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Instructions for Completing the Request for Project Services Template

1. On page 3, the Agency Project Manager/Sponsor will complete the Timeline/Important Date fields.   Required fields are:
a. Pre-Proposal Conference ( if applicable). Please include date, time, address, location specifics (Suite Number, Special Instructions, etc)
b. In the Deadline for Written Questions, please complete the date and time questions from vendors are due.
c. In the Answers to Written Questions field, please complete the date and time answers will be provided to vendor submitted questions
d. In the Proposals/Responses Due field, please complete the date and time proposals from vendors are due
e. In the remaining fields  (Evaluation of Proposals, Presentations, Best & Final Offers, Services Awarded, Services Start) please provide the date these events will occur, for those applicable to the project
2. On page 5 of the Project Services Template, the Agency Project Manger/Sponsor will complete the Project Background fields.  
a. Project Purpose and Objective (required)
b. Background (required)
c. Services Required (required)
d. Deliverables (optional)  If Pricing Model Option 1 is selected, the Agency Project Manger/Sponsor may include the specific Deliverables the vendors will price. 
e. Pricing Model (required) Select one of the options.  An example of the format that vendors will use to provide pricing under each option is shown on page 6.
3. On page 8, Award Criteria, The Agency Project Manger/Sponsor may supplement the standard description for Quality Evaluation with additional focus areas specific to this evaluation. 
4. On page 9, Scoring Criteria, the Agency Project Manager/Sponsor will use the table to list the criteria that vendors will be scored against.  The table on page 9, lists sample criteria to be scored against.   Agencies may use the existing criteria or insert criteria specific to the project.  A weight must be assigned to each of the criterion.
5. Vendors will use pages 10 and 11 to create proposals that will be submitted for agency evaluation



















Knowledge Services MSP
SOW/Project 
Request for Project Services Template



Request for Project Services 
Project Name:  
Date: 




Timeline / Important Dates

	Activity
	Date

	Issue of SOW/Project Request For Services
	[bookmark: Text1]     

	Pre-Proposal Conference/Call (if applicable)
	     

	Deadline for Vendors to Submit Written Questions (if applicable)
	     

	Agency Answers to Written Questions (if applicable)
	     

	Proposals Due
	     

	Evaluation of Proposals
	     

	Presentations (if applicable)
	     

	Best and Final Offers
	     

	Services Awarded
	     

	Services Start
	     





The above timeline is only an illustration of the SOW/Project RFS process. The dates associated with each step are not to be considered binding. Due to the unpredictable nature of the SOW/Project RFS process in general, 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.
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PROJECT OVERVIEW   (To be completed by Project Manager and/or Project Sponsor)
Note: The Knowledge Services MSP Team will assist in creating and will provide instructions on the process, pricing options and information to be included.

1. Project Identification
0. Project Purpose and Objective 
     
0. Background 
     
1. Acronyms/Definitions 
     
1. Scope of Work & Deliverables 
2. Services Required 
     
2. Deliverables 
     
2. In Scope 
     
2. Out of Scope 
     
2. Environment 
     
1. Pricing Model Options - Project Manager and/or Project Sponsor must select the pricing model (below) to be submitted by Supplier.   

3. Pricing Model Option 1 – To be utilized when invoicing/payment will be submitted after approval of milestones and/or deliverables.  Project Manager and/or Project Sponsor to indicate Milestones/Deliverables for which they are looking to be submitted.
3. Pricing Model Option 2 – To be utilized when invoicing/payment will be submitted when the project is completed.
3. Pricing Model Option 3 – To be utilized when invoicing/payment will be submitted monthly, based upon hours worked.
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Option 1 – Milestone/Deliverable Pricing Model

	Milestone/Deliverable
	Cost

	Milestone/Deliverable 1: 
	$ 

	Milestone/Deliverable 2: 
	$ 

	Milestone/Deliverable 3: 
	$ 

	Milestone/Deliverable 4: 
	$ 

	Milestone/Deliverable 5: 
	$ 

	Total Project Milestone/Deliverable Costs:
	$ 

	Project Expense Costs: 
(Itemize by airfare, lodging, meals, mileage etc.) 
	$ 

	Total Project Costs*:
	$ 


* Note: Total Project Costs are not to exceed amount submitted/proposed.
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Option 2 – Fixed Bid Pricing Model

	Project Labor Costs:
	$ 

	Project Expense Costs: 
(Itemize by airfare, lodging, meals, mileage etc.) 
	$ 

	Project Misc. Costs: 
	$ 

	Total Project Fixed Costs*:
	$ 


* Note: Total Project Costs are not to exceed amount submitted/proposed.
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	Resource’s Role / Job Title 
	Hourly Bill Rate
	Project Hours
	Total Costs

	Role 1: 
	$ 
	
	$ 

	Role 2: 
	$ 
	
	$ 

	Role 3: 
	$ 
	
	$ 

	Role 4: 
	$ 
	
	$ 

	Role 5: 
	$ 
	
	$ 

	Total Labor Costs:
	
	
	$ 

	Project Expenses Cost 1: 
(Itemize by airfare, lodging, meals, mileage etc.)
	
	
	$ 

	Project Expenses Cost 2: 
(Itemize by airfare, lodging, meals, mileage etc.)
	
	
	$ 

	Project Expenses Cost 3: 
(Itemize by airfare, lodging, meals, mileage etc.)
	
	
	$ 

	Total Project Expenses Costs:
	
	
	$ 

	Total Project Costs:
	
	
	$ 


* Note: Total Project Costs are not to exceed amount submitted/proposed.
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1. Award Process
a. Method of Evaluation – Any responses not meeting the mandatory requirements will be eliminated and not scored further. 
b. Quality Evaluation – Each area identified in the Criteria of the Selection Criteria Form will be scored as described in 2. Scoring Quality.  The points will be weighted to obtain the Quality Score for each Criterion.
c. Cost Evaluation – Cost will be scored as described in 3. Cost.
d. Award Decision – The response receiving the highest Total (Quality and Cost) will receive the award.

2. Scoring Quality (Instructions)
a. Project Manager and/or Project Sponsor will need to assign respective weights in the Selection Criteria Form.
b. The State requires a minimum weight of 25 assigned to cost scoring
c. Points should be assigned as follows:

	Points
	Rationale

	0
	Respondent has not addressed any of the requirements or has provided a response that is limited in scope, vague, or incomplete. Response did not provide a description of how the State’s needs would be met.

	1
	Respondent has agreed to comply with the requirements and provided some details on how the requirements would be met. Response does not clearly indicate if all the needs of the State will be met.

	2
	Respondent has agreed to comply with the requirements and provided an adequate description of how the requirements would be met. Response indicates adequate ability to serve the needs of the State.

	3
	Respondent has agreed to comply with the requirements and provided a good and complete description of how the requirements would be met. Response clearly demonstrates a high degree of ability to serve the needs of the State.

	4
	Respondent has agreed to comply with the requirements and provided a clear and compelling description of how each requirement would be met, with relevant supporting materials. Respondent’s proposed approach frequently goes above and beyond the minimum requirements and indicates superior ability to serve the needs of the State.



3. Cost
a. Cost must be calculated as the Lowest Proposed Cost (LPC) divided by the Proposal Cost (PC) multiplied by the Total Cost Points (TCP) or (LPC / PC * TCP).  
	As an example,
	If:	Vendor A’s proposal cost = $150,000
		Vendor B’s proposal cost = $100,000
		Total Cost Points = 25
Then:	Vendor A’s cost score = 17 (100,000 / 150,000 * 25)
		Vendor B’s cost score = 25 (100,000 / 100,000 * 25)

	Selection Criteria Form

	Meets Mandatory Requirements?
	|_| Yes   or   |_| No
	Items Failed
	

	

	Criteria
	Weight (%)
	Points (0 – 4)
	Score (Weight x Points / 4)
	Comments

	Quality of Approach
	     
	
	
	

	Quality of Experience
	     
	
	
	

	Quality of Staff
	     
	
	
	

	Quality of References
	     
	
	
	

	Quality of Project Plan
	     
	
	
	

	Other:      
	     
	
	
	

	

	Cost *
	25
	
	
	

	Total
	100
	
	
	



*The State requires a minimum cost score of 25 points


[bookmark: _Toc350351311]Supplier Response
All items listed below are mandatory.  If they are not included, the proposal may be failed and not further considered.
The Respondent acknowledges that the State will not treat any proposals as containing confidential information.  Any proposals received with conditions of confidential information will be not be considered.
The response should be in the following order:
COMPANY INFORMATION
1. Provide legal name of your company, street address, legal incorporation status, name of subsidiaries, company size and parent company. 

GENERAL COMPANY PROFILE 
1. Describe your competitive advantage (what sets you apart or your company strength)
1. Describe your experience related to the type of project and/or services being requested.

EXECUTIVE SUMMARY (Please limit to two pages)
	
REFERENCES
1. Must provide three References for which your company provided a similar project and/or services being requested.  

RESPONSE AREA
1. Solution Proposal, inclusive of everything required from Project Overview – Statement of Work Template
0. Description of deliverables to be provided by Supplier  

1. Subcontracting Information (if applicable)  

1. Roles & Responsibilities  
2. Contractor Staff, Roles & Responsibilities  
2. Client Staff, Roles & Responsibilities  
2. Other Roles & Responsibilities  
2. Resumes of Key Personnel assigned to Project  

1. Project Plan 
3. Project Plan Management  

1. Project Management
4. Issue Management
4. Risk Management  
4. Change Management  

1. Pricing Summary  
Option 1 – Milestone/Deliverable Pricing Model

	Milestone/Deliverable
	Cost

	Milestone/Deliverable 1:       
	$      

	Milestone/Deliverable 2:       
	$      

	Milestone/Deliverable 3:       
	$      

	Milestone/Deliverable 4:       
	$      

	Milestone/Deliverable 5:       
	$      

	Total Project Milestone/Deliverable Costs:
	$      

	Project Expense Costs:      
(Itemize by airfare, lodging, meals, mileage etc.) 
	$      

	Total Project Costs*:
	$      


* Note: Total Project Costs are not to exceed amount submitted/proposed.

Option 2 – Fixed Bid Pricing Model

	Project Labor Costs:
	$      

	Project Expense Costs:      
(Itemize by airfare, lodging, meals, mileage etc.) 
	$      

	Project Misc. Costs:      
	$      

	Total Project Fixed Costs*:
	$      


* Note: Total Project Costs are not to exceed amount submitted/proposed.



Option 3 – Hourly Billing Pricing Model

	Resource’s Role / Job Title 
	Hourly Bill Rate
	Project Hours
	Total Costs

	Role 1:      
	$      
	     
	$      

	Role 2:      
	$      
	     
	$      

	Role 3:      
	$      
	     
	$      

	Role 4:      
	$      
	     
	$      

	Role 5:      
	$      
	     
	$      

	Total Labor Costs:
	
	     
	$      

	Project Expenses Cost 1:      
(Itemize by airfare, lodging, meals, mileage etc.)
	
	
	$      

	Project Expenses Cost 2:      
(Itemize by airfare, lodging, meals, mileage etc.)
	
	
	$      

	Project Expenses Cost 3:      
(Itemize by airfare, lodging, meals, mileage etc.)
	
	
	$      

	Total Project Expenses Costs:
	
	
	$      

	Total Project Costs:
	
	
	$      


* Note: Total Project Costs are not to exceed amount submitted/proposed.
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