 









Revised 04/08/2008

CLOSE-ENDED REQUEST FOR PROPOSALS

UTAH STATE DEPARTMENT OF HUMAN SERVICES

Insert name of Division
DHS RFP # _______

I.
PURPOSE
This document is a Request for Proposals (REQUEST) issued on behalf of the Utah State Department of Human Services, Insert Name of Division  (DHS/Insert Division Initials or Requesting Agency).  The purpose of this REQUEST is to identify and contract with qualified Offerors for State the type of service(s) being requested in the REQUEST.  
This REQUEST is designed to provide interested Offerors with sufficient information to prepare a Response that will meet the minimum requirements of the REQUEST.  However, it is not intended to limit or exclude content or data deemed relevant or essential by the Offeror.  In fact, Offerors are encouraged to expand upon the specifications in the REQUEST to evidence their service capability under any agreement.

II. GENERAL INFORMATION


A.
ISSUING OFFICE AND REQUEST REFERENCE NUMBER
The Department of Human Services (DHS), Bureau of Contract Management (BCM) is the Issuing Office for this REQUEST and all related addenda.  The above-identified reference number (DHS RFP #) for this REQUEST must be referred to on all Responses submitted by Offerors as well as all related correspondence and documentation.

B.
CONTACT INFORMATION
All questions regarding this REQUEST must be submitted to the Requesting Agency by posting the written question via the electronic system on which this REQUEST is published.  Questions received by other methods of communication will not be considered.

C.
ELIGIBILITY

Responses may be submitted by both qualified individuals and public or private nonprofit or for-profit organizations and entities.  This paragraph may be modified depending on whether or not there are any restrictions on who may submit responses.  However, any restrictions must be supported by reasonable justification.
D. CONTRACT PERIOD

It is anticipated that this REQUEST will result in multiple contract awards(if the REQUEST will result in only one contract award, delete the phrase "multiple contract awards" and replace with "a single contract award".  Contracts awarded pursuant to the REQUEST will be written for a period of up to ___ years, commencing on or after         and terminating no later than            (in no event will the effective date of any contract entered into pursuant to this REQUEST precede the date the contract is awarded). 

(Contracts may not exceed three years, including any renewal period, without prior authorization from BCM.)

E. CONTRACT AMOUNT

Contracts awarded under this REQUEST will be paid a maximum of $______.

If this is an open-ended contract without a set maximum, delete the sentence above and use the following sentence:  

Contracts awarded under this REQUEST will be paid based on service rates established by DHS with no set maximum amount.
F.
SUBMISSION OF RESPONSES
Preferred Method for Submitting Responses:  The preferred method for submitting Responses is electronically through RFP Depot.  RFP Depot is at the following Internet URL: www.rfpdepot.com.  

Please upload your electronic bid response in Word format and reference your company name on each page.

Hard Copy Submissions:  If Offerors alternatively choose to submit their Responses in hard copy format, Offerors must submit one original and _____ identical copies, plus one electronic copy (on CD) of their Response no later than Insert date   @ 3:00 p.m., to the State of Utah Department of Human Services, Bureau of Contract Management, 120 North 200 West, Salt Lake City, Utah 84103, prior to the initial closing date and time specified.  Responses received after the Insert date  deadline, either via RFP Depot or in paper form, will be late and ineligible for consideration.  Faxed Responses will not be accepted.
Mailing Address:





Hand-Delivery Address: 

Department of Human Services
Department of Human Services

Rosemary Frenchwood, Purchasing Agent
First Floor Information Desk

Bureau of Contract Management
Attn: Rosemary Frenchwood, Purchasing Agent

120 North 200 West, Room 213
120 North 200 West, Room 213

Salt Lake City, UT 84103-1550
Salt Lake City, UT





All costs incurred in the preparation and submission of Responses or Addenda pursuant to this REQUEST are the responsibility of the Offeror and will not be reimbursed.  In addition, all materials submitted become the property of the State of Utah and will not be returned.

G.
ADDENDA TO RESPONSES

Addenda to Responses will be accepted provided the addenda reach the above-identified location by the stated closing date and time.  Faxed Addenda will not be accepted. 
H.
CLOSING DATE AND TIME

This REQUEST will close on insert due date at 3:00 p.m.  Responses must be received on or before this date and time.  Responses received after this deadline for any reason will be late and ineligible for consideration. 
I
REGISTRATION OF RESPONSES
The Issuing Office will open and register timely Responses after the closing of this REQUEST as stated in Paragraph H above.  The names of all registered Offerors are public information.

J.
EVALUATION OF RESPONSES

The Requesting Agency shall review and evaluate all registered Responses after the closing date stated in Paragraph H above.  Responses shall be evaluated against the criteria stated in this REQUEST.

K.
AWARD OF CONTRACTS AND SERVICE SELECTION

1.
The award of contracts pursuant to this REQUEST will be made in accordance with the evaluation criteria stated in this REQUEST.

2. The award of a contract under this REQUEST is not a guarantee that the Offeror/Contractor will be requested to provide any services.

3. The Requesting Agency reserves the right to select the most appropriate contractor to provide services from among those awarded contracts.  If REQUEST is going to result in a single contract award, delete sentence #3.
L.
CONTRACT TERMS AND CONDITIONS

Any contract resulting from this REQUEST will be prepared using the DHS Service Contract.  A copy of the DHS Service Contract template may be viewed at:

www.hsofo.utah.gov/services_contract_forms.htm.

The State of Utah and DHS reserve the right to make changes to this template at any time prior to the time a contract is executed with an Offeror. Contracts are subject to the written approval of the DHS Purchasing Agent and are not binding until such written approval is obtained.  Upon approval the Offeror will be referred to as “Contractor”.
M.
PROPRIETARY INFORMATION
The Responses of successful and unsuccessful Offerors are public information, except for trade secrets and business confidential information as allowed by the Government Records Access and Management Act (GRAMA), Utah Code § 63-2-308.  This means that any individual or entity desiring to do so may review the Response.  Proprietary information contained in a Response can be protected under limited circumstances (the service elements of a response are not considered proprietary and must not be designated as such).  Any specific proprietary information contained in an Offeror’s Response that the Offeror wants protected must be clearly identified and highlighted in the body of the original Response.  In addition, Offerors must submit a justification statement explaining why the highlighted information is protected.  It is unacceptable to designate an entire Response as proprietary! Responses not identifying any proprietary information will be released in their entirety.

N.
RESERVATION OF RIGHTS
The Requesting Agency reserves the right to reject any or all Responses received or to withdraw this REQUEST at any time.  Furthermore, if only one Response to this REQUEST is received, the Requesting Agency may ask the Issuing Office to either make an award and/or re-solicit for the purpose of obtaining additional Responses.
O.
PRE-SUBMISSION CONFERENCE  
This paragraph is optional.  Delete it if you will not be holding a pre-submission conference or if notice of a pre-submission conference is being sent under separate cover.  The date of any pre-submission conference must be prior to the closing date of the REQUEST and should precede the closing date of the REQUEST sufficiently to allow Offerors time to respond to the REQUEST after the conference.
A pre-submission conference to explain the requirements of the REQUEST shall be held as follows:

	DATE
	TIME
	PLACE
	ROOM NUMBER

	
	
	
	


Please bring your copy of the REQUST to the meeting, as additional copies will be limited.  Nothing stated at the pre-submission conference shall change the requirements of this REQUEST unless the change is made by written addendum as provided in State procurement rules.  Attendance at the pre-submission conference is at the discretion of the Offeror.

III.
SCOPE OF WORK

Below is a description of the basic service requirements and expectations Offerors will be expected to meet if awarded a contract to provide the services stated in this REQUEST.  Because only successful Offerors will be allowed to provide these services, the term “Contractor” is used throughout this section rather than “Offeror”:

In this section identify the Population(s) to be Served, Contractor Qualifications, General Requirements, Service Descriptions for each of the services being requested, including the staff qualifications necessary to perform each, etc.  This section should be written as you want the Scope of Work to appear in the Contract; therefore, all references to Offerors should be removed and replaced with "Contractor”.
IV.
FORMAT AND CONTENT REQUIREMENTS

This section should constitute the major portion of Offeror’s Response.  It requires the Offeror to respond to each of the requirements identified below.  The purpose of the requirements is to obtain information from the Offeror that will allow the Requesting Agency to determine whether the Offeror has the qualifications and ability to provide the requested services.  Given this objective, Offerors should not simply repeat the information and/or service requirements identified in the Scope of Work section of this REQUEST when responding to the requirements in Paragraph B below.

A. FORMAT


If submitting a response using the hard copy (rather than electronic) method, Responses must be prepared on 8 ½” x 11” paper using 12 point font using Microsoft Word.  Pages should be double-spaced and numbered consecutively at the bottom of the page.  The completed Response shall not exceed ___ pages in length regardless of the submission method (not including the Appendix) (If you don’t want to impose a page limitation this sentence may be omitted.) and shall be 


 (state whether you want the proposal stapled, clipped together with a document clip, bound, placed in a binder, etc.).

Regardless of the submission method, responses to each requirement below must be appropriately titled for easy reference.  If using the hard copy submission method, the documents must be saved in a unique file on the CD.  If submitting electronically and files are uploaded to RFP Depot as Word documents, submitting the response on CD is not necessary.

B. CONTENT REQUIREMENTS


Responses shall include the following information and/or documents organized in the order shown below:

The information and documentation requested of the Offeror in this section should be the type that will allow evaluation committee members to determine whether the Offeror has the necessary qualifications, meets the stated requirements and has the ability to provide the service(s) identified in the Scope of Work section of the Request.  Requested information/documentation may include a copy of the Offeror’s business license; evidence the Offeror employs the type of staff necessary to perform the required services (i.e., psychiatrists, RNs, etc.); and copies of Offeror's policies addressing such items as quality assurance, client grievance procedures, and staff training, etc.
1.
Insurance Documentation Requirements:  Any Offeror awarded a contract under this REQUEST shall be required to comply with the insurance requirements of the DHS Service Contract.

a. Offerors who currently have insurance that meets the requirements of the DHS Service Contract shall submit:

1)
A Certificate of Insurance showing compliance with the applicable insurance provisions of the DHS Service Contract; AND

2)
An Additional Insured Endorsement (documenting that the State of Utah, DHS and their officers and employees have been named as "additional insureds" under each of the applicable policies maintained by the Offeror).

b. Offerors who do not have insurance in place that meets the requirements of the DHS Service Contract shall submit a signed letter of intent stating the Offeror:

1) Will comply with and will provide documentation of compliance with the applicable insurance requirements of the DHS Service Contract should it be awarded a contract; AND
2)
Acknowledges that if the applicable insurance requirements are not met within 30 days of any award notification, no contract will be issued to the Offeror.
V.
EVALUATION CRITERIA
Responses will be evaluated and/or scored using the following criteria:  

In this section identify the criteria the Requesting Agency will be using to determine the sufficiency of an Offeror’s response to each of the requirements identified in IV.B. above.  If under the terms of this REQUEST, the Requesting Agency will be contracting with all qualified Offerors, Responses may be evaluated on a pass/fail basis.  If only a select number of Offerors will be awarded contracts under the REQUEST, evaluation criteria must be weighted according to the importance of the information asked for in IV.B. above.  (Carefully review the evaluation criteria and the weighting of criteria with the appropriate program staff to determine if appropriate prior to submitting the REQUEST to the BCM Purchasing Agent.)

Sample Weighted Evaluation Criteria  (The following list of criteria is an example only.  Please adjust the criteria to reflect the requirements listed in your REQUEST).
40 %
Cost (Generally cost is weighted between 30 and 50 percent. A weight of less than 30% requires BCM to obtain the approval of the State Director of Purchasing).  If contracts awarded under this REQUEST will be paid based on DHS service rates, the cost portion of the evaluation can be deleted.
20 %
Demonstrated ability to meet the scope of work.

20 %
Demonstrated technical capability (proven track record), etc.

20 %
Qualifications and expertise of staff.

VI.
ATTACHMENTS TO BE COMPLETED BY OFFEROR
A.
ATTACHMENT A-1 -- Conflict of Interest Disclosure Statement


ATTACHMENT A-2 -- Conflict of Interest Certification (May only be submitted by Government Entities).

B.
ATTACHMENT B -- W-9 Form, “Request for Taxpayer Identification Number (TIN) and Certification” completed and signed by Offeror (W-9 forms can be obtained at the IRS web site: http://www.irs.gov/pub/irs-pdf/fw9.pdf or a local Internal Revenue Service office).
If Offeror does not yet have a TIN, Offeror may submit verification of its application for a TIN.  (Offerors who submit verification must provide the Requesting Agency with a completed and signed W-9 form before any contract awarded Offeror will be initiated.)
(Attachments A and B above are standard attachments.  The agency may include additional attachments as appropriate to the REQUEST.)
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