
 SEQ CHAPTER \h \r 1STANDARD REQUEST FOR PROPOSAL

SUBMITTAL FORM
NOTE: THIS FORM MUST BE COMPLETED AND SUBMITTED WITH A REQUEST FOR PURCHASE FOR ANY SERVICE/PURCHASE TO BE PROCESSED AS A REQUEST FOR PROPOSAL.  

	Submitting Department
	

	Fiscal Agent Name
	

	Project Name
	

	Date
	


NEED FOR SERVICE

(This section should provide an overview of the rationale as to why the services are required.)

OBJECTIVE/GOAL TO BE ACHIEVED
(This section should indicate, at a minimum, the primary outcome expected as a result of the work to be performed by the Contractor.  The information should be clear and specific enough to communicate to the Contractor the expectations associated with the provision of its services.)

DURATION OF CONTRACT

(This section should indicate the time-frame during which the services will be provided.  The time period can refer to a specific date or span of dates.  You must provide some indication of a termination date for the contract.)

QUALIFICATIONS
(This section should indicate the necessary qualifications that the Contractor should have in order to provide the services requested.  The qualifications stated here will be used when the Purchasing Office prepares the Request for Sealed Proposals for professional services.)

SERVICES TO BE PERFORMED
(This section must indicate the primary services to be performed by the Contractor.  To avoid potential misunderstandings of what is expected, it may be beneficial to be as specific as possible regarding the services to be performed.)

SUBCONTRACTORS
(If your department is aware of any subcontractors that will be used to perform some of the required services, you should list them in this section.)

UNIVERSITY CONTRACT REPRESENTATIVE
(The Purchasing Office is the contract representative.  All questions you might receive regarding administrative/procedural issues, including contract modifications as to the scope of the work to be performed should be referred to the Purchasing Office.)

UNIVERSITY TECHNICAL REPRESENTATIVE
(The department originating the need for professional or artistic services should be listed in this section.  You should list in this section who in your department will be the main point of contact for the Contractor regarding technical issues or questions that may have to be addressed during the course of the project.)

REPORTS AND OTHER DELIVERABLES
(Any deliverables or reports required of the Contractor can be included in this section.)

POST PERFORMANCE REVIEW
(This section should indicate the University’s plan for review of the Contractor’ performance after the completion of the service.  You should list the criteria that will be used to determine if the Contractor performed satisfactorily in accordance with the section titled SERVICES TO BE PERFORMED.  After the services have been completed, you will need to provide a written Post Performance Review which will be placed in the contract file.)

MAXIMUM PRICE
(This section should state the maximum amount of the contract the University will be expected to pay.  This will be stated as a “not to exceed” figure.)

EVALUATION CRITERIA AND ADDITIONAL INFORMATION
(List here any factors that will be used in evaluating proposals received by the Purchasing Office.  Only criteria listed in the bid may be used for evaluation purposes.  Each criteria listed should be given a weight.

If there is any additional information you want included in the proposal solicitation process, such as renewal terms, warranties, etc., you should include those items here.)
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