SAMPLE REQUEST FOR PROPOSALS

INSERT PROPOSAL TITLE
RFP #DEEP-BUREAU-DATE (e.g. DEEP-WPLR-04012009)
(Sample Revised 10/7/13)
Project Summary

The State of Connecticut, Dept. of Energy and Environmental Protection is seeking proposals for [insert a brief (1-2 sentences) summary of work being solicited].  

Contract Term:  ______________ through ______________.

Submission Deadline

Letter of Intent to Apply must be received by 4:00 p.m. on ______________.
One clearly marked original and __ copies of each proposal and any attachments must be delivered to DEEP’s Official Agency Contact listed below and date stamped no later than 4:00 p.m. on ______.

DEEP’s Official Agency Contact  

All applications/materials must be submitted to and communications shall be with:
Contact Name
DEEP – Bureau of ___________
__________ Division

79 Elm Street

Hartford, CT 06106-5127

Phone:
(860) 424-____

Fax: 
(860) 424-____

e-mail:
________@ct.gov
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1. Outline of Work 

Describe in detail what work the future contractor will be responsible for performing.  At a minimum, the outline of work must include information about the following: 

· Purpose - What is the need for the contract? What underlying opportunity or deficiency does it address? What problem is the agency trying to solve?

· Scope - What are the boundaries of the contract? What is included (and what is not)? Who is involved? What business processes are affected? What agencies, organizations, or stakeholders are affected?

· Activities - What does the agency want done? What functions, duties, or tasks are required of the future contractor? What work is to be performed?

· Deliverables - What will the future contractor deliver (or not deliver)? What are the tangible (e.g., reports, plans, products) or intangible (e.g., new processes, operational changes, services) results of the project?

· Outcomes - What are the expected accomplishments? What are the anticipated beneficial effects of the project? How will the agency determine and measure the quality of the future contractor’s work?

· Timeframe - When, and in what sequence, will the work be done by the future contractor? Are there any important milestones? What are the deadlines?
2. Required Qualifications

Include any necessary experience, education or training (credentials), knowledge, or skills that the future contractor must have as a condition of eligibility.
3. Review Criteria

Include all criteria that will be used to evaluate proposals for selection.  Examples of criteria are outline of work, contractor qualifications, timing, key personnel, prior experience, availability of equipment, cost, references, required licenses or certifications, contract compliance requirements relating to affirmative action and minority business enterprises, etc..

4. Letter of Intent (Strongly Recommended, but Optional)
Any Proposer intending to respond to this RFP must complete and submit a Letter of Intent (form attached) to the Official Agency Contact by US mail or facsimile not later than (time and date).  As an original signature is required, a letter of intent sent by e-mail will not be accepted.  The letter of intent is non-binding, in that the Proposer is not required to submit an application.  
5. RFP Timeline

The following timeline, up to and including the deadline for submitting proposals, shall be changed only by an amendment to this RFP.  Dates after the deadline are target dates only.

Month Day, Year
RFP Released

Month Day, Year
Letter of Intent Due

Month Day, Year
Deadline for Questions (recommended)

Month Day, Year
Proposers’ Conference (optional)

Month Day, Year
Second Deadline for Questions (optional)

Month Day, Year
Official Answers Released (required if questions submitted)

Month Day, Year & Time
Deadline for Submitting Proposals

Month Day-Day, Year
Meetings with Proposers (optional)

Month Day, Year
Contractor Selection

Month Day, Year
Start of Contract Negotiations

Month Day, Year
Start of Contract
6. Instructions for Proposers

A.   Required Format for Proposals

All proposals must follow the required format below (or use Proposal Submission Form) and address all requirements listed in the prescribed order, using the prescribed numbering system.  Failure to follow the required format may result in the disqualification of a proposal.

1) Contractor Information
a) Name of Proposer - Provide the “legal” name of the Proposer.  Note that if Proposer is a Connecticut firm, name must be exactly as registered with the Secretary of State as listed on Concord, located at: 
http://www.concord-sots.ct.gov/CONCORD/online?eid=99&sn=InquiryServlet.  Social Security or FEIN will be required when the contract is drafted.  

b) Proposer’s Representatives:  The Proposer must designate an authorized representative and one alternate who may speak and act on behalf of the Proposer in all dealings with the agency, if necessary.  Provide the following information for each individual.

(1) Contact Name and Title

(2) Business Location

(3) Mailing Address

(4) Telephone Number

(5) Fax Number

(6) E-mail Address (If Available)

(7) Normal business hours

2) Outline of Work

a) Work Plan

Provide a detailed, task-oriented breakdown for each activity in the Outline of Work.  Proposers wishing to add activities to those specified in the Outline of Work must show the additions as separately numbered tasks
b) Methodologies

Describe how each activity (task) will be accomplished, providing a detailed explanation of the procedures or processes that will be used to attain the expected outcomes
c) Deliverables

List and describe the form and content of each deliverable (outcome).

Include a description of the proposed method of working with the agency, the resources or services requested of the agency (if any), and the proposed method of receiving agency approval of deliverables
d) Schedule

Include a proposed work schedule, by activity, indicating when each activity will be accomplished.  Identify any significant milestones or deadlines.  Include due dates for all deliverables
e) Key Personnel

Identify the key personnel that will be assigned to this project.  Attach resumes reflecting their qualifications, including related work experience.  [Note:  The Department must be notified in writing and in advance regarding the departure of any key personnel from the project.]

f) Proposed Cost

Include a cost proposal using the required format (below).  Proposers must submit all-inclusive fixed cost based on completion of entire project.  Proposer must include both labor and materials in cost.

The cost proposal must be prepared on one sheet of 8”x11” white paper.  The Proposer’s contact information must be printed at the top of the proposal.  The original cost proposal and six duplicate copies must be placed in an 8”x11” envelope and sealed.  The Proposer’s contact information must be printed on the envelope.  

Deliverable
   Fixed Cost

Task 1.
$  xx,xxx.xx

Task 2
$  xx,xxx.xx

Task 3
$  xx,xxx.xx

3) Conflict of Interest

Include a disclosure statement concerning any current business relationships (within the last 3 years) that may pose a conflict of interest, as defined by C.G.S. § 1-85.

B.   Minimum Submission Requirements
At a minimum, one original (clearly identified as such) and __ conforming copies of each proposal must (1) be signed by the Proposer, (2) be submitted before the deadline, (3) follow the required format, (4) be complete, (5), include the SEEC Form 10, as required and (6) satisfy the packaging and labeling requirements.  Proposals that fail to meet these minimum submission requirements may be disqualified and not reviewed further.
C.   References

Include three letters of reference from recent clients.  Provide the following information for each reference:  name, title, company address, and phone number.

D.   Style Requirements (optional)
Proposals must conform to the following requirements:  (1) be word processed or typewritten, (2) use font size of not less than 10 and not more than 12 points, (3) have margins of not less than 1” on the top, bottom, and sides of all pages, (4) be not more than 20 pages in length, including any attachments, (5) display the Proposer’s name and Proposal # on the header of each page, (6) display page numbers at the bottom of each page and (7) proposals and attachments be copied double sided.  DEEP requests that paper used for printing and copying be composed of materials having at least 30% post consumer content.
E.   Packaging and Labeling Requirements (optional)
All proposals must be submitted in sealed envelopes or packages.  All proposals must be addressed to the Official Agency Contact and have the RFP # prominently displayed on the envelope.  The name and address of the Proposer must appear in the upper left hand corner of the envelope or package.  Proposals transmitted by facsimile will not be accepted or reviewed.

F.   Inquiry Procedures

Proposers may submit questions about the RFP to the Official Agency Contact on or before (second deadline for questions).  Questions must be in writing and submitted by US mail, facsimile, or e-mail.  Questions will not be accepted over the telephone.  Anonymous questions will not be answered.  The agency reserves the right to provide a combined answer to similar questions.  The agency will distribute official answers to the questions, in the form of a written amendment, not later than (date) to all Proposers who submitted a letter of intent.  Any Proposer who has not received the amendment within two business days following the distribution date may contact the Official Agency Contact by telephone to request a copy.  Any and all amendments to this RFP will be posted by (date) on the agency’s website at (agency’s web address).

G.   Confidential Information (optional)
Proposers are advised not to include in their proposals any proprietary information.  The Connecticut Freedom of Information Act generally requires the disclosure of documents in the possession of the State upon request of any citizen, unless the content of the document falls within certain categories of exemption.  

H.   Campaign Contribution Ban (Required by SEEC)
With regard to a State contract as defined in C.G.S. Sec. 9-612(g)(1)(C) having a value in a calendar year of $50,000 or more or a combination or series of such agreements or contracts having a value of $100,000 or more, the authorized signatory to this submission in response to the State's solicitation expressly acknowledges receipt of the State Elections Enforcement Commission's notice advising prospective state contractors of state campaign contribution and solicitation prohibitions, and will inform its principals of the contents of the notice. See SEEC Form 10.

I.   Surety Bond (optional)
Include a statement that the Proposer is willing and able to furnish a performance bond in the amount of (include dollar amount) upon award of a contract.  The statement must be signed by the Proposer.

7. Communications Notice
All communications related to this RFP shall be with DEEP’s Official Agency Contact.  All communications with the agency or any person representing this agency concerning this RFP are strictly prohibited, except as permitted by this RFP.  Any violation of this prohibition by Proposers or their representatives may result in disqualification or other sanctions, or both.

8. Proposer’s Conference (optional) 
A Proposers’ conference will be held on (date, time, location).  Neither advance registration nor attendance is required.  Questions submitted to the agency before (first deadline for questions) will be answered at the conference.
9. Meetings with Proposers (optional)
At its discretion, the agency may convene meetings with Proposers in order to gain a fuller understanding of the proposals.  The meetings may involve demonstrations, interviews, presentations, or site visits.  If the agency decides meetings are warranted, the Official Agency Contact will telephone Proposers to make an appointment.  Any such meetings are tentatively scheduled for the week of Month Day - Day, Year.

10. Affidavits Concerning Gifts and Campaign Contributions (Required by OPM)
Proposers are advised that if selected, an affidavit concerning gifts and campaign contributions will be required to accompany any State contract with a value of $50,000 or more in a calendar or fiscal year.  The completed form is submitted by the contractor to the awarding State agency at the time of contract execution.  The form is also used with a multi-year contract to update the initial certification on an annual basis.  For the most current information and to view the affidavit, go to http://www.ct.gov/opm/fin/ethics_forms
11. Iran Certification (Required by OPM)
Proposers are advised that no state agency or quasi-public agency shall enter into any large state contract, or amend or renew any such contract with any entity who (1) has failed to submit a written certification indicating whether or not such entity has made a direct investment of twenty million dollars or more in the energy sector of Iran on or after October 1, 2013, as described in Section 202 of the Comprehensive Iran Sanctions, Accountability and Divestment Act of 2010, or has increased or renewed such investment on or after said date, or (2) has submitted a written certification indicating that such entity has made such an investment on or after October 1, 2013, or has increased or renewed such an investment on or after said date. Each such certification shall be sworn as true to the best knowledge and belief of the entity signing the certification, subject to the penalties of false statement.  For the most current information and to obtain various electronic formats of OPM’s Iran Certification Form 7, go to http://www.ct.gov/opm/fin/ethics_forms 
Iran Certification Form 7 must be submitted for any large state contract, as defined in section 4-250 of the Connecticut General Statutes.  Entities whose principal place of business is located outside of the United States are required to complete the entire form, including the certification portion of the form.  United States subsidiaries of foreign corporations are exempt from having to complete the certification portion of the form.  Those entities whose principal place of business is located inside of the United States must also fill out the form, but do not have to complete the certification portion of the form.
12. Resource Library (optional)
DEEP wishes Proposers to consider previous studies and reports related to this project.  A resource library with these documents has been created in our Central Office.  Call the Official Agency Contact to make an appointment to use the library.  Some, but not all, of these reports are available on the agency’s website at:  (agency’s web address).

13. Multiple Submissions (optional)
Multiple proposals by the same Proposer will be considered.  A Proposer may submit a maximum of two (2) proposals in response to this RFP.

14. Contract Compliance Requirements (required for any proposal exceeding $4,000.00)
Provide evidence of the Proposer’s ability to meet the contract compliance requirements for one or more of the following factors:  (1) success in implementing an affirmative action plan; (2) success in developing an apprenticeship program complying with §§ 46a-68-1 to 46a-68-17, inclusive, of the Regulations of Connecticut State Agencies; (3) promise to develop and implement a successful affirmative action plan; (4) submission of Contract Compliance Monitoring Report indicating that the composition of the Proposer’s workforce is at or near parity in the relevant labor market area; or (5) promise to set aside a portion of the contract for legitimate minority business enterprises.
Forms are available on the CHRO website.  The following table will assist in determining which forms are required.

	Contract Amount
	Bidder Contract Compliance Monitoring Report Required – Affidavit for Certification of Subcontractors as MBE’s, as applic.
	Affirmative Action Plan Required
	CHRO Requires Pre Approval of Affirmative Action Plan 

	$0 - $4,000
	No
	No
	n/a

	Non Public Works Contract

	$4,000.01 - $249,999.99
	Yes
	No
	n/a

	$250,000 or more
	Yes
	Yes
	No

	Public Works Contract

	$4,000.01 - $50,000 
	Yes
	No
	n/a

	$50,000.01 - $500,000 
	Yes
	Yes
	No

	$500,000.01 or more
	Yes
	Yes
	Yes


The State of Connecticut is an Equal Opportunity and Affirmative Action employer and does not discriminate in its hiring, employment, or business practices.  The State is committed to complying with the Americans with Disabilities Act of 1990 (ADA) and does not discriminate on the basis of disability, in admission to, access to, or operation of its programs, services, or activities.

At the time of contract execution, a fully executed non-discrimination certification will also be required.

15. RFP Conditions

A. All proposals in response to this RFP are to be the sole property of DEEP.  Proposers are encouraged not to include in their proposals any information that is proprietary.  All materials associated with this procurement process are subject to the terms of State laws defining freedom of information and privacy and all rules, regulations and interpretations resulting from those laws. 

B. Any product, whether acceptable or unacceptable, developed under a contract awarded as a result of the RFP is to be the sole property of DEEP.

C. Timing and sequence of events resulting from this RFP will ultimately be determined by DEEP.

D. The Proposer agrees that the proposal will remain valid for a period of 180 days after the deadline for submission and may be extended beyond that time by mutual agreement. 

E. DEEP may amend or cancel this RFP, prior to the due date and time, if DEEP deems it to be necessary, appropriate or otherwise in the best interests of DEEP.  Failure to acknowledge receipt of amendments, in accordance with the instructions contained in the amendments, may result in a proposal not being considered

F. The Proposer must certify that the personnel identified in its response to this RFP will be the persons actually assigned to the project.  Any additions, deletions or changes in personnel assigned to the project must be approved by DEEP or its designee, with the exception of personnel who have terminated employment.  Replacements for personnel who have terminated employment are subject to approval by DEEP or its designee.  At its discretion, DEEP may require the removal and replacement of any of the Proposer's personnel who do not perform adequately on the project, regardless of whether they were previously approved by DEEP.

G. Any costs and expenses incurred by Proposers in preparing or submitting proposals are the sole responsibility of the Proposer.

H. A Proposer must be prepared to present evidence of experience, ability, service facilities, and financial condition necessary to satisfactorily meet the requirements set forth or implied in the proposal.

I. No additions or changes to the original proposal will be allowed after submission.  While changes are not permitted, clarification of proposals may be required by DEEP at the Proposer’s sole cost and expense.

J. The Proposer represents and warrants that the proposal is not made in connection with any other Proposer and is in all respects fair and without collusion or fraud.  The Proposer further represents and warrants that the Proposer did not participate in any part of the RFP development process, had no knowledge of the specific contents of the RFP prior to its issuance, and that no agent, representative or employee of DEEP participated directly in the Proposer’s proposal preparation.

K. All responses to the RFP must conform to instruction.  Failure to include any required signatures, provide the required number of copies, to meet deadlines, answer all questions, follow the required format, or failure to comply with any other requirements of this RFP may be considered appropriate cause for rejection of the response.

L. The contract will represent the entire agreement between the Proposer and DEEP and will supersede all prior negotiations, representations or agreements, alleged or made, between the parties.  DEEP or the State shall assume no liability for payment of services under the terms of the contract until the successful Proposer is notified that the contract has been accepted and approved by DEEP and by the AG’s Office.  The contract may be amended only by means of a written instrument signed by DEEP, the Proposer, and the AG’s Office.

16. Rights Reserved to DEEP
The DEEP reserves the right to award in part, to reject any and all proposals in whole or in part for misrepresentation or if the Proposer is in default of any prior State contract, or if the proposal limits or modifies any of the terms and conditions and/or specifications of the RFP.  The DEEP also reserves the right to waive technical defect, irregularities and omissions if, in its judgment, the best interest of DEEP will be served.

DEEP reserves the right to correct inaccurate awards resulting from its clerical errors.  This may include, in extreme circumstances, revoking the awarding of a contract already made to a Proposer and subsequently awarding the contract to another Proposer.  Such action on the part of DEEP shall not constitute a breach of contract on the part of DEEP since the contract with the initial Proposer is deemed to be void from the beginning and of no effect as if no contract ever existed between DEEP and the Proposer.

17. Agency’s Standard Contract and Conditions 

The Proposer must accept DEEP’s standard contract language and conditions.  See Attachment for Standard Contract Conditions (must attach contract template with standard conditions)
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