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OFFEROR’S RFP CHECKLIST

The 10 Most Critical Things to Keep in Mind When Responding to an RFP for Central Washington University

1.	_______	Read the entire document.  Note critical items such as: mandatory requirements; supplies/services required; submittal dates; number of copies required for submittal; contract requirements (i.e., contract performance, insurance requirements, performance and/or reporting requirements, etc.).

2.	_______	Note the procedures for communication with the University during the RFP process. All communication during the RFP process must be in writing. Offerors should not contact University personnel outside of the opportunity provided in the document.

3.	_______	Attend the pre-proposal conference if one is offered.  These conferences provide an opportunity to ask clarifying questions, obtain a better understanding of the project, or to notify the University of any ambiguities, inconsistencies, or errors in the RFP.  

4.	_______	Take advantage of the “question and answer” period.  Submit your questions to the Buyer by the due date listed in the “Applicable Dates” sections and view the answers given in the formal “addenda” issued for the RFP.  All addenda issued for an RFP are posted on the University’s website and will include all questions asked and answered concerning the RFP.

5.	_______	Follow the format required in the RFP when preparing your response.  Provide point-by-point responses to all sections in a clear and concise manner. 

6.	_______	Provide complete answers/descriptions.  Read and answer all questions and requirements.  Don’t assume the University or evaluation committee will know what your company capabilities are or what items/services you can provide, even if you have previously contracted with the University.  The proposals are evaluated based solely on the information and materials provided in your response.

7.	_______	Use the forms provided, e.g., bidders submittal page, reference forms, attachment forms, etc.

8.	_______	Before submitting your response, check the University’s website at:  http://www.cwu.edu/~purchase/rfp.html to see whether any addenda were issued for the RFP. 

9.	_______	Review and read the RFP document again to make sure that you have addressed all requirements.  Your original response and the requested copies must be identical and be complete.  The copies are provided to the evaluation committee members and will be used to score your response. 

10.	_______	Submit your response on time.  Note all the dates and times listed in the Applicable dates section and be sure to submit all required items on time.  Late proposal responses are never accepted.

This checklist is provided for assistance only and should not be submitted with Offeror’s Response.

TABLE OF CONTENTS

RESPONSE SUBMITTAL SHEET	1
GENERAL INFORMATION	2
1.1 Purpose and Overview	2
1.2 Background	2
1.3 Expectations of New Systems	2
1.4 Evaluation Process	3
1.5 Form of Contract	3
1.6 Other Institutions Eligible for Purchase	3
GENERAL INSTRUCTIONS	4
2.1 Applicable Dates	4
2.2 Amendments to Specifications	4
2.3 Letter of Intent-to-Respond	4
2.4 Preparation of Responses	4
2.5 Cost of Preparation	4
2.6 Number of Copies	4
2.7 Multiple Responses	4
2.8 Proprietary Information	5
2.9 Submitting Responses	5
2.10 Late Responses	5
2.11 Public Reading	5
2.12 Questions and Communication via Designated Contact	5
2.13 Deadline for Submitting Questions	6
2.14 Clarification of Responses	6
2.15 Reserved Rights	6
2.16 Minority and Women’s Business Participation	6
2.17 Debriefing Conference and Protest Procedure	6
REQUIRED RESPONSES	9
AWARD/EVALUATION CRITERIA	10

APPENDIX A: WIPHE
APPENDIX B: FORM OF CONTRACT
APPENDIX C: RECIPROCITY
UNIVERSITY MAP


[bookmark: _Toc187655199]	RESPONSE SUBMITTAL SHEET

1. A ‘Letter-of-Intent-to-Respond’ has been submitted on or before January 4, 2012, 
	3 p.m. PDT, as required in order to qualify for participation. Initial___________.

2. Vendors under consideration may be asked to provide current, audited financial statements or the equivalent to include at a minimum: an income statement; statement of cash flows; and a balance sheet. This information is subject to disclosure if it is deemed to be a determining factor in an award decision. Vendor agrees to provide this information upon request of the University.  Initial___________.

3. Vendor has included six (6) identical complete copies of response (one original and five copies).  Initial___________.

4. Vendor has responded to all items in the sections titled ‘REQUIRED RESPONSES’, Initial___________.

5. The response to this response has been prepared independently, without consultation, communication or agreement with others for the purpose of restricting competition.  Initial___________.

6. In preparing this response, vendor has not been assisted by any current or former employee of the State of Washington whose duties relate to this response and who was assisting in other than his or her official capacity.  Neither does such a person nor any member of his or her immediate family have any financial interest in the outcome of this project. Initial_________.

7.	Vendor agrees to make purchases available to other WIPHE members per terms and conditions of Appendix A of this RFP. (Initial yes or no)  Yes________    No__________

Any official correspondence related to this Request For Proposal solicitation shall be directed to the owner, Central Washington University, Purchasing Office, Attn: Stuart Thompson, 400 E. University Way; Ellensburg, WA 98926-7480; and to the Contractor as noted below:

___________________________________________________________
Name and Title of Signing Officer (print)
____________________________________________________________
Contractor's Name and Address
_______________________	_________________   __________________  ________________
Contractor's Telephone	Fax Number                 Email Address             Federal Tax ID No.

_________________________________	________________________
Signature					Date

GENERAL INFORMATION
[bookmark: _Toc187655200]
Note: This RFP document and subsequent associated information will be posted on our Internet Site: http://www.cwu.edu/~purchase/rfp.html 

[bookmark: _Toc187655201]1.1 Purpose and Overview:  Central Washington University (CWU, the University, Central) intends to issue a consulting contract for an assessment of its enterprise information services, including but not limited to the organizational structure, staffing patterns, and the financial management system, budget planning system, human resources management system, student enrollment management system, web content management system, donor system, continuing education system, educational system, and others. These systems (bolt on or stand-alone) have been implemented and upgraded over time, either collectively or singularly.  The university wants to insure that there is optimal integration of these systems and that the services that the university needs or wants, such as full integration and coordination between budgeting, planning and evaluation, can be implemented efficiently and effectively either with the current resources or other identified resources.  

The company chosen will assess current systems and organizational structure to include current staffing levels and positions, review the list of proposed upgrades or stand alone projects, consult with administrators and system users, identify best practices, and provide a written recommendation to university administration regarding the overall enterprise information services system, including staffing, and a pathway forward to achieve university goals, whether with current and/or new systems.  

[bookmark: _Toc187655202]1.2 Background: Central Washington University is a four-year State university located in the central part of the State of Washington in the city of Ellensburg. There are approximately 9,000 students at the Ellensburg campus, and an additional 2,000 students that attend one of six University Centers located in Des Moines, Lynnwood, Moses Lake, Pierce County, Wenatchee and Yakima. The University is approximately 130 miles east of Seattle, 200 miles west of Spokane, and an hour’s drive to Snoqualmie Pass. All IT systems and server farms are located on the Ellensburg campus but the consultant may work with center users to assess how our centralized services impact Center efficiency and information service needs. 

[bookmark: _Toc187655203]1.3 Scope of Work:  

· Review all information systems currently used at the University, across lines from academic and enterprise, to include but not limited to PeopleSoft, Raiser’s Edge, Hobson’s, BPS (budget planning system), ePAF (electronic personnel action forms), PeopleAdmin, Oracle, Sequoia, Qualtronics, and other bolt on systems to address efficiency of systems, integration of data or lack of integration, customization issues and recommend any changes to improve or enhance integration of data.  

· Review current information services staffing and recommend any efficiencies, changes, best practices, organizational structure, need for a security information officer or other positions, etc. to enhance or improve services and integration across departments and/or divisions and recommend any changes to the current staffing level and/or reporting structure.  

· Address any obstacles in the current configuration of systems or staffing that hamper the university in full integration of information services and recommend changes and/or improvements to include review of upgrades.  

· Review and recommend any information systems / services needed or improvements that are identified such as a document management system, content management (Drupal), the “cloud”, dashboard, data warehouse, Concur, PeopleSoft modules currently not being used, on-line productivity / performance portfolios, Microsoft Outlook vs Novell GroupWise, web management, server location, security, storage, etc. to address deficiencies or needs in the current systems utilized.  Identify pros and cons with any recommendation.

· Provide cost estimates for any recommendations along with pros and cons with a range of implementation scenarios from least costly to most, critical to suggested, etc. 

· Provide a recommended project schedule to implement recommendations efficiently and effectively.

· Vendor must complete the assessment and provide a complete analysis with recommendations within 60 days of contract signing.

[bookmark: _Toc187655204]1.4 Evaluation Process: A total of 140 points is possible for the required written responses. Responses will be evaluated by a committee consisting of personnel from the president’s cabinet. CWU may request vendor interviews from companies under consideration.  
[bookmark: _Toc187655205]1.5 Form of Contract: Any award made as a result of this RFP process will be subject to the contract terms and conditions provided by the State of Washington Department of Information Services (DIS). In principle, the contract language in Appendix B shall apply to any resulting contract. Any questions related to the contract terms should be directed to specific clauses or lack thereof.  The term of this contract shall be for a period of up to one year (1).  The period of performance under this contract will be from date of execution by the parties, or notification of earliest start date and approval by the Office of Financial Management (OFM) pursuant to Chapter 39.29 RCW whichever is later.

[bookmark: _Toc187655206]1.6 Other Institutions Eligible for Purchase:
WASHINGTON INSTITUTIONS OF PUBLIC HIGHER EDUCATION (WIPHE)
This solicitation is being issued by Central Washington University (The Lead Institution) pursuant to the Interlocal Cooperative Act, RCW 39.34, and offers the bidder an opportunity to make any resulting contract available to members of the Washington Institutions of Public Higher Education (WIPHE). Appendix A contains information about the WIPHE cooperative membership and the terms and conditions of such arrangements. There are no WIPHE members committed to participate in this RFP, but potential participants are identified in Appendix C.
11
[bookmark: _Toc187655207]	GENERAL INSTRUCTIONS

[bookmark: _Toc187655208]2.1 Applicable Dates:
Issue Requests for Proposals			December 19, 2011 
Letter-of-Intent to Respond Due (see 2.3)	January 4, 2012, 3 p.m. PST
Written Questions Due (see 2.11)		January 5, 2012, 3 p.m. PST
Answers to Questions Provided to Vendors	January 6, 2012 
Proposals Due					January 16, 2012, 3 p.m. PST

The University reserves the right to revise this schedule.

[bookmark: _Toc187655209]2.2 Amendments to Specifications:  Any amendment(s) to or error(s) in the specifications called to the attention of the University will be added to or corrected and furnished to all those holding specifications.

[bookmark: _Toc187655210]2.3 Letter of Intent-to-Respond: Vendors wishing to participate in this RFP process must provide a written Letter-of-Intent-to-Respond. Letters must be received by the date provided in the schedule found in Section 2.1 of this RFP. The letter should state the intent of the vendor to participate in the process, and should also include the name, complete address, phone number, and fax number/email address of a designated individual to whom any correspondence and/or addendums should be sent. Fax the letter to the Purchasing Office at (509) 963-2871 (email will not be accepted). Failure to provide this will be considered a material irregularity and deemed reason for rejecting proposals. 
 
[bookmark: _Toc187655211]2.4 Preparation of Responses: Responses must be prepared on standard 8.5" x 11" paper and be placed in a binder with tabs separating each of the required elements. The vendor's name must appear on each page. Responses to the ‘Required Responses’ section must be formatted to correspond numerically to the requirements listed.

[bookmark: _Toc187655212]2.5 Cost of Preparation:  The University will not pay vendor costs associated with preparing or presenting any response to this request.

[bookmark: _Toc187655213]2.6 Number of Copies: Six (6) identical, complete copies of the response (one original, five copies) must be submitted prior to the due date stated under ‘Applicable Dates’. All materials become the property of the University upon receipt in the Purchasing Office.

[bookmark: _Toc187655214]2.7 Multiple Responses:  Vendors who wish to submit more than one proposal may do so, provided that each proposal stands alone and independently complies with the instructions, conditions and specifications of the request. If multiple responses are submitted, the University reserves the right to select the most advantageous proposal to the University.

[bookmark: _Toc187655215]
2.8 Proprietary Information:  Any information contained in the vendor's response that is proprietary must be clearly designated.  Marking of the entire response as proprietary will neither be accepted nor honored.  The University cannot guarantee that all such material noted remains proprietary, particularly if it becomes a significant consideration in contract award.  Information will only be kept confidential to the extent allowed by Public Disclosure Law.

[bookmark: _Toc187655216]2.9 Submitting Responses:  All responses must be sealed in an opaque box or envelope with the name and address of the vendor appearing on the outside of the box or envelope.  The outside lower left‑hand corner must state the title, reference number, and the opening date. 

Vendors must submit the six (6) copies of their response (one original, five copies) to the Central Washington University Purchasing Office. Whether mailed or hand delivered, the response must arrive at the Purchasing Office no later than the date and local Ellensburg time identified in Section 2.1 of these instructions.  Late responses will not be reviewed. The method of delivery will be at the discretion of the vendor and will be at the vendor's sole risk to assure delivery at the designated office. (UPS and Federal Express both deliver directly to the Purchasing Office). The University does not take responsibility for any problems in the mail or delivery services, either within or outside the University. Receipt by any other office or mailroom is not equivalent to receipt by the Purchasing Office.

If delivery is by mail the address is:
Central Washington University
Purchasing Office
400 E University Way
Ellensburg WA 98926-7480

If hand-delivered, the physical location is:
Central Washington University
Purchasing Office
Mitchell Hall, 2nd Floor
Ellensburg WA 98926-7480

[bookmark: _Toc187655217]2.10 Late Responses:  Any response received after the hour specified will not be reviewed.

[bookmark: _Toc187655218]2.11 Public Reading:  A formal bid opening will not be held. Bid information, including price sheets, will not be available for public disclosure until after award of the contract.

[bookmark: _Toc187655219]2.12 Questions and Communication via Designated Contact:  All communications and/or questions in regard to this request must be in writing. Vendors are encouraged to FAX questions to the Purchasing Office at (509) 963-2871. If mailed, the address is as follows: Central Washington University, Purchasing Department, Attn: Stuart Thompson, 400 E. University Way, Ellensburg WA 98926-7480. In either case, please reference the RFP number on the cover sheet.


2.12.1 Questions regarding “Appendix D” Contract Language: 
In principle, the contract language in Appendix D shall apply to any resulting contract. Terms and Conditions from the DIS sample contract will be negotiated with the successful vendor and approved by our Assistant Attorney General before the University signs the resultant contract.

[bookmark: _Toc187655220]2.13 Deadline for Submitting Questions: Questions must be received no later than the date and local Ellensburg time identified in Section 2.1 of these instructions.  No further questions will be answered after that date. The University will provide a copy of all vendors' questions and corresponding University responses to all vendors who have submitted the required 'Letter-of Intent-To-Respond'. VERBAL REQUESTS FOR INFORMATION OR CLARIFICATION WILL NOT BE HONORED.

[bookmark: _Toc187655221]2.14 Clarification of Responses:  As part of the evaluation process, vendors may be asked to clarify specific points in their response. However, under no circumstances will vendors be allowed to make any changes to their responses after the deadline for submission.

[bookmark: _Toc5766888][bookmark: _Toc18134591][bookmark: _Toc18134828][bookmark: _Toc18137308][bookmark: _Toc187655222]2.15 Reserved Rights:   
Subject to the provisions of Chapter 69, Laws of 1996 (SSB 6572), the state reserves the right to: 
Waive any informality as per WAC 236-48-124.

1. Reject any or all Proposals, or portions thereof.  WAC 236-48-094 allows the state to "accept any portion of the items proposed" unless the bidder stipulates all or nothing on the Proposal.
2. Reissue an IFB, RFQ, or RFP, or negotiate under provisions outlined under RCW 43.19.1911.
3. Award on an all or none basis taking into consideration a reduction in administrative costs as well as unit proposal prices.

[bookmark: _Toc5766889][bookmark: _Toc18134592][bookmark: _Toc18134829][bookmark: _Toc18137309][bookmark: _Toc187655223]2.16 Minority and Women's Business Participation:  
The following voluntary numerical MWBE participation goals have been established for this bid:
Minority Business Enterprises (MBE’s):10% and Woman’s Business Enterprises (WBE’s):10%.
These goals are voluntary, but achievement of the goals is encouraged.  However, unless required by federal statutes, regulations, grants, or contract terms referenced in the contract documents, no preference will be included in the evaluation of bids/proposals, no minimum level of MWBE participation will be required as a condition for receiving an award or completion of the contract work, and bids/proposals will not be rejected or considered non-responsive if they do not include MWBE participation.  Bidders may contact OMWBE at 360-753-9693 to obtain information on certified firms for potential subcontracting arrangements.

[bookmark: _Toc39884697][bookmark: _Toc187655224]2.17 Debriefing Conference and Protest Procedure: 
All vendors who have submitted proposals in accordance with this RFP shall be provided a “Notice of Intent to Award” upon completion of the final evaluations by the University. The following process for protest and debriefing is available to vendors who have submitted a proposal in accordance with this RFP.



2.17.1 Optional Vendor Debriefing:
Vendors who have submitted a proposal in accordance with this RFP may request an optional debriefing conference to discuss the evaluation of their response. The request must be made in writing within five business days from receipt of the “Notice of Intent to Award”. Requests are to be made to the University contact person as identified on the ‘Response Submittal Sheet’, page 1 of this RFP document. Vendors must be available to attend the debriefing conference held in Ellensburg, Washington within 5 days of the request. 

The debriefing will not include any comparisons between the vendors response and any other responses submitted; However, the University will attempt to address all questions and concerns in this debriefing.
 
2.17.2 Protest Procedure:  
Protests may be made after the agency conducting the acquisition has announced the apparently successful vendor and after the protesting vendor has had a debriefing conference with that agency.  Protests may be made on only these grounds:
· Arithmetic errors were made in computing the score.
· The agency failed to follow procedures established in the solicitation document, the IT Investment Policy, the IT Investment Standards, or applicable State or Federal laws or regulations.
· There was bias, discrimination, or conflict of interest on the part of an evaluator.

Protests are always initially made to the agency conducting the acquisition.  A person authorized to bind the vendor to a contractual relationship must sign the protest letter.  The agency must receive the written protest within five (5) business days after the debriefing conference and must, in turn, immediately notify the State of Washington Department of Information Services (DIS) of receipt of the protest.  It must also postpone further steps in the acquisition process until the protest has been resolved.
Individuals not involved in the protested acquisition will objectively review the written protest material submitted by the vendor and all other relevant facts known to the agency. The agency must deliver its written decision to the protesting vendor within five business days after receiving the protest, unless more time is needed.  The protesting vendor will be notified if additional time is necessary. 

If the protesting vendor is not satisfied with the agency’s decision, it may appeal.  Appeal is made to DIS. 
Written notice of appeal to DIS must be received by DIS within five (5) business days after the vendor receives notification of the agency's decision.
In conducting its review, DIS will consider all available relevant facts.  DIS will resolve the appeal in one of the following ways:
· Find that the protest lacks merit and uphold the agency's action. 
· Find only technical or harmless errors in the agency's acquisition process, determining the agency to be in substantial compliance, and rejecting the protest; or
· Find merit in the protest and provide options to the agency, including: 
· Correcting errors and reevaluating all proposals; 
· Reissuing the solicitation document; or
· Making other findings and determining other courses of action as appropriate.

DIS will issue a written decision within five (5) business days after receipt of the notice of appeal, unless more time is needed.  The protesting vendor will be notified if additional time is necessary.  DIS’ determination is final; no further administrative appeal is available.
Form and Content:  A written protest must contain the facts and arguments upon which the protest is based and must be signed by a person authorized to bind the vendor to a contractual relationship.  At a minimum, this must include: 
· The name of the protesting vendor, its mailing address and phone number, and the name of the individual responsible for submission of the protest. 
· Information about the acquisition and the acquisition method and name of the issuing agency.
· Specific and complete statement of the agency action(s) protested.
· Specific reference to the grounds for the protest. 
· Description of the relief or corrective action requested.
· A copy of the issuing agency's written decision on the protest, for appeals to the ISB or to DIS. 


[bookmark: _Toc187655225]
REQUIRED RESPONSES

Vendors are required to respond to each of the items detailed in this section. Responses should be formatted to correspond numerically to the items listed. Vendors should have their company name on each page. Please also include any information that has not been addressed in the questions that may be pertinent to this project. 

FAILURE TO RESPOND TO THESE REQUIREMENTS MAY BE DEEMED A MATERIAL IRREGULARITY AND MAY BE REASON FOR REJECTION OF PROPOSAL.

3.1 Executive Summary: In the executive summary vendors should provide general information regarding the company. The summary should include information regarding the financial status and current economic conditions of the company, general staffing and organization structure, experience providing information system / services assessment in higher education. Indicate the length of time your company has been in the business of providing related services. (10 points)

3.2 Vendor Profile: (30 points)
A. Approximately how many clients have purchased your service? (5 point)
B. How many higher education clients have purchased your service? (5 point)
C. Provide a list of at least three (3) higher education customers of a size similar to CWU who you have provided information system / services to.  For each customer institution, provide the name, address, telephone number, fax number and email address of a contact person(s) who was/is directly involved in the purchase, implementation and ongoing use of the service. (20 points)

3.3 Service Description:  Describe in detail how your service meets the needs of the University (see Section 1.1, 1.2, 1.3).  Include information on all features of the service. Provide list of consultants that would be assigned to this project.  Include resumes detailing experience, assignments and duration of work. (40 Points)

3.4 Project Schedule and Sample Summary Documents: From the date of a fully executed contract, what is the estimated start of project? What is the estimated length of time for project completion?. This should include time estimates for both vendor and university participants.  Provide a sample of project summary document/presentation from prior client.  (30 points)

3.5 Costs Scenarios: Vendors must provide a complete cost scenario for the requested service.  Failure to provide the information may be deemed a material irregularity and reason for rejecting the proposal.  Supporting details and clarifications should be supplied. (30 points)

Vendors may submit as many cost scenarios as desired.  For each cost scenario, include related assumptions and explanatory comments.  Summarize the costs and attach all detail necessary to support the summarized costs.  Note: Costs proposals must be all-inclusive and must include the hourly / daily rate, estimated number of hours/days to complete the project and a detail estimate of all other costs such as travel.  No other monies will be paid for items omitted by the vendor.
[bookmark: _Toc187655226]
AWARD/EVALUATION CRITERIA

Award Criteria: A contract shall be awarded to the most responsible and responsive bidder based upon 3.1 – 3.5 above.  

4.1 Selection Criteria: The following criteria will be used to evaluate the proposals received:

4.1.1 Demonstrated understanding of issues related to the scope of work.
	
	4.1.2 The experience and level of commitment of the firm and/or proposed key individual(s).

	4.1.3 Accessibility of key individual(s).

	4.1.4 Responsiveness of the written proposal to the purpose and scope of service.

	4.1.5 Ability and history of successfully completing contracts of this type, meeting project deadlines and experience in similar work.

	4.1.6 All costs, fees, and other expenses associated with the project.

	4.1.7 Any other relevant factors.

4.2 Lowest Responsive Bidder: In determining the “lowest responsive bidder” as per 
RCW 43.19.1911, the following items shall also be given consideration:

4.2.1 The quality of the articles proposed to be supplied, their conformity with specifications, the purposes for which required and the times of delivery.

4.2.2	The ability, capacity, and skill of the bidder to perform the contract or provide the service required;

4.2.3 The character, integrity, reputations, judgment, experience, and efficiency of the bidder;

4.2.4 Whether the bidder can perform the contract within the timeframe specified;

	4.2.4	The quality of performance on previous contracts or services;

4.2.6	The previous and existing compliance by the bidder with laws relating to the contract or services;

4.2.7	Such other information as may be secured having a bearing on the decision to award the contract such as life cycle costing.

4.3 Scoring Responses: Points will be assigned as follows: A total of 140 points is possible for the required written responses.   Cost will be scored using a ‘declining percentage based on low cost’ method:  Low cost will receive 30 points; costs other than low will receive the number of points equal to the percentage relationship to low. Responses will be evaluated by a committee consisting of personnel from the president’s cabinet.  

4.4 Presentation:: After evaluation of the proposals, finalist(s) may be asked to make oral presentations and/or conduct a phone interview. Contract award will be made to the respondent who best meets the university’s overall requirements and criteria.

4.5 Notification to Proposers:: The AGENCY will notify the Apparently Successful Contractor of their selection in writing upon completion of the evaluation process.  Individuals or firms whose proposals were not selected for further negotiation or award will be notified separately by e-mail or facsimile.

4.6 OFM Approval: Under the provisions of Chapter 39.29 RCW, this personal service contract is required to be filed with the Office of Financial Management (OFM).  No contract required to be so filed is effective and no work shall be commenced nor payment made until notification of earliest start date and approval by OFM.  In the event OFM fails to approve the contract, the contract shall be null and void.
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APPENDIX A

Terms and Conditions Specific to Washington Institutions of Public Higher Education
Cooperative Purchasing



Appendix A:  Terms and Conditions Specific to Washington Institutions of Public Higher Education
Cooperative Purchasing
1. Definitions:
WIPHE:  Washington Institutions of Public Higher Education who are signatories to the Interlocal Agreement for Cooperative Purchasing.

Lead Institution:  The WIPHE member that has volunteered to conduct the solicitation/negotiation process on behalf of the WIPHE members. 

Committed Participants:  Those WIPHE members who respond affirmatively to the Lead Institution's request for participation, and whose estimated purchase volume will be included in the solicitation/negotiation documents.

Potential Participants:  All other WIPHE member institutions who are not Committed Participants.  Potential Participants may choose to use any contract awarded, provided the contractor will accept their participation.

2.   No Exclusivity Implied: This bid provides no exclusive arrangements for obtaining product or services by any WIPHE Institution who has  not specifically been identified as committed participants. Potential Participants may purchase any product or services in this bid  through their own processes for competitive procurement or via other cooperative purchasing arrangements at their disposal. 

3. Contract Administration: This contract shall be administered by the Lead  Institution,  the Committed Participants, and any other Potential Participant who subsequently use a resulting agreement,  in the following manner:
A.	The terms and conditions contained in their entirety in any contract which results through the Lead Institution’s solicitation may not be altered except as provided herein, or, unless approved in writing by the Lead Agency’s Purchasing Manager.

B.	WIPHE Institutions may at their sole option, individually negotiate only operational provisions specific to the needs of their Institution. These would include agreed arrangements for such operational provisions as delivery, installation, service, and invoicing processes.  Such negotiated changes shall not be binding on any other Institution. These changes may, however, bind the bidder to providing similar arrangements to the other Institutions pursuant to any Best Customer provisions of a contract.  

C.	WIPHE Institutions shall individually be responsible for their obligations to the awarded contractor pursuant to any purchase associated with this agreement. Likewise, the Vendor shall be responsible for their obligations to the WIPHE Institutions pursuant to this agreement. All reasonable efforts will be made by the Vendor and the WIPHE  Institutions to satisfy any breach of these obligations, or, disagreements arising between the individual WIPHE Institution and the Vendor. Resolution may take several forms, including cancellation of specific arrangements between the Vendor and the Institution.  Resolutions of any nature shall not have a binding effect on any other Institution. 
.	In the event a breach or disagreement cannot be resolved between the Institution(s) and the Vendor, either party may notify the Lead Institution and request the Lead Institution satisfy the dispute in accordance with this agreement, including any Dispute Resolution process identified within.

E.	The Lead Institution may at any time act on behalf of any WIPHE Institution in resolving breach of contract, or, to settle disputes in accordance with this agreement. 

4. Contract Documents: The Vendor shall make copies of any contract that results from the Lead Institution’s solicitation  available in its entirety to any WIPHE  Institution expressing an interest in purchasing the product or service. The Lead Institution and the Vendor agree that a summary of this agreement, including a phone number for interested agencies to contact the Vendor, may be placed on a public access electronic home page, bulletin board, fax-on-demand network, or similar form of accessible medium.

5. Award in Best Interest of WIPHE: Central Washington University  reserves the right to award the contract in whole or in part in a manner that most effectively serves the WIPHE members, to reject any or all bids, and to otherwise proceed with the award as necessary to protect the best interests of WIPHE.  After award, members of WIPHE will issue separate purchase orders to the successful vendor(s) if they choose to acquire the items pursuant to this award.

All questions regarding this bid must be directed to Central Washington University as the Lead Institution. 

All information relating to this solicitation will be retained by Central Washington University as the official public record. 

6. WIPHE Cooperative Members: 
Four Year Institutions:
Central Washington University, Ellensburg	University of Washington, Seattle
Eastern Washington University, Cheney 	Washington State University, Pullman
The Evergreen State College, Olympia	Western Washington University, Bellingham	
Community and Technical Colleges:
Bates Technical College, Tacoma		Olympic College, Bremerton
Bellevue Community College, Bellevue	Pierce College, Lakewood
Bellingham Technical College, Bellingham	Peninsula College, Port Angeles
Big Bend Community College, Moses Lake	Renton Technical College, Renton
Cascadia Community College, Bothell	Seattle Community Colleges, Seattle
Centralia College, Centralia			Shoreline Community College, Seattle
Clark College, Vancouver			Skagit Valley College, Mt. Vernon
Clover Park Technical College, Lakewood	South Puget Sound Community Col., Olympia
Columbia Basin College, Pasco 		Community Colleges of Spokane, Spokane
Edmonds Community College, Edmonds	Tacoma Community College, Tacoma
Everett Community College, Everett		Walla Walla Community College, Walla Walla
Grays Harbor College, Aberdeen		Wenatchee Valley College, Wenatchee
Green River Community College, Auburn	Whatcom Community College, Bellingham
Highline Community College, Des Moines	Yakima Valley Community College, Yakima
Lake Washington Technical Col., Kirkland	State Board for Com & Tech Colleges, Olympia
Lower Columbia College, Longview		
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APPENDIX B

FORM OF CONTRACT


Note: This section is posted as a separate file on our Internet site: http://www.cwu.edu/~purchase/rfp.html
	
[bookmark: _Hlt489791236]
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APPENDIX C

IN-STATE PREFERENCE/RECIPROCITY


Pursuant to RCW 43.19.704 and WAC 236-48-085, the Department of General Administration Office of State Procurement has established lists of states, which grant a preference to their in-state businesses and the appropriate percentage increase applicable against firms submitting bids from these states for goods and services.  Bids in excess of $43, 900 only are subject to the instate preference reciprocity provisions of RCW 43.19.700.

For purpose of evaluating bid prices, the buyer is to add an amount equal to the appropriate percentage to each bid submitted from that state.

See Link below for preferences & conditions listed by state:
http://www.ga.wa.gov/PCA/Forms/State-Preferences-Table.doc

Document will be provided by mail upon receipt of a request faxed to: (509) 963-2871.
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