[image: image1.png]



Request for Proposal
[image: image2.png]SUNY

The Research
Foundation for

The State University of New York



For <>
www.rfsuny.org 

Table of Contents

Section
Contents
Page


    

1
General Standard Information and Instructions
1
Summary
1
Proposal Submission
1
Response to Inquiries
1
The Research Foundation of SUNY Reserved Rights
1
Compliance with Laws and Regulations
1
Liability and Indemnification
1
Additional Terms and/or Conditions
1
Bidder's Certification
1
2
Overview
1


3
Proposal Submission Requirements
1
4
Business Requirements (Scope of Work Section)
1
5
Evaluation and Selection Criteria
1
You are invited to submit a bid proposal to The Research Foundation of SUNY.  For more information on the Research Foundation visit our website @ www.rfsuny.org 
Section 1:  General Standard Information and Instructions
Summary

Due Dates (and Times, if applicable):
Questions:  <xx/xx/xx>
Proposals:  <xx/xx/xx>
Decision Date: <xx/xx/xx>
Location of Service:

35 State Street 

Albany, NY 12207
Inquiries to:
<Name>
<Title>

<Mailing Address>

<Phone>
<Email Address>
<Fax Number>

Proposal Submission

When submitting a proposal, you must:

1. Prepare a clearly readable document that provides information in the order requested and attach all required information.

2. Indicate any deviations from the specifications.

3. Sign the proposal.  Your signature indicates full knowledge and acceptance of this Request for Proposal (“RFP”).  

4. Submit five (5) complete proposals, one of which must have original signatures.  Proposals should be sealed, clearly marked “sealed proposal,” and addressed to:


<Name>

<Title>

<Mailing address>
5. Submit the proposal so that it is received by the due date (and time, if applicable).  We will not accept proposals submitted electronically.

Response to Inquiries

Any inquiries about the requirements of this Request for Proposal or any apparent omission or discrepancy should be presented in writing to the Research Foundation (RF) representative listed below.  All formal inquiries must be submitted no later than twenty-one (21) calendar days after the issuance of this Request for Proposal.  Failure to submit inquiries by this deadline may result in the inquiry not being answered.  The Research Foundation representative will then answer each question and disseminate the answers in writing to each firm or individual that received an RFP.  If necessary, the Research Foundation representative will issue a written amendment to the Request for Proposal.  Oral statements or instructions do not constitute an amendment to this Request for Proposal.

<Name>

<Title>

<Mailing Address>

<Phone>

<Email Address>

<Fax Number>

The Research Foundation reserves the right to
1. Reject any and all proposals received in response to this RFP.

2. Request references and financial statements for the most recently completed fiscal year
3. Contact any or all references.

4. Waive requirements or amend this RFP on notification to all bidders.  Mandatory requirements may be eliminated if unmet by all bidders.

5. Adjust or correct cost or cost figures with the concurrence of the bidders if mathematical or typographical errors exist.

6. Negotiate with bidders responding to this RFP within the requirements necessary to serve the best interests of the Research Foundation.

7. Begin contract negotiations with another bidder in order to serve the best interests of the Research Foundation (RF), should the RF be unsuccessful in negotiating a contract with the successful bidder within an acceptable time frame.

8. Reject any or all portions of any offer, to negotiate terms and conditions consistent with the solicitation, and to make an award for any or all remaining portions.

9. Request clarifications from bidders for purposes of assuring a full understanding of responsiveness, and further to permit revisions from all bidders being considered for contract award, prior to award.

10. Waive minor irregularities.

Compliance with Laws and Regulations:  Non-Discrimination, Equal Opportunity and Affirmative Action Obligations

The awarding of this business and continuation of services are subject to the requirements of Executive Order 11246 and 11375 and the rules and regulations of the Secretary of Labor (41 CFR Chapter 60) in promoting Equal Employment Opportunities.

The successful bidder must certify that it does not and will not discriminate or unduly favor any employees or agents on the basis of race, gender, national origin, religion or disability.  As part of this contract, bidder must agree to comply with all applicable provisions of Section 503, Title V of the Vietnam Era Veterans’ Readjustment Assistance Act of 1972, as the same may be from time to time amended, together with all applicable regulations thereunder and all applicable provisions of Sections 503 and 504 of the Rehabilitation Act of 1973 (Public Law 93-516) as the same may be from time to time amended, together with all applicable regulations thereunder.

Liability and Indemnification

The successful bidder will be responsible for the work, direction and compensation of its employees, consultants, agents and contractors.  Nothing in the resulting agreement or the performance thereof by the successful bidder will impose any liability or duty whatsoever on the Research Foundation including, but not limited to, any liability for taxes, compensation, commissions, unemployment insurance, Workers’ Compensation, disability benefits, Social Security, or other employee benefits for any person or entity.  The successful bidder shall hold harmless and indemnify the Research Foundation, their officers and employees from and against any injury, damage, loss of liability to persons or property resulting from or arising out of (a) the agreement, and (b) the acts, omissions, liabilities, or obligations of the successful bidder, any affiliate, or any person or entity engaged by the successful bidder as an expert, consultant, independent contractor, subcontractor, employee or agent.

Additional Terms and/or Conditions

1. The following items will be incorporated into, and made part of, the formal agreement:  (1) the Research Foundation’s RFP; (2) the successful bidder’s proposal.

2. In the event of any inconsistency in or conflict among the document elements of the agreement described above, such inconsistency or conflict shall be resolved by giving precedence to the document elements in the following order: (1) the Agreement (2) this RFP (3) the successful bidder’s proposal.

3. Any terms that are attached or referenced with a submission shall not be considered part of the bid or proposal, but shall be deemed included for informational purposes only.

4. The resulting agreement shall be binding upon its execution by both parties.

5. The agreement may be revised at any time upon mutual consent of the parties in writing.  Such written consent will not be effective until signed by both parties.

6. The relationship of the successful bidder to the Research Foundation shall be that of independent contractor.

7. Proposed prices should reflect all discounts including educational discounts.

8. The submission of a proposal constitutes a binding offer to perform and provide said services.  Such binding offer shall be firm and not revocable for a period of 180 days after the deadline for proposal submission and will continue thereafter until the successful bidder notifies the Research Foundation otherwise, in writing.  Such deadline may be further extended by mutual agreement.

9. In the event successful bidder uses partners, subcontracts or subcontractors, the successful bidder will remain responsible for compliance with all specifications and performance of all obligations under the contract resulting from this RFP.

10. The Research Foundation will not be liable for any cost associated with the preparation, transmittal, or presentation of any proposals or materials submitted in response to this RFP.
11. All bids or proposals submitted in response to the solicitation become and remain the property of the Research Foundation and should any doubt or difference of opinion arise between the Research Foundation and the bidder as to the items to be furnished or the interpretation of the provisions in the solicitation, the decision of the Research Foundation shall be final and binding upon all parties.
12. This RFP and the resulting contract shall be governed by the Laws of the State of New York.

13. Public announcements or news releases regarding this RFP or any subsequent award of a contract must not be made by any bidder without the prior written approval of the Research Foundation.

14. The successful bidder is responsible for compliance with all applicable rules and regulations pertaining to cities, towns, counties and State where the services are provided, and all other laws applicable to the performance of the resulting contract.  The successful bidder shall provide all necessary safeguards for safety and protection as set forth by the United States Department of Labor, Occupational Safety and Health Administration.

Bidders Certification 
Bidders must submit the following:
1. This completed certification.

2. Information as requested in Sections 2 through 6.

If you are not submitting a bid proposal, The Research Foundation requests the following:
1. Respond “No Bid will be submitted” and state your reason(s).

2. Return only this page to the Issuing Office address on Page 1.

Bidders please respond to the following inquiries and/or certifications:
1. Is the price quoted the same as or lower than that quoted other corporations, institutions or governmental agencies for similar service and/or like equipment or supplies?

Yes: _____
No: _____ 
If no, explain:

2. Does your firm agree that all presentations and materials will be free from racial, religious, or sexual bias?
Yes: _____

No: _____ 

3. Are you or any officer of your organization or any part owning or controlling more than 10 percent of your stock if you are a corporation or any member if you are a firm or association, an officer or employee of the Research Foundation of SUNY or of a public benefit corporation of the State of New York?

Yes: _____

No: _____ 

4. Within the past five years has your firm, any affiliate, any predecessor company or entity, owner, director, officer, partner or proprietor been the subject of a government suspension or debarment?

Yes: _____

No: _____ 

5.   Name of Firm:
Address:
City/State/Zip:


Telephone Number (area code/number):

Fax Number (area code/number):

Employer’s Federal ID Number:

E-Mail Address:
Bidder’s Name/Title:
Bidder’s Signature/Date: _________________________________  ________________
Section 2: Overview
This section will be unique for each RFP.
Section 3: Proposal Requirements
Overview
The requirements established by this RFP will be enforced in evaluating proposals. The bidder’s compliance with the format prescribed herein, as well as the bidder’s response to each specific requirement stated in the RFP will be considered during the evaluation process.  Therefore, it is in the best interest of each bidder to become familiar with the format required.

General Structure of the Proposal
This section will be unique for each RFP and may include:

· Summary containing a brief description of your project development approach and costs 

· A description of the development process 

· Asset and draft delivery methods 

· Project stages 

· Milestones 

· Quality control 

· Testing 

· The proposed team and their qualifications 

· Proposed schedule 

· Costs and payment details 

· Terms and conditions related to the completion of the project>
Section 4: Business Requirements (Scope Section)
<This section should list scope of work and will vary dependent upon the requirements for the project.

Scope should include information such as:

1. Time periods for the related project.
2. Deadlines for completion of project.
3. Technical requirements related to project that may include:
· A clear and accurate description of the technical requirements for the material, product, or service to be procured. In competitive procurements, such a description must not contain features that unduly restrict competition.
· Requirements that the bidder must fulfill and all other factors to be used in evaluating bids or proposals.
· a description, whenever practicable, of technical requirements in terms of functions to be performed or performance required, including the range of acceptable characteristics or minimum acceptable standards.
· the specific features of “brand name or equal” descriptions that bidders are required to meet when such items are included in the solicitation.>
Section 5:  Evaluation and Selection Criteria
The contract award will be based on “best value” that optimizes quality, fees, and efficiency among responsive and responsible bidders.  Proposals deemed by the Research Foundation to satisfy the requirement set forth in this RFP will be evaluated for the awarding of a contract.

General Criteria for Selection
<This section will vary based on the RFP.>

RFP Process

<This section will vary based on the RFP but may be

Phase 1: Review of submitted proposals

All proposals received will be subject to an evaluation to select the bidder who will provide the “best value,” taking into consideration the most beneficial combination of qualifications, services and cost and who has met the requirements of this RFP.  Only proposals judged to be responsive to the submission requirements set forth in this RFP will be evaluated.

Phase 2: Oral presentation

The Research Foundation at its discretion may elect to have bidders provide oral presentations of their proposals.  Oral presentations are for clarification purposes only.  

Phase 3: Selection of vendor based on evaluation process.>
