Department RFR Template Instructions

General Instructions:
Pursuant to Executive Order 533, the Department RFR template is being made available as an optional tool to assist executive branch departments that fall under 801 CMR 21.00 in developing solicitation documents, referred to throughout as Requests for Responses or RFR.  The template itself includes provisions that may apply to various types of contracts; however, each provision is not necessarily required for every procurement.  The template includes requirements that apply to large procurements (greater than $150,000), including the Supplier Diversity Program (SDP) and World Trade Organization (WTO) notice, that are not required for small procurements.  Because the template is primarily intended for large procurements, it does not include Small Business Purchasing Program (SBPP) language.  The chart below highlights the different requirements applicable to Small and Large Procurements:
Applicable requirements to Small and Large Procurements Chart:
	Procurement Level[footnoteRef:1] [1:  Incidental purchases (less than $10,000) are not covered in this document] 

	Small Procurement ($10,000 to $150,000)
	Large Procurement ($150,000 or more)

	Distribution
	Exclusively distributed via posting on Comm-PASS

	Notification
	While notification can be made to all businesses (small and large) that subscribe to a specific Comm-PASS category, the Department should give notice of its intent to award a contract to an SBPP-eligible bidder.
	No additional requirements beyond posting on Comm-PASS.

	Supplier Diversity Program Plan
	Encouraged
	Required

	Written Response
	Unsealed: Department may accept email, fax, postal delivery, personal delivery or online via Comm-PASS.
	Sealed: Must accept either by postal and hand delivery OR online via Comm-PASS. 

	Evaluation
	Evaluate all submissions using established best value criteria. However, if no SBPP bidder bids or there are no SBPP responses  that meet the Department’s requirements, then Department’s may award to a non-SBPP bidder.
	Evaluate all submissions using established best value criteria.






The reference table below provides some basic instruction regarding the applicability of the individual template sections.  As noted at the beginning of the template document:
· Instructions are highlighted in yellow.  
· Suggested Language is highlighted in gray
· Required Components of an RFR are highlighted in Red.
Additional Resources:
OSD’s Procurement Information Center and Associated Policy Guidance:
OSD maintains detailed policy and procurement guidance in the Procurement Information Center (or “PIC”) available through OSD’s website.  These resources are located on OSD’s website at:
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/
Comm-PASS:
For assistance with Comm-PASS navigation or functionality, questions about OSD procurement policies and practices, including Environmentally Preferable Products Program (EPP), the Small Business Purchasing Program (SBPP), the Supplier Diversity Program (SDP) and the Supplier Diversity Office (SDO) procurement programs and training opportunities, contact the Comm-PASS Helpdesk staff at comm-pass@state.ma.us
For Information Technology Purchases: Executive Departments seeking to conduct a procurement for IT products or services should first contact the Information Technology Division’s (ITD) Legal Division for guidance.  ITD has developed a number of excellent tools that are available to Departments to assist in acquiring IT products and services under OSD’s statewide contracts. These include a Request for Information (RFI) Template and instructions, a Request for Quotes (RFQ) for IT Hardware, accessibility language for IT solutions; materials related to Executive Order 504, and a sample Statement of Work. When using IT Bond funds, additional requirements will apply.  
To locate these resources, click on the following link: http://www.mass.gov/anf/research-and-tech/it-pols-stnds-and-guidance/legal-guidance/procurement-forms-and-boiler-plate-lang/




Template Instructions
	Section
	Instructions
	Required?

	Table of Contents
	To update, place cursor in table of contents and hit F9.
	

	1.1 Procurement Scope and Description
	Provide a brief description of the procurement scope/purpose.
	Yes

	1.2 Background
	Provide any relevant background information, as appropriate/necessary.
	No (but helpful to include)

	1.3 Number of awards
	Describe how many contracts will be awarded (i.e., one contractor or multiple contractors).
	Yes

	1.4 Adding Contractors
	Add this language if reserving the right to add additional contractors after the initial contract award.
	No, use if applicable

	1.5  Acquisition Method
	Describe how you will be acquiring the goods/services sought:  
Outright purchase:  immediate ownership;
Rental:  temporary short term use without ownership (up to 6 months);
Tax Exempt Lease Purchase:  Purchase of commodity with financing and ultimate ownership;
Term Lease:  temporary use without ownership for more than 6 months; or
License:  temporary use without ownership of intellectual property or software.
	Yes

	1.6  Contract Duration
	Indicate initial and any renewal term lengths.  This establishes the maximum contract term.  Make sure that your maximum contract term allows for all associated maintenance, repairs, and equipment updates that may be required from the original vendor(s).[footnoteRef:2] [2:  Note:  If additional time beyond the duration of the contract term is needed due to performance and/or payment timeframes that will continue beyond the contract end date, you must include in the RFR the “Performance and Payment Time Frames Which Continue Beyond the Duration of the Contract” language found in the RFR – Other Specifications.] 

	Yes

	1.7 Estimated Value
	Estimated expenditures under the contract.  Anticipated Expenditures and compensation structures must be included in the RFR.
	Yes




	2 Estimated Procurement Calendar
	Insert dates for those sections that apply to the procurement, delete those that are inapplicable.  RFRs must have a stated deadline for responses and procurement calendar. Make sure that dates in the RFR do not conflict with dates on the Comm-PASS Summary Tab for the Solicitation.
	Yes

	2.1 Forum
	Use of online bidder’s forums, physical bidders’ conferences, presentations, site inspections and debriefings are optional.  Use only those portions of Section 2 that apply. 
	No, use if applicable

	3 Specifications
	Performance and contract specifications are required in an RFR; use only those sections that apply and that will clearly articulate what the Department is seeking.
	Yes

	3.4 Environmental Specifications
	Follow the links included in the text for more information about the Environmentally Preferable Products Program (EPP).
	Yes

	3.5 License/Service Agreements
	Use this section only as applicable.
	No, use if applicable

	3.6 Compensation Structure/Pricing
	Use this section to clearly describe all fees associated with the procurement; select only those items that are applicable.
	Yes

	Section 3.7 Supplier Diversity Program (SDP)
	Links to SDP materials are included in the template document.  For additional SDP information, visit OSD’s website and click on the link for the Supplier Diversity Office (SDO) and Supplier Diversity Program (SDP). 
	Yes, if procurement value over $150,000

	Section 4 Other Terms
	Other Terms:  Insert additional terms that may apply to the procurement here.  Some suggestions are included; delete those that are not applicable.
	No, use if applicable

	Section 5  Audit
	Audit language is recommended as a tool to monitor contract compliance.  It does not require that an audit be used, but preserves the right to conduct one.
	No, use if applicable




	Section 6  Evaluation Criteria
	Indicate which bid submission criteria will be scored; Not required to include actual point assessment for each criteria in the RFR; SDP is minimum 10% of total points.
	No

	Section 7  How to Submit a Paper Bid Response
	Alter as needed to describe submission requirements; Departments utilizing electronic bids must insert alternate bid submission instructions. 
	Yes

	Section 8 RFR – Required Specifications
	Part B:  required specifications:  must use all; may use as a separate document.

	Yes

	Section 9 Required Terms for all Information Technology RFRs
	Include in all IT RFRs.
	If applicable

	Section 10 Instructions for Execution and Submission of Commonwealth Standard Forms
	Include in RFRs to assist Bidders in submitting forms.
	No

	Section 11  Glossary
	Include in RFRs to assist Bidders in defining common RFR terms.
	No



