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OFFEROR’S RFP CHECKLIST

The 10 Most Critical Things to Keep in Mind

 When Responding to an RFP for The University of Montana

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

2.
_______
Note the procurement officer's name, address, phone numbers and e-mail address.  This is the only person you are allowed to communicate with regarding the RFP and is an excellent source of information for any questions you may have.

3.
_______
Take advantage of the “question and answer” period. Submit your questions to the procurement officer by the due date listed in the Schedule of Events and view the answers given in the formal “addenda” issued for the RFP. All addenda issued for an RFP are posted on the University website and will include all questions asked and answered concerning the RFP.

4.
_______
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. 

5.
_______
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.

6.
_______
Use the forms provided, i.e., cover page, sample budget form, certification forms, etc.

7.
_______
Check the University website for RFP addenda. Before submitting your response, check the University website at http://svc.mt.gov/gsd/onestop/SolicitationDefault.aspx to see whether any addenda were issued for the RFP. If so, you must submit a signed cover sheet for each addendum issued along with your RFP response.
8.
_______
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. 

9.
_______
Submit your response on time. Note all the dates and times listed in the Schedule of Events and within the document, 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.

SCHEDULE OF EVENTS

EVENT
DATE
RFP Issue Date
May 26, 2010
Deadline for Receipt of Written Questions
June 10, 2010
Deadline for Posting Written Responses to the State’s Website
June 17, 2010
RFP Response Due Date 
July 1, 2010
Intended Date for Contract Award* 
July 2010
*Dates indicated are tentative and may be changed during the RFP process due to revision(s) of any part of the Request for Proposal because of questions from Offerors and/or additional information requested after the Proposal Opening.

NOTICE

From the issuance date of this RFP until a Contractor(s) is selected and the selection is announced, offerors are not allowed to communicate with any state staff or officials regarding this procurement, except at the direction of Vickie Voss, the designated representative of The University of Montana-Purchasing.  Any unauthorized contact may disqualify the offeror from further consideration.

Procurement Officer:  Vickie Voss 
Telephone Number: 406-243-2210

Fax Number: 406-243-2529
E-mail Address: Vickie.Voss@mso.umt.edu 
DEFINITIONS
The following terminologies shall be used throughout this Request for Proposal:

Business Services - Purchasing - used herein to refer to an office of Business Services at The University of Montana - Missoula.

Campus - The University of Montana Campus – Missoula; Montana Tech of The University of Montana (Butte), The University of Montana-Western (Dillon), and the Helena College of Technology.

Contract - Used herein to refer to the contract, agreement, purchase order, and/or other documents generated by the final award.

Contractor - Used herein to refer to the company, firm, or corporation receiving the final award.
MCA - Montana Code Annotated, codified statutes of the State of Montana.
Offeror, Responder, Proposer, and Vendor - Used herein to refer to the company, firm, or corporation formally submitting a response to this RFP.   When the contract is awarded, these terms shall be understood to mean the firm, individual, or corporation receiving the award
Part, section, subsection – Used herein to refer to various parts of this document designated by roman numerals, alphabetic, and integer indicators.
Response or proposal - Used herein to refer to a written proposal to provide services, products and/or equipment in accordance with this RFP.
RFP - Request for Proposal, used herein to refer to this document.
University:  The University of Montana consists of four campuses: The University of Montana-Missoula, located in Missoula, Montana; The University of Montana-Western, located in Dillon, Montana; Montana Tech of The University of Montana, located in Butte, Montana; and The University of Montana-Helena, located in Helena, Montana.

SECTION 1:  PROJECT OVERVIEW AND INSTRUCTIONS
1.0
PROJECT OVERVIEW

The University of Montana, Business Services-Purchasing (hereinafter referred to as “the University”) is seeking a contractor to provide a contractor hosted CRM solution of constituent relationship management (CRM) software which will manage and track all contacts and processes related to undergraduate recruitment and admissions.  The ideal system will support the University’s enrollment objectives via features which facilitate stronger relationships with prospective students from the prospect to the matriculation stage.  Such features must include web-based functionality (including a student portal), database technology, and specific tools related to prospect tracking, communications flow management, recruitment management, application processing, tele-counseling, reporting, and analysis.  Furthermore, the CRM system must allow for seamless integration with Banner, Release 8.2, Oracle Developer 10.1.2.3.0, Database Version 10.2.0.4.0 and must function on a variety of standard platforms and desktop systems.  The University requires automated systems which enhance outreach efforts and improve personalized relationships with prospective students, parents, schools and other stakeholders.  A more complete description of the supplies and/or services sought for this project is provided in Section 3, Scope of Project. Proposals submitted in response to this solicitation must comply with the instructions and procedures contained herein.

INSTITUTIONAL PROFILE:

The University of Montana comprises four primary campuses and several ancillary campuses.  These are The University of Montana-Missoula, Montana Tech of The University of Montana, The University of Montana-Western, and The University of Montana-Helena College of Technology.  

The University of Montana – Missoula. The University of Montana - Missoula campus has a current enrollment of approximately 15,000 students. There are approximately 2,500 faculty and staff members. It comprises a College of Arts and Sciences and seven professional schools:  Business Administration, Education, Visual and Performing Arts, Forestry, Journalism, Law, and Pharmacy and Allied Health Sciences.  The University is a Ph.D. granting institution and houses one of the region’s principal research libraries.  In addition to strong professional programs, it has nationally recognized strengths in the areas of chemistry, computer science, English, mathematics, the natural sciences, and environmental research.
Established in 1893, the primary campus of The University of Montana is situated at the mouth of Hellgate Canyon on 200 acres with 63 Buildings while the extended University campus encompasses an additional 400+ acres.  The University of Montana-Missoula also includes two campuses of the UM-Missoula College of Technology, which are located respectively at 909 South Avenue West and 3639 South Avenue West. Historic and contemporary facilities blend themselves into one of the Northwest’s most impressive and enjoyed campuses. Fall 2009 enrollment headcount reached an all time high of 14,921.
As an integral part of the eight unit Montana University System, The University of Montana-Missoula is responsible for providing unique educational experiences through the integration of the liberal arts, graduate study, basic and applied research, and professional training with international and interdisciplinary emphases and outreach services to extend the University’s expertise and resources in response to the needs of Montanans.  The University provides technology transfer, cultural outreach, and services benefiting the local community, region, state, nation, and the world.

The multiplicity of learning opportunities at the University is enriched by the residential nature of its campus.  The University strives to maintain a comprehensive learning and community building campus, one where students learn and acquire life skills in the classroom, laboratories, and libraries as well as in residence halls, University Center, arts centers, recreational facilities, and a multitude of natural surrounding opportunities.

The University’s vision includes offering high quality programs, services, and research; attracting motivated undergraduate and graduate students; enhancing Montana’s economic well-being and quality of life; providing lifelong learning opportunities; and producing graduates with the life skills and values necessary for the personal and societal challenges of today’s culture.  The University strives for quality review and accountability for continuous improvement.

Montana Tech of The University of Montana. Montana Tech of The University of Montana (Montana Tech) is a small, world-renowned, science, engineering and technical college with two campus locations in Butte, Montana.  As one of the four original campuses establishing the Montana University System in 1893, today Montana Tech manages an enrollment of 2,694 students.  Montana Tech is a leader in undergraduate and graduate education and research in the Pacific Northwest in engineering, science, energy, health, information sciences and technology. With more than 40 academic programs and 38 clubs and organizations, Tech offers tremendous opportunities in a student friendly environment. 

Montana Tech’s College of Technology, which is an integral part of Montana Tech, prepares traditional and non-traditional students for their personal and/or educational goals through the integration of technology, communications, problem solving, and technical skills. Montana Tech is committed to expanding educational opportunities through service learning with work-based activities, a blend of theory and practice, alternative course delivery, and computer literacy. Montana Tech’s College of Technology offers associate degrees and certificates in a wide array of disciplines including computer and networking technology, accounting technology, business technology, nursing and health sciences, drafting, automotive technology, wind energy, metals fabrication, construction technology, and civil engineering. 

The University of Montana-Western. The University of Montana Western, a liberal arts institution serving approximately 1200 students, provides innovative interdisciplinary education through experiential learning that combines theory and practice. Montana Western serves citizens of all ages with its academic, community service and lifelong learning programs. As part of the global community, Montana Western encourages diversity, international awareness, environmental responsibility and mastery of technology as a gateway to the world.

The University of Montana-Helena College of Technology. The University of Montana—Helena College of Technology is a vibrant, growing two-year College offering 32 credentials in 14 different areas, as well as a variety of learning opportunities in personal enrichment and customized training. Through these offerings, UM-Helena serves over 2500 students each year throughout the local community. UM-Helena continues to expand its outreach into the community by strengthening its delivery of technical education and occupational programming and increasing its ability to provide rigorous general education courses. Strong partnerships with industry continue to provide exciting opportunities for student s in the career and technical education area as well as a well trained workforce for businesses. New collaboration between community organizations and local public school districts has amplified the connection between the college and the community in the transfer of personal enrichment areas. 

UM-Helena maintains two campus locations in Helena, Montana. The Donaldson Campus is the main facility, housing the majority of administrative and student support services as well as academic programs in general education, nursing, fire & rescue, accounting, business, computer, office technology, and water resources. The Airport Campus, situated approximately two miles from the main campus, houses the trade programs of automotive, aviation maintenance, construction, diesel, machining and welding. 
1.1
CONTRACT TERM

The contract term is for a period of seven years beginning Bid award and through one year. Renewals of the contract, by mutual agreement of both parties, may be made at one-year intervals, or any interval that is advantageous to the University. This contract, including any renewals, may not exceed a total of seven years, at the option of the University.

1.2
SINGLE POINT OF CONTACT

From the date this Request for Proposal (RFP) is issued until an offeror is selected and the selection is announced by the procurement officer, offerors are not allowed to communicate with any University staff or officials regarding this procurement, except at the direction of Vickie Voss, the procurement officer in charge of the solicitation. Any unauthorized contact may disqualify the offeror from further consideration. Contact information for the single point of contact is as follows:

Procurement Officer: Vickie Voss
Address: Business Services-Purchasing, Lommasson Center, Missoula, MT 59812
Telephone Number:  406-243-2210
Fax Number: 406-243-2529

E-mail Address:  vickie.voss@mso.umt.edu 
1.3
REQUIRED REVIEW


1.3.1  Review RFP.  Offerors should carefully review the instructions, mandatory requirements, specifications, standard terms and conditions, and contract set out in this RFP and promptly notify the procurement officer identified above in writing or via e-mail of any ambiguity, inconsistency, unduly restrictive specifications, or error which they discover upon examination of this RFP. This should include any terms or requirements within the RFP that either preclude the offeror from responding to the RFP or add unnecessary cost. This notification must be accompanied by an explanation and suggested modification and be received by the deadline for receipt of written or e-mailed inquiries set forth below. The University will make any final determination of changes to the RFP. 


1.3.2  Form of Questions.  Offerors with questions or requiring clarification or interpretation of any section within this RFP must address these questions in writing or via e-mail to the procurement officer referenced above on or before June 10, 2010. Each question must provide clear reference to the section, page, and item in question. Questions received after the deadline may not be considered.


1.3.3  University's Response.  The University will provide an official written response by June 17, 2010 to all questions received by June 10, 2010. The University's response will be by formal written addendum. Any other form of interpretation, correction, or change to this RFP will not be binding upon the University. Any formal written addendum will be posted on the State's website alongside the posting of the RFP at http://gsd.mt.gov/osbs by the close of business on the date listed. Offerors must sign and return with their RFP response an Acknowledgment of Addendum for any addendum issued. 

1.4
Omitted.
1.5
general requirements


1.5.1  Acceptance of Standard Terms and Conditions/Contract.  By submitting a response to this RFP, offeror agrees to acceptance of the standard terms and conditions and contract as set out in Appendices A and B of this RFP. Much of the language included in the standard terms and conditions and contract reflects requirements of Montana law. Requests for additions or exceptions to the standard terms and conditions, contract terms, including any necessary licenses, or any added provisions must be submitted to the procurement officer referenced above by the date for receipt of written/e-mailed questions.  Any request must be accompanied by an explanation of why the exception is being sought and what specific effect it will have on the offeror's ability to respond to the RFP or perform the contract. The University reserves the right to address nonmaterial requests for exceptions with the highest scoring offeror during contract negotiation. Any material exceptions requested and granted to the standard terms and conditions and contract language will be addressed in any formal written addendum issued for this RFP and will apply to all offerors submitting a response to this RFP. The University will make any final determination of changes to the standard terms and conditions and/or contract. 


1.5.2  Resulting Contract.  This RFP and any addenda, the offeror's RFP response, including any amendments, a best and final offer, and any clarification question responses shall be included in any resulting contract. The University's contract, attached as Appendix B, contains the contract terms and conditions which will form the basis of any contract between the University and the highest scoring offeror. In the event of a dispute as to the duties and responsibilities of the parties under this contract, the contract, along with any attachments prepared by the University, will govern in the same order of precedence as listed in the contract. 

1.5.3
Omitted.


1.5.4  Understanding of Specifications and Requirements.  By submitting a response to this RFP, offeror agrees to an understanding of and compliance with the specifications and requirements described in this RFP.

1.5.5  Prime Contractor/Subcontractors.  The highest scoring offeror will be the prime contractor if a contract is awarded and shall be responsible, in total, for all work of any subcontractors. All subcontractors, if any, must be listed in the proposal. The University reserves the right to approve all subcontractors. The Contractor shall be responsible to the University for the acts and omissions of all subcontractors or agents and of persons directly or indirectly employed by such subcontractors, and for the acts and omissions of persons employed directly by the Contractor. Further, nothing contained within this document or any contract documents created as a result of any contract awards derived from this RFP shall create any contractual relationships between any subcontractor and the University.


1.5.6  Offeror's Signature.  The proposals must be signed in ink by an individual authorized to legally bind the business submitting the proposal. The offeror's signature on a proposal in response to this RFP guarantees that the offer has been established without collusion and without effort to preclude The University of Montana from obtaining the best possible supply or service. Proof of authority of the person signing the RFP response must be furnished upon request.


1.5.7  Offer in Effect for 120 Days.  A proposal may not be modified, withdrawn, or canceled by the offeror for a 120-day period following the deadline for proposal submission as defined in the Schedule of Events, or receipt of best and final offer, if required, and offeror so agrees in submitting the proposal.

1.6
Submitting a PrOPOSAL


1.6.1  Organization of Proposal.  Offerors must organize their proposal into sections that follow the format of this RFP, with tabs separating each section. A point-by-point response to all numbered sections, subsections, and appendices is required. If no explanation or clarification is required in the offeror's response to a specific subsection, the offeror shall indicate so in the point-by-point response, or utilize a blanket response for the entire section, with the following statement:

“(Offeror's Name)” understands and will comply.

An offeror making the statement “Refer to our literature…” or “Please see www…….com” may be deemed nonresponsive or receive point deductions. If making reference to materials located in another section of the RFP response, specific page numbers and sections must be noted. The Evaluator/Evaluation Committee is not required to search through literature or another section of the proposal to find a response.
1.6.2  Failure to Comply with Instructions.  Offerors failing to comply with these instructions may be subject to point deductions. The University may also choose to not evaluate, may deem nonresponsive, and/or may disqualify from further consideration any proposals that do not follow this RFP format, are difficult to understand, are difficult to read, or are missing any requested information.


1.6.3  Multiple Proposals.  Offerors may, at their option, submit multiple proposals, in which case each proposal shall be evaluated as a separate document.

1.6.4 Omitted.
1.6.5 Copies Required and Deadline for Receipt of Proposals.  Offerors must submit one original proposal and four copies to The University of Montana Business Services-Purchasing. The University reserves the right to request an electronic copy of the RFP response. Proposals must be sealed and labeled on the outside of the package to clearly indicate that they are in response to RFP2806. Proposals must be received at the receptionist’s desk of The University of Montana Business Services-Purchasing prior to 2pm, local time, July 1, 2010. Facsimile responses to requests for proposals are ONLY accepted on an exception basis with prior approval of the procurement officer.
1.6.6  Late Proposals.  Regardless of cause, late proposals will not be accepted and will automatically be disqualified from further consideration. It shall be the offeror's sole risk to assure delivery at the receptionist's desk at the designated office by the designated time. Late proposals will not be opened and may be returned to the offeror at the expense of the offeror or destroyed if requested.

1.7
COST OF PREPARING A PROPOSAL


1.7.1  University Not Responsible for Preparation Costs.  The costs for developing and delivering responses to this RFP and any subsequent presentations of the proposal as requested by the University are entirely the responsibility of the offeror. The University is not liable for any expense incurred by the offeror in the preparation and presentation of their proposal or any other costs incurred by the offeror prior to execution of a contract.


1.7.2  All Timely Submitted Materials Become University Property.  All materials submitted in response to this RFP become the property of the University and are to be appended to any formal documentation, which would further define or expand any contractual relationship between the University and offeror resulting from this RFP process.

SECTION 2:  RFP STANDARD INFORMATION

2.0
AUTHORITY

This RFP is issued under the authority of section 18-4-304, MCA (Montana Code Annotated) and ARM 2.5.602 (Administrative Rules of Montana). The RFP process is a procurement option allowing the award to be based on stated evaluation criteria. The RFP states the relative importance of all evaluation criteria. Only the evaluation criteria outlined in this RFP will be used.

2.1
Offeror Competition
The University encourages free and open competition among offerors. Whenever possible, the University will design specifications, proposal requests, and conditions to accomplish this objective, consistent with the necessity to satisfy the University's need to procure technically sound, cost-effective services and supplies.

2.2
Receipt of Proposals and Public Inspection

2.2.1  Public Information.  All information received in response to this RFP, including copyrighted material, is deemed public information and will be made available for public viewing and copying shortly after the time for receipt of proposals has passed with the following three exceptions: (1) bona fide trade secrets meeting the requirements of the Uniform Trade Secrets Act, Title 30, chapter 14, part 4, MCA, that have been properly marked, separated, and documented; (2) matters involving individual safety as determined by the University; and (3) other constitutional protections. See section 18-4-304, MCA. The University will make a copier available for interested parties to use at $0.10 per page. The interested party is responsible for the cost of copies and to provide personnel to do the copying. 

2.2.2  Procurement Officer Review of Proposals.  Upon opening the proposals received in response to this RFP, the procurement officer in charge of the solicitation will review the proposals and separate out any information that meets the referenced exceptions in Section 2.2.1 above, providing the following conditions have been met:

· Confidential information is clearly marked and separated from the rest of the proposal.

· The proposal does not contain confidential material in the cost or price section.

· An affidavit from an offeror's legal counsel attesting to and explaining the validity of the trade secret claim as set out in Title 30, chapter 14, part 4, MCA, is attached to each proposal containing trade secrets. Counsel must use the State of Montana “Affidavit for Trade Secret Confidentiality” form in requesting the trade secret claim. This affidavit form is available on the General Services Division's website at: http://svc.mt.gov/gsd/OneStop/GSDDocuments.aspx or by calling (406) 444-2575.

Information separated out under this process will be available for review only by the procurement officer, the evaluator/evaluation committee members, and limited other designees. Offerors must be prepared to pay all legal costs and fees associated with defending a claim for confidentiality in the event of a “right to know” (open records) request from another party.

2.3
CLASSIFICATION AND EVALUATION OF PROPOSALS

2.3.1  Initial Classification of Proposals as Responsive or Nonresponsive.  All proposals will initially be classified as either “responsive” or “nonresponsive,” in accordance with ARM 2.5.602. Proposals may be found nonresponsive at any time during the procurement process if any of the required information is not provided; the submitted price is found to be excessive or inadequate as measured by criteria stated in the RFP; or the proposal is not within the plans and specifications described and required in the RFP. If a proposal is found to be nonresponsive, it will not be considered further.

2.3.2  Determination of Responsibility.  The procurement officer will determine whether an offeror has met the standards of responsibility in accordance with ARM 2.5.407. Such a determination may be made at any time during the procurement process if information surfaces that would result in a determination of nonresponsibility. If an offeror is found nonresponsible, the determination must be in writing, made a part of the procurement file, and mailed to the affected offeror.

2.3.3  Evaluation of Proposals.  An evaluator/evaluation committee will evaluate the remaining proposals and recommend whether to award the contract to the highest scoring offeror or, if necessary, to seek discussion/negotiation or a best and final offer in order to determine the highest scoring offeror. All responsive proposals will be evaluated based on stated evaluation criteria. In scoring against stated criteria, the University may consider such factors as accepted industry standards and a comparative evaluation of all other qualified RFP responses in terms of differing price, quality, and contractual factors. These scores will be used to determine the most advantageous offering to the University. If an evaluation committee meets to deliberate and evaluate the proposals, the public may attend and observe the evaluation committee deliberations.

2.3.4  Completeness of Proposals.  Selection and award will be based on the offeror's proposal and other items outlined in this RFP. Submitted responses may not include references to information located elsewhere, such as Internet websites or libraries, unless specifically requested. Information or materials presented by offerors outside the formal response or subsequent discussion/negotiation or best and final offer, if requested, will not be considered, will have no bearing on any award, and may result in the offeror being disqualified from further consideration. 

2.3.5 Omitted.
2.3.6  Opportunity for Discussion/Negotiation and/or Oral Presentation/Product Demonstration.  After receipt of all proposals and prior to the determination of the award, the University may initiate discussions with one or more offerors should clarification or negotiation be necessary. Offerors may also be required to make an oral presentation and/or product demonstration to clarify their RFP response or to further define their offer. In either case, offerors should be prepared to send qualified personnel to Missoula, Montana, to discuss technical and contractual aspects of the proposal. Oral presentations and product demonstrations, if requested, shall be at the offeror's expense. 

2.3.7  Best and Final Offer.  The Best and Final Offer is an option available to the University under the RFP process, which permits the University to request a best and final offer from one or more offerors if additional information is required to make a final decision. Offerors may be contacted asking that they submit their best and final offer, which must include any and all discussed and/or negotiated changes. The University reserves the right to request a best and final offer for this RFP, if any, based on price/cost alone.

2.3.8  Evaluator/Evaluation Committee Recommendation for Contract Award.  The evaluator/ evaluation committee will provide a written recommendation for contract award to the procurement officer that contains the scores, justification, and rationale for the decision. The procurement officer will review the recommendation to ensure its compliance with the RFP process and criteria before concurring in the evaluator's/evaluation committee’s recommendation of the responsive and responsible offeror that achieves the highest score and is, therefore, the most advantageous to the University.

2.3.9  Request for Documents Notice.  Upon concurrence with the evaluator's/ evaluation committee's recommendation, the procurement officer will issue a “Request for Documents Notice” to the highest scoring offeror to obtain the required documents/information, such as insurance documents, contract performance security, an electronic copy of any requested material, i.e., RFP response, response to clarification questions, and/or best and final offer, and any other necessary documents. Receipt of the “Request for Documents Notice” does not constitute a contract and no work may begin until a contract signed by all parties is in place. The procurement officer will notify all other offerors of the University's selection.

2.3.10  Contract Execution.  Upon receipt of all required materials requested in the “Request for Documents Notice," a formal contract utilizing the contract attached as Appendix B and incorporating the Standard Terms and Conditions attached as Appendix A, as well as the highest scoring offeror's response to the RFP, will be provided to the highest scoring offeror for signature. The highest scoring offeror will be expected to accept and agree to all material requirements contained in the contract and set out in Appendices A and B of this RFP. If the highest scoring offeror does not accept all material requirements, the University may move to the next highest scoring offeror, or cancel the RFP. Work under the contract may begin when the contract is fully executed, i.e., when the contract is signed by all parties.

2.4
UNIVERSITY'S RIGHTS RESERVED
While the University has every intention to award a contract as a result of this RFP, issuance of the RFP in no way constitutes a commitment by The University of Montana to award and execute a contract. Upon a determination such actions would be in its best interest, the University, in its sole discretion, reserves the right to:

· Cancel or terminate this RFP (section 18-4-307, MCA);

· Reject any or all proposals received in response to this RFP (ARM 2.5.602);

· Waive any undesirable, inconsequential, or inconsistent provisions of this RFP which would not have significant impact on any proposal (ARM 2.5.505);

· Not award if it is in the best interest of the University not to proceed with contract execution (ARM 2.5.602); or

· If awarded, terminate any contract if the University determines adequate funds are not available (section 18-4-313, MCA). 

SECTION 3:  SCOPE OF PROJECT

Background Enrollment Services- Undergraduate Admissions

The University of Montana is actively engaged in the recruitment and enrollment of talented and diverse students who support the academic mission of the institution. A highly functional and flexible communication and tracking system is a vital component of successfully transforming a prospective student into a new matriculant. Our current contact system actually performs very well for many, but not all, of the demands we currently place on it. Therefore, there is no doubt that our changing recruitment strategies tax our current system. 

Our current student information system is BANNER, and to complement this program we seek a state-of-the-art recruiting communication and tracking system to serve the institution’s needs in the years ahead. 

The University will consider a solution based on a web base complete CRM System.  For the context of this RFP, the terms "product", "solution", "service"  and "system" are used interchangeably to represent the way in which the University will handle recruiting functions in the future.  

Our Audience(s)

· Prospective students

· Families of prospective and current students

· Current students

· High schools counselors, college and career advisors, Independent Counselors

· Junior and Community college representatives

· Re-admit/Re-entry students

· Former students/alumni

· Middle school students

· Community-based organizations

· Governmental organizations

· High school principals

· School superintendents and administrators

· Other University of Montana departments

· Alumni Volunteers


The University’s active communication streams include the use of traditional mail, phonathons, email, online chats, and websites. We conduct a multi-level communication plan to undergraduate, domestic and international applicants and prospects. We seek a web based solution which will be accessed by staff and prospective students alike, and one which will offer multiple channels though which we may communicate with our audiences. 

Volume

The University currently sends 750,000 to 1,000,000 communications (print and electronic) per incoming class.  “Audience” includes 240,000 suspects, and 7,000 applicants.  Single communication pieces can be generated in batches of 200,000 or more.
DESCRIPTION OF REQUIREMENTS:  The Offeror’s proposal must state clearly that it meets the University’s objectives; that is, that the contractor is fully capable of delivering the items and providing the services as specified in this RFP.  Offerors must provide a written detailed response to each requirement, including a detailed explanation of how each item is to be met.  At a minimum, you must respond that you agree to the requirement and where necessary provide detailed response of how you will meet the requirement.

Misinterpretation of specifications or requirements by the contractor shall not relieve the contractor of responsibility to accurately address the requirements of the RFP or to perform the contract, if awarded.

MANDATORY REQUIREMENTS:  The following are the mandatory criteria that proposers must respond to and will be part of the technical evaluation.

A. General Integration:  The software must seamlessly integrate through “batch processing” with BANNER 8.2 student information system using sophisticated search match capability.  Such integration must be an automated batch process that can be scheduled.  The CRM should be web-native and operate on Microsoft Windows and Mac end-user desktop systems.

B. Tele-counseling:  The product must include a telecommunications module that enables users to track, code, and add comments to individual student records.  Capabilities including scheduling, scripts, histories, and lists are a priority.  Calling priorities and lists must be easily compiled and generated according to selected student characteristics and/or specific enrollment objectives.  Management monitoring reports such as calling effectiveness, call results, length of calls, calls made per caller in specified time period, etc., are required.

C. Web Portal:  The product must be able to provide an attractive and seamless interface between the prospective student and the University.  The student web portal should incorporate push and pull capability and can be individualized based on disclosed/known student information and attributes which will allow customization.  Additional functions should include ability to utilize “chat” features for prospects to communicate in real time with admissions personnel.

D. Security and Authorization:  The product must also provide various levels of security and authorization allowing or preventing view and update capability for certain data and forms, depending on user roles, needs, and level of authority.  The system must be secure and not at risk for hacking and unauthorized access.

E. Report Capability and Ancillary Software/Hardware Products:  The product must have the ability to produce standard reports and custom reports utilizing a report-writer function.  Upon submission of a bid, the vendor must produce a listing of all delivered reports.  In addition, the vendor must specify required software products (i.e. Crystal Reports, Microsoft Access, Adobe Acrobat, etc.) and hardware equipment that are necessary to support the system.

F. Data Importing & Exporting:  The CRM should import data from and to a variety of data sources and systems.  The product must be able to import purchased prospect data from a variety of student search and application data providers including (but not limited to) ACT, SAT, NRCCUA, PSAT, PLAN, Phi-Theta-Kappa, CollegeNET, SPEEDE, MyCollegeOptions, Noel-Levitz-s Forecast Plus, College Board’s EPS, CollegNET etc., and be able to identify the source of the data in the system.  The product should have sophisticated matching routines that prevent incorrect or duplicate loading of data.  Such search/match routines must be automated and designed for accuracy as well as ease for the review office staff.

G. Staff User Interface:  Provide a 360 degree end user interface that allows staff to view and enter data for a prospective student or applicant on a single page.  Example of data to easily review and update:  name, address, phone, email, test scores, communications, etc. System must allow for efficient review and data entry; example of this efficient function would be point and click, pull down menus, etc.
H. Data Management:  The product must delineate between categories of prospects, inquiries, applicants, admitted and confirmed (student who have committed to attending the University) student data through the admissions funnel and life cycle with seamless backward and forward integration.

I. Training, Training Materials and System Documentation:  The vendor will provide onsite and user training relating to functional operations and data integration and security.  Description of training materials, methodology and system documentation must be provided.  If there are additional charges for training materials, manuals, and assistance, the costs should be specified and included in the pricing provided in the bid.

J. System Diagram:  Provide a high level diagram listing major components of the software and the hardware on which they reside when fully deployed.

K. Technical Requirements:  Provide a description of the minimum system requirements and the architecture for the hosted hardware and software environment.

L. Implementation:  Provide a typical implementation plan and list any implementation partners, third party vendors or products required or recommended. 

M. Hosting Services:  
· Provide a description of the technical infrastructure associated with highly reliable and continuously available hosting services, including SLA thresholds descriptions of redundancies, storage capacity, network throughput requirements, and other pertinent hosting information and requirements.  
· Downtime procedures:  Offeror shall provide prove their hosting services can be provided with minimal downtime. The scheduling of routine downtime and upgrades that require downtime must be agreed by both parties in a written mutual agreement.  Unscheduled downtime due to unforeseen circumstances will be communicated immediately to The University of Montana.  During the unexpected downtime, the complete and accurate status of restoration efforts shall be provided to the University.  The Offeror shall describe the backup process and resource along with the restore process and the resource to be used.  

· Storage Capacity:  Adequate storage capacity must exist and be readily expandable as CRM usage increases.  Network throughput to and from the Offeror must be sufficient to handle the volume of usage described within this RFP.
IMPLEMENTATION:  
· Phase 1 of this project must be completed, installed and functional by September 1, 2010. Phase 1 includes initial functionality of a recruitment communication system hosted off-site with all data components identified and implemented. 
· Phase 2 will consist of, but it not limited to the development of an interface for two way feeds between BANNER and CRM for the evaluation and processing of applications, orientation registration and tele-counseling center.  
· The amount of on-site and/or off-site assistance provided by the vendor during the product implementation and the duration of training should be specified in the bid and clearly noted.  Any costs for “troubleshooting” problems after the initial implementation should also be outlined in the pricing provided in the bid.

SERVICE AND MAINTENANCE:  The vendor must provide an annual service and maintenance contract.  A copy of the service contract should be submitted with the bid proposal.  The contract should stipulate the level of “help-desk” service and on-site service that will be provided and list the costs for additional services above those thresholds.  The contract should also specify any maintenance that will be provided for the system, including updates or upgrades to accommodate new product features, periodic system maintenance, and guarantees should any module or software component become ineffective for its intended use.  The product source code must be placed in escrow and made available in the event your company encounters any difficulties.
DELIVERABLES:
The following pages list the system and general requirements; technical requirements; functional requirements; scheduling; and data collection hardware specifications the University is seeking to fulfill the Core Recruitment System.  These requirements list will be part of the basis on which an assessment will be made regarding the degree of "fit" between the University's needs and desires and the Offeror's product(s). Use the following response codes for each item.

A = Standard and delivered in current system without need for modification of any kind

B = Requires non-code modification of system that does not change code or involve complications to future upgrades (requires further comment)

C = Requires code modification of system that may involve complications with future upgrades (requires further comment)

D = Requirement met by 3rd party utility (describe)
E = Available in future release (requires reporting of release version and availability date)

F = Requirement cannot be met and vendor has no plans to meet it at this time

ALL CRITERIA MUST BE ADDRESSED

In all instances where modification is indicated, and in instances where plans or testing are currently underway to meet the specification, the respondent must comment, including providing any additional cost that may be necessary and proposed timelines for availability.

The University’s response will be C for Critical; D for Desirable; or N for Non-essential.

A.  SYSTEM AND GENERAL REQUIREMENTS:
	

	A = Standard

B = Requires non-code modification* 

C = Requires code modification*

D = Need met by a 3rd party product (specify product and cost)

E = Available in release xx.xx expected mm/yyyy**

F = Cannot be met
	Critical Desirable or Non-essential
	Response Code
	Respondent Comments

	1.
	Allow the administrator the ability to turn on and off features and permissions for functional users.
	C
	
	

	2.
	Configurable two way interface with Banner student information system which allows:
	

	2a.
	For exchange of student address information;
	C
	
	

	2b.
	For exchange of student interests;
	C
	
	

	2c.
	For exchange of student test scores;
	C
	
	

	2d.
	For exchange of student application status.
	C
	
	

	2e.
	Collection of colleges;
	C
	
	

	2f.
	Collection of majors;
	C
	
	

	2g.
	Collection of interest.
	C
	
	

	3.
	Allows administrators to grant different layers of security to each individual user depending on a user’s particular role.
	C
	
	

	4.
	Allows for customized user fields that can be used on data entry screens and batch import processes.
	C
	
	

	5.
	Allow the ability to create and save reports to be used as canned reports for users as well as the ability to create ad hoc reports.
	C
	
	

	6.
	Allows system administrators to access the data behind the scenes for retrieval or update purposes easily.
	C
	
	

	7.
	Allows capabilities to track the insert, update, and deletion of information including date and user.
	C
	
	

	8.
	Provides an events component which allows the planning and tracking of public and private events which is integrated with the communication plan.
	C
	
	

	9.
	Automates configurable survey management with multiple contact types for additional data collection.
	C
	
	

	10.
	Provides the ability for admissions officers to print, evaluate, and admit/deny admission.
	C
	
	

	11.
	Allows admitted students to accept admission offer and confirm enrollment as well as pay and register for orientation.
	C
	
	

	12.
	Provides the identification and intervention with at-risk students.
	C
	
	

	13.
	Allow communication and task assignment to advisors to help intervene with an at-risk student.
	C
	
	

	14.
	Accessible over the internet and through a personal handheld device.
	C
	
	

	15.
	Provides an intuitive and easy to use graphical user interface for both the back office and online self service components.
	C
	
	

	16.
	Allows multiple screen options for entering and viewing information such as quick entry screens, data sheet entry, and full record entry.
	D
	
	

	17.
	Allows the default values on screens to be configured.
	C
	
	

	18,
	Allows the ability to add or customize existing fields for data entry or reporting purposes through a configurable method.
	C
	
	

	19.
	Allows the repurposing of existing fields.
	C
	
	

	20.
	Allows students to query, enter, and update their information online.
	C
	
	

	21.
	Allows for electronic submission of application and payment of application fee “real-time”.
	D
	
	

	22.
	Allows for at least daily electronic remittance of any collected fees to the University.
	C
	
	

	23.
	Allows for seamless on-line interface with Montana Interactive (UM’s current online transaction partner payment process).
	D
	
	


B. TECHNICAL REQUIREMENTS:

	

	A = Standard

B = Requires non-code modification* 

C = Requires code modification*

D = Need met by a 3rd party product (specify product and cost)

E = Available in release xx.xx expected mm/yyyy**

F = Cannot be met
	Critical Desirable or Non-essential
	Response Code
	Respondent Comments

	1.
	Interface with UM’s Banner system.
	C
	
	

	2.
	Offeror provided interface code must conform to the Sungard Higher Education (SGHE) programming conventions and utilize the SGHE approved application program interfaces (APIs) when manipulating data within current production version of Banner.
	D
	
	

	3.
	Maintain interfaces to conform to new releases of Banner and Banner APIs as they evolve.
	C
	
	

	4.
	All System upgrades must be in sync with Banner updates within a 45-day time period.
	C
	
	

	5.
	Current with Banner 8.2x data model.
	C
	
	

	6.
	Provide tools for data exports, reports, report writing, data imports, including but not limited to Microsoft Office.
	C
	
	

	7.
	Describe the method of data encryption used on the server and for data transfer.
	C
	
	

	8.
	Incorporate unique user IDs and passwords for secured access providing flexible and customizable role-based security to employee data at various levels (e.g., manager/supervisor or payroll technician, or employee, etc.) ensuring that employees only see their data and time recorded.
	C
	
	

	9.
	The ablity to utilize the University’s Central Authentication Service (CAS) to permit single sign-on access across multiple online services as the authentication for the CRM solution.
	D
	
	

	10.
	Provide for UM-administrator’s ability to immediately change security access as employees’ roles change.
	C
	
	

	11.
	Describe precautions taken by their company to prevent accidental or malicious access to the System.
	C
	
	

	12.
	Internet Protocol based.
	C
	
	

	13.
	Robust System status errors, logs, warnings, etc.  
	C
	
	

	14.
	Access to the System must be granted by UM-Administrator  on an individual basis once Bidder’s System is accepted.
	C
	
	

	15.
	Bidders’s System web applications must be platform/browser independent and support all major browsers, i.e., Internet Explorer 7.x, Firefox, Safari, Netscape, and Google Chrome
	C
	
	

	16.
	System must have proven production capabilities to interface with the Sungard Higher Education (SGHE) Banner Administration Information System (Banner) currently hosted on a common University-supported network on OpenVMS running Oracle 10g R2, with plans to upgrade to Linux, Oracle 11g and beyond.
	C
	
	

	17.
	The hosted service shall provide all required hardware, bandwidth, and interface tools necessary to provide robust, quality services as requested.  Provide detail information under “Mandatory Requirements” Item M on page 15.
	C
	
	

	18.
	System provides abundant storage capacity in accordance with the scale of The University of Montana.  Provide detail information under “Mandatory Requirements” Item M on page 15.
	C
	
	

	19.
	Backup procedures for the application and database (in case the entire system needs to be recovered) should allow recovery to a point and time no greater than 12 hours in the past.  Provide detail information under “Mandatory Requirements” Item M on page 15.
	C
	
	

	20.
	Provide a process of protecting data security to include but not limited to the compliance with federal and state statutes; regulations of the University’s policies; and FERPA.  Provide information of a demonstrated commitment to and process for protecting data security.
	C
	
	

	21.
	Provide a Data Center. 
	C
	
	

	22.
	Provides a development and/or testing environment.
	D
	
	


C. FUNCTIONAL REQUIREMENTS:

	

	A = Standard

B = Requires non-code modification* 

C = Requires code modification*

D = Need met by a 3rd party product (specify product and cost)

E = Available in release xx.xx expected mm/yyyy**

F = Cannot be met
	Critical Desirable or Non-essential
	Response Code
	Respondent Comments

	1.
	Ability to send customized html, graphic or text emails to students at various phases of the admissions lifecycle.
	C
	
	

	2.
	Ability to define and use rules based on student attributes in the communication process flow for written, e-mail and tele-counseling communication activities.
	C
	
	

	3.
	Ability to allow an opt-out for students who no longer want to be contacted.
	D
	
	

	4.
	E-mails sent through a vendor-supported ISP should be white-listed with various e-mail ISP companies such as Microsoft, Yahoo and AOL.
	C
	
	

	5.
	Ability to track every communication made with an individual, including data and time stamp, and communication description, and status of the item.
	C
	
	

	6.
	Ability to schedule and track customized, rules-based marketing campaigns that track contacts and trigger future communications.
	C
	
	

	7.
	Ability to create individualized student, parent, high school counselor, and alumni volunteer for customization, not web portals.
	C
	
	

	8.
	Ability to resend individual mailings, restart or end a communication flow, and add/remove individual items for a specific student.
	D
	
	

	9.
	Ability to indicate deceased students and prevent future automated communications.
	D
	
	

	10.
	Ability to manage incoming e-mail and route to appropriate staff based on defined rules.
	D
	
	

	11.
	Ability to identify multiple addresses, prior addresses, and incorrect address information.
	D
	
	

	12.
	Ability to create user-defined fields as needed.
	C
	
	

	13.
	Ability to compare address records against postal verification software for address correction.
	D
	
	

	14.
	Ability to identify, merge, delete or otherwise resolve potential duplicate records.
	C
	
	

	15.
	Ability to identify and designate twins and triplets.
	D
	
	

	16.
	Ability to query records on a variety of data elements, such as name, ID, state, birth date, major, status, etc, or any combination of elements.
	C
	
	

	17.
	Ability to assign a status relating to the various phases of the admissions cycle: prospect, inquiry, applicant, admit, confirmed, enrolled, with sub-categories in each stage.
	C
	
	

	18.
	Ability to assign geo-demographic information about prospects and applicants, including EPS segment, and utilize this information in customized marketing plans.
	C
	
	

	19.
	Ability to assign predictive model scores to prospects and applicants, and utilize this information in marketing plans.
	C
	
	

	20.
	Ability to calculate and assign qualifying scores to prospects and applicants, and utilize this information in marketing plans.
	C
	
	

	21.
	Ability to track the individual’s level of interest in the institution, and utilize this information in marketing and communication plans.
	C
	
	

	22.
	Ability to record multiple types of standardized test scores, by date and type of test.
	C
	
	

	23.
	Ability to import data from various standardized testing services score reports, such as PSAT, PLAN, ACT, SAT, AP and to capture the extensive data on these reports and not just the basic score information.
	C
	
	

	24.
	Ability to identify the best standardized test sub-scores from multiple test administrations and calculate a highest combined overall score.
	D
	
	

	25.
	Ability to record high school courses taken and grades earned, and calculate various GPAs based on this information. Must be able to apply weighting factors on specific courses.
	D
	
	

	26.
	Ability to calculate admissions and scholarship indexes based on Standardized test scores, high school GPAs, class rank, and other quantitative and qualitative data as needed.
	C
	
	

	27.
	Ability to identify and track class rank.
	D
	
	

	28.
	Ability to maintain CEEB codes and related data about high schools and other academic institutions.
	C
	
	

	29.
	Ability to assign multiple prior institutions (high schools and colleges) to individuals.
	C
	
	

	30.
	Ability to identify special academic programs or services for an individual and whether they have been offered, accepted or rejected by the student.
	C
	
	

	31.
	Ability to identify and track scholarships for which the student is eligible, and whether they have been offered, accepted or rejected by the student.
	C
	
	

	32.
	Ability to track students with special talents, such as athletes, musicians, or high-achieving scholars.
	C
	
	

	33.
	Ability to track activities, interests, work experience, volunteer activities, leadership activities, legacy information, first-generation college students, and other demographic information and utilize that information in communication and marketing plans.
	C
	
	

	34.
	Ability to associate and store incoming data files, documents, PDF files, images, wav files, etc, with students and applicants.
	C
	
	

	35.
	Ability to associate, view and store system-generated letters and e-mails with students.
	C
	
	

	36.
	Ability to purge selected records.
	C
	
	

	37.
	Ability to identify international students.
	C
	
	

	38.
	Ability to capture and maintain data elements required for state and federal reporting.
	D
	
	

	39.
	Ability to store a variety of comments and notes at each stage of the admission cycle.
	C
	
	

	40.
	Ability to generate and assign unique Student ID numbers.
	C
	
	

	41.
	Ability for prospective students to request information through a customized portal.
	D
	
	

	42.
	Ability to track contacts students have had with the university.
	C
	
	

	43.
	Ability to track prospective student hits on various portal pages.
	D
	
	

	44.
	Ability for prospective students to have a password reminder or hint, and to have a forgotten password reset and/or emailed to the student.
	D
	
	

	45.
	Ability to capture, store and utilize multiple source codes and contact types.
	C
	
	

	46.
	Ability to plan recruiting events and activities.
	C
	
	

	47.
	Ability to assign recruiting territories and students to recruiters by territories, regions, states, counties, and high schools.
	C
	
	

	48.
	Ability to manage recruits by territories.
	C
	
	

	49.
	Ability to plan manage and report on events, visits, and other recruiting activities by territory, state, etc.
	C
	
	

	50.
	Ability to create a calendar of events available to prospects through the portal.
	D
	
	

	51.
	Ability to create chat rooms through the web portal and record IM conversation.
	N
	
	

	52.
	Ability to track invitations and attendance at recruiting events.
	C
	
	

	53.
	Ability to support a robust tele-counseling campaign, including managing, cueing, tracking and reporting on 50,000+ individual phone calls per year.
	C
	
	

	54.
	Ability to manage and report on caller activity, including calls made, average length of calls, call results, and identify peak, preferred and most successful times for calls to be made.
	C
	
	

	55.
	Ability to define, reference and store caller scripts.
	D
	
	

	56.
	Ability to control access to information for volunteer callers.
	C
	
	

	57.
	Ability to track preferred call time.
	D
	
	

	58.
	Ability to capture user-defined data for surveys, event evaluations and follow-up.
	C
	
	

	59.
	Ability to route or forward students to other staff for follow-up calls.
	D
	
	

	60.
	Ability to auto-assign or schedule calls to counselors or calling staff based on specified criteria.
	C
	
	

	61.
	Ability to generate instant e-mail follow-up upon call completion.
	C
	
	

	62.
	Ability to load online applications directly into the system.
	C
	
	

	63.
	Ability to store and edit admission application until ready for submission.
	C
	
	

	64.
	Ability for students to complete an application on-line.
	C
	
	

	65.
	Ability for students to make online payments of application fee.
	C
	
	

	66.
	Ability for students to submit application directly to institution.
	C
	
	

	67.
	Ability to create customized web applications by type:  freshman, transfer, international, readmit, special, etc.
	C
	
	

	68.
	Ability to track history of admission decisions and associated dates (accepted, deferred, waitlist, denied, canceled, confirmed, etc.)
	C
	
	

	69.
	Ability to request and track required documents based on type of application.
	C
	
	

	70.
	Ability to record and receipt application fees and acceptance deposits.
	C
	
	

	71.
	Ability to automatically update application status based on receipt of required documents or other similar actions.
	C
	
	

	72.
	Ability to identify students requiring special consideration in the application process.
	C
	
	

	73.
	Ability for students to check the status of their application through a customized portal and to see missing documents or requirements, and prompt students to future action.
	C
	
	

	74.
	Ability to maintain multiple application type, program, level, college or major for multiple terms.
	C
	
	

	75.
	Ability to copy or “roll over” applications from one term to another, and to copy one application to another for the same term.
	C
	
	

	76.
	Ability to automatically generate standard managerial reports, such as “funnel” reports, source effectiveness, yield analysis, and two-year application comparison reports with same date capability.
	C
	
	

	77.
	Ability to create, generate, and save ad-hoc queries, reports and lists as needed.
	C
	
	

	78.
	Ability to export data as needed in a variety of formats, such as comma delimited (csv), xml, xls, html, text, MS Access, etc.
	C
	
	

	79.
	Ability to integrate with EPS and/or EIS market analysis tools.
	C
	
	

	80.
	Ability for staff at all levels to manage the “pipeline” students assigned to them at each phase of the admissions cycle.
	C
	
	

	81.
	Ability to compare current and historical aggregate data for reporting.
	C
	
	

	82.
	Ability to restrict access by person, roles and job functions.
	C
	
	

	83.
	System must be secure from unauthorized access.
	C
	
	

	84.
	System must maintain records of system activity, including log files of changes to data with date/time stamp and user id of the person making the change or update.
	C
	
	

	85.
	System must be protected against malicious code attacks such as viruses and worms.
	C
	
	

	86.
	System must be functional and accessible 24/7.
	C
	
	

	87.
	System must be web-native and compatible with standard web browsers such as Internet Explorer and Netscape and be accessible on and off campus through any live internet connection.
	N
	
	

	88.
	Ability to customize data entry screens.
	D
	
	

	89.
	Ability for end user to create and save new customized screens.
	D
	
	

	90.
	System must be scalable and allow up to forty concurrent users without a degradation of performance.
	C
	
	

	91.
	Ability to manage 200,000 prospect records per year without a degradation of performance.
	C
	
	

	92.
	System web interface must be compliant with Section 508 of the Rehabilitation Act.
	D
	
	

	93.
	Ability to customize and “brand”  the screens and web portals with the University’s images, logos, and graphics.
	C
	
	

	94.
	Proposed system must be compatible with Microsoft Office.
	C
	
	

	95.
	Create “executive dashboard” to provide quick access to important information required for managerial decision making.
	C
	
	


For Professional Services, Offerors should utilize the following response codes for each item:

A = Provided as part of the as-delivered system

B = Could be provided at additional cost

C = Would have to be obtained from a 3rd party

In all instances where services are not provided as part of the as-delivered system, the Offeror must include additional cost of professional services in the cost proposal.
D. PROFESSIONAL SERVICES:
	
	A = Provided as part of the as-delivered system                                                          

B = Could be provided at additional cost (see Pricing Proposal)

C = Would have to be obtained from a 3rd Party (see Pricing Proposal)


	Response Code
	Respondent Comments

	1.
	Implementation Services
	
	

	1a.
	Perform installation and configuration of application software.
	
	

	1b.
	Assist with installation and configuration of application tools and utilities, including workflow engines, reporting/querying tools, security administration, and application development utilities.
	
	

	1c.
	Assist with installation and configuration of technical environment(s); may include production, reporting, demonstration, and testing environments.
	
	

	1d.
	Provide assistance in initial testing and trouble-shooting application, tools/utilities, and technical environment following installation.
	
	

	1e.
	Provide “certification” indicating that system implementation is complete and ready for production.
	
	

	1f.
	Delivery and access of software and implementation training:
· Phase 1: CRM software installed and functional by September 1, 2010.  This includes initial functionality of a recruitment communication system hosted off-site with all data components identified and implemented.  

· Phase 2: The development of an interface for two way feeds between BANNER and CRM for the evaluation and processing of applications, orientation registration and tele-counseling center.
	
	

	2.
	Training Services
	
	

	2a.
	Provide training and training materials for the technical staff who will be responsible for operating and maintaining the system.
	
	

	2b.
	Provide functional training and training materials for selected functional staff (e.g. central office) who will be responsible for operating and maintaining the system.
	
	

	2c.
	Provide training materials for additional user training sessions to be conducted by University staff.
	
	

	2d.
	The possibility of having webinars for training vs. on-site training.
	
	

	3.
	Upgrades and Maintenance Services
	
	

	3a.
	Any needed changes to client computers must be installed immediately and automatically at the next login to the application. Such upgrades must not require user or professional assistance, and must work on all browser versions approved for use with the application in their standard configuration.
	
	

	3b.
	The scheduling of routine downtime and upgrades that require downtime must be agreed by both parties in a written mutual agreement.  The testing of releases to the University’s version of the product shall be performed by both the University and the Offeror.
	
	

	3c.
	Provide on-going support as needed to modify the interface between the vendor’s system and SGHE Banner
	
	

	3d.
	Provide a minimum toll free telephone help desk service (English speaking) during critical hours from 8am to 5pm Mountain Time, Monday through Friday. 
	
	


E. COMPANY INFORMATION:

1.  Contract Personnel

Fill in the requested information for the following personnel:

	
	Primary Contact Person 


	Person Authorized to Negotiate and Make Commitment for Bidder

	Name
	
	

	Title
	
	

	Address
	
	

	Address
	
	

	Phone
	
	

	800
	
	

	Fax
	
	

	Email
	
	

	Signature
	
	


2. Statement of Contractual Disputes, Mergers and Acquisitions, and Legal Risk

If any answer is affirmative, Respondent must describe the reasons, its current status and its outlook for the future.

	Yes
	No
	

	(
	(
	Has the Respondent been declared in default of any contract?   

	(
	(
	Has the Respondent forfeited any payment of performance bond issued by a surety company on any contract?

	(
	(
	Has an uncompleted contract been assigned by the Respondent's surety company on any payment or performance bond issued to the Respondent arising from the Respondent's failure to fully discharge all contractual obligations thereunder for that contract?

	(
	(
	Within the past three years, has the Respondent filed for reorganization, protection from creditors or dissolution under bankruptcy statues?  

	(
	(
	Is the Respondent now the subject of any litigation in which an adverse decision might result in a material change in the firm's financial position or future viability?

	(
	(
	Is the Respondent currently involved in any stage of fact-finding, negotiations or resistance to a merger, friendly acquisition or hostile take-over, either as a target or as a pursuer?


F. PRODUCT INFORMATION:
1.
Current Version or Release Number

	
	

	Current release and version number
	

	Date this version was made commercially available (mm/yy)
	

	Date this version was first implemented at a client's site (mm/yy)
	

	Numbers of currently supported US higher education clients using your product applications
	

	Numbers of currently supported public institutions clients using your product applications
	


2. Enhancement, Releases, and other questions about the product.

	
	

	Describe how your product is enhanced and improved.
	

	What are your plans for future product development?
	

	How often do you issue new releases?
	

	How long do you support prior releases of the software?
	

	What is the maximum number of concurrent users the system can handle?
	

	What level of skill and training is required for end-users to be able to write their own queries and ad-hoc reports?
	

	How long has your product been on the market?
	

	Is source code provided?
	

	What percentage of your company’s total revenue comes from its US higher education market?
	


3. Current Version or Release Installation Base
	
	In the US
	In Other Countries
	In Total

	Number of current clients not yet installed on current version
	
	
	

	Number of installed sites of current version:
	
	
	

	Smallest installation (institution name)
	(Do not respond here)
	

	Largest installation (institution name)
	
	


4. Version Release History
Provide version numbers and dates for all past releases. For each release, describe major enhancements. Insert additional columns as necessary.

	
	Past release and version number

	Date this version was made commercially available (mm/yy)
	

	Date this version was first implemented at a client's site (mm/yy)
	

	Major enhancements
	


5. All Supported Software Installation Base
	
	In the US
	In Other Countries
	In Total

	Number of current clients of all versions of supported products 
	
	
	

	Number of installed sites of all versions of the product
	
	
	

	Smallest installation of currently supported products (institution name)
	(Do not respond here)
	

	Largest installation of currently supported products (institution name)
	
	


6. Planned Releases
List releases and versions planned within the next two years (Expand table as needed.)

	Planned Release or Version
	Planned Functionality

	
	


7. Access to Methodology and Standards
	Yes
	No
	

	(
	(
	Are software development methodology and standards documented and available to the client?

	(
	(
	Are entity relationships diagrams, data dictionaries, and process models available to client?

	(
	(
	Are quality assurance and testing procedures documented and available to the client?

	(
	(
	Is configuration management methodology documented and available to the client?

	(
	(
	Are software revision methodology and controls documented and available to the client?

	(
	(
	Are virus protection procedures in place, documented and available to the client?

	(
	(
	Is a disaster recovery plan in place, documented and available to the client?

	(
	(
	Is a network security plan in place, documented and available to the client?

	(
	(
	Are external system integration strategies documented and available to the client?


8. Licensing
a) License Terms

Describe the various licenses that would be required to run your software.  Indicate the requirements for server licenses, client licenses, and any distinction between per-seat, individual, and/or concurrent connection licenses.  Describe which operations can be performed with any client license that is more restrictive than a full-access license.  Are licenses required for servers or other components whose only purpose is to provide fail-over capabilities?  Are licenses required for mirrored servers or software (if that is the method employed for fault-tolerance assurance)?

b) License Duration

Are licenses purchased or leased?  Will the University have the right to run the software at the version level extant when the license was obtained in perpetuity?  Or are yearly renewals of the license(s) necessary?

c) Third Party Licenses

Do the software licenses obtained from the Vendor include licenses for any underlying operating systems, databases, or other software components necessary to operate the system?

G.    ADDITIONAL QUESTIONS:
a) Describe any operating assumptions related to your overall solution, as they pertain to broad performance and implementation at The University of Montana. 

b) Describe, in detail, the file import/export requirements for interfacing external, BANNER Student Information system data, with your product.
c) Address security in terms of data encryption in general and handling of any financial data, and the use of SSN if any.
d) Discuss the scope of conversion requirements that will provide for the initial load of data into the new system.  What costs are associated with conversion?  Be as specific as possible about conversion plans and responsibilities between your organization and the University, down to the task level.
e) Provide a detailed training plan for implementation and the required time frames from each area of the University (including, but not limited to, Admissions Staff, web programmers and the University’s Technology Services/IT staff programmers).
f)     Describe the level of technical sophistication of your software product.
g)     Describe the technical and functional support for your product.  How many fulltime employees are dedicated to system support?  What is the availability level of your help desk?  What are your typical response and resolution times?  
h) Describe the process by which client requests for system enhancements are considered and prioritized by the firm as it formulates its future product development plans.
i)     Describe your company’s strategy and commitment to higher education Market.  Include additional products and services your company provides to higher education clients.
j) Describe the unique features of your product that will allow the University to gain a competitive advantage.  What unique features does your product contain that are not found in other CRM solutions?
k) Do you conduct regular user conferences?  How often?  Please provide a sample agenda and registration form for this event.  
l) Offeror shall provide documentation of their historical experience with, and current operations from both a strategic and operational standpoint.  Strategic information should describe the organizational hierarchy, management approach, staffing plans, and organizational mission.  Operational information should describe the hardware and software architecture, redundancy, security, and processes that meet organizational goals.  
m) Describe the development and/or testing environment area in which the University can test new product features or process protocols.  Describe whether such an environment is provided to the campus system administrators and detail what will be allowable in such an environment.
H.    ADDITIONAL INFORMATION:

This section may contain any additional information to further describe, demonstrate or explain the functions and features of the software and hardware systems proposed that is not otherwise covered in other sections of the proposal.  The vendor should include sample contracts, product documentation, and corporate information (including the most recent annual financial report and a Dun and Bradstreet report, if available) in this section.
SECTION 4:  OFFEROR QUALIFICATIONS/INFORMATIONAL REQUIREMENTS

4.0
UNIVERSITY's Right to Investigate and reject

The University may make such investigations as deemed necessary to determine the ability of the offeror to provide the supplies and/or perform the services specified. The University reserves the right to reject any proposal if the evidence submitted by, or investigation of, the offeror fails to satisfy the University that the offeror is properly qualified to carry out the obligations of the contract. This includes the University's ability to reject the proposal based on negative references.

4.1
OFFEROR QUALIFICATIONS/INFORMATIONAL REQUIREMENTS

In order for the University to determine the capabilities of an offeror to provide the supplies and/or perform the services specified in Section 3 above, the offeror must respond to the following requests for information regarding its ability to meet the University's requirements. THE RESPONSE, “(OFFEROR'S NAME) UNDERSTANDS AND WILL COMPLY,” IS NOT APPROPRIATE FOR THIS SECTION.

NOTE: Each item must be thoroughly addressed.  Offerors taking exception to any requirements listed in this section may be found nonresponsive or be subject to point deductions.

4.1.1  References.  Offeror shall provide a minimum of three (3) references that are using supplies and/or services of the type proposed in this RFP. The references may include state government or universities where the offeror, preferably within the last five (5) years, has successfully completed a Comprehensive Recruitment CRM. At a minimum, the offeror shall provide the company name, the location where the supplies and/or services were provided, contact person(s), customer's telephone number, e-mail address, and a complete description of the service type, and dates the services were provided, and any default in any contract and a description of the contract and the reason for default. These references may be contacted to verify offeror's ability to perform the contract. The University reserves the right to use any information or additional references deemed necessary to establish the ability of the offeror to perform the conditions of the contract. Negative references may be grounds for proposal disqualification.


4.1.2  Resumes/Company Profile and Experience.  Offeror shall specify how long the individual/company submitting the proposal has been in the business of providing supplies and/or services similar to those requested in this RFP and under what company name. Offeror should provide a complete description of any relevant past projects, including the supply/service type and dates the supplies and/or services were provided. A resume or summary of qualifications, work experience, education, skills, etc., which emphasizes previous experience in this area should be provided for all key personnel who will be involved with any aspects of the contract. 


4.1.3  Ability to Meet Supply Specifications.  Offeror shall provide information as to its ability to meet the following supply specifications, as more specifically detailed above in Section 3.
4.1.4 
Method of Providing Services.  Offeror should provide a description of the work plan and the methods to be used that will convincingly demonstrate to the University what the offeror intends to do, the timeframes necessary to accomplish the work, and how the work will be accomplished to meet the contract requirements as more specifically detailed above in Section 3.  
4.1.5
Offeror Financial Stability. Offerors shall demonstrate their financial stability to provide the services specified by: (1) providing financial statements, preferably audited, for the three (3) consecutive years immediately preceding the issuance of this RFP, and (2) providing copies of any quarterly financial statements that have been prepared since the end of the period reported by your most recent annual report.

4.1.6   Licenses, Fees, Taxes. Offerors shall be responsible for lawful provision and execution of all regulations/procedures which accrue to the Contractor’s operations, including but not limited to payment of all license fees, permit fees, taxes, etc. and shall provide any related information to the University when requested.

4.1.7.  Conflict of Interest, Gratuities: No officer or employee of the University involved in an advisory or decision-making capacity relating to any University purchase and no member of the University officer’s or employees’ immediate family shall be financially interested, or have any beneficial personal interest, either directly or indirectly, in a contract resulting from this RFP or in any offeror, contractor or vendor that is a party to the contract. No such officer or employee or member of his or immediate family shall receive or accept, either directly or indirectly, by rebate, gift or otherwise, any money or other thing of value whatsoever, or any promise, obligation or contract for future reward or compensation from any person, firm, corporation or other entity which has submitted or intends to submit a proposal in connection with any University contract.

SECTION 5:  COST PROPOSAL

5.0
COST PROPOSAL
Enrollment Services – Admissions anticipates the following staff usage for initial rollout:

3 hardware/software administrators

8-14 operations managers (create campaigns, create standard reports, etc)

8-14 “power” user (ad-hoc reporting)

70-100 “daily” users

Data volume information is included in Section 3.

Pricing Information

Price must be provided by the respondent.  Proposals should include individual pricing for:

1. The complete externally hosted software package

2. Each separate module, if applicable

3. Each modification or enhancement proposed for the software to meet requirement specified in this Request.  (Pricing must be specified for each item proposed.  Include item-specific costs in pricing section and cross reference within section specification responses.)

4. Implementation support, if not included in purchase price.

5. Manuals, if not included in purchase price.  Specify pricing per manual.

6. Training, if not included in purchase price.  Specify training options and pricing packages.

7. Whether the University would be billed at the hourly or daily rate, and what current rates apply.  

8. Annual software maintenance fee.

9. Annual license fee. 

10. Any other prices or costs that supplier anticipates will be required, and not detailed above.

The price stated in the proposal must not be raised between the date of the proposal and the proposed installation date.   It is expected that any price decreases will be passed along to the customer.

SECTION 6:  EVALUATION PROCESS
6.0
basis of Evaluation

The evaluator/evaluation committee will review and evaluate the offers according to the following criteria in Section 6.1 based on a maximum possible value of one hundred (100) points.

The References, Resumes/Company Profile and Experience, Ability to Meet Supply Specifications, and Method of Providing Services portions of the offer will be evaluated based on the following Scoring Guide. The Financial Stability portion of the offer will be evaluated on a pass/fail basis, with any offeror receiving a "fail" eliminated from further consideration. The Cost Proposal will be evaluated based on the formula set forth below.

SCORING GUIDE

A maximum total number of points available is set out in the RFP’s evaluation criteria section. Each category of evaluation criteria will be broken down further with points assigned to each. In awarding these points, please consider the following guidelines:
Superior Response (90-100%): A superior response is a highly comprehensive, excellent reply that meets all of the requirements of the RFP. In addition, the response may cover areas not originally addressed within the RFP and/or include additional information and recommendations that would prove both valuable and beneficial to the agency. 

Good Response (75-89%): A good response meets all the requirements of the RFP and demonstrates in a clear and concise manner a thorough knowledge and understanding of the project, with no deficiencies noted. 

Fair Response (60-74%): A fair response minimally meets most requirements set forth in the RFP. The offeror demonstrates some ability to comply with guidelines and requirements of the project, but knowledge of the subject matter is limited.

Failed Response (59% or less): A failed response does not meet the requirements set forth in the RFP. The offeror has not demonstrated sufficient knowledge of the subject matter.

6.1
EVALUATION CRITERIA

The award will be based upon a comprehensive review, analysis and negotiation of the proposal that best meets the needs and objectives of the University. Available points will be based upon information presented in each proposal. Comparisons will be made by matching all applicable data to the RFP specifications, accepted industry standards and all other qualified responses to the RFP. Point value for criteria will be subjectively assigned by each Evaluation Committee member. Each member’s point assignments will be averaged by the total number of Evaluation Committee members to arrive at the total points to be assigned each category of each Proposal. 

After determining responsiveness, proposals will be reviewed and evaluated in accordance with the following categories and respective weighted criteria deemed to be in the University’s and students’ best interests based on a maximum possible value of 100 points:

Category








Overall Points Value

Requirements/Method of Providing Services:

       Points


65
Scope of  Project - Section 3:

· Mandatory Requirements (pages 15-16)


20

· System & General Requirements (pages 17-18)

10

· Technical Requirements (pages 18-20)


10

· Functional Requirements (pages 21-26)


20

· Professional Services, etc (pages 26-32)


5

Resumes/Company Profile and Experience:





15

Offer Qualifications – Section 4 (pages 33-34)

· Financial Stability – Pass/Fail

· References and prior experience



5

· Overall experience and reputation in the industry

5

· Experience with the proposed system


5

Cost Proposal 









20 

Pricing & Value Added Options – Section 5 (page 35)

Total: 


100

6.2    RFP Checklist
Have you remembered to:

· Check our website for the latest addendum to the RFP

· Sign Each “Acknowledgement of Addendum” if required

· Mark your mailing envelope or box with the RFP number and the opening date under your return address

· Carefully review the “Standard Terms and Conditions”

· Carefully review all listed requirements to ensure compliance with the RFP

· Submit the correct number of copies and attachments

· Ship your response to the address noted on the cover sheet and ensure that it will arrive by the specified deadline

· Comply with trade secret/confidential information requirements if necessary
EXHIBIT A:  STATEMENT OF COMPLIANCE

We hereby acknowledge receipt of specifications for The University of Montana SOFTWARE - CRM for the Enrollment Services - Admissions - RFP #2806, and have read and understand the specifications and agree to furnish the specified products and services requested herein, as detailed in our proposal.

Name of Contractor:

______________________________________________________________________________________

Address:_______________________________________________________________________________

City/State/Zip:___________________________________________________________________________

Phone:_________________________________________________________________________________

__________________________________________
________________________________________

Name of Authorized Officer 




Signature of Authorized Officer

Date:​​​​​​​​​​​​​​​​​​​​______________________________


Title:____________________________________

In the event that any notice is required to be sent by The University of Montana to the Contractor or if the University finds it otherwise necessary to contact the Contractor, that notice will be deemed to be received by the Contractor two calendar days after the notice is deposited in the United States mail by certified mail by the University of Montana, addressed to:

Contractor trade name:

____________________________________________________________________________

Name of Contractor's Contact Person:

_____________________________________________________________________________

Address:

_____________________________________________________________________________

_____________________________________________________________________________

Telephone:





Fax:
_____________________________________

________________________________

The University of Montana is absolved from the responsibility of ascertaining Contractor's future mailing address or contact person other than that referred to in this document unless notified of changes in writing to Business Services-Purchasing.

APPENDIX A:  STANDARD TERMS AND CONDITIONS

By submitting a response to this invitation for bid, request for proposal, limited solicitation, or acceptance of a contract, the vendor agrees to acceptance of the following Standard Terms and Conditions and any other provisions that are specific to this solicitation or contract. 

ACCEPTANCE/REJECTION OF BIDS, PROPOSALS, OR LIMITED SOLICITATION RESPONSES: The University reserves the right to accept or reject any or all bids, proposals, or limited solicitation responses, wholly or in part, and to make awards in any manner deemed in the best interest of the University. Bids, proposals, and limited solicitation responses will be firm for 30 days, unless stated otherwise in the text of the invitation for bid, request for proposal, or limited solicitation.

ACCESS AND RETENTION OF RECORDS: The contractor agrees to provide the University, Legislative Auditor, or their authorized agents, access to any records necessary to determine contract compliance. (Section 18-1-118, MCA). The contractor agrees to create and retain records supporting the services rendered or supplies delivered for a period of three years after either the completion date of the contract or the conclusion of any claim, litigation, or exception relating to the contract taken by The University of Montana or third party.

ALTERATION OF SOLICITATION DOCUMENT: In the event of inconsistencies or contradictions between language contained in the University’s solicitation document and a vendor’s response, the language contained in the University’s original solicitation document will prevail. Intentional manipulation and/or alteration of solicitation document language will result in the vendor’s disqualification and possible debarment.

ASSIGNMENT, TRANSFER AND SUBCONTRACTING: The contractor shall not assign, transfer or subcontract any portion of the contract without the express written consent of the department. (Section 18-4-141, MCA.)

AUTHORITY: The attached bid, request for proposal, limited solicitation, or contract is issued under authority of Title 18, Montana Code Annotated, and the Administrative Rules of Montana, Title 2, chapter 5.

COMPLIANCE WITH LAWS: The contractor must, in performance of work under the contract, fully comply with all applicable federal, state, or local laws, rules and regulations, including the Montana Human Rights Act, the Civil Rights Act of 1964, the Age Discrimination Act of 1975, the Americans with Disabilities Act of 1990, and Section 504 of the Rehabilitation Act of 1973. Any subletting or subcontracting by the contractor subjects subcontractors to the same provision. In accordance with section 49-3-207, MCA, the contractor agrees that the hiring of persons to perform the contract will be made on the basis of merit and qualifications and there will be no discrimination based upon race, color, religion, creed, political ideas, sex, age, marital status, physical or mental disability, or national origin by the persons performing the contract.

CONFORMANCE WITH CONTRACT: No alteration of the terms, conditions, delivery, price, quality, quantities, or specifications of the contract shall be granted without prior written consent of the University Purchasing Office.  Supplies delivered which do not conform to the contract terms, conditions, and specifications may be rejected and returned at the contractor’s expense. 

DEBARMENT: The contractor certifies, by submitting this bid or proposal, that neither it nor its principals are presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction (contract) by any governmental department or agency. If the contractor cannot certify this statement, attach a written explanation for review by the University.

DISABILITY ACCOMMODATIONS: The University of Montana does not discriminate on the basis of disability in admission to, access to, or operations of its programs, services, or activities. Individuals who need aids, alternative document formats, or services for effective communications or other disability related accommodations in the programs and services offered are invited to make their needs and preferences known to this office.  Interested parties should provide as much advance notice as possible.

FACSIMILE RESPONSES: Facsimile responses will be accepted for invitations for bids, small purchases, or limited solicitations ONLY if they are completely received by the University Purchasing Office prior to the time set for receipt. Bids, or portions thereof, received after the due time will not be considered. Facsimile responses to requests for proposals are ONLY accepted on an exception basis with prior approval of the procurement officer.
FAILURE TO HONOR BID/PROPOSAL: If a bidder/offeror to whom a contract is awarded refuses to accept the award (PO/contract) or fails to deliver in accordance with the contract terms and conditions, the department may, in its discretion, suspend the bidder/offeror for a period of time from entering into any contracts with The University of Montana.

FORCE MAJEURE: Neither party shall be responsible for failure to fulfill its obligations due to causes beyond its reasonable control, including without limitation, acts or omissions of government or military authority, acts of God, materials shortages, transportation delays, fires, floods, labor disturbances, riots, wars, terrorist acts, or any other causes, directly or indirectly beyond the reasonable control of the nonperforming party, so long as such party is using its best efforts to remedy such failure or delays.

HOLD HARMLESS/INDEMNIFICATION: The contractor agrees to protect, defend, and save the University, its elected and appointed officials, agents, and employees, while acting within the scope of their duties as such, harmless from and against all claims, demands, causes of action of any kind or character, including the cost of defense thereof, arising in favor of the contractor’s employees or third parties on account of bodily or personal injuries, death, or damage to property arising out of services performed or omissions of services or in any way resulting from the acts or omissions of the contractor and/or its agents, employees, representatives, assigns, subcontractors, except the sole negligence of the University, under this agreement.

LATE BIDS AND PROPOSALS: Regardless of cause, late bids and proposals will not be accepted and will automatically be disqualified from further consideration. It shall be solely the vendor’s risk to ensure delivery at the designated office by the designated time. Late bids and proposals will not be opened and may be returned to the vendor at the expense of the vendor or destroyed if requested.

PAYMENT TERM: All payment terms will be computed from the date of delivery of supplies or services OR receipt of a properly executed invoice, whichever is later. Unless otherwise noted in the solicitation document, the University is allowed 30 days to pay such invoices. All contractors will be required to provide banking information at the time of contract execution in order to facilitate  University electronic funds transfer payments.

RECIPROCAL PREFERENCE: The State of Montana applies a reciprocal preference against a vendor submitting a bid from a state or country that grants a residency preference to its resident businesses. A reciprocal preference is only applied to an invitation for bid for supplies or an invitation for bid for nonconstruction services for public works as defined in section 18-2-401(9), MCA, and then only if federal funds are not involved. For a list of states that grant resident preference, see http://gsd.mt.gov/ProcurementServices/preferences.mcpx.

REDUCTION OF FUNDING: The University must terminate this contract if funds are not appropriated or otherwise made available to support the University's continuation of performance in a subsequent fiscal period.  (See section 18-4-313(4), MCA.)

REFERENCE TO CONTRACT: The contract or purchase order number MUST appear on all invoices, packing lists, packages, and correspondence pertaining to the contract.

REGISTRATION WITH THE SECRETARY OF STATE: Any business intending to transact business in Montana must register with the Secretary of State. Businesses that are incorporated in another state or country, but which are conducting activity in Montana, must determine whether they are transacting business in Montana in accordance with sections 35-1-1026 and 35-8-1001, MCA. Such businesses may want to obtain the guidance of their attorney or accountant to determine whether their activity is considered transacting business.

If businesses determine that they are transacting business in Montana, they must register with the Secretary of State and obtain a certificate of authority to demonstrate that they are in good standing in Montana. To obtain registration materials, call the Office of the Secretary of State at (406) 444-3665, or visit their website at http://sos.mt.gov.

SEPARABILITY CLAUSE: A declaration by any court, or any other binding legal source, that any provision of the contract is illegal and void shall not affect the legality and enforceability of any other provision of the contract, unless the provisions are mutually dependent.

SHIPPING: Supplies shall be shipped prepaid, F.O.B. Destination, unless the contract specifies otherwise.

SOLICITATION DOCUMENT EXAMINATION: Vendors shall promptly notify the University of any ambiguity, inconsistency, or error which they may discover upon examination of a solicitation document.

TAX EXEMPTION: The University of Montana is exempt from Federal Excise Taxes (#81-0302402).

TECHNOLOGY ACCESS FOR BLIND OR VISUALLY IMPAIRED: Contractor acknowledges that no state funds may be expended for the purchase of information technology equipment and software for use by employees, program participants, or members of the public unless it provides blind or visually impaired individuals with access, including interactive use of the equipment and services, that is equivalent to that provided to individuals who are not blind or visually impaired. (Section 18-5-603, MCA.) Contact the State Procurement Bureau at (406) 444-2575 for more information concerning nonvisual access standards.

TERMINATION OF CONTRACT: Unless otherwise stated, the University may, by written notice to the contractor, terminate the contract in whole or in part at any time the contractor fails to perform the contract.

UNAVAILABILITY OF FUNDING: The contracting agency, at its sole discretion, may terminate or reduce the scope of the contract if available funding is reduced for any reason. (Section 18-4-313(4), MCA.)

U.S. FUNDS: All prices and payments must be in U.S. dollars.

VENUE: This solicitation is governed by the laws of Montana. The parties agree that any litigation concerning this bid, request for proposal, limited solicitation, or subsequent contract, must be brought in the District Court for Missoula County, Missoula, Montana, State of Montana, and each party shall pay its own costs and attorney fees. (Section 18-1-401, MCA.)

WARRANTIES: The contractor warrants that items offered will conform to the specifications requested, to be fit and sufficient for the purpose manufactured, of good material and workmanship, and free from defect. Items offered must be new and unused and of the latest model or manufacture, unless otherwise specified by the University. They shall be equal in quality and performance to those indicated herein. Descriptions used herein are specified solely for the purpose of indicating standards of quality, performance, and/or use desired. Exceptions will be rejected.

Revised 2/09

APPENDIX B:  CONTRACT
1.
Parties

2.
Effective Date, Duration and Renewal

3.
Services and/or Supplies

4.
Consideration/Payment

5.
Access and Retention of Records

6.
Assignment, Transfer and Subcontracting

7.
Hold Harmless/Indemnification

8.
Required Insurance (Optional)

9.
Compliance with Workers’ Compensation Act

10.
Compliance with Laws

11.
Contract Termination

12.
Liaison and Service of Notices

13.
Meetings

14.
Choice of Law and Venue

15.
Scope, Amendment and Interpretation

16.
Execution

(INSERT PROJECT TITLE)

(INSERT CONTRACT NUMBER)

1.
PARTIES
THIS CONTRACT is entered into by and between The University of Montana, (hereinafter referred to as “the University”), whose address and phone number are 32 Campus Dr, Business Services-Purchasing, Lommasson Center, Missoula, MT 59812, 406-243-2210 and (insert name of contractor), (hereinafter referred to as the “Contractor”), whose address and phone number are (insert address) and (insert phone number).

THE PARTIES AGREE AS FOLLOWS:

2.
EFFECTIVE DATE, DURATION, AND RENEWAL

2.1  Contract Term.  This contract shall take effect on (insert date), 2010, (or upon contract execution) and terminate on (insert date), 2011, unless terminated earlier in accordance with the terms of this contract. (Section 18-4-313, MCA)

2.2  Contract Renewal.  This contract may, upon mutual agreement between the parties and according to the terms of the existing contract, be renewed in one-year intervals, or any interval that is advantageous to the University, for a period not to exceed a total of  seven years.  The renewal is dependent upon the University’s need to continue the contract or legislative appropriations and in no case may the contract run longer than a seven (7) year period. 
3.
SERVICES AND/OR SUPPLIES

Contractor agrees to provide to the University the following (insert a detailed description of the supplies, services, etc., to be provided to correspond to the requirements specified in Section 3, Scope of Project).

4.
CONSIDERATION/PAYMENT
4.1  Payment Schedule.  In consideration for the (insert supplies or services) to be provided, the University shall pay according to the following schedule: (insert pay schedule).

4.2  Withholding of Payment.  The University may withhold payments to the Contractor if the Contractor has not performed in accordance with this contract. Such withholding cannot be greater than the additional costs to the University caused by the lack of performance.

5.
ACCESS AND RETENTION OF RECORDS
5.1  Access to Records.  The Contractor agrees to provide the University, Legislative Auditor or their authorized agents access to any records necessary to determine contract compliance. (Section 18-1-118, MCA)


5.2  Retention Period.  The Contractor agrees to create and retain records supporting the (insert services rendered or supplies provided) for a period of three years after either the completion date of this contract or the conclusion of any claim, litigation, or exception relating to this contract taken by The University of Montana or a third party.

6.
ASSIGNMENT, TRANSFER, AND SUBCONTRACTING
The Contractor shall not assign, transfer, or subcontract any portion of this contract without the express written consent of the University. (Section 18-4-141, MCA) The Contractor shall be responsible to the University for the acts and omissions of all subcontractors or agents and of persons directly or indirectly employed by such subcontractors, and for the acts and omissions of persons employed directly by the Contractor. No contractual relationships exist between any subcontractor and the University.

7.
HOLD HARMLESS/INDEMNIFICATION
The Contractor agrees to protect, defend, and save the University, its elected and appointed officials, agents, and employees, while acting within the scope of their duties as such, harmless from and against all claims, demands, causes of action of any kind or character, including the cost of defense thereof, arising in favor of the Contractor's employees or third parties on account of bodily or personal injuries, death, or damage to property arising out of services performed or omissions of services or in any way resulting from the acts or omissions of the Contractor and/or its agents, employees, representatives, assigns, subcontractors, except the sole negligence of the University, under this agreement.

8.
REQUIRED INSURANCE  The Contractor shall provide insurance coverage as required by this section.  Certificates of insurance coverage shall be filed with The University of Montana, Business Services - Purchasing office within thirty (30) days of notice of award of contract.  In no instance may any work commence prior to receipt of the certificates. A signed contract issued, as notice of award, shall not be considered valid until The University of Montana, Business Services - Purchasing Office has received the certificates.
8.1  General Requirements.  The Contractor shall maintain for the duration of the contract, at its cost and expense, insurance against claims for injuries to persons or damages to property, including contractual liability, which may arise from or in connection with the performance of the work by the Contractor, agents, employees, representatives, assigns, or subcontractors. This insurance shall cover such claims as may be caused by any negligent act or omission. 

8.2  Primary Insurance.  The Contractor's insurance coverage shall be primary insurance with respect to the University, its officers, officials, employees, and volunteers and shall apply separately to each project or location. Any insurance or self-insurance maintained by the University, its officers, officials, employees or volunteers shall be excess of the Contractor's insurance and shall not contribute with it.

8.3  Specific Requirements for Commercial General Liability.  The Contractor shall purchase and maintain occurrence coverage with combined single limits for bodily injury, personal injury, and property damage of $1,000,000 per occurrence and $2,000,000 aggregate per year to cover such claims as may be caused by any act, omission, or negligence of the Contractor or its officers, agents, representatives, assigns, or subcontractors. 

8.4  Additional Insured Status: The University, its officers, officials, employees, and volunteers are to be covered as additional insureds; for liability arising out of activities performed by or on behalf of the Contractor, including the insured’s general supervision of the Contractor; products and completed operations; premises owned, leased, occupied, or used.

The University, its officers, officials, employees, and volunteers are to be covered and listed as additional insureds; for liability arising out of activities performed by or on behalf of the Contractor, including the insured's general supervision of the Contractor; products, and completed operations; premises owned, leased, occupied, or used.

8.5  Specific Requirements for Professional Liability.  The Contractor shall purchase and maintain occurrence coverage with combined single limits for each wrongful act of $1,000,000 per occurrence and $2,000,000 aggregate per year to cover such claims as may be caused by any act, omission, negligence of the Contractor or its officers, agents, representatives, assigns, or subcontractors. Note: if “occurrence” coverage is unavailable or cost prohibitive, the Contractor may provide “claims made” coverage provided the following conditions are met: (1) the commencement date of the contract must not fall outside the effective date of insurance coverage and it will be the retroactive date for insurance coverage in future years; and (2) the claims made policy must have a three-year tail for claims that are made (filed) after the cancellation or expiration date of the policy.
8.6  Deductibles and Self-Insured Retentions.  Any deductible or self-insured retention must be declared to and approved by the University. At the request of the agency either: (1) the insurer shall reduce or eliminate such deductibles or self-insured retentions as respects the University, its officers, officials, employees, or volunteers; or (2) at the expense of the Contractor, the Contractor shall procure a bond guaranteeing payment of losses and related investigations, claims administration, and defense expenses.

8.7  Certificate of Insurance/Endorsements.  A certificate of insurance from an insurer with a Best's rating of no less than A- indicating compliance with the required coverages, has been received by The University of Montana, Business Services-Purchasing, Attn: Vickie Voss, 32 Campus Drive, Lommasson Center, Missoula, MT 59812. The Contractor must notify the University immediately, of any material change in insurance coverage, such as changes in limits, coverages, change in status of policy, etc. The University reserves the right to require complete copies of insurance policies at all times.

9.
COMPLIANCE WITH WORKERS' COMPENSATION ACT
Contractors are required to comply with the provisions of the Montana Workers' Compensation Act while performing work for The University of Montana in accordance with sections 39-71-401, 39-71-405, and 39-71-417, MCA. Proof of compliance must be in the form of workers' compensation insurance, an independent contractor's exemption, or documentation of corporate officer status must be received by the University. Neither the contractor nor its employees are employees of the University. This insurance/exemption must be valid for the entire term of the contract. A renewal document must be sent to the University of Montana Business Services-Purchasing, Attn: Vickie Voss, 32 Campus Drive, Lommasson Center, Missoula, MT 59812, upon expiration.

10.
COMPLIANCE WITH LAWS
The Contractor must, in performance of work under this contract, fully comply with all applicable federal, state, or local laws, rules, and regulations, including the Montana Human Rights Act, the Civil Rights Act of 1964, the Age Discrimination Act of 1975, the Americans with Disabilities Act of 1990, and Section 504 of the Rehabilitation Act of 1973.  Any subletting or subcontracting by the Contractor subjects subcontractors to the same provision. In accordance with section 49-3-207, MCA, the Contractor agrees that the hiring of persons to perform the contract will be made on the basis of merit and qualifications and there will be no discrimination based upon race, color, religion, creed, political ideas, sex, age, marital status, physical or mental disability, or national origin by the persons performing the contract.

11.
INTELLECTUAL PROPERTY
All patent and other legal rights in or to inventions created in whole or in part under this contract must be available to the University for royalty-free and nonexclusive licensing. Both parties shall have a royalty-free, nonexclusive, and irrevocable right to reproduce, publish, or otherwise use and authorize others to use, copyrightable property created under this contract.

12.
CONTRACT TERMINATION
12.1  Termination for Convenience.  The University may, by written notice to the Contractor, terminate this contract without cause. The University must give notice of termination to the Contractor at least (insert numbers of days) days prior to the effective date of termination.

12.2  Reduction of Funding.  The University, at its sole discretion, may terminate or reduce the scope of this contract if available funding is reduced for any reason.  (See Mont. Code Ann. § 18-4-313(3).)  

13.
LIAISON AND SERVICE OF NOTICES
All project management and coordination on behalf of the University shall be through a single point of contact designated as the University's liaison. Contractor shall designate a liaison that will provide the single point of contact for management and coordination of Contractor's work. All work performed pursuant to this contract shall be coordinated between the University's liaison and the Contractor's liaison.


                                   will be the liaison for the University.


_________________________
(Address)


_________________________
(City, State, ZIP)


_________________________
(Telephone #)


_________________________
(Fax #)


_________________________
(E-mail)

______________________ will be the liaison for the Contractor.


_________________________
(Address)


_________________________
(City, State, ZIP)


_________________________
(Telephone #)


_________________________
(Fax #)


_________________________
(E-mail)

The University's liaison and Contractor's liaison may be changed by written notice to the other party. Written notices, requests, or complaints will first be directed to the liaison.

14.
MEETINGS
The Contractor is required to meet with the University's personnel, or designated representatives, to resolve technical or contractual problems that may occur during the term of the contract or to discuss the progress made by Contractor and the University in the performance of their respective obligations, at no additional cost to the University. Meetings will occur as problems arise and will be coordinated by the University. The Contractor will be given a minimum of three full working days notice of meeting date, time, and location. Face-to-face meetings are desired. However, at the Contractor's option and expense, a conference call meeting may be substituted. Consistent failure to participate in problem resolution meetings two consecutive missed or rescheduled meetings, or to make a good faith effort to resolve problems, may result in termination of the contract.
15.
CHOICE OF LAW AND VENUE
This contract is governed by the laws of Montana. The parties agree that any litigation concerning this bid, proposal or subsequent contract must be brought in the District Court for Missoula County, Missoula, Montana, State of Montana, State of Montana and each party shall pay its own costs and attorney fees. (See section 18-1-401, MCA.)

16.
SCOPE, AMENDMENT, AND INTERPRETATION
16.1  Contract. This contract consists of (insert number) numbered pages, any Attachments as required, RFP #2765, as amended and the Contractor's RFP response as amended. In the case of dispute or ambiguity about the minimum levels of performance by the Contractor the order of precedence of document interpretation is in the same order. 

16.2  Entire Agreement. These documents contain the entire agreement of the parties. Any enlargement, alteration or modification requires a written amendment signed by both parties.

17.
EXECUTION

The parties through their authorized agents have executed this contract on the dates set out below.

	THE UNIVERSITY OF MONTANA

	(INSERT CONTRACTOR’S NAME) 

	(Insert Address)
	(Insert Address)

	Insert City, State, Zip)
	(Insert City, State, Zip)

	
	FEDERAL ID # 

	
	

	
	

	BY: 

	BY: 


	(Name/Title)
	(Name/Title)

	
	

	
	

	

	


	(Signature)
	(Signature)

	
	

	DATE:  

	DATE:  


	
	

	
	

	Approved as to Legal Content:
	Approved as to Form:

	
	

	

	


	David Aronofsky, Legal Counsel
(Date)

The University of Montana


	Vickie Voss, Procurement Officer
(Date)

	
	The University of Montana
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