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	1.2 Purpose and Objective

	

	


	This Request for Proposals (RFP or Sourcing Event) is being issued to establish a contract with a qualified supplier who will meet the State Entity’s needs as described in this Sourcing Event.

Instructions to Issuing Officer: please provide a general overview of the project, service, technology or goods being purchased. This section of the document should define the value proposition for suppliers and be able to answer the question, “Why should the supplier submit a response?” Share a general scope of the procurement (e.g., magnitude of the procurement, historical expenditure or quantities if applicable). Please be sure to delete this instructional note.








	1.3 RFP Certification and Process Overview

	

	


	Pursuant to the provisions of the Official Code of Georgia Annotated §50-5-67(a), the State Entity certifies the use of competitive sealed bidding will not be practicable or advantageous to the State of Georgia in completing the acquisition described in this Sourcing Event. Thus, competitive sealed proposals will be submitted in response to this Sourcing Event. This Sourcing Event is being conducted through an electronic sourcing tool approved by the Department of Administrative Services (DOAS) and all suppliers’ responses must be submitted electronically in accordance with the instructions provided. Electronic competitive sealed proposals will be administered pursuant to the Georgia Electronic Records and Signature Act. Please note electronic competitive sealed proposals meet the sealed proposal requirements of the State of Georgia, an electronic record meets any requirements for writing, and an electronic signature meets any requirements for an original signature. 

The objective of the Sourcing Event is to select a qualified supplier to provide the goods and/or services outlined in this Sourcing Event to the State Entity. This process will be conducted to gather and evaluate responses from suppliers for potential award. All qualified suppliers are invited to participate by submitting responses, as further defined below. After evaluating all suppliers’ responses received prior to the closing date of this Sourcing Event and following negotiations (if any) and resolution of any contract exceptions, the preliminary results of the Sourcing Event process will be publicly announced, including the names of all participating suppliers and the evaluation results. Subject to the protest process, final contract award(s) will be publicly announced thereafter. 

NOTE TO SUPPLIERS: The general instructions and provisions of this document have been drafted with the expectation that the State Entity will make a single award; however, please refer to Section 6.7 Selection and Award of this Sourcing Event for information concerning the State Entity’s actual award strategy (single, multiple, split awards, etc.).



	1.4 Schedule of Events

	

	

	The schedule of events set out herein represents the State Entity’s best estimate of the schedule that will be followed. Delays to the procurement process may occur which may necessitate adjustments to the proposed schedule. If a component of this schedule, such as the closing 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, including the dates for evaluation, negotiations, award and the contract term on an as needed basis with or without notice.

Instructions to Issuing Officer: The State may or may not wish to conduct an Offerors’/Pre-Bid Conference. In the event a conference will not be held, please indicate on the table below. Please enter the requested information below and then delete this instructional note.


	Description of Activity
	Date/Time

	Sourcing Event 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, time and how to join.

	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.

	Sourcing Event Closing/Deadline for Suppliers to Submit Responses
	Please reference the Georgia Procurement Registry

	Proposal Evaluation Completed (on or about)
	(X) to (Y) Weeks after Closing

	Negotiations Invitation Issued (emailed) (on or about); discretionary process
	(X) to (Y) Weeks after Closing

	Negotiations with Identified Suppliers (on or about); discretionary process
	(X) to (Y) Weeks after Closing

	Final Evaluation (on or about)
	(X) to (Y) Weeks after Closing

	Finalize Contract Terms
	(X) to (Y) Weeks after Closing

	Notice of Intent to Award* [NOIA] (on or about)
	(X) to (Y) Weeks after Closing

	Notice of Award [NOA] (on or about)
	Please reference the Georgia Procurement Registry


*In the event the estimated value of the resulting contract(s) is less than $100,000.00, the State Entity reserves the right to proceed directly to contract award without posting a Notice of Intent to Award.

	1.5 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.




	1.6 Contract Term

	

	


	Instructions to Issuing Officer: Will you be establishing a multi-year agreement? If so, please review the information below and select the correct contract term and renewal options. The distinguishing factor between the two sample contract terms is whether the resulting contract should follow the state’s fiscal year. To help determine whether the contract should follow the state’s fiscal year, consider whether the contract will commit state funds and the source of funds. Consult with your organization’s legal staff or the State Purchasing Division as needed. As a reminder, no contract term may exceed five years without obtaining prior written approval from the State Purchasing Division. If you are not creating a multi-year agreement, then add the following statement to this section “This is not a multi-year agreement.” Please delete this instructional note.

Sample #1: Select this option if the contract term should align to the state’s fiscal year.
The initial term of the contract(s) shall be from the date of award until the end of the State’s current fiscal year. The State’s fiscal year is from July 1 through June 30. The State Entity shall possess Enter # one (1) year option(s) to renew, which options shall be exercisable at the sole discretion of the State Entity. Renewal will be accomplished through the issuance of Notice of Award Amendment. In the event that the contract(s), if any, resulting from the award of this Sourcing Event shall terminate or be likely to terminate prior to the making of an award for a new contract for the identified products and/or services, the State Entity may, with the written consent of the awarded supplier(s), extend the contract(s) for such period of time as may be necessary to permit the State Entity’s continued supply of the identified products and/or services. The contract(s) may be amended in writing from time to time by mutual consent of the parties. Unless this Sourcing Event states otherwise, the resulting award of the contract(s) does not guarantee volume or a commitment of funds.

Sample #2: select this option if the contract term is calculated based on the execution date.
The initial term of the contract(s) is for Enter # calendar year(s) from the execution date of the contract(s). The State Entity shall have Enter # one (1) year option(s) to renew, which options shall be exercisable at the sole discretion of the State Entity. Renewal will be accomplished through the issuance of Notice of Award Amendment. In the event that the contract(s), if any, resulting from the award of this Sourcing Event shall terminate or be likely to terminate prior to the making of an award for a new contract for the identified products and/or services, the State Entity may, with the written consent of the awarded supplier(s), extend the contract(s) for such period of time as may be necessary to permit the State Entity’s continued supply of the identified products and/or services. The contract(s) may be amended in writing from time to time by mutual consent of the parties. Unless this Sourcing Event states otherwise, the resulting award of the contract(s) does not guarantee volume or a commitment of funds.





	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 suppliers 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 Restrictions on Communicating with Staff: From the issue date of this Sourcing Event until the Notice of Award is posted (or the Sourcing Event is officially cancelled), suppliers are not allowed to communicate for any reason related to this solicitation with any State staff except through the Issuing Officer named herein, as allowed by the Issuing Officer during the Bidders’/Offerors’ conference (if any), or as provided by existing work agreement(s). Prohibited communication includes all contact or interaction, including but not limited to telephonic communications, emails, faxes, letters, or personal meetings, such as lunch, entertainment or otherwise. The State Entity reserves the right to reject the response of any supplier violating this provision.

2.5 Submitting Questions: All questions concerning this Event 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 closing date.

2.6 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, although suppliers are strongly encouraged to attend. In the event the conference has been identified as mandatory, then a representative of the supplier must attend the conference in its entirety to be considered eligible for contract award. For onsite conferences, the supplier is strongly encouraged to allow ample travel time to ensure arrival in the conference meeting room prior to the beginning of any mandatory conference. The State Entity reserves the right to consider any representative who failed to sign in or arrived late to be “not in attendance.” Therefore, all suppliers are strongly encouraged to arrive early to allow for unexpected travel contingencies.

2.7 Supplier Responsibility and Security Concerns: To be eligible to receive a state contract award, a supplier must be determined to be a responsible supplier. “Responsible” means the supplier, whether a company or an individual, has appropriate legal authority to do business in the State of Georgia, a satisfactory record of integrity, appropriate financial, organizational and operational capacity and controls, and acceptable performance on previous governmental and/or private contracts, if any, as further described in the Georgia Procurement Manual.

Prior to award, the State Entity must be assured that the selected supplier(s) has all the resources to successfully perform under the contract. This includes, but is not limited to, adequate number of personnel with required skills, availability of appropriate equipment in sufficient quantity to meet the ongoing needs of the state, financial resources sufficient to complete performance under the contract, and experience in similar endeavors. If, during the evaluation process, the State Entity or the state’s evaluation team is unable to assure itself of the supplier’s ability to perform, if awarded, the State Entity has the option of requesting from the supplier any information deemed necessary to determine the supplier’s responsibility. If such information is required, the supplier will be notified and will be permitted sufficient time, as determined by the State Entity, to submit the information requested. 

Further, to be eligible for contract award, (1) the supplier must not be debarred, suspended, banned or identified as a security threat or concern by federal or state government, (2) the supplier must not offer products, equipment or services from another supplier that has been suspended, banned or identified as a security threat or concern by federal or state government, and (3) the supplier must not, pursuant to this awarded contract, offer products, equipment or services that have been identified as security threat, security concern or banned from purchase by a U.S. federal government entity or state government entity. Products and services provided under this contract may not be provided by or include prohibited equipment or components from prohibited companies specified in or pursuant to a National Defense Authorization Act.

2.8 Failing to Comply with Submission Instructions: Responses received after the identified due date and time or submitted by any other means than those expressly permitted by the Sourcing Event will not be considered. Suppliers’ responses must be complete in all respects.

2.9 Rejection of Proposals; State’s Right to Waive Immaterial Deviation: The State Entity reserves the right to reject any or all supplier responses, to waive any irregularity or informality in a supplier’s response, and to accept or reject any item or combination of items, when to do so would be to the advantage of the State of Georgia. It is also within the rights of the State Entity to reject responses that do not contain all elements and information requested in this Sourcing Event. A supplier’s response will be rejected if the response contains any defect or irregularity and such defect or irregularity constitutes a material deviation from the requirements, which determination will be made by the State Entity on a case-by-case basis. A minor informality or irregularity is one which is a matter of form or an immaterial variation from the exact requirements of the solicitation that a trivial or negligible effect on a supplier’s total price, quality, quantity, or delivery of the supplies or performance of the contract, and the correction or waiver of which would not be prejudicial to other suppliers. The State Entity maintains discretion to provide a supplier with an opportunity to cure any deficiency resulting from a minor informality or irregularity or to waive any such deficiency when it is to the advantage of the State of Georgia. Examples of minor informalities or irregularities may include, but are not limited to: 
· Failure of a supplier to furnish the required information concerning the number of the supplier’s employees or failure to make a representation concerning its size.
· Failure of a supplier to furnish cut sheets or product literature.
· Failure of a supplier to furnish financial statements.
· Failure of a supplier to furnish references.
· Failure of a supplier to indicate its contractor’s license or other evidence of required licensure, except that a contract must not be awarded to the supplier unless and until the supplier is properly licensed under the laws of Georgia. 
· Failure of a supplier to furnish an E-Verify affidavit, except that a contract must not be awarded to the supplier unless and until the supplier has submitted a properly executed E-Verify affidavit.
· Failure of a supplier to provide cost information that is a de minimis or immaterial amount.

2.10 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.

2.11 Protest Process: Suppliers should familiarize themselves with the procedures set forth in the Georgia Procurement Manual.

2.12 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 will not provide reimbursement for such costs. 

2.13 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.

2.14 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 Purchasing Act delays the release of certain procurement records in the event the public disclosure of those records prior to the State Entity’s public announcements of the results of a solicitation would undermine the public purpose of obtaining the best value for the State such as cost estimates, proposals/bids, evaluation criteria, supplier evaluations, negotiation documents, offers and counteroffers, and certain records revealing preparation for the procurement. After final contract award has been made or after a bid has been cancelled following evaluation, without intent to rebid, requests for access to supplier proposals and/or communications, shall be subject to the disclosure provisions of Georgia’s Open Records Act. Pursuant to O.C.G.A. § 50-18-71(a), the State must make all public records, including bid proposals, open for personal inspection and copying, except those records which by order of a court of this state or by law are specifically exempted from disclosure. 

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.

2.14.1 Marking Submissions as Confidential, Proprietary, or Trade Secret: If a Supplier considers any portion of the documents, data, or records submitted in response to this solicitation to be exempt from disclosure under Georgia law, the Supplier must clearly mark each such submission, or portions of the submission, considered to be exempt from disclosure as “Confidential,” “Proprietary”, or “Trade Secret” and specify the statutory exemption. All markings must be conspicuous; use color, bold, underlining, or some other method to conspicuously distinguish the mark from the other text. Wholesale designation of a response or substantial parts of a response as “Confidential” will not be accepted by the State. If only portions of a page are subject to some protection, Supplier should not mark the entire page. 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.

2.14.2 Submission of Redacted Copies: If Supplier considers any portion of its bid/proposal to the solicitation to be trade secret or otherwise not subject to public disclosure under Georgia Open Records Act, Supplier must, in addition to the required original documents, provide a separate redacted electronic copy of its bid/proposal, in PDF format, and briefly describe in a separate writing, as to each item redacted, the grounds for claiming exemption from the public records law, including citation to the appropriate exemption form disclosure requirements provided under Georgia law. This redacted copy should be clearly marked “Redacted Copy-Available for Public Review.” In addition, the electronic file name should include the words “Redacted Copy” at the beginning of the file name. The redacted copy shall be submitted at the same time Supplier submits its bid/proposal and must only exclude or redact those specific portions that are claimed not subject to disclosure. The redacted copy should reflect the same pagination as the original and show the location from which information was redacted. Except for the redacted information, the redacted electronic copy must be identical to the original bid/proposal. The redacted copy will be open to public inspection under the Georgia Open Records Act without further notice to the Supplier. If Supplier fails to submit a redacted copy with its bid/proposal, the State is authorized to produce the vendor’s bid/proposal except for audited financial statements in answer to any public records request under the Georgia Open Records Act. Even though information submitted by a Supplier may be marked as “confidential”, “proprietary”, “trade secret” etc., the State will make its own determination regarding what information may or may not be withheld from disclosure. If the State of Georgia deems redacted information to be subject to disclosure under the Georgia Open Records Act, the Supplier will be contacted prior to the release of this information.

2.14.3 Trade Secret: In addition, if the Supplier claims that certain information in its bid/proposal may be withheld as trade secret pursuant to O.C.G.A. 50-18-72(a)(34), the Supplier shall include with its bid/proposal submission, an affidavit indicating the specific information that the Supplier identifies as trade secret, affirmatively declaring that such information is trade secret. Along with the affidavit, the Supplier shall provide a justification regarding how and why each redaction request constitutes a trade secret pursuant to Georgia Law. Designation of a “trade secret” shall not be binding on the State, but the State will review and consider the designation. If the Supplier does not include an affidavit with its bid/proposal submission, the State is authorized to produce the vendor’s bid/proposal except for audited financial statements in answer to any public records request under the Georgia Open Records Act. Wholesale designation of a response or substantial parts of a response as “trade secrets” will not be accepted by the State. In general, the State does not consider pricing information to be trade secret. See State Rd. & Tollway Auth. V. Elec. Transaction Consultants Corp. 306 Ga. App. 487; 702 S.E. 2d 486 (2010).

2.15 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. 

2.16 Supplier Debriefing Process: For all solicitations that result in a contract award of $250,000 or more, unsuccessful suppliers may request a supplier debriefing from the State Entity. The purpose of a supplier debriefing is to share information about the evaluation and award process. Unsuccessful suppliers can benefit from supplier debriefings by enhancing their understanding of the procurement process and gaining insights to improve the competitiveness of their responses to future solicitations. The supplier debriefing is not an adversarial proceeding and may not be used to challenge the state entity’s selection. For more information, including the process and deadline for requesting a supplier debriefing, please review the Georgia Procurement Manual, Section 6.6.

2.17 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

2.18 Sourcing Event Review: The solicitation consists of all information included in the Sourcing Event, as posted online on the GPR, 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.

2.19 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 supplier’s response may be considered incomplete and be disqualified from further consideration.
· Use commonly accepted software programs to create electronic files. The State Entity has the capability of viewing documents submitted in the following formats: 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 supplier’s response may be considered incomplete and be disqualified from further consideration.

2.20 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. 

2.21 Reviewing the Response Prior to Submission: Each supplier is responsible for ensuring all questions have been answered appropriately and 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 response 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.

2.22 Submitting the Completed Response/Bid: Once the completed response has been reviewed by the supplier, submit the bid 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 and will not be considered for award. Only after the supplier submits the bid 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/bid 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. 

2.23 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 closing 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.

2.24 Supplier Certification: By responding to this Sourcing Event, the supplier understands and agrees to the following:
· That this electronically submitted response constitutes an offer, which when accepted in writing by the State Entity and subject to the terms and conditions of such acceptance, will constitute a valid and binding contract between the undersigned and the State Entity; and
· That the supplier guarantees and certifies that supplier’s proposed solution, including but not limited to all goods, services, and technology proposed by supplier, meets or exceeds all the solicitation’s identified specifications and requirements except as expressly stated otherwise in the supplier’s response; and
· That the response submitted by the supplier shall be valid and held open for a period of one hundred and twenty (120) days from the final solicitation closing date and that the response may be held open for a lengthier period subject to the supplier’s consent; and
· That this offer is made without prior understanding, agreement, or connection with any corporation, firm, or person submitting an offer for the same materials, supplies, equipment, or services and is in all respects fair and without collusion or fraud. Supplier understands and agrees that collusive bidding is a violation of state and federal law and can result in fines, prison sentences, and civil damage awards; and
· That the provisions of the Official Code of Georgia Annotated, Sections 45-10-20 et seq. have not been violated and will not be violated in any respect.

2.25 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. General Business Requirements

	

	



Instructions for Suppliers: This section contains general business requirements. By submitting a response, the supplier is certifying its agreement to comply with all identified requirements of this section and all costs for complying with these general business requirements are included in the supplier’s submitted pricing.

INSTRUCTIONS TO ISSUING OFFICER: Please review the sample provisions, delete/modify the provisions and required coverage as needed and then delete this instructional note. Language for the standard insurance coverage has been provided. Please review SPD-SP048 Insurance and Bonding Guidelines for recommended coverage amounts.

3.1 Insurance Requirements:
	Workers’ Compensation (WC)
	Statutory Limits

	Commercial General Liability (CGL)
Each Occurrence Limit: 
Personal and Advertising Injury Limit:
General Aggregate Limit:
Products/Completed Ops. Aggregate Limit:
	
$1,000,000
$1,000,000
$2,000,000
$2,000,000

	Automobile Liability:
Combined Single Limit – each accident:
	$1,000,000
$2,000,000

	Umbrella Liability 
For example: If appropriate limits are $2 million per occurrence and $2 million aggregate, acceptable coverage would include a specific policy covering $1 million per occurrence and $1 million aggregate written with an umbrella policy for an additional $1 million.



Generally, policies must be issued by an insurance company authorized to do business in the State of Georgia, with a minimum AM Best rating of A, and signed by an authorized agent. The certificate of insurance (COI) shall provide for notice of cancellation to be delivered in accordance with the policy provisions. Should the policy be cancelled before its expiration date; notice must be delivered to the State Entity in accordance with the policy provisions. Supplier must notify the State immediately upon receiving any information that any of the required coverages are or will be changed, cancelled, or replaced. All such coverage must remain in full force and effect during the initial term of the contract and any renewal or extension thereof. 

The following language should be included in the Description of Operations section of the Certificate of Insurance (COI): The State of Georgia, its officers, employees, agents, and volunteers are named as additional insureds with respect to the General and Automobile Liability policies. A waiver of subrogation applies to Workers’ Compensation, General Liability and Automobile Liability policies as evidenced on this certificate of insurance. All insurance policies above are primary and non-contributory to any other insurance available to the Certificate Holder. 

Within ten (10) business days of award, the awarded supplier must procure the required insurance and provide the State Entity with two (2) Certificates of Insurance. Certificates must reference the contract number. The supplier’s submitted pricing must include the cost of the required insurance. No contract performance shall occur unless and until the required insurance certificates are provided.

3.2 Performance and Payment Assurances
Instructions to Issuing Officer: Except for certain construction projects, bonds are generally at the client’s option. Some general information regarding bonds is available in SPD-SP048 Insurance and Bonding Guidelines. If the state entity determines a bond or letter of credit is applicable, please identify the requirements in this section of the template or in the sample state contract. Some sample language has been provided; however, carefully review with your legal staff prior to finalizing. If no bonds or letter of credit are applicable, mark this section as N/A and delete the sample language. Please delete this instructional note.

3.2.1 Bid Bond (SAMPLE LANGUAGE): Prior to the closing date of this Sourcing Event, the supplier must submit a bid bond (Bond only; certified checks or other forms are not acceptable) in a sealed envelope to:
Enter Issuing Officer's Name
Enter Issuing Officer's Mailing Street Address
Enter Issuing Officer's City, State, Postal Code 

[bookmark: Text38]The bid bond must be in an amount equal to Enter Amount, payable to the State Entity and issued by a Surety authorized to do business in the State of Georgia, in order to guarantee that the supplier will enter into a contract to deliver products and/or related services outlined in this solicitation, strictly within the terms and conditions stated in the contract.

3.2.2 Performance Bond (SAMPLE LANGUAGE): The awarded supplier(s) shall be required to furnish a performance bond to the State Entity for the faithful performance on the contract in an amount equal to Enter Amount. The performance bond shall be issued by a Corporate Surety authorized to do business with the State of Georgia. The performance bond must be submitted to the State Entity within ten (10) calendar days of the date the contract is awarded, but in any event, prior to the beginning of any contract performance by the awarded supplier.

3.2.3 Payment Bond (SAMPLE LANGUAGE): The awarded supplier(s) shall be required to furnish a bond to secure payment of all claims for materials furnished and/or labor performed by a subcontractor in the event one or more subcontractors are utilized by the awarded supplier in performance of the project. The payment bond shall be in amount equal to the contract price for the portion of work and/or materials to be performed/provided by the subcontractor(s). The awarded supplier(s) must (1) receive prior approval from the State Entity prior to utilizing the subcontractor and (2) submit the payment bond(s) to the State Entity prior to permitting the approved subcontractor(s) to begin work.

3.2.4 Letter of Credit (SAMPLE LANGUAGE): The awarded supplier(s) shall be required to furnish a Letter of Credit (LOC) in an amount equal to [X%] of the total contract price or $[specific amount], as specified in the awarded contract. The LOC shall be an irrevocable, standby letter of credit issued by a U.S. bank acceptable to the State Entity, with a credit rating of at least “A-” by a recognized rating agency. The LOC shall name the State Entity as the sole beneficiary. The LOC shall remain valid from the effective date of the contract until the expiration date of the contract, with automatic annual renewal unless the issuing bank provides at least 60 days’ prior written notice of non-renewal to the State Entity. The LOC shall be payable upon presentation of a written statement by the State Entity certifying that the Contractor is in default under the contract or has failed to perform its obligations. No additional documentation or proof beyond the State Entity’s certification shall be required for payment.

	4. Sourcing Event Factors/Technical Requirements

	

	



4.1 Instructions for Suppliers: For the needed goods, technology and services, this section identifies the types of technical requirements and questions included in the Sourcing Event and how each will be evaluated. By submitting a response, the supplier is certifying its agreement to comply with all the identified requirements of this section and that all costs for complying with these requirements are included in the supplier’s submitted pricing. Unless requested otherwise, all responses should be provided within the Sourcing Tool and not as a separately attached document.

The State Entity has determined that it is best to define its own needs, desired operating objectives, and desired operating environment. The State Entity will not tailor these needs to fit a particular solution a supplier may have available; rather, the suppliers shall propose to meet the State Entity’s needs as defined in this Sourcing Event. All claims shall be subject to demonstration. Suppliers are cautioned that conditional responses/bids, based upon assumptions, may be deemed non-responsive. 

All the items described in the Sourcing Event are service levels and terms and conditions that the State Entity expects to be satisfied by the selected supplier. Each supplier must indicate its willingness and ability to satisfy these requirements in the supplier’s submitted response. Unless requested otherwise, all responses must be provided within the identified data fields within the Sourcing Tool and any forms or worksheets provided with this Sourcing Event. Except as otherwise indicated, all requested forms and documents must be submitted electronically via the Sourcing Tool as an uploaded document to the supplier’s response. These completed forms and worksheets together with all other documents and information submitted by the supplier will be considered the supplier’s technical proposal.

4.2	Supplier General Information: Each supplier must complete all requested information in the Sourcing Event, which may include contact information, corporate composition and demographics, and scrutinized company status.

4.3	Mandatory Requirements: This Sourcing Event contains mandatory requirements (included in a Mandatory Requirements Worksheet or designated as Mandatory Questions) which must be met by the supplier for the supplier to be considered “responsive” and, therefore, eligible for contract award. These mandatory requirements will be defined in one or more of the following ways: (a) requirements in this Sourcing Event (b) requirements contained in any attachment to the Sourcing Event, such as a Mandatory Requirements Worksheet and the cost worksheet. 

A Pass/Fail evaluation will be utilized for all mandatory requirements. Please review the Sourcing Event and its attachments carefully and respond as directed. Some requirements may require a “Yes” or “No” response. Ordinarily, to be considered responsive, responsible and eligible for award, all requirements identified as mandatory must be marked “Yes” to pass. There may be rare instances in which a response of “No” is the correct and logical response to meet the mandatory requirement (e.g., responding “No” that the supplier does not possess any conflicts of interest). Otherwise, any mandatory questions marked “No” will fail the technical requirements and will result in disqualification of the supplier’s response, except as otherwise provided in this Sourcing Event.

DO NOT INCLUDE ANY COST/PRICING INFORMATION IN YOUR RESPONSE TO MANDATORY REQUIREMENTS.

4.4	Mandatory Scored Response: As specified with each requirement listed in the Mandatory Scored Questions (which may be included in a Mandatory Scored Response Worksheet file attachment or directly within the souring tool within Event Questions Group), the supplier must indicate whether it will meet the individual requirement (if any) and provide a supporting narrative in the space provided. To be considered responsive, responsible and eligible for award, all requirements identified in the Mandatory Scored Questions must be met. There may be rare instances in which an item within the Mandatory Scored Questions does not create an individual requirement which must be met, but, instead, merely requires a response. All requirements labeled “Mandatory Scored” must be met by the supplier. Failure to meet any mandatory scored requirements may result in disqualification of the proposals. The narrative description, along with any required supporting materials, will be evaluated and awarded points in accordance with Section 6 Proposal Evaluation, Negotiations and Award. 

DO NOT INCLUDE ANY COST INFORMATION IN YOUR RESPONSE TO MANDATORY SCORED QUESTIONS.

4.5	Additional Scored Responses: All items labeled “Additional Scored Responses” represent information that is requested by the State Entity. Suppliers are encouraged to provide a thorough narrative description in the space provided in the Additional Scored Response Worksheet (or Event Questions Group). Answers along with any requested supporting materials will be evaluated and awarded points in accordance with Section 6 Proposal Evaluation, Negotiations and Award instructions.

DO NOT INCLUDE ANY COST INFORMATION IN YOUR RESPONSE TO ADDITIONAL SCORED QUESTIONS.


	5. Cost Proposal

	

	



5.1	Cost Proposal and General Pricing Rules: Each supplier is required to submit a cost proposal as part of its response. The cost proposal will be evaluated and scored in accordance with Section 6 Proposal Evaluation, Negotiations and Award. By submitting a response, the supplier agrees that it has read, understood, and will abide by the following instructions/rules:
· The submitted cost proposal must include all costs of performing pursuant to the resulting contract; and 
· Cost proposals containing a minimum order/ship quantity or dollar value, unless otherwise called for in the Sourcing Event, will be treated as non-responsive and may not be considered for award; and 
· In the event there is discrepancy between the supplier’s unit price and extended price, the unit price shall govern; and
· In the event there is a discrepancy between (1) the supplier’s pricing as quoted on the Sourcing Event’s provided cost worksheet and (2) the supplier’s pricing as quoted by the supplier in one or more additional documents, the former shall govern; and 
· The prices quoted and listed in the cost proposal shall be firm throughout the term of the resulting contract, unless otherwise noted in the Sourcing Event or contract; and
· Any cash discount offered to the State must be clearly identified in the supplier’s response. In the event the State is entitled to a cash discount, the period of computation will commence on the date of delivery, or receipt of a correctly computed invoice indicating the discount, whichever occurs later; and 
· Unless otherwise specified in any terms and conditions attached to the Sourcing Event, all product deliveries will be F.O.B. destination, and all shipping charges must be included in the quoted cost; and 
· Unless expressly permitted by the Sourcing Event, responses containing provisions for late or interest charges cannot be awarded a contract. Suppliers must “strike through” any such provisions in printed forms and initial such revisions prior to submitting a response; and 
· Responses containing prepayment and/or progress payment requirements may be determined non-responsive unless otherwise permitted by the Sourcing Event; and
· Unless permitted by the Sourcing Event, responses requiring payment from the Authorized User in less than thirty (30) days will be considered non-responsive; and
· The State of Georgia is exempt from certain taxes and no provision for such taxes should be included in the supplier’s response.

5.2	Cost Structure and Additional Instructions: The State Entity’s intent is to structure the cost format to facilitate comparison among all suppliers and foster competition to obtain the best market pricing. Consequently, the State Entity requires that each supplier’s cost be in the format outlined below. Additional alternative cost structures will not be considered. Each supplier is cautioned that failure to comply with the instructions listed below, submission of an incomplete offer, or submission of an offer in a different format than the one requested may result in the rejection of the supplier’s proposal.

The Sourcing Tool permits the State Entity to structure the Sourcing Event to allow the supplier to enter pricing directly into the line items of the Sourcing Event. However, if there are multiple products/services to be priced or the pricing structure is complex, the State Entity may attach one or more cost worksheets for the supplier to download, complete and then upload as part of the supplier’s response.

Enter all information directly into the cost sheet(s) (if any). Enter numbers on each cost sheet in “number” (two-place decimal), not “currency” or other format unless otherwise stated. That is, omit dollar signs, commas, and any other non-essential symbols (e.g., $7.90 should be entered as 7.90). Prices must be in US Dollars. Enter “n/a” to indicate not available or “0” if there is no charge. Cells left blank will be interpreted as “no offer”. Download the cost worksheet (if any), complete the worksheet and then upload the worksheet.

	6. Proposal Evaluation, Negotiations and Award

	

	



All timely proposals will be evaluated in accordance with the following steps. The objective of the evaluation process is to identify the proposal which represents the best value to the State based on a combination of technical and cost factors. Based on the results of the initial evaluation, the State Entity may or may not elect to negotiate technical and/or cost factors as further described in the Sourcing Event. In the event negotiations of the technical and/or cost factors occur, the revised proposals will be reevaluated in accordance with the provisions of Section 6.4 Scoring Criteria. Once the evaluation process has been completed (and any negotiations the State Entity desires to conduct have occurred), the apparent successful supplier(s) will be required to enter discussions with the State Entity to resolve any exceptions to the State Entity’s contract. The State Entity will announce the results of the Sourcing Event as described further in Section 6.9 Public Award Announcement.

6.1 Administrative/Preliminary Review: First, the proposals will be reviewed by the Issuing Officer to validate the proposal was submitted in the Sourcing Tool by the closing date in accordance with the Sourcing Event instructions and is materially complete.

6.2 Evaluating Proposal Factors (Section 4): If the supplier’s proposal passes the Administrative/Preliminary Review, the supplier’s responses to Section 4 (Sourcing Event Factors/Technical Requirements) will be submitted to the Evaluation Team for evaluation.

6.2.1	Review of Mandatory and Mandatory Scored Questions: The Evaluation Team will review each supplier’s response in detail to determine its compliance with mandatory requirements. Responses to both “Mandatory” and “Mandatory Scored” Questions will be evaluated on a pass/fail basis. If a supplier’s response fails to meet a mandatory and/or mandatory scored requirement, the State Entity will determine if the deviation is material. A material deviation will be cause for rejection of the supplier’s response. An immaterial deviation may be waived or cured and will be processed as if no deviation had occurred. All responses which meet the requirements of the “Mandatory” and “Mandatory Scored” Questions are considered “Responsive Proposals” at this point in time and will be scored in accordance with the point allocation in Section 6.4 Scoring Criteria.

6.2.2	Review of Additional Scored Information Questions: For all responses determined to be “Responsive Proposals”, the Evaluation Team will review and score the responses to the Additional Scored Information (if any) in accordance with the point allocation in Section 6.4 Scoring Criteria.

The supplier will receive a total technical score at the conclusion of the evaluation of the Sourcing Event Factors/Technical Requirements.

6.3	Evaluating Cost Proposal and Total Combined Score: The cost proposals will be reviewed and scored in accordance with Section 6.4 Scoring Criteria. To expedite the evaluation process, the State Entity reserves the right to analyze the cost proposals independently, but at the same time the Evaluation Team is analyzing the technical proposals, provided neither the cost proposals nor the cost analysis is disclosed to the Evaluation Team until the Evaluation Team completes its initial evaluation and scoring of the Proposal Factors.
 
6.3.1 Cost Scoring: The State Entity may utilize lowest cost, lowest total cost, total cost of ownership (TCO), greatest savings, or any combination thereof to determine the most competitive cost proposal. The cost proposal may be scored on an overall basis or at the category, subcategory or line level (as applicable) relative to other proposals. The supplier deemed to have the most competitive cost proposal overall, as determined by the State Entity, will receive the maximum weighted score for the cost criteria. In the alternative, in the event the cost proposal is scored at the category, subcategory or line level, the State Entity may assign the maximum score per category, subcategory, or line for the most competitive proposal at that level. Other proposals will receive a percentage of the weighted score based on the percentage differential between the most competitive cost proposal and the specific proposal in question.

6.3.2 Georgia Enterprises for Products and Services (GEPS): In the event the issuing officer has received a response from GEPS, the issuing officer must factor in a price preference of 8% for purposes of cost evaluation. The price preference of 8% has been approved by DOAS in accordance with the State Use Law set forth at O.C.G.A. 50-5-135 et seq., which is intended to create opportunities for disabled persons employed by community-based rehabilitation programs and training centers that are certified by the State Use Council. To implement the price preference, the issuing officer must lower GEPS’ price by 8% when comparing GEPS’ price with any other supplier’s response. However, in the event GEPS wins the contract award, GEPS must be paid at its actual bid price.

6.3.3 Total Score: The supplier’s cost score will be combined with the supplier’s technical score to determine the supplier’s overall score (or “total combined score”).

6.4	Scoring Criteria: The evaluation comprises the following:

INSTRUCTIONS TO ISSUING OFFICER: Please complete the following table by assigning points to the cost and technical portions of the RFP. Generally, the combined total of the maximum points for cost and the maximum points for technical equal 1,000 points; however, another total amount may be utilized if desired (Please submit a request to SPD Deputy Commissioner prior to posting). Please ensure you have added the points correctly to calculate the total points for the last row of the table. Once you have completed this task, please delete these instructions.

	Category
	Criteria
	Points

	Cost
	1. Cost of proposed products and/or services 
	Enter # here points

	Technical/Proposal Factors
	2. Mandatory Requirements
	Pass/Fail

	Technical/Proposal Factors
	3. Scored Criteria
	Enter # here points

	Total
	N/A
	Enter # here points



6.5 Georgia Based Business/Reciprocal Preference Law O.C.G.A. §50-5-60(b): For the purposes of evaluation only, suppliers domiciled in the State of Georgia will be granted the same preference over suppliers domiciled in another state in the same manner, on the same basis, and to the same extent that preference is granted in awarding bids for the same goods or services by such other state to suppliers resident therein over suppliers resident in the State of Georgia. NOTE: For the purposes of this law, to be considered domiciled in the State of Georgia, the supplier must currently maintain its primary place of business (corporate nerve center) within the State of Georgia.

6.6 Negotiations of Proposals and/or Cost Factors: The State Entity possesses discretionary authority to conduct one or more rounds of negotiations of technical proposal and/or cost factors as permitted by Georgia law and DOAS’ established procurement policy. This section of the Sourcing Event describes DOAS’ process for utilizing its discretionary negotiation authority as defined by O.C.G.A. Section 50-5-67(a)(6); however, DOAS/State Entity reserves the right to conduct any other negotiations authorized by law. 

The objective of negotiations is to obtain the supplier’s best terms. PLEASE NOTE: NEGOTIATIONS ARE DISCRETIONARY; THEREFORE, THE STATE ENTITY URGES THE SUPPLIER (1) TO SUBMIT ITS BEST RESPONSE AND (2) NOT TO ASSUME THE SUPPLIER WILL BE GRANTED AN OPPORTUNITY TO NEGOTIATE.

6.6.1	Overview of Negotiations: After the Evaluation Team has scored the suppliers’ proposals, the State Entity may elect to enter into one or more rounds of negotiations with all responsive and responsible suppliers or only those suppliers identified by the Evaluation Team as being in the competitive range. The competitive range will not be selected arbitrarily and those suppliers included in the competitive range must have highly scored proposals. 

After each round of negotiations (if any), the supplier will submit revisions to its proposal factors and/or cost proposal, which revisions will be scored by the Evaluation Team in accordance with the same criteria used to evaluate the initial responses from the suppliers. Suppliers may be removed from further participation in the negotiation process in the event the Evaluation Team determines the supplier cannot be considered responsive and responsible or based on the competitive range as defined in Section 6.6.3 Competitive Range.

The State Entity reserves the right to proceed to award without further discussion after receiving receipt of the initial proposals, in which case, negotiations and Proposal Revisions will not be required. 

6.6.2	Negotiation Instructions: Listed below are the key action items related to negotiations. The State’s Negotiation Committee may consist of the State’s Evaluation Committee or may be comprised of different people. However, evaluation of proposals or revised proposals shall be completed only by the State’s Evaluation Committee.
· Negotiation Invitation: Those suppliers identified by the Evaluation Committee to negotiate will be notified and invited to attend negotiations. Suppliers will be notified in writing: (i) the general purpose and scope of the negotiations; (ii) the anticipated schedule for the negotiations; and (iii) the procedures to be followed for negotiations.
· Confirmation of Attendance: Suppliers who have been invited to participate in negotiations must confirm attendance.
· Negotiations Round(s): One or more rounds of negotiations may be conducted with those suppliers identified by the State’s Evaluation Team.

6.6.3	Competitive Range
INSTRUCTIONS TO ISSUING OFFICER: Please review this section in its entirety and then complete the blank in the last sentence. As an alternative to either negotiation with all suppliers or those in the competitive range, the last sentence is intended to specify a predetermined number for negotiations. An example would be to limit negotiations (technical and/or cost) with the top five (5) ranked suppliers. In selecting the number, the issuing officer should consider the award strategy and ideal number of suppliers to be awarded (per category as applicable) to ensure adequate capacity, coverage, customer choice, etc. Once complete, please delete this instructional note.

If the State Entity elects to negotiate pursuant to Section 6, the State Entity may either (1) elect to negotiate with all responsive and responsible suppliers, (2) limit negotiations to those suppliers identified within the competitive range, or (3) limit negotiations to the number of suppliers with whom the State Entity’s Negotiation Team may reasonably negotiate as defined below. In the event the State Entity elects to limit negotiations to those suppliers identified within the competitive range, the State Entity will identify the competitive range by (1) ranking suppliers’ proposals from highest to lowest based on each supplier’s Total Combined Score and (2) then looking for breaks in the scores such that natural groupings of similar scores may be identified.

In the event the State Entity determines the number of responsive and responsible suppliers is so great that the Negotiation Team cannot reasonably conduct negotiations (which determination shall be solely at the State Entity’s discretion and shall be conclusive), the State Entity may elect to limit negotiations to the top ______ ranked suppliers [please add any additional language based on RFx structure and award strategy – for example “per category”, “per region”, etc.] as determined by the Total Combined Score.

6.6.4	Negotiation Round Completion: As part of each round of negotiation, the Negotiation Team may or may not engage in verbal discussions with the suppliers. However, whether or not the Negotiation Team engages in verbal discussions, any revisions the supplier elects to make to its response must be submitted in writing via email by the end date and time identified by the Issuing Officer. All revisions received by the due date and time will be evaluated and re-scored by the Evaluation Team in accordance with the same criteria used to evaluate the initial responses from the suppliers. Revisions which are not received prior to the due date and time cannot be considered; however, any supplier failing to submit timely revisions will not be disqualified from consideration for award based on its final proposal as accepted by the State Entity.

6.7	Selection and Award
INSTRUCTIONS TO ISSUING OFFICER: The client may desire to make a single award, multiple awards, split awards, etc. Some sample language has been provided below to get you started. Please select the best award language below, as appropriate, or draft the most appropriate award language. Finally, once this task is complete, please delete these instructions.

Single Award (SAMPLE LANGUAGE)
The responsive and responsible supplier receiving the highest Total Combined Score and with whom the State Entity can reach agreement as to contract terms will be selected for award.

Primary/Secondary Award (SAMPLE LANGUAGE)
The primary intent of this Sourcing Event is to identify a single source (responsive and responsible supplier receiving the highest Total Combined Score) to provide all of the needed goods and/or services; however, the State entity reserves the right to make an additional contract award to the next best ranked supplier as a secondary (back-up) source of supply, in the event that the primary source is unable to provide the needed goods or services in a timely manner.

Multi-Award (SAMPLE LANGUAGE)
Cautionary Note: In the event you elect to proceed with a multi-award scenario (i.e. more than one supplier providing the same goods and services in the same location), but you do not want to award to all responding suppliers, you will need some basis for determining why some but not all will receive an award. There are a few examples noted below. Please review and then delete this note.

The State Entity desires to make an award to the highest scoring suppliers based on any of the following: each supplier’s total combined score, competitive range, and/or need as determined by the State Entity.

6.8	Site Visits and Oral Presentations: The State Entity reserves the right to conduct site visits or to invite suppliers to present their proposal factors/technical solutions to the Evaluation Team as part of the Technical Evaluation. Cost proposals and related cost information must not be discussed during the oral presentation of the supplier’s technical solution. Nothing in this section shall prohibit the Negotiation Team from discussing both proposal factors and cost information during the negotiation process defined by Section 6.6 Negotiations of Proposals and/or Cost Factors.

6.9	Public Award Announcement: The preliminary results of the evaluation will be announced through the public posting of a Notice of Intent to Award. The Notice of Intent to Award (NOIA) is not notice of an actual contract award; instead, the NOIA is notice of the State Entity’s expected contract award(s) pending resolution of the protest process. The NOIA (if any) will identify the apparent successful supplier(s), unsuccessful supplier(s), and the reasons why any unsuccessful suppliers were not selected for contract award. NO SUPPLIER SHOULD ASSUME PERSONAL NOTICE OF THE NOTICE OF INTENT TO AWARD (“NOIA”) WILL BE PROVIDED BY THE STATE ENTITY. INSTEAD, ALL SUPPLIERS SHOULD FREQUENTLY CHECK THE GEORGIA PROCUREMENT REGISTRY FOR NOTICE OF THE NOIA.

	The Notice of Award (NOA) is the State Entity’s public notice of actual contract award(s). The NOA will be publicly posted to the Sourcing Tool, which can be accessed from the Georgia Procurement Registry.

	
	7. Contract Terms and Conditions

	

	



7.1	State Entity Contract: The contract that the State Entity expects to award as a result of this Sourcing Event will be based upon the Sourcing Event, the successful supplier’s final response as accepted by the State Entity and the contract terms and conditions, which terms and conditions can be downloaded from the Sourcing Event. The “successful supplier’s final response as accepted by the State Entity” shall mean: the final cost and technical proposals submitted by the supplier and any subsequent revisions to the supplier’s cost and technical proposals and the contract terms and conditions due to negotiations, written clarifications or changes made in accordance with the provisions of the Sourcing Event, and any other terms deemed necessary by the State Entity, except that no objection or amendment by a supplier to the Sourcing Event requirements or the contract terms and conditions shall be incorporated by reference into the contract unless the State Entity has explicitly accepted the supplier’s objection or amendment in writing.

Please review the State Entity’s contract terms and conditions prior to submitting a response to this Sourcing Event. Suppliers should plan on the contract terms and conditions contained in this Sourcing Event being included in any award as a result of this Sourcing Event. Therefore, all costs associated with complying with these requirements should be included in any pricing quoted by the suppliers. The contract terms and conditions may be supplemented or revised before contract execution and are provided to enable suppliers to better evaluate the costs associated with the Sourcing Event and the potential resulting contract.

[bookmark: _Hlk161053110]7.2	Supplier’s Exception to Contract: By submitting a response, each supplier acknowledges its acceptance of the Sourcing Event specifications and the contract terms and conditions without change except as otherwise expressly stated in the submitted proposal. If the supplier takes exception to a contract provision, the supplier must state the reason for the exception and state the specific contract language it proposes to include in place of the provision. Any exceptions to the contract must be redlined with comments explaining the rationale for the proposed revision, uploaded and submitted as part of the supplier’s response, and should be provided as a red-line markup of the posted contract with inserted comments specifying the need for the changes. Proposed exceptions must not conflict with or attempt to preempt mandatory requirements specified in the Sourcing Event. Proposed exceptions should comply with Georgia law. For further information regarding contracting with state entities subject to DOAS purview, please see SPD-SP060 “Contracting with State Entities” provided as an attachment to this solicitation and located at https://doas.ga.gov/state-purchasing/seven-stages-of-procurement/stage-3-solicitation-preparation

In the event the supplier is selected for potential award, the supplier will be required to enter discussions with the State Entity to resolve any contractual differences before an award is made. These discussions are to be finalized, and all exceptions resolved within the period identified in the schedule of events. Failure to resolve any contractual issues will lead to rejection of the supplier. The State Entity reserves the right to proceed to discussions with the next best-ranked supplier.

The State Entity reserves the right to modify the contract to be consistent with the apparent successful offer, and to negotiate other modifications with the apparent successful suppliers. Exceptions that materially change the terms or the requirements of the Sourcing Event may be deemed non-responsive by the State entity, in its sole discretion, and rejected. Contract exceptions which grant the supplier an impermissible competitive advantage, as determined by the State Entity in its sole discretion, will be rejected. If there is any question whether a particular contract exception would be permissible, the supplier is strongly encouraged to inquire via written question submitted to the Issuing Officer prior to the deadline for submitting written questions as defined by the Schedule of Events.

	8. Sourcing Event Attachments

	

	



INSTRUCTIONS TO ISSUING OFFICER: Please provide a list of all attachments to the Sourcing Event. This will be helpful to the Issuing Officer to ensure all documents are loaded into the Sourcing Event. In addition, this will help the supplier identify documents. A sample list has been provided below. Please modify as needed and then delete these instructions.

The following documents make up this Sourcing Event. Please see Section 2 for instructions about how to access the following documents. Any difficulty locating or accessing the following documents should be immediately reported to the Issuing Officer.
A. State Entity Sourcing Event (this document) and all other information within the Sourcing Tool
B. Special Term Definitions from Section 1.5 Definition of Terms
C. Department of Audits Immigration and Security Form (eVerify Affidavit)
D. Cost Worksheet from Section 5 Cost Proposal
E. State Contract from Section 7 Contract Terms and Conditions
F. SPD-SP044 Sample Trade Secret Affidavit
G. SPD-SP060 Contracting with State Entities

NOTE: The list above may not be exhaustive. Suppliers should carefully review the Sourcing Event to access all applicable files, including Event Prerequisites, Buyer Attachments, Questions, and Cost Lines.
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