REQUEST FOR PROPOSAL (RFP)
DEVELOPMENT QUESTIONNAIRE
· Project Budget Identified:      
· Fund Code:      
· Estimated Total Cost of Products and/or Services:      
· Brief Title of RFP (for Advertising purposes):      
· Background and Special Circumstances (Describe operating environment; size and volume, uniqueness, etc.):       

· Objective of the RFP (Describe the nature of the project through which we convey to the Vendors what we seek as Project outcomes; provides an opportunity for the Vendor to understand our needs):      
· Term of the Agreement:      

· Department Technical Contact person

· Name/Title/Department/Address/Phone/Fax/Email:      

· List of Potential Suppliers (Provide: Name of company, Contact person, Title, Address, Phone, Fax, Email):      
· Evaluation Criteria (1-4 point Scale) 
· Criteria A (weight)       
· Criteria B (weight)       
· Criteria C (weight)       
· Criteria D (weight)      
· Key Events Schedule - Purchasing
· Issuance: (Mail out date)       
· Pre-Proposal Conference: (Approx. 10 days from Issuance date, if applicable)       
· Deadline for Questions and Answers: (Usually the same as Pre-Proposal Conference Date)      
· Submittal Deadline: (Minimum 21 calendar days from Issuance Date)       
· Obtain required approvals, if applicable. Approvals need to be received from the respective department requiring the approval:
· Facilities Management  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No 

· Institutional Safety  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

· Computing Resources / Information Security  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

· Telecommunications  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

· University Public Affairs  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

· Other      
· Department to designate the Evaluation Team members (5-7 members). (Names are not needed at this time) 

· Number of Copies needed: (One for each Evaluator plus Original file copy)       
· Minimum Requirements:      
· Additional questions specific to the RFP:      
· Scope of Work and/or Specifications (Attach as separate document if needed):      
· Pricing and Delivery Schedule

· Pricing for Services Offered (What do you need pricing on? – Ex: maintenance, warranty, training, products):       
· Delivery Schedule of Events and Time Periods:      
· Payment Terms:      
· Exhibits (Ex: Maps, Drawings, Floor Plans):      
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