	Quick RFP Setup Checklist



Use this checklist before you publish any RFP. It assumes you are working in the statewide RFP template and eMACS.
Basic RFP Information
☐ RFP titles are consistent throughout the documents and eMACS and clearly describe what you are buying
☐ Agency name and contact information are correct
☐ RFP number (if applicable) is assigned and consistent throughout the documents and eMACS (be sure to review headers and footers).
Schedule of Events
☐All key dates are entered in the Schedule of Events table (if used):
· RFP issue date (also included in eMACS)
· Deadline for written questions (also included in eMACS)
· Deadline for posting written responses
· Proposal Due Date (also included in eMACS)
· Pre-proposal conference date (if used)
· Interview/Demo dates (if known)
· Intended contract award date (if known)
*Please be aware that if the Schedule of Events is utilized and published, the event will need to be amended if these dates change. *
Contact and Communication
☐Single point of contact is identified (name, email, phone)
☐Instructions for submitting questions are clear (email, Q&A board, etc.).
☐The deadline for questions and how answers will be posted are stated

Mandatory Requirements
☐ Any “must-have” requirements (licenses, certifications, experience, etc.) are clearly labeled as “Mandatory.”
☐Consequences of not meeting mandatory requirements (e.g., proposal non-responsive) are stated
☐Mandatory requirements are reasonable and truly necessary
Scope of Services/Supply Specifications
☐The purpose and background of the project are briefly described
☐What is being purchased is clearly explained in plain language
☐Contractor tasks and deliverables are listed and tied to timelines
☐Agency responsibilities are identified (what the State will provide/do)
☐Any performance standards or service levels are defined and measurable
☐Applicable laws, regulations, licenses, and security/privacy requirements are listed
Offeror Qualifications
☐Minimum reference requirements are stated (how many, what info to provide)
☐Company profile information required from offerors is listed (e.g., years in business, relevant projects)
☐Key staff/resume requirements are clearly defined
Cost Proposal
☐Required pricing format is defined (itemized, total project cost, hourly rates, eMACS lines, etc.)
☐Invoicing expectations are described (frequency, required detail)
☐Any budget ceiling or maximum allowable cost is clearly stated, if used
☐Any required price sheet or cost form is included and referenced
Optional Section (Use Only if applicable)
☐IT-specific requirements and references to IT policies/standards
☐ Attachment C: State IT Terms & Conditions included in the Draft Contract (if RFP is IT-related)
☐Pre-proposal conference language (in-person or virtual)
☐Financial stability/ internal control assessment requirements
☐Oral presentation/product demo/interview instructions
Final Review
☐All blue instructional text has been removed or converted to agency-specific content
☐All orange placeholder text has been replaced with correct information
☐Formatting and section numbering are consistent
☐All required attachments are included














	Request For Proposal (RFP) Template


How to use this RFP template:
· This template is aligned with the State’s eMACs electronic procurement process.
· Only sections that require agency-specific decisions remain; delete anything that does not apply to your project.
· SPSD instructions appear in blue; fields that require input are in orange.
· For IT projects, be sure to include all IT-specific language.
· If prevailing wage rates apply, attach the correct Department of Labor and Industry Prevailing Wage Booklet.

















Schedule of Events
Largely for internal use only but portions can be posted with the Solicitation depending on project scope/scale
	Pre-Proposal Conference (Optional)
	

	Deadline for Written Questions
	

	Deadline for Posting Written Responses
	

	Proposal Due Date
	

	Notice of Interviews/Demonstration Dates (if known)
	

	Intended Contract Award Date (if Known)
	



Pre-Proposal Conference (Optional)
Use this paragraph if you hold a pre-proposal conference or call:
A mandatory/optional pre-proposal conference or conference call will be held at [address or virtual platform] on [date] at [time]. Offerors should use this opportunity to ask questions, clarify the project, and identify any errors or inconsistencies in this RFP. All answers given at the conference will be oral and non-binding. Proposals from offerors who do not attend the mandatory conference will not be considered.
For a conference call, add:
In Helena, call (406)444-[insert]. Outside Helena, call [Insert number]. The password is [Insert password].
For additional information about Pre-Proposal Conference guidelines, please refer to the “Pre-Bid/Pre-Proposal Conference Guidelines” document on SPSD's website.






	Scope of Services/Supply Specifications


To allow the State to assess an offeror's ability to supply the required goods and/or perform the services listed in the RFP, the offeror must respond to the following questions about its capacity to meet the State’s needs.
Note to Offerors: Each item must be addressed thoroughly. Offerors taking exceptions to any requirements listed in this section may be considered non-responsive or subject to point deduction. 
Mandatory Requirements
	To be eligible for consideration, an offeror shall meet all mandatory requirements noted below.


RFPs are intended to provide flexibility and allow offerors to propose different solutions to the same problem. When in doubt, lean toward making a factor an evaluated or weighted requirement (Scope of Services) rather than a mandatory requirement
Mandatory Requirements are optional and should be used with caution and only when necessary. All mandatory requirements must be clearly identified and listed here. A mandatory requirement is a particular condition or item that must be present for the proposal to be responsive, e.g., proof of licensure. Typically, a mandatory requirement is not an evaluation criterion.
If you include mandatory requirements (for example, licenses or certifications), list them clearly and note that proposals that do not meet them will be considered non-responsive.
Scope of Services/Supply Specifications (evaluated or weighted requirements)
Use this section to clearly describe what you are buying and what you expect from the contractor.
Keep your requirements SMART (Specific, Measurable, Achievable, Realistic, Traceable). When drafting.
· What problem are we solving, and why is this project needed?
· What work must the contractor do?
· What are the contractor's responsibilities versus the agency’s?
· What deliverables are required, in what format, and by what dates?
· What meetings and reports are required (and how often)?
· How will you accept and approve work?
· What laws, regulations, licenses, or security requirements apply?
· How will issues and changes be handled and communicated?
· How will the contractor be paid (e.g., per milestone, monthly, by task)?
























	Offeror Qualifications


Use this section to confirm that offerors have the experience and capacity to perform the work.
To allow the State to assess an offeror's ability to supply the required goods and/or perform the services listed in the RFP, the offeror must respond to the following questions about its capacity to meet the State’s needs.
Note to Offerors: Each item must be addressed thoroughly. Offerors taking exceptions to any requirements listed in this section may be considered non-responsive or subject to point deduction. 
References
Offeror shall provide at least [insert #] references currently using or previously using [supplies and/or services] of the type proposed in this RFP. These references may/must include state governments or universities where the offeror has successfully completed such contracts, preferably within the last [insert # of years]. At a minimum, the offeror shall provide the company name, location where the [supplies/services] were delivered, contact information, a detailed description of the [supplies/services], and dates of service. References from the highest scoring offeror(s) may be contacted to verify the offeror's ability to perform the services specified in this solicitation. The State reserves the right to use any information or additional references deemed necessary to assess the offeror's capability to fulfill the obligations outlined in this solicitation. Negative references may serve as grounds for disqualification. 
Client Reference Form 
Use this section if you want references to be scored numerically. Otherwise, references can be pass/fail if the requirement is simply to provide complete contact information. 
If you prefer a written reference, optional forms are available on the State Procurement Service Division website. Select the form that best fits your application and customize it to meet your needs.
Offeror shall submit a complete and separate Client Reference Form (found in the prerequisites or buyer attachments) for [insert #] references that are currently using or have previously used [supplies or services] of the type proposed in this solicitation. The references may include state governments or universities for which the offeror has successfully completed [supplies/services related to this project] within the last [insert #] years. A responsible part of the organization that received the [supplies/services] from the offeror (the client's organization) must provide the reference information and must sign and date the form. It is the offeror's duty to ensure that the completed forms are submitted with the proposal by the review deadline. The State may contact the client's references to verify the information provided in these forms. If the State finds incorrect information, evaluation points may be deducted, or the proposal could be rejected.
Company Profile and Experience
The offeror shall provide documentation proving the individual or company submitting the proposal has the qualifications and experience to supply the [supplies/services] specified in the RFP, including, at a minimum:
· A detailed description of any similar past projects, including the [supply/service] type and dates the [supplies and/services] were provided;
· The client for whom the services were provided;
· A general description of the firm, including its primary source of business, organizational structure and size, number of employees, and years of experience performing services like those described within this RFP
Resumes
A resume or summary of qualifications, work experience, education, and skills must be submitted for all key personnel, including any subcontractors, who will be involved in executing any part of the contract. Include years of experience providing similar services, education, and certifications where relevant. Specify each person's role in performing the work outlined in this RFP.
Offeror Financial Stability
Financial stability should be used only in very specific cases, based on the nature of the project, and should be adapted accordingly. If this information is requested, agencies must be ready to have a qualified financial staff member review it, usually on a pass/fail basis. 
If Financial Stability is a requirement, SPSD recommends using the clause below:
The State reserves the right to request proof of financial stability from the highest-scoring offeror before awarding the contract.
In the limited circumstances described above, the state may utilize the following:
Offerors shall demonstrate their financial stability to [insert appropriate language] by: 1. Providing financial statements, preferably audited, for the [insert# of years] consecutive years immediately preceding the issuance of this RFP; 2. Providing copies of any quarterly financial statements prepared since the end of the period reported by their most recent annual report. 
Service Organizations Internal Control Assessment
Examples of service organizations are insurance and medical claims processors, trust companies, hosted data centers, applications service providers, managed security providers, credit processing organizations, and data clearinghouses. If this information is requested, agencies must be ready to have a qualified financial staff member review it, usually on a pass/fail basis. 
SPSD preferred language:
The State reserves the right to request proof of Internal Control Assessment from the highest-scoring offeror before awarding the contract.
In limited circumstances, the state may utilize the following:
Offerors shall submit a copy of the most recent internal control assessment. This assessment must include a review of accounting systems, IT security systems, and other transaction-based processes. Provide an internal policy to ensure these reviews are conducted regularly. 












	Oral Presentation/Product Demonstration/Interview


Oral Presentation/Product Demonstration/Interviews are optional. If any of these options are incorporated into the solicitation, they must be scored, and the evaluation criteria must be posted in the RFP.
If known in advance, let offerors know whether the presentation or demonstration will be in-person or electronic and/or whether all or a portion of the offeror team may participate electronically. 
Offerors must be prepared to have key personnel assigned to this project complete a (an) oral presentation/product demonstration/interview in [insert location].  The State reserves the right to:
1. Have presentations/demonstrations/interviews from only the highest scoring offerors at the States discretion.
2. Have presentations/demonstrations/interviews from all offerors within [insert %] of the highest scoring offeror; or
3. Have presentations/demonstrations/interviews from all offerors who are deemed to have a passing score prior to the presentation/demonstration/interview.
Offerors selected to participate in oral presentations/demonstrations/interviews will be notified by the State in advance. For planning purposes, the State will submit an agenda and specific guidance deemed necessary to promote productive and efficient use of time.
Offerors must bring certain key personnel to the oral presentation/demonstration/interview. If an offeror plans for a key staff member to fill more than one position, this must be clearly explained during the presentation on how the staff will handle all the required functions, activities, and deliverables for the combined duties. Dual accountability, security issues, and deadlines cannot be compromised. Offerors are also welcome to bring additional staff at their discretion.
a. Account Manager
b. Project Manager
c. Operations Manager
d. Software Development Lead
e. Testing Lead
f. Training Lead
g. Customer Service Manager
The State reserves the right to schedule and conduct interviews with the offerors' proposed staff after the oral presentations, if in the State's best interest.
Cost Proposal
If possible, include the estimated budget for this project so that the offeror can provide a clear response. realistic cost proposal. For guidance on evaluating costs, please contact your Agency Procurement staff or SPSD.
Items to consider when developing a cost proposal:
1. How do you want costs presented?
a) Itemized Budget with narrative justification
b) Total project cost
c) Task order basis (hourly rates)
d) eMACS provides cost line items for both products and services. Either of these options can be broken down further to allow for the separation of project phases, product group offerings, or optional items.
2. How do you want to be invoiced? How often, e.g., monthly, per deliverable, etc.? How much detail do you want, e.g., timesheets, subcontractor expenditures, supply invoices, etc.?
3. Do you need to know the Offeror's accounting methodology?
4. Is there a maximum amount? If so, include a state that exceeding the maximum amount will disqualify the response from further consideration and list this as a mandatory item. A response cannot be disqualified for exceeding the maximum amount if the solicitation did not state a maximum.
5. When drafting the cost proposal, consider all initial and potential future costs such as enhancements, additional features, ongoing maintenance costs, renewals, etc. You can request estimated costs for the future years of the contract to have a clear picture of the total contract value (TCV). If appropriate, this may be reflected in the contract's cost section.
The cost proposal must constitute 20% of the total points available. Exceptions to this must be documented in writing and approved by the State Procurement Services Division. There are several formulas that can be used to score price/cost. The most common approach is outlined below:
The lowest overall cost receives the maximum allotted points. All other proposals receive a percentage of the available points based on their cost relative to the lowest. Example: Total possible points for cost are 200. Offeror A’s cost is $20,000. Offeror B’s is $30,000. Offeror A would receive 200 points. Offeror B would receive 134 points ($20,000/$30,000) =67% x 200 points=134
Evaluation Process
Basis of Evaluation
SPSD recommends starting at 1,000 points so cost is 200, and 800 remain for dispersal to technical (Scope, Qualifications, Demo, etc.) Equal pay is than an additional 50, not included in the 1,000 total. 
The evaluator/evaluation committee will review and evaluate the offers according to the following criteria based on a total number of [insert #] points.
The ability to meet Supply Specifications/Scope of Services, Offeror Qualifications and Oral Presentation/ Product Demonstration/Interview portion will be evaluated on the following Scoring Guide. Mandatory requirements, Financial Stability and/or Service Organization’s Internal Control Assessment portion of the proposal will be evaluated on a pass/fail basis. Any Offeror receiving a ‘fail’ will be eliminated from further consideration. 
Achieve Minimum Score
Any proposal that fails to achieve [insert #] of the total available points for [insert criterion, i.e., technical requirements] may be eliminated from further consideration. A ‘fail’’ for any individual criteria may result in proposal disqualification at the discretion of the procurement officer.
Scoring Guide 
In awarding points to the evaluation criteria, the evaluator/evaluation committee will consider the following guidelines:
Superior Response (95-100%): A superior response is an exceptional relay that completely and comprehensively needs all of the requirements of the RFP. In addition the response may cover areas not originally addressed within the RFP and/or include additional information and recommendations that would prove both valuable and beneficial to the agency.
Good Response (75-94%): A good response clearly meets all the requirements of the RFP and demonstrates in an unambiguous manner and concise manner a thorough knowledge of the project, with no deficiencies noted.
Fair Response (60-74%): A fair response minimally meets most requirements set forth in the RFP. The offeror demonstrates some ability to comply with the guidelines and requirements of the project, but knowledge of the subject matter is limited.
Failed Response (59% or less): A failed response does not meet the requirements set forth in the RFP. The offeror has not demonstrated sufficient knowledge of the subject matter.
Evaluation Criteria
These categories need to be tailored to each project. The categories below are only examples.
Identify the major criteria that are critical to the success of the RFP. In most cases, this should correspond to the Scope of Services/ Scope of Work, References, Company Profile, Experience, and Resumes set out earlier. Some commonly used criteria are qualifications, relevant experience, quality of work, references, services, physical facilities, human resources, cost, technical capabilities, industry standards, and proposed timelines. RFPs can only be evaluated against stated criteria, so include everything to be measured and ensure the criteria are measurable. Once you have determined the major categories, reference those sections of the RFP that set out the specific criteria that will be evaluated and determine point assignments accordingly. Use the following as an example.
Insert or delete rows as necessary. In addition, this table may be used as a basis for score matrices.
	Evaluated RFP Section
	Point Values

	Ability to Meet Supply Specifications
	______ points possible

	Requirement #1
	______ points possible

	Requirement #2
	______ points possible

	Requirement #3
	______ points possible

	OR
	

	Scope of Services/Scope of Work
	______ points possible

	Methods
	______ points possible

	Work Plan
	______ points possible

	Timeline
	______ points possible

	Offeror Qualifications
	______ points possible

	Company Profile
	______ points possible

	Years in Business
	______ points possible

	Relevant Experience
	______ points possible

	Relevant Past Projects
	______ points possible

	Resumes
	______ points possible

	Key Personnel
	______ points possible

	Oral Presentation/Demonstration/Interview
	______ points possible

	Oral Presentation
	______ points possible

	Product Demonstration
	______ points possible

	Oral Interview
	______ points possible

	Cost 
	20% of points possible

	Cost Proposal
	_____ points

	Executive Order 12-2016
	5% Bonus Points

	Equal Pay for Montana Women
	Offerors who comply with this EO, will receive _____ points



The lowest overall cost receives the maximum allotted points. All other proposals receive a percentage of the available points based on their cost relative to the lowest. Example: The total possible points for cost are 200; Offeror A’s cost is $20,000. Offeror B’s cost is $30,000. Offeror A would receive 200 points. Offeror B would receive 134 points (($20,000/30,000) = 67% x 200 points = 134).
