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Section One
General Information and Requested Products/Services

[bookmark: _Toc97678184]1.1	Introduction

In accordance with applicable Indiana Code provisions, Rules and Policies, the Indiana Department of Administration (IDOA), acting on behalf of All State Agencies and Other Governmental Bodies, requires a supplier for rental vehicles and related services for the State of Indiana and Other Governmental Bodies.  It is the intent of IDOA to solicit responses to this solicitation in accordance with the statement of work, proposal preparation section, and specifications contained in this document.  This solicitation is being posted to the IDOA Bidding Opportunities website, at https://www.in.gov/idoa/procurement/current-business-opportunities/ for downloading.  Neither this solicitation nor any response (proposal) submitted hereto are to be construed as a legal offer.  
 
[bookmark: _Toc97678185]1.2	Definitions and Abbreviations

Following are explanations of terms and abbreviations appearing throughout this solicitation Other special terms may be used in the solicitation, but they are more localized and defined where they appear, rather than in the following list.  

	[bookmark: OLE_LINK2]Authorized User



Award Recommendation


BAFO


	
	An eligible and approved user of this contract (as defined by the State) that meets the license and age requirements as detailed in this RFP.  

IDOA’s summary, typically in letter format, of the solicitation and suggestion on respondent selected for the purposes of beginning contract negotiations.

Best and Final Offer is an opportunity for short-listed respondents to propose an improved cost for final score consideration.


	Contract Award
	
	The acceptance of IDOA’s Award Recommendation by the agency being supported in conjunction with the public posting of the Award Recommendation.

	
	
	

	Full Time Equivalent (FTE)
	
	The State defines FTE as a measurement of an employee's productivity when executing the scope of work in this solicitation for a specific project or contract.  An FTE of 1 would mean that there is one worker fully engaged on a project.  If there are two employees each spending 1/2 of their working time on a project that would also equal 1 FTE

	
	
	

	IAC
	
	Indiana Administrative Code

	
	
	

	IC

	
	Indiana Code


	Installation
	
	The delivery and physical setup of products or services requested in this solicitation

	
	
	

	Other Governmental Body
	
	An agency, a board, a branch, a bureau, a commission, a council, a department, an institution, an office, or another establishment of any of the following: 
1) The judicial branch 
2) The legislative branch 
3) A political subdivision as defined in IC 5-22-2-22 and IC 36-1-2-13 (includes school corporations, municipal corporations, Legislative body, Taxing district, Town, Township, and Unit)
4) A State educational institution

	
	
	

	Prime Contractor
	
	As used in Attachments A and A1, refers to the entity responding to the solicitation.

	
	
	

	Products
	
	Tangible goods or manufactured items as specified in this solicitation

	
	
	

	Proposal
	
	An offer as defined in IC 5-22-2-17

	Driver
	
	An Authorized User that shall be the name on any reservation made under this contract and shall be the driver of a rental vehicle reserved under this contract.


	Respondent
	
	An offeror as defined in IC 5-22-2-18; and any entity or person who does business with the State and is registered as same.  The State will not consider a proposal responsive if two or more offerors submit a joint or combined proposal.  One entity or individual must be clearly identified as the company who will be ultimately responsible for performance of the contract.

	
	
	

	Services
	
	Work to be performed as specified in this solicitation 

	State 
	
	The State of Indiana

	State Agency
	
	As defined in IC 4-13-1, “State Agency” means an authority, board, branch, commission, committee, department, division, or other instrumentality of the executive, including the administrative, department of State government

	
	
	

	Subcontractor
	
	As used in Attachments A and A1 refers to the entity entering into a contract with the Prime Contractor for a portion of the scope of the solicitation.

	
	
	

	Total Bid Amount
	
	The amount that the Respondent proposes on Attachment D that represents their total, all-inclusive price.

	
	
	

	VSC (Valuable Scope Contribution) 
	
	The benefit the proposed certified subcontractors(s) must provide to the project set forth in the solicitation.




[bookmark: _Toc97678186]1.3	Purpose of the Solicitation 

The purpose of this solicitation is to select a respondent that can satisfy the State’s need for a statewide and nationwide rental vehicles program and related services.  It is the intent of the State to contract with a respondent that provides quality rental vehicles and all services necessary for all State Agencies.

1.4 [bookmark: _SUMMARY_SCOPE_OF][bookmark: _Toc118220291][bookmark: _Toc97678187]Summary Scope of Work

1.4.1	Overview
The Respondent shall provide all services necessary to provide rental vehicles to the State as set forth in this RFP and attachments.  IDOA, on behalf of All State Agencies and Other Governmental Bodies, is establishing a quantity purchase agreement (QPA) for these products and services.  

Furthermore, other governmental bodies and employees of the State conducting non-State business may utilize the QPA negotiated by the State.  Although participation of this contract by the other governmental bodies is not mandatory, it is the State’s goal to continue to encourage all other governmental bodies of the State to use the price agreement(s) resulting from this RFP.  Increased utilization by these entities and State employees conducting non-state business significantly enhances the business opportunity for the winning Respondent without having to participate in additional RFP processes individually with these entities.  

The State, however, is not responsible for the transactions between and reservations with the awarded Respondent and these entities or State employees conducting non-State business.  All other governmental bodies using State contracts and QPAs are expected to follow the contractual terms and conditions specified in those agreements and within local purchasing requirements.  The awarded Respondent is required to provide and extend pricing and discounts for rental vehicles and related services to other governmental bodies of the State and State employees conducting non-State business.  

The State may award all or part of this RFP based on the best interests of the State.  

1.4.2	Current Purchasing Profile

The State’s estimated spend over a four-year period ranging from January 2018 to December 2021 was approximately $4,357,385.75.  During the same period, State employees made approximately 27,991	reservations.

	1.4.2.1 Total Reservations 
(January 2018-December 2021)

	 
	In-State
	Out-of-State

	2018
	8,125
	596

	2019
	8,550
	628

	2020
	3,262
	175

	2021
	6,384
	271

	Total
	26,321
	1,670



	1.4.2.2 Total Charges 
(January 2018-December 2021)

	 
	In-State
	Out-of-State

	2018
	 $992,877.61 
	 $86,681.46 

	2019
	 $995,034.69 
	 $97,315.81 

	2020
	 $1,089,471.14 
	 $27,224.02 

	2021
	 $1,021,790.09 
	 $46,990.93 

	Total
	 $4,099,173.53 
	 $258,212.22 




	1.4.2.3 Total Reservations by Vehicle Class
(January 2018-December 2021)

	 
	2018
	2019
	2020
	2021

	Standard/Full-Size
	3,861
	3,975
	1,228
	939

	Economy/Compact
	2,423
	2,412
	819
	3,992

	Intermediate/Mid-Size
	1,508
	1,714
	553
	707

	Minivan
	237
	275
	105
	334

	Standard SUV
	170
	204
	102
	207

	Intermediate SUV
	123
	186
	98
	106

	Cargo Van
	21
	14
	159
	158

	26 Foot Box Truck
	50
	34
	214
	48

	Full-Size SUV
	74
	56
	53
	30

	15-Passenger Van
	36
	44
	8
	23

	Midsize Pickup
	27
	37
	7
	29

	Full-Size Pickup
	14
	27
	20
	31

	Premium SUV
	32
	31
	16
	7

	16 Foot Box Truck
	21
	22
	14
	1

	15 Foot Cutaway
	6
	11
	3
	2

	Standard Recreational
	5
	6
	0
	1

	12-Passenger Van
	2
	1
	0
	1

	24 Foot Box Truck
	0
	0
	3
	0

	16 Foot Stake Truck
	0
	0
	1
	0

	20 Foot Stake Truck
	0
	0
	1
	0

	Other
	111
	129
	33
	39



	1.4.2.4 Number of Reservations by Method (2018-2021)

	 
 
	2018
	2019
	2020
	2021
	Total

	
	
	
	
	
	#
	%

	Online/Web Service
	6,532
	7,507
	2,386
	5,823
	22,248
	79.48%

	Branch/Walk-In
	1,254
	972
	790
	635
	3,651
	13.04%

	Call Center
	925
	697
	261
	197
	2,080
	7.43%

	Other
	10
	2
	0
	0
	12
	0.04%



	1.4.2.5 Number of Reservations by Rental Type (2018-2021)

	 
 
	2018
	2019
	2020
	2021
	Total

	
	
	
	
	
	#
	%

	Daily
	7,936
	8,439
	2,654
	5,993
	25,022
	89.39%

	Monthly
	342
	365
	371
	403
	1,481
	5.29%

	Weekly
	336
	254
	372
	215
	1,177
	4.20%

	Weekend
	107
	120
	40
	44
	311
	1.11%



	1.4.2.6 Number of Reservations by Trip Type (2018-2021)

	 
 
	2018
	2019
	2020
	2021
	Total

	
	
	
	
	
	#
	%

	Round Trip
	8,670
	9,118
	3,400
	6,626
	27,814
	99.37%

	One-Way Type 1
	34
	41
	31
	22
	128
	0.46%

	One-Way Type 2
	3
	2
	4
	0
	9
	0.03%

	One-Way Type 3
	2
	3
	1
	3
	9
	0.03%

	One-Way Type 4
	12
	14
	1
	4
	31
	0.11%

	Type 1: One-way rentals originating and terminating in-state
Type 2: One-way rentals originating but not terminating in-state
Type 3: One-way rentals originating but not terminating out-of-state
Type 4: One-way rentals originating and terminating out-of-state



These figures are only an estimate and are not to be construed as an amount to be offered under this solicitation.  However, when completing Minority and Women’s Business Enterprises Participation Plan Form (Attachment A), Indiana Veterans’ Participation Plan Form (Attachment A1), and the Indiana Economic Impact Form (Attachment C) please use the Four-Year Contract Value: $4,357,385.75.

1.4.3 	Rental Vehicle Requirements and Restrictions
1.4.3.1 Vehicle Requirements 
The Respondent shall complete Attachment F2 Vehicle Requirements and submit this with their response.  Respondents shall agree to meet all vehicle requirements listed in Attachment F2 Vehicle Requirements.  

1.4.3.2 Vehicle Classifications
The Respondent shall be able to offer vehicles and rates for all the following rental vehicle classes.  In Attachment F Technical Proposal Template, Respondents shall provide example vehicles of each rental vehicle class.  Respondents shall propose rental rates for each rental vehicle class in Attachment D Cost Proposal Template.  No rate information shall be provided outside of Attachment D Cost Proposal Template.

	
	
	



	
	
	



i. 
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ii. [bookmark: OLE_LINK3]Economy/Compact (example: Ford Fiesta or similar)
a. 2-4 doors
b. 4-5 passengers
iii. Intermediate/Mid-Size (example: Toyota Corolla or similar)
a. 2-4 doors
b. 5 passengers
iv. Standard/Full-Size (example: Chevrolet Malibu or similar)
a. 2-4 doors
b. 5 passengers
v. Standard SUV (example: Ford Edge or similar)
a. 5 passengers
vi. Intermediate SUV (example: Nissan Rogue or similar)
a. 5 passengers
vii. Full-Size SUV (example: Chevrolet Tahoe or similar)
a. 7 passengers
viii. Premium SUV (Chevrolet Suburban or similar)
a. 7 passengers
ix. Standard Recreational (Jeep Wrangler or similar)
a. 2 -4 doors
b. 4 passengers
x. Minivan (example: Toyota Sienna or similar)
a. 7-8 passengers
xi. Mid-Size Pickup (example: Toyota Tacoma or similar)
a. 5 passengers
xii. Full-Size Pickup example: RAM Rebel or similar)
a. 5 passengers
xiii. 12-Passenger Van (example: Ford Transit Wagon or similar)
a. 12 passengers
xiv. 15-Passenger Van (example: Ford Transit Wagon or similar)
a. 15 passengers
xv. 15-Foot Cutaway
xvi. 16-Foot Box Truck
xvii. 24-Foot Box Truck
xviii. 26-Foot Box Truck
xix. 16-Foot Stake Truck
xx. 20-Foot Stake Truck
	
	
	



	
	
	



xxi. Cargo Van (example: Chevrolet Express Cargo or similar)
	
	
	



	
	
	



	
	
	




	
	
	




1.4.3.3 Available Inventory for State Emergency Vehicles
In the event of an emergency as determined by the State, the Respondent shall work with the State to provide vehicles for emergency response purposes.  In emergency situations where the State has given the Respondent at least two (2) hours of notice, the Respondent shall assign greater priority to the State’s vehicle needs.  Respondent shall maintain a vehicle inventory capable of meeting the state’s vehicle rental needs necessary to respond to emergencies.  Respondent may be required to relocate inventory from other participating locations to meet such demands.  The State shall not be responsible for costs incurred by the Respondent to relocate vehicles to meet state emergency vehicle demands.  The Respondent shall describe how it shall meet these expectations in Attachment F Technical Proposal Template.

1.4.3.4 Clean and Fuel-Efficient Vehicles 
The Respondent shall describe for which rental vehicle classes the Respondent offers Hybrid Electric Vehicles (HEVs), Plug-In Hybrid Electric Vehicles (PHEVs), Battery Electric Vehicles (BEV), Fuel Cell Electric Vehicles (FCEVs), and Zero Emission Vehicles (ZEVs). These vehicles shall be reserved at the same rate for all other vehicles within the same rental vehicle class.

When an Authorized User makes a reservation, the Respondent shall make first available those cars that get higher mileage per gallon (MPG) including hybrid vehicles.

1.4.3.5 Safety
The Respondent shall ensure that all rental vehicles conform to all Federal and State Safety Standards and Regulations, including but not limited to those published by the United States’ Department of Transportation’s National Highway Traffic Safety Administration and the State of Indiana Bureau of Motor Vehicles.

1.4.4 	Customer Service and Account Management
The State requires top-tier customer service from the successful Respondent, and desires detailed information about the account management team that may work with the State during the transition and implementation of a resulting contract.  The State also desires the quality of customer service to be consistent throughout the life of the resulting contract, immune to internal staff turnover.

The State requires successful Respondents to provide a 24-48-hour response time window to all State inquiries, regardless of staff vacation, illness, or turnover.  The State also desires Respondents to provide methods of collecting customer feedback and measuring customer satisfaction.  

Respondents shall also have the ability to set up multiple accounts with State agencies and across business units.  

1.4.5 Reporting
At least monthly, the Respondent shall provide reports for the State.  The State reserves the right to add to or modify the information presented in these reports as well as request additional, ad hoc reports.  

Reports shall be in Excel format or another format where data can be sorted and manipulated.  The data categories identified shall be supplied in each report.  Additional data categories and reports may be requested by the state to capture reservation detail and/or account performance.  All reports shall capture all reservation detail with a minimum of the following fields:
	
	
	



	
	
	



xxii. 
	
	
	



i. Agency Name/Business Unit
ii. Business Unit #
iii. Driver Name
iv. Account Number
v. Invoice Number
vi. Reservation Number
vii. Pickup Location 
viii. Dropoff Location
ix. Type of Rental (One-Way In-State, One-Way Out-of-State, Two-Way In-State, Two-Way Out-of-State, Other)
x. Pickup Date 
xi. Dropoff Date
xii. Total Days Rented
xiii. Type of Rental (Daily, Weekly, Monthly, or Weekend)
xiv. Charged Rental Vehicle Class
xv. Charged Rental Vehicle Rate
xvi. Driven Rental Vehicle Class
xvii. Driven Vehicle Make
xviii. Driven Vehicle Model
xix. Driven Vehicle Year
xx. Driven Vehicle License Plate #
xxi. Driven VIN
xxii. Miles Driven or Odometer In/Out
xxiii. Fuel Charges (Total, Cost per Gallon, Fuel Amount)
xxiv. Taxes
xxv. As applicable state and local Government fees and surcharges, tolls, or
airport fees
xxvi. Total Billed Charges
	
	
	



	
	
	




	
	
	




1.4.6 Reservations, Pickups, Returns, and Cancellations
In addition to being able to make reservations over the phone, the Respondent shall make available to the State a secure online reservation system that shall be available for use 24-hours a day, 365 days a year (including weekends and holidays).  The online reservation system shall provide users a reservation confirmation and a summary of the vehicle reservation including date(s), location(s), vehicle class, and rental rates using the contracted rates.  The State also desires options for making reservations via mobile phone application.

The Respondent shall create and implement (upon State approval) a process in which the State shall be notified of reservations made by Authorized Users.  The Respondent shall not allow the pickup of rental vehicle for any Drivers who do not provide the proper documentation (e.g.  a valid Driver’s License, etc.) at the time of vehicle pick-up.  The Respondent shall make after-hours and weekend vehicle returns available to all Drivers.   

With any reservations made at least twenty-four (24) hours in advance, the Respondent shall guarantee the availability of a vehicle in the requested class size or an upgraded vehicle.  
In the event an Authorized User has reserved a vehicle class that is not available at the reserved pick-up time, the Respondent shall provide an upgraded vehicle that is mutually acceptable to the Driver and the Respondent.  The Respondent shall provide the mutually agreed upon upgraded vehicle at the same rate as the originally reserved vehicle.  

If neither the reserved vehicle nor an upgraded vehicle is available at the reserved pick-up time, the Respondent may provide a downgraded vehicle only if that vehicle meets all requirements and the vehicle is mutually acceptable to the Driver and the Respondent.  If the downgraded vehicle is not mutually acceptable to the Driver and the Respondent, the Respondent shall provide a discounted rate to the account number on the unmet reservation that shall apply to that account’s next reservation.  This discounted rate is not to be less than the fifty (50) percent of the rate for the vehicle class.  

The Respondent shall provide a 59-minute grace period for rental returns.

The Respondent shall provide secure on-site parking, or off-site delivery and pick-up, options for user’s personal vehicles at no additional charge during the entire rental period at off-airport locations (does not include airports and the State lot).  If the Respondent does not offer on-site parking, the Respondent shall describe how they shall work with the Driver to ensure a prompt reservation pick-up.

1.4.7 	Vehicle Rental Rates, Charges, and Associated Fees
1.4.7.1 Rental Rates and Surcharges
For the first twenty-four (24) months of the resulting contract, the Respondent shall charge the base rental charges set forth in Attachment D Cost Proposal Template.   For each successive 12-month period after the first 24 months of this agreement, the base rental rate for each vehicle class may not be changed without approval from IDOA.  

The State shall not accept seasonal surcharges during peak seasons.  The Respondent shall not charge any additional mid-week, blackout, or one-day surcharges.  The Respondent shall neither offer nor charge any fees not described in this RFP.

1.4.7.2 Hourly, Daily, Weekly, and Monthly Rentals 
For reservations less than twenty-four (24) hours in length, the Respondent shall charge an hourly rate that is a percentage of the daily rate for that vehicle class and rental type.  The State strongly desires that this hourly rate be no greater than one-eighth (1/8th) of the daily rate and requires that the hourly rate not exceed one-sixth (1/6th) of the daily rate.  Respondents are to provide their hourly rate as a percentage of the daily rate in Attachment D Cost Proposal Template.  Total hourly charges may not exceed the daily rate for that vehicle class and rental type.  A daily rental is defined as a 24-hour time-period beginning when a Driver picks up a vehicle from a rental branch.  Daily rentals may last anywhere from less than one (1) day to six (6) days.  A weekly rental is defined as one lasting between seven (7) and twenty-nine (29) consecutive calendar days.  A monthly rental is defined as lasting thirty (30) consecutive calendar days or greater.    A weekend rental is as a daily rental that begins and ends on a Saturday or Sunday.

1.4.7.3 Mileage Charges
All rentals originating in Indiana (i.e.  in-state rentals) shall include unlimited miles per day, unlimited miles per week, and unlimited miles per month.  For rentals originating outside of Indiana (i.e.  out-of-state rentals), mileage charges shall not begin to accrue until a mileage of 500 miles is achieved.  

1.4.7.4 Late Fee
Late fees shall not be charged before the 59-minute grace period has elapsed.  Total late fees assessed in one day shall not exceed the reserved vehicle’s daily rental rate.  

1.4.7.5 Cancellation Fee
There shall be no charge for a canceled reservation provided the State or Authorized User cancels the reservation more than two (2) hours before the reserved pick-up time.  In cases where the Respondent receives a reservation cancellation within two (2) hours before the reserved pick-up time, the Respondent may charge an hourly fee that shall not exceed ten (10) percent of the daily rate for that vehicle class.

1.4.7.6 Fuel Charge
All vehicles shall contain at least one-half (1/2) tank of fuel upon pick-up from the Respondent’s branch.  All vehicles are to be returned with a fuel tank at the same fuel level at pick-up otherwise the Respondent may administer a surcharge of up to fifteen percent (15%) above market fuel price but shall not charge for fuel above the level of the fuel tank at pickup.  

1.4.7.7 Young Driver Fee
Per Section 1.4.12.2, State employees between the ages of 18 and 20 may be allowed to be Drivers under this contract in the State of Indiana for valid business use.  A daily fee not to exceed five dollars ($5) may be applied to such reservations.

1.4.7.8 Airport Fees
The Respondent shall provide all airport fees for domestic and international airports in Attachment D Cost Proposal Template based on a grouped structure.  No more than 10 groupings shall be offered.

1.4.8 	Damage, Loss, and Repair
All damages to rental vehicles shall be immediately reported to the renting branch, or as soon as is practical, by the Driver.  If the damaged vehicle is no longer drivable, a replacement vehicle from the nearest Respondent branch shall be made available to the Driver within two (2) hours of the Driver’s or Authorized User’s notification to the Respondent.  The replacement vehicle shall be from the same vehicle class or better and be provided at the original rental rate.  

An accident report shall be completed at the branch and all information pertaining to the accident shall be conveyed to the local Respondent branch.  The Driver shall be responsible for immediately reporting to the Respondent of any accident, property damage, or personal injury involving or associated with any vehicles or the theft of any vehicle.

All maintenance and repair of the rented vehicles in accordance with manufacturer’s instructions on maintenance, shall be the responsibility of the Respondent.  For weekly or monthly rentals, the Respondent shall provide Drivers with routine vehicle maintenance schedules and specific instructions for obtaining any required maintenance and repair.  Any required maintenance and repair shall be performed at or within the general vicinity of the rental location.  The time spent while waiting for the replacement or for repairs due to any mechanical failure of the vehicle shall be deducted from the total amount of rental time.

1.4.8.1 Pre-and Post-Rental Inspection
The Respondent shall allow the pre- and post-rental inspection of the rented vehicle, during which the vehicle’s current fuel level, mileage, and physical condition are reviewed and documented by the Driver.  

In the event the Driver accepts, for whatever reason, a vehicle containing less than a half-full tank of fuel for a rental made through this contract, it is the responsibility of the Respondent to note this lower fuel level on the pre-rental inspection.  

The Driver shall sign a completed pre-rental inspection form upon completion of a pre-rental inspection.  The Driver shall receive a printed and electronic copy of this signed form prior to leaving with a rented vehicle.  The State desires that the Respondent be able to send an electronic copy of the signed inspection form to the Authorized User that made the reservation, if different from the driver.

1.4.9 Liability and Insurance 
The Respondent shall provide 
· A certificate of commercial, third-party liability insurance in the amount of $500,000 at minimum per occurrence for bodily injury and property damage combined or
· A certificate of commercial, third-party liability insurance in the amount of $100,000 for bodily injury per person, $300,000 for bodily injury per accident, and $100,000 for property damage or
· A certificate of commercial general liability on an occurrence form with limits not less than $1,000,000 per occurrence for bodily injury and property damage liability combined with a minimum $2,000,000 annual policy aggregate or
· Any liability insurance that meets the above minimum standards.

The conditions, restrictions, and exclusions of the applicable insurance for any rental shall not be less favorable to the State and state employees than the coverage afforded under standard automobile liability policies.

The Respondent may offer liability or loss/damage coverage for personal use rentals.  Authorized users are responsible for purchasing or having such coverage.

1.4.10 	Billing, Invoicing, and Rebates
1.4.10.1 Billing and Accepted Forms of Payment
The Respondent shall accept the following methods of payment: state credit card, Authorized Users’ personal credit cards, and pre-assigned billing accounts.  The Respondent shall accept any handling fees associated with the use of any credit cards.  All Authorized Users wishing to use a State of Indiana billing account code as payment shall furnish a valid and completed State of Indiana Rental Use Agreement Form.  

1.4.10.2 Invoice Requirements
Invoices shall be submitted by and payment made to the Respondent.  Invoices shall be submitted to (and payment remitted from) individual agency and departments as determined during contract implementation.  The State shall not accept a central bill process.

At a minimum, Respondent’s invoice frequency shall be monthly.  The State desires flexibility with increased invoice frequency (biweekly, weekly) as requested by individual agencies or departments.

1.4.10.3 Rebates
For each contract year in which total annual net sales exceeds $700,000, the State desires the Respondent to pay to the State a rebate of based on total annual net charges.  Counting toward this total are all business-use rentals (i.e.  no personal rentals) from any State account number associated with the resulting contract.  Rentals from local entities, municipalities, K-12, and higher educational institutions will not be included.  Sales from personal and out-of-state rentals shall not be included.  A contract year is defined as a twelve (12) month period beginning on the anniversary date of the execution of the resulting contract.  The State desires an escalating tiered rebate based on volume.  Respondents shall enter their proposed rebates on Tab V.  Rebate and Value-Adds of Attachment D Cost Proposal Template.

The rebate, if any, shall be payable sixty (60) days after the end of each twelve (12) month period.  The rebate shall be paid in the form of a check to the State and submitted to the Indiana Department of Administration's manager of the resulting contract.

Total annual net charges shall be defined as the total charges (regardless of the entity type) net of credits and unpaid invoices that are past 35 days due at the time of the rebate payment, based on time and miles.  Invoice amounts not included in the annual net charges at time of rebate payment shall be added to the next annual net charges once the invoice has been paid.

1.4.11	Roadside Assistance and Service Locations
1.4.11.1 Service Locations
The Respondent shall maintain rental facilities throughout the State and nationally to service Authorized Users outside the borders of the State, including at all major airports.  The Respondent shall be able to provide service in all the locations provided in Attachment F3 Required Service Locations, including all counties across the State.  The Respondent shall complete Attachment F3 and include this with their proposal.  The Respondent shall provide a complete list of all other in-state, out-of-state, international, and airport authorized locations in Attachment I Authorized Rental Locations Form.

1.4.11.2 Roadside Assistance 
The Respondent shall provide 24-hour/365-day emergency roadside assistance on all vehicles available under this Contract.  Upon vehicle pick-up, the Respondent shall provide the user with a verbal and written 24-hour local or toll-free number to be used for any emergencies requiring roadside assistance.  The emergency roadside assistance shall have high availability, with all Authorized Users having the ability to connect to a representative within ten (10) minutes of placing their first call.    

1.4.11.3 Return of Vehicles Outside of Normal Business Hours
The Respondent shall make after-hours returns available at select locations. Respondents shall detail their after-hours offering at each location in Attachment I Authorized Rental Location Form. 

The Respondent shall not allow Authorized Users to make a reservation under the resulting contract that ends after-hours if that location does not offer after-hours returns. If a rental vehicle reserved under this contract is scheduled to be returned after-hours at a location where after-hours returns are available and that vehicle is returned before the open of the business on the next available business day, the State desires that no late fees will be assessed. The Respondent may assess late fees for vehicles returned after-hours if the close of business occurs more than 59 minutes after the scheduled return of a rental vehicle. If a rental vehicle scheduled to be returned before the close of business or after-hours is not returned by the open of business on the next available business day, the Respondent may charge a late fee pursuant to Section 1.4.7.4 of this RFP.  

In the event of an after-hours return, the Driver shall remain responsible for the conditions of the rented vehicle until an inspection and check-in are completed the following business day.  

1.4.12 	Authorized User and Driver Responsibilities
1.4.12.1 Authorized Users and Drivers

Individuals shall be Authorized Users of this contract provided they 1) are at least 21 years of age 2) possess a valid driver’s license that does not contain any legal probationary restrictions and 3) fall within one of the following categories:
i. Employees of State of Indiana agencies
ii. Employees of other governmental bodies, including but not limited to: cities, towns, counties, municipalities, elected officials, K-12 schools, universities, and libraries.

Authorized Users shall be able to make, modify, or cancel reservations.  Authorized Users shall also be able to pick-up, operate, and drop-off rental vehicles reserved under this contract.  Authorized Users meeting the criteria in the RFP who operate rental vehicles reserved under this contract are to be considered Drivers.  No individual shall be considered a Driver who does not meet the qualifications necessary to be an Authorized User.

The above list of Authorized User and Driver qualifications may be expanded upon mutual agreement of the parties.  Respondents may hold a list of otherwise Authorized Users who are unable to drive a vehicle rented under the resulting contract because of outstanding personal balances or disputes.  If an Authorized User on this list must make a reservation to carry out State business, the Respondent shall work with the State to ensure that a “do not rent” (or similar) list will not interfere with State business.

All eligible and approved Authorized Users that meet the license and age requirements detailed can operate any vehicle rented by another eligible and approved Authorized User.  There shall not be a charge by the Respondent for these additional operators.

The Respondent shall agree to extend its pricing, services, and service level requirements to all Authorized Users for business and personal rentals, both within and outside the State of Indiana.  

For rentals of 12- and 15-passenger vans and higher rental vehicle classes, the Driver shall be at least 25 years of age.  

State employees between the ages of 18 and 20 may be allowed to be Drivers under this contract in the State of Indiana for valid business use under the following criteria: 
i. The overall volume of this age group does not exceed 5 percent of the total State rentals annually as computed with the Respondent account numbers
ii. The Driver shall have a valid driver’s license
iii. Travel shall be limited only to business activity within the State of Indiana
iv. No more than a $5 daily surcharge shall be applicable to such rentals 
v. The Driver shall have a valid and approved State Rental Form 
vi. Rented vehicle shall be of the Intermediate/Mid-Size class size or lower 

For all Authorized Users under the resulting contract, the Respondent agrees it shall not impose a charge for any additional drivers who are at least 21 years of age and meet all other eligible user requirements as defined in Section 1.4.12.1.  

1.4.12.2 Account Numbers
The Respondent shall provide each business unit with designated accounts numbers.  Each business unit shall have a business use account, as well as a personal use accounts for Authorized Users.  Authorized Users shall use the correct account number when making reservations and certify at the time of the reservation whether said reservation is for business or personal use.  

Contracted rates and services shall only be valid if using the Respondent-provided account numbers.  

1.4.12.3 Traffic Violations
The Driver shall be responsible for paying all traffic violations when the rental vehicle is in their possession.  Respondent(s) shall send notice of tickets to each Driver for payment by the rental driver.  The State assumes no responsibility for the payment of any tickets received by the Driver.

1.4.12.4 Rental Agreement
For each vehicle rented under the resulting contract, the Authorized User shall execute the then-standard rental agreement of the applicable Respondent affiliate or franchisee at the rental facility at which the vehicle rental occurs.  In the event of a direct conflict between the terms of the resulting contract and the terms of any rental agreement, the terms of the resulting contract shall govern.  Respondents shall provide an example of their standard rental agreement in their response to this RFP.

1.4.13	Implementation and Transition
The Respondent shall develop and submit a transition and implementation plan for the State’s approval.  This implementation plan shall describe how the Respondent shall provide instruction, service, support, and maintenance to ensure proper utilization and functioning of the new Respondent’s rental vehicle program from contract execution to system go-live.  Following contract execution, the Respondent shall regularly report the progress on the implementation plan until the agreed upon go-live date is reached.  This go-live date shall be determined in conjunction with the State.

[bookmark: _Toc97678188]1.5	Solicitation Outline

The outline of this solicitation document is described below:

	Section
	Description

	Section One – General Information and Requested Products or Services
	This section provides an overview of the solicitation, general timelines for the process, and a summary of the products/services being solicited by the State/Agency via this solicitation 

	Section Two – Proposal Preparation Instruction
	This section provides instructions on the format and content of the solicitation including an Executive Summary, Business Proposal, Technical Proposal, and a Cost Proposal

	Section Three – Proposal Evaluation Criteria
	This sections discusses the evaluation criteria to be used to evaluate respondents’ proposals

	Attachment A 
	M/WBE Participation Plan Form

	Attachment A1
	IVOSB Participation Plan Form

	Attachment B 
	Sample Contract

	Attachment C 
	Indiana Economic Impact Form

	Attachment D
	Cost Proposal Template 

	Attachment E
	Business Proposal Template 

	Attachment F
	Technical Proposal Template 

	Attachment F1
	Minimum Requirements

	Attachment F2
	Vehicle Requirements

	Attachment F3
	Required Service Locations

	Attachment G1
	Round One Q&A Template – Rental Vehicle Classes and Requirements

	Attachment G2
	Round Two Q&A Template – All Other Questions

	Attachment H
	Service Level Agreements (SLAs)

	Attachment I
	Authorized Rental Locations Form

	Attachment J
	Reference Check Form

	Attachment K
	Pre-Proposal Network Opportunities Form 

	Attachment L
	Attestation Form

	Attachment M
	Intent to Respond Form



[bookmark: _Toc97678189]1.6	Pre-Proposal Conference 

 A pre-proposal conference will not be held for this solicitation.  A PowerPoint slide deck will be posted to the IDOA Supplier Portal containing the information normally shared during this meeting.  Interested parties may submit any questions they have to be addressed during the written Question/Inquiry process, as further instructed in Section 1.7

The pre-proposal period provides an opportunity for potential prime contractors and potential sub-contractors to connect.  The State strongly encourages potential prime contractors and potential subcontractors to complete and submit Attachment K directly to rfp@idoa.in.gov no later than the time and date outlined in Section 1.24.  Compiled company contact information will be posted to the solicitation website to allow networking to take place among the vendor community.  Though Attachment K is not required, the State encourages its use.  

[bookmark: _Toc97678190]1.7	Question/Inquiry Process

All questions/inquiries regarding this solicitation must be submitted by the date and time outlined in Section 1.24.  Questions/Inquiries regarding rental vehicles classes and requirements may be submitted in Attachment G1, Round One Q&A Template, via email to rfp@idoa.IN.gov and must be received by the time and date indicated in Section 1.24.  

The subject line of the email submissions must clearly state the following: 
“RFP 22-70641 Round One Questions/Inquiries – [INSERT COMPANY NAME]”.

All other questions/inquiries regarding this RFP may be submitted in Attachment G2, Round Two Q&A Template, via email to rfp@idoa.IN.gov and must be received by the time and date indicated in Section 1.24.  

The subject line of the email submissions must clearly state the following: 
“RFP 22-70641 Round Two Questions/Inquiries – [INSERT COMPANY NAME]”.

Following each question/inquiry due date, Procurement Division personnel will compile a list of the questions/inquiries submitted by all Respondents, redacting the name of the company who submitted the question.  The responses will be posted to the IDOA website according to the timetable established in Section 1.24.  Only answers posted on the IDOA website will be considered binding and valid by the State.  No Respondent shall rely upon, take any action, or make any decision based upon any verbal communication with any State employee.

If it becomes necessary to revise any part of this solicitation, or if additional information is necessary for a clearer interpretation of provisions of this solicitation prior to the due date for proposals, an Addendum will be posted on the IDOA website.  If such Addenda issuance is necessary, the Procurement Division may extend the due date and time of proposals to accommodate such additional information requirements, if required.

[bookmark: _1.8_DUE_DATE][bookmark: _Toc97678191]1.8	Due Date for Proposals 

[bookmark: _Hlk90924469][bookmark: _Hlk79136817][bookmark: _Hlk82945572]All proposals must be submitted through a two-part process.  Both deadlines must be met for a response to be complete.  Part one, the Submission Form is due as set forth in Section 1.24.[footnoteRef:2]  Proposals will be disqualified if the Submission Form is received after the expiration of the first deadline.  Part two, the receipt date for Proposals on Flash Drives, is as set forth in  Section 1.24.  Proposals will be disqualified if Flash Drives are received after their deadline.  The awarded proposal will be posted on the IDOA Award Recommendations website, at https://www.in.gov/idoa/2462.htm.   [2:  The date and time stamp generated by the State system indicating receipt of the Submission Form shall be considered the official time stamp for this RFP.  See 1.24 Summary of Milestones for the due date and time.] 


The Submission Form is available at https://www.in.gov/idoa/procurement/current-business-opportunities.  Complete the form in its entirety.  The sourcing number and IDOA Procurement Lead information is available on the title page of this document.  The Executive Summary and completed Attachment L Attestation Form are to be attached to the Submission Form.

The Flash Drive(s) should be sent using the address information below:

Arthur L.  Sample IV – RFP 22-70641
Indiana Department of Administration
Procurement Division
402 West Washington Street, Room W468
Indianapolis, IN 46204

· Each Respondent must submit at least one original Flash Drive but if more are needed, that is acceptable.
· The proposal must follow the format indicated in Section Two of this document.  No other method of submission will be accepted.  
· [bookmark: _Hlk41481144]Unnecessarily elaborate brochures or other presentations, beyond those necessary to present a complete and effective proposal, are not desired.
· [bookmark: _Hlk79137027][bookmark: _Hlk75791025][bookmark: _Hlk41481057]No more than one proposal per Respondent may be submitted.
· [bookmark: _Hlk79137058]Responses not submitted by the deadlines will not be considered; nor will sending it via email or hand delivery be viable alternatives.  
· The State will not provide confirmation of receipt of Flash Drives.  If that is desired, the Respondent should select a shipping method that will offer confirmation of receipt.
· The State accepts no obligations for costs incurred by Respondents in anticipation of being awarded.
· [bookmark: _Hlk94278497]All communication, unless stated otherwise in this document, should be directed to the IDOA staff member on the title page of this solicitation.  If communication is had with any other staff member, the Respondent may disqualify themselves from further consideration.  

[bookmark: _Toc97678192]1.9	Modification or Withdrawal of Offers[footnoteRef:3] [3:  Please note if the State elects to cancel the solicitation, all submitted responses would remain confidential, until the replacement solicitation is concluded, and an Award Recommendation made.  ] 


Responses may be modified by Respondents until the time and date the response is due.  The Respondent’s authorized representative may withdraw the proposal prior to the due date by sending notice to the address listed above in Section 1.8.  

[bookmark: _Toc97678193]1.10	Pricing

[bookmark: _Hlk75791360][bookmark: _Hlk76537745]Pricing on this solicitation must be firm and remain open for a period of not less than one hundred eighty (180 days) from the date of award issuance.  Any attempt to manipulate the format of the document, attach caveats to pricing, or submit pricing that deviates from the current format will put your proposal at risk of being removed from consideration.  [footnoteRef:4] [4:  Making modifications to the Cost Proposal could result in the proposal being removed from consideration.  ] 


Please refer to the Cost Proposal sub-section under Section Two for a detailed discussion of the proposal pricing format and requirements.

[bookmark: _Toc97678194]1.11	Proposal Clarifications

[bookmark: _Hlk82948635]The State may request clarifications, in writing, on proposals submitted.  These clarifications could include, but are not limited to, request for additional information, or request for Cost or Technical proposal revision.  Additionally, in conducting clarifications, the State may use information derived from proposals submitted by competing Respondents only if the identity of the Respondent providing the information is not disclosed to others.  The State will provide equivalent information to all Respondents which have been chosen for clarifications.  

[bookmark: _Hlk82948808]A sample contract is provided in Attachment B.  Any requested changes to the sample contract must be submitted with your response (See Section 2.3.6 for details).  The State may reject any of these requested changes.  It is the State’s expectation that any material elements of the contract will be substantially finalized prior to contract award.  

[bookmark: _Toc97678195]1.12	Best and Final Offer (BAFO)

The State may request best and final offers from those Respondents determined by the State to be reasonably viable for contract award.  However, the State reserves the right to award a contract based on initial proposals received.  Therefore, each proposal should contain the Respondent’s best terms from a price and technical standpoint.  

Following evaluation of the best and final offers, the State may select for final contract negotiations/execution the offer(s) that are most advantageous to the State.

[bookmark: _Toc97678196]1.13	Reference Site Visits

The State may request a site visit to a Respondent’s working support center to aid in the evaluation of the Respondent’s proposal.  Site visits, if required will be discussed in the technical proposal.

[bookmark: _Toc97678197]1.14	Type and Term of Contract 

The State intends to sign a contract with one or more Respondent(s) to fulfill the requirements in this solicitation.  

The term of the contract shall be for a period four (4) years from the date of contract execution.  There may be two (2), two-year renewals for a total of eight (8) years at the State’s option.  

[bookmark: _1.15_CONFIDENTIAL_INFORMATION][bookmark: _Toc97678198]1.15	Confidential Information

Respondents are advised that materials contained in proposals are subject to the Access to Public Records Act (APRA), IC 5-14-3 et seq., and, after the contract award, the entire solicitation file will be posted on the IDOA website and may be viewed and copied by any member of the public, including news agencies and competitors.  The responses are deemed to be “public records” unless a specific provision of IC 5-14-3 protects it from disclosure.  Respondents claiming a statutory exception to the APRA must indicate so per Attachment L which specific provision applies to which specific part of the response.  

Please note citing “Confidential” on an entire section is not sufficient or acceptable.  

The Public Access Counselor (PAC) provides guidance on APRA.  Respondents are encouraged to read guidance from the PAC on this topic as this is the guidance IDOA follows: 

· 18-INF-06; Redaction of Public Procurement Documents Informal Inquiry

If the Respondent does not identify the statutory exception, the Procurement Division will not consider the submission confidential.  The State also may seek the opinion of the PAC for guidance.  

[bookmark: _Toc97678199]1.16	Taxes

Proposals should not include any tax from which the State is exempt.  

[bookmark: _Toc97678200]1.17	Procurement Division Registration

[bookmark: _Hlk79229946][bookmark: _Hlk82950084][bookmark: _Hlk75792735]In order to submit a proposal per Section 1.8, Respondents must be registered as a bidder with the Department of Administration, Procurement Division.  

[bookmark: _Toc97678201]1.18	Secretary of State Registration

If awarded the contract, the Respondent will be required to register, and be in good standing, with the Secretary of State.  The registration requirement is applicable to all limited liability partnerships, limited partnerships, corporations, S-corporations, nonprofit corporations, and limited liability companies.  Information concerning registration with the Secretary of State may be obtained by contacting:

Secretary of State of Indiana
Corporation Division
402 West Washington Street, E018
Indianapolis, IN 46204
(317) 232-6576
www.in.gov/sos

[bookmark: _Toc97678202]1.19	Compliance Certification

Responses to this solicitation serve as a representation that the Respondent has no current or outstanding criminal, civil, or enforcement actions initiated by the State, and it agrees that it will immediately notify the State of any such actions.  The Respondent also certifies that neither it nor its principals are presently in arrears in payment of its taxes, permit fees or other statutory, regulatory, or judicially required payments to the State.  The Respondent agrees that the State may confirm, at any time, that no such liabilities exist, and, if such liabilities are discovered, that State may bar the Respondent from contracting with the State, cancel existing contracts, withhold payments to setoff such obligations, and withhold further payments or purchases until the entity is current in its payments on its liability to the State and has submitted proof of such payment to the State.  

[bookmark: _1.20_EQUAL_OPPORTUNITY][bookmark: _Toc97678203]1.20	Equal Opportunity Commitment

[bookmark: _Hlk82950403]It has been determined that there is a reasonable expectation of minority, woman, and Indiana veteran business enterprises subcontracting opportunities on a contract awarded under this solicitation.  Therefore, a contract goal of 8% for Minority Business Enterprises, 11% for Woman Business Enterprises, and 3% for Indiana Veteran Owned Small Businesses has been established.  

Failure to address these requirements may impact the evaluation of your proposal.

[bookmark: _1.21_MINORITY_&][bookmark: _Toc97678204]1.21	Minority & Women Business Enterprises Subcontractor Commitment (MWBE)

Indiana Code 4-13-16.5 and 25 IAC 5 governs the Division of Supplier Diversity program as it relates to the certification, oversight, and responsibilities around the certified Indiana Minority and/or Women Business Enterprises (MWBE).  As stated in Section 1.20, there is a commitment goal for this solicitation.  The MWBE Subcontractor Commitment form is Attachment A.  The MWBE Subcontractor Commitment Form is to be submitted as a part of the Respondent’s proposal.  In order for the subcontractor commitment to result in evaluation points for the Respondent, the entity must be on the State of Indiana Certified M/W/IVOSB list at https://www.in.gov/idoa/mwbe.  
 
[bookmark: _Hlk78938289]If participation is met through the use of subcontractors, the Respondent must provide the scope of work of the products and/or services to be provided by the subcontractor(s).  This must include explanation of whether the products and/or services are to be utilized directly by the Respondent and/or directly by the State, a description of the process through which the products/services will be received and applied to the benefit of the contract, the deliverable requirements as agreed upon between the Contractor and subcontractor, and the cost of supplies being utilized by the Respondent for this proposal.  Respondents must complete the Subcontractor Commitment Form in its entirety.  The amount entered in “TOTAL BID AMOUNT” should match the total, four-year contract value specified in Section 1.4.2 of this RFP.  The MBE and/or WBE subcontractor amount and subcontractor percentage is based on the initial term of the contract for scoring purposes only.  The overall committed subcontractor percentage shall be sustained throughout the life of the contract including any time after the initial term.  

Failure to meet these goals will affect the evaluation of your Proposal.  The Department will verify all information included on the MWBE Subcontractor Commitment Form.

Prime Contractors must ensure that the proposed subcontractors meet the following criteria:

	· Must be on the State of Indiana Certified M/W/IVOSB list at https://www.in.gov/idoa/mwbe, on or before the proposal due date.
· Prime Contractor must include with their proposal the subcontractor’s M/WBE Certification Letter provided by IDOA to show current status of certification.
· Each firm may only serve as one classification – MBE, WBE, or IVOSB (see Section 1.22).
· A Prime Contractor who is an MBE or WBE must meet subcontractor goals by using other listed certified firms.  Certified Prime Contractors cannot count their own workforce or companies to meet this requirement.  See 25 IAC 5-6-2(d))  
· Must serve a Valuable Scope Contribution (VSC).  The firm must serve a value-added purpose on the engagement, as confirmed by the State.
· Must provide goods or services only in the industry area for which it is certified.
· Must be used to provide the goods or services specific to the contract.  
· National Diversity Plans are generally not acceptable.



MINORITY & WOMEN’S BUSINESS ENTERPRISES SUBCONTRACTOR LETTER 
OF COMMITMENT (MWBE)

[bookmark: _Hlk78938527][bookmark: _Hlk79230485][bookmark: _Hlk75793558]A signed letter(s), on company letterhead, from the MBE(s) and/or WBE(s) must accompany the MWBE Subcontractor Commitment Form.  Each letter shall state and will serve as acknowledgement from the MBE and/or WBE of its subcontract amount, a description of products and/or services to be provided on this project and approximate date the subcontractor will perform work on this contract.  For scoring purposes, the MBE and/or WBE subcontractor amount and subcontractor percentage is based on the initial term of the contract.  However, the subcontractor commitment shall apply to the life of the contract including any time after the initial term.  

The State may deny evaluation points if the letter(s) is/are not attached, not on company letterhead, not signed and/or does not reference and match the subcontract amount, subcontract amount as a percentage of the “TOTAL BID AMOUNT” and the anticipated period that the Subcontractor will perform work for this solicitation.  

[bookmark: _Hlk79230552][bookmark: _Hlk79230582][bookmark: _Hlk82952148]By submission of the proposal, the Respondent acknowledges and agrees to be bound by the rules and requirements of the State’s Division of Supplier Diversity.  Questions about those rules and requirements should be directed to: Division of Supplier Diversity at (317) 232-3061 or the Supplier Diversity website at https://www.in.gov/idoa/mwbe.

MINORITY & WOMEN’S BUSINESS COMPLIANCE (MWBE)

[bookmark: _Hlk82952278]If awarded the contract with MWBE subcontractor participation, the Respondent will be required to report payments made to Division of Supplier Diversity certified subcontractors under the Contract monthly using the online audit tool, commonly referred to as “Pay Audit.”  The Contractor should also notify subcontractors that they must confirm payments received from Contractor in Pay Audit.  The Pay Audit system can be accessed on the IDOA Pay Audit System webpage at www.in.gov/idoa/mwbe/payaudit.htm.

Further, a copy of each subcontractor agreement must be submitted to IDOA’s Division of Supplier Diversity within thirty (30) days of the effective date of this contract.  The contracts may be uploaded into Pay Audit, emailed to MWBECompliance@idoa.IN.gov; or mailed to Division of Supplier Diversity Compliance 402 W.  Washington Street, Indianapolis IN 46204.  Failure to provide a copy of any subcontractor agreement or failure to meet these commitments could be considered a material breach of this contract and result in sanctions per 25 IAC 5.

Any changes to this information during the term of the contract must be approved by Division of Supplier Diversity Compliance at MWBECompliance@idoa.IN.gov.

[bookmark: _1.22_INDIANA_VETERAN][bookmark: _Toc97678205]1.22	Indiana Veteran Owned Small Business Subcontractor Commitment (IVOSB)

[bookmark: _Hlk79231027][bookmark: _Hlk82952562][bookmark: _Hlk79231080]In accordance with IC 5-22-14 and 25 IAC 9, it has been determined that there is a reasonable expectation of Indiana Veteran Owned Small Business subcontracting opportunities on a contract awarded under this solicitation.  The IVOSB Subcontractor Commitment form is Attachment A1.  The IVOSB Subcontractor Commitment Form is to be submitted as a part of the Respondent’s proposal.  In order for the subcontractor commitment to result in evaluation points for the Respondent, the entity must be on the State of Indiana Certified M/W/IVOSB list at https://www.in.gov/idoa/mwbe.

If participation is met through the use of subcontractors, the Respondent must provide the scope of work of the products and/or services to be provided by the subcontractor(s).  This must include explanation of whether the products and/or services are to be utilized directly by the Respondent and/or directly by the State, a description of the process through which the products/services will be received and applied to the benefit of the contract, the deliverable requirements as agreed upon between the Contractor and subcontractor, and the cost of supplies being utilized by the Respondent for this proposal.  Respondents must complete the Subcontractor Commitment Form in its entirety.  The amount entered in “TOTAL BID AMOUNT” should match the total, four-year contract value specified in Section 1.4.2 of this RFP.  The MBE and/or WBE subcontractor amount and subcontractor percentage is based on the initial term of the contract for scoring purposes only.  The overall committed subcontractor percentage shall be sustained throughout the life of the contract including any time after the initial term.

[bookmark: _Hlk75794093]If the Respondent to the solicitation is an IVOSB certified entity, the letter confirming same should be submitted with their response.  The Respondent has the responsibility to alert IDOA of their certification.  The IVOSB Respondent will receive the total points for the IVOSB evaluation criteria per Section 3.2.7.  Additional IVOSB subcontractors must be included if the IVOSB Respondent is seeking the additional bonus point.

The IVOSB Respondent must list their company contact information only on the IVOSB Subcontractor Commitment Form.

[bookmark: _Hlk75794198]Failure to address these goals may impact the evaluation of your Proposal.  The Department may verify all information included on the IVOSB Subcontractor Commitment Form.

[bookmark: _Hlk78804852]Prime Contractors must ensure that the proposed IVOSB subcontractors meet the following criteria:

	· Must be listed on Federal Center for Veterans Business Enterprise VETBIZ  at https://www.vetbiz/va/gov/vip/  under INDIANA, or listed at State of Indiana Certified M/W/IVOSB list at https://www.in.gov/idoa/mwbe, on or before the proposal due date
· Prime Contractor must include with their proposal the subcontractor’s veteran business Certification Letter provided by either IDOA or Federal Govt.  VETBIZ at https://www.vetbiz/va/gov/vip/, to show current status of certification.
· Each firm may only serve as one classification – MBE, WBE (see Section 1.21) or IVOSB
· IVOSB must have a Bidder ID (see Section 2.3.8 - Department of Administration, Procurement Division).
· A Prime Contractor who is an IVOSB can count their own workforce or companies to meet this requirement.  See IAC 25-9-4-1 (c).
· Must serve a Valuable Scope Contribution (VSC).  The firm must serve a value-added purpose on the engagement, as confirmed by the State.
· Must provide goods or services only in the industry area for which it is certified as listed in the VETBIZ federal registry, at https://www.vetbiz/va/gov/vip/ under INDIANA or at State of Indiana Certified M/W/IVOSB list at https://www.in.gov/idoa/mwbe.  
· Must be used to provide the goods or services specific to the contract.



INDIANA VETERAN OWNED SMALL BUSINESS
 SUBCONTRACTOR LETTER OF COMMITMENT

[bookmark: _Hlk75794411][bookmark: _Hlk79231742][bookmark: _Hlk78804881][bookmark: _Hlk78939933]A signed letter(s), on company letterhead, from the IVOSB must accompany the IVOSB Subcontractor Commitment Form.  Each letter shall state and will serve as acknowledgement from the IVOSB of its subcontract amount, a description of products and/or services to be provided on this project, and approximate date the subcontractor will perform work on this contract.  For scoring purposes only, the IVOSB subcontractor amount and subcontractor percentage is based on the initial term of the contract.  However, the subcontractor commitment shall apply to the life of the contract including any time after the initial term.  

[bookmark: _Hlk79231771]The State may deny evaluation points if the letter(s) is/are not attached, not on company letterhead, not signed and/or does not reference and match the subcontract amount, subcontract amount as a percentage of the “TOTAL BID AMOUNT” and the anticipated period that the Subcontractor will perform work for this solicitation.

[bookmark: _Hlk79140583][bookmark: _Hlk79140735][bookmark: _Hlk79231868][bookmark: _Hlk79231955]By submission of the proposal, the Respondent acknowledges and agrees to be bound by the rules and requirements of the State’s IVOSB Program.  Questions about those rules and requirements should be directed to: Division of Supplier Diversity at indianaveteranspreference@idoa.in.gov, (317) 232-3061 or the Supplier Diversity website at https://www.in.gov/idoa/mwbe.

[bookmark: _Hlk79232001][bookmark: _Hlk78805046][bookmark: _Hlk78940023]INDIANA VETERAN OWNED SMALL BUSINESS COMPLIANCE (IVOSB)

If awarded the contract with IVOSB subcontractor participation, the Respondent will be required to report payments made to Division of Supplier Diversity certified subcontractors under the Contract monthly using the online audit tool, commonly referred to as “Pay Audit.”  The Contractor should also notify subcontractors that they must confirm payments received from Contractor in Pay Audit.  The Pay Audit system can be accessed on the IDOA Pay Audit System webpage at www.in.gov/idoa/mwbe/payaudit.htm.

Further, a copy of each subcontractor agreement must be submitted to IDOA’s Division of Supplier Diversity within thirty (30) days of the effective date of this Contract.  The contracts may be uploaded into Pay Audit, emailed to MWBECompliance@idoa.IN.gov; or mailed to Division of Supplier Diversity Compliance 402 W.  Washington Street, Indianapolis IN 46204.  Failure to provide a copy of any subcontractor agreement or failure to meet these commitments could be considered a material breach of this Contract and result in sanctions.  

Any changes to this information during the term of the contract must be approved by Division of Supplier Diversity Compliance at MWBECompliance@idoa.IN.gov.

[bookmark: _Toc97678206]1.23	Americans with Disabilities Act

The Respondent specifically agrees to comply with the provisions of the Americans with Disabilities Act of 1990 (42 U.S.C.  12101 et seq.  and 47 U.S.C.  225).

[bookmark: _1.24_SUMMARY_OF][bookmark: _Toc97678207]1.24	Summary of Milestones

[bookmark: _Hlk82954004]The following timeline is only an illustration of the solicitation process.  Not all the dates below are binding.[footnoteRef:5] Due to the unpredictable nature of the evaluation period, these dates are commonly subject to change.  At the conclusion of the evaluation process, all Respondents will be informed of the evaluation team’s findings. [5:  Submission of the Submission Form, Proposals on Flash Drives and Reference Check Forms to State ARE binding and not subject to change.  ] 



Key Dates
	Activity
	Date

	Issue of Solicitation 
	April 29, 2022

	Deadline to Submit Attachment K Pre-Proposal Network Opportunities Form 
	May 13, 2022
by 3:00 PM Eastern Time

	Deadline to Submit Round One Written Questions
	May 13, 2022
by 3:00 PM Eastern Time

	Response to Round One Written Questions/Amendments
	May 27, 2022

	Deadline to Submit Attachment M Intent to Respond Form
	June 10, 2022 
by 3:00 PM Eastern Time

	Deadline to Submit Round Two Written Questions
	June 10, 2022 
by 3:00 PM Eastern Time

	Response to Round Two Written Questions/Amendments
	June 24, 2022

	Submission process Part one:
Submission Form and Required Attachments
(see footnote 4.)
	July 8, 2022
by 3:00 PM Eastern Time

	Submission process Part two:
Submission of Proposals on Flash Drive(s)
(see footnote 4.)
	July 13, 2022
by 3:00 PM Eastern Time

	Submission of Attachment J Reference Check Forms to State
(see footnote 4.)
	July 13, 2022
by 3:00 PM Eastern Time

	The dates for the following activities are target dates only.  These activities may be completed earlier or later than the date shown.

	Proposal Evaluation
	TBA

	Proposal Discussions/Clarifications (if necessary)
	TBA

	Oral Presentations (if necessary)
	TBA

	Best and Final Offers (if necessary)
	TBA

	Award Recommendation
	TBA



[bookmark: _1.25_EVIDENCE_OF][bookmark: _Toc97678208]1.25	Evidence of Financial Responsibility (25 IAC 1.1-1-5) 

If the contract is greater than One Million Dollars ($1,000,000.00), financial surety or protection may be required.  This will require the successful bidder to submit evidence of financial responsibility prior to submission of a fully executed contract.  The evidence of financial responsibility shall not exceed ten percent (10%) of the contract price.

Indiana Department of Administration
Procurement Division
402 West Washington Street, Room W468
Indianapolis, IN 46204

[bookmark: _Toc97678209]1.26 	Conflict of Interest

Any person, firm or entity that assisted with and/or participated in the preparation of this solicitation document is prohibited from submitting a proposal to this specific solicitation.  For the purposes of this solicitation, a “person” means a state officer, employee, special State appointee, or any individual or entity working with or advising the State or involved in the preparation of this solicitation proposal.  This prohibition would also apply to an entity who hires, within a one-year period prior to the publication of this solicitation, a person that assisted with and/or participated in the preparation of this solicitation.

[bookmark: _Toc5977288][bookmark: _Toc97678210]1.27	Procurement Protest Policy

[bookmark: _Hlk82954446]The State’s procurement protest policy can be found at https://www.in.gov/idoa/files/ProcurementProtestPolicy.pdf.  Per the policy, there are two periods of protest allowable for the solicitation:
· Specifications Protest - written letter of protest regarding inadequate, unduly restrictive, or ambiguous requirements or specifications must be received by IDOA by the close of business not less than ten (10) business days (as defined by the State work calendar) prior to the proposal due date.
· Award Recommendation Letter Protest - written letter of protest regarding the procurement methods and/or procedures used during the procurement process must be received by IDOA by the close of business within five (5) business days (as defined by the State work calendar) after the date of the Award Recommendation Letter.

Additional details as to the required content in the letter and the steps involved in a protest can be found in the State’s Procurement Protest Policy at https://www.in.gov/idoa/files/ProcurementProtestPolicy.pdf.  


[bookmark: _Section_Two_Proposal][bookmark: _Toc97678211]Section Two
Proposal Preparation Instructions

[bookmark: _Toc97678212]2.1	General

To facilitate the timely evaluation of proposals, a standard format for proposal submission has been developed and is described in this section.  All Respondents are required to format their proposals in a manner consistent with the guidelines described below:

· Proposals will be disqualified if the Submission Form is received after the expiration of the first deadline per Section 1.24.  
· Proposals will be disqualified if the Submission Form is received without the Executive Summary and/or the required completed Attachment L Attestation Form attached.  
· The Executive Summary must be in the form of a letter and attached to the Submission Form.
· Attachment L Attestation Form, must be attached to the Submission Form.
· Proposals will be disqualified if Flash Drives are received after the expiration of the second deadline per Section 1.24.  
· Each item, Executive Summary, Business Proposal, Technical Proposal, Cost Proposal, and attachments, must be separate standalone electronic files.  Please do not submit your proposal as one large file.  
· [bookmark: _Hlk94691753]A Bidder ID is a required field on the Submission Form to submit a response.  A Bidder ID list is available at https://www.in.gov/idoa/procurement/supplier-resource-center/requirements-to-do-business-with-the-state/bidder-profile-registration/ 
· [bookmark: _Hlk79232444]Requests to extend the due date to accommodate delivery challenges will be denied.  Submission Form and Flash Drive responses not submitted by the deadlines will not be considered; sending responses via email or hand delivery will not be a viable alternative.
· The State strongly encourages Respondents to allow plenty of time to ship their proposals on Flash Drives.  
· [bookmark: _Hlk79232530]Please submit all attachments in their original format.  Any attempt to manipulate the format of the documents that deviates from the current format will put your proposal at risk of disqualification.  
· Confidential Information must also be clearly marked per Attachment L.
· Confirmation of receipt of Flash Drives is the responsibility of the Respondents and reliant upon the shipping method chosen.  

[bookmark: _Toc97678213]2.2	Executive Summary[footnoteRef:6] [6:  The Executive Summary may be included on the Flash Drive if desired.] 


The Executive Summary must address the following topics except those specifically identified as “optional.” The Executive Summary is to be attached to the Submission Form by the response due date and Eastern time.  

[bookmark: _Toc97678214]2.2.1	Summary of Ability and Desire to Supply the Required Products or Services  

The Executive Summary must briefly summarize the Respondent’s ability to supply the requested products and/or services that meet the requirements defined in Section 2.4 of this solicitation.  
	
[bookmark: _Toc97678215]2.2.2	Signature of Authorized Representative

A person authorized to commit the Respondent to its representations and who can certify that the information offered in the proposal meets all general conditions including the information requested in Section 2.3.4, must sign the Executive Summary.  In the Executive Summary, please indicate the principal contact for the proposal along with an address, telephone, and e-mail address, if that contact is different than the individual authorized for signature.

[bookmark: _Toc97678216]2.2.3	Respondent Notification 

Unless otherwise indicated in the Executive Summary, Respondents will be notified via e-mail.  

It is the Respondent’s obligation to notify the Procurement Division of any changes in any address that may have occurred since the origination of this solicitation.  The Procurement Division will not be held responsible for incorrect vendor, contractor, or respondent addresses.

[bookmark: _2.2.5_Confidential_Information][bookmark: _Toc97678217]2.2.4	Secretary of State 

[bookmark: _Hlk84320803][bookmark: _Hlk78540192]The Respondent shall indicate their status with respect to the Office of the Indiana Secretary of State.  

[bookmark: _Toc97678218]2.2.5	Other Information

This item is optional.  Any other information the Respondent may wish to briefly summarize will be acceptable.

[bookmark: _Toc97678219]2.3	Business Proposal

[bookmark: _Hlk79233634]The Business Proposal must address the following topics except those specifically identified as “optional.” The Business Proposal Template is Attachment E.  

Any attempt to manipulate the format of the document that deviates from the current format will put your proposal at risk for disqualification.  

[bookmark: _Toc97678220]2.3.1	General (optional)

This section of the business proposal may be used to introduce or summarize any information the Respondent deems relevant or important to the State’s successful acquisition of the products and/or services requested in this solicitation.

[bookmark: _Toc97678221]2.3.2	Respondent’s Company Structure

The legal form of the Respondent’s business organization, the state in which formed (accompanied by a certificate of authority), the types of business ventures in which the organization is involved, and a chart of the organization are to be included in this section.  If the organization includes more than one (1) product division, the division responsible for the development and marketing of the requested products and/or services in the United States must be described in more detail than other components of the organization.

[bookmark: _Toc97678222]2.3.3	Respondent’s Diversity, Equity, and Inclusion Information
	
	With the Cabinet appointment of a Chief Equity, Inclusion and Opportunity Officer on February 1, 2021, the State of Indiana sought to highlight the importance of this issue to the State.  Please share leadership plans or efforts to measure and prioritize diversity, equity, and inclusion.  Also, what is the demographic compositions of Respondents’ Executive Staff and Board Members, if applicable.  

[bookmark: _2.3.4_Company_Financial][bookmark: _Toc97678223]2.3.4	Company Financial Information

This section must include documents to demonstrate the Respondent’s financial stability.  Examples of acceptable documents include most recent Dunn & Bradstreet Business Report (preferred) or audited financial statements for the two (2) most recently completed fiscal years.  If neither of these can be provided, explain why, and include an income statement and balance sheet, for each of the two most recently completed fiscal years.  

If the documents being provided by the Respondent are those of a parent or holding company, additional information should be provided for the entity/organization directly responding to this solicitation.  That additional information should explain the business relationship between the entities and demonstrate the financial stability of the entity/organization which is directly responding to this solicitation.  

[bookmark: _2.3.4_Integrity_of][bookmark: _Toc97678224]2.3.5	Integrity of Company Structure and Financial Reporting

This section must include a statement indicating that the CEO and/or CFO, of the responding entity/organization, has taken personal responsibility for the thoroughness and correctness of any/all financial information supplied with this proposal.  The areas of interest to the State in considering corporate responsibility include the following items: separation of audit functions from corporate boards and board members, if any, the way the organization assures board integrity, and the separation of audit functions and consulting services.  The State will consider the information offered in this section to determine the responsibility of the Respondent under IC 5-22-16-1(d).

[bookmark: _2.3.5_Contract_Terms/Clauses][bookmark: _Toc97678225]2.3.6	Contract Terms/Clauses

A sample contract that the State expects to execute with the successful Respondent(s) is provided in Attachment B.  This contract contains mandatory clauses.  Mandatory clauses are listed below and are non-negotiable.  Other clauses are substantively required.  It is the State’s expectation that the final contract will be substantially like the sample contract provided in Attachment B.

Please review the contract and indicate per Attachment L Attestation Form your acceptance of mandatory contract clauses.  If a non-mandatory clause is not acceptable as worded, suggest specific alternative wording to address issues raised by the specific clause in Attachment E.  If you require additional contract terms, please include them in this section.  To reiterate it’s the State’s strong desire to not deviate from the contract provided in the attachment and as such the State may reject all requested changes.

[bookmark: _Hlk79232767]The mandatory contract terms are as follows: 

· Authority to Bind Contractor
· Compliance with Laws
· Drug-Free Workplace Certification
· Employment Eligibility Verification (E-Verify)
· Funding Cancellation
· Governing Law
· Indemnification
· Information Technology Enterprise Architecture Requirements
· Nondiscrimination Clause
· Penalties/Interest/Attorney’s Fees
· Termination for Convenience
· Non-Collusion and Acceptance

The substantively required terms are as follows:

· Duties of Contractor, Consideration, and Term of Contract
· Ownership of Documents and Materials
· Payments

This solicitation and all portions of the Respondent’s response will be incorporated as part of the final contract.

[bookmark: _2.3.7_References][bookmark: _Toc97678226]2.3.7	References

Reference information is captured on Attachment J Reference Check Form.  Respondent should complete the reference information portion of the Attachment J which includes the name, address, and telephone number of the client facility and the name, title, and phone number or email of a person who may be contacted for further information if the State elects to do so.  The rest of Attachment J should be completed by the reference and emailed by the reference DIRECTLY to the State.   The State should receive three (3) Attachment Js from clients for whom the Respondent has provided products and/or services that are the same, or similar, to those products and/or services requested in this solicitation.
· Attachment J should be submitted to mailto:idoareferences@idoa.in.gov.  
· Attachment J should be submitted by the due date listed in Section 1.24 of the solicitation.  Please provide the customer information for each reference.

[bookmark: _2.3.7_Registration_to][bookmark: _2.3.8_Registration_to][bookmark: _Toc97678227]2.3.8	Registration to do Business

Secretary of State
[bookmark: _Hlk78941945][bookmark: _Hlk76478964]Respondents providing the products and/or services required by this solicitation must be registered to do business within the State by the Indiana Secretary of State.  This process must be concluded prior to contract negotiations with the State.  It is the successful Respondent’s responsibility to complete the required registration with the Secretary of State at www.in.gov/sos.  The Respondent must indicate the status of registration, in the Executive Summary.

Department of Administration, Procurement Division
[bookmark: _Hlk79232988][bookmark: _Hlk31814476][bookmark: _Hlk78941966]To complete the on-line Bidder registration, go to the Bidder Profile Registration website at https://www.in.gov/idoa/procurement/supplier-resource-center/requirements-to-do-business-with-the-state/bidder-profile-registration/.  The Bidder registration offers email notification of upcoming solicitation opportunities, corresponding to the Bidder’s area(s) of interest, selected during the registration process.  Respondents need to be registered to submit a proposal.  Completion of the Bidder registration will result in your name being added to the Bidder’s Database, for email notification.  The Bidder registration requires some general business information, an indication of the types of goods and services you can offer the State of Indiana, and locations(s) within the state that you can supply or service.  There is no fee to be placed in Procurement Division’s Bidder Database.  

[bookmark: _Toc97678228][bookmark: _Hlk76491295]2.3.9	Authorizing Document 

A person authorized to commit the Respondent to its representations and who can certify that the information offered in the bid response meets all general conditions must sign the Executive Summary, please indicate the principal contact for the proposal along with an address, telephone number, and e-mail address, if that contact is different than the individual authorized for signature.  Additionally, the Company’s Bidder ID #, FEIN, Type of Business (i.e., Corporation, Sole Proprietor, LLC, etc.), and North American Industry Classification System (NAICS) Code should all be included in the Executive Summary with the contact information.

[bookmark: _Toc97678229]2.3.10	Diversity Subcontractor Agreements
a.	Per RFP Section 1.21, Minority & Women’s Business Enterprises (MBE/WBE), and 1.22 Indiana Veteran Owned Small Business Subcontractor (IVOSB), explain process followed to engage with potential MBE, WBE and IVOSB owned, Indiana certified businesses listed on Division of Supplier Diversity site.  List the businesses invited to discuss the opportunity for potential partnership.
b.	If not proposing each MBE, WBE or IVOSB subcontractor partnership, explain the rationale for declining to do so.  Complete this for each category not proposed.

[bookmark: _Toc97678230]2.3.11	Evidence of Financial Responsibility

This section will indicate the ability to provide the mandatory evidence of financial responsibility.  See Section 1.25 for details.

Notwithstanding any other provisions relating to the beginning of the term, any contract will not become effective until the evidence of financial responsibility is delivered in the correct form and amount to the address indicated in Section 1.25.

[bookmark: _Toc97678231]2.3.12	General Information

Each Respondent must enter your company’s general information including contact information.  

0. Does your Company have a formal disaster recovery plan? Please provide a yes/no response.  If no, please provide an explanation of any alternative solution your company has to offer.  If yes, please note and include as an attachment.

0. What is your company’s technology and process for securing any State information that is maintained within your company?
 
[bookmark: _Toc97678232]2.3.13	Experience Serving State Governments

Each Respondent is asked to please provide a brief description of your company’s experience in serving state governments and/or other governmental bodies.

[bookmark: _Toc97678233]2.3.14	Experience Serving Similar Clients

Each Respondent is asked to please describe your company’s experience in serving clients of a similar size to the State that also had a similar scope.  Please provide specific clients and detailed examples.

[bookmark: _Toc97678234]2.3.15	Payment 

[bookmark: _Hlk76128922]Respondent should be able to accept payment by credit card as an optional form of payment but should be able to accept other forms of payment from the State as well.  In the Respondent’s proposal, the Respondent should agree to accept any credit card-user handling fees associated with acceptance of the State’s Purchasing Card.  Please demonstrate how your company will meet this requirement of accepting payment by credit card as the only form of payment if the State chooses to implement this policy.

[bookmark: _Toc97678235]2.3.16 Extending Pricing to Other Governmental Bodies

The Respondent must indicate within its Executive Summary if it agrees to extend the prices of awarded products and/or services to other governmental bodies.  The Respondent should note the following:
· Other Governmental Bodies are defined as an agency, a board, a branch, a bureau, a commission, a council, a department, an institution, an office, or another establishment of any of the following: 
1. The judicial branch 
2. The legislative branch 
3. A political subdivision as defined in IC 5-22-2-22 and IC 36-1-2-13 (includes school corporations, municipal corporations, Legislative body, Taxing district, Town, Township, and Unit)
4. A State educational institution
· The State DOES NOT accept any responsibility for purchase orders issued by other governmental bodies.
· All other governmental bodies must be willing to accept items as described in the specifications without any changes once the solicitation is awarded.

[bookmark: _2.4_TECHNICAL_PROPOSAL][bookmark: _Toc97678236]2.4	Technical Proposal

The Technical Proposal must be divided into the sections as described below.  Every point made in each section must be addressed in the order given.  The same outline numbers must be used in the response.  Where appropriate, supporting documentation may be referenced by a page and paragraph number.  However, when this is done, the body of the Technical Proposal must contain a meaningful summary of the referenced material.  The referenced document must be included as an appendix to the technical proposal with referenced sections clearly marked.  If there are multiple references or multiple documents, these must be listed and organized for ease of use by the State.  The Technical Proposal Template is Attachment F.  

[bookmark: _Hlk79233582]Any attempt to manipulate the format of the document that deviates from the current format will put your proposal at risk of disqualification.

[bookmark: _2.5_COST_PROPOSAL][bookmark: _Toc97678237]2.5	Cost Proposal

The Cost Proposal Template is Attachment D.  

Respondents shall propose sixteen types of rates for each of the State’s rental vehicle classes described in Section 1.4 of this RFP:
· In-State and Out-of-State
· Daily, Weekly, Monthly, and Weekend
· Round Trip and One-Way

These rates shall be inclusive of all services required to meet the scope of this RFP and must be inclusive of insurance, liability, implementation, training, and other costs.  

Respondents shall also provide only the following fees in accordance with Section 1.4.7: a mileage charge, late fees, cancellation fees, fuel charge, young driver fee, and airport fees.  

Per Section 1.4.10.3, the State desires a tiered rebate structure based on total annual net charges from the date of contract execution.  Respondents shall provide their proposed rebates in a percentage format in the respective cells in Attachment D Cost Proposal Template.  Respondents may also describe any value-added offerings or cost-savings strategies in Attachment D Cost Proposal Template.

[bookmark: _Hlk79233689]The Cost Proposal must be submitted in the original format.  Any attempt to manipulate the format of the Cost Proposal document, attach caveats to pricing, or submit pricing that deviates from the current format will put your proposal at risk of disqualification.

[bookmark: _Hlk79233769]Cost Proposal Narrative
The Respondent should provide a brief narrative (not longer than two pages) in support of each Cost Proposal item.  The narrative should be focused on clarifying how the proposed prices correspond directly to the Respondent's Technical Proposal.  For example, evaluators will expect detailed explanation of Maintenance and Support to correspond to Maintenance and Support items if described in the Technical Proposal.  

In your Cost Proposal Narrative, please describe your rental rate development methodology, how each rental rate and all fees and rebates you propose in Attachment D Cost Proposal Template are calculated, and how you will work with the State to adjust rental rates, fees, and rebates if needed.  Please compose and return this document in a PDF format, labeled as “Cost Proposal Narrative”.  

[bookmark: _Toc301188250]Cost Assumptions, Conditions and Constraints
The Respondent should list and describe as part of its Cost Proposal any special cost assumptions, conditions, and/or constraints relative to, or which impact, the prices presented on the Cost Schedules.  It is of particular importance to describe any assumptions made by the Respondent in the development of the Respondent's Technical Proposal that have a material impact on price.  It is in the best interest of the Respondent to make explicit the assumptions, conditions, and/or constraints that underlie the values presented on the Cost Schedules.  Assumptions, conditions, or constraints that conflict with the solicitation requirements is not acceptable.  Please compose and return this document in a PDF format, labeled as “Cost Assumptions, Conditions and Constraints”.

[bookmark: _Toc97678238]2.6	Attestation Form[footnoteRef:7] [7:  The Attachment L Attestation Form may be included on the Flash Drive if desired.
] 


The Attestation Form is Attachment L.  This is the formal declaration of responses to the following as well as to the additional areas cited within Attachment L as it relates to this solicitation.  Attachment L Attestation Form is to be attached to the Submission Form due on the Submission Form due date and Eastern time.

[bookmark: _Toc97678239]2.6.1	Indiana Economic Impact

All companies desiring to do business with State Agencies must complete an “Indiana Economic Impact” form (Attachment C).  This is not a separate evaluation item scored as set forth in Section 3.2 but still a required form.  The collection and recognition of the information collected with the Indiana Economic Impact form places a strong emphasis on the economic impact a project will have on Indiana and its residents regardless of where a business is located.  The collection of this information does not restrict any company or firm from doing business with the State

[bookmark: _2.7_BUY_INDIANA][bookmark: _2.6.2_Buy_Indiana][bookmark: _Toc97678240]2.6.2	Buy Indiana Initiative/Indiana Company

It is the Respondent’s responsibility to confirm its Buy Indiana status for this portion of the process.  If a Respondent has previously registered its business with IDOA and wishes to be certified as a Buy Indiana entity, go to the Buy Indiana website at https://www.in.gov/idoa/2467.htm 

[bookmark: _Hlk75797440]Respondents not previously registered with IDOA must go to the Buy Indiana website at https://www.in.gov/idoa/2467.htm and follow the steps outlined in the paragraph above to certify your business’ status.  The Respondent’s Buy Indiana status must be finalized when the solicitation response is submitted to the State.

[bookmark: _Hlk82972937]Respondent must clearly indicate whether they intend to claim in Attachment L (Respondent will only be evaluated on the criteria selected/cited from IC 5-22-15-20.5).  

[bookmark: _Hlk82973017]When applying to Buy IN status, be sure to allow sufficient time to complete this process, at least twenty (20) business days.  

Buy IN must be affirmatively claimed and documentation submitted per Attachment L.  The State will not look up status of each Respondent in a search to determine eligibility of potential provide points.

Defining an Indiana Business:

“Indiana business” refers to any of the following:
(1) A business whose principal place of business is located in Indiana.
(2)  A business that pays a majority of its payroll (in dollar volume) to residents of Indiana.
(3) 	A business that employs Indiana residents as a majority of its employees.
(4)	A business that makes significant capital investments in Indiana.
(5) A business that has a substantial positive economic impact on Indiana.

Substantial Capital Investment: 
Any company that can demonstrate a minimum capital investment in Indiana of $5 million or more in plant and/or equipment or annual lease payments in Indiana of $2.5 million or more shall qualify as an Indiana business under I.C.5-22-15-20.5 (b)(4).  

Substantial Indiana Economic Impact:
Any company that is in the top 500 companies (adjusted) for one of the following categories: number of employees (DWD), unemployment taxes (DWD), payroll withholding taxes (DOR), or Corporate Income Taxes (DOR); it shall qualify as an Indiana business under I.C.  5-22-15-20.5 (b)(5).

[bookmark: _Toc97678241][bookmark: _Hlk82973175]2.6.3	Indiana Preferences

[bookmark: _Hlk76537076]Pursuant to IC 5-22-15-7, Respondent may claim only one (1) preference.  For the purposes of this solicitation, this limitation to claiming one (1) preference applies to Respondent’s ability to claim eligibility for Buy Indiana points.  Respondent must clearly indicate which preference(s) they intend to claim.  Additionally, the Respondent’s Buy Indiana status must be finalized by the due date of the solicitation.

Buy Indiana
Refer to Section 2.6.2 for additional information.

[bookmark: _Toc97678242][bookmark: _Hlk82973285]2.6.4	Subcontractors

The Respondent is responsible for the performance of any obligations that may result from this solicitation and shall not be relieved by the non-performance of any subcontractor.  Respondent’s proposal must identify all subcontractors including those not submitted in Attachment A and/or Attachment A1 and describe the contractual relationship between the Respondent and each subcontractor.  Per instructions in Attachment L, either a copy of the executed subcontract or a letter of agreement over the official signature of the firms involved must accompany each proposal.

Any subcontracts entered into by the Respondent must be in compliance with all State statutes and will be subject to the provisions thereof.  For each portion of the proposed products or services to be provided by a subcontractor, the Attestation Form, Attachment L, must include the identification of the functions to be provided by the subcontractor and the subcontractor’s related qualifications and experience.

The combined qualifications and experience of the Respondent and any or all subcontractors will be considered in the State’s evaluation.  The Respondent must furnish information to the State as to the amount of the subcontract, the qualifications of the subcontractor for guaranteeing performance, and any other data that may be required by the State.  All subcontracts held by the Respondent must be made available upon request for inspection and examination by appropriate State officials, and such relationships must meet with the approval of the State.

[bookmark: _Hlk76536325]The Respondent must list any subcontractor’s name, address, and the state in which formed that are proposed to be used in providing the required products or services.  The subcontractor’s responsibilities under the proposal, anticipated dollar amount for subcontract, the subcontractor’s form of organization, and an indication from the subcontractor of a willingness to carry out these responsibilities are to be included for each subcontractor.  This assurance in no way relieves the Respondent of any responsibilities in responding to this solicitation or in completing the commitments documented in the proposal.  The Respondent must indicate which, if any, subcontractors qualify as a Minority Business Enterprise, Women’s Business Enterprise, or Veteran Owned Small Business under IC 4-13-16.5-1 and IC 5-22-14-3.5.  See Section 1.21, Section 1.22 and Attachments A/A1 for Minority, Women, and Veteran Business information.

IVOSB entities (whether a prime or subcontractor) must have a Bidder ID.  If registered with IDOA, this should have already been provided (as with MWBEs).  IVOSBs that are only registered with the Federal Center for Veterans Business Enterprise will need to ensure that they also have a Bidder ID provided by IDOA (please see Section 2.3.8 for details).

[bookmark: _Toc97678243]
Section Three
Proposal Evaluation

[bookmark: _Toc97678244]3.1	Proposal Evaluation Procedure

The State has selected a group of personnel to act as a proposal evaluation team.  Subgroups of this team, consisting of one or more team members, will be responsible for evaluating proposals with regard to compliance with solicitation requirements.  All evaluation personnel will use the evaluation criteria stated in Section 3.2.  

The procedure for evaluating the proposals against the evaluation criteria will be as follows:

[bookmark: _Hlk86819270][bookmark: _Hlk78939323]3.1.1	Each proposal will be evaluated for adherence to mandatory requirements, per Section 3.2, Step 1, on a pass/fail basis.  Proposals that are incomplete or otherwise do not conform to proposal submission requirements may be eliminated from consideration.  Further any proposals not meeting the Mandatory Requirements listed in Section 3.2, Step 1 and noted in Attachment L will be disqualified.  

[bookmark: _Hlk82973656]3.1.2	Each proposal will be evaluated based on the categories included in Section 3.2.  A point score has been established for each category.

[bookmark: _Hlk82973805]3.1.3	Based on the results of this evaluation, the qualifying proposal determined to be the most advantageous to the State may be selected by IDOA for further action, such as contract negotiations.  If, however, IDOA decides that no proposal is sufficiently advantageous to the State, the State may take whatever further action is deemed necessary to fulfill its needs.  If, for any reason, a proposal is selected and it is not possible to consummate a contract with the Respondent, the State may begin contract preparation with another Respondent or determine that no such alternate proposal exists.

[bookmark: _3.2_EVALUATION_CRITERIA][bookmark: _Toc97678245]3.2	Evaluation Criteria

Proposals will be evaluated based upon the proven ability of the Respondent to satisfy the requirements of the solicitation in a cost-effective manner.  Each of the evaluation criteria categories is described below with a brief explanation of the basis for evaluation in that category.  The points associated with each category are indicated following the category name (total maximum points = 103).  Negative points may be assigned in the cost score.  

Additionally, there is an opportunity for a bonus of three points if certain criteria are met.  For further information, please reference Section 3.2.3.  If any one or more of the listed criteria on which the responses to this solicitation will be evaluated are found to be inconsistent or incompatible with applicable federal laws, regulations or policies, the specific criterion or criteria will be disregarded, and the responses will be evaluated and scored without considering such criterion or criteria.


Summary of Evaluation Criteria:
	Criteria
	Points

	1.  Adherence to Mandatory Requirements
	Pass/Fail

	2.  Management Assessment/Quality (Business and Technical Proposal)
	45 available points


	3.  Cost (Cost Proposal)
	35 available points


	4.  Buy Indiana
	5

	5.  Minority Business Enterprise Subcontractor Commitment
	5 (1 bonus points are available, 
see Section 3.2.5)

	6.  Women Business Enterprise Subcontractor Commitment
	5 (1 bonus points are available, 
see Section 3.2.5)

	7.  Indiana Veteran Owned Small Business Subcontractor Commitment
	5 (1bonus points are available, 
see Section 3.2.6)

	Total
	100 (103 if bonus awarded)



All proposals will be evaluated using the following approach.  

Step 1

In this step proposals will be evaluated only against Criteria 1 to ensure that they adhere to Mandatory Requirements.  The Mandatory Requirements are: 
· Executive Summary and required content; submitted as Submission Form attachment
· Attachment A and A1 with commitment letters, and forms, if applicable;
· Attachment C Indiana Economic Impact Form, completed;
· Attachment D Cost Proposal, Attachment E Business Proposal, Attachment F Technical Proposal, Attachment F1 Minimum Requirements, Attachment F2 Vehicle Requirements, and Attachment F3 Required Service Locations unaltered and complete with all requested supporting documents.
· Attachment L Attestation Form, complete with all requested supporting documents; submitted as Submission Form attachment.

 Any proposals not meeting the Mandatory Requirements will be disqualified.  

Step 2

The proposals that fulfill the Step 1 Mandatory Requirements will then be scored based on Criteria 2 and 3 ONLY.  All proposals will be ranked based on their combined scores for Criteria 2 and 3 ONLY.  This ranking will be used to create a “short list”.  Any proposal not making the “short list” will not be further evaluated.

Step 2 may include one or more rounds of proposal discussions, oral presentations, clarifications, and/or demonstrations focused on cost and other proposal elements.  Step 2 may include additional “short lists” at the State’s sole discretion.  

Step 3

The short-listed proposals will then be evaluated based on the entire evaluation criteria outlined in the table above.

If the State conducts additional rounds of discussions and a BAFO round which lead to changes in either the technical or cost proposal for the short-listed Respondents, their scores will be recomputed.

The section below describes the different evaluation criteria.

[bookmark: _3.2.1_Adherence_to][bookmark: _Toc97678246]3.2.1	Adherence to Requirements – Pass/Fail
Respondents passing this category move to Phase 2 

The following 2 categories cannot exceed 80 points.  

[bookmark: _Toc97678247]3.2.2	Management Assessment/Quality
45 available points 

[bookmark: _3.2.3_Price][bookmark: _Toc97678248]3.2.3	Price
35 available points 
 
Cost scores will then be normalized to one another, based on the lowest cost proposal evaluated.  The lowest cost proposal receives a total of 35 points.  The normalization formula is as follows:

Respondent’s Cost Score = (Lowest Cost Proposal / Total Cost of Proposal) X 35

[bookmark: _Toc12450407][bookmark: _Toc97678249]3.2.4	Buy Indiana Initiative – 5 points 

Respondents qualifying, and documenting per Attachment L, as an Indiana Company as defined in Section 2.6.2 will receive 5 points in this category.

[bookmark: _Toc97678250]3.2.5	Minority Business Subcontractor Commitment – 5 points[footnoteRef:8] [8:  Required documentation must, of course, be provided to receive points as described.  ] 


The following formula will be used to determine points to be awarded based on the MBE goals listed in Section 1.20 of this solicitation.  Scoring is conducted based on an assigned 5-point, plus possible 1 bonus-points, scale.  Points are assigned for respective MBE participation based upon the BAFO meeting or exceeding the established goals.

If the respondent’s commitment percentage is less than the established MBE goal, the maximum points achieved will be awarded according to the following schedule:

	%
	1%
	2%
	3%
	4%
	5%
	6%
	7%
	8%

	Pts.
	.625
	1.25
	1.875
	2.5
	3.125
	3.75
	4.375
	5.0



NOTE:  Fractional percentages will be rounded up or down to the nearest whole percentage.  (e.g.  7.49% will be rounded down to 7% = 4.375 pts., 7.50% will be rounded up to 8% = 5.00 pts.  Rounding will be calculated based on the Sub-Contract Amount, divided by the Total Bid Amount.)

If the respondent’s commitment amount is greater than $0 but the commitment percentage is rounded down to 0% for MBE participation the respondent will receive 0 points.  

If the respondent’s commitment amount is $0 and thus the commitment percentage is 0% for MBE participation, a deduction of 1 point will be discounted on the respective MBE score.  

The respondent with the greatest applicable VSC participation which exceeds the stated goal (“exceeds” defined herein as a commitment percentage that is equal to or greater than 9% before rounding) for the respective MBE category will be awarded 6 points (5 points plus 1 bonus point).  In cases where there is a tie for the greatest applicable VSC participation and both firms exceed the goal for the respective MBE category both firms will receive 6 points.

[bookmark: _Toc97678251]3.2.6 	Women Business Subcontractor Commitment - 5 points [footnoteRef:9] [9:  Required documentation must, of course, be provided to receive points as described.] 


The following formula will be used to determine points to be awarded based on the WBE goals listed in Section 1.20 of this solicitation.
 Scoring is conducted based on an assigned 5-point, plus possible 1 bonus-point, scale.  Points are assigned for WBE participation based upon the BAFO meeting or exceeding the established goals.

If the Respondent’s commitment percentage is less than the established WBE goal, the maximum points achieved will be awarded according to the following schedule:

	%
	1%
	2%
	3%
	4%
	5%
	6%
	7%
	8%
	9%
	10%
	11%

	Pts.
	0.45
	0.9
	1.35
	1.8
	2.25
	2.7
	3.15
	3.6
	4.05
	4.5
	5.0



NOTE:  Fractional percentages will be rounded up or down to the nearest whole percentage.  (e.g.  7.49% will be rounded down to 7% = 3.15 pts., 7.50% will be rounded up to 8% = 3.6 pts.  Rounding will be calculated based on the Sub-Contract Amount, divided by the Administrative Bid Amount.)

If the Respondent’s commitment amount is greater than $0 but the commitment percentage is rounded down to 0% for WBE participation the Respondent will receive 0 points.  

If the Respondent’s commitment amount is $0 and thus the commitment percentage is 0% for WBE participation, a deduction of 1 point will be discounted on the WBE score.  

The Respondent with the greatest applicable VSC participation which exceeds the stated goal (“exceeds” defined herein as a commitment percentage that is equal to or greater than 12% before rounding) for the WBE category will be awarded 6 points (5 points plus 1 bonus point).  In cases where there is a tie for the greatest applicable VSC participation and both firms exceed the goal for the WBE category both firms will receive 6 points.

[bookmark: _3.2.7_Indiana_Veteran][bookmark: _Toc97678252]3.2.7	Indiana Veteran Owned Small Business Subcontractor Commitment - 5 points [footnoteRef:10] [10:  Required documentation must, of course, be provided to receive points as described.] 


The following formula will be used to determine points to be awarded based on the IVOSB goal listed in Section 1.20 of this solicitation.  Scoring is conducted based on an assigned 5-point, plus possible 1 bonus-point, scale.  Points are assigned for IVOSB participation based upon the BAFO meeting or exceeding the established goals.

If the respondent’s commitment percentage is less than the established IVOSB goal, the maximum points achieved will be awarded according to the following schedule:

	%
	0%
	0.6%
	1.2%
	1.8%
	2.4%
	3%

	Pts.
	-1
	1
	2
	3
	4
	5



NOTE:  Fractional points will be awarded based upon a graduated scale between whole points.  (e.g., a 0.3% commitment will receive .5 points and a 1.5% commitment will receive 2.5 points)

If the respondent’s commitment percentage is 0% for IVOSB participation, a deduction of 1 point will be assessed.  

The IVOSB prime respondent commitment will be 3% and will receive 5 points.  Any additional IVOSB subcontractor commitments will be added to the 3%.

The respondent with the greatest applicable VSC participation which exceeds the stated goal for the IVOSB category will be awarded 6 points (5 points plus 1 bonus point).  In cases where there is a tie for the greatest applicable VSC participation and both firms exceed the goal for the IVOSB category both firms will receive 6 points.  

[bookmark: _3.2.7_Qualified_State][bookmark: _Toc97678253]3.2.8	Qualified State Agency Preference Scoring

[bookmark: SR;229]When applicable, pursuant to Indiana Code 5-22-13, a qualified State Agency submitting a response to this solicitation will be awarded preference points for Minority, Women’s, and Indiana Veteran Business Enterprise equal to the Respondent awarded the highest combined points awarded for such preferences in the scoring of this solicitation.



	
	
	



image1.jpg




