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Commonwealth of Massachusetts

Executive Office for Administration and Finance

Information Technology Division

Commonweatlh of Massachusetts – Information Technology Division

Request for Quotation RFQ ITD - XXX
[MONTH] [DAY], 2010
THIS RFQ AND ALL RESPONSES HERETO INCLUDING THE WINNING BID SHALL BECOME PUBLIC RECORD AS OF THE DATE THE CONTRACT REFERENCED HEREIN IS AWARDED, AND CAN BE OBTAINED FROM THE INFORMATION TECHNOLOGY DIVISION, LEGAL UNIT BY SENDING AN EMAIL TO MICHELLE_BURWELL@STATE.MA.US.  ANY PORTIONS OF A RESPONSE THAT ARE LABELED AS CONFIDENTIAL WILL STILL BE CONSIDERED PUBLIC RECORD.
1. General Procurement Information

Purchasing Department:

Information Technology Division (ITD)
Address:



[ADDRESS] [ROOM/FLOOR] [XXX]



[CITY], Massachusetts [ZIP]
Procurement Contact:

[NAME]
Telephone:



617-XXX-XXXX
E-Mail Address:


[EMAIL]@state.ma.us

RFQ File Number and Title:
RFQ-XXX
This Request for Quotes (RFQ) does not commit the Commonwealth of Massachusetts (Commonwealth) or the Information Technology Division (ITD) to approve a Statement of Work (SOW), pay any costs incurred in the preparation of a bidder’s response to this RFQ or to procure or contract for products or services.  ITD reserves the right to accept or reject any and all proposals received as a result of this RFQ and to contract for some, all or none of the products and services as a result of this RFQ.  ITD further reserves the right to negotiate with any or all qualified bidders and to cancel in part or in its entirety this RFQ if it is in the best interest of ITD or the Commonwealth of Massachusetts to do so. 
ITD reserves the right to amend this RFQ at any time prior to the date the responses are due.  Any such amendment will be posted to the Commonwealth’s procurement website, Comm-PASS.  Bidders are advised to check this site regularly, as this will be the sole method used for notification of changes. 
This RFQ is restricted to vendors on the statewide hardware contract [NUMBER, e.g. ITC16A etc.].

2. Agency

The Information Technology Division (ITD) is responsible for the provision of infrastructure services, development of IT policy, and implementation and oversight of all information technology investments for the Commonwealth and its respective agencies.  In addition, ITD provides the processing and application programming services for many state departments using some of the most advanced hardware and software available. 

3. Description and Purpose of Procurement
a. Background

[Provide a brief, high-level description of the proposed purchase and the reason for the purchase]

b. Description of Requested Goods and Services
On behalf of the Commonwealth of Massachusetts, the Commonwealth’s Information Technology Division (ITD) is issuing this RFQ to obtain the equipment described in Table 1 below:  [provide  chart describing products including configuration and other requirements, example provided below].

TABLE 1
PRODUCTS
[ITD Legal note: users of this template should adjust the column  headings to meet their needs]

	Quantity
	Description of Product
	Unit Price
	Extended Price

	7
	Rapid 7 pre built appliance
	
	

	1
	Console software and licenses
	
	

	7
	Rapid 7 Scan engine software
	
	

	2
	Training sessions for Rapid 7
	
	


In addition, ITD seeks quotes for maintenance for the products listed in Table 1 above for one (1), two (2) and three (3) year periods, as indicated in Table 2 below. 

TABLE 2

MAINTENANCE

[ITD legal note: users of this template should adjust the column headings to meet their needs. ]
Maintenance 
	Product
	1 Year
	3 Years
	4 Years

	Rapid 7 pre built appliance
	
	
	

	Rapid 7 Scan engine software
	
	
	


c. Additional Requirements
[This section may be included if needed to detail any specific requirements, etc.  Please note that for simple hardware procurements, this section is probably not necessary]
4. Order of Precedence

The contract resulting from this RFQ shall consist of the following documents in the following order of precedence:  (1) the Commonwealth’s Terms and Conditions; (2) the Commonwealth’s Standard Form Contract; (3) the Commonwealth’s RFR IT[insert number of statewide contract]; (4) the Bidder’s response thereto; (5) this  Request for Quotes [insert relevant contract number or numbers]; (6) the Bidder’s response hereto;  inclusive of all attachments and modifications subsequent to negotiations between the parties.

5. Event Calendar
All times in this RFQ are Eastern Standard Time.






Event Calendar

	CALENDAR EVENT
	DAY
	DATE 
	TIME

	
	
	
	

	RFQ Posting and Release
	
	
	5:00 PM

	Questions due 
	
	
	5:00 PM

	Answers Posted in Comm-Pass (estimated)
	
	
	5:00 PM

	RFQ Responses Due
	
	
	5:00 PM


Questions must be emailed to [insert contact e-mail] no later than [insert date and time] and the subject line of the e-mail should read RFQ [XX-XX].  It is the bidder’s responsibility to verify the receipt of their questions.

6. Submission Requirements
Interested bidders must submit one (1) electronic copy of the response to the RFQ in Microsoft Word format via e-mail with RFQ-[XX-XX] in the subject line of the e-mail to the Procurement Contact listed above with a copy to Annemarie.kates@state.ma.us. Responses must be received no later than the response due date and time indicated in the Event Calendar above or they will not be evaluated.

7. Bidder Responses

Bidders’ responses should include, at a minimum, the following:

1. A cover letter in which the bidder states that they agree to the terms of this RFQ.
2. A copy of Table 1 above including relevant pricing. 

3. A copy of Table 2 above including relevant pricing.
4. A copy of any relevant warranty, maintenance agreement, technical support description, software license and software maintenance agreement.
5. The timeframe for delivery of the product(s) once a Purchase Order is issued.  Unless otherwise agreed upon by ITD and the successful bidder, all product(s) must be delivered by June 30th of the current Fiscal Year.

6. A valid quote based on items 2 and 3 above that can be used to issue a purchase order.
7. The address and contact information for the person to whom the quote can be sent. 

8. Miscellaneous

By submitting a proposal in response to this RFQ, bidders agree to the following terms:

A.
The Commonwealth will not pay for any costs other than those set forth in the bidder’s response to this RFQ. 
B.
All bids submitted in response to this RFQ must be valid for a minimum of ninety (90) calendar days.  

C.
Extraneous marketing or promotional materials are discouraged and such information will not be factored into the evaluation of vendors
D.
 ITD will not pay any charges not set forth in this response.

9. Review Rights

Responses to this RFQ may be reviewed and evaluated by any person(s) at the discretion of ITD including non-allied and independent consultants retained by ITD now or in the future, for the sole purpose of obtaining an analysis of responses.  Any and all respondents may be asked to further explain or clarify in writing areas of their response during the review process.  ITD retains the right to request further information from respondents.
10.   Evaluation Criteria

The responses to this RFQ will be evaluated based on the criteria listed below.  The criteria are listed in descending order of importance with the most important criteria listed first. The procurement management team reserves the right to remove from further consideration non-responsive bids and those that include attempts by the bidder to alter the Commonwealth’s standard legal terms.

[List relevant criteria in order of importance; list  must correspond with the scoring criteria developed or to be developed by the PMT.  Please note that there will be procurements where the delivery time supersedes the price with respect to the evaluation criteria, in such cases, these two criteria may be reordered.
1. Price

2. Time for delivery







