RFP Template TIPS

Agency edits may be made in the “vellow shaded areas”.
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register at the Pre-Bid/ Proposal Conference and disclose the identity of the vendor whom he/she represents. A
vendor’s failure to attend and register at the mandatory Pre-Bid/ Proposal Conference shall result in
disqualification of the vendor’s bid pr ls as non-responsive to the solicitati

Purchases Comments are provided to guide Agency in developing the RFP Template.
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Note to Applicant:

Proposals reccived without a completed RIVIP Bidder Certification Cover Form attached
may result in disqualification.

THIS PAGE IS NOT A BIDDER CERTIFICATION COVER FORM
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Agency exceptions to the standing ranking format — contact buyer for alternate ranking template.

ISBE Participation®*u ' 6-Bonus- =
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Cost-Proposal Evaluation: |

For exceptions to the standard ranking format contact the Purchases Buyer responsible for the
RFP to collaborate on an “alternate ranking template”. The Buyer will provide you with the
“alternate ranking template” for your edits. Agency should provide buyer with both the RFP
template and alternate ranking template and the buyer will merge both documents into one
comprehensive RFP document for bid posting.

Instructions to print a non-markup copy of this document (no highlights &comments).

Click on the “File” tab, select “Print”, beneath the heading “Settings’ click on the down arrow to the right of “Print
All Pages”, beneath the section “Document Info” click on the arrow to the left of “Print Markup”. Under the “Print”
heading at the top of the page select “Print”.
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You will notice a change in the “print preview” from the markup version:

or unrezdable, the Division of Purchases may consider it “non-responsive”. USB Drives or
any other electronic media shall not be accepted. Please note that CD-Rs submitted, shall
not be retumed.

B. Formatting of written documents and printed coples:
a. For clarity, the fechnical proposal [;ha]l _h_e_t} ed. These documents shall be single- . [(ummemad [SMI31]: Inchide any additional documents
spaced with 17 margins on white 857 117 paper using a font of 12 pomt Calibn that a2 required to be typed.
or 12 point Times New Roman.
b, All pages on the fechmical proposal hre to be sequentially numberedm the footer _ [(mm [SM(32]: Inchiie any additional documents
"""""""" thar are raquirad to be typed.

cover page of table of contents) through fo the end, ncluding all forms and
afttachments. The Vendor's name should appear on every page. includmg
aftachments. Each attachment should be referenced appropriately within the
propozal section and the attachment title should reference the proposal section it is
applicable to

c. The fost proposal phall be typed using the formatting provided on the provided [Cnmmmm [SM(33]: Tais if for cost propesals usieg 3 ]
template. T 0T T TTTTTTTTTTTTTmmmmmmmmmmmm e e State provided templata (Agency crastes)

d. Printed copies are to be only bound with removable binder clips

SECTION §. PROPOSAL SUBMISSION

Interested vendors must submit propesals to provide the goods and'or services covered by this
FFP on or before the date and time listed on the cover page of this solicitation. Responses received
after this date and time, as registered by the official time clock in the reception area of the Division
of Purchases, shall not be accepted.

Proposals should be mailed or hand-deliverad in a sealed envelope marked “RFP# foodone™ to: . - { Commented [SM(34]: Puschases to fill-in )

FIDept. of Administration
Division of Purchases, 2nd floor
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