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SECTION VIII - PROPOSAL AND BID FORMAT

A.
INTRODUCTION

These instructions prescribe the mandatory proposal and bid format and the approach for the development and presentation of bid data.  Format instructions must be adhered to, all requirements and questions in the RFP must be responded to, and all requested data must be supplied.

B.
FINAL PROPOSAL FORMAT AND CONTENT

The complete bid must be submitted in the number of copies indicated and include the following items:

1.
Volume I—Response to Requirements -
     1 Master copy and 14 copies

This volume must contain all responses to the ADMINISTRATIVE REQUIREMENTS, and TECHNICAL REQUIREMENTS of the RFP.  All forms and questionnaires, EXCEPT for cost data, must be completed and included in this volume.  The organization is to be as follows:

Section 1—General (Cover Letter and Executive Summary)

Section 2—Administrative Response

Section 3—Technical Response

Section 4—Maintenance plan (Support Service Plan from Section V)

Section 5—Conversion/installation plan (Conversion and Transition Plan from Section V)

Section 6—Demonstration plan (Section X)

2.
Volume II—Completed Contract — 1 Master copy and 14 copies

This volume must contain the complete contract terms and conditions and all Attachments, complete in every detail.  The Standard Form 213IT must be signed.  
The Statement of Work must be submitted with the bid.

 3.  Volume III—Cost Data —

1 Master copy and 14 copies

This volume must be in a separately sealed, marked envelope or container containing all completed cost sheets and any other document with cost data identified as required in this RFP.  The organization is to be:

Section 1—Summary Cost Sheet

Section 2—Detail Cost Sheets

Section 3—All Other Exhibits and Documents With Cost Data Identified

      4.  Volume IV—Literature —
           1 Master copy and 14 copies

This volume must contain all technical and other reference literature necessary to support the responses to the requirements of this RFP.

C.
DETAILED TECHNICAL PROPOSAL FORMAT AND CONTENT

The Detailed Technical Proposal is to contain all material specified above for Volumes I, II, and IV of the Final Bid except for any cost data.  The number of copies of the Preliminary Detailed Technical Proposal to be submitted for evaluation are as follows:

	Volume I—
	Master copy and 14      copies

	Volume II—
	Master copy and 14   copies

	Volume IV—
	Master copy and 14 copies


D.
DRAFT PROPOSAL FORMAT AND CONTENT

The Draft Proposal must contain all the material specified above for the Final Proposal except cost figures.  The completed contract, including Attachments must also be included with products and services identified, but no cost figures included.  The contract need not be signed at this point.  It is important that all sheets, with all entries except cost figures, be included.  The number of copies of the Draft Bid to be submitted for validation is as follows:

	Volume I—
	Master copy and 14  copies

	Volume II—
	Master copy and 14 copies

	Volume III—
	Master copy and 14 copies

	Volume IV—
	Master copy and 14 copies


E.
FORMAT DETAIL 
1.
Volume I—Response To Requirements
The bidder's response to the RFP for Volume I must be in the order and format indicated below.  Except for the Technical Response Forms of Section VI, which are already numbered, each page must be numbered in a manner of the bidder's own choosing to make easy reference possible.

a.
Section 1 - General (Cover Letter and Executive Summary)

This section should contain a signed cover letter and executive summary of the salient feature(s) of the Bidder’s bid including conclusions and recommendations.  It may include a general overview of the equipment and/or services offered, the type of contract(s) offered, etc.  

b.
Section 2 - Administrative Response

This section should contain detailed narrative of Bidder’s compliance and/or response for each item (all paragraphs and subparagraphs) identified in Section V, Administrative Requirements, of the RFP.  Responses should be formatted in a similar manner as responses to Section VI, Technical Requirements, of the RFP.

c.
Section 3 - Technical Response

In this location, refer to Section VI for instructions in completing the response to each of the Technical Requirements.  Bidders must provide a response to every mandatory and desirable requirement.  Failure to respond to a requirement may be cause for rejection of the Bidder’s Bid.

d.
Section 4 -Maintenance Plan (Support Service Plan in Section V)

Bidder shall provide a detailed plan that addresses the specified maintenance requirements in the RFP.

e.
Section 5 -Conversion/Installation Plan (Conversion and Transition Plan in Section V)

Bidder shall provide a detailed Conversion/Installation Plan that addresses specified milestones, facility modifications/prerequisite tasks, and other requirements in the RFP.

f.
Section 6 -Demonstration Plan 

Bidder shall provide a detailed Demonstration Plan that identifies how, when, and where they intend to facilitate a demonstration of the product offering.  Refer to Section X in the RFP for instructions on developing the Demonstration Plan.

2.
Volume II—Completed Contract
Bidder shall submit the required number of copies of the previously approved contract in this portion of their response (see Appendix A for additional information).  The State approved contract language must be based upon requirements outlined in Section II, Rules Governing Competition.  Appendix B contains the State’s contract.  Deviation from terms and conditions previously approved for this RFP may be cause for rejection of your bid.  All copies of the contract must bear the signature of an individual authorized to bind the firm as specified in Section II, Paragraph C.5.e.  The Final Proposal must contain an original signature.  There should be an original signature on each copy of the contract.  

3.
Volume III—Cost Data
For submission with the Final Bid, this volume must be submitted in a separate, sealed, and clearly identified envelope or container/carton/box.

This volume must contain all completed cost sheets, schedules, contract riders with identified costs, exhibits identifying cost, bonds and other security documents as required in the RFP.

4.
Volume IV—Literature

This volume must contain all technical and other reference literature to support the response to all hardware/software and other functional requirements of this RFP.  Substantive technical information should be highlighted on the literature page.  Mark the applicable pages (i.e. circling, underlining, bracketing, using a highlight marker that will still show when reproduced, etc.) and list the corresponding Technical Requirement number in the margin.  Volume IV should be organized in the same sequence as the Technical Requirements Forms in Section VI of this RFP, and labeled accordingly.

NOTE:(14) sets (plus 1 original) of Technical Literature must be available for evaluation of the Detailed Technical Proposal, the Draft Proposal, and the Final Proposal.  It is the responsibility of the bidder to ensure that the State has (14) complete sets (plus 1 original) of literature that will provide adequate technical references.  The (14) sets (plus 1 original) for the Draft and Final Proposals may be the same as submitted for the Detailed Technical Proposal, but supplemented with any updates as necessary.  Changes and/or updated pages must be brought to the attention of the State with the submission of both the Draft and Final Proposals.
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