmark: _Toc116375813]Contract Deliveries – For Goods 
Weekends and holidays excepted, deliveries shall be F.O.B. Destination, to the location shown below.  The term "F.O.B. Destination," as used in this clause, means free of expense to the Issuing Agency and delivered to the location specified.  Delivery shall be made between 7:30 a.m. and 3:00 p.m., Monday through Friday, except holidays observed by the State of Wisconsin.  Contract Line Items identified in Section B shall be delivered to the address indicated below and in accordance with the following Delivery Schedule:

	
	

	Delivery Address - The Issuing Agency must enter the delivery address for all contract deliveries

	Contract Line Items
	Required Delivery Dates

	001
	

	002
	

	003
	

	004
	

	
	


(Enter additional lines as necessary.  The Issuing Agency must enter the required delivery dates/period for Contract Line Items identified in Schedule B.)
[bookmark: _Toc116375814]Condition of Contract Deliveries
The contractor shall deliver any contract shipments in good order and condition to the point of delivery specified in the solicitation and units delivered must meet or exceed all specifications.  If applicable, manufacturer's statement of origin (MSO) must accompany each unit at the time of delivery.  The contractor shall be responsible for any loss of and/or damage to the goods occurring before receipt of the shipment by the Issuing Agency at the delivery point specified in the solicitation.
[bookmark: _Toc116375815]Statement of Work for Specific Job 
[bookmark: _Toc181785520][bookmark: _Toc181787036][bookmark: _Toc325011780][bookmark: _Toc325012328][bookmark: _Toc411346486][bookmark: _Toc382320288]Due to the variance in job size and complexity; Vendors will be required to submit a Statement of Work (SOW) at a time mutually agreeable to the Vendor and Designee that will detail the specific work activities, deliverables, and timeline the Vendor will use to perform services. The SOW should include information relating to the location of services, period of performance, deliverable schedule, applicable standards, list of subcontractors, and any other miscellaneous data pertinent to performing services in accordance with the requirements of this RFP.
5.0 [bookmark: _Toc116375816]Contract Administration Information 
[bookmark: _Toc116375817]Contract Administrator 
The authorized individual responsible for administering this contract after award is (enter the name and contact information for the person responsible for overall contract oversight and administration).
[bookmark: _Toc116375818]Technical Administrator 
The individual authorized to address any technical or specification issue, or other work or performance requirements under this contract is (enter the name and contact information for the person responsible for technical oversight).
(Note:  This person is NOT authorized to make any changes to the contract but may request any necessary contract modifications from the person identified in 5.1, above).
[bookmark: _Toc116375819]Inspection Administrator 
The individual and office designated to inspect and accept all contract deliveries and to certify that invoices are proper for payment is (enter the name and contact information for the designated person).
[bookmark: _Toc116375820]Contract Payment Administrator
The individual and office responsible for making contract payments is(enter the name and contact information for the designated person).
6.0 [bookmark: _Toc116375821] Special Contract Requirements 
[bookmark: _Toc116375822]Special Contract Requirements
The Issuing Agency must use this Section to address any special contract requirements.  For example, for minivan procurements over $150,000, this would include the Buy America Clause and Certifications as well as the Federal Motor Vehicle Safety Standard Requirements found in the WisDOT Vehicle Purchase Guide.
7.0 [bookmark: _Toc116375823]Contract Clauses (See Appendix M For Federal Clauses) 
The Agency reserves the right to negotiate the following terms and conditions when it is in the best interest of the State to do so. Vendors may not submit their own Contract document as a substitute for the Agency’s Terms and Conditions. 
Vendors must accept all terms and conditions or submit point-by-point exceptions along with proposed alternative or additional language for each point. The State may or may not consider any of the Vendor’s suggested revisions. Any changes or amendments to any of the terms and conditions will occur only if the change is in the best interest of the State. Pricing submitted should assume that no changes to these terms and conditions will be accepted. 
If a Contract document is executed as a result of this procurement, additional terms and conditions may be contained in that document and negotiated at that time.
[bookmark: _Toc116375824]Force Majeure
Neither party is responsible for failure to fulfill its obligations due to causes beyond its reasonable control, including without limitation, acts or omissions of government or military authority, acts of God, materials shortages, transportation delays, fires, floods, labor disturbances, riots, wars, terrorist acts, or any other causes, directly or indirectly beyond the reasonable control of the nonperforming party, so long as such party is using its best efforts to remedy such failure or delays.
[bookmark: _Toc116375825]Hold Harmless/Imdemnifaction
The contractor agrees to protect, defend, and save the Issuing Agency, its elected and appointed officials, agents, and employees, while acting within the scope of their duties as such, harmless from and against all claims, demands, causes of action of any kind or character, including the cost of defense thereof, arising in favor of the contractor’s employees or third parties on account of bodily or personal injuries, death, or damage to property arising out of services performed or omissions of services or in any way resulting from the acts or omissions of the contractor and/or its agents, employees, representatives, assigns, subcontractors, except the sole negligence of the Issuing Agency, under this agreement.
[bookmark: _Toc116375826]Payment Terms
[bookmark: _Toc181785521][bookmark: _Toc181787037][bookmark: _Toc411346489][bookmark: _Toc325011782][bookmark: _Toc325012330][bookmark: _Toc382320291]Payment terms will be computed from the date of delivery of supplies or services OR receipt of a properly executed invoice, whichever is later.  Unless otherwise noted in the solicitation document, the Issuing Agency is allowed 30 days to pay such invoices.  Contractors will be required to provide banking information at the time of contract execution in order to facilitate electronic funds transfer (EFT) payments.
[bookmark: _Toc116375827]Contract Funding
To ensure the delivery of improved services and competitive pricing, to address potential performance issues, changes in technology or industry consolidation, the Agency reserves the right to negotiate the pricing and terms at the time of contract renewal.
As required by Wisconsin Statutes, continuance of a Contract beyond the limits of funds available shall be contingent upon appropriation of the necessary funds, and the termination of the Contract by lack of appropriations shall be without penalty.
[bookmark: _Toc116375828]Reference to Contract
The contract or purchase order number MUST appear on all invoices in order for the invoice to be considered a properly executed invoice.  The contract number must also be identified on all packing lists, packages, and correspondence pertaining to the contract.
[bookmark: _Toc116375829]Shipping
Supplies shipped prepaid, F.O.B. Destination, unless the contract specifies otherwise.
[bookmark: _Toc116375830]Assignment, Transfer and Subcontracting 
The contractor shall not assign, transfer or subcontract any portion of the contract without the express written consent of the Issuing Agency.
[bookmark: _Toc116375831]Conformance with Contract
No alteration of the terms, conditions, delivery, price, quality, quantities, or specifications of the contract will be granted without prior written consent of the authorized individual in the Issuing Agency. Supplies delivered which do not conform to the contract terms, conditions, and specifications may be rejected and returned at the contractor’s expense.
[bookmark: _Toc116375832]Warranty
The contractor shall provide a warranty on any unit(s) purchased which is current to the industry.  All franchised dealers of the units must honor the warranty.  Warranty adjustments will be made promptly within the agreed warranty period.  Any malfunction of parts, or failure discovered beyond the stated warranty period, which is reasonably attributed to a manufacturer's fault, will be subject to corrective action on a cost-sharing basis at an agreed percent of sharing.  The contractor will not be held liable for delivery delays caused by strikes, Acts of God, illegal acts by public disturbances, or demands placed by the U.S. Government in national emergencies.  In an emergency, if the contractor or an authorized dealer is unable to furnish a serviceman and parts and make necessary warranty repairs within a three business days, the Agency may elect to have emergency repairs made elsewhere and hold the damaged parts for the contractor’s or dealers' inspection, together with sufficient documentation, to justify or verify the repairs.  The dealer, or factory, shall reimburse the Agency for all costs related thereto (including travel time).
[bookmark: _Toc116375833]Federal Funding and Special Requirements 
Federal grant monies(insert federal grant agreement amount)  fund this contract, in whole or in part (Section 53XX – CFDA 20.5XX).  As such, agencies receiving such funds and contractors awarded contracts that use such funds must comply with certain Federal certifications and clause requirements.  This includes, for purchases of rolling stock over $150,000, compliance with Buy America Act requirements, including pre-award and post-delivery audit requirements and certifications, as well as requirements and certifications applicable under the Federal Motor Vehicle Safety Standard (FMVSS).  It is the contractor’s responsibility to be aware of the pertinent certifications and contract clauses, as identified by the Issuing Agency for the instant procurement and ensure compliance with such requirements prior to award and throughout the term of any resultant contract.  A list of the Federal clauses and certifications applicable to this procurement is included at Part III, Section J, and the full text of these clauses is available at the National Rural Transit Assistance Program (RTAP) website under “ProcurementPro.”  The website address is:  http://www.nationalrtap.org/home.aspx
8.0 [bookmark: _Toc116375834]List of Appendicies
[bookmark: _Toc116375835]Proposal Opportunity List
Each Proposal must include a completed Proposalders List (see Appendix H – Proposal Opportunity List) which consists of all firms that are participating or attempting to participate, on DOT-assisted projects. For every firm, the following information must be included: (1) Firm name, (2) Firm address, (3) Firm’s status as a DBE or non-DBE, (4) The age of the firm, (5) The annual gross receipts of the firm. The list must include all sub-consultants contacting the proposer/offeror expressing an interest in participating in the Proposal.
[bookmark: _Toc116375836]Price Proposal
Vendor must provide their best pricing on Appendix A – Price Proposal. Vendors’ proposal response is expected to be complete and accurate. Do not alter any of the required forms or the Price Proposal.
[bookmark: _Toc116375837]Federal Clauses
Vendor must review and sign the federal clauses. At time of submission, vendor must submit a signed copy of the federal clauses. PROPOSALS received without signed federal clauses will not be accepted and will automatically be disqualified from further consideration
Sub Grantee must confirm with WisDOT to ensure they are using the updated Federal Clauses. 
[bookmark: _Toc116375838]Additional Documents
This Section contains additional documents that will form a part of the contract but that are not otherwise fully addressed in the solicitation or contract.  For example, this may include special reporting formats that the contractor would be required to submit to the agency/agency during contract performance.  Likewise, it may include detailed specifications or Work Statements that are not fully addressed in Section C of the Schedule (for example, the WisDOT Vehicle Purchase Guide which constitute the applicable detailed specifications for Minivans, Minivans (Side Load), and Minivans (Rear Load), respectively, may be incorporated here).  
Include relevant FTA Third Party Procurement contract clauses ,Reference form, and additional Proposal documents (Appendix G) with instructions to submit these completed documents with the Proposal.  
[bookmark: _Toc116375839]Prevailing wage rates, if applicable.
Include prevailing wage rates, if applicable.
9.0 [bookmark: _Toc116375840]PROPOSAL PROCEDURE AND INSTRUCTIONS
[bookmark: _Toc116375841]Calendar of Events
Listed below are dates and times of actions related to this solicitation. The events with specific dates must be completed as indicated unless otherwise amended by the State. In the event that the State finds it necessary to change any of the specific dates and times in the calendar of events listed below, it will do so by issuing an amendment to this solicitation. There may or may not be a formal notification issued for changes in the estimated dates and times.
	Date
	Event

	
	Date of issue of the solicitation - Posted to eSupplier Portal

	
	Written Questions Due

	
	Responses to Questions Posted on eSupplier Portal - Estimated

	
	PROPOSALS Due - late submissions will not be accepted

	
	Public Proposal Opening

	
	Notification of Intent to Award - Estimated

	
	Contract Start Date - Estimated


[bookmark: s2a2][bookmark: _Toc116375842][bookmark: _Ref449102544][bookmark: _Toc411346459][bookmark: _Toc181785481][bookmark: _Toc181787003][bookmark: _Toc325011749][bookmark: _Toc325012286][bookmark: _Toc382320261]Solicitation Examination
Vendors are responsible for examining all solicitation documents and any addenda issued to become informed as to all conditions that might in any way affect the cost or performance of any work.  Failure to do so will be at the sole risk of the Proposalder/offeror.  Should the vendor find discrepancies in or omissions from the solicitation documents, or should their intent or meaning appear unclear or ambiguous, or should any other question arise relative to the solicitation documents, the vendor shall promptly notify the procurement officer in writing.  The Proposalder/offeror making such request will be solely responsible for its timely receipt by the authorized procurement officer.  Replies to such notices may be made in the form of an addendum to the solicitation that must be acknowledged by all Proposalders/offerors when submitting their PROPOSALS/offers.
[bookmark: _Toc116375843]Alteration of Solicitation Document
In the event of inconsistencies or contradictions between language contained in the solicitation document and a vendor’s response, the language contained in the original solicitation document will prevail.  Intentional manipulation and/or alteration of solicitation document language will result in the vendor’s disqualification and possible debarment.
[bookmark: _Toc116375844]Interpretations or Representations
The Issuing Agency assumes no responsibility for any interpretation or representations made by any of its officers or agents unless such interpretations or representations are incorporated into a formal written addendum to the solicitation.
[bookmark: _Toc116375845]Equivalent Products
Requirements identified in this solicitation must be satisfied, or a functional equivalent Proposal submitted, which is acceptable to the Issuing Agency.  Proposalders who do not meet this criterion may be disqualified from further consideration.  A Proposalder must state if they are unable or unwilling to meet any requirement.  Inability or unwillingness to meet any requirement, in part or in whole, may be cause for disqualification of the entire Proposal response.  Any exceptions taken by the Proposalder must be clearly identified on the Proposal forms.  Where specific brands are specified, Proposalders may submit an equivalent product and the Issuing Agency reserves the right to further examine whether the product meets its stated needs.
[bookmark: _Toc116375846]U.S. Funds
All prices Proposal must be in U.S. dollars.  All contract payments will be made in U.S. dollars.
[bookmark: _Toc116375847]Proposal Prices
The prices herein specified, unless otherwise expressly stated, shall exclude all taxes and duties of any kind which either party is required to pay with respect to the sale of products covered by this solicitation, but shall include all charges and expenses in connection with the packing of the products and their carriage to the designated place of delivery unless specifically excluded.  Proposal prices shall include any and all transportation costs.  The Contractor will be paid upon submission of a proper invoice at the prices stipulated herein for products, and/or services delivered to and accepted by the Agency.



[bookmark: _Toc116375848]RFP Consideration of All Inherent Costs
Proposal prices shall take into consideration all inherent costs of providing the services described in the RFP. Proposer is responsible for paying all travel costs including, but not limited to, round-trip travel, meals and parking.
[bookmark: _Toc116375849]RFP Fixed Pricing 
All prices, costs, and conditions outlined in the proposal shall remain fixed and valid for acceptance for ninety (90) days starting on the due date for proposals. The awarded contractor must hold the accepted prices and/or costs for the entire contract period. Any adjustment to prices and/or costs at the beginning of a contract renewal period will be negotiated between the Agency and the Contractor. Contractor must provide supporting documentation when requesting price changes.
[bookmark: _Toc116375850]EXTENSION OF PROPOSAL PRICES
In the case of error in the extension of prices in the Proposal, the unit price will govern.  In a lot Proposal, the lot price will govern.
[bookmark: _Toc116375851]Vendor Questions and Clarifications
Any questions, exceptions, or additions concerning this RFP must be submitted in writing on or before XXXX, XX to: ____________________________________________________________
Vendors are expected to raise any questions, exceptions, or additions they have concerning the RFP document by the Question Due Date specified in section 5.1. Questions must be submitted to the Procurement Manager in writing using the Questions Template provided in Attachment C.
If at any time prior to the due date, a Vendor discovers any significant ambiguity, error, conflict, discrepancy, omission, or other deficiency in this RFP, the Vendor must immediately notify the Procurement Manager of the issue in writing and request modification or clarification of the RFP document.
In the event that it becomes necessary to provide additional clarifying data or information, or to revise any part of this RFP, supplements or addendums will be posted on Vendor Net.
[bookmark: s2a3][bookmark: _Toc116375852][bookmark: _Ref389580631][bookmark: _Ref389580646][bookmark: _Ref389580926][bookmark: _Ref389580943][bookmark: _Toc411346461][bookmark: _Toc325011751][bookmark: _Toc325012288][bookmark: _Ref364852533][bookmark: _Ref364852857][bookmark: _Ref371085624][bookmark: _Toc382320263]RFP Clarifications
If a Proposer discovers any significant ambiguity, error, conflict, discrepancy, omission, or other deficiency in this RFP, the Proposer should immediately notify (Procurement Manager Name) at (Email address) via e-mail (no phone calls).
In the event that it becomes necessary to provide additional clarifying data or information, or to revise any part of this RFP, addendums or amendments will be provided via Vendor Net.
Proposers are encouraged to log into Vendor Net periodically during the RFP process. The person who is registered for the Proposer on Vendor Net should get an email any time a change is made to the RFP. 
No phone calls, emails or other correspondence to other Agency staff regarding this procurement are permitted during the procurement process unless otherwise noted in writing as required as part of the solicitation process. Violation of these conditions may be considered sufficient cause for automatic rejection of a Proposal. All oral communications are unofficial. Proposers shall rely only on written statements issued by the Procurement Manager.
[bookmark: _Toc116375853]SOLICITATION AMENDMENTS
If the solicitation is amended, then all terms and conditions that are not modified remain unchanged.  It is the Proposalder's/offeror’s responsibility to keep informed of any changes to the solicitation.  Proposalders/offerors must sign and return with their Proposal/offer an Acknowledgment of Addendum for any addendum issued. In sealed Proposal procurements, PROPOSALS that fail to include an Acknowledgment of Addendum may be considered nonresponsive.
[bookmark: _Toc116375854]LATE PROPOSALS AND PROPOSALS
Regardless of cause, late PROPOSALS and Proposals will not be accepted and will automatically be disqualified from further consideration.  It is solely the vendor’s risk to ensure delivery of PROPOSALS/offers at the designated office by the designated date and time.  Late PROPOSALS and Proposals will not be opened and may be returned to the vendor at the expense of the vendor or destroyed, if so requested.
[bookmark: _Toc116375855]ACCEPTANCE/REJECTION OF PROPOSALS OR PROPOSALS
The Issuing Agency reserves the right to accept or reject any or all PROPOSALS or Proposals, wholly or in part, and to make awards in any manner deemed in the best interest of the Issuing Agency.
[bookmark: _Toc116375856][bookmark: _Toc411346462][bookmark: _Toc325011752][bookmark: _Toc325012289][bookmark: _Toc382320264]Method of Proposal
Attachment A contains the Price Sheet for this solicitation, and must be completed in full and returned at the time of Proposal. Vendors may not alter the Price Sheet in any manner. Alternate pricing formats will not be accepted and may result in disqualification of the Proposal.
Pricing submitted must include all costs to furnish the services included in the Proposal, in accordance with the terms and conditions of this RFP, including labor, travel, and insurance. The following additional costs or fees are not allowed in any Proposal:
· Delivery location fees
· Small Order/Minimum Order fees
· Special Order fees
· Purchasing Card (P-Card) related charges
· Return/Restocking fees 

All prices must be quoted in U.S. Dollars.
[bookmark: _Toc116375857]Multiple Proposals
Multiple Proposals from a single Vendor will be permissible; however, each Proposal must conform fully to the requirements for response. Each such Proposal must be separately submitted and should be labeled as Proposal #1, Proposal #2, etc., on each page included in the response. 
[bookmark: s2a4][bookmark: _Toc116375858][bookmark: _Toc181785488][bookmark: _Toc181787007][bookmark: _Toc325011754][bookmark: _Toc325012291]Incurring Costs
[bookmark: _Toc181785482]The costs for developing and delivering responses to this solicitation are entirely the responsibility of the Proposalder/offeror.  The Issuing Agency is not liable for any expense incurred by the Proposalder/offeror in the preparation and presentation of their Proposal/offer or any other costs incurred by the Proposalder/offeror prior to execution of a purchase order or contract.
[bookmark: _Toc411346464][bookmark: _Toc382320266][bookmark: _Toc116375859]Withdrawal of PROPOSALS
[bookmark: s3a0][bookmark: _Toc181785489][bookmark: _Toc181787008][bookmark: _Toc325011755][bookmark: _Toc325012292]PROPOSALS shall be irrevocable until Contract award unless the Proposal is withdrawn. Vendors may withdraw a response at any time up to the Proposal closing date and time. To accomplish this, the written request must be signed by an authorized representative of the Vendor and submitted to the Procurement Manager. If a previously submitted response is withdrawn before the deadline for Proposal, the Vendor may submit another response at any time up to the Proposal closing date and time.
10.0 [bookmark: _Toc116375860]Representations, Certifications, and Other Statements of Proposalders/Offerors
[bookmark: _Toc116375861]Debarment
The contractor certifies, by submitting this Proposal or proposal, that neither it nor its principals are presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction (contract) by any governmental department or agency.  If the contractor cannot certify this statement, attach a written explanation for review by the Issuing Agency and WisDOT.
[bookmark: _Toc116375862]Registration and Licenses
The contractor certifies, by submitting this Proposal or proposal, that it is properly registered and licensed to conduct business within the State of Wisconsin and the local jurisdiction in which this solicitation is issued and any resultant contract awarded.  The contractor certifies that it will maintain any such certification and licensing requirement for the duration of any resultant contract.  In addition, if the solicitation and contract requires the use of appropriately certified and/or licensed employees in the execution of the contract, (e.g., skilled trades such as electricians, etc.), the contractor certifies that it will ensure that such employees are and will remain properly registered and/or licensed for the term on any resultant contract.
[bookmark: _Toc116375863]Warranties 
The contractor warrants that items offered will conform to the specifications requested, to be fit and sufficient for the purpose manufactured, of good material and workmanship, and free from defect.  Items offered must be new and unused and of the latest model or manufacture, unless otherwise specified by the Issuing Agency.  Descriptions used herein are specified solely for the purpose of indicating standards of quality, performance, and/or use desired.  Exceptions will be rejected.
[bookmark: _Toc116375864]Disadvantage Business Enterprise (DBE)
The national goal for participation of Disadvantaged Business Enterprises (DBE) is 10%. WisDOT has established a 1.85% transit DBE goal for FFY 2020-2022. A separate contract specific goal has not been established for this procurement. 
a. Proposers that have DBE firms participating on this contract should provide the following information: 
i. The names and address of DBE that will participate in this contract.
ii. A description of the work each DBE will perform.
iii. The dollar amount of the participation of each DBE firm participating.
iv. Written and signed documentation of the Proposalder/offeror’s commitment to use a DBE subcontractor. 
v. Written and signed confirmation from the DBE that it is participating in the contract as provided in the prime contractor’s commitment. 
vi. If the contract goal is not met, evidence of good faith efforts.
vii. The successful contractor will be required to report its DBE participation obtained throughout the period of performance. 
viii. More information on required DBE documentation is available in Federal Clauses.
11.0 [bookmark: s3a6][bookmark: _Toc116375865]Proposal Submission 
[bookmark: _Toc116375866]RFP General Instructions 
The evaluation and selection of a Contractor will be based on the information submitted in the Proposal plus references, and any required presentations, on-site visits, or oral interviews. Failure to respond to each of the requirements as directed in the RFP may be the basis for rejecting a response.
Elaborate Proposals (e.g., expensive artwork, marketing materials) beyond that sufficient to present a complete and effective Proposal are not necessary or desired.
[bookmark: _Toc116375867]RFP Proposal Submittal
Proposers shall submit, in a sealed envelope, one original and __________ (#) copies, clearly labeled as such, of its Proposal document for a total of ________(#) hard copies and one electronic version compatible with the Microsoft Office standard desktop tools, on a CD or USB flash drive of all materials required for acceptance of its Proposal by the deadline shown below. The Agency is not responsible for deliveries that do not reach the Agency office by the required due date and time. 
All materials required for acceptance of the Proposal by the deadline must be sent to:
· (Name), (Title)
· Address Line 1
· Address Line 2
· Address Line 3
· City, State Zip
Proposals shall be received by the above office no later than X:00 p.m. CT on Month Day, Year. All Proposals shall be date and time-stamped by the PROCURING AGENCY on or prior to the stated opening date and time. Proposals not so stamped will be considered late and rejected. Receipt of a Proposal by the Agency mail system does not constitute receipt of a Proposal by the PROCURING AGENCY. 
All Proposals shall be packaged, sealed and show the following information on the outside of the package:
· Proposer’s (Company) Name and Address
· RFP #XXXXX-XX, (RFP Title)
· (Procurement Manager Name), (Title)
· Due:  Month Day, Year by X:00 p.m. CT
[bookmark: _Toc116375868]RFP Cost Proposal Submission
The Cost Proposal shall be sealed and submitted as a separate part of the Proposal. No mention of the Cost Proposal is permissible in the response to any other section of the RFP. The outside of the envelope must be clearly labeled on the outside of the package as follows:
· Proposer’s (Company) Name and Address
· COST PROPOSAL for RFP #XXXXX-XX, (RFP Title)
· (Procurement Manager Name), (Title)
· Due:  Month Day, Year by X:00 p.m. CT
The Cost Proposal shall be packaged, addressed and sealed in the same manner as described above. The Cost Proposal is due to the addressee on the same date and time previously mentioned. The electronic Cost Proposal shall be an individual file on the CD or USB flash drive.
[bookmark: _Toc116375869]Email Submittal(s)
Email Proposal submittal(s) are also allowed in lieu of a physical response to the procurement events. If a Vendor is submitting their Proposal through email, the submittal must include all required documentation organized and named as detailed in this RFP.
Email Proposal submissions must be submitted to: XXXX
If the submission is too large of a file to submit via email, the required files may be submitted via multiple emails that clearly identify the Vendor and their Proposal response.
All PROPOSALS MUST be received no later than Submission Due Date and Time. The timestamp on the email as it is received by DHS will be the submittal time. PROPOSALS received after the submittal time will be considered late and rejected.
[bookmark: _Toc116375870]RFP Proposal Organization and Format
Proposers responding to this RFP must comply with the following format requirements. The Agency reserves the right to exclude any responses from consideration that do not follow the required format as instructed below.
Proposals shall be organized and presented in the order and by the numbers assigned in the RFP with each heading and subheading separated by tabs or otherwise clearly marked and labeled.
A Proposal shall be typed and submitted on 8.5 by 11 inch paper bound securely. The Proposal cover page must include, at a minimum, the RFP name and number, and the Proposer’s name.
Unless specifically requested, promotional literature is not desired and will not be considered to meet any of the requirements of this RFP.
Only information that can be identified as a trade secret, proprietary and confidential on the designated form will be treated as such. Proposer shall not label or identify their entire Proposal as confidential.
Tab 1 - Table of Contents:  Provide a table of contents for the Proposal submitted.
Tab 2 – RFP Cover Sheet and Required Forms:  Provide a transmittal letter that clearly identifies all of the following:
1.    Proposer’s organization information: 
· Name and title of Proposer representative;
· Name and address of company;
· Telephone number, fax number, and email address.
2.  A confirmation of Acknowledge the receipt of RFP addenda; if none has been posted, include a statement to that effect; and
3. A statement acknowledging the Proposal conforms to all requirements of the State including procurement rules and procedures articulated in this RFP; and
4. Failure to provide the following forms/responses with your proposal submittal may disqualify your bid: 
· APPENDIX B - AFFIDAVIT OF NON-COLLUSION
· APPENDIX C – PROPOSER INFORMATION 
· APPENDIX D – REFERENCES
· APPENDIX E – DESIGNATION OF CONFIDENTIAL AND PROPRIETARY INFORMATION
· APPENDIX G - FEDERAL CLAUSES FOR FEDERAL CONTRACTS
· APPENDIX H – BID OPPORTUNITY LIST
Tab 3 – Mandatory Requirements Provide the information and documentation specified in Section 2  of this RFP. Responses to requirements must be in the same sequence and numbered as they appear in the RFP. Include all required documentation.
Tab 4 – Contract Deliveables Provide a point-by-point response to each Mandatory requirement specified in Section 2 of the RFP. Responses to requirements must be in the same sequence and numbered as they appear in the RFP.
Tab 5 - STANDARD TERMS & CONDITIONS (DOA-3054 (R08/2016)) (Appendix F):  The attachment provided with the RFP represents the Contract terms and conditions which the Agency expects to execute with each successful Proposer(s). The Proposer must respond to the provisions contained in this document according to the instructions provided.
The Proposer may not submit its own contract document as a substitute for these terms and conditions. Proposer responses to provisions shall be consistent with its response to all other sections of this RFP.
Under Separate Cover – Pricing Proposal:  Provide price information as directed in Appendix A. Include all costs for furnishing the product(s) and/or service(s) included in this Proposal. Failure to provide any requested information in the prescribed excel format may result in disqualification of the Proposal. No mention of the Pricing Proposal is permissible in the response to any other section of the RFP.
Under Separate Cover – Financial Stability Documentation: Proposers responding to this RFP must be able to substantiate their financial stability by submitting either a letter from proposer’s bank or auditor verifying financial stability. Do not submit financial statements/documents. The Agency may request additional reports on financial stability from an independent financial rating service in order to further substantiate stability.
[bookmark: _Toc116375871]RFP Presentations and Demonstrations 
Top scoring Proposer(s) based on an evaluation of the written Proposal may be required to participate in a presentation and/or Demonstration to support and clarify Proposal(s), if requested by the Agency. The presentations and/or Demonstrations will be scheduled and held after receipt of the Proposals to provide an opportunity for the Proposer to clarify its Proposal and for the evaluation committee to ask questions. Proposer representative(s) attending the oral presentation or demonstration shall be technically qualified to respond to questions related to the Proposal and its components. The Agency will furnish specific details concerning the presentations or demonstrations and any required materials at the time it notifies Proposers of the presentation schedule.
The Agency shall make every reasonable attempt to schedule each presentation at a time and location agreeable to the Proposer. The State requires that those individuals designated by the Proposer as Key Personnel attend the presentation in person. Failure of a Proposer to interview or permit a site visit on the date scheduled may result in rejection of its Proposal.
[bookmark: _Toc116375872]Late Proposals, Proposal Modifications, or Proposal Withdrawals
The Proposalder assumes the sole risk and responsibility for assuring delivery of a Proposal, Proposal modification, or Proposal withdrawal at the designated office by the designated date and time set for Proposal closing.  In general, any Proposal, modification, or Proposal withdrawal received at the office designated in the solicitation after the exact time specified for receipt of PROPOSALS is “late” and will not be considered.  Acceptable evidence to establish the time of receipt at the designated office includes the time/date stamp applied to the Proposal envelope or package by the agency, other documentary evidence of receipt maintained by the agency, or oral testimony or written statements by agency personnel.  
12.2.1 A late modification of an otherwise successful Proposal, that makes its terms more favorable to the agency, may be considered at any time it is received and may be accepted.
12.2.2 Proposals may be withdrawn by written notice received at any time before the exact time set for receipt of PROPOSALS.  A Proposal may be withdrawn in person by a Proposalder or its authorized representative if, before the exact time set for receipt of PROPOSALS, the identity of the person requesting withdrawal is established and the person signs a receipt for the Proposal.
12.2.3 Proposals that arrive unpackaged or unsealed shall not be accepted.
[bookmark: _Toc116375873]Authorized Signature
An individual authorized to legally bind the business submitting the Proposal must sign the solicitation.  The Proposalder’s/offeror’s name, title, and signature on a Proposal/offer in response to the solicitation guarantees that the Proposal/offer has been established without collusion and without effort to preclude the Issuing Agency from obtaining the best possible supply or service.
[bookmark: _Toc116375874]Descriptive Literature
Complete manufacturer’s descriptive literature sufficient in detail to establish quality and compliance with all specifications must be submitted with each Proposal.  The Issuing Agency reserves the right to examine products further to determine compliance with the stated specifications.
[bookmark: _Toc116375875][bookmark: _Ref389580826][bookmark: _Toc411346467][bookmark: _Toc181785494][bookmark: _Toc181787013][bookmark: _Toc411346470][bookmark: _Toc325011761][bookmark: _Toc325012298][bookmark: _Toc382320271]RFP Complete Responses 
Proposal responses to each of the requests for information and requirements in the numbered sections shall be in the same sequence and numbered as the RFP. Responses must be concise yet complete. Do not simply restate the Requirement verbatim as the response to a Requirement. If the RFP calls for a process description, include a process map as well as the frequency at which that map will be updated. Proposer shall not direct the reader to a website (or any other sources outside of the submitted Proposal) as part of its response to the requirement or question.
[bookmark: _Toc116375876]Vendor References
The Proposal response must include a completed Proposalder Reference Form located in Section 3 of the Proposalder Required Form (DOA-3832) listing at least four (4) names or companies with whom the Vendor has done business similar in size and scope as required by this RFP within the last three (3) years. 
AGENCY will determine which, if any, references to contact and reserves the right to exclude a Vendor from further consideration at any point during the solicitation process should AGENCY determine that one or more references are unsatisfactory, inadequate, or inappropriate.
12.0 [bookmark: _Toc116375877]Selection and award process
[bookmark: _Toc116375878]Proposal Opening
Please use the following instructions to participate in the remote online opening of the sealed Proposal(s) and contact the Procurement Manager with any question(s):
XXXX
[bookmark: _Toc116375879]Preliminary Review and Acceptance of Proposal
All PROPOSALS will be reviewed by the Procurement Manager to ensure compliance with submittal requirements. The Agency shall be the sole judge as to Vendors’ compliance with the Proposal instructions.
PROPOSALS that do not comply with Vendor Qualifications or Mandatory Specifications will be disqualified. PROPOSALS that do not comply with Contract Terms and Conditions may be disqualified. AGENCY in its sole discretion retains the right to accept or reject any or all PROPOSALS, or accept or reject any part of a Proposal, if deemed to be in the best interest of the State.
[bookmark: _Toc116375880]RFP Evaluation Committee
An evaluation committee for this RFP shall consist of individuals who, in the Agency’s sole judgment, possess specific knowledge and skills essential to the RFP evaluation. The evaluation committee participates fully in the evaluation process, including reviewing and scoring Proposals. Subject Matter Experts (SMEs) may be used to provide additional expertise (e.g. technical and functional subject matter expertise, administrative and procurement knowledge) to the evaluation committee. SMEs are a non-scoring individuals or ad/hoc group that serves only as technical advisors to the evaluation committee.
[bookmark: _Toc116375881]RFP Accepted Proposals
An evaluation committee will evaluate and score all accepted Proposals against predetermined criteria. A uniform selection process, as outlined in this section, will be used to evaluate all Proposals using a point system. Proposers are advised that responses to requirements should clearly and completely describe how its services and products will meet those requirements. Failure to demonstrate in the Proposal response that the Proposer can meet the requirements stated may cause the rejection of the Proposal.
The committee may review references, request presentations and demonstrations, and use those results in scoring the Proposals. Evaluation and selection of the Contractor, as well as any subsequent negotiations, will be based on the information submitted in the Proposals, references, requested presentations, and product and service demonstrations.
The Agency reserves the right to obtain additional information concerning any Proposer or Subcontractor associated with or named in the response to this RFP and to consider this information in evaluating the Proposer's Proposal.
[bookmark: _Toc116375882]RFP Evaluation Criteria 
Accepted Proposals shall be reviewed by the evaluation committee and scored against the stated criteria. Proposers shall not contact any member of an evaluation committee. Cost Proposal information shall not be available to the Evaluation Committee during the requirements evaluation phase.
Proposals will be scored in the following areas:

 
	RFP SECTION AND DESCRIPTION
	POINTS AVAILABLE
	WEIGHT % (ROUNDED)

	Section Title and #
	 
	 

	Section Title and #
	 
	 

	Section Title and #
	 
	 

	                               TOTAL
	 
	100%


 
The points stated above are the maximum amount awarded for each category.
Cost Proposal
All prices must be quoted in U.S. Dollars.
The Procurement Manager will score the Cost Proposals as follows:
The lowest cost Proposal shall receive the maximum number of points available for the cost score. Other Cost Proposals shall receive prorated scores based on the lowest cost Proposal.
The formula would be as follows:
Lowest Total Cost Proposal
(constant)                                 x Maximum points given to cost  =  Cost score
_________________________
Proposer’s Total Cost Proposal
(Proposal being scored is denominator)

Total
The final average points received from a Proposal’s General Requirements and Technical Requirements will be subtotaled and added to the final Cost Proposal score. In the event of a best and final, only those Proposers in the best and final process will be included in the calculation.
  The final total score (General, Technical, and Cost) may be weighted per RFP Section XX.
[bookmark: _Toc116375883]RFP Award and Final Offers 
Award will be granted in one of two ways. The award may be granted to the highest scoring responsive and responsible proposer(s) after the original evaluation process is complete. Alternatively, the highest proposer or proposers in the competitive range may be requested to submit best and final offers. If the Agency requests best and final offers, they will be evaluated against the stated criteria, scored, and ranked by the evaluation committee. The award will then be granted to the highest scoring proposer(s) following that process. However, a proposer should not expect that the Agency will request a best and final offer.
[bookmark: _Toc116375884]CONTRACT AWARD 
The Issuing Agency will evaluate PROPOSALS in response to this solicitation without discussions and will award a fixed-price contract to the responsible Proposalder whose Proposal, conforming to the solicitation, will be most advantageous to the Agency considering only price and the price-related factors specified elsewhere in the solicitation.   
1.0 
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11.1 
11.2 
11.3.1 The Agency may— 
a. Reject any or all PROPOSALS; 
b. Accept other than the lowest Proposal; and 
c. Waive informalities or minor irregularities in PROPOSALS received. 

11.4 The Agency may accept any item or group of items of a Proposal, unless the Proposalder qualifies the Proposal by specific limitations.  Unless otherwise provided in the Schedule, PROPOSALS may be submitted for quantities less than those specified.  The Agency reserves the right to make an award on any item for a quantity less than the quantity offered, at the unit prices offered, unless the Proposalder specifies otherwise in the Proposal. 

11.5 [bookmark: _Hlk114207374] A written award or acceptance of a Proposal mailed or otherwise furnished to the successful Proposalder within the time for acceptance specified in the Proposal shall result in a binding contract without further action by either party. 

11.6 The Agency may reject a Proposal as nonresponsive if the prices Proposal are materially unbalanced between line items or subline items.  A Proposal is materially unbalanced when it is based on prices significantly less than cost for some work and prices which are significantly overstated in relation to cost for other work, and if there is a reasonable doubt that the Proposal will result in the lowest overall cost to the Agency even though it may be the low evaluated Proposal, or if it is so unbalanced as to be tantamount to allowing an advance payment. 
[bookmark: _Toc116375885]PROPOSAL ACCEPTANCE PERIOD
PROPOSALS or Proposals must be held firm for a minimum of 30 calendar days, unless otherwise stated below.  PROPOSALS which offer a period less than the minimum stated will be rejected as non-responsive.
For this procurement, the minimum Acceptance Period is ___ calendar days (Issuing Agency entry).  
13.0 [bookmark: _Toc116375886]Proposal Award
[bookmark: _Toc116375887]Basis for Award 
Proposal award, if made, will be to the responsive and responsible Proposalder who offers the lowest cost to the Issuing Agency in accordance with the specifications set forth in the Request for Proposal.  The Issuing Agency will notify in writing the vendors who respond to this RFP with the “Notice of Intent to Award” for the contract(s) it intends to award under this solicitation.
[bookmark: _Toc116375888]Evaluation Factors for Awards
PROPOSALS will be evaluated based upon price and price-related factors.  PROPOSALS will be evaluated by the issuing agency to verify that they will meet all specified requirements in this RFP.  This verification may include requesting reports on the vendor’s financial stability, conducting demonstrations of the vendor’s proposed products and/or services and reviewing results of past awards.
[bookmark: _Toc116375889]Rejection of PROPOSALS
Circumstances under which individual PROPOSALS will be rejected include any Proposal that:
1.  Fails to conform to the solicitation’s essential requirements.
2.  Does not conform to the specifications unless the solicitation authorized the submission of alternate PROPOSALS and the supplies offered as alternates meet the requirements specified in the solicitation.
3.  Fails to conform to the stated delivery schedule or permissible alternates.
4.  Imposes conditions that would modify the solicitation’s requirements or limit the Proposalder’s liability to the Issuing Agency (to allow the Proposalder to impose such conditions would be prejudicial to other Proposalders).  For example, PROPOSALS must be rejected in which the Proposalder: 
i) Protects against future changes in conditions, such as increased costs, if total possible costs to the Agency cannot be determined;
ii) Fails to state a price and indicates that price shall be “price in effect at time of delivery;”
iii) States a price but qualifies it as being subject to “price in effect at time of delivery;”
iv) When not authorized by the solicitation, conditions or qualifies a Proposal by stipulating that it is to be considered only if, before date of award, the Proposalder receives (or does not receive) award under a separate solicitation;
v) Requires that the Agency determine that the Proposalder’s product meets applicable solicitation specifications; or
vi) Limits the Agency’s rights under any contract clause.
[bookmark: _Toc116375890]RFP Contract Negotiations 
The Agency reserves the right to negotiate the terms of the contract, including the award amount, with the selected proposer prior to entering into a contract.
[bookmark: _Toc116375891]RFP Notification of Intent to Award
Any Proposer who responds with a Proposal shall be notified in writing of the Agency’s intent to award the contract(s) resulting from the RFP.
After the Intent to Award is issued, copies of all Proposals shall be available for public inspection from 8:00 a.m. to 4:00 p.m. at PROCURING AGENCY ADDRESS, under the supervision of PROCURING AGENCY staff. Proposers shall schedule a specific appointment with (Procurement Manager Name) via e-mail (Email Address) to ensure that space is available for the review.
[bookmark: _Toc116375892]RFP Appeals and Protests Process  
Irrespective of whether a Proposalder/offeror submits a protest before or after contract award, the   protester must exhaust all administrative remedies with the procuring agency before pursuing a protest with WisDOT or FTA.
Based on alleged apparent improprieties in a solicitation and violation of a statute or a provision of the Wisconsin Administrative Code, an intent to protest must be filed no later than five (5) working days after the notices of intent to award is issued.  The protest must be filed with the procuring agency no later than ten (10) working days after the notice of intent to award are issued.  In all other cases, protests must be filed no later than 10 days after the basis of protest is known or should have been known, whichever is earlier. 
Must be concise and logically presented.  Notices of intent to protest and protests must be made in writing.  Protestors should make their protests as specific as possible and should identify statutes and Wisconsin Administrative Code provisions that are alleged to have been violated. Failure to substantially comply with any of this provision may be grounds for dismissal of the protest. 
Must include the following information: 
1) The protestor’s name, address, and fax and telephone numbers.
2) Solicitation or contract number. 
3) Detailed statement of the legal and factual grounds for the protest, including a description of resulting prejudice to the protester.
4) Copies of relevant documents.
5) Request for a ruling by the subrecipient.
6) Statement as to the form of relief requested.
7) All information establishing that the protester is an interested party for the purpose of filing a protest.
8) All information establishing the timeliness of the protest. 
Shall be filed in writing to the procurement officer of the procuring agency. A copy of such documents must simultaneously be sent to the Transit Procurement Manager, Wisconsin Department of Transportation, P. O. Box 7913, Madison, WI  53707-7913.  
The procurement officer will issue a decision on the protest within 10 working days of receiving the written protest.  A copy of the decision will also be provided to the WisDOT Transit Procurement Manager. 
If the Proposalder/offeror is not satisfied with the outcome following the review of the initial protest by the procuring agency, the Proposalder/offeror can pursue remediation directly with the Wisconsin Department of Transportation (WisDOT). The WisDOT’s review will be limited to whether there were improprieties in the solicitation process or if there was a failure of the procuring agency’s procurement system. 
If the protestor had alleged a violation of a statute and specific provision(s) of Wisconsin Administrative Code and the decision of this formal process fails to resolve the complaint, the complainant, within five (5) working days of the issuance of that decision, may refer the matter to the Director, Bureau of Transit and Local Roads, Wisconsin Department of Transportation, P. O. Box 7913, Madison, WI 53707-7913 with a copy of such appeal filed with the Procurement Administrator.
14.0 [bookmark: _Toc116375893]Cancellation and Termination 
[bookmark: _Toc116375894]Termination of Contract
Unless otherwise stated, the Issuing Agency may, by written notice to the contractor, terminate the contract in whole or in part at any time the contractor fails to perform the contract.  The Agency may also terminate this contract if funds are not appropriated or otherwise made available to support the Agency’s continuation of performance of this contract in a subsequent fiscal period.
[bookmark: _Toc116375895]Termination for Convenience
Either party may terminate this Contract at any time, without cause, by providing a written notice. agency must notify the Supplier at least thirty (30) calendar days prior to the desired date of termination for convenience. The Supplier must notify agency at least one hundred and twenty (120) calendar days prior to the desired date of termination for convenience. During this notification period, the Supplier will continue providing services in accordance with the Contract requirements.
In the event of termination for convenience, the Supplier shall be entitled to receive compensation for any fees owed under the Contract. The Supplier shall also be compensated for partially completed services. In this event, compensation for such partially completed services shall be no more than the percentage of completion of the services requested, at the sole discretion of agency, multiplied by the corresponding payment for completion of such services as set forth in the Contract. Alternatively, at the sole discretion of agency, the Supplier may be compensated for the actual service hours provided. agency shall be entitled to a refund for goods or services paid for but not received or implemented, such refund to be paid within thirty (30) days of written notice to the Supplier requesting the refund.
[bookmark: _Toc116375896]Termination for Cause
The agency may terminate this Contract after providing the Supplier with thirty (30) calendar days written notice of the Supplier’s right to cure a failure of the Supplier to perform under the terms of this Contract, if the Supplier fails to so cure or commence to cure.
The Supplier may terminate the Contract after providing agency one hundred and twenty (120) calendar days written notice of agency’s right to cure a failure of agency to perform under the terms of this Contract.
Upon the termination of this Contract for any reason, or upon Contract expiration, each party shall be released from all obligations to the other party arising after the date of termination or expiration, except for those that by their terms survive such termination or expiration.
Upon termination for cause, the Supplier shall be entitled to receive compensation for any deliverables’ payments owed under the Contract only for deliverables that have been approved and accepted by agency.
[bookmark: _Toc116375897]Contract Cancellation
The agency reserves the right to immediately cancel this Contract, in whole or in part, without penalty and without an opportunity for Supplier to cure if the Supplier:
a) Files a petition in bankruptcy, becomes insolvent, or otherwise takes action to dissolve as a legal entity;
b) Allows any final judgment not to be satisfied or a lien not to be disputed after a legally-imposed, 30-day notice;
c) Makes an assignment for the benefit of creditors; 
d) Becomes a federally debarred Supplier;
e) Is excluded from federal procurement and non-procurement contracts;
f) Fails to maintain and keep in force all required insurance, permits and licenses as provided in this Contract;
g) Fails to maintain the confidentiality of agency’s information that is considered to be Confidential Information, proprietary, or containing Personally Identifiable Information; or
h) Supplier’s performance threatens the health or safety of a agency employee or agency customer.
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