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Copyright and Intellectual Property Statement
 This template is the intellectual property of TenStep, Inc. It may be used and modified within the terms and conditions of your TenStep, Inc. license agreement (Member, Browse, Consultant, etc.) Unauthorized use, sale, resale, copying, etc. are strictly forbidden by USA and international copyright law. (Remove this comment section from final document.)
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 Bidder Certification

(Bidder must sign and return.)

I certify that this information is complete and correct to the best of our understanding and that we are authorized to submit this information on behalf of or company. 

Authorized Signature______________________________Date_______________________

Title___________________________________________

Print/Type Name____________________________________________________________


Print/Type Company Name Here_______________________________________________

Bidder Company Information

	Bidder Information

	Company full name:
	

	Contact name:
	

	Full address:
	

	Phone number:
	

	Fax number:
	

	Email:
	

	Package name:
	


Introduction
Include some background on the project, your organization, the purpose of the Request for Information (RFP), etc. This just needs to be an overview since the details will be covered in the actual RFP. Provide any perspective that will help the bidder to understand what you are doing and why. (Remove this comment from the final document.)

High-Level Evaluation Process
Document the evaluation process for the proposal. The actual evaluation criteria may or may not be know at this time, but in any case it is too early to share with the bidders. Just describe the overall process at a high-level to help manage the bidder’s expectations. You are trying to quickly evaluate a large number of potential bidders to see which ones can obviously be eliminated from receiving the follow-up Request for proposal (RFP) (Remove this comment from the final document.) 
High-Level Scope
List your high-level scope here. This section should describe the major deliverables and services needed. If you list individual requirements, they should be at a high level. You are trying to ensure that the bidder can deliver the general products and services you need, but not get so detailed that this RFI becomes an RFP. (Remove this comment from the final document.) 
	#
	Scope
	Bidder 
Response* / Comment

	1.0
	Describe the high-level scope of products and services.
	

	2.0
	Describe the high-level scope of products and services.
	


* 
“Y” – Bidder can meet this requirement

“P” – Bidder can partially meet this requirement

“N” – Bidder cannot meet this requirement

Technology Architecture

If the solution must run within your current environment, state the technical architecture standards and guidelines. If there are some technology considerations that are optional, note those here as well. If you are open to any bidder technology, then ask the bidder to list the basic technologies supported in Appendix A. (Remove this comment from the final document.) 
	#
	Technology Standards and Guidelines
	Bidder
Response* / Comment

	1.0
	Describe the standard technology required for the solution.
	

	2.0
	Describe the standard technology required for the solution.
	


* 
“Y” – Bidder can meet this requirement

“P” – Bidder can partially meet this requirement

“N” – Bidder cannot meet this requirement

Proposal Submission
Restrictions on Communications with Staff

Note any restrictions here. (Remove this comment from the final document.) 
Information Due Date

State when the information is due and whether Information will be accepted past this deadline date. (Remove this comment from the final document.) 
Information Submission Format
Typically you will want to see all the information come back to you in a similar format. If so, state these format requirements here. (Remove this comment from the final document.) 
Submit Information to

State where the information should be delivered.  (Remove this comment from the final document.) 
Number of Copies Required / Format of Copies
State the number of copies needed and in what format (paper, CD, etc.) the information should be delivered.  (Remove this comment from the final document.) 
Bidder Summary

Ask the bidder to provide a final summary of their Information. They can make any sales pitch that they think would be of interest to the reviewers. (Remove this comment from the final document.) 
Appendix A: Bidder Questions

Include any other questions that you want the bidder to answer for you to make a decision on whether this vendor is qualified to receive an RFP. (Remove this comment from the final document.) 
	Question
	Bidder Answer

	How many employees are in your company?
	

	Where is your headquarters?
	

	How many similar packages have you sold? Over what period of time?
	

	Is your company publicly traded?
	

	What is your revenue for the past three years?
	

	What is your licensing policy / model?
	

	What is your support / maintenance policy / model?
	

	How often is your package updated / enhanced?
	

	Etc., etc., etc.
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