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[bookmark: _Toc536611228][bookmark: s1b]Section 3-A: Instructions to Offerors

	1. [bookmark: _Toc449276572][bookmark: _Toc449368055][bookmark: _Toc452382129][bookmark: _Toc452722949]Definition of Terms

	As used in these Instructions to Offerors, the terms listed below are defined as follows:

	Arizona Procurement Code; 
A.R.S.;
A.A.C.
	“Arizona Procurement Code” means, collectively, Title 41 Chapter 23, et. sequitur, in the Arizona Revised Statutes (abbreviated “A.R.S.”) and administrative rules R2‑7‑101 et. sequitur in the Arizona Administrative Code (abbreviated “A.A.C.”). 
NOTE: There are frequent references to the Arizona Procurement Code throughout the Solicitation Documents, therefore, you will need to be familiar with its provisions to be able to understand the Solicitation Documents fully. 
The Arizona Department of Administration State Procurement Office provides a reference compilation of the Arizona Procurement Code on its website:
https://spo.az.gov/administration-policy/state-procurement-resource/procurement-regulations
The Arizona State Legislature provides the official A.R.S. online at:
http://www.azleg.gov/ArizonaRevisedStatutes.asp
The Office of the Arizona Secretary of State provides the official A.A.C. online at:
http://www.azsos.gov/rules/arizona-administrative-code 

	Clarifications
	“Clarifications” means, per A.A.C. R2-7-C313, communications between the Procurement Officer and Offeror for the purpose of providing a greater mutual understanding of the Offer. Clarifications may include demonstrations, questions and answers, or elaborations on previously-submitted information.

	Contract
	“Contract” is defined in paragraph 1.2 of the Uniform Terms and Conditions.

	Contract Amendment
	“Contract Amendment” is defined in paragraph 1.3 of the Uniform Terms and Conditions.

	Contract Terms and Conditions
	Contract Terms and Conditions” is defined in paragraph 1.11 of the Special Terms and Conditions.

	Contractor 
	“Contractor” is defined in paragraph 1.4 of the Uniform Terms and Conditions.

	Evaluation
	“Evaluation” means, per A.A.C. R2-7-316, the process whereby the Procurement Officer will determine which Responsive offers, revised offers, and best and final offers are the most advantageous to State taking into consideration the evaluation factors set forth in the Solicitation Documents.

	Negotiation
	“Negotiation” means, per A.A.C. R2-7-101(32), an exchange or series of exchanges between State and an offeror for the purposes set forth in A.A.C. R2-7-C314.

	Not Susceptible for Award
	“Not Susceptible for Award” means, per A.A.C. R2-7-C311, that the relevant offer has been determined by the Procurement Officer to fail one or more of the tests and comparisons set forth therein. NOTE: A determination of Not Susceptible for Award and a determination of Responsive are mutually exclusive.

	Offer: 
Initial Offer; Revised Offer;
Best and Final Offer (BAFO)
	“Initial Offer” means, per A.A.C. R2-7-101(33), Offeror’s proposal submitted to State in response to the Solicitation, as initially submitted. 
“Revised Offer” means any revised versions of the Initial Offer that Offeror has submitted to State at State’s request as permitted under A.A.C. R2-7-C314 and R2‑7-C315.
“Best and Final Offer” (“BAFO”) means, per A.A.C. R2-7-101(8), the Revised Offer submitted after negotiations have been completed that contain Offeror’s most favorable terms for price, service, and products to be delivered.
Reference to “an Offer, “the Offer,” or “your Offer” means any of the Initial Offer, a Revised Offer, or the Best and Final Offer.

	Offeror
	“Offeror” is the Person submitting an Offer; instructions addressed to “you” and references to “your” items are to be construed as being synonymous with “Offeror” and “Offeror’s” throughout these Instructions to Offerors.

	Pricing Document
	“Pricing Document” means Section 2-B of the Solicitation Documents.  Also known as Pricing Document as defined in the Special Terms and Conditions.

	The State’s e-Procurement System
	“The State’s e-Procurement System” is defined in paragraph 1.47 of the Special Terms and Conditions.

	Procurement Officer
	“Procurement Officer” means the person, or his or her designee, who has been duly authorized by State to administer the Solicitation and make written determinations with respect to the Solicitation. The Procurement Officer is identified in The State’s e-Procurement System.

	Small Business
Solicitation
	“Small Business” means a for-profit or not-for-profit organization, including its affiliates, with fewer than 100 full-time employees or gross annual receipts of less than $4 million for the last complete fiscal year.
“Solicitation” means this procurement solicitation, which State is issuing as either:
an invitation for bids (“IFB”) under A.R.S. § 41‑2533;
a request for proposals (“RFP”) under A.R.S. § 41‑2534;
a request for quotations (“RFQ”) under A.R.S. § 41‑2535; or
a request for qualifications under A.R.S. §41-2558. 
Refer to the Solicitation Summary for which of the foregoing is this Solicitation.

	Solicitation Amendment
	“Solicitation Amendment” means, per A.A.C. R2-7-303, a change to the Solicitation that has been issued by Procurement Officer.

	Solicitation Summary
	“Solicitation Summary” means Section 1 of the Solicitation Documents.

	State
	“State” is defined in paragraph 1.11 of the Uniform Terms and Conditions.

	Subcontract 
	“Subcontract” is defined in paragraph 1.13 of the Uniform Terms and Conditions.

	Subcontractor
	“Subcontractor” is defined in paragraph 1.48 of the Special Terms and Conditions.

	[bookmark: _Toc449276395][bookmark: _Toc449367788][bookmark: _Toc449899381][bookmark: _Toc452722950]Solicitation Inquiries

	[bookmark: _Toc449276396][bookmark: _Toc449367789][bookmark: _Toc449899382]Duty to
Examine
	Examine the entire Solicitation, obtain clarification in writing for any questions or concerns by submitting inquiries, then examine your Offer thoroughly and carefully for completeness and accuracy before submitting it. Lack of care in preparing an Offer will not be grounds for modifying or withdrawing it after the due date and time.

	[bookmark: _Toc449276397][bookmark: _Toc449367790][bookmark: _Toc449899383]State Contact Person
	Direct all inquiries related to the Solicitation to Procurement Officer, including requests for or inquiries regarding standards referenced in the Solicitation. Apart from the State’s e-Procurement System Help Desk, do not contact any State personnel other than Procurement Officer concerning the Solicitation while it is in progress, through and including award.

	[bookmark: _Toc449276398][bookmark: _Toc449367791][bookmark: _Toc449899384][bookmark: _Ref453761690][bookmark: _Ref454363853]Submission of Inquiries
	Submit all inquiries related to the Solicitation in The State’s e-Procurement System. The Procurement Officer will not respond to inquiries received in any other manner. 
0. Submit technical inquiries about navigating and/or submitting proposals in the State’s e-Procurement System to the State’s e-Procurement System Help Desk:
by phone at (602) 542-7600, option2; or
by email to app@azdoa.gov.
Submit all other inquiries about the Solicitation using the “Discussions with Buyer” tab in the State’s e-Procurement System. Always refer to the appropriate Solicitation document by page and paragraph number. Except for technical inquiries about navigating and/or submitting proposals in the State’s e-Procurement system, the State is not responsible for responding to any inquiries submitted less than three (3) business days before the Bid/Offer due date and time.

	Timeliness
	Any inquiry or exception to the solicitation shall be submitted as soon as possible and should be submitted at least three (3) days before the Bid/Offer due date and time for review and determination by the State. Failure to do so may result in the inquiry not being considered for a Solicitation Amendment.

	[bookmark: _Toc449276400][bookmark: _Toc449367793][bookmark: _Toc449899386]Verbal or Email Responses
	An Offeror shall not rely on verbal responses to inquiries.  A verbal reply to an inquiry does not constitute a modification of the solicitation.

	[bookmark: _Toc449276401][bookmark: _Toc449367794][bookmark: _Toc449899387]Solicitation Amendments
	Only a Solicitation Amendment issued in The State’s e-Procurement System can change the Solicitation.

	[bookmark: _Toc449276402][bookmark: _Toc449367795][bookmark: _Toc449899388][bookmark: _Ref453756964][bookmark: _Ref453756976][bookmark: _Ref453756983]Pre-Offer Conference
	A Pre-Offer Conference will be held at the time and place indicated in the solicitation’s “Process” field as found within the State's e-Procurement system, (https://app.az.gov); attendance is not required. The purpose of the conference will be to clarify the contents of the solicitation in order to prevent any misunderstanding of the State of Arizona's position. Any doubt as to the requirements of the solicitation or any apparent omission or discrepancy should be presented to the State at the conference. The State of Arizona will then determine the appropriate action necessary, if any, and issue a written amendment to the solicitation if required. Oral statements or instructions will not constitute an amendment to the solicitation.
Persons with a disability may request a reasonable accommodation, such as a sign language interpreter, or this document in an alternative format, by contacting the State Procurement Office. Requests should be made as early as possible to allow sufficient time to arrange for accommodation.

	[bookmark: _Toc449276404][bookmark: _Toc449367797][bookmark: _Toc449899390][bookmark: _Toc452722951]Offer Preparation

	Online Documents
	The Solicitation Documents are only provided online in The State’s e-Procurement System; State will not provide any printed copies or other formats. 
SUPPLIER REFERENCE GUIDES at: https://spo.az.gov/app/supplier/QRG

	Electronic Submissions
	When submitting an Offer, only include files that are Microsoft Word documents, Excel workbooks, or PowerPoint presentations and Adobe Acrobat documents. Obtain advance approval from the State’s e-Procurement Help Desk before submitting files in any other format.
Maximum file size allowed is 25mb.
3.2.1 Separate your documents into three (3) parts/files:
Pricing:  Prepare your pricing submission following the instructions in 4.3 Pricing below.
Confidential documents: 
· Use Attachment 5-A (Designation of Confidential Information) to indicate that your offer contains Confidential Information.
· Prepare and submit your confidential information following the instructions in 4.7 Confidential Information below.
Non-Confidential documents: All other documents not considered Confidential can be uploaded in a single file following the file size requirement.

	Deviations in Offer 
	When submitting an Offer, clearly indicate in writing any deviations from the Specifications or other Solicitation technical requirements documents. Any un-identified deviation will be deemed void upon submission. 
NOTE: Deviations are technical exceptions of a significant but not material nature, typically having to do with part/model numbers, details of attachments, mountings, clearances, internal configurations, etc., and are not to be confused with the material exceptions covered in paragraph 3.5.

	[bookmark: _Ref452609660]Evidence of Intent 
	Every one of your Offer submissions (e.g. initial submission and any subsequent re-submission) must contain Attachment 1 [Offer and Acceptance Form] with a signature by your duly authorized officer, executive, principal, or agent. The signature will be deemed to signify your intent to be bound by that Offer and the terms of the Solicitation, and your representation that the information you have provided in that Offer is true and accurate. 

	[bookmark: _Ref452435686]Exceptions to Solicitation Documents
	If you are submitting an Offer conditioned on exceptions to the Solicitation Documents, indicate “NO” on Attachment 5-B [Conformance Statement] and provide the required justification. Any exceptions taken elsewhere in an Offer or any of your preprinted or standard terms will be void in that Offer and without force or effect in any resulting contract.

	[bookmark: _Ref452609604]Insurance and Bonds
	Provide the evidence of insurance availability, evidence of insurance in place, evidence of bonding capacity, bonds in hand, or other security that are called for in Attachment 5-C [Insurance and Bonding Evidence].
If you intend to withhold or redact any element of your evidence of insurance policy compliance required by Section 6.2 of the Special Terms and Conditions [Contractor Insurance Requirements] on the grounds that it is confidential information, then you must claim it as such and submit the necessary substantiated justification with each Offer using Attachment 5-A [Designation of Confidential Information] and as per Instruction 4.7 Confidential Documents below. 
Unless Procurement Officer has determined that your evidence documentation, or some or all your insurance program, is confidential information under paragraph 4.7, refusing after contract award to provide the complete, un-redacted copies of policies as called for in that exhibit will be a material breach of the Contract.

	[bookmark: _Toc449276416][bookmark: _Toc449367809][bookmark: _Toc449899399]Identification of Taxes in Offer
	State is subject to Arizona Transaction Privilege Tax as well as certain local sales/use taxes, as described in the Contract Terms and Conditions. 

	[bookmark: _Toc449276413][bookmark: _Toc449367806][bookmark: _Toc449899396]Excise Tax
	State is exempt from certain federal excise tax on manufactured goods; State will provide the necessary exemption certificates as evidence to the extent exemption applies to the Work. 

	[bookmark: _Toc449276415][bookmark: _Toc449367808][bookmark: _Toc449899398]Tax
Identification
	You must provide to State your federal employer identification number or social security number for the purposes of reporting monies paid under the Contract to appropriate taxing authorities. The submission is mandatory under 26 U.S.C. §6041A. If the identifier provided is a social security number, State shall only use it for tax reporting purposes and only share it with appropriate government officials.

	[bookmark: _Toc449276417][bookmark: _Toc449367810][bookmark: _Toc449899400][bookmark: _Ref452437949]Disclosure
	If you are submitting an Offer despite having been debarred, suspended or otherwise lawfully precluded from participating in any public procurement activity, including being disapproved as a subcontractor with any federal, state or local government, or if any such preclusion from participation from any public procurement activity is currently pending, then you must provide with that Offer the name and address of the governmental unit, the effective date, duration, and circumstances of the suspension, debarment, or other preclusion, and your justification for State to consider the Offer despite the suspension, debarment, or other preclusion. Include in your disclosure any suspension, debarment, or other preclusion that is pending, but indicate that it is pending.

	[bookmark: _Toc449276419][bookmark: _Toc449367812][bookmark: _Toc449899402]Federal Immigration Laws
	By signing an Offer, you will be deemed to have represented that both you and all your proposed subcontractors are in compliance with federal immigration laws and regulations relating to the immigration status of their personnel. State may, at its discretion, demand evidence of compliance during Evaluation, which you must provide promptly. Not providing the evidence will be grounds for Procurement Officer to determine that the Offer is Not Susceptible for Award.

	[bookmark: _Toc449276412][bookmark: _Toc449367805][bookmark: _Toc449899395]Cost of Offer Preparation
	State will not reimburse to you or any of your prospective subcontractors, suppliers, or consultants any costs associated with responding to the Solicitation.

	Offshore Performance of Work Prohibited
	Any services that are described in the specifications or scope of work that directly serve the State of Arizona or its clients, or any other Participating Entity, and involve access to secure or sensitive data or personal client data shall be performed within the defined territories of the United States. Unless specifically stated otherwise in the specifications, this paragraph does not apply to indirect or 'overhead' services, redundant back-up services or services that are incidental to the performance of the contract.  This provision applies to work performed by subcontractors at all tiers.  Offerors shall declare all anticipated offshore services in the proposal.

	[bookmark: _Toc449276421][bookmark: _Toc449367814][bookmark: _Toc449899404][bookmark: _Toc452722952]Submission of Offer

	Required Offer Content
	INITIAL SUBMISSION:
Submit all of the Initial Offer content called for in Section 3-B: Offer Forms (Attachments).
BEST and FINAL OFFER
A new round is created in APP for the submission of the Best and Final Offer (BAFO).
The BAFO must contain all of the Attachments indicated in the applicable Procurement Officer request for a Submitted Offer. Make revisions in response to the negotiations / discussions and the Procurement Officer’s Request for Best and Final Offer in all applicable documents and pricing grid in the State’s e-procurement system. 

The new round must be acknowledged and an updated Offer and Acceptance Form with the required signature and date must be uploaded.

If you were required to input $1.0 for each line item in the items (F) tab in APP with your original offer, you must also input $1.00 for each line item in the items (F) tab with your BAFO submission.

	[bookmark: _Ref452435655]Attachment Forms
	If an Attachment indicates that a “Form” is being provided for an Attachment, then the Solicitation includes the required form and format for submitting the Attachment. No other form or format will be accepted, and your Offer can be determined to be Not Susceptible for Award if you submit an unofficial form. 
If, however, the Solicitation Documents indicate that you are allowed to attach additional documents regarding a particular question or line item, then doing so will be acceptable so long as the filled-out Attachment clearly states “See Attachment X Supplement (#1 of 2)”, etc., and the additional document is clearly marked as “Attachment X Supplement (#1 of 2),” etc. 
NOTE (1): Each Form has a blank space to list your Attachment Supplements. 
NOTE (2): You must upload each such “additional” document as an individual file and name the file to match the document title. 
NOTE (3): Do not include non-specific marketing materials in an Offer. If something is not specifically called for, then including it will not be helpful during Evaluation, and might in fact be grounds for down-grading if it does not address your experience and capacity to carry out the work for this Solicitation.

	Pricing
	Pricing must be shown in the EXCEL document titled as follows:
Attachment 4 - Pricing Sheet
You must complete at least one (1) Optional Line Item or all Required Line Items in the Items (F) tab in APP in order for your Offer to be considered. 


	Submission
	Submit each Offer online in The State’s e-Procurement System before the “Bid Opening Date” indicated for the “Solicitation No.” State will not consider a proposal submitted by any other method other than The State’s e-Procurement System, and it will be deemed void upon submission. By A.A.C. R2-7-C307, State will not consider later offers. State will give no extension or grace period for delays or incomplete proposals caused by internet connectivity problems, file uploading difficulties, or misunderstanding of the requirements or procedures for online submission in The State’s e-Procurement System. If your proposal is not submitted correctly, completely, and in conformance to these Instructions herein, then Procurement Officer may determine it Not Susceptible for Award.
NOTE:  Using the State’s e-Procurement System requires a certain level of technical competency; select your staff to submit proposals and handle other Solicitation general matters in The State’s e-Procurement System carefully, since the State’s e-Procurement System Help Desk cannot do any of the required actions for you. 

	[bookmark: _Toc449276424][bookmark: _Toc449367817][bookmark: _Toc449899410]Solicitation Amendments
	Acknowledge each Solicitation Amendment in The State’s e-Procurement System. By A.A.C. R2-7-C303(C), you must acknowledge every Solicitation Amendment issued as of the due date and time for an Offer to be Responsive.
Amendments to the Solicitation create new rounds in APP. You must acknowledge each round created by an amendment for your Offer in order for your Offer to be Responsive.
In the event you have submitted an offer prior to a Solicitation amendment, you must acknowledge and upload your offer documents to the new round.
If you have submitted your proposal early, you must be alert for subsequent Solicitation Amendment. If an Amendment is issued after your submission, but before Bid/Offer due date and time, then the Procurement Officer may determine the Offer to be Non-Responsive if you have not acknowledged the Amendment.

	[bookmark: _Toc449276425][bookmark: _Toc449367818][bookmark: _Toc449899411] Amending or Withdrawing
	You cannot amend or withdraw a submitted proposal after the Bid/Offer due date and time unless expressly permitted under applicable law.

	[bookmark: _Toc449276426][bookmark: _Toc449367819][bookmark: _Ref449890089][bookmark: _Toc449899412][bookmark: _Ref453767174]Confidential Information
	If you believe that a portion of your Offer (or a protest or other correspondence) contains a trade secret or other manner of your proprietary information, you must:
1.	Indicate on Attachment 5-A [Designation of Confidential Information] that your proposal contains such claimed confidential information; and,
2.	Separate the documents you claim to be confidential from the offer documents and upload them separately. Prepare to upload each confidential document as a separate confidential document in your response following the instructions in the Arizona Department of Administration Procurement page under AZ Procurement Portal - APP for Suppliers Tab. Click on the Supplier Reference Guides, scroll down to How to Add Confidential Documents to a Response.  https://spo.az.gov/app/supplier/QRG .
and,
3.	Upload each document you claim to be confidential separate from each other and follow the naming convention: 
              Section_A_Supplement_Your file Name_Confidential.
Simply indicating that the proposal contains confidential information is not sufficient to claim the protections under A.A.C. R2-7-C317 – Attachment 5 A must be accompanied by a detailed explanation as to why each item or category of items in the proposal should be designated confidential information. 
Submit Confidential Information/Documentation as a Supplement(s) to Section 5-A, follow the naming convention: Section_A_Supplement_Your File Name_Confidential. DO NOT incorporate information you are requesting to be determined as Confidential in any other section of your response.  If the Confidential information is to be responsive to another Section/Question, simply provide a statement providing the Section 5-A Supplement Title to be reviewed by the Evaluators.
Procurement Officer shall review your claim of confidentiality and provide a written determination; until a written determination has been made, Procurement Officer shall not disclose the claimed information to anyone who does not have a legitimate State interest. If Procurement Officer denies the claim of confidentiality, you may appeal the determination to the State Procurement Administrator within the time specified in the determination. 
NOTE: Contract terms and conditions, pricing, and information generally available to the public are not and will not be designated confidential information. 

	[bookmark: _Toc449276427][bookmark: _Toc449367820][bookmark: _Toc449899413]Public Record
	Once submitted and opened by Procurement Officer, your Offer is a public record and must be retained by State for 6 (six) years. All offers will be available for public inspection in the State’s e-Procurement System after the resulting contracts have been awarded, except for any portions that were determined to be confidential information.
Procurement Officer shall make the names of Persons who submitted offers available in The State’s e-Procurement System promptly after the opening date.

	Offeror Certification 
	By signing the Offer and Acceptance Form (or other official contract form specified by Procurement Officer), you will be deemed to have certified that:
0. you did not engage in collusion or other anti-competitive practices in connection with the preparation or submission of your Offer; and
0. you do not discriminate against any employee or applicant for employment or person to whom you provide services because of race, color, religion, sex, national origin, or disability, and that you comply with an applicable federal, state, and local laws and executive orders regarding employment.

	[bookmark: _Toc449276367][bookmark: _Toc449367761][bookmark: _Toc449899421][bookmark: _Ref452892133]Responsibility; Responsiveness and Acceptability

	Responsibility
	In accordance with A.R.S. 41-2534(G), A.A.C. R27-C312 and R2-7-C316, the State shall consider the following in determining Offeror’s responsibility, as well, as the responsiveness and acceptability of their proposals. The State will consider, but is not limited to, the following in determining an Offeror’s responsibility as well as susceptibility to Contract Award: 
0. Whether the Offeror has had a contract within the last five (5) years that was terminated for cause due to breach or similar failure to comply with the terms of the contract;  
Whether the Offeror’s record of performance includes factual evidence of failure to satisfy the terms of the Offeror’s agreements with any party to a contract.  Factual evidence may consist of documented vendor performance reports, customer complaints and/or negative references;
Whether the Offeror is legally qualified to contract with the State and the Offeror’s financial, business, personnel, or other resources, including subcontractors; 
Legally qualified includes if the vendor or if key personnel have been debarred, suspended or otherwise lawfully prohibited from participating in any public procurement activity, including but not limited to, being disapproved as a subcontractor of any public procurement unit or other governmental body.  
Whether the Offeror promptly supplied all requested information concerning its responsibility; 
Whether the Offer was sufficient to permit evaluation by the State, in accordance with the evaluation criteria identified in this Solicitation or other necessary offer components.  Necessary offer components include:  attachments, documents or forms to be submitted with the offer, an indication of the intent to be bound, reasonable or acceptable approach to perform the Scope of Work, signed Solicitation Amendments, references to include experience verification, adequacy of financial/business/personal or other resources to include a performance bond and stability including subcontractors and any other data specifically requested in the Solicitation; 
Whether the Offer was in conformance with the requirements contained in the Scope of Work, Terms and Conditions, and Instructions for the Solicitation and its Amendments, including the documents incorporated by reference;
Whether the Offer limits the rights of the State;
Whether the Offer includes or is subject to unreasonable conditions, to include conditions upon the State or necessary for successful Contract performance. The State shall be the sole determiner as to the reasonableness of a condition;
Whether the Offer materially changes the contents set forth in the Solicitation, which includes the Scope of Work, Terms and Conditions, or Instructions; and,
Whether the Offeror provides misleading or inaccurate information.

	Responsiveness and Acceptability
	Proposals that do not contain information sufficient to evaluate the proposal in accordance with the factors identified in the solicitation or other necessary proposal components may not be considered responsive and/or acceptable.  Necessary components include an indication of the Offeror’s intent to be bound, price proposal, solicitation amendments, bond and reference data as required.
Proposal Content.  The Offeror shall make a firm commitment to provide services as required and proposed.
•	The material contained in the Offer shall be relevant to the service requirements stated in the solicitation.
•	It is to be submitted in a sequence that reflects the scope of work section of this document.
•	It is to include information relevant to the designated evaluation criteria.
 • Failure to include the requested information may have a negative impact on the evaluation of the Offeror’s proposal.

	[bookmark: _Ref452906828]Eligibility for Evaluation and Negotiation
	If Procurement Officer determines an offeror is Not Responsible, then he or she is not permitted by A.A.C. R2‑7‑C314 to give further consideration to its offer or include it in any Negotiation or make Evaluation of its offer. If, however, Procurement Officer determines that an offer is Responsive (i.e., there is no applicable determination of Not Susceptible for Award), then he or she is obliged by A.A.C. R2‑7‑C314 to make Evaluation of it and include the offeror in the immediate round of Negotiation (if there is any Negotiation). 
If Procurement Officer determines subsequently that your Revised Offer is Not Susceptible for Award by virtue of comparison to other revised offers per A.A.C. R2‑7‑C314(A)(3), then he or she will not include you in any further Negotiation. For clarity of intent, the foregoing means that Procurement Officer may reduce the number of offers that are “susceptible for award” with each successive round of Negotiation, since the purpose of Negotiation is to achieve best value for State.

	[bookmark: _Toc452722953]Evaluation of Offers

	[bookmark: _Toc449276435][bookmark: _Toc449367828][bookmark: _Toc449899417][bookmark: _Ref452885198]Offer Validity Period
	By submitting an Offer, you agree to hold it open for the validity period specified in the Solicitation Summary. If no validity period is specified therein, then you shall hold your Offer open for 180 (one hundred eighty) days. The specified or default validity period (whichever applies) re-starts upon submission of each Revised Offer or a Best and Final Offer.

	[bookmark: _Toc449276365][bookmark: _Toc449367759][bookmark: _Toc449899419]Clarifications
	Upon receipt and opening of proposals submitted in response to this solicitation, the State may request oral or written clarifications, including demonstrations or questions and answers, for the sole purpose of information gathering or for eliminating minor informalities or correcting nonjudgmental mistakes in proposals. Clarifications shall not otherwise afford Offerors the opportunity to alter or change their proposal.

	Oral Presentations
	The State may request oral presentations.  If requested, the Offeror shall be available for oral presentations with no more than ten (10) business days advance notice.  Participants in the oral presentations should include the Offeror's key persons.  Such oral presentations shall not otherwise afford an Offeror the opportunity to alter or change its Offer.

	Cost or Pricing Data
	Submit any cost or pricing data promptly that Procurement Officer requests under A.R.S § 41‑2543 per A.A.C. R2‑7‑702(B)(2). Procurement Officer may make the following preconditions for eligibility and award:
0. submission of appropriate cost or pricing data under A.A.C. R2‑7‑704;
0. determination that the submitted cost or pricing data demonstrates that pricing is fair and reasonable under A.A.C. R2-7-702(A); and,
0. determination that the data is not defective under A.A.C. R2-7-705.

	Evaluation Criteria
	In accordance with the Arizona Procurement code A.R.S. § 41-2534, awards shall be made to the responsible Offeror(s) whose proposal is determined in writing to be the most advantageous to the State based upon the evaluation criteria listed below. The evaluation factors are listed in their relative order of importance.  
6.5.1	Methodology; 
6.5.2	Cost
6.5.3	Capacity of Offeror, Experience

	[bookmark: _Toc449276366][bookmark: _Toc449367760][bookmark: _Toc449899420]Negotiations
	In accordance with A.R.S. § 41-2534, after the initial receipt of proposals, the Procurement Officer may conduct discussions with those Offerors who submit proposals determined by the State to be reasonably susceptible of being selected for award.
Procurement Officer will request a best and final offer from any offerors with whom negotiation has been conducted, provided that, State may make award made without any Negotiation and therefore every offeror is forewarned to always submit its offer complete and on the most favorable terms initially, and not to assume any opportunity for Negotiation.

	[bookmark: _Toc449899423]Financial Stability
	You must be able to substantiate your financial stability to State’s satisfaction as a precondition of any contract award. Procurement Officer may demand documentation such as current and audited financial statements, including income and balance sheets, directly from you or may obtain reports from independent financial rating services. Not providing the evidence will be grounds for Procurement Officer determining your Offer is Not Susceptible for Award.

	[bookmark: _Ref454367155]Consideration of Exceptions
	Procurement Officer may determine that your Offer is Not Susceptible for Award if it is conditioned on an exception to a material aspect of the Solicitation. Even if Procurement Officer determines that an exception is one that does not merit Not Susceptible for Award determination, he or she may down-grade your Offer in Evaluation if the exception is significant.

	Consideration of Deviations
	Procurement Officer may down-grade your Offer in Evaluation if it contains deviations that, in his or her determination, materially reduce the value to State of affected Materials or Services across the life-cycle thereof.

	[bookmark: _Toc449276432][bookmark: _Toc449367825][bookmark: _Toc449899426]Consideration of Prompt Payment Discount
	Procurement Officer may credit any proposed prompt payment discounts for the purpose of evaluating offer prices.

	[bookmark: _Toc449276431][bookmark: _Toc449367824][bookmark: _Toc449899425]Consideration of Taxes
	Procurement Officer shall not include Arizona Transaction Privilege Tax and other sales/use taxes for the purpose of evaluating offer prices.

	[bookmark: _Toc449899418]Consideration of Cost
	Regardless of the relative order assigned to cost in the Solicitation Summary, cost is an essential consideration in every award State makes; State’s intent is always to obtain the best pricing available and it strives to make its evaluations be a straightforward comparison of best value between the responsible and responsive proposals as far as possible to the extent permissible under the Arizona Procurement Code. 

	Unit Price Prevails
	In the case of discrepancy in your Offer between a unit price or rate and an extension of that unit price or rate, the unit price or rate will prevail.

	[bookmark: _Toc449276436][bookmark: _Toc449367829][bookmark: _Toc449899427]Waiver and Rejection 
	Notwithstanding any other provision of the Solicitation Documents, State reserves the right to waive any minor informality, reject any or all offers or portions thereof or cancel the Solicitation.

	[bookmark: _Toc449276437][bookmark: _Toc449367830][bookmark: _Toc449899428][bookmark: _Toc452722954]Award of Contract 

	Best Advantage to State
	Under A.A.C. R2-7-C317, contracts will be awarded to the responsible offeror(s) whose offer(s) is/are determined to be most advantageous to the State based on the stated evaluation criteria.

	Number of Types of Awards
	State may make multiple awards or to award contracts by individual line items or alternates, by group of line items or alternates, or to make an aggregate award, or regional awards, whichever is determined to be most advantageous to State.

	Contract Inception
	Your Offer does not constitute a contract nor does it confer any right on you to the award of a contract. A contract is not created until your Offer has been accepted for State by Procurement Officer’s signature on the Offer and Acceptance Form. Notice of award or of intent to award will not constitute State’s acceptance of your Offer.

	Contract Document Consolidation
Viewing Awarded Contracts
	State may, at its option, consolidate the resulting contract documents after contract award. Examples of such consolidation are reorganizing Solicitation Documents and those components of the Accepted Offer not pertaining to the contract’s operation and excluding any components of the Accepted Offer that were not awarded. Contract document consolidation will not, however, include or be construed to include any materially change the Solicitation or the Contract.
To view awarded Contracts:
1. Go to  app.az.gov 
2. Select:  State Contracts (Blue tab)
3. Search using “Keywords:” enter name of solicitation Label and click on “Search”.  A listing of Contracts with the description (name of Contract Set) will appear below.
4. To view a Contract, click on pencil next to Contract number.
5. Contact Help Desk at 602-542-7600 for assistance.


	[bookmark: _Toc452722955]Solicitation or Award Protests

	Any protest must comply with and be resolved according to Arizona Revised Statutes Title 41, Chapter 23, Article 9, and rules adopted thereunder. Protests must be in writing and be filed with both Procurement Officer and the State Procurement Administrator. Protest of the Solicitation must be received before the Bid/Offer due date and time. Protest of a proposed award or of an award must be received within 10 (ten) days after Procurement Officer makes the procurement file available for public inspection. In either case, the protest must include:
1. the name, address, email address and telephone number of the interested party;
1. signature of the interested party or its representative;
1. identification of the purchasing agency and the solicitation or contract number;
1. a detailed statement of the legal and factual grounds of the protest including copies of relevant documents; and
1. the form of relief being requested.


	Comments Welcome

	SEPARATELY AND APART FROM THIS SOLICITATION, The State Procurement Office periodically reviews these Instructions to Offerors and welcomes any comments the public may have. 
Please submit your comments to:  
State Procurement Administrator, 
State Procurement Office, 100 North 15th Avenue, Suite 402
Phoenix, Arizona, 85007


End of Section 3-A
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[bookmark: _Toc448286634][bookmark: _Toc449901678][bookmark: _Toc536611230][bookmark: _Toc536611271][bookmark: s1c_1]Attachment 1
Offer and Acceptance Form

	SUBMISSION OF OFFER: Undersigned hereby offers and agrees to provide SOFTWARE VALUE-ADDED RESELLER SERVICES  in compliance with the Solicitation indicated above and our Offer indicated by the latest dated version below:

	Initial
Offer:
	
	x	x	
	
	
	

	
	Date
	initial
	
	
	
	

	Revised Offers:
	
	x	x	
	x	x	
	x	x
	
	date #1
	initial
	date #1
	initial
	date #1
	initial

	
	
	x	x	
	x	x	
	x	x
	
	date #4
	initial
	date #5
	initial
	date #6
	initial

	Best and Final Offer:
	
	x	x	
	
	
	

	
	Date
	initial
	
	
	
	




	x	
	
x
	Offeror company name
	
	Signature of person authorized to sign Offer	

	x	
	x
	Address
	
	Printed name and title

	x	
	x
	City | State | ZIP
	
	Contact name and title

	x	
	x	x
	Federal tax identifier (EIN or SSN)
	
	Contact Email Address
	Contact phone number



CERTIFICATION: By signature in the above, Offeror certifies that it:
will not discriminate against any employee or applicant for employment in violation of Federal Executive Order 11246, [Arizona] State Executive Order 2009-9 or A.R.S. §§ 41−1461 through 1465;
has not given, offered to give, nor intends to give at any time hereafter any economic opportunity, future employment, gift, loan, gratuity, special discount, trip, favor, or service to a public servant in connection with the submitted offer. Failure to provide a valid signature affirming the stipulations required by this clause will result in rejection of the Offer. Signing the Offer with a false statement will void the Offer, any resulting contract, and may be subject to legal penalties under law;
complies with A.R.S. § 41-3532 when offering electronics or information technology products, services, or maintenance; and
is not debarred from, or otherwise prohibited from participating in any contract awarded by federal, state, or local government. 

ACCEPTANCE OF OFFER: State hereby accepts the initial Offer, Revised Offer, or Best and Final Offer identified by the latest date and number at the top of this form (the Accepted Offer). Offeror is now bound (as Contractor) to carry out the Work under the attached Contract, of which the Accepted Offer forms a part. Contractor is cautioned not to commence any billable work or to provide any material or perform any service under the Contract until Contractor receives the applicable Order or written notice to proceed from Procurement Officer.
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State’s Contract No. is: ________________	The effective date of the Contract is: __________	Contract awarded _________ 
Date		Date 
	_____________________________________________________
	
	_______________________________________________

	Procurement Officer Signature
	
	Procurement Officer Printed Name





[bookmark: _Toc449901679][bookmark: _Toc536611231][bookmark: _Toc536611272][bookmark: _Toc448286635]
[bookmark: s1c_2a]Attachment 2-A	
Experience and Capacity Questionnaire 
STATE MAY DETERMINE YOUR PROPOSAL IS NON-RESPONSIVE IF YOU DO NOT ANSWER ALL QUESTIONS FULLY.
This Attachment is divided into three sections: 1) General Category, 2) Microsoft Category, and 3) Oracle Category. Offerors need only answer questions in the category or categories for which they desire to be considered for a contract award (indicate by checking the box next to the applicable category or categories). In each applicable category, the Offeror shall provide a narrative response to each question that demonstrates their understanding of the Scope of Work requirements and describes your company’s overall experience and capacity to provide the services stated in this solicitation. If there is a question that is not applicable to the services required by the Scope of Work, you may mark it N/A.
EXPERIENCE and Capacity Questions:
☐ 1) GENERAL CATEGORY (check if proposing in this category)
Question 	1: Company Profile
The Offeror must include a narrative description of its organization. The narrative must include the following:
1.1 	Brief overview of business operations, with an emphasis on experience in regards to the scope of work.  Provide an overview of the Offeror’s business history, description of current services provided, and a list of current customer base
1.2 	Date established;
1.3 	Ownership (public, partnership, subsidiary, etc.);
1.4 	Location in which the Offeror is incorporated;
1.5 	Address of “Main Office” (e.g. Corporate Headquarters and any satellite offices responsible for performance of proposed tasks;
1.6 	Offeror's organizational chart relevant to the Contract, specifically identifying the key point of contact for all questions related to the submitted offer;
1.7 	Full disclosure of any potential conflict of interest between the Offeror and any State employee who functions or has responsibilities in the review or approval of the undertaking or carrying out of the Contract;
1.8 	A Statement of whether, in the last five (5) years, the Offeror has filed (or had filed against it) any bankruptcy or insolvency proceeding, whether voluntary or involuntary, or undergone the appointment of a receiver, trustee, or assignee for the benefit of creditors, and if so, an explanation providing relevant details and current status;
1.9 	A Statement of whether there are any pending Securities Exchange Commission investigations involving the Offeror, and if such are pending or in progress, an explanation providing relevant details and an attached opinion of counsel as to whether the pending investigation(s) may impair the Offeror’s performance in a Contract under this RFP;
1.10 	A Statement documenting all open or pending litigation initiated by Offeror or where Offeror is a defendant or party in any litigation that may have a material impact on Offeror’s ability to deliver the contracted services;
1.11 	A Statement documenting all open or pending litigation initiated by Offeror or where Offeror is a defendant or party in any litigation with a Public sector client;
1.12 	Full disclosure of any Public Sector contracts terminated for cause or convenience in the past five (5) years; and,
1.13 	Full disclosure of any criminal or civil offense.
1.14 	Offeror shall provide evidence of any Arizona or federally-required business license to provide these services.  
Offeror Response:
Click here to enter your response.

Question 	2: Company Experience
A. Based on revenue, what is the percentage breakdown of the market(s) are your current clients are in?
B. What experience do you have serving government clients within the United States of America?
C. What is the size of your current largest public sector clients?  What are your potential limitations as far as servicing public sector clients throughout the country?  Are there  geographic limitations that your company would not be able to support? 
D. Provide a description of two (2) recent projects in the areas of Software Advisement and/or Basic License Management, as described in the Scope of Work, that were implemented by your company, including client contact information (contact person, phone number, email). Narrative descriptions should highlight the similarities between the stated experience and this Solicitation.  At a minimum, include the following: time-period that the experiences occurred, your company’s actions and results, and your company’s status as the prime or subcontractor.
E. How long have you provided goods/services to your longest tenured client?
F. Why did your last three former clients cancel their contracts? 
G. How does your company stay ahead in areas such as industry knowledge and technological knowledge?
Offeror Response:
Click here to enter your response.

Question 	3: Financial/Accounting Information
A. Offeror must provide evidence of financial stability and capability to fund all costs associated with providing the services throughout the term of the Contract.  The latest two (2) years audited annual financial statements including Total Revenue, Net Income, and Total Assets must be submitted with the Offeror’s proposal.  If audited financial data is unavailable, explain in full the reason, and provide the latest non-audited financial information to include Balance Sheet, Income Statement, as well as Statements of Cash flows and Change in Financial Position.  Include information to attest to the accuracy of the information provided. 
B. Offeror must provide audited financial statements, of the last two years, to the State that demonstrate that an Offeror meets at a minimum Dun and Bradstreet (D&B) credit rating of 3A2 or better, or a recognized equivalent rating. Please provide the respondent’s D&B Number and the composite credit rating. The State reserves the right to verify this information. If a branch or wholly owned subsidiary is bidding on this RFP, please provide the D&B Number and score for the parent company that will be financially responsible for performance of the agreement.

Question 	4: Proposed Project Members and Organization
Utilize Attachment 3-B to identify Key Personnel and and Organizational Chart that demonstrates how the Offeror intends to serve different markets/regions throughout the country under a resultant SVAR Contract.  At a minimum, Offeror should identify their Key Personnel for three different geographic regions (ex: different states or regions of the United States).
In addition, also state the Key Personnel’s related experience with large local, state or federal government agencies.
Offeror Response:
Click here to enter your response.
Question 	5: Subcontractors and Partners
Utilize Attachment 3-C to identify Proposed Subcontractors and Partners to be utilized to perform services within a resultant contract. 
Question 6: 	Submit copies of all applicable professional or industry certifications, licenses, memberships in relevant trade organizations or professional associations that support Offeror’s ability to provide the related goods/services being proposed.  Provide the level of partnerships your company has for all major software publishers (ex: gold, platinum partner etc.)
Offeror Response:
Click here to enter your response.
Question 7:     If Offeror is awarded a Master Agreement, they will then be required to individually negotiate Participating Addendums with all states that wish to participate with this contract.  Explain how your company will be able to negotiate potentially 20-30 Participating Addendums concurrently to allow all states to expeditiously enter   

EXPERIENCE REFERENCES:
The State intends to conduct reference checks for account referenced provided by Offerors. It may, at its sole discretion 
contact additional clients not presented as references. 
Offerors shall provide at least three (3) client references for assignments that replicate or mirror the requirements of this 
RFP. At least one (1) of the projects referenced must be state government related. 
All assignments shall be for assignments received and completed within the last five (5) years.
	1
	Client Company/Address
	Contact
	Begin Date
	End Date

	x	x	x	x
	Phone Number
	Email Address

	x	x
	

	Event Scope and deliverables, include number of resources engaged in project, timeline of project (major milestones)

	x
	List job positions provided and technologies utilized to supplement services.

	x


	2
	Client Company/Address
	Contact
	Begin Date
	End Date

	x	x	x	x
	Phone Number
	Email Address

	x	x
	

	Event Scope and deliverables, include number of resources engaged in project, timeline of project (major milestones)

	x
	List job positions provided and technologies utilized to supplement services.

	x











	3
	Client Company/Address
	Contact
	Begin Date
	End Date

	x	x	x	x
	Phone Number
	Email Address

	x	x
	

	Event Scope and deliverables, include number of resources engaged in project, timeline of project(major milestones)

	x
	List job positions provided and technologies utilized to supplement services.

	x


	4
	Client Company/Address
	Contact
	Begin Date
	End Date

	x	x	x	x
	Phone Number
	Email Address

	x	x
	

	Project Scope and deliverables, include number of resources engaged in project, timeline of project(major milestones)

	x
	List job positions provided and technologies utilized to supplement services.

	x




☐ 2) MICROSOFT CATEGORY (check if proposing in this category)
All answers in this section should be customized specifically to Microsoft 
Question 	1: Company Profile
The Offeror must include a narrative description of its organization. The narrative must include the following:

1.1 	Brief overview of business operations, with an emphasis on experience in regards to the scope of work in Category 2 – Microsoft SVAR.  Provide an overview of the Offeror’s business history, description of current services provided, and a list of current customer base
1.2 	Date established;
1.3 	Ownership (public, partnership, subsidiary, etc.);
1.4 	Location in which the Offeror is incorporated;
1.5 	Address of “Main Office” (e.g. Corporate Headquarters and any satellite offices responsible for performance of proposed tasks;
1.6 	Offeror's organizational chart relevant to the Contract, specifically identifying the key point of contact for all questions related to the submitted offer;
1.7 	Full disclosure of any potential conflict of interest between the Offeror and any State employee who functions or has responsibilities in the review or approval of the undertaking or carrying out of the Contract;
1.8 	A Statement of whether, in the last five (5) years, the Offeror has filed (or had filed against it) any bankruptcy or insolvency proceeding, whether voluntary or involuntary, or undergone the appointment of a receiver, trustee, or assignee for the benefit of creditors, and if so, an explanation providing relevant details and current status;
1.9 	A Statement of whether there are any pending Securities Exchange Commission investigations involving the Offeror, and if such are pending or in progress, an explanation providing relevant details and an attached opinion of counsel as to whether the pending investigation(s) may impair the Offeror’s performance in a Contract under this RFP;
1.10 	A Statement documenting all open or pending litigation initiated by Offeror or where Offeror is a defendant or party in any litigation that may have a material impact on Offeror’s ability to deliver the contracted services;
1.11 	A Statement documenting all open or pending litigation initiated by Offeror or where Offeror is a defendant or party in any litigation with a Public sector client;
1.12 	Full disclosure of any Public Sector contracts terminated for cause or convenience in the past five (5) years; and,
1.13 	Full disclosure of any criminal or civil offense.
1.14 	Offeror shall provide evidence of any Arizona or federally-required business license to provide these services.  
Offeror Response:
Click here to enter your response.

Question 	2: Company Experience
A. Based on revenue, what is the percentage breakdown of the market(s) are your current clients are in?
B. What experience do you have serving government clients within the United States of America?
C. What is the size of your current largest public sector clients?  What are your potential limitations as far as servicing public sector clients throughout the country?  Are there  geographic limitations that your company would not be able to support? 
D. Provide a description of two (2) recent projects in the areas of Software Advisement and/or Basic License Management, as described in the Scope of Work, that were implemented by your company, including client contact information (contact person, phone number, email). Narrative descriptions should highlight the similarities between the stated experience and this Solicitation.  At a minimum, include the following: time-period that the experiences occurred, your company’s actions and results, and your company’s status as the prime or subcontractor.
E. How long have you provided goods/services to your longest tenured client?
F. Why did your last three former clients cancel their contracts? 
G. How does your company stay ahead in areas such as industry knowledge and technological knowledge?
Offeror Response:
Click here to enter your response.

Question 	3: Financial/Accounting Information
A. Offeror must provide evidence of financial stability and capability to fund all costs associated with providing the services throughout the term of the Contract.  The latest two (2) years audited annual financial statements including Total Revenue, Net Income, and Total Assets must be submitted with the Offeror’s proposal.  If audited financial data is unavailable, explain in full the reason, and provide the latest non-audited financial information to include Balance Sheet, Income Statement, as well as Statements of Cash flows and Change in Financial Position.  Include information to attest to the accuracy of the information provided. 
B. Offeror must provide audited financial statements, of the last two years, to the Purchasing Entity that demonstrate that an Offeror meets at a minimum Dun and Bradstreet (D&B) credit rating of 3A2 or better, or a recognized equivalent rating. Please provide the respondent’s D&B Number and the composite credit rating. The Purchasing Entity reserves the right to verify this information. If a branch or wholly owned subsidiary is bidding on this RFP, please provide the D&B Number and score for the parent company that will be financially responsible for performance of the agreement.
Offeror Response:
Click here to enter your response.

Question 	4: Proposed Project Members and Organization
Utilize Attachment 3-B to identify Key Personnel and and Organizational Chart that demonstrates how the Offeror intends to serve different markets/regions throughout the country under a resultant SVAR Contract.  At a minimum, Offeror should identify their Key Personnel for three different geographic regions (ex: different states or regions of the United States).
In addition, also state the Key Personnel’s related experience with large local, state or federal government agencies.
Offeror Response:
Click here to enter your response.
Question 	5: Subcontractors and Partners
Utilize Attachment 3-C to identify Proposed Subcontractors and Partners to be utilized to perform services within a resultant contract. 
Offeror Response:
Click here to enter your response.
Question 6: 	Submit copies of all applicable professional or industry certifications, licenses, memberships in relevant trade organizations or professional associations that support Offeror’s ability to provide the related goods/services being proposed in Category 2 – Microsoft SVAR.  Provide the level of partnerships your company has for Microsfot (ex: gold, platinum partner etc.)

Offeror Response:
Click here to enter your response.
Question 7:     If Offeror is awarded a Master Agreement, they will then be required to individually negotiate Participating Addendums with all states that wish to participate with this contract.  Explain how your company will be able to negotiate potentially 20-30 Participating Addendums concurrently to allow all states to expeditiously enter   

EXPERIENCE REFERENCES:
The State intends to conduct reference checks for account referenced provided by Offerors. It may, at its sole discretion 
contact additional clients not presented as references. 
Offerors shall provide at least three (3) client references for assignments that replicate or mirror the requirements of this 
RFP. At least one (1) of the projects referenced must be state government related. 
All assignments shall be for assignments received and completed within the last five (5) years.
	1
	Client Company/Address
	Contact
	Begin Date
	End Date

	x	x	x	x
	Phone Number
	Email Address

	x	x
	

	Event Scope and deliverables, include number of resources engaged in project, timeline of project (major milestones)

	x
	List job positions provided and technologies utilized to supplement services.

	x


	2
	Client Company/Address
	Contact
	Begin Date
	End Date

	x	x	x	x
	Phone Number
	Email Address

	x	x
	

	Event Scope and deliverables, include number of resources engaged in project, timeline of project (major milestones)

	x
	List job positions provided and technologies utilized to supplement services.

	x











	3
	Client Company/Address
	Contact
	Begin Date
	End Date

	x	x	x	x
	Phone Number
	Email Address

	x	x
	

	Event Scope and deliverables, include number of resources engaged in project, timeline of project(major milestones)

	x
	List job positions provided and technologies utilized to supplement services.

	x


	4
	Client Company/Address
	Contact
	Begin Date
	End Date

	x	x	x	x
	Phone Number
	Email Address

	x	x
	

	Project Scope and deliverables, include number of resources engaged in project, timeline of project(major milestones)

	x
	List job positions provided and technologies utilized to supplement services.

	x


☐ 3) ORACLE CATEGORY (check if proposing in this category)
All answers in this section should be customized specifically to Oracle 
Question 	1: Company Profile
The Offeror must include a narrative description of its organization. The narrative must include the following:
1.1 	Brief overview of business operations, with an emphasis on experience in regards to the scope of work, specifically regarding Category 3 – Oracle SVAR.  Provide an overview of the Offeror’s business history, description of current services provided, and a list of current customer base
1.2 	Date established;
1.3 	Ownership (public, partnership, subsidiary, etc.);
1.4 	Location in which the Offeror is incorporated;
1.5 	Address of “Main Office” (e.g. Corporate Headquarters and any satellite offices responsible for performance of proposed tasks;
1.6 	Offeror's organizational chart relevant to the Contract, specifically identifying the key point of contact for all questions related to the submitted offer;
1.7 	Full disclosure of any potential conflict of interest between the Offeror and any Purchasing Entity employee who functions or has responsibilities in the review or approval of the undertaking or carrying out of the Contract;
1.8 	A Statement of whether, in the last five (5) years, the Offeror has filed (or had filed against it) any bankruptcy or insolvency proceeding, whether voluntary or involuntary, or undergone the appointment of a receiver, trustee, or assignee for the benefit of creditors, and if so, an explanation providing relevant details and current status;
1.9 	A Statement of whether there are any pending Securities Exchange Commission investigations involving the Offeror, and if such are pending or in progress, an explanation providing relevant details and an attached opinion of counsel as to whether the pending investigation(s) may impair the Offeror’s performance in a Contract under this RFP;
1.10 	A Statement documenting all open or pending litigation initiated by Offeror or where Offeror is a defendant or party in any litigation that may have a material impact on Offeror’s ability to deliver the contracted services;
1.11 	A Statement documenting all open or pending litigation initiated by Offeror or where Offeror is a defendant or party in any litigation with a Public sector client;
1.12 	Full disclosure of any Public Sector contracts terminated for cause or convenience in the past five (5) years; and,
1.13 	Full disclosure of any criminal or civil offense.
1.14 	Offeror shall provide evidence of any Arizona or federally-required business license to provide these services.  
Offeror Response:
Click here to enter your response.

Question 	2: Company Experience
A. Based on revenue, what is the percentage breakdown of the market(s) are your current clients are in?
B. What experience do you have serving government clients within the United States of America, preferably related to Oracle products?
C. What is the size of your current largest public sector clients?  What are your potential limitations as far as servicing public sector clients throughout the country?  Are there  geographic limitations that your company would not be able to support? 
D. Preferably related to Oracle products, Provide a description of two (2) recent projects in the areas of Software Advisement and/or Basic License Management, as described in the Scope of Work, that were implemented by your company, including client contact information (contact person, phone number, email). Narrative descriptions should highlight the similarities between the stated experience and this Solicitation.  At a minimum, include the following: time-period that the experiences occurred, your company’s actions and results, and your company’s status as the prime or subcontractor.
E. How long have you provided goods/services to your longest tenured client?
F. Why did your last three former clients cancel their contracts? 
G. How does your company stay ahead in areas such as industry knowledge and technological knowledge?
Offeror Response:
Click here to enter your response.

Question 	3: Financial/Accounting Information
A. Offeror must provide evidence of financial stability and capability to fund all costs associated with providing the services throughout the term of the Contract.  The latest two (2) years audited annual financial statements including Total Revenue, Net Income, and Total Assets must be submitted with the Offeror’s proposal.  If audited financial data is unavailable, explain in full the reason, and provide the latest non-audited financial information to include Balance Sheet, Income Statement, as well as Statements of Cash flows and Change in Financial Position.  Include information to attest to the accuracy of the information provided. 
B. Offeror must provide audited financial statements, of the last two years, to the Purchasing Entity that demonstrate that an Offeror meets at a minimum Dun and Bradstreet (D&B) credit rating of 3A2 or better, or a recognized equivalent rating. Please provide the respondent’s D&B Number and the composite credit rating. The Purchasing Entity reserves the right to verify this information. If a branch or wholly owned subsidiary is bidding on this RFP, please provide the D&B Number and score for the parent company that will be financially responsible for performance of the agreement.
Offeror Response:
Click here to enter your response.
Question 	4: Proposed Project Members and Organization
Utilize Attachment 3-B to identify Key Personnel and and Organizational Chart that demonstrates how the Offeror intends to serve different markets/regions throughout the country under a resultant SVAR Contract.  At a minimum, Offeror should identify their Key Personnel for three different geographic regions (ex: different states or regions of the United States).
In addition, also state the Key Personnel’s related experience with large local, state or federal government agencies.
Offeror Response:
Click here to enter your response.
Question 	5: Subcontractors and Partners
Utilize Attachment 3-C to identify Proposed Subcontractors and Partners to be utilized to perform services within a resultant contract. 
Offeror Response:
Click here to enter your response.
Question 6: 	Submit copies of all applicable professional or industry certifications, licenses, memberships in relevant trade organizations or professional associations that support Offeror’s ability to provide the related goods/services being proposed in Category 3 – Oracle SVAR.  Provide the level of partnerships your company has for Oracle (ex: gold, platinum partner etc.)
Offeror Response:
Click here to enter your response.
Question 7:     If Offeror is awarded a Master Agreement, they will then be required to individually negotiate Participating Addendums with all states that wish to participate with this contract.  Explain how your company will be able to negotiate potentially 20-30 Participating Addendums concurrently to allow all states to expeditiously enter   

EXPERIENCE REFERENCES:
The State intends to conduct reference checks for account referenced provided by Offerors. It may, at its sole discretion 
contact additional clients not presented as references. 
Offerors shall provide at least three (3) client references for assignments that replicate or mirror the requirements of this 
RFP. At least one (1) of the projects referenced must be state government related. 
All assignments shall be for assignments received and completed within the last five (5) years.
	1
	Client Company/Address
	Contact
	Begin Date
	End Date

	x	x	x	x
	Phone Number
	Email Address

	x	x
	

	Event Scope and deliverables, include number of resources engaged in project, timeline of project (major milestones)

	x
	List job positions provided and technologies utilized to supplement services.

	x


	2
	Client Company/Address
	Contact
	Begin Date
	End Date

	x	x	x	x
	Phone Number
	Email Address

	x	x
	

	Event Scope and deliverables, include number of resources engaged in project, timeline of project (major milestones)

	x
	List job positions provided and technologies utilized to supplement services.

	x











	3
	Client Company/Address
	Contact
	Begin Date
	End Date

	x	x	x	x
	Phone Number
	Email Address

	x	x
	

	Event Scope and deliverables, include number of resources engaged in project, timeline of project(major milestones)

	x
	List job positions provided and technologies utilized to supplement services.

	x


	4
	Client Company/Address
	Contact
	Begin Date
	End Date

	x	x	x	x
	Phone Number
	Email Address

	x	x
	

	Project Scope and deliverables, include number of resources engaged in project, timeline of project(major milestones)

	x
	List job positions provided and technologies utilized to supplement services.

	x



End of Attachment 2-A
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Reserved




End of Attachment 2-B
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Method Proposal (Method of Approach)
This Attachment is divided into three sections: 1) General Category, 2) Microsoft Category, and 3) Oracle Category. Offerors need only answer questions in the category or categories for which they desire to be considered for a contract award (indicate by checking the box next to the applicable category or categories). In each applicable category, the Offeror shall provide a narrative response to each question that demonstrates their understanding of the Scope of Work requirements and describes your company’s overall method of approach for providing the service stated in this solicitation. If there is a question that is not applicable to the services required by the Scope of Work, you may mark it N/A.

☐ 1) GENERAL CATEGORY (check if proposing in this category)

Question 1: Offeror shall describe its overall approach to providing solicited services. Include how Offeror plans to meet or exceed requirements of the Scope of Work and Terms and Conditions.

Question 2: Per Section 2.5.1 of the Scope of Work, the SVAR shall Develop and Maintain a Portal. Describe the portal to be established for a state. Address that portal’s functionalities or special features. You may supplement this response with illustrative screen prints (no more than 10) from one of your company's existing portals. Taking into account the requirements of Section 2.5.1, address at a minimum:
· Home page appearance and information;
· Reseller primary contacts by State;
· Links to Master Agreement and Participating Addendum;
· Display of Reseller’s % mark(down/up) for all Categories;
· How website is monitored, kept current and accurate;

Question 3:  Describe your Company's method for tracking software licenses and ensuring that Purchasing Entities receive timely notifications of renewals or are advised of volume agreement opportunities or vulnerabilities, etc.  Address at a minimum:
· The information tracked on behalf of Purchasing Entity
· How reminders of significant dates or volume plateaus are triggered. Include how your Company, as a partner with the Purchasing Entity, communicates to ensure no deadlines are missed or opportunities unexplored


Question 4:  Describe your Company's method of ensuring a Purchasing Entity receives documentation of Proof of License that can be provided to requestors (e.g. auditors, in response to FOIA requests, etc.)  Describe process for providing Proof of License to a Purchasing Entity. Provide a sample Proof of License.  Explain method of retaining back-up copies of Proof of License. Explain the process for a Purchasing Entity to obtain a duplicate copy.  Describe how your Company partners with a Purchasing Entity to demonstrate accuracy of licensing information to a publisher (aka a "True Up").

Question 5:  Describe your reporting capabilities which can be provided to a Purchasing Entity, both self-generated and custom reports. Provide sample reports.

Question 6:  Describe how your Company works with a Purchasing Entity and Publisher to maximize the Purchasing Entity’s value in obtaining products and services under this contract. Description is to address, but is not limited to, the following:
· Working with a Purchasing Entity and a Publisher to assist the Purchasing Entity in managing their volume or enterprise license agreements.
· Working with a Purchasing Entity and Publisher to maximize the leverage created by the total sales volume from a Purchasing Entity and its cooperative partners to ensure best value to all Purchasing Entities.
· Working with a publisher to maximize the leverage created by the SVAR’s total sales volume overall resulting from this contract.
· Working with Purchasing Entity and publisher to obtain the best quote on a high volume purchase.
· If, and how, your Company uses historical purchase information to provide targeted assistance to Purchasing Entity.
· How maintenance support is to be made available.
· Describe how training regarding the installation of products and use of products will be made available and how to obtain best value from it.

Question 7: A significant aspect of this service is to be Value-Added Services. Describe how your company handles the complexities related to enterprise license agreements. Include how you assist customers (especially first time customers) through this process to ensure they are comfortable moving forward, and are knowledgeable about the agreements once they are complete?

Question 8: Describe how your company handles transitioning a group of customers from an account
manager with whom they have built a relationship to an account manager who is new to them?  How do you ensure that all of the customers' needs are met? How do you ensure the new account manager is given the resources necessary to be successful in the new role?

Question 9:  Explain what Value-Added services your Company will make available under a resultant
contract. What unique services can your Company provide at no extra cost?  

Question 10: Explain how your Company will:
· Retain publisher certification levels and improve on them.
· Work to reduce costs to obtain publisher products?

Question 11: How does your Company respond to customer complaints and service issues and what is your Company's escalation process?

Question 12: Problem Resolution Scenario 1
Scenario 1: Describe at least one recent situation where your Company made a major error that
resulted in dire consequences for a customer. Detail the error and what changes your Company
has made to avoid repeating the error in the future. In this situation, the problem was not solved in
time to take care of the customer, and the customer was lost.

Question 13: Problem Resolution Scenario 2
Describe at least one recent situation where your Company made a major error that
had potential dire consequences for a customer. Detail the error and what was done to correct
the situation. To what lengths did your Company go to take care of the customer? What changes
(if any) did your Company make to avoid repeating the error in the future? In this situation, the
problem is solved in time to take care of the customer, and the customer is likely not lost.

SECURITY QUESTIONS:

Question 14: Offeror must describe the measures it takes to protect data. Include a description of the
method by which you will hold, protect, and dispose of data following completion of any contract services.


Question 15:	Offeror must describe how it intends to comply with all applicable laws and related to
data privacy and security


Question 16:  Offeror must describe how it will not access a Purchasing Entity’s user accounts or data,
except in response to service or technical issues, as required by the express terms of the Master Agreement, the applicable Participating Addendum, and/or the applicable Service Level Agreement.	

Question 17: Offeror must list all government or standards organization security certifications it
currently holds that apply specifically to the Offeror’s proposal, as well as those in
process at time of response. Specifically include HIPAA, FERPA, CJIS Security Policy, PCI
Data Security Standards (DSS), IRS Publication 1075, FISMA, NIST 800-53, NIST SP 800-
171, and FIPS 200 if they apply.

Question 18: Offeror must describe its security practices in place to secure data and applications,
including threats from outside the service center as well as other customers co-located
within the same service center.

Question 19: Offeror must describe its data confidentiality standards and practices that are in place to
ensure data confidentiality. 

Question 20: Offeror must provide a detailed list of the third-party attestations, reports, security
credentials (e.g., FedRamp), and certifications relating to data security, integrity, and
other controls.

Question 21: Offeror must describe its notification process in the event of a security incident,
including relating to timing, incident levels. Offeror should take into consideration that
Purchasing Entities may have different notification requirements based on applicable
laws and the categorization type of the data being processed or stored.

Question 22: Describe security procedures (background checks, foot printing logging, etc.) which are
in place regarding Offeror’s employees who have access to sensitive data.

Question 23: Describe policies and procedures regarding notification to both the Purchasing Entity and the
Cardholders of a data breach, as defined in this RFP, and the mitigation of such a breach.

SERVICE LEVEL AGREEMENTS

Qustion 24: Offeror, as part of its proposal, must provide a sample of Service Level Agreements (SLA) they can offer to enable Participating Entity to measure contract performance.  Offeror should also include proposed consequences/remedies for failure to achieve SLAs.

Question 25:	In a recent survey of other states, certain model Terms and Conditions have been identified as the most important to be included in agreements (ex: End User License Agreements) with software publishers.  Describe your ability and willingness to require Publishers to agree to specific terms and conditions as a prerequisite to selling off this resultant contract.  Describe any successes you have had previously in requiring Publishers to accept minimum terms prescribed by an RFP or similar process.  Describe your willingness to identify Publishers who aren’t willing to accept Model Terms and provide the Purchasing Entity with this information before a purchase is made. Some specific examples identified as important to states include:
· Governing Law; Jurisdiction and Venue
· Protection of Purchasing Entity’s Confidential Information
· Indemnification for Intellectual Property Infringement
· Unacceptability of Click through links – All terms and conditions must be identified in the agreement. Purchasing Entities cannot agree to linked terms that are posted elsewhere and may change.
· Unacceptability of auto-renewal of licenses


☐ 2) MICROSOFT CATEGORY (check if proposing in this category)

**All answers in this section should be customized specifically to Microsoft 

Question 1: Offeror shall describe its overall approach to providing solicited services. Include how Offeror plans to meet or exceed requirements of the Scope of Work and Terms and Conditions.

Question 2: Per Section 2.5.1 of the Scope of Work, the SVAR shall Develop and Maintain a Portal. Describe the portal to be established for a state. Address that portal’s functionalities or special features. You may supplement this response with illustrative screen prints (no more than 10) from one of your company's existing portals. Taking into account the requirements of Section 2.5.1, address at a minimum:
· Home page appearance and information;
· Reseller primary contacts by State;
· Links to Master Agreement and Participating Addendum;
· Display of Reseller’s % mark(down/up) for all Categories;
· How website is monitored, kept current and accurate;

Question 3:  Describe your Company's method for tracking software licenses and ensuring that Purchasing Entities receive timely notifications of renewals or are advised of volume agreement opportunities or vulnerabilities, etc.  Address at a minimum:
· The information tracked on behalf of Purchasing Entity
· How reminders of significant dates or volume plateaus are triggered. Include how your Company, as a partner with the Purchasing Entity, communicates to ensure no deadlines are missed or opportunities unexplored


Question 4:  Describe your Company's method of ensuring a Purchasing Entity receives documentation of Proof of License that can be provided to requestors (e.g. auditors, in response to FOIA requests, etc.)  Describe process for providing Proof of License to a Purchasing Entity. Provide a sample Proof of License.  Explain method of retaining back-up copies of Proof of License. Explain the process for a Purchasing Entity to obtain a duplicate copy.  Describe how your Company partners with a Purchasing Entity to demonstrate accuracy of licensing information to a publisher (aka a "True Up").

Question 5:  Describe your reporting capabilities which can be provided to a Purchasing Entity, both self-generated and custom reports. Provide sample reports.

Question 6:  Describe how your Company works with a Purchasing Entity and Publisher to maximize the Purchasing Entity’s value in obtaining products and services under this contract. Description is to address, but is not limited to, the following:
· Working with a Purchasing Entity and a Publisher to assist the Purchasing Entity in managing their volume or enterprise license agreements.
· Working with a Purchasing Entity and Publisher to maximize the leverage created by the total sales volume from a Purchasing Entity and its cooperative partners to ensure best value to all Purchasing Entities.
· Working with a publisher to maximize the leverage created by the SVAR’s total sales volume overall resulting from this contract.
· Working with Purchasing Entity and publisher to obtain the best quote on a high volume purchase.
· If, and how, your Company uses historical purchase information to provide targeted assistance to Purchasing Entity.
· How maintenance support is to be made available.
· Describe how training regarding the installation of products and use of products will be made available and how to obtain best value from it.

Question 7: A significant aspect of this service is to be Value-Added Services. Describe how your company handles the complexities related to enterprise license agreements. Include how you assist customers (especially first time customers) through this process to ensure they are comfortable moving forward, and are knowledgeable about the agreements once they are complete?

Question 8: Describe how your company handles transitioning a group of customers from an account
manager with whom they have built a relationship to an account manager who is new to them?  How do you ensure that all of the customers' needs are met? How do you ensure the new account manager is given the resources necessary to be successful in the new role?

Question 9:  Explain what Value-Added services your Company will make available under a resultant
contract. What unique services can your Company provide at no extra cost?  

Question 10: Explain how your Company will:
· Retain publisher certification levels and improve on them.
· Work to reduce costs to obtain publisher products?

Question 11: How does your Company respond to customer complaints and service issues and what is your Company's escalation process?

Question 12: Problem Resolution Scenario 1
Scenario 1: Describe at least one recent situation where your Company made a major error that
resulted in dire consequences for a customer. Detail the error and what changes your Company
has made to avoid repeating the error in the future. In this situation, the problem was not solved in
time to take care of the customer, and the customer was lost.

Question 13: Problem Resolution Scenario 2
Describe at least one recent situation where your Company made a major error that
had potential dire consequences for a customer. Detail the error and what was done to correct
the situation. To what lengths did your Company go to take care of the customer? What changes
(if any) did your Company make to avoid repeating the error in the future? In this situation, the
problem is solved in time to take care of the customer, and the customer is likely not lost.

SECURITY QUESTIONS:

Question 14: Offeror must describe the measures it takes to protect data. Include a description of the
method by which you will hold, protect, and dispose of data following completion of any contract services.


Question 15:	Offeror must describe how it intends to comply with all applicable laws and related to
data privacy and security


Question 16:  Offeror must describe how it will not access a Purchasing Entity’s user accounts or data,
except in response to service or technical issues, as required by the express terms of the Master Agreement, the applicable Participating Addendum, and/or the applicable Service Level Agreement.	

Question 17: Offeror must list all government or standards organization security certifications it
currently holds that apply specifically to the Offeror’s proposal, as well as those in
process at time of response. Specifically include HIPAA, FERPA, CJIS Security Policy, PCI
Data Security Standards (DSS), IRS Publication 1075, FISMA, NIST 800-53, NIST SP 800-
171, and FIPS 200 if they apply.

Question 18: Offeror must describe its security practices in place to secure data and applications,
including threats from outside the service center as well as other customers co-located
within the same service center.

Question 19: Offeror must describe its data confidentiality standards and practices that are in place to
ensure data confidentiality. 

Question 20: Offeror must provide a detailed list of the third-party attestations, reports, security
credentials (e.g., FedRamp), and certifications relating to data security, integrity, and
other controls.

Question 21: Offeror must describe its notification process in the event of a security incident,
including relating to timing, incident levels. Offeror should take into consideration that
Purchasing Entities may have different notification requirements based on applicable
laws and the categorization type of the data being processed or stored.

Question 22: Describe security procedures (background checks, foot printing logging, etc.) which are
in place regarding Offeror’s employees who have access to sensitive data.

Question 23: Describe policies and procedures regarding notification to both the Purchasing Entity and the
Cardholders of a data breach, as defined in this RFP, and the mitigation of such a breach.

SERVICE LEVEL AGREEMENTS

Qustion 24: Offeror, as part of its proposal, must provide a sample of Service Level Agreements (SLA) they can offer to enable Participating Entity to measure contract performance.  Offeror should also include proposed consequences/remedies for failure to achieve SLAs.

Question 25:	In a recent survey of other states, certain model Terms and Conditions have been identified as the most important to be included in agreements (ex: End User License Agreements) with software publishers.  Describe your ability and willingness to require Publishers to agree to specific terms and conditions as a prerequisite to selling off this resultant contract.  Describe any successes you have had previously in requiring Publishers to accept minimum terms prescribed by an RFP or similar process.  Describe your willingness to identify Publishers who aren’t willing to accept Model Terms and provide the Purchasing Entity with this information before a purchase is made. Some specific examples identified as important to states include:
· Governing Law; Jurisdiction and Venue
· Protection of Purchasing Entity’s Confidential Information
· Indemnification for Intellectual Property Infringement
· Unacceptability of Click through links – All terms and conditions must be identified in the agreement. Purchasing Entities cannot agree to linked terms that are posted elsewhere and may change.
· Unacceptability of auto-renewal of licenses

☐ 3) ORACLE CATEGORY (check if proposing in this category)
**All answers in this section should be customized specifically to Oracle 

Question 1: Offeror shall describe its overall approach to providing solicited services. Include how Offeror plans to meet or exceed requirements of the Scope of Work and Terms and Conditions.

Question 2: Per Section 2.5.1 of the Scope of Work, the SVAR shall Develop and Maintain a Portal. Describe the portal to be established for a state. Address that portal’s functionalities or special features. You may supplement this response with illustrative screen prints (no more than 10) from one of your company's existing portals. Taking into account the requirements of Section 2.5.1, address at a minimum:
· Home page appearance and information;
· Reseller primary contacts by State;
· Links to Master Agreement and Participating Addendum;
· Display of Reseller’s % mark(down/up) for all Categories;
· How website is monitored, kept current and accurate;

Question 3:  Describe your Company's method for tracking software licenses and ensuring that Purchasing Entities receive timely notifications of renewals or are advised of volume agreement opportunities or vulnerabilities, etc.  Address at a minimum:
· The information tracked on behalf of Purchasing Entity
· How reminders of significant dates or volume plateaus are triggered. Include how your Company, as a partner with the Purchasing Entity, communicates to ensure no deadlines are missed or opportunities unexplored


Question 4:  Describe your Company's method of ensuring a Purchasing Entity receives documentation of Proof of License that can be provided to requestors (e.g. auditors, in response to FOIA requests, etc.)  Describe process for providing Proof of License to a Purchasing Entity. Provide a sample Proof of License.  Explain method of retaining back-up copies of Proof of License. Explain the process for a Purchasing Entity to obtain a duplicate copy.  Describe how your Company partners with a Purchasing Entity to demonstrate accuracy of licensing information to a publisher (aka a "True Up").

Question 5:  Describe your reporting capabilities which can be provided to a Purchasing Entity, both self-generated and custom reports. Provide sample reports.

Question 6:  Describe how your Company works with a Purchasing Entity and Publisher to maximize the Purchasing Entity’s value in obtaining products and services under this contract. Description is to address, but is not limited to, the following:
· Working with a Purchasing Entity and a Publisher to assist the Purchasing Entity in managing their volume or enterprise license agreements.
· Working with a Purchasing Entity and Publisher to maximize the leverage created by the total sales volume from a Purchasing Entity and its cooperative partners to ensure best value to all Purchasing Entities.
· Working with a publisher to maximize the leverage created by the SVAR’s total sales volume overall resulting from this contract.
· Working with Purchasing Entity and publisher to obtain the best quote on a high volume purchase.
· If, and how, your Company uses historical purchase information to provide targeted assistance to Purchasing Entity.
· How maintenance support is to be made available.
· Describe how training regarding the installation of products and use of products will be made available and how to obtain best value from it.

Question 7: A significant aspect of this service is to be Value-Added Services. Describe how your company handles the complexities related to enterprise license agreements. Include how you assist customers (especially first time customers) through this process to ensure they are comfortable moving forward, and are knowledgeable about the agreements once they are complete?

Question 8: Describe how your company handles transitioning a group of customers from an account
manager with whom they have built a relationship to an account manager who is new to them?  How do you ensure that all of the customers' needs are met? How do you ensure the new account manager is given the resources necessary to be successful in the new role?

Question 9:  Explain what Value-Added services your Company will make available under a resultant
contract. What unique services can your Company provide at no extra cost?  

Question 10: Explain how your Company will:
· Retain publisher certification levels and improve on them.
· Work to reduce costs to obtain publisher products?

Question 11: How does your Company respond to customer complaints and service issues and what is your Company's escalation process?

Question 12: Problem Resolution Scenario 1
Scenario 1: Describe at least one recent situation where your Company made a major error that
resulted in dire consequences for a customer. Detail the error and what changes your Company
has made to avoid repeating the error in the future. In this situation, the problem was not solved in
time to take care of the customer, and the customer was lost.

Question 13: Problem Resolution Scenario 2
Describe at least one recent situation where your Company made a major error that
had potential dire consequences for a customer. Detail the error and what was done to correct
the situation. To what lengths did your Company go to take care of the customer? What changes
(if any) did your Company make to avoid repeating the error in the future? In this situation, the
problem is solved in time to take care of the customer, and the customer is likely not lost.

SECURITY QUESTIONS:

Question 14: Offeror must describe the measures it takes to protect data. Include a description of the
method by which you will hold, protect, and dispose of data following completion of any contract services.


Question 15:	Offeror must describe how it intends to comply with all applicable laws and related to
data privacy and security


Question 16:  Offeror must describe how it will not access a Purchasing Entity’s user accounts or data,
except in response to service or technical issues, as required by the express terms of the Master Agreement, the applicable Participating Addendum, and/or the applicable Service Level Agreement.	

Question 17: Offeror must list all government or standards organization security certifications it
currently holds that apply specifically to the Offeror’s proposal, as well as those in
process at time of response. Specifically include HIPAA, FERPA, CJIS Security Policy, PCI
Data Security Standards (DSS), IRS Publication 1075, FISMA, NIST 800-53, NIST SP 800-
171, and FIPS 200 if they apply.

Question 18: Offeror must describe its security practices in place to secure data and applications,
including threats from outside the service center as well as other customers co-located
within the same service center.

Question 19: Offeror must describe its data confidentiality standards and practices that are in place to
ensure data confidentiality. 

Question 20: Offeror must provide a detailed list of the third-party attestations, reports, security
credentials (e.g., FedRamp), and certifications relating to data security, integrity, and
other controls.

Question 21: Offeror must describe its notification process in the event of a security incident,
including relating to timing, incident levels. Offeror should take into consideration that
Purchasing Entities may have different notification requirements based on applicable
laws and the categorization type of the data being processed or stored.

Question 22: Describe security procedures (background checks, foot printing logging, etc.) which are
in place regarding Offeror’s employees who have access to sensitive data.

Question 23: Describe policies and procedures regarding notification to both the State and the
Cardholders of a data breach, as defined in this RFP, and the mitigation of such a breach.

SERVICE LEVEL AGREEMENTS

Qustion 24: Offeror, as part of its proposal, must provide a sample of Service Level Agreements (SLA) they can offer to enable Participating Entity to measure contract performance.  Offeror should also include proposed consequences/remedies for failure to achieve SLAs.

Question 25:	In a recent survey of other states, certain model Terms and Conditions have been identified as the most important to be included in agreements (ex: End User License Agreements) with software publishers.  Describe your ability and willingness to require Publishers to agree to specific terms and conditions as a prerequisite to selling off this resultant contract.  Describe any successes you have had previously in requiring Publishers to accept minimum terms prescribed by an RFP or similar process.  Describe your willingness to identify Publishers who aren’t willing to accept Model Terms and provide the Purchasing Entity with this information before a purchase is made. Some specific examples identified as important to states include:
· Governing Law; Jurisdiction and Venue
· Protection of Purchasing Entity’s Confidential Information
· Indemnification for Intellectual Property Infringement
· Unacceptability of Click through links – All terms and conditions must be identified in the agreement. Purchasing Entities cannot agree to linked terms that are posted elsewhere and may change.
· Unacceptability of auto-renewal of licenses

End of Attachment 3-A

[bookmark: _Toc448286637][bookmark: _Toc449901682][bookmark: _Toc536611234][bookmark: _Toc536611275][bookmark: s1c_3b]Attachment 3-B	
Key Personnel Proposal

Answer all questions thoroughly in the spaces provided. Complete this form in full for each one of the key personnel proposed to be involved in carrying out the Work. Insert or attach a separate resume if desired, but any attached resumes are supplemental to this form and do not substitute for this form. If there are more than three (3) Key Personnel, please utilize the same form for each additional Personnel.

	1
	Name:
	x	How long with company?
	x years

	Current position in company:
	x
	How long in position?
	x years

	Position for the Services:
	x
	How much of time will be dedicated to the Services?
	x %

	What primary functions
will be assigned?
	x

	Describe person’s experience in performing services like those that are to be assigned:
	x

	List person’s job‑related training and education:
	x

	Resume:
	filename



	2
	Name:
	x	How long with company?
	x years

	Current position in company:
	x
	How long in position?
	x years

	Position for the Services:
	x
	How much of time will be dedicated to the Services?
	x %

	What primary functions
will be assigned?
	x

	Describe person’s experience in performing services like those that are to be assigned:
	x

	List person’s job‑related training and education:
	x

	Resume:
	filename



	3
	Name:
	x	How long with company?
	x years

	Current position in company:
	x
	How long in position?
	x years

	Position for the Services:
	x
	How much of time will be dedicated to the Services?
	x %

	What primary functions
will be assigned?
	x

	Describe person’s experience in performing services like those that are to be assigned:
	x

	List person’s job‑related training and education:
	x

	Resume:
	filename





End of Attachment 3-B
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Proposed Subcontractors and Partners
Check “NO” if you WILL NOT subcontract any portion of the Work and will therefore be carrying out all of the Work with your own personnel.
	
	NO, the Offeror will not subcontract any portion of the Work.



If you WILL subcontract any portion of the Work, check “YES” below and list name of persons or companies you propose to use as subcontractors.
Fill in the information for every significant subcontractor – indicate the type of work the subcontractor will perform under the Contract, and their approximate percentage of the total Contract work.
Provide copies of relevant certifications each one possesses in the Attachment Supplements section.
Provide description of quality assurance methods and quality control measures that you will use to ensure that Subcontractor work meets the Contract requirements.
State may demand additional information about proposed subcontractors as a precondition of award.
	
	YES, the Offeror will use the Subcontractors listed below:




	
	Name and contact information
	Small Business
	Work to be performed
	%

	1. 
	Name
	select	
	

	1. 
	Name
	select	
	

	1. 
	Name
	select	
	

	1. 
	Name
	select	
	

	1. 
	Name
	select	
	

	1. 
	Name
	select	
	

	1. 
	Name
	select	
	

	1. 
	Name
	select	
	

	1. 
	Name
	select	
	

	1. 
	Name
	select	
	





End of Attachment 3-C

[bookmark: _Toc464473990][bookmark: _Toc475091619][bookmark: _Toc536611236][bookmark: _Toc536611277]Attachment 3-D	
Boycott of Israel Disclosure


Please note that if any of the following apply to this Solicitation, Contract, or Contractor, then the Offeror shall select the “Exempt Solicitation, Contract, or Contractor” option below:  

· The Solicitation or Contract has an estimated value of less than $100,000; 
· Contractor is a sole proprietorship;
· Contractor has fewer than ten (10) employees; OR
· Contractor is a non-profit organization.

Pursuant to A.R.S. §35-393.01, public entities are prohibited from entering into contracts “unless the contract includes a written certification that the company is not currently engaged in, and agrees for the duration of the contract to not engage in, a boycott of goods or services from Israel.”  

Under A.R.S. §35-393:

1. "Boycott" means engaging in a refusal to deal, terminating business activities or performing other actions that are intended to limit commercial relations with entities doing business in Israel or in territories controlled by Israel, if those actions are taken either:

(a) Based in part on the fact that the entity does business in Israel or in territories controlled by Israel.
(b) In a manner that discriminates on the basis of nationality, national origin or religion and that is not based on a valid business reason.
2. "Company" means an organization, association, corporation, partnership, joint venture, limited partnership, limited liability partnership, limited liability company or other entity or business association, including a wholly owned subsidiary, majority-owned subsidiary, parent company or affiliate, that engages in for-profit activity and that has ten or more full-time employees.

…

5. "Public entity" means this State, a political subdivision of this State or an agency, board, commission or department of this State or a political subdivision of this State.

The certification below does not include boycotts prohibited by 50 United States Code Section 4842 or a regulation issued pursuant to that section.  See A.R.S. §35-393.03. 

In compliance with A.R.S. §§35-393 et seq., all offerors must select one of the following:

	The Company submitting this Offer does not participate in, and agrees not to participate in during the term of the contract, a boycott of Israel in accordance with A.R.S. §§35-393 et seq. I understand that my entire response will become public record in accordance with A.A.C. R2-7-C317.

	The Company submitting this Offer does participate in a boycott of Israel as described in A.R.S. §§35-393 et seq. 

	Exempt Solicitation, Contract, or Contractor.  

Indicate which of the following statements applies to this Contract: 

		 Solicitation or Contract has an estimated value of less than $100,000; 
		 Contractor is a sole proprietorship; 
		 Contractor has fewer than ten (10) employees; and/or 
		 Contractor is a non-profit organization.


	
	
	

	Company Name
	
	Signature of Person Authorized to Sign

	
	
	

	Address
	
	Printed Name

	
	
	

	City
	State
	Zip
	
	Title



End of Attachment 3-D
[bookmark: _Toc448286639][bookmark: _Toc449901684][bookmark: _Toc425498222]
[bookmark: _Toc536611237][bookmark: _Toc536611278][bookmark: s1c_4]Attachment 4	
Pricing Sheet


	Pricing must be shown in the EXCEL sheet(s) titled as shown below:

	

	1. The following EXCEL document(s) has/have been provided for Offeror’s completion and submission - titled as follows:

	ATTACHMENT 4 PRICING SHEET 

	
INSTRUCTIONS:

	Only fill out the worksheets for a particular category if you wish to be considered for a contract award in that category AND if you have submitted a response to all questions and criteria related to that category in your proposal.  As some Purchasing Entities can only use certain types of pricing models, you MUST submit both a Maximum Markup on Reseller's Invoiced Cost AND a Minimum Discount Off Manufacturer's Suggested Retail Price (MSRP) for each subcategory line item.

Please complete all GREEN and YELLOW fields in each worksheet, as well as the Hourly Rate fields for specific services. If you have any questions or concerns regarding this cost proposal form, please submit a question during this RFP’s question and answer period. Any deviation from this format may result in disqualification of your proposal.

NOTE: Any formulas entered into this form have been entered as a COURTESY ONLY, and it is solely the responsibility of each Offeror to ensure that all information entered into this spreadsheet--including mathematical calculations--are complete and accurate.


	

	You must complete at least one (1) Optional Line Item or all Required Line Items in the Items (F) tab in APP in order for your Offer to be considered. 


	

	





End of Attachment 4

[bookmark: _Toc448286640][bookmark: _Toc449901685][bookmark: _Toc536611238][bookmark: _Toc536611279][bookmark: s1c_5a]Attachment 5-A	
Confidential Information Designation
All materials submitted as part of a response to a solicitation are subject to Arizona public records law and will be disclosed if there is an appropriate public records request at the time of or after the award of the contract.  Recognizing there may be materials included in a solicitation response that are proprietary or a trade secret, a process is set out in A.A.C. R2-7-103 (copy attached) that will allow qualifying materials to be designated as confidential and excluded from disclosure.  For purposes of this process the definition of “trade secret” will be the same as that set out in A.A.C. R2-7-101(52).
Complete this form return it with your Offer along with the appropriate supporting information to assist State in making its determination as to whether any of the materials submitted as part of your Offer should be designated confidential because the material is proprietary or a trade secret and therefore not subject to disclosure.
STATE WILL NOT CONSIDER ANY MATERIAL IN YOUR OFFER “CONFIDENTIAL” UNLESS DESIGNATED ON THIS FORM.
Check one of the following – if neither is checked, State will assume that as equivalent to “DOES NOT”:
	
	This response DOES NOT contain proprietary or trade secret information. I understand that my entire response will become public record in accordance with A.A.C. R2-7-C317.

	
	This response DOES contain trade secret information because it contains information that:
1. Is a formula, pattern, compilation, program, device, method, technique or process, AND
Derives independent economic value, actual or potential, from not being generally known to, and not being readily ascertainable by proper means by, other persons who can obtain economic value from its disclosure or use; AND
Is the subject of efforts by myself or my organization that are reasonable under the circumstances to maintain its secrecy.


NOTE: Failure to attach an explanation may result in a determination that the information does not meet the statutory trade secret definition. All information that does not meet the definition of trade secret as defined by A.A.C. R2-7-101(52) will become public in accordance with A.A.C. R2-7-C317. State may make its own determination on materials in accordance with A.A.C. R2-7-103.
If State agrees with Offeror’s designation of trade secret or confidentiality and the determination is challenged, the undersigned hereby agrees to cooperate and support the defense of the determination with all interested parties, including legal counsel or other necessary assistance.
By submitting this response, Offeror agrees that the entire Offer, including confidential, trade secret and proprietary information may be shared with an evaluation committee and technical advisors during the evaluation process.  Offeror agrees to indemnify and hold State, its agents and employees, harmless from any claims or causes of action relating to State’s withholding of information based upon reliance on the above representations, including the payment of all costs and attorney fees incurred by State in defending such an action.
	x	
	

	Offeror Company Name
	
	Signature of Authorized Person

	x	
	x
	Address
	
	Printed Name

	x	
	x
	City
	State
	Zip
	
	Title


[bookmark: _Toc446601535]End of Attachment 5-A




Copy of A.A.C. R2-7-103 [Confidential Information] 
as was current at time of Solicitation issuance
Provided for reference only
A.	If a person wants to assert that a person's offer, specification, or protest contains a trade secret or other proprietary information, a person shall include with the submission a statement supporting this assertion. A person shall clearly designate any trade secret and other proprietary information, using the term "confidential". Contract terms and conditions, pricing, and information generally available to the public are not considered confidential information under this Section. 
B.	Until a final determination is made under subsection (C), an agency chief procurement officer shall not disclose information designated as confidential under subsection (A) except to those individuals deemed by an agency chief procurement officer to have a legitimate state interest. 
C.	Upon receipt of a submission, an agency chief procurement officer shall make one of the following written determinations: 
1.	The designated information is confidential and the agency chief procurement officer shall not disclose the information except to those individuals deemed by the agency chief procurement officer to have a legitimate state interest; 
2.	The designated information is not confidential; or 
3.	Additional information is required before a final confidentiality determination can be made. 
D.	If an agency chief procurement officer determines that information submitted is not confidential, a person who made the submission shall be notified in writing. The notice shall include a time period for requesting a review of the determination by the state procurement administrator. 
E.	An agency chief procurement officer may release information designated as confidential under subsection (A) if: 
1.	A request for review is not received by the state procurement administrator within the time period specified in the notice; or 
2.	The state procurement administrator, after review, makes a written determination that the designated information is not confidential. 
- - -
1. 
[bookmark: _Toc448286641][bookmark: _Toc449901686][bookmark: _Toc536611239][bookmark: _Toc536611280][bookmark: _Toc430959246][bookmark: s1c_5b]Attachment 5-B	
Conformance Statements
(When taking exceptions, Attachment 5-B and supplements must be uploaded as a separate word doc. file titled “Attachment 5-B”.)
STATE WILL NOT CONSIDER ANY EXCEPTIONS UNLESS DESIGNATED ON THIS FORM.
Read paragraph 6.8 of the Instructions to offerors before taking any exceptions – taking exceptions can be grounds for state rejecting or down-grading your offer in evaluation.
CONFORMANCE TO the Instructions:
(Part 3 of the Solicitation)
Check one of the following – if neither is checked, State will assume that as equivalent to “YES”:
	
	YES – Offeror acknowledges that it has read and understands the Instructions to Offerors in Section 3-A of the Solicitation Documents and attests that its Offer complies.

	
	NO – Offeror acknowledges that it has read and understands the Instructions to Offerors in Section 3-A of the Solicitation Documents, and attests that its Offer complies with both EXCEPT FOR the exceptions listed in Attachment 5-B Supplement 1.


CONFORMANCE TO the Scope and pricing Documents:
(Part 2 of the Solicitation)
Check one of the following – if neither is checked, State will assume that as equivalent to “YES”:
	
	YES – Offeror acknowledges that it has read and understands the Scope Document and the Pricing Document in Part 2 of the Solicitation Documents and attests that its Offer complies with both.

	
	NO – Offeror acknowledges that it has read and understands the Scope Document and the Pricing  Document in Part 2 of the Solicitation Documents and attests that its Offer complies with both EXCEPT FOR the exceptions listed in Attachment 5-B Supplement 2.


CONFORMANCE TO the Contract Terms and Conditions:
(Part 2 of the Solicitation)
Check one of the following – if neither is checked, State will assume that as equivalent to “YES”:
	
	YES – Offeror acknowledges that it has read and understands the Special Terms and Conditions and the Uniform Terms and Conditions, along with their respective Exhibits and Appendices, in Part 2 of the Solicitation Documents and attests that its Offer complies with both.

	
	NO – Offeror acknowledges that it has read and understand the Special Terms and Conditions and the Uniform Terms and Conditions, along with their respective Exhibits and Appendices in Part 2 of the Solicitation Documents and attests that its Offer complies with both EXCEPT FOR the exceptions listed in Attachment 5-B Supplement 3.




ATTACHMENT 5-B Supplement No. 1: 
Exceptions to Instructions

	Article / Paragraph or Exhibit Reference
	Proposed Changes / Alternate Language
	RFP Language (Copy and Paste from Solicitation)

	Section 3-A: Instructions to Offerors

	x
	X Exception:


X Rationale:  

	x

	x
	X Exception:


X Rationale:

	x

	x
	 X Exception:


X Rationale:

	x

	





	Company Name
	
	Signature of Person Authorized to Sign



[bookmark: _Toc448286642]ATTACHMENT 5-B Supplement No. 2:
Exceptions to Scope of Work and Pricing

	Article / Paragraph or Exhibit Reference
	Proposed Changes / Alternate Language
	RFP Language (Copy and Paste from Solicitation)

	Section 2-A: Scope of Work 

	x
	X Exception:


X Rationale:  

	x

	x
	X Exception:


X Rationale:  

	x

	x
	X Exception:


X Rationale:  

	x

	Section 2-B: Pricing Document

	x
	X Exception:


X Rationale:  

	x

	x
	X Exception:


X Rationale:  

	x

	




	Company Name
	
	Signature of Person Authorized to Sign



ATTACHMENT 5-B Supplement No. 3:
Exceptions to Contract Terms & Conditions

	Article/ Paragraph or Exhibit Reference
	Proposed Changes / Alternate Language
	RFP Language (Copy and Paste from Solicitation)

	Section 2-C: Special Terms & Conditions

	x
	X Exception:

X Rationale:  
	x

	x
	X Exception:

X Rationale:  

	x

	x
	X Exception:

X Rationale:  

	x

	

	Article/ Paragraph or Appendix Reference
	Proposed Changes / Alternate Language
	RFP Language (Copy and Paste from Solicitation)

	Section 2-D: Uniform Terms & Conditions

	x
	X Exception:

 Rationale:  

	x

	x
	X Exception:

X Rationale:  

	x

	



	Company Name
	
	Signature of Person Authorized to Sign


End of Attachment 5-B

[bookmark: _Toc536611240][bookmark: _Toc536611281]Attachment 5-C	
Letter of Insurability

The Offeror shall provide a Letter of Insurability from your Insurance company as a proof that the Offeror currently possesses the required insurance as stated in the Section 6.2 of Special Terms and Conditions or the Offeror is able to obtain the required Minimum Scope and Limits of Insurance should a contract be awarded to them.
The Letter of Insurability (and any additional letters) should be clearly marked as 
Attachment 5 –C Supplement Insurance
NOTE:  If Awarded a Contract, The Offeror shall provide a Certificate of Insurance (e.g. ACORD forms) and associated policy endorsement(s) prior to beginning service(s) under the Contract. 






End of Attachment 5-C

[bookmark: _Toc536611241][bookmark: _Toc536611282]Attachment 5-D	



RESERVED

End of Attachment 5-D


[bookmark: _Toc536611242][bookmark: _Toc536611283]Attachment 5-E	
Offer Checklist
STATE MAY DETERMINE YOUR PROPOSAL IS NON-RESPONSIVE IF YOU DO NOT submit all Attachments.

	
	DOCUMENT
	SUBMITTED

	1. 
	Attachment 1:	Offer and Acceptance Form
	|_| YES	|_| no

	1. 
	Attachment 2-A:	Experience and Capacity Questionnaire 
	|_| YES	|_| no

	1. 
	Attachment 2-B:	Organization Profile
	|_| YES	|_| no

	1. 
	Attachment 3-A:	Method Proposal
	|_| YES	|_| no

	1. 
	Attachment 3-B:	Key Personnel Proposal
	|_| YES	|_| no

	1. 
	Attachment 3-C:	Proposed Subcontractors
	|_| YES	|_| no

	1. 
	Attachment 3-E:	Israel Boycott Disclosure 
	|_| YES	|_| no

	1. 
	Attachment 4:	Pricing Sheets
	|_| YES	|_| no

	1. 
	Attachment 5-A:	Confidential Information Designation
	|_| YES	|_| no

	1. 
	Attachment 5-B:	Conformance Statements
	|_| YES	|_| no

	1. 
	Attachment 5-C:   Letter of Insurability
	|_| YES	|_| no

	1. 
	Attachment 5-D:	Reserved
	|_| YES	|_| no

	1. 
	Attachment 5-E:	Offer Checklist
	|_| YES	|_| no



End of Attachment 5-E
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