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[RFQ NUMBER]
Authorized User Instructions

An Authorized User shall review and refer to the instructions set forth in Attachment 11 – How to Use This Contract, prior to the completion of a Request for Quotes document.  Authorized Users should not hesitate to contact the OGS contract managers with any questions, concerns, or clarifications not addressed by the How to Use This Contract document.

How to use this Template


Recommended minimum RFQ language is included in this template.  Subject to the terms and conditions of the Contract, Authorized User may modify or add to language as applicable for its business needs. 

Text Fields highlighted in grey must be completed with information relevant to this RFQ.

Instructions for using this template are provided in blue, underlined font and describe general information for completing this RFQ document. Delete those template instructions section, along with any following instructions sections upon completion of the RFQ.

Sample section headers and language is identified in red italic Arial font.  These sections and language is optional and can be used if appropriate to the Authorized User’s business need. Reformat or delete this text from the document if not applicable to the RFQ.



Delete this page prior to Distribution
[bookmark: Name]     






[bookmark: OrgName]INSERT AUTHORIZED USER NAME
[bookmark: OrgAdd]INSERT AUTHORIZED USER STREET ADDRESS
[bookmark: OrgCity]INSERT AUTHORIZED USER CITY, STATE ZIP CODE

REQUEST FOR QUOTES – [RFQ NUMBER]

	Information Technology Umbrella Contract – Manufacturer Based (Statewide)
GROUP:  73600  AWARD NUMBER:  22802 

	DESIGNATED CONTACTS:   

	[bookmark: PriConName]Primary Contact:	Insert First and Last Name
[bookmark: PriEmail]E-mail address:	Insert E-Mail Address
	[bookmark: SecConName]Secondary Contact:	Insert First and Last Name
[bookmark: SecEmail]E-mail address:	Insert E-Mail Address

	Authorized User shall indicate if Procurement Lobbying Law/Restricted Period is in effect:  
|_| Yes   |_| No

	Products from the following Lot(s) as defined in Award # 22802 – Information Technology Umbrella Contract – Manufacturer Based (Statewide) is/are included in this RFQ:
|_| Lot 1 – Software     |_| Lot 2 – Hardware     |_| Lot 3 – Cloud     |_| Lot 4 - Implementation

	[bookmark: ContactEmail]After signing this page, please convert to PDF, attach PDF of signature with your Request For Quotes submittal document and e-mail to: Insert E-Mail Address

[bookmark: ConName]	Enter First and Last Name
[bookmark: ContactOrgName]Insert Authorized User Entity Name
[bookmark: ContactOrgAddress]Insert Authorized User Street Address
[bookmark: ContactOrgCity]Insert Authorized User City, State Zip Code

	The RFQ Response must be fully and properly executed by an authorized person. By signing you certify your express authority to sign on behalf of yourself, your company, or other entity and full knowledge and acceptance of this RFQ (including any Questions/Answers or addendums), the OGS Centralized Contract and that all information provided is complete, true and accurate.

	Where Procurement Lobbying Law is deemed applicable by the Authorized User, by signing, Contractor affirms that it understands and agrees to comply with the Authorized User’s policies and procedures relative to permissible contacts.  Information may be accessed at:  Procurement Lobbying:  http://www.ogs.ny.gov/aboutOgs/regulations/defaultAdvisoryCouncil.html)

	The Authorized User will not be held liable for any cost incurred by the Vendor for work performed in the preparation of a response to this RFQ or for any work performed prior to the formal execution of an Authorized User Agreement. Responses to the RFQ must be received as specified in Key Events and Dates. Vendors assume all risks for timely, properly submitted deliveries. A Vendor is strongly encouraged to arrange for delivery of RFQ responses prior to the date of the RFQ opening. LATE RFQ responses may be rejected. The received time of a RFQ response will be determined by the clock at the Authorized User’s location.



		Manufacturer Name (Contractor):
	Manufacturer Contract Number:

	[bookmark: Text12]     
	     

	Reseller/Agent Name: 
     

	Reseller/Agent Signature:

Title:      
	Printed or Typed Name:

Date:      

	If you are not providing a Vendor Submission, place an “x” in the box and return this page only.
[bookmark: Check6]   |_| WE ARE UNABLE TO RESPOND AT THIS TIME BECAUSE:
[bookmark: txtUnableToRespond]        






	ACKNOWLEDGEMENT FORM

	
[bookmark: Text7]STATE OF      	
		SS.:      
COUNTY OF      	

[bookmark: Dropdown1]On the     ______day of      ____________________ in the year 20   __, before me personally appeared       ____________________, known to me to be the person who executed the foregoing instrument, who, being duly sworn by me did depose and say that _ maintains an office at      ________________, and further that:  

	

	[Check One]

	☐
	If an individual): __ executed the foregoing instrument in his/her name and on his/her own behalf.

	☐
	If a corporation): __ is the      _____________________ of      ____________________, the corporation described in said instrument; that, by authority of the Board of Directors of said corporation, __ is authorized to execute the foregoing instrument on behalf of the corporation for purposes set forth therein; and that, pursuant to that authority, __ executed the foregoing instrument in the name of and on behalf of said corporation as the act and deed of said corporation.

	☐
	If a partnership):  __ is the      _____________________ of      ____________________, the partnership described in said instrument; that, by the terms of said partnership, _he is authorized to execute the foregoing instrument on behalf of the partnership for purposes set forth therein; and that, pursuant to that authority, _he executed the foregoing instrument in the name of and on behalf of said partnership as the act and deed of said partnership.

	☐
	If a limited liability company): __ is a duly authorized member of      _________________ LLC, the limited liability company described in said instrument; that _he is authorized to execute the foregoing instrument on behalf of the limited liability company for purposes set forth therein; and that, pursuant to that authority, _he executed the foregoing instrument in the name of and on behalf of said limited liability company as the act and deed of said limited liability company.

	

 ________________________________________________
Notary Public
Registration No.
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[bookmark: _Toc358819300][bookmark: _Toc401824291][bookmark: _Toc408235558]OVERVIEW 

[bookmark: _Toc401824292][bookmark: txtOrgNameBody]The Insert Authorized User Name is seeking best and final Quotes from the Contractor and Resellers (where applicable) of Information Technology Umbrella Contract – Manufacturer Based Contract(s).

[bookmark: _Toc358819301][bookmark: _Toc401824293][bookmark: _Toc408235559]SCOPE

This Request for Quotes is being distributed to the Contractor and Resellers (where applicable) under the above referenced Contract to acquire the following:

[bookmark: txtDefineNeed]Define need, 

This may include but is not limited to: contract SKUs for all Products or services, service level agreements (SLAs) existing hardware and software environment, installation date requirement, systems to be integrated, time commitments, prioritization of services, preventative and corrective maintenance activities, and deadlines. 

[bookmark: _Toc408235560]MINIMUM REQUIREMENTS
An Authorized User will define how an award(s) will be made to a Vendor(s) based on an Authorized User’s business need. Please consult the How to Use this Contract document, Section 2 – Example Procurement Scenarios and Section 3 – Request for Quote Development for guidance on completing this section.

This may include but is not limited to: delivery requirements, penalties/rewards, reporting requirements, problem escalation requirements, maintenance service sheet requirements, pre-installation site visit requirements, increased insurance requirements, prevailing wage schedule (when required), Contractor and Reseller compliance with any ITS policies requirements, required security procedures, CAIQ completion requirement, change management, project management, and contractor qualification requirements

Define need, 

[bookmark: _Toc408235561]STATEMENT OF WORK
Please consult the How to Use this Contract document, Section 3 – Request for Quote Development for guidance on completing this section.

This may include but is not limited to: Project Plan (milestones, timeframes, dependencies, roles/responsibilities, knowledge transfer, deliverable payment points, key personnel requirements, background check requirements, location of work to be performed, risks and risk mitigation.)

[bookmark: txtStatementOfWork]      

[bookmark: _Toc408235562]LOT 3 – CLOUD SPECIFIC

Please consult the Attachment 11 - How to Use this Contract and Appendix D – Primary Security and Privacy Mandates for guidance on completing this section.

Service to be provided:

|_|SAAS  
[bookmark: txtSAASdetail]Detail: Insert details related to the service to be provided

|_|PAAS  
Detail: Insert details related to the service to be provided

|_|IAAS  
Detail: Insert details related to the service to be provided

|_|XAAS  
Detail: Insert details related to the service to be provided

Data categorization elements (not actual data):
[bookmark: txtDataCatElements]Insert data categorization elements

Overall risk determination; 
[bookmark: txtRiskDetermination]Insert overall risk determination

Applicable statutory requirements;
[bookmark: txtStatutoryReqs]Insert applicable statutory requirements

Data Transfer requirements;
[bookmark: txtDataTransfer]Insert data transfer requirements

Security Incident and Data Breach reporting requirements; and
Insert security incident  and data breach reporting requirements

Disaster Recovery / Business Continuity Services Requirements.
[bookmark: txtDRBC]Insert disaster recovery/ business continuity services requirements

Additional Insurance Requirements 
[bookmark: txtAdditionalInsur]Insert details related to any additional insurance requirements

[bookmark: _Toc408235563]LOT 4 – IMPLEMENTATION SERVICES
Please consult the Attachment 11 - How to Use this Contract and Award 22802 Lot 4 – Implementation Services for guidance on completing this section.

Key Personnel Required
[bookmark: txtKeyPersonnel]Insert details related to Key Personnel Required

Key Personnel Change procedures
[bookmark: txtKeyPersonnelChang]Insert details related to Key Personnel change procedures

Hours required (per title and cost per title)
[bookmark: txtHours]Insert details related to hour required related to implementation (if known)

Travel requirements (subject to NYS OSC travel policy)
[bookmark: txtTravel]Insert any travel requirements, if deemed necessary by the Authorized User.

Materials and Supplies required for completion of implementation
[bookmark: txtMaterials]Insert details related to Materials and Supplies required for the completion of this implemenation. 


Retainage (maximum cannot exceed 25% of a deliverable cost)
[bookmark: txtRetainage]Insert details regarding any retainage to be utilized, including percentage per deliverable, if applicable.

Unanticipated Enhancements (maximum 20 % of negotiated quoted project cost)
[bookmark: txtEnhancements]Insert details regarding the Authorized User's policy regarding unanticipated enhancements

Projected time period for Implementation Services (maximum 36 month time period)
[bookmark: txtTimePeriod]Insert the projected time period for implementation services.

Additional Insurance Requirements 
[bookmark: txtImpInsurance]Insert details related to any additional insurance requirements.

Single Point of Contact (SPOC)
[bookmark: txtSPOC]Insert any requirements for a single point of contact for an implementation project.


[bookmark: _Toc408235564]BASIS FOR AWARD
The Authorized User will choose ONE of the following basis for award for this RFQ.  Any additional details regarding the evaluation mechanism to be used for selecting the Vendor may be included within this section. Please consult Attachment 11 - How to Use this Contract for guidance on selecting the appropriate basis for award.

[bookmark: chkLowestPriceOnly]|_| Lowest price only (no technical weighting, but the Product must meet the stated specifications)
[bookmark: ChkLowPriceMandReqs]|_| Lowest price with mandatory pass/fail mandatory requirements
[bookmark: ChkBestValue]|_| Best Value with technical score value and financial score value (technical weighting must  not exceed 70% including consideration whether to use the quantitative factor set forth in State Finance Law section 163(1)(j),for small or MWBE businesses.
[bookmark: txtBasisAward]     

[bookmark: _Toc401824295][bookmark: _Toc408235565]DELIVERY

All items listed in Attachment 1 must be delivered pursuant to the terms and conditions of the above referenced Contract to the address(es) listed below:

[bookmark: txtOrgNameDeliv]Insert Authorized User Entity Name
[bookmark: txtOrgAddDeliv]Insert Authorized User Street Address
[bookmark: txtOrgCityDeliv]Insert Authorized User City, State Zip Code

[bookmark: _Toc358819303][bookmark: _Toc401824296][bookmark: _Toc408235566]KEY EVENTS & DATES

	Event
	Date
	Time

	Request for Quotes Release
	[bookmark: txtDateRFQRelease]Enter Date
	[bookmark: txtTimeRFQRelease]Enter Time

	Inquiry Submittal Deadline
	[bookmark: txtDateInquiryDd]Enter Date
	[bookmark: txtTimeInquiryDd]Enter Time

	Answer Issuance Deadline
	[bookmark: txtDateAnswerDd]Enter Date
	[bookmark: txtTimeAnswerDd]Enter Time

	RFQ Due Date and Delivery of Quotes
	[bookmark: txtDateRFQDd]Enter Date
	[bookmark: txtTimeRFQDd]Enter Time



Please Note:	The Authorized User will not accept any Quotes received after the RFQ Deadline. It is highly recommended that RFQ Responses be submitted as early as possible in order to provide Vendors time to resolve any transmittal issues.

[bookmark: _Toc358819304][bookmark: _Toc401824297][bookmark: _Toc408235567]INQUIRIES

[bookmark: txtInquiryEmail]All inquiries shall be submitted in writing using Attachment 2 – Vendor Questionnaire citing the particular document name and document section. The inquiries shall be emailed to Insert E-Mail Address

Vendors are strongly encouraged to submit inquiries as early as possible. However, all inquiries must be submitted by the Inquiry Submittal Deadline date and time listed in Section I, Key Events & Dates. Answers to all inquiries of a substantive nature shall be provided to all Vendors who received this RFQ in the form of a question and answer document.
[bookmark: _Toc401824298]
[bookmark: _Toc358819305][bookmark: _Toc401824299][bookmark: _Toc408235568]RFQ DUE DATE AND DELIVERY OF QUOTES

[bookmark: txtRFQResponseEmail]All responses to this RFQ shall be submitted by email to Insert E-Mail Address using Attachment 12 – Template - Request for Quotation - Part 2 - Financial Response by the RFQ Deadline date and time specified in Section I  Key Events & Dates.

[bookmark: _Toc358819306][bookmark: _Toc401824301][bookmark: _Toc408235569][bookmark: OLE_LINK1]GOVERNING TERMS AND CONDITIONS

All purchases resulting from this Request for Quotes shall be in accordance with terms and conditions of the OGS Information Technology Umbrella Contract – Manufacturer Based Contract(s) and any additional terms and conditions set forth in this RFQ and the Attachments.


[bookmark: _Toc408235570]ADDITIONAL TERMS AND CONDITIONS

In accordance with Appendix B, Section 28, Modification of Contract Terms, an Authorized User may add additional required terms and conditions to the RFQ and resultant Authorized User Agreement if they are more favorable to the Authorized User and do not conflict with or supersede the OGS Centralized Contract terms and conditions. Examples of additional terms and conditions include:

· Inclusion of the NYS Department of Labor Prevailing Rate or Living Wage Schedule
· Expedited delivery timeframe
· Additional incentives, such as discount for expedited payment/Procurement Card use
· Any additional requirements imposed by the funding source
· Chargebacks, liquidated damages and/or penalties for not meeting services levels
· Security Conditions
· Uptime, Response time
[bookmark: txtAddlTerms]     

[bookmark: _Toc408235571]DOWNSTREAM PROHIBITION

If any and all work resulting from this RFQ involves developing specifications, establishing a base for other applications or otherwise gaining information that would give a Contractor an unfair competitive advantage in a future procurement, this may result in the Contractor being precluded from further work (downstream prohibition) due to conflicts of interest. Authorized User shall provide notification of any downstream prohibitions known at the time the RFQ is released. It is in the interest of the Authorized User and the Contractor to explore these issues during the pre-award negotiations and review as the project progresses. See State Finance Law section 163-a and section 163 (2) for additional information on the statutory prohibitions. Non-State agency Authorized Users may have additional statutory prohibitions.
     

[bookmark: _Toc349646663][bookmark: _Toc349646741][bookmark: _Toc349646664][bookmark: _Toc349646742][bookmark: _Toc349646744][bookmark: _Toc349646667][bookmark: _Toc349646745][bookmark: _Toc358819308][bookmark: _Toc401824302][bookmark: _Toc408235572][bookmark: _Toc349646747]ATTACHMENTS
An Authorized User should update this section to include the list of attachments included with this RFQ and to specify the documents required from Vendors for a complete RFQ Response.

[bookmark: txtAttachments]Attachment 12 - Template - Request for Quotation - Part 2 - Financial Response (Excel)

[bookmark: _Toc408235573]AUTHORIZED USER INFORMAL DISPUTE RESOLUTION PROCESS

1. In the event there is a dispute or controversy related to an RFQ under this Centralized Contract, the Contractor and Authorized User agree to exercise their best efforts to resolve the dispute as soon as possible.  The Contractor and Authorized User shall, without delay, continue to perform their respective obligations under this Centralized Contract which are not affected by the dispute.  Primary responsibility for resolving any dispute arising under this Centralized Contract shall rest with the Authorized User’s Contractor Coordinators and the Contractor’s Account Executive and the State & Local Government Regional General Manager.
2. In the event the Authorized User is dissatisfied with the Contractor’s Products provided under this Centralized Contract, the Authorized User shall notify the Contractor in writing pursuant to the terms of the Contract.  In the event the Contractor has any disputes with the Authorized User, the Contractor shall so notify the Authorized User in writing.  If either party notifies the other of such dispute or controversy, the other party shall then make good faith efforts to solve the problem or settle the dispute amicably, including meeting with the party’s representatives to attempt diligently to reach a satisfactory result.
3. If negotiation between such persons fails to resolve any such dispute to the satisfaction of the parties within fourteen (14) business days or as otherwise agreed to by the Contractor and Authorized User, of such notice, then the matter shall be submitted to the Authorized User's Contract Administrator and the Contractor’s senior officer of the rank of Vice President or higher as its representative.  Such representatives shall meet in person and shall attempt in good faith to resolve the dispute within the next fourteen (14) business days or as otherwise agreed to by the parties.  This meeting must be held before either party may seek any other method of dispute resolution, including judicial or governmental resolutions.  Notwithstanding the foregoing, this section shall not be construed to prevent either party from seeking and obtaining temporary equitable remedies, including injunctive relief.
4. The Contractor shall extend the dispute resolution period for so long as the Authorized User continues to make reasonable efforts to cure the breach, except with respect to disputes about the breach of payment of fees or infringement of its or its licensors’ intellectual property rights.
