RFP Instruction
Enter prompted information in the red font. Once entered change the font color to black or heading color.
When finalizing RFP, remove any notes highlighted in blue within the RFP that provides guidance. 
If there is an update to layout be sure to update section references made throughout the RFP.
There may be some section(s) that may need to removed or added; therefore, be consistent in formatting labels and content.
Federal Certification: Insert the Certification language. Make sure there are page breaks between different certifications and Names entered as page titles. Tip: To insert a hard page break – At the same time hit the Ctrl and Enter key. 


To update the Table of Contents: Move your mouse towards the top of the Table of Contents, then it will change to a gray color. With the mouse at the upper left-hand corner, click your mouse, then an option box will appear to update the Table of Contents. 
Remove the Instruction page from template when finalizing RFP.
Appendices can be used to provide additional information that will assist proposer to prepare a quality proposal can be attached and referenced in RFP. However, it is best to have the information stated within the RFP as part of the objectives, scope, and deliverables.

Note: RFP for A&E services, the Brooks Act must be followed. One requirement is a cost proposal cannot be requested. Another is, evaluation is based on qualifications. See the Procurement Section of the SDDOT Subrecipient Manual for more details.
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[bookmark: _Toc123210606]1 GENERAL INFORMATION
[bookmark: _Toc123210605]Sponsoring Agency
[bookmark: _Hlk148685017][bookmark: _Hlk144980128][bookmark: _Hlk144980276]The Enter Agency Name (Enter Agency Acronym) is the issuing office for this document and all subsequent addenda relating to it. Unless the names of specific agencies are needed for clarity, the term “Agency” in this RFP refers to the Enter Agency Acronym, other selected agencies. 
Enter Agency Acronym provides services without regard to race, color, gender, religion, national origin, age, or disability, according to the provisions contained in South Dakota Codified Law (SDCL) 20-13, Title VI of the Civil Rights Act of 1964, the Rehabilitation Act of 1973, as amended, the Americans with Disabilities Act of 1990 and Executive Order 12898, Federal Actions to Address Environmental Justice in Minority Populations and Low-Income Populations, 1994. Any person who has questions concerning this policy or who believes he or she has been discriminated against should contact the Department’s Civil Rights Office at (605)773-3540.
Purpose of Request for Proposal (RFP)
[bookmark: _Hlk144992567]Enter Agency Acronym seeks proposers with the necessary experience, knowledge, and qualifications to develop a Enter purpose Enter General scope language to support the purpose of procurement. Enter how the plan, study, work, etc. will be used and by who. 
Budget and Period of Performance
Maximum Budget: Enter amount Only include this information if there is a budget limit for the project. If there is no budget limit take the word budget out of the heading.
Duration:	Enter the proposed time period to complete project. Ex: 8 months to complete or 7/30/2025 complete.
Anticipated Start Date: Enter Date
[bookmark: _Toc123210610]Proposer Eligibility
[bookmark: _Hlk144992956]Enter Agency Acronym solicits proposals from colleges, universities, research institutes, foundations, consultants, federal, state, and local agencies, and others with demonstrated capability and experience in the subject area. Update the language highlighted in blue to fit to the RFP conducting. 
No proposal will be accepted from, and no contract will be awarded to any person, firm or corporation that is in arrears upon any obligations to the Enter Agency Acronym or that otherwise may be deemed irresponsible or unreliable by the Enter Agency Acronym.
The proposer must be registered with the South Dakota Secretary of State to conduct business within the State of South Dakota prior to execution of a contract.
Important: All proposers submitting proposals must have a Unique Entity Identifier (UEI) and be registered on SAM.gov. Failure to provide a UEI or failure to register in SAM.gov will disqualify you from consideration. Please allow up to 3 weeks for SAM.gov processing. You must be registered in SAM.gov and have an UEI before the award date to be eligible for award. 
Registering on SAM.gov is FREE. For information on registering for SAM.gov please click here: https://sam.gov/content/home
Proposal Process
1.5.1 	Procurement Schedule
This procurement will follow the schedule defined in the following table. 
	Activity
	End Date & Time
	RFP Section

	RFP Publication
	Enter Date
	Enter Section number

	Deadline for submission of written inquiries
	Enter Date
	Enter Section number

	Agency responses to Proposer questions
	Enter Date
	

	Proposal submission to Agency
	Enter Date, time, and time zone
	Enter Section number

	Evaluation of proposals to determine short list (if required)
	Enter Date
	Enter Section number

	Demonstrations, presentation, discussions (if required)
	Enter Date
	Enter Section number

	Contract award
	Enter Date
	Enter Section number


0. [bookmark: _Ref129879101]Request for Proposal
This document constitutes the complete RFP for this project. The RFP reference number Enter RFP # must be referred to on all proposals, correspondence, and documentation relating to this RFP.
[bookmark: _Ref129879154]Proposer Inquiries
Proposer and their agents (including subcontractors, employees, consultants, or anyone acting on their behalf) may email inquiries concerning this RFP to obtain clarification of requirements. No inquiries will be accepted after the date and time indicated in the Procurement Schedule.
[bookmark: _Hlk143066417]Questions must be sent to Enter contact’s email address by e-mail with the subject line “RFP Number Enter RFP #. Proposers and their agents may not otherwise contact Agency regarding this RFP during the solicitation and evaluation process. Inappropriate contact is grounds for suspension or exclusion from this procurement. 
The Agency will respond to Proposer’s inquiries (if required) by email. All inquiries and the Agency’s response will be posted on the agency’s website.
Proposers will be notified on the Agency’s website regarding any modifications to this RFP. Proposers may not rely on any other statements, either written or verbal, that alter any specification, term, or condition of this RFP.
[bookmark: _Toc123210612][bookmark: _Ref129875634][bookmark: _Hlk102111747]Proposal Submission
All proposals must be received by the Enter Agency Acronym by the date and time indicated in the Schedule of Activities. Proposals received after the deadline will be late and ineligible for consideration.
Proposals must be signed in ink by an officer of the Proposer legally authorized to bind the Proposer to the proposal. Proposals that are not properly signed may be rejected.
The Proposer must submit an original hard copy and flash drive of the proposal. Proposer may not send the electronic copy of the proposal via email. 
The cost proposal must be in a separate sealed envelope labeled “Cost Proposal” and marked with the RFP number and title. The words “Sealed Proposal Enclosed” must be prominently displayed on the outside of the shipping container. Delete this paragraph if not requesting a Cost Proposal such as when RFP is for A&E services.
Proposals should be labeled in capital letters as follows:
	REQUEST FOR PROPOSAL #:
	Enter RFP number

	PROPOSAL DUE:
	Enter Date, time, and time zone

	BUYER: 
	ENTER THE AUTHORIZED PERSON FROM AGENCY

	
	ENTER AUTHORIZED PERSON’S TITLE

	
	ENTER AGENCY NAME

	
	ENTER OFFICE OR OTHER INFORMATION FOR ADDRESSING

	
	ENTER ADDRESS

	
	ENTER CITY, ENTER STATE, ENTER ZIP CODE


Proposal Format
The proposal must adhere to the format prescribed in Proposal Format Section of this RFP. 
[bookmark: _Toc131069544][bookmark: _Toc132285682][bookmark: _Toc132286123][bookmark: _Toc132287247][bookmark: _Toc132287847]Modification or Withdrawal of Proposals
Proposals may be modified or withdrawn by the Proposer prior to the submission deadline. No oral, telephonic, or facsimile responses or modifications to informal, formal bids, or RFPs will be considered.
[bookmark: _Ref129879253]Proposal Evaluation
[bookmark: _Hlk144993573]Proposals will be evaluated by staff of the Enter Agency Acronym and a technical panel knowledgeable of the subject. 
Enter Agency Acronym Conflict of Interest Policy
Enter the agency’s Conflict of Interest Policy stated in the agency’s procurement policy. 
Comparative Assessment
After determining that a proposal satisfies the requirements stated in the Request for Proposal, the evaluators will use subjective judgment to conduct a comparative assessment of the proposal by considering:
· requirements of the RFP
· commitment and ability to accomplish the work within prescribed time and budget.
· experience and reliability of the proposer’s organization
· qualifications of the personnel proposed to perform the work, whether from the proposer organization or from a subcontractor 
· specialized expertise, capability, and technical competence to meet the project requirements as demonstrated by the proposed approach and methodology. 
· resources available to perform the work, including any specialized services, within the specified time limits for the project.
· record of past performance, including price and cost data from previous projects, quality of work, ability to meet schedules, cost control, and contract administration.
· availability to the project locale 
· familiarity with the project locale
· proposed project management techniques.
· ability and proven history in handling special project constraints 
· Can add to this list
It is the proposer's sole responsibility to submit information related to the evaluation categories. The Enter Agency Acronym is under no obligation to solicit such information if it is not included with the proposal. The proposer’s failure to submit such information may adversely affect the evaluation of the proposal.
[bookmark: _Ref129876534]Supplemental Information
The Enter Agency Acronym may require or invite additional information after proposals are submitted.
Presentation/Demonstrations
The Enter Agency Acronym may require a presentation or demonstration by a Proposer to clarify a proposal. However, the Enter Agency Acronym may award a contract based on the initial proposals received without a presentation or demonstration. If presentations or demonstrations are required, they will be made at the Proposer’s expense.
Discussions 
The Enter Agency Acronym may invite the proposer to have engage in discussions after the proposals have been submitted. Discussions will be made at the proposer’s expense.
Financial Statement
The Enter Agency Acronym may require the proposer to submit a copy of its most recent audited financial statements. 
[bookmark: _Ref129876553][bookmark: _Ref129946964]Negotiations and Award
This procurement is a Request for Proposal/Competitive Negotiation process. Each proposal will be evaluated, and each Proposer will be available for negotiation discussions and meetings at Enter Agency Acronym’s request. Enter Agency Acronym reserves the right to negotiate any component of any proposal submitted. From the time the proposals are submitted until formal award of a contract, all proposals and negotiation discussions will be considered confidential. 
Enter Agency Acronym and the highest ranked proposer will mutually discuss and refine the scope of work and negotiate terms, including compensation and performance schedule. If the agency and the highest ranked proposer are unable to negotiate a contract at a fair and reasonable compensation level, Enter Agency Acronym will, either orally or in writing, terminate negotiations with the proposer. The agency may then negotiate with the next highest ranked proposer. The negotiation process may continue through successive proposers, according to proposal ranking, until an agreement is reached, or the contracting process terminates.
Best and Final Offers
The Enter Agency Acronym reserves the right to request best and final offers. The Enter Agency Acronym will initiate the request for best and final offers; they may not be initiated by a proposer. Best and final offers may not be necessary if the Enter Agency Acronym is satisfied with the proposals received. 
If best and final offers are sought, the Enter Agency Acronym will select the proposers to be notified and ask them to submit their best and final offers. Requests will identify specific areas to be covered and the response deadline. Conditions, terms, or price of the proposal may be altered, provided the changes are within the scope of this Request for Proposal and the instructions contained in the request for best and final offer. If a Proposer does not submit a best and final offer or a notice of withdrawal, the Proposer’s previous proposal will be considered its best and final proposal. After best and final offers are received, final evaluations will be conducted.
Rejection, Waiver, and Award
[bookmark: _Hlk145407300]The Enter Agency Acronym reserves the right to reject any or all proposals, waive technicalities, and make award(s) as deemed to be in the best interest of Enter Agency Acronym.
Protest Procedures
Enter the Agency’s protect procedures as stated in the agency’s approved procurement policy. 
[bookmark: _Ref132351445]Required Certifications
[bookmark: _Hlk131068086]By signing and submitting its proposal, the proposer certifies its compliance with the following administrative requirements of the State of South Dakota. 
[bookmark: _Toc123210614]Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion 
By signing and submitting its proposal, the Vendor certifies that neither it nor its principals are presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation by any Federal department or agency from transactions involving the use of Federal funds. If the Vendor is unable to certify any of the statements in this certification, the Vendor will attach an explanation to its proposal.
Non-Discrimination Statement
The State requires all contractors, vendors, and suppliers doing business with the State to provide a statement of non-discrimination. By signing and submitting its proposal, the Vendor certifies that it does not discriminate in its employment practices with regard to race, color, creed, religion, age, sex, ancestry, national origin, or disability.
[bookmark: _Toc111795369][bookmark: _Toc123210615]Restriction of Boycott of Israel 
By submitting a response to this solicitation or agreeing to contract with the State, contractors, vendors, suppliers, or subcontractors with five (5) or more employees who enter into a contract with the State of South Dakota that involves the expenditure of one hundred thousand dollars ($100,000) or more, agree that the following information is correct: 
The bidder or vendor, in preparing its response or offer or in considering proposals submitted from qualified, potential vendors, suppliers, and subcontractors, or in the solicitation, selection, or commercial treatment of any vendor, supplier, or subcontractor, has not reused to transact business activities, has not terminated business activities, and has not taken other similar actions intended to limit its commercial relations, related to the subject matter of the bid or offer, with a person or entity on the basis of Israeli national origin, or residence or incorporation in Israel or its territories, with the specific intent to accomplish a boycott or divestment of Israel in a discriminatory manner. It is understood and agreed that, if this certification is false, such false certification will constitute grounds for the State to reject the bid or response submitted by the bidder or vendor on this project and terminate any contract awarded based on the bid or response. The successful bidder or vendor further agrees to provide immediate written notice to the contracting executive branch agency if during the term of the contract it no longer complies with this certification and agrees such noncompliance may be grounds for contract termination.

2 STANDARD CONTRACT TERMS AND CONDITIONS
(Agency review this section’s content and edit as necessary to fit policies and project.) Remove this statement before solicitation.
Any contract or agreement resulting from this RFP will include the Enter Agency Acronym standard terms and conditions listed below, along with any additional terms and conditions negotiated by the parties.
2.1 The Contractor will perform those services described in the Scope of Work, attached hereto as Section 3 of the RFP and by this reference incorporated herein.
2.2 [bookmark: _Hlk106193534]The Contractor’s services under this Agreement will start on date determined by both parties and will be automatically renewed annually, unless terminated sooner pursuant to the terms hereof.
2.3 The Contractor will not use Agency’s equipment, supplies or facilities. The Contractor will provide the Agency with its Employer Identification Number, Federal Tax Identification Number or Social Security Number upon execution of this Agreement. 
2.4 [bookmark: _Hlk106193575]The Agency will make payment for services upon satisfactory completion of the services. The TOTAL CONTRACT AMOUNT will be determined after contract negotiation. The Agency will not pay Contractor's expenses as a separate item. Payment will be made pursuant to itemized invoices submitted with a signed authorization. Payment will be made consistent with agreement.
2.5 The Contractor agrees to indemnify and hold the Agency, its officers, agents, and employees, harmless from and against any and all actions, suits, damages, liability, or other proceedings that may arise as the result of performing services hereunder. This section does not require the Contractor to be responsible for or defend against claims or damages arising solely from errors or omissions of the Agency, its officers, agents, or employees.
2.6 The Contractor, at all times during the term of this Agreement, will obtain and maintain in force insurance coverage of the types and with the limits as follows:
A. Commercial General Liability Insurance:
The Contractor will maintain occurrence based commercial general liability insurance or equivalent form with a limit of not less than $1 million for each occurrence. If such insurance contains a general aggregate limit, it will apply separately to this Agreement or be no less than two times the occurrence limit.
B. Professional Liability Insurance or Miscellaneous Professional Liability Insurance:
The Contractor agrees to procure and maintain professional liability insurance or miscellaneous professional liability insurance with a limit not less than $1 million.
C. Business Automobile Liability Insurance:
The Contractor will maintain business automobile liability insurance or equivalent form with a limit of not less than $1 million for each accident. Such insurance will include coverage for owned, hired, and non-owned vehicles.
D. Workers’ Compensation Insurance:
The Contractor will procure and maintain workers’ compensation and employers’ liability insurance as required by South Dakota law.
Before beginning work under this Agreement, Contractor will furnish the Agency with properly executed Certificates of Insurance which will clearly evidence all insurance required in this Agreement. In the event a substantial change in insurance, issuance of a new policy, cancellation or nonrenewal of the policy, the Contractor agrees to provide immediate notice to the Agency and provide a new certificate of insurance showing continuous coverage in the amounts required. Contractor will furnish copies of insurance policies if requested by the Agency.
2.7 While performing services hereunder, the Contractor is an independent contractor and not an officer, agent, or employee of the Agency.
2.8 Contractor agrees to report to the Agency any event encountered in the course of performance of this Agreement which results in injury to the person or property of third parties, or which may otherwise subject Contractor or the Agency to liability. Contractor will report any such event to the Agency immediately upon discovery.
Contractor’s obligation under this section will only be to report the occurrence of any event to the Agency and to make any other report provided for by their duties or applicable law. Contractor’s obligation to report will not require disclosure of any information subject to privilege or confidentiality under law (e.g., attorney-client communications). Reporting to the Agency under this section will not excuse or satisfy any obligation of Contractor to report any event to law enforcement or other entities under the requirements of any applicable law.
2.9 This Agreement may be terminated by either party hereto upon thirty (30) days written notice. In the event the Contractor breaches any of the terms or conditions hereof, this Agreement may be terminated by the Agency at any time with or without notice. If termination for such a default is affected by the Agency, any payments due to Contractor at the time of termination may be adjusted to cover any additional costs to the Agency because of Contractor’s default. Upon termination the Agency may take over the work and may award another party an agreement to complete the work under this Agreement. If after the Agency terminates for a default by Contractor it is determined that Contractor was not at fault, then the Contractor will be paid for eligible services rendered and expenses incurred up to the date of termination.
2.10 This Agreement may not be assigned without the express prior written consent of the Agency. This Agreement may not be amended except in writing, which writing will be expressly identified as a part hereof and be signed by an authorized representative of each of the parties hereto.
2.11 The Contractor will comply with all federal, state, and local laws, regulations, ordinances, guidelines, permits and requirements applicable to providing services pursuant to this Agreement, and will be solely responsible for obtaining current information on such requirements.
2.12 The Contractor may not use subcontractors to perform the services described herein without the express prior written consent of the Agency. The Contractor will include provisions in its subcontracts requiring its subcontractors to comply with the applicable provisions of this Agreement, to indemnify the Agency, and to provide insurance coverage for the benefit of the Agency in a manner consistent with this Agreement. The Contractor will cause its subcontractors, agents, and employees to comply, with applicable federal, state, and local laws, regulations, ordinances, guidelines, permits and requirements and will adopt such review and inspection procedures as are necessary to assure such compliance.
2.13 Contractor hereby acknowledges and agrees that all reports, plans, specifications, technical data, miscellaneous drawings, software system programs and documentation, procedures, or files, operating instructions and procedures, source code(s) and documentation, including those necessary to upgrade and maintain the software program, and all information contained therein provided to the Agency by the Contractor in connection with its performance of services under this Agreement will belong to and is the property of the Agency and will not be used in any way by the Contractor without the written consent of the Agency. Papers, reports, forms, software programs, source code(s) and other material which are a part of the work under this Agreement will not be copyrighted without written approval of the Agency.
2.14 The Contractor certifies that neither Contractor nor its principals are presently debarred, suspended, proposed for debarment or suspension, or declared ineligible from participating in transactions by the federal government or any state or local government department or agency. Contractor further agrees that it will immediately notify the Agency if during the term of this Agreement Contractor or its principals become subject to debarment, suspension, or ineligibility from participating in transactions by the federal government, or by any state or local government department or agency.
2.15 In the event that any court of competent jurisdiction will hold any provision of this Agreement unenforceable or invalid, such holding will not invalidate or render unenforceable any other provision hereof.
2.16 All other prior discussions, communications and representations concerning the subject matter of this Agreement are superseded by the terms of this Agreement, and except as specifically provided herein, this Agreement constitutes the entire agreement with respect to the subject matter hereof.
[bookmark: _Ref129861052][bookmark: _Toc123210625][bookmark: _Ref129618068][bookmark: _Hlk102112262][bookmark: _Hlk129685951]Add any other specific contract Standards required for the Procuring Agency.
3 SCOPE OF WORK
The scope of work consists of a series of Enter Number tasks serving Enter Number main objectives. The Enter link to any requirement references for work. Such as FTA circular must be adhered to in the development of the Enter Name of Procurement.
3.1 Enter Objective 1
1. List out the specific tasks for object 1. Using a numbering sequence.
2. List out the specific tasks for object 1. Using a numbering sequence.
3. There is no limit to the number of tasks per objective. Use to spell out what is needed to complete the project being procured. 
4. Copy the heading formats for additional objectives added. 
5. The tasks can have deliverable within and then identified separately under the Deliverables section or you can put them just in the Deliverables section. 
3.2 Enter Objective 2
6. List out the specific tasks for object 1. Using a numbering sequence.
7. List out the specific tasks for object 1. Using a numbering sequence.
8. There is no limit to the number of tasks per objective. Use to spell out what is needed to complete the project being procured. 
9. [bookmark: _Hlk145408817]Copy the heading formats for additional objectives added. 
10. The tasks can have deliverable within and then identified separately under the Deliverables section or you can put them just in the Deliverables section. 
[bookmark: _Ref129882042][bookmark: _Hlk123650348]4 PROJECT DELIVERABLES
[bookmark: _Ref129938594]4.1 	Deliverables
The Contractor will provide the following deliverables in electronic format, using Microsoft® Word (.docx), PowerPoint (.pptx), or Excel (.xlsx), and Adobe® Portable Document Format (.pdf) for text products and ESRI-compatible file formats for discrete map products. Update this paragraph to the specific of the agency.

	Deliverable
	Task
	Description

	Enter Number
	Enter Number as it relates to above task.
	Enter deliverable description.

	Enter Number
	Enter Number as it relates to above task.
	Enter deliverable description.

	Enter Number
	Enter Number as it relates to above task.
	Enter deliverable description.

	Enter Number
	Enter Number as it relates to above task.
	Add as many table rows as needed to list out all the deliverables. 


4.2 Payment for Deliverables
Payment will be made upon Agency’s acceptance of key project deliverables. Add specific requirements and payment schedules. Can also use a table like below to outline the deliverables and payments. If the payment table below is not used, delete from RFP.
	Deliverable
	Percent of Total Cost

	1
	15%

	2
	15%

	3
	15%

	4
	20%

	5
	10%

	7
	25%

	Total
	100%


[bookmark: _Ref132351869]5 PROPOSAL FORMAT
The proposal will consist of two parts—the Technical Proposal and the separate Cost Proposal. Update this statemen as it applies to the specific RFP. For example, a cost proposal may not be required. The following sections may need to be modified as well.
5.1 Technical Proposal
The Technical Proposal should be prepared simply to concisely demonstrate the Proposer’s ability to satisfy the requirements of the RFP. It must be arranged in order of the sections listed below. Elaborate brochures, sales literature, and other material unnecessary to an effective proposal are not desired.
5.1.1 Title Page
The title page should identify:

· Project title (Enter Procurement Name)
· RFP Number Enter RFP Number
· Submission date
· Name and title of submitter
· Authorized signature
· Company logo (if applicable)
· Company name
· Address
· City, State, and Zip code
· Telephone number
· e-mail address

[bookmark: _Hlk129704741]By signing the title page, the proposer certifies compliance with the administrative requirements of the Agency (see section 1.10).
5.1.2 Table of Contents
The Technical Proposal must include a table of contents referencing page numbers of sections and subsections. All pages must be numbered.
5.1.3 Executive Summary 
The one- or two-page Executive Summary should briefly summarize the Proposer’s proposal. It must identify any requirements that cannot be met by the Proposer. A reader should be able to ascertain the essence of the proposal by reading the executive summary.
Proprietary information requests must be stated in the Executive Summary. The proposal of the successful Proposer becomes public information, but proprietary information such as client lists, and nonpublic financial statements can be protected under limited circumstances. The executive summary must contain specific justification explaining why the information is to be protected.
Proposers must clearly identify in the executive summary and the body of the proposal specific proprietary information they request to be protected. An entire proposal may not be marked as proprietary.
5.1.4 Understanding of the Project 
To demonstrate comprehension of the project, the Proposer should describe their understanding of the purpose and scope of the project, critical success factors, potential problems, and concepts for the deliverables. The Proposer should not simply repeat the wording of the RFP, but rather communicate their own insights regarding the nature and significance of the problem. This section should not exceed two pages.
5.1.5 Objectives
The Objectives section should cite, in order, each of the study’s objectives listed in Section 3 of the Request for Proposal and describe how each will be accomplished. Deviations from the objectives listed in the RFP must be explained and justified.
5.1.6 Work Plan
The Work Plan should cite, in order, each task listed in Section 3 of the Request for Proposal and describe in appropriate detail how each will be performed and contribute to accomplishing the study’s objectives. Deviations from the tasks listed in the RFP must be explained and justified.
The work plan should describe the work and explain how the Proposer will accomplish it. It should describe the technical basis for the work, methodologies to be employed, and technical challenges and means to overcome them. The plan should be complete, providing the greatest level of detail the Proposer’s understanding of the problem permits.
5.1.7 Deliverables
The Deliverables section should describe the content and format each product the Proposer will create during the course of the work. At a minimum, the section must include all the major deliverables required in Section 4. It may include other documents such as meeting notes, progress reports, and working papers.
5.1.8 Schedule
The Schedule section should include when each task of the project will be performed. Planned to begin and ending dates, in terms of elapsed time from project inception, should be listed. The information should be presented in a form that can be converted to actual dates after the project is started. The schedule should allow at least twenty (20) working days for Agency to review technical memoranda and draft reports. Define for each RFP what is to be submitted for review.
5.1.9  Staffing Plan
[bookmark: _Hlk129781101]The Staffing Plan should include narrative that accurately identifies the individuals who will be assigned to the project, explains their roles and responsibilities, both technical and administrative, and describes how their academic and professional qualifications and experience relate to the project. Brief summaries of past accomplishments in the same or closely related problem areas should be cited, but lengthy curricula vitea should be deferred to an appendix to the proposal if they are included at all.
[bookmark: _Hlk129781292]The plan should include a table that lists the number of hours each person will commit to each task and the total number of hours committed to each task and assigned to each person. Names of key professionals should be specified, while support personnel may be identified by classification.
Team members’ current commitments to other work should be described in sufficient detail to permit assessment of their availability to meet the proposal’s commitments. If the use of subcontractors is anticipated, the table should group and subtotal the hours from each subcontractor separately.
The section should include a statement that the level of effort proposed for principal members of the research team will not be changed without the written consent of Agency.
5.1.10 Agency Involvement
This section should describe assistance required from the Agency and partner agencies, such as access to transportation facilities, access to records or data, or interviews. The required level of effort should be quantified as fully as possible.
5.1.11 Quality Management Plan
The Quality Management Plan should describe how the research activity will be managed to ensure the quality of work and deliverables. It should identify management responsibilities of team members and the processes that will be used to prevent, detect, and resolve quality problems. 
In addition, the Quality Management Plan should describe how the quality of technical writing will be ensured and identify specific staff or external resources that will be employed to ensure clarity, accuracy, and proper grammar of all deliverables.
5.1.12 Corporate Qualifications
This section should describe the qualifications of the organizations proposed to perform the work. The section should identify corporate resources, including any specialized services, available to perform the work within the project timeline. Other factors, such as availability to and familiarity with the project locale, corporate knowledge of the subject and experience in similar projects, organizational capacity and stability, and experience in government-sponsored work should be explained.
5.1.13 Relevant Project Experience
This section should describe up to four recent projects related to the subject of this RFP that the Proposer completed.
For each project, the scope of work, project scale, starting and completion dates, and particular challenges and constraints should be described.
The Proposer’s technical and managerial roles and responsibilities for the project should be explained. The outcome of the work, in terms of successfully accomplishing the work on time and within budget, should be described. Litigation or adverse contract action regarding contract performance should be reported.
The project’s principal sponsor should be listed, including company name and contact information, as well as the project manager and contact information. Contact information should include address, phone, and e-mail.
5.1.14 Federal Certifications and Clauses
The chosen proposer and any other contractors involved with this project must each comply with all Federal Certifications and Clauses listed in Section 6 of this RFP.  If any Federal Certification or Clause cannot be met, provide explanation in this section of the proposal. Enter number of Certifications signed statements must be included:
· Enter name of Certification (page Enter the page number of this RFP)
· Do bullet list for all certifications required for specific RFP.
5.2 [bookmark: _Toc131069588][bookmark: _Toc132285726][bookmark: _Toc132286167][bookmark: _Toc132287291][bookmark: _Toc132287891]Cost Proposal
Only include this section if a cost proposal is required or allowed to be requested.
The Cost Proposal must be submitted in a separate sealed envelope labeled “Cost Proposal”. The Cost Proposal will be evaluated independently from the Technical Proposal. 
The Cost Proposal must include a statement confirming the Proposer’s willingness and ability to perform the work described in this RFP for the price being offered. All costs related to the provision of the required services must be included. Agency is tax exempt, and taxes should not be included in the costs.
5.2.1 Cost Summary
The Cost Proposal must present a summary table listing the costs, by cost category, for the prime contractor and all proposed subcontractors. The total proposed cost must be clearly indicated. 
Indirect costs must be substantiated if the proposal is selected. Prior to contract execution, the successful proposer will be required to submit documentation substantiating the basis and rate used to calculate indirect costs by the prime contractor and each of the subcontractors. The items listed in the below table can be modified as it related to RFP.
	Cost Category
	Contractor Name
	Subcontractor Name
	Subcontractor Name
	Total
Proposed Cost

	[bookmark: _Hlk130894997]Wages
	
	
	
	

	Benefits
	
	
	
	

	Travel
	
	
	
	

	Other Costs
	
	
	
	

	Indirect Costs
	
	
	
	

	Total
	
	
	
	


5.2.2 Personal Services
Staffing costs must be listed in separate tables for the prime contractor and each subcontractor. The names of principal investigators and other key professionals should be specified, while support personnel may be identified by classification. Requesting this information is included in RFP if it will be beneficial in evaluating the proposals.
	Name
	Project Role
	Hours
	Hourly
Rate
	Wages

	Benefits
& Indirect Costs
	Total

	 
	 
	 
	 
	
	
	 

	 
	 
	 
	 
	
	
	 

	
	Total
	
	
	 


5.2.3 Travel
Tables must identify proposed travel costs. If the proposal involves subcontractors, include separate tables for the prime contractor and each subcontractor. Requesting this information is included in RFP if it will be beneficial in evaluating the proposals.
	Name
	Destination &
Trip Purpose
	Method of Travel
	Cost
per Trip
	Trips
	Cost

	
	
	
	
	
	

	
	
	
	
	
	

	
	Total
	

	

	Name
	Lodging
	Per Diem
	Total Cost

	
	Rate
	Nights
	Cost
	Rate
	Days
	Cost
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Total
	
	 
	
	 
	 


The Agency requires proposers to accept state lodging and per diem rates, which are found at https://bhr.sd.gov/files/travelrates.pdf.
5.2.4 Other Costs
Other costs must list and described in separate tables for the prime contractor and each subcontractor. Requesting this information is included in RFP if it will be beneficial in evaluating the proposals.
	Description
	Project Purpose
	Cost

	
	
	

	
	
	

	Total
	


6 [bookmark: _Hlt494860507][bookmark: _Toc129679685][bookmark: _Toc129679692][bookmark: _Ref129941441][bookmark: _Toc131069596][bookmark: _Toc132285734][bookmark: _Toc132286175][bookmark: _Toc132287299][bookmark: _Toc132287899]FEDERAL CERTIFICATION AND CLAUSES 
6.1 Enter the name of the Federal Clause 
Insert the clause language.
6.2 Enter the name of the Federal Clause 
Insert as many sections as needed to include all the required clauses.
Tip: Once the clause language is copied into RFP check the formatting to make sure the spacing and formatting is correct.
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