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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 with proposal)

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

Authorized Signature______________________________Date_______________________

Print/Type Name____________________________________________________________


Print/Type Company Name Here_______________________________________________

Introduction
Include some background on the project, your organization, the purpose of the Request for Proposal (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.)

Glossary of Terms 
Include any terms, definitions and abbreviations that will be used in this RFP that will not be obvious to the bidder. (Remove this comment from the final document.)

Evaluation Criteria and Process

Document the evaluation criteria for the proposal. The criteria should be decided ahead of time and published to the vendors so that they know what is important. (Remove this comment from the final document.) 
Requirements
Functional Requirements

List your functional requirements here. If the requirements are extremely long, place them in an appendix instead. Be sure to list the requirements in a way that will allow the bidder to respond easily, and in a way that will also allow you to easily consolidate the bidder feedback. (Remove this comment from the final document.) 
	#
	Ranking
	Requirements
	Response* / Comment

	1.0
	Enter Ranking (1/2/3)
	Describe the requirement in terms of the overall functionality the solution should have.
	

	2.0
	Enter Ranking (1/2/3)
	Describe the requirement in terms of the overall functionality the solution should have.
	


* 
“Y” – Bidder can meet this requirement

“P” – Bidder can partially meet this requirement

“N” – Bidder cannot meet this requirement

Required 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 explain the technology here. (Remove this comment from the final document.) 
	#
	Ranking
	Technology Standards and Guidelines
	Response* / Comment

	1.0
	Enter Ranking (1/2/3)
	Describe the standard technology required for the solution.
	

	2.0
	Enter Ranking (1/2/3)
	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

Project Management Requirements
Ask the bidder to describe how they will manage the project. If you have any requirements in terms of status reporting, status meetings, progress reports, scope change reports, risk management, etc., make sure that you put them in this section so that the bidder can take these into account for the proposal (Remove this comment from the final document.) 
Warranty / Maintenance Agreement:

Ask the bidder to describe any warranty they provide with their products and services. If they have a standard warranty, they should include it as an attachment.  (Remove this comment from the final document.) 
Service Level Agreement:

If you are requiring a service level agreement with the bidder, state the information required in this section. (Remove this comment from the final document.) 
Proposal Submission
Bidders Conference and Questions
Provide details on how bidders should submit questions and how others will find out the answers to those questions. If you have a Bidders Conference schedule, not the details here. (Remove this comment from the final document.) 
Restrictions on Communications with Staff

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

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

State where the proposals 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 proposals should be delivered.  (Remove this comment from the final document.) 
References

Ask for any reference information here. This could include company name, address, contact name, phone number, email address, etc. You could also ask for information on client testimonials, client demos, etc. (Remove this comment from the final document.) 
Bidder Financial Information

Ask for any financial information you think is important. If you have a number of financial requirements, you could use a table similar to the requirements section to allow the vendor to respond in a fixed format. (Remove this comment from the final document.) 
Standard Contract Template
Include a standard, generic contract that the winning bidder will be asked to sign. The bidders should know this ahead of time so that there are no qualification problems after the bids are evaluated. If the contract is long, include it as an attachment. (Remove this comment from the final document.) 
Misc

Include any other legal or government items that are required for the RFP. (Remove this comment from the final document.) 
Small and Minority Business Policy and Tax Incentive

Policy on Drug-Free Workplace

Pricing
Ask for pricing information for products and services. If the pricing will be complex, provide detailed guidance so that the prices come back consistently for all bidders. (Remove this comment from the final document.) 
Bidder Summary

Ask the bidder to provide a final summary of their proposal. 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 – Detailed Requirements

Include the detailed requirements here if they are too large to fit into the body of the RFP. 
Appendix B – Generic Contract

Include a copy of a generic contract is the contract is too large to fit into the body of the RFP. 
ii
Copyright© 2005 TenStep, Inc. All Rights Reserved


