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With RFPs and ITBs, there are a few differences. RFPs are qualitative and subjective where an ITB is strict 
and objective. From start to finish, a RFP typically takes 9-15 months and an ITB typically takes 1-2 months.

Agencies use RFPs when seekingsolutions to a definitive problem, but use an ITB when there is a defined 
need. Additionally, RFPs are used when required by law such 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 proposal. With an ITB, the bids are tabulated, evaluated, and awarded by the State 
Procurement Analyst to the lowest responsive and responsible bidder. 

In an RFP,terms and conditions, except those designated as non-negotiable and non-mandatory 
requirements can be negotiated. A 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 contract.With an ITB, a purchase order is issued.
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Findingŀƴ wCt ƛƴ [ŀt!/ ƛǎ ƴƻ ŘƛŦŦŜǊŜƴǘ ǘƘŀƴ ŦƛƴŘƛƴƎ ŀƴ L¢.Τ ŀƴŘ ǿŜ ǿƻƴΩǘ ǎǇŜƴŘ ǘƻƻ ƳǳŎƘ ǘƛƳŜ ƻƴ Ƙƻǿ ǘƻ 
find a solicitation since that has been covered during these training sessions.

!ƴ wCt ǇƻǎǘŜŘ ōȅ h{t ǿƛƭƭ Ŏƻƴǘŀƛƴ άwCtέ ƛƴ ǘƘŜ ƴŀƳŜ ŀƴŘ ȅƻǳ Ŏŀƴ ǳǎŜ [ŀt!/Ωǎsearch option to find all 
ǎƻƭƛŎƛǘŀǘƛƻƴǎ ǿƛǘƘ άwCtέ ƛƴ ǘƘŜ ƴŀƳŜΦ !ƴ wCt ǇƻǎǘŜŘ ōȅ ŀƴ ŀƎŜƴŎȅ Ƴŀȅ ƻǊ Ƴŀȅ ƴƻǘ ƛƴŎƭǳŘŜ άwCtέ ƛƴ ǘƘŜ ǘƛǘƭŜΦ 

To view an RFP,ȅƻǳΩƭƭ ƻǇŜƴ ǘƘŜ ŀǘǘŀŎƘƳŜƴǘ ǿƘƛŎƘ ǎƘƻǳƭŘ ƘŀǾŜ άwCtέ ƛƴ ǘƘŜ ƴŀƳŜΦ hŦǘŜƴ ǘƘŜǊŜ ƛǎ ƻƴƭȅ ƻƴŜ 
attachment in an initial RFP posting and it will be the actual RFP document. 
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RFP addenda will also be postedǘƻ [ŀt!/Φ LŦ ȅƻǳ ǊŜŎŜƛǾŜŘ ŀ ƴƻǘƛŦƛŎŀǘƛƻƴ ŀōƻǳǘ ǘƘŜ wCtΣ ȅƻǳΩƭƭ ŀƭǎƻ ǊŜŎŜƛǾŜ ŀ 
notification when the addendum is posted. 

Just as with RFP postings, you may also see differences in how an agency posts an addendum to LaPAC
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You can click on the help link in the far right column to identify which agency issued the RFP. Clicking 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 
wCtΦ LŦ ǘƘŜ ƘŜƭǇ Ƙŀǎ άмлтллмέΣ ǘƘŜ wCt ǿŀǎ ƛǎǎǳŜŘ ōȅ h{tΦ 
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The RFx document for an RFP looks very similar to the RFxdocument for an ITB. 

IƻǿŜǾŜǊΣ ƻƴ ǘƘŜ wCȄ 5ƻŎǳƳŜƴǘ ŦƻǊ ŀƴ wCt ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǇŀƎŜ ǿƛƭƭ ǎŀȅ άwŜǉǳŜǎǘ ŦƻǊ tǊƻǇƻǎŀƭέ ŀƴŘ in the 
middle of the page it will contain RFx text indicating it is a request for proposal.

Occasionally an RFP will be posted incorrectly by an agency and the Original RFx document will display as an 
άƛƴǾƛǘŀǘƛƻƴ ǘƻ ōƛŘέΣ ōǳǘ ƛǘ ǎƘƻǳƭŘ ƛƴŎƭǳŘŜ wCȄ ǘŜȄǘ ŜȄǇƭŀƛƴƛƴƎ ǘƘŜ ǎƻƭƛŎƛǘŀǘƛƻƴ ƛǎ ŀƴ wCt ŀƴŘ ǘƻ ǎǳōƳƛǘ ǇǊƻǇƻǎŀƭǎ 
in accordance with the RFP.

Remember ςto have a proposal accepted for an RFP, you must follow the directions in the RFP itself, not 
what is on the RFx Document.
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Here you can see the bottom of the first page and the second page of the RFx document. You can see that 
the RFP is referenced again in the text.
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AnRFP consists of 4 parts and a section for attachments. Sometimes an RFP will have more parts or the 
parts may be divided in a different manner. 
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As soon an RFP is published, the blackout period begins. This 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 process and ensure all 
proposers have access to the same information at the same time. 

Violations of the Blackout Period can result in disqualification of the proposal andmay 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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There are 3 main proposal preparation phases: Planning, Writing, and Submitting.  In the planning phase 
ȅƻǳΩƭƭ ǊŜŀŘ ǘƘŜ wCtΣ ǎǳōƳƛǘ ǉǳŜǎǘƛƻƴǎ ŘǳǊƛƴƎ ǘƘŜ ƛƴǉǳƛǊȅ ǇŜǊƛƻŘΣ ŀƴŘ Ƴŀȅ ƳŀƪŜ ŀ ǇǳōƭƛŎ ǊŜŎƻǊŘǎ ǊŜǉǳŜǎǘΦ 
¸ƻǳΩƭƭ ǿŀƴǘ ǘƻ ŘŜŎƛŘŜ ƛƴ ǘƘƛǎ ǇƘŀǎŜ ƛŦ ȅƻǳǊ ōǳǎƛƴŜǎǎ Ŏŀƴ ǎǳŎŎŜǎǎŦǳƭƭȅ ƳŜŜǘ ǘƘŜ ǊŜǉǳƛǊŜƳŜƴǘǎ ƻŦ ǘƘŜ wCtΦ
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²ƘŜƴ ǊŜŀŘƛƴƎ ǘƘŜ wCtΣ ǿƘƛŎƘ ȅƻǳΩƭƭ ƘƻǇŜŦǳƭƭȅ Řƻ ŀ ŦŜǿ ǘƛƳŜǎΦ .Ŝ ǎǳǊŜ to pay attention to the RFP questions 
since these are things the agency wants to know from you. Note the mandatory requirements, which are 
the shalls, the desirable requirements, which are the shouldsand are things desired by the State and the 
permissible requirements, which are the mays and are optional. 

²ŜΩǾŜ ŎƻƭƻǊ ŎƻŘŜŘ ǘƘŜ ŘƛŦŦŜǊŜƴǘ ǘȅǇŜǎ ƻŦ ǊŜǉǳƛǊŜƳŜƴǘǎ ƘŜǊŜ ǎƛƴŎŜ ƛǘ Ŏŀƴ ōŜ ŀ ƎƻƻŘ ǇǊŀŎǘƛŎŜ ŦƻǊ ȅƻǳ ǘƻ ŀƭǎƻ 
mark-up or highlight the requirements when reading through the RFP. 

If ǘƘŜ wCt ǎŀȅǎ άǘƘŜ tǊƻǇƻǎŜǊ ǎƘŀƭƭέΣ ǘƘŜƴ ǘƘŜ ǊŜǉǳƛǊŜƳŜƴǘ Ƴǳǎǘ ōŜ ŎƻƳǇƭŜǘŜŘκŀƴǎǿŜǊŜŘ ōȅ ȅƻǳ ƛƴ ȅƻǳǊ 
tǊƻǇƻǎŀƭΦ LŦ ǘƘŜ wCt ǎŀȅǎ άǘƘŜ /ƻƴǘǊŀŎǘƻǊ ǎƘŀƭƭέΣ ǘƘŜƴ ǘƘŜ ǊŜǉǳƛǊŜƳŜƴǘ Ƴǳǎǘ ōŜ ƳŜǘ ōȅ ǘƘŜ ǎǳŎŎŜǎǎŦǳƭ 
Proposer(s) with whom a contract is executed. 
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Part 1: Administrative and General Information has over 45 sections and is generallywritten for the 
Proposer.¢ƘŜǎŜ ŀǊŜ ŀ ŦŜǿ ǎŜŎǘƛƻƴǎ ǘƘŀǘ ȅƻǳΩƭƭ ǿŀƴǘ ǘƻ Ǉŀȅ ŜȄǘǊŀ ŀǘǘŜƴǘƛƻƴ ǘƻ.

The purpose section will give you an overview of why the agency is issuing the RFP. The background will 
usually provide a short history of the services or program and will usually tell you if the RFP is for recurring 
services. The goals and objectives section will explain in more detail what the Agency is seeking. Contract 
term will let you know how long the contract will be ςanywhere from 1-10 years depending on the services, 
but usually it will be a 3 year term. 

Make sure you pay attention to the 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 non-negotiable contract terms section. Any RFP sections included in the non-
negotiable contract terms section are truly non-negotiable.  Non-negotiable clauses include: taxes, 
assignment of contract, audit of records, Equal Employment Opportunity Commission (EEOC) and the 
Americans with Disabilities Act (ADA) compliance, record retention, content of contract/order of 
precedence, contract changes, governing law, claims or controversies, and termination for non-
appropriation of funds. 
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