HOW TO SUBMIT An electronic BID RESPONSE [delete section 7 (“HOW TO SUBMIT A PAPER BID RESPONSE”) of RFR TEMPLATE IF only allowing electronic bid submissions and replace with THIS document]
All Bidders may begin creating and compiling response materials as soon as the Solicitation containing files on the Forms & Terms tab and the Specifications tab is in an OPEN Document Status.  When submitting response materials prior to the Solicitation Close Date, the ability to upload documents is only available to active SmartBid account holders after the Solicitation Amendment Deadline has passed.  Once the Solicitation Close Date and Time has passed, interested Bidders will be unable to submit a Response online.

Bid Response Method

Online Bid Submission via SmartBid is required to eliminate direct and indirect costs associated with the production, delivery/receipt, storage and management of traditional paper bids incurred by Bidders, the Department, and the Commonwealth of Massachusetts. Bids submitted via the SmartBid tools also promote environmental conservation and preservation by eliminating printed materials as well as fossil-fuel consumption associated with delivery. All Bidders must submit Responses online using tools available to Comm-PASS SmartBid Subscribers only. 

Comm-PASS SmartBid requires an annual subscription, which is available at no cost. To subscribe, go to www.comm-pass.com.  Complete the SmartBid subscription process by selecting the JOIN tab from the main navigation bar to review subscription benefits, and create a custom account. 

SmartBid Training

Training sessions targeting the online submission tool, if offered, are noted in the Procurement Calendar. 

SmartBid Support

Technical assistance is available during the procurement process.  Every effort is made to respond to inquiries within one business day.

Website: Go to www.mass.gov/osd and select the Comm-PASS Resource Center link offered within the Conduct a Procurement menu.

Email: Send inquiries to the Comm-PASS Helpdesk at comm-pass@state.ma.us
Telephone: Call the Comm-PASS Helpline at 1-888-MA-STATE (1-888-627-8283).  The Helpline is staffed from 7:30 AM to 5:00 PM Monday through Friday Eastern Standard or Daylight time, as applicable, except on federal, state and Suffolk county holidays.

Bidders are advised that Comm-PASS will be unavailable during regularly scheduled maintenance hours as displayed under the “Comm-PASS System Availability” link offered at the bottom of any Comm-PASS page.

Bid Response Deadline

All Bids must be received by the INSERT AGENCY NAME before the specified date, month, year and time displayed on the Solicitation’s Summary page within the Close Date field. Times are Eastern Standard/Daylight Savings (US), as applicable. All Bidders are advised to allow adequate time for submission by considering potential online submission impediments like Internet traffic, Internet connection speed, file size, and file volume. INSERT AGENCY NAME is not responsible for delays encountered by Bidders or their agents, or for a Bidder’s local hardware failures, such as computers or related networks, associated with bid compilation or submission. Bids submitted via SmartBid are time stamped by the Comm-PASS system clock which is considered the official time of record. 

Bid Package 

Bidders submitting via SmartBid must name their Response by entering <BidderName_RFR Number_RFRName> in the Response Nick Name field in Step 3 of the submission wizard.  

Bid Response Contents

Bidders must comply with the requirements below.

RFR Submission Checklist 

Procurement Management Teams seek to reduce the number of Bidder disqualifications based on incomplete submissions. Therefore, Bidders must complete and submit the RFR Submission Checklist and all documents referenced in the Checklist. By submitting the RFR Submission Checklist with a response, Bidders agree to all specifications on Comm-PASS for this Solicitation, including the RFR and all the documents within all the tabs, including the Forms & Terms tab and the Specifications tab, and the Solicitation’s related Forum, if any.

Additional attachments

<PMT may describe any additional attachments that Bidders must submit, including organizational chart, listing of locations, job description, sample of product, etc. These should be consistent with what is asked for on the RFR Submission Checklist.>

Additional Bid Response Terms

Prohibition regarding contract terms

Bidders must not, as part of their bid Responses, propose additional contractual terms, or supplemental or clarifying language pertaining to contractual terms, even if the proposed additions/clarifications are not in conflict with the Commonwealth Terms and Conditions, the Standard Contract Form, or other documents comprising this RFR.   It is essential for Contracting Departments that all contractors’ Contracts can be depended upon to incorporate the same terms and only those terms. Contractors who wish to propose additional non-conflicting contractual terms, or supplemental or clarifying language, may do so ONLY on a case-by-case basis, negotiated for each specific engagement and memorialized in the Project Statement of Work.

Bidder Response Form

All specifications of this RFR that are not mandatory such as those specifically identified as “optional,” “desirable” or in other terms indicating that the specification is not mandatory must have a response within the Bidder Response Form provided on Comm-PASS for this solicitation in order to be evaluated.  Most items within the Bidder Response Form will be scored to determine the apparent successful bidders.  The PMT does not want and will not read, consider or evaluate a line by line response to this RFR.  

Bid Response Materials

Electronic Signatures

Bids submitted via SmartBid must be signed electronically by the Bidder or the Bidder’s Agent by selecting the “Agree to All” link in Step 2 of the Online Submission wizard. By selecting “Next Step” on the “Forms & Terms” tab after acknowledging all of the forms on that tab, the submitter attests that s/he is an agent of the Bidder with authority to sign on the Bidder’s behalf, and that s/he has read and assented to each document’s terms. 

Ink Signatures 

Original ink signatures are required only after contracts have been awarded. The Commonwealth of Massachusetts requires Contractors to submit original ink-signature versions of the following forms:

· Standard Contract Form

· Commonwealth Terms and Conditions

· Contractor Authorized Signatory Listing 

· Request for Taxpayer Identification and Verification (Mass. Substitute W9 Form).

Successful Bidders who signed these forms electronically via SmartBid online submission tools must still submit the above forms with ink signatures within seven (7) <change required to be made if the number of days is different than 7 > calendar days of award notification or their contract may not be executed by the Commonwealth. Bidders who have previous contract(s) with the Commonwealth and have up-to-date, ink-signature versions of the Commonwealth Terms and Conditions and Request for Taxpayer Identification and Verification (Mass. Substitute W9 Form) on file with the Office of the State Comptroller may submit copies of the signed forms. However, a new Standard Contract Form and Contractor Authorized Signatory Listing with original ink signatures must be submitted for each new contract with the Commonwealth.

Limits and Restrictions

Document Pages 

<decide whether to set page limits and, if so, include language, such as: Bidders should submit no more than _____ double-sided pages (excluding the required forms and attachments) of narrative in response to the questions asked and information requested. If Bidders exceed the page limits, the PMT may make provisions to penalize the Bidder in the Evaluation Criteria, read and evaluate only those pages up to the page limit referenced above or take other steps as determined by the PMT.>
File Naming Conventions

Files submitted via SmartBid must follow the file naming convention specified below.  The Description entered during the file upload process ensures each file is readily identified by Company Name and content.  The File Name assigned by the Bidder as stored on their computer or network must be structured such that each file can be processed by the upload tool.  The upload tool will reject any file name that includes spaces or symbols, like the brackets [ ] some systems apply when files are downloaded from the Internet.

	RFR Section or

Response Component
	Description

Enter in SmartBid during upload
	File Name

Assign when creating files

	Section 1 Organizational Chart
	Company Name Org Chart
	CompanyName_Org.doc

	Section 2 Marketing Materials
	Company Name Marketing Brochure 

Company Name Marketing Print Ad

Company Name Marketing Postcard
	CompanyName_MktBroch.doc

CompanyName_MktPrint.doc

CompanyName_MktPost.doc

	Section 3 Pricing
	Company Name Pricing
	CompanyName_Price.xls

	Section 4 Implementation Plan
	Company Name Implementation Plan
	CompanyName_Imp.doc

	Section 5 Product Catalogs
	Company Name Footwear Catalog

Company Name Clothing Catalog Part 1

Company Name Clothing Catalog Part 2
	CompanyName_FootCat.pdf

CompanyName_ClothCat1.pdf

CompanyName_ClothCat2.pdf


File Size Limits

The system will not accept files that approach or exceed 10 MB.  If a large file fails to upload, the Bidder must save the contents as multiple files. Note the naming convention used above which illustrates distinguishing multi-part files through use of Part 1, Part 2, etc. <OR, if file descriptions and names are specified on the Response Form Only:>If a large file fails to upload, bidders must break up the file and append _Part1, _Part2 to the end of the Description and File Name. 

Duplicate File Names Not Accepted

Once a file has been submitted, Comm-PASS will not accept another file with the same name. This is the case even with files that are modified or have been withdrawn. If it is necessary to resubmit a file, add an underscore and numeric suffix to the company name, for example, CompanyName_2_FootCat.

File Format Restrictions

<PMT should decide whether to set software package limits and, if so, include language, such as: Bidders must submit file formats readable by MS Word 2000 or later, or by Adobe Acrobat Reader or MS Excel or other format defined by the PMT.> 
All scanned documents must be in .pdf or .gif format, and must be scanned in such a way that they can be read on a computer monitor and printed on 8½ ” x 11” paper, unless otherwise specified.  Forms provided for the Bidder to complete, with the exception of the standard Forms located on the Solicitation’s Forms & Terms tab, must be completed and submitted in their original formats, NOT scanned and submitted as PDF or other file types. 

Documents and items that cannot be submitted electronically 

Documents and items that cannot be submitted electronically, like confidential business references submitted by the reference, or requests for material samples, respectively, must be submitted to the address of the contact listed in the Issuer(s) tab on Comm-PASS in accordance with all of the Bid submission requirements including Bid Response Deadline, Bid Package and Environmental Response Submission Compliance provisions. 

Withdrawing a Response

Prior to Close Date

Bids may be withdrawn using the Withdraw icon offered on the subscriber’s Response Desktop.

After Close Date

No Bid can be withdrawn after the Close Date.  If the Bidder wants to remove a Response from consideration, contact the Procurement Team Leader for guidance.

