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SECTION 1:  GENERAL INFORMATION

1.1. Introduction:  

	The [insert official title of state agency] (“Agency”) is issuing this Standardization Notice to all vendors that have a desire to provide the Agency with [insert commodity being standardized]. Pursuant to W. Va. Code § 5A-3-61, the Agency is permitted to standardize certain commodities and this Notice is intended to provide all interested parties with an opportunity to have their commodity evaluated for the potential standard.  Once a standard has been established, the agency’s future procurements for that commodity will be limited to the standard for the period of time identified in this document.  


1.2. Standardization Schedule of Events:

RFI Released To Public	See wvOASIS
Vendor’s Written Questions Submission Deadline	xx/xx/xx
Pre-Evaluation Conference	xx/xx/xx
Addendum Issued	xx/xx/xx
RFI Opening Date	xx/xx/xx
Delivery of Commodity for Testing Deadline (Agency Option) 	xx/xx/xx
Oral Presentation/Demonstration (Agency Option)	xx/xx/xx
Notice of Intent to Standardize Issued 	xx/xx/xx




SECTION 2:  INSTRUCTIONS TO VENDORS SUBMITTING BIDS

1. REVIEW DOCUMENTS THOROUGHLY: This form contains a request for information that will lead to a commodity standard being developed. Please read these instructions and all documents attached in their entirety. These instructions provide critical information about requirements that if overlooked could lead to disqualification of a Vendor’s submission. All submissions must be in accordance with the provisions contained herein. Failure to do so may result in disqualification of Vendor’s submission.

2. PRE-EVALUATION CONFERENCE: The item identified below shall apply to this Solicitation. 

[ ] A pre-evaluation conference will not be held prior to the submission deadline. 
 
[ ] A Non-Mandatory pre-evaluation conference will be held prior to the submission deadline at:

[insert date and time]
[insert location]

[ ] A MANDATORY Pre-Evaluation Conference will be held at the following place and time: 

[insert date and time]
[insert location]

All Vendors providing a submission for consideration must attend the mandatory pre-evaluation conference. Failure to attend the mandatory pre-evaluation conference will result in disqualification of the Vendor’s submission. No one person attending the pre-evaluation conference may represent more than one Vendor. An attendance sheet provided at the pre-evaluation conference shall serve as the official document verifying attendance. The State will not accept any other form of proof or documentation to verify attendance. Any person attending the pre-evaluation conference on behalf of a Vendor must list on the attendance sheet his or her name and the name of the Vendor he or she is representing. Additionally, the person attending the pre-bid meeting should include the Vendor’s E-Mail address, phone number, and Fax number on the attendance sheet. It is the Vendor’s responsibility to locate the attendance sheet and provide the required information. All Vendors should arrive prior to the starting time for the pre-bid. Vendors who arrive after the starting time but prior to the end of the pre-qualification meeting will be permitted to sign in, but are charged with knowing all matters discussed. 

3. VENDOR QUESTION DEADLINE: Vendors may submit questions relating to this RFI to the [insert agency name]. Questions must be submitted in writing. All questions must be submitted on or before the date listed below and to the address listed below in order to be considered. A written response will be published in an RFI addendum if a response is possible and appropriate. Non-written discussions, conversations, or questions and answers regarding this RFI are preliminary in nature and are nonbinding. Submitted e-mails should have the RFI number in the subject line. Question Submission Deadline: Submit Questions to: 
[insert contact information] 
Email: [insert email]	
	Submission Deadline:  [insert deadline]

4. YOUR SUBMISSION IS A PUBLIC DOCUMENT: Vendor’s entire response to the RFI and any correspondence relating thereto are public documents. As public documents, they will be disclosed to the public following the RFI opening as required by the competitive bidding laws of West Virginia Code §§ 5A-3-1 et seq., and the Freedom of Information Act West Virginia Code §§ 29B-1-1 et seq. 

DO NOT SUBMIT MATERIAL YOU CONSIDER TO BE CONFIDENTIAL, A TRADE SECRET, OR OTHERWISE NOT SUBJECT TO PUBLIC DISCLOSURE. 

Submission of any document to the State constitutes your explicit consent to the subsequent public disclosure of the document. The Purchasing Division will disclose any document labeled “confidential,” “proprietary,” “trade secret,” “private,” or labeled with any other claim against public disclosure of the documents, to include any “trade secrets” as defined by West Virginia Code § 47-22-1 et seq. All submissions are subject to public disclosure without notice. 


SECTION 3:  GENERAL TERMS AND CONDITIONS

1. Not a Contract Document:  Vendors must understand that a response to this RFI does not generate a contractual obligation in the part of the State to Purchase any commodity.  Purchasing will only be permitted after the Agency that is seeking to develop a standard has executed the appropriate procurement to make a purchase.  
 
2. Cancellation:  Any standard that is developed from this RFI may be cancelled by the State for any reason upon providing the vendor with 30 days’ notice of cancellation.
 
3. Sole risk on Vendor – Any commodity that the vendor provides to the State for evaluation purposes will be provided and the sole risk and cost of the vendor.  The State will not pay for commodity samples. Damage or destruction of the commodity being tested should be expected as part of the testing process and vendor will not be compensated for it. 

4. Insurance:  Vendor must maintain at least $1,000,000 in general commercial liability insurance, and $1,000,000 in products liability coverage, if not included in general commercial liability insurance. 

5. Delivery: Vendor will be responsible for delivering the commodity to the evaluating agency and retaking possession of anything that remains of the commodity at vendor’s sole cost and liability.  



SECTION 4:  COMMODITY EVALUATION METRICS


4.1. Methods of Testing/Analysis/Interoperability and Objectives:

4.1.1. [bookmark: _Hlk514073372][Insert Test Method/Analysis/Interoperability and Objective along with how it will be scored]

4.1.2. [Insert Test Method/Analysis/Interoperability and Objective along with how it will be scored]

4.1.3. [Insert Test Method/Analysis/Interoperability and Objective along with how it will be scored]

4.1.4. [Insert Test Method/Analysis/Interoperability and Objective along with how it will be scored]

4.2. Oral Presentations/Demonstration (Agency Option): The Agency has the option of requiring oral presentations of all Vendors participating in the Standardization process. If this option is exercised, it is listed in the Schedule of Events (Section 1.3) of this RFI.  A description of the materials and information to be presented is provided below:

	Materials and Information Requested at Oral Presentation:

4.2.1. [                                         ]

4.2.2. [                                         ]

4.2.3. [                                         ]

4.3. Research Outside the Proposal:  The agency may include in its evaluation, resources such as publications, periodicals, company financials, governmental filings, judicial proceedings, fines and fees imposed, professionals from the field in question, and other information that the agency deems relevant. 

4.4. Mandatory Requirements:  Any vendor’s commodity that fails to comply with a mandatory requirement will be removed from further consideration for standardization.  Those mandatory requirements are listed below. 

4.4.1. [Insert mandatory requirement and how it will be tested/evaluated]

4.4.2. [Insert mandatory requirement and how it will be tested/evaluated]

4.4.3. [Insert mandatory requirement and how it will be tested/evaluated]



SECTION 5:  VENDOR RESPONSE


5.1. Incurring Cost: Neither the State nor any of its employees or officers shall be held liable for any expenses incurred by any Vendor responding to this RFI, including but not limited to preparation, delivery, samples, or travel.

5.2. Proposal Format: Vendors should provide responses in the format listed below:

5.2.1. Title Page: State the RFI subject, number, Vendor’s name, business address, telephone number, fax number, name of contact person, e-mail address, and Vendor signature and date.

5.2.2. Table of Contents:  Clearly identify the material by section and page number.

5.2.3. Response Reference:  Vendor’s response should clearly reference how the information provided applies to the RFI request.  For example, listing the RFI number and restating the RFP request as a header in the proposal would be considered a clear reference.  

5.2.4. Responses: All responses must be submitted to the Agency prior to the date and time stipulated in the RFI as the opening date. All submissions must be in accordance with the provisions listed in Section 2: Instructions to Vendors Submitting Commodities.


SECTION 6:  EVALUATION AND AWARD
	
6.1. Evaluation Process: Responses will be evaluated by a committee of three (3) or more individuals. The Vendor who demonstrates that it meets all of the mandatory specifications required and attains the highest overall point score of all Vendors will be awarded the standardization, if after conducting its evaluation, the Agency determines that Standardization is still warranted. 

6.2. Evaluation Criteria: The evaluation will be based upon the point allocations designated below for a total of 100 points.  

	Evaluation Point Allocation:		Points

		4.1.  Methods of Testing/Analysis/Interoperability and Objectives:		[xx]

		4.2. Oral Presentations/Demonstration (Agency Option): 		[xx]
[bookmark: _GoBack]
		4.3. Research Outside the Proposal:  		[xx]


Total Score:		           100 Points Possible

			



By signing below, I certify that I have reviewed this Request for Information in its entirety; understand the requirements, terms and conditions, and other information contained herein; that I am submitting this proposal for review and consideration; that I am authorized by the bidder to execute this proposal or any documents related thereto on vendor’s behalf.                



				
(Company)

				
(Representative Name, Title)

				
(Contact Phone/Fax Number)

				
(Date)

Revised 6/8/2018

