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1 Statement of Work

1.1 Purpose

The purpose of this Request For Proposal (RFP) is to invite prospective vendors to submit a
proposal to supply a Business Intelligence solution to Insert Organization Name Here. The
RFP provides vendors with the relevant operational, performance, application, and
architectural requirements of the system.

1.2 Coverage & Participation

The intended coverage of this RFP, and any agreement resulting from this solicitation, shall
be for the use of all departments at Insert Organization Name Here along with any satellite
offices. Insert Organization Name Here reserves the right to add and/or delete elements, or to

change any element of the coverage and participation at any time without prior notification
and without any liability or obligation of any kind or amount.

2 General Information

2.1 Original RFP Document

Insert Organization Name Here shall retain the RFP, and all related terms and conditions,
exhibits and other attachments, in original form in an archival copy. Any modification of
these, in the vendor’s submission, is grounds for immediate disqualification.

2.2 The Organization

Insert Organization Description Here
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2.3 Existing Technology Environment
The following is a listing of our current technology environment.

Insert Existing Technology Environment Here
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2.4 Schedule of Events

The following is a tentative schedule that will apply to this RFP, but may change in
accordance with the organization’s needs or unforeseen circumstances.

Issuance of RFP Insert Date Here
Technical Questions/Inquiries Due Insert Date, Time, Time Zone Here
RFP Closes Insert Date, Time, Time Zone Here
Complete Initial Evaluation Insert Date Here
On-site Demonstration Insert Date Here
Final Award Notification Insert Date Here

Proposal Preparation Instructions

3.1 Vendor’s Understanding of the RFP

In responding to this RFP, the vendor accepts the responsibility fully to understand the RFP
in its entirety, and in detail, including making any inquiries to Insert Organization Name Here
as necessary to gain such understanding. Insert Organization Name Here reserves the right to
disqualify any vendor who demonstrates less than such understanding. Further, Insert
Organization Name Here reserves the right to determine, at its sole discretion, whether the
vendor has demonstrated such understanding. That right extends to cancellation of award if
award has been made. Such disqualification and/or cancellation shall be at no fault, cost, or
liability whatsoever to Insert Organization Name Here.

3.2 Good Faith Statement
All information provided by Insert Organization Name Here| in this RFP is offered in good
faith. Individual items are subject to change at any time. Insert Organization Name Here

makes no certification that any item is without error. Insert Organization Name Here is not
responsible or liable for any use of the information or for any claims asserted therefrom.
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3.3 Communication

Verbal communication shall not be effective unless formally confirmed in writing by
specified procurement official in charge of managing this RFP process. In no case shall
verbal communication govern over written communication.

Vendors’ inquiries, questions, and requests for clarification related to this RFP are to be
directed in writing to:

Insert Organization Name Here
Insert Department Name Here
Insert Address Here

Insert City, State, Postal Code Here

Attention: Insert Contact Name Here

Telephone: Insert (Area Code) Phone Number Here
Fax: Insert (Area Code) Fax Number Here
E-mail: Insert Contact E-mail Address Here

Applicable terms and conditions herein shall govern communications and inquiries between
Insert Organization Name Here and vendors as they relate to this RFP.

Informal Communications shall include, but are not limited to: requests from/to vendors or

vendors’ representatives in any kind of capacity, to/from any Insert Organization Name Here

employee or representative of any kind or capacity with the exception of Insert Contact Name
Here for information, comments, speculation, etc. Inquiries for clarifications and information

that will not require addenda may be submitted verbally to the named above at any time.

Formal Communications shall include, but are not limited to:

e Questions concerning this RFP must be submitted in writing and be received prior to
Insert Date, Time, Time Zone Here.

e Errors and omissions in this RFP and enhancements: Vendors shall bring to Insert
Organization Name Here any discrepancies, errors, or omissions that may exist
within this RFP. With respect to this RFP, vendors shall recommend to Insert
Organization Name Here any enhancements, which might be in Insert Organization
Name Here best interests. These must be submitted in writing and be received prior
to Insert Date, Time, Time Zone Here.

¢ Inquiries about technical interpretations must be submitted in writing and be received
prior to Insert Date, Time, Time Zone Here.

e Inquiries for clarifications/information that will not require addenda may be
submitted verbally to the buyer named above at any time during this process.

e Verbal and/or written presentations and pre-award negations under this RFP.

e Addenda to this RFP.

Page 6



The Info-Tech Research Group
l - Templates & Policies Center

Addenda: Insert Organization Name Here will make a good-faith effort to provide a written
response to each question or request for clarification that requires addenda within Insert
Number of Days (#) Here business days.

Insert Site Address or other Form of Communication Here

Insert Organization Name Here will not respond to any questions/requests for clarification
that require addenda, if received by Insert Organization Name Here after Insert Date, Time,
Time Zone Here

3.4 Proposal Submission
Proposals must be delivered sealed to:

Insert Contact Name Here

Insert Organization Name Here
Insert Department Name Here
Insert Address Here

Insert City, State, Postal Code Here

on or prior to Insert Date, Time, Time Zone Here. Insert Organization Name Here shall not
accept proposals received by fax.

Vendors are to submit Insert Number of Copies (#) Here original copy of proposal marked
“Original” and Insert Number of Copies (#) Here, marked “Copy.” Each original and copy
must be individually bound.

3.5 Method of Award

The evaluation of each response to this RFP will be based on its demonstrated competence,
compliance, format, and organization. The purpose of this RFP is to identify those suppliers
that have the interest, capability, and financial strength to supply Insert Organization Name
Here with a Bl system identified in the Scope of Work.
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Evaluation Criteria:
1. Insert Criteria Here
2. Insert Criteria Here
3. Insert Criteria Here
4. Insert Criteria Here

5. Insert Criteria Here

Other factors that will be part of the overall assessment process are as follows:

3.5.1 Selection and Notification

Vendors determined by Insert Organization Name Here to possess the capacity to
compete for this contract will be selected to move into the negotiation phase of this
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process. Written notification will be sent to these vendors via mail. Those vendors not
selected for the negotiation phase will not be notified.

4 Scope of Work, Specifications & Requirements
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5 Vendor Qualifications and References

All vendors must provide the following information in order for their proposal to be considered:
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6 Budget & Estimated Pricing

Insert Organization Name Here has a total budget of Insert Total Budget Figure & Currency Type
Here for this project.

All vendors must fill out the following cost breakdown for the implementation of their Bl system
for Insert Organization Name Here’s project as, described in this RFP. Costs should be identified
as either capital or non-capital in nature. The vendor must agree to keep these prices valid for
Insert Number of Days (#) Here days as of Insert Date, Time, and Time Zone Here.

6.1 Deployment Models

The following pricing sheets are to be used as a guide for your response. Please indicate the types
of pricing/installation models offered by your organization by placing an “X’ under the
“Available” column. If a model is not offered, please indicate this by placing an ‘X’ under the
“Not Offered” column.

Deployment Models Available Not Offered

Client Server Model

ASP or Hosted Model

L
L

Other (please specify)

6.2 Five Year Total Cost Summary

For all available deployment models listed above, provide a five year cost summary as displayed
below.

Five Year Total Cost Summary

Costs Total Year 1 Year 2 Year 3 Year 4 Year 5

Hardware

Software Licensing

Third Party Software

Application Software

Documentation & Training
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Maintenance

Installation

Integration

Legacy Data Loading

Project Management

Misc.

Other (specify)

Total:

Descriptions:

Hardware: List, describe, and record the cost of each piece of hardware that is required to
optimally run the software.

Software Licensing: List, describe, and record the licensing, implementation, maintenance,
support, and training fees associated with your proposed software.

Third-Party Software (Middleware): List, describe, and record the cost of each piece of
software (including operating systems) that is required to optimally run the software.

Installation: Describe any labor, equipment, supplies, or other costs associated with installing
your proposed software.

Integration: Describe any labor, equipment, supplies, or other costs associated with integrating
your software into our current architecture and back-end systems.

Legacy Data Loading: Describe any labor, equipment, or other costs associated with importing
legacy data from current systems into your Bl software.

Maintenance: Describe and cost out any other ongoing costs associated with the operation and
maintenance of your proposed software.

Documentation & Training: If there are fees associated with your user or technical
documentation, list them here.

Project Management: If there are project management fees associated with your proposed
software, list and describe them here.

Miscellaneous: List and describe any other costs associated with your proposed software
solution.
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7 Vendor Certification

This certification attests to the vendor’s awareness and agreement to the content of this RFP and
all accompanying calendar schedules and provisions contained herein.

The vendor must ensure that the following certificate is duly completed and correctly executed by
an authorized officer of your company.

This proposal is submitted in response to Request For Proposal for Bl Software issued by Insert
Organization Name Here. The undersigned is a duly authorized officer, hereby certifies that:

(Vendor Name)

agrees to be bound by the content of this proposal and agrees to comply with the terms,
conditions, and provisions of the referenced Request For Proposal (RFP) and any addenda thereto
in the event of an award. Exceptions are to be noted as stated in the RFP. The proposal shall
remain in effect for a period of Insert Number of Days (#) Here calendar days as of the Due Date
of the RFP.

The undersigned further certify that their firm (check one):

HE
[ ]I1SNOT

Currently debarred, suspended, or proposed for debarment by any federal entity. The undersigned
agree to notify Insert Organization Name Here of any change in this status, should one occur,
until such time as an award has been made under this procurement action.

Person[s] authorized to negotiate on behalf of this firm for purposes of this RFP are:

Name: Title:
Signature: Date:
Name: Title:
Signature: Date:

Signature of Authorized Officer:

Name: Title:

Signature: Date:
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