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Objectives

» Differentiate between an RFP and ITB

* Explain the parts of an RFP
* Determine the key elements
* Construct the best proposal

* Understand the State’s evaluation process




RFP vs ITB

Request for Proposal Invitation to Bid

» Used when seeking solutions ~ * Used when agency has a
to a definitive problem defined need
Proposals are reviewed byan ¢ Bids are tabulated, evaluated,
evaluation committee and and awarded by the State
award goes to most Procurement Analyst to the
advantageous proposal lowest responsive and

* Contract terms and responsible bidder
conditions and non- » Bids cannot be negotiated
mandatory requirements can Purchase order issued

be negotiated

» Reduced to a written contract

With RFPs anlI'Bs there are a few differences. RFPs are qualitative and subjective where an ITB is strict
and objective. From start to finish, a RFP typically tak&s sonths and an ITB typically takeg inonths.

Agencies use RFPs when seekimigtions to a definitive problerbut use an ITB when there is a defined
need. Additionally, RFPs are used when requirethlwysuch as for consulting service contracts over
$75,000/year and social service contracts over $250,000/year.

With an RFP, proposal are reviewed by an evaluation committee and the award goes to the most
advantageous proposalVith an ITB, the bids are tabulated, evaluated, and awarded by the State
Procurement Analyst to the lowest responsive and responsible bidder.

In an RFRerms and conditions, except those designated as-negotiable and normandatory
requirements can be negotiatedi bid for an ITB cannot be negotiated.

With and RFP, the RFP and winning proposal are reduced to a written contract, the terms of which are
included as part of the attached sample contra@ith an ITB, a purchase order is issued



LaPAC RFP Postings

* RFP posted by OSP

Attachments:

* RFP posted by an Agency

3000013606 Microgravimetric Weighing PM 2.5 Filters 09/12/2019 10/15/2019
Original: 3:00:00 PM CT
Attachments:

Finding y wCt Ay [lt!/ Aada y2 RAFTFSNBYylG (GKFYy FAYRAY
find a solicitation since that has been covered during these training sessions.
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a2t AOAGlIGARZ2YE 6AGK GwCté Ay GKS yFYSo 'y wCt LI
ToviewanRFR 2 dzQf f 2 1LJSy GKS FddlF OKYSYy(d @¢KAOK &aKz2dzZ R
attachment in an initial RFP posting and it will be the actual RFP document.



3000013574 RFP Deta Collection & t
Original:
Attachments:

Addendum No
Addendum 1:
Attachments:

Original:
Attachments:

Addendum 1 - RFP Questions an
Addendum 1:
Attachments:

1 - Schedule of Events Revised Date |

d Answers DEQ did not recerve any questi

LaPAC RFP Addenda Postings

* RFP Addendum posted by OSP

* RFP Addendum posted by an Agency

3000013606 Microgravimetric Weighing PM 2.5 Filters

08/12/2019 10/15/2019

3:00:00 PM CT

RFP addenda will also be poste@

[Ft!/ & LT

notification when the addendum is posted.
Just as with RFP postings, you may also see differences in how an agency posts an addea@ to
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3000013574 RFP Data Collection & Venfication Svc.
Original: J0( 13574
Attachments:

LaPAC Contact Information

08/30/2019 10/22/2019

10:00:00 AM CT

* Clicking the link in the
Help column will open a
new window with contact
information for the agency
issuing the solicitation

Contact Information for Bid #
3000013574

#% State Procuremaent ***
Office of State Purchaing
107001

LaPAC Help Group

P.O. Box 94095
Baton Rouge, LA 70804-9095

(225)342-8010

(225)342-8688%

= | B

You can click on thieelp link in the far right column to identify which agency issued the RHEKing the

link opens a new window with contact information for the issuing agency. Keep in mind that the contact
person listed in the Contact Information window may or may not be the designated contact person for the
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Original RFx Document

RESPONSES WILL BE
PUBLICLY OPENED AT THE
PHYSICAL ADDRESS BELOW
100872019
1000 AM CST

STATE OF LOUISIANA

REQUEST FOR PROPOSAL

SUBMIT NON-ELECTRONIC RESPONSE
TO: Office of State Procurement

Physical Address:
1201 N. Third Street, Suite 2160
Baton Rouge, LA 70802

‘endor No
Solctation: 3000013574
dpening Date: 10082019

RFx Number: 3000013574
Version: 1

Buyer: JAMES ANDERSON
Buyer Phone

£ Mol

Scheduled Begin Date
Scheduled End Date:
T-Number: PSCO4

Verdor Name and Adddess (10 be compheted by Verdor]

Ship To Address
PSC MANAGEMENT & FINANCE

€02 NORTH STH ST, 12TH FLOOR.GALVEZ BLDG
BATON ROUGE, LA 70802

Name of Solicitation: RFP Data Collection & Venfication Svc

RFx text

This Rmrunl for Proposal form is an internal form only. Please refer to the attached Request for
Proposal for all requirements to submit a proposal Pm(wrs are to complete the Fee Schedule in
accordance with Section 1.8.G, Section 2 5.1, Section 3.2, and Appendix A of the RFP and submit
with their proposals as directed in the Request for Proposal document

The RFx document for an RFP looks very similar to thddREment for an ITB.

| 26 SOSNE 2y GKS WCE 520dzySyid T2N Iy wCt ke 2L
middle of the page it will contain RFx text indicating it is a request for proposal.

Occasionally an RFP will be posted incgrrectly by an agency and the Origingl RFx documerlt vyill display as
GAYQBAGEFOGARZ2Y G2 O0ARéX odzi Al aKz2dzZ R Ay Of dzZRS wCE
in accordance with the RFP.

Rememberg to have a proposal accepted for an RFP, you must follow the directions in the RFP itself, not
what is on the RFx Document.



Original RFx Document

LINE Description Quantity Unit Unit Extended
Price Amount

1 [Product Category:83112600 1 MON
Data Collection & Verification DoNotCall

[To provide Data Collection & Verification Services for the
Po Not Call Program for the Louisiana Public Service
[Commission in accordance with the attached RFP and
poecifications.

DATA COLLECTION & VERIFICATION SERVICES FOR
[THE DO NOT CALL PROGRAM FOR THE LOUISIANA

LINE Description Quantity |unit|  Unit Extended

PUBLIC SERVICE COMMISSION AS PER ATTACHED
[SPECIFICATIONS

RDMINISTRATIVE COST PER MONTH

2 |Product Category:83112600 2,000 MIN
Pata Collection & Verification DoNotCall

RCCUMULATED COST PER MINUTE FOR CALL
MANAGEMENT

Here you can see thaottom of the first page and the second page of the RFx docunyenican see that
the RFP is referenced again in the text



. Part 2: Scope of Work/Services

I Part 3: Evaluation

| Part 4: Performance Standards

| Attachments

ANnRFP consists of 4 parts and a section for attachmeBdsnetimes an RFP will have more parts or the
parts may be divided in a different manner.



Blackout Period

* Prohibits communication except with designated
contact person

* Helps ensure integrity in the procurement process

* Ensures all proposers have access to the same
information at the same time

* May result in disqualification

* May also result in suspension or
debarment

As soon an RFP is published, the blackout period beghis.limitscommunication between prospective

proposers, current contractors, and the State. During the blackout period communications must be sent to

the person designated by the proposal inquiries section of the RFP in Part 1.

The purpose of the blackout period is to ensure integrity in the procurement preceksnsureall

proposers have access to the same information at the same time.

Violations of the Blackout Period can result in disqualification of the proposkhay result in suspension

or debarment.

If there is an incumbent contractor, the incumbent may contact the agency regarding their existing contract

only.
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Proposal Preparation Phases

* Read RFP
Planning [ERUEELALSEN
* Records Request

* Write Proposal
* Proofread

* Package Proposals
* Timely Deliver Proposals

Submitting

There are 3 main proposal preparation phases: Planning, WritingSahudhitting. In the planning phase
@2dzQf f NBIFIR GKS wCt X adzoYAlG ljdSadAizya RdzZNAy3dI (K
L 2dzQftf gl yld G2 RSOARS Ay GKAA& LIKFaS AF @&2dzNJ o6 dza
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Read the RFP

* Pay attention to:
* RFP Questions E
* Mandatory Requirements (shall)
* Desirable Requirements (should)
e Permissible Requirements (may)

* Proposer and Contractor Requirements

e Roqu‘\mm&n’r

» ¢

2 KSy NBIRAY3I (KS wCt I gKAOK daopdy@ttentionkoxHe)RAPdafiettidns R 2
since these are things the agency wants to know from you. Matenandatory requirements, which are
the shallsthe desirable requirements, which are tsbouldsand are things desired by tt#tateand the

permissible requirements, which are the mays and are optional.

2500S 02t 2NJ O2RSR (KS RAFTFSNBy
mark-up or highlight the requirements when reading through the RFP.
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Proposer(s) with whom a contract is executed.
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Part 1: Administrative and General Information has over 45 sections and is geneitalig for the

Proposer¢t KS&4S N8B | ¥S¢ aSOlAzya (KIFG @2dzQff gl ya 0
The purpose section will give you an overview of why the agency is issuing th&HebRckground will

usually provide a short history of the services or program and will usually tell you if the RFP is for recurring
services.Thegoals and objectives section will explain in more detail what the Agency is se€kingact

term will let you know how long the contract will lgeanywhere from 110 years depending on the services,
but usually it will be a 3 year term.

Make sure you pay attention tdé schedule of events and note the deadlines for the events of the RFP
including the deadline to submit inquiries and the deadline to submit proposals.

Proposal response format will lay out the expectations for how you should organize your proposal. Be sure
to follow instructions in this section as failure to do so does not reflect well on your company.

Pay special attention to the nemegotiable contract terms section. Any RFP sections included in the non
negotiable contract terms section are truly noegotiable. Nomegotiable clauses include: taxes,
assignment of contract, audit of records, Equal Employment Opportunity CommiE&i@¥and the
Americans with Disabilities Act (ADA) compliance, record retention, content of contract/order of
precedence, contract changes, governing law, claims or controversies, and terminationfor non
appropriation of funds.

13



