

RFP RFQ-S QUESTIONNAIRE

	Please note that RFPs and RFQ-Ss can take approximately 6-8 weeks to complete.  Keep this in mind when planning your bid.  If the bid process will result in a contract, allow ample time for the contract review process.

	Type of Purchase

	☐ One time purchase    ☐ Multiple purchases over time

	Scope/Description
Briefly describe what the goals of your project are and what you are seeking to accomplish with this RFP.  Please specify if this is a product or service or both. Please be sure to include which departments or campuses are participating (if you know that one or more campuses will not participate, please specify) and UT’s estimated level of utilization/spend. 

	Click or tap here to enter text.
	Term of Agreement
The term of the resulting agreement can be up to 5 years in length.  A term longer than 5 years needs CBO approval, which your solicitation coordinator will seek, if needed.   


	Proposed length of agreement: Click or tap here to enter text.

	Mandatory qualifications
Please list all mandatory qualifications
If a proposer does not meet the mandatory qualifications they will be eliminated. There is a difference between mandatory requirements and preferred qualifications.
Examples of mandatory qualifications: number of higher-education clients, industry-specific certifications/licenses, compatibility with existing UT equipment, software, etc.

	Click or tap here to enter text.
	Technical Specifications
Please list or attach as a separate document the technical requirements or specifications you are seeking for the product or service.  This section can include preferred qualifications.  The proposers’ responses to the technical specifications are what you will score when reviewing the technical proposals.

	Click or tap here to enter text.
	Financial Proposal Requirements 
Please indicate how you would like the respondents to submit their pricing structure.  Examples include hourly rate, yearly rate, cost per license, cost per user, cost per unit, percentage off list price.  If you have a more complex financial requirement structure, please attach a separate document.

	Click or tap here to enter text.
	References
Indicate how many references you want the proposers to provide.

	Click or tap here to enter text.
	Demonstration/Presentation
Will you require a demonstration or presentation by the suppliers who are participating in the RFP?


	☐  Yes    ☐  No

	Recommended Suppliers
Please provide a list of recommended suppliers along with email addresses and websites. If you have a contact name, please provide.

	Click or tap here to enter text.
	Evaluation Committee
Please provide a list of all members who will be on your evaluation committee including the person who will be designated the committee chair.  Evaluation committee members must be employees of the University. Ideal committee size is 5 or fewer people.

	Committee Chair
	Click or tap here to enter text.
	Committee Member
	Click or tap here to enter text.
	Committee Member
	Click or tap here to enter text.
	Committee Member
	Click or tap here to enter text.
	Committee Member
	Click or tap here to enter text.
	Solicitation Evaluation Attestation Form (SEAF) 
The Procurement Office must receive SEAFs for all committee members before the bid can be published.  

	Download the SEAF here: SEAF  


	Software
Is your bid for software or a product/service that will include software?  If yes, please complete the software addendum.

	☐  Yes    ☐  No

	Requisition 
Please submit a requisition in DASH and attach all the information required in this questionnaire to the requisition.  This must be in an editable Microsoft Word format. Please select “standard” for the requisition type, leave the supplier’s name blank, and use a rough estimate for cost.

	Additional Information
Please provide any additional information that you want to communicate to the Procurement Office


	Click or tap here to enter text.






