2.0   PREPARING AND SUBMITTING A BID
2.1
 GENERAL INSTRUCTIONS

The evaluation and selection of a vendor will be based on the information submitted in the bid, references, oral presentations (if requested), and written clarifications.  Failure to respond to each requirement in this RFB may be the basis for rejecting a response.   

2.2

INCURRING COSTS

The Department or the State of Wisconsin is not liable for any cost incurred by bidders in replying to this RFB.

2.3 
  SUBMITTING THE BID



Vendors must submit an original and three (3) paper copies by the deadline in section 1.7 to the address in section 1.4.




Bids must be time-stamped by the Department by the stated time or they will not be accepted.  For purposes of this RFB, receipt of a bid by the state mail system does not constitute receipt of a bid by the Department.  



All bids must be packaged, sealed, and show the following information on the outside of the package:




-
Vendor's Name and Address




-
Request for Bid Title




-
Request for Bid Number




-
Bid Due Date

2.4

BID ORGANIZATION AND FORMAT



Bid should be typed and submitted on 8.5 by 11-inch paper and bound securely. Bidders should display each requirement immediately preceding the response to that requirement for tabs 3 and 4 on the next page.




Vendors responding to this RFB must comply with the following format requirements:

(a)
Tab 1 - COVER LETTER/VENDOR CERTIFICATIONS: Include the cover letter with the bid and those certifications required for submittal of a bid.  Bids submitted in response to this RFB must be signed by the person in the vendor's organization who is responsible for the decision as to the prices being offered in the bid or by a person who has been authorized in writing to act as agent for the person responsible for the decision on prices. Each bid shall stipulate that it is predicated upon the terms and conditions of this RFB and any subsequent supplements or revisions.


By submitting a signed bid, the vendor's signatories certify that in connection with this procurement:  (a) the vendor's organization or an agent of the vendor's organization has arrived at the prices in its bid without consultation, communication or agreement with any other respondent or with any competitor for the purpose of restricting competition, (b) the prices quoted in the bid have not been knowingly disclosed by the vendor's organization or by any agent of the vendor's organization and will not be knowingly disclosed by same, directly or indirectly, to any other respondent or to any competitor, and (c) no attempt has been made or will be made by the vendor's organization or by any agent of the vendor's organization to induce any other person or firm to submit or not to submit a bid for the purpose of restricting competition.

(b) Tab 2 - SIGNED STATE AGREEMENTS: Include here the signed copy of Attachment 1 - Designation of Confidential and Proprietary Information, Attachment 2 - Vendor Information.

(c) Tab 3 - RESPONSE TO SECTION 4.0 GENERAL BID REQUIREMENTS: Provide a point-by-point response to each and every general bid requirement specified in this RFB.  Responses to general bid requirements must be in the same sequence and numbered as they appear in this RFB.  Provide a succinct explanation of how each requirement is addressed.  Merely indicated that you will complete a task without demonstrating how you will do so may result in your response being rejected.

(d) Tab 4 - RESPONSE TO SECTION 5.0 TECHNICAL REQUIREMENTS: Provide a point-by-point response to each and every technical requirement specified in this RFB.  Responses to technical requirements must be in the same sequence and numbered as they appear in this RFB.  Provide a succinct explanation of how each requirement is addressed.

(e) Separate Sealed Envelope - COST INFORMATION: Provide cost information on the cost worksheet in Attachment 3. 

 2.5

 ORAL PRESENTATIONS

If requested by the Department, vendors may be required to make oral presentations to supplement their bids. The Department will make every reasonable attempt to schedule each oral presentation at a time and location that is agreeable to the vendor.  Failure of a vendor to complete a scheduled oral presentation to the Department may result in rejection of that vendor's bid.
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