MARYLAND STATE DEPARTMENT OF EDUCATION

RFP #R00R

3.
FORMAT FOR PRESENTATION OF OFFEROR PROPOSAL(S)

3.1
SUBMISSION GUIDELINES

Offeror must submit proposal response(s) necessary to meet the stated requirements of this RFP.  The Offeror must submit an original, which shall be identified as such, and TEN (10) copies of both technical and price volumes packaged separately as specified in Section 1. A complete proposal requires:

1.  A transmittal letter

2.  Volume I - the Technical Proposal

3.  Volume II - the Price Proposal

3.1.1
SHIPPING INSTRUCTIONS/REFER TO SECTION 5.17

1. When shipping the proposals to MSDE by courier, please use the address as follows:
ATTN: Receiving and Shipping Department

Mail Room – C/O Alan Delman

Maryland State Department of Education

200 West Baltimore Street

Baltimore, MD  21201

2. When hand delivered please use the 6 North Liberty St. entrance of the building with the packages marked as follows:
ATTN: Mail Room – C/O Alan Delman
3.2.
TRANSMITTAL LETTER
A transmittal letter prepared on the Offeror's business stationery must accompany the proposal.  The purpose of this letter is to transmit the proposal and acknowledge addenda; therefore, it should be brief.  The letter must be signed by an individual who is authorized to bind the Offeror's firm to all statements, including services and prices, contained in the proposal.

3.3.
TWO VOLUME PROPOSAL

The selection procedure for this procurement requires that the Evaluation Committee shall complete the technical evaluation of the proposals before the price data are distributed to the Committee.  Consequently, each proposal must be submitted as two separate enclosures as indicated below with the RFP number, title and the due date conspicuously written on the container of each volume. 

3.4.
VOLUME I ‑ TECHNICAL PROPOSAL

This volume should be prepared in a clear and concise manner.  It should address all appropriate points of this RFP except the price information.  Volume I consists of and must contain the following sections, in addition to items requested in Section 2.0.
1. Table of Contents




2.
Executive Summary

3.
Work and Technical Plans
4.
Corporate Experience, Capability and References
5.
Personnel
6.       Economic Benefits Factor

7.       Current Audited Financial Statement or Most Recent Tax Return
8.       Completed Bid/Proposal Affidavit

                        9.         MBE Exhibits D-1 Affidavit and D-2 Participation Schedule
3.4.1

TABLE OF CONTENTS

The "Table of Contents" should identify major points of discussion by page number and should clearly cross reference the technical discussion to any related tables in the proposal.

3.4.2

EXECUTIVE SUMMARY

· In the first section of this summary, the Offeror shall explain how they meet each requirement of the RFP.
· In the second section, identify any portion of the proposal that is proprietary information and the reasons. 

· In the third section, identify exceptions, if any, to this RFP or the State's mandatory contract terms and conditions found in Section 6. WARNING: Exceptions to terms and conditions may result in having the proposal deemed unacceptable or not reasonably susceptible of being selected for award.
3.4.3

WORK PLAN/TECHNICAL PLAN
The "Work Plan" must describe in detail the specific methods, tasks, and activities proposed to be undertaken.  Any anticipated theoretical or practical problems associated with the completion of each requirement must be discussed.  Solutions, alternatives, or contingency plans related to these problems must also be proposed if appropriate.  Additionally, the Work Plan must include task initiation and completion schedules and Offeror’s proposed staff assignments. In addition the Offeror shall list and identify subcontractors if any.

The "Technical Plan" is to be prepared in the same sequence as the Specifications Section 2 in the RFP.  Each and every specification must be copied from the RFP and the response to the specification must be listed immediately following the specification.  The proposal must be expressly clear as to whether or not it satisfies each point of the RFP specifications.  Responses must not be limited to "YES" or "NO" replies but they must describe how the proposed services and all related products satisfy the stated requirements or conditions.

3.4.4

CORPORATE EXPERIENCE, CAPABILITY AND REFERENCES
The "Corporate Experience" must describe selected engagements for other clients involving services similar to those requested by this RFP, that were successfully performed by the Vendor.  Include the name, address, and telephone number of the clients referenced in this section and the dates of prior experience.  

The “Capability” shall extend to both corporations or consortia of individuals with the background and experience outlined in this RFP.

In the “Capability” section of the proposal, the Offeror must clearly document the existence of adequate facilities or procedures for obtaining those facilities and competent personnel to successfully conduct the tasks called for in this RFP within all specified timelines.  Corporate competence may be substantiated by providing evidence of credibility.  This should describe selected engagements for other clients involving services similar to those requested by this RFP, which were successfully performed by the Offeror. 

As part of the reference, each Offeror must provide a list of all contracts with any entity of the State of Maryland that it is currently performing or which have been completed within the last 5 years.  For each identified contract the Offeror is to provide:

1. The State contracting entity;

2. A brief description of the services/goods provided;

3. The dollar value of the contract;

4. The term of the contract;

5. The State employee contact person (name, title, telephone number and if


Possible, e-mail address); and

6.   Whether the contract was terminated before the end of the term specified in


the original contract, including whether any available renewal option was not


exercised.
Information obtained regarding the Offeror’s level of performance on State contracts will be considered as part of the experience and past performance evaluation criteria of the RFP.

The Offeror must supply three (3) references.  The references must be current, identify the name of each organization, point of contact and telephone number. The State shall have the right to contact any other references of its choosing as part of the evaluation and selection process.

3.4.5      PERSONNEL 

The "Personnel" must include individual resumes for the personnel that are to be assigned to the project if the Vendor is awarded the Contract.  Indicate the role or assignment that each individual is to have in this project. MSDE must be notified and must approve any changes to staff assignments after the Contract award and for the duration of the Contract period. All assigned personnel must meet the minimum qualifications as stated in Section 2.3.

3.4.6
  ECONOMIC BENEFITS FACTOR
Offerors must submit with their technical proposals a narrative describing benefits that will accrue to the Maryland economy as a direct or indirect result of performance of this Contract.  Proposals will be evaluated to assess the benefit to Maryland’s economy.

Proposals should specify:

· Contract dollars to be recycled into Maryland’s economy in support of the Contract through the use of Maryland sub-contractors, suppliers, and joint venture partners, and Subcontract dollars committed to Maryland Small Businesses and MBE's.  Be as specific as possible.  Provide a breakdown of expenditures in this category.

· The number and types of jobs for Maryland residents resulting from the Contract.  Indicate job classifications, number of employees in each classification, and the aggregate payroll to which the Offeror has committed at both prime and, if applicable, subcontract levels.

· Tax revenues to be generated for Maryland and its political subdivisions as a result of the Contract.  Indicate tax category (sales tax, payroll tax, inventory tax, and estimated personal income taxes for new employees).  Provide a forecast of the total tax revenues 


resulting from the Contract.

· Other benefits to the Maryland economy, which the Vendor promises, will result from awarding the Contract to the Vendor.  Describe the benefit, its value to the Maryland economy, and how it will result from the Contract award.

3.4.7  CURRENT AUDITED FINANCIAL STATEMENT OR MOST RECENT TAX RETURN

Offerors must submit with their technical proposals a current audited financial statement or the most recent tax return for one year.  

3.4.8
COMPLETED BID/PROPOSAL AFFIDAVIT

State law requires that each proposal submitted include a "Bid/Proposal Affidavit". The Bid/ Proposal Original Affidavit is included as Exhibit B. The Offeror must complete the form and submit it with the technical proposal.

3.4.9  MBE EXHIBIT D-1 AFFIDAVIT AND D-2 PARTICIPATION SCHEDULE
Please refer to Exhibits D-1 and D-2 at the end of this RFP for the forms, which needs to be completed.

3.5.
  VOLUME II ‑ PRICE PROPOSAL EXHIBIT A
Use the form in Exhibit A to present your price proposal.

The "Price Proposal" must detail the proposed price associated with the completion of each requirement in the RFP and the proposed price with all requirements combined.  

3.6.
CONTRACT AFFIDAVIT

This affidavit is included in the RFP for information purposes.  If a Contract is awarded as a result of this procurement, only the successful Offeror will be required to complete the Contract Affidavit (Exhibit C).  The form is for information only and not required to be submitted with the proposal.

