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	1.2 Purpose and Objective

	

	


	This Request for Information (RFI or Sourcing Event) is being issued to solicit information from interested suppliers. The State Entity will use the information generated by this RFI in conjunction with other information available to determine the solution that is in the best interests of the State Entity to fulfill this need. The RFI method is not a competitive solicitation method and, as a result, does not satisfy the requirement for competitive bidding. The RFI method is no more than an information gathering tool and such information gathered may or may not be used by the State Entity to develop a competitive solicitation.  Suppliers are not required to respond to an RFI and a supplier’s failure to respond to an RFI will not prohibit the supplier’s participation in any competitive solicitation that may result from the RFI. However, suppliers are strongly encouraged to respond as this is a great way to ensure the State Entity is aware of the suppliers’ available goods and services.

Instructions to Issuing Officer: please describe the general overview of the project, service or goal and why suppliers should respond to the RFI.




	1.3 Schedule of Events

	

	


	The schedule of events represents the State Entity’s best estimate of the schedule that will be followed. However, delays to the process may occur which may necessitate adjustments to the proposed schedule. If a component of this schedule, such as the close date, is delayed, the rest of the schedule may be shifted as appropriate. Any changes to the dates up to the closing date of the Sourcing Event will be publicly posted prior to the closing date of this Sourcing Event. After the Sourcing Event closes, the State Entity reserves the right to adjust the remainder of the proposed dates on an as needed basis with or without notice.

	Description of Activity
	Date/Time

	RFI Published
	Please reference the Georgia Procurement Registry

	Informational Conference for Suppliers 
(if any)
	Please reference the Georgia Procurement Registry and the Sourcing Event for more information, including the date and time

	Deadline to Submit Questions to the Issuing Officer via the Q&A Board
	Please reference the Sourcing Event

	Deadline for Issuing Officer to Publish Answers to Supplier Questions
	Unless stated otherwise in the Sourcing Event, responses will be published at least two business days prior to the closing date and time. All suppliers should frequently check the Q&A Board.

	RFI Closing/Deadline for Suppliers to Submit Information
	Please reference the Georgia Procurement Registry




	1.4 Definition of Terms

	

	


	Instructions to Issuing Officer: please use this space to add any additional definitions or add reference to an additional file attachment as applicable. Several standard definitions have been included. Please delete this instructional note.

· The Department of Administrative Services (DOAS) through its State Purchasing Division (SPD) is the state agency responsible for overseeing the State of Georgia’s procurement operations. More information is available online at doas.ga.gov. 
· GA@WORK Marketplace for Suppliers is the State of Georgia’s approved portal for bidder registration, bidding on solicitations, access to awarded contracts, and access to DOAS’ Business Certification Program.
· The Georgia Procurement Registry is the State of Georgia’s official site to view all state bid opportunities.
· Sourcing Event refers to the electronic sourcing event available for bidding in GA@WORK Marketplace for Suppliers.  The Sourcing Event type is defined in Section 1.1. Key Information.
· Sourcing Tool refers to the GA@WORK Marketplace Sourcing module, which is DOAS’ approved platform for conducting solicitations.
· State Entity refers to the organization defined in Section 1.1 Key Information.
· Suppliers are companies or organizations interested in doing business with the State of Georgia.





	2. Instructions for Suppliers

	

	



2.1 Supplier Acknowledgement: By submitting a response to the Sourcing Event, the supplier is acknowledging that the supplier has read the information and instructions and agrees to comply with the information and instructions contained herein.
2.2 Supplier Registration: DOAS requires all companies and/or individuals interested in conducting business with the State of Georgia to register in the State’s web-based registration system, GA@WORK Marketplace for Suppliers. Registration is free and enables the registering company to gain access to certain information, services, and resources maintained in GA@WORK Marketplace for Suppliers at no charge to the registering company. All registering suppliers must agree to be bound by the applicable terms and conditions governing use of the system. In the event DOAS elects to offer certain optional or premium services to registered companies on a fee basis, the registered supplier will be given the opportunity to either accept or reject the service before incurring any costs and still maintain its registration. Companies may register at GA@WORK Marketplace for Suppliers.
2.3 Small and Diverse Businesses: The State of Georgia is committed to supporting small and diverse businesses and encourages all qualified companies to participate in the procurement process through prime and subcontractor opportunities. To assist small and diverse businesses, Georgia law permits an income tax adjustment on the state tax return of any company that subcontracts with a DOAS-certified small and minority-owned, small and woman-owned or small and veteran-owned business to furnish goods, property or services to the State of Georgia (O.C.G.A. Section 48-7-38). More information about DOAS’ Business Certification Program is available online at https://doas.ga.gov/state-purchasing/small-business-and-supplier-diversity/georgia-business-certification. Suppliers should consult with their tax advisors to find out how to take advantage of these tax credits.

2.4 Submitting Questions: All questions concerning this solicitation must be submitted in writing via the Sourcing Event using the Q&A Board. All questions must be submitted prior to the identified question submission deadline. Answers will be posted by the Issuing Officer on the Q&A Board or as a file attachment that all suppliers can view prior to the close date.
2.5 Attending Bidders/Offerors’ Conference: The Bidders/Offerors’ Conference or other informational session (if any) will be identified in the Sourcing Tool. Unless indicated otherwise, attendance is not mandatory; however, suppliers are strongly encouraged to attend. 
2.6 State’s Right to Amend or Cancel the Sourcing Event: The State Entity reserves the right to amend this Sourcing Event. Any revision must be made in writing prior to the Sourcing Event closing date and time. By submitting a response, the supplier shall be deemed to have accepted all terms and agreed to all requirements of the Sourcing Event unless expressly stated otherwise in the supplier’s response. Each supplier is individually responsible for reviewing the revised Sourcing Event and making any necessary and appropriate changes to the supplier’s response prior to the Sourcing Event closing date and time. Suppliers are encouraged to frequently check the Sourcing Event for additional information. Finally, the State Entity reserves the right to cancel this Sourcing Event at any time.
2.7 Cost for Preparing Response: Each response should be prepared simply and economically, avoiding the use of elaborate promotional materials beyond those sufficient to provide a complete presentation. The cost for developing the response and participating in this Sourcing Event is the sole responsibility of the supplier. The State Entity will not provide reimbursement for such costs. 
2.8 ADA Guidelines: The State of Georgia adheres to the guidelines set forth in the Americans with Disabilities Act. Suppliers should contact the Issuing Officer at least one day in advance if they require special arrangements when attending the Informational Conference (if any). The Georgia Relay Center at 1-800-255-0056 (TDD Only) or 1-800-255-0135 (Voice) will relay messages, in strict confidence, for the speech and hearing impaired.
2.9 Public Access to Procurement Records: Solicitation opportunities will be publicly advertised as required by law and the provisions of the Georgia Procurement Manual. The State Entity is allowed to assess a reasonable charge to defray the cost of reproducing documents. A state employee should be present during the time of onsite inspection of documents. PLEASE NOTE: Even though information (financial or other information) submitted by a supplier may be marked as “confidential”, “proprietary”, etc., the State will make its own determination regarding what information may or may not be withheld from disclosure.
2.10 Registered Lobbyists: By submitting a response to this Sourcing Event, the supplier hereby certifies that the supplier and its lobbyists comply with the lobbyist registration requirements in accordance with the Georgia Procurement Manual and state law. 
2.11 Public Notice and GA@WORK Marketplace for Suppliers: The release of the Sourcing Event is formally communicated through the posting of a Sourcing Event in GA@WORK Marketplace for Suppliers and by a public announcement posted to the Georgia Procurement Registry.
GA@WORK Marketplace for Suppliers is an online, electronic tool, which allows an individual to register, logon, select answers and type text in response to questions, and upload any necessary documents. GA@WORK Marketplace for Suppliers permits an individual to build and save a response over time until the registered user is ready to submit the completed response. Each supplier must carefully review the instructions and training information: https://doas.ga.gov/state-purchasing/supplier-training

2.12 Sourcing Event Review: The solicitation consists of all information included in the Sourcing Event, including all documents provided by the State Entity as attachments to the Sourcing Event or links contained within the Sourcing Event or its attached documents. Please carefully review all information contained in the Sourcing Event, including all documents available as attachments or available through links.

2.13 Preparing Response: When preparing files to be a part of the supplier’s electronic response, the supplier must comply with all instructions within the Sourcing Event. In addition, please review the following recommended guidelines:
· Use the provided forms and worksheets (if any) to prepare your response. Enter your responses directly into the worksheet. Unless otherwise directed, do not insert “see attached file” (or similar statements) in the worksheet to reference separate documents.
· Answer each question in sufficient detail for evaluation while using judgment with regards to the length of response.
· Proofread your response and make sure it is accurate and readily understandable.
· Label all uploaded files using the corresponding section numbers of the Sourcing Event or any other logical name so that the State Entity can easily organize and navigate the supplier’s response.
· Use caution in creating electronic files to be uploaded. If the State Entity is unable to open an electronic file due to a virus or because the file has become corrupted, the State Entity may or may not attempt to contact the supplier for more information.
· Use commonly accepted software programs to create electronic files. The State Entity has the capability of viewing documents submitted in the following format: Microsoft Word or WordPad, Microsoft Excel, portable document format file (PDF), and plain text files with the file extension noted in parentheses (txt). Unless the Sourcing Event specifically requests the use of another type of software or file format than those listed above, please contact the Issuing Officer prior to utilizing another type of software and/or file format. In the event the State Entity is unable to open an electronic file because the State Entity does not have ready access to the software utilized by the supplier, the State Entity may or may not attempt to contact the supplier for more information.

2.14 Uploading Forms: The Sourcing Tool provides several options for uploading file attachments, including the Supplier Attachments section. Once the supplier is ready to upload electronic files (completed forms or worksheets, product sheets, etc.), please follow the directions within the Sourcing Event to upload these documents in the proper location.  

CAUTION: Do not login to multiple concurrent sessions utilizing the same Supplier ID, as this may cause a system error and may result in the loss of some or all the work completed during the concurrent sessions.  

2.15 Reviewing the Response Prior to Submission: Each supplier is responsible for ensuring all questions have been answered appropriately and that all necessary documents have been uploaded. Prior to final submission, please review the following checklist:
· Please review and confirm that the supplier has answered all questions appropriately.  Many questions require a “yes” or “no” response. Please ensure that the correct response has been selected.
· Please review and confirm that the most competitive response has been provided. 
· Please confirm that all necessary files have been uploaded.
· Please note that submission is not instantaneous; therefore, each supplier must allow ample time for the response to be submitted prior to the submission deadline.   

Although a supplier’s response has been submitted within the Sourcing Tool, the response will not be released to the State Entity until the closing date and time of the Sourcing Event expires. As a result, the State Entity cannot know whether the supplier’s proposal is correct or complete until after the Sourcing Event has closed. Therefore, please ensure you review your response carefully prior to submission to ensure it is correct and complete.

2.16 Submitting the Completed Response: Once the completed response has been reviewed by the supplier, submit the response following the prompts within the Sourcing Tool. Any information entered by a supplier into the Sourcing Tool but not submitted prior to the submission deadline will not be released to the State Entity. Only after the supplier submits the response will the response to the Sourcing Event be sent electronically, time stamping the supplier’s response and sending a confirmation email to the email address of the supplier. Please note that submission is not instantaneous and may be impacted by unpredictable factors such as a supplier temporarily losing a connection to the Internet or increased system traffic; therefore, each supplier must allow ample time for its response to be submitted prior to the deadline. Please be aware that submission of multiple attachments may involve a substantial amount of time. Each Supplier is strongly encouraged to save attachments as they are uploaded and to submit its response at least eight hours prior to close of a solicitation to allow ample time for appropriate technical support should the need arise. Each Supplier is responsible in all respects for timely delivery of its response and completeness in the Sourcing Tool.  

2.17 Reviewing, Revising or Canceling a Submitted Response: After the response has been submitted, the supplier may view and/or revise its response by logging into the Sourcing Tool any time prior to the close date and time of the Sourcing Event. AS EACH SUPPLIER IS SOLELY RESPONSIBLE FOR RESUBMITTING ITS RESPONSE PRIOR TO THE SOURCING EVENT END DATE AND TIME TO ENSURE THE RESPONSE MAY BE CONSIDERED BY THE STATE ENTITY, PLEASE USE CAUTION IN DECIDING WHETHER OR NOT TO MAKE REVISIONS. The State will assume no responsibility for a supplier’s inability to correct errors or otherwise revising the submitted response or the supplier’s inability to resubmit a response prior to the Sourcing Event end date and time.

2.18 Help Desk Support: For technical questions related to registering as a bidder or responding to the Sourcing Event in GA@WORK Marketplace for Suppliers, suppliers have access to phone support through the DOAS Customer Service Help Desk at 404-657-6000, Monday through Friday 8:00 AM to 5:00 PM excluding State Holidays or any other day state offices are closed such as furlough days or closings in response to inclement weather. Suppliers can also email questions to:  ProcurementHelp@doas.ga.gov.

	3. Requested Information

	

	



Instructions for Suppliers: Please carefully review all questions and documents included within the Sourcing Event and provide your information within the Sourcing Event.
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