
Chief Financial Office 
Form  

 

Page 1 of 13 

 

REQUEST FOR PROPOSAL  

RFP Number:  EDU 160062 

The Ohio Department of Education, Office of Fiscal Services, is requesting Proposals for:  

Gifted Service and Identification Plan Auditor 

OBJECTIVE: Review and approve 200 gifted identification and district service plans to support state reporting 
requirement. 

RFP ISSUED:   
INQUIRY PERIOD BEGINS:        
INQUIRY PERIOD ENDS:   
PROPOSAL DUE DATE: 
PROPOSAL OPEN DATE: 
PROPOSAL AWARD DATE: 

December 08, 2015 
December 08, 2015 
December 21, 2015 at 8:00 AM 
December 29, 2015 at 1:00 PM 
January 06, 2016  
January 11, 2016

 
THIS SOLICITATION CONTAINS AN EMBEDDED MINORITY SET-ASIDE COMPONENT 

 
Offeror must submit both a “Technical Proposal” and a “Cost Proposal” as part of its Proposal package. These are two 
separate components which shall be submitted in separate email attachments, clearly identified in the file name as 
either “Technical Proposal” or “Cost Proposal” with the respective RFP Number and due date on each. Offeror must 
submit this signed cover page with the Technical Proposal. 
 
 
Submit Proposals to:  
    BidSubmission@education.ohio.gov 
    Subject: RFP Number 
 
Note: Please review the Proposal Instructions on our website. 
Note: Proposals received after the due date and time will not be evaluated.    
 

Offeror Name and Address:  
 
 
 
 
 
 
 
 
 
 
Email Address: _______________________________________________ 
 
Phone Number: (         )_______-_______________ Ext.___________ 
 

Name/Title:  
 
 
 
 
 
 
 
Signature:  
 
 
 
By submitting a response to the RFP, and signing above, 
Offeror acknowledges, understands and agrees to 
comply with the RFP requirements and confirms all the 
instructions and links have been read and understood. 

 
  

mailto:BidSubmission@education.ohio.gov
http://education.ohio.gov/getattachment/About/Suppliers/Notices-for-Professional-Services-Vendors/RFP-Instructions.docx.aspx
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1.0 Executive Summary 
1.1 Introduction  This is a Request for Competitive Sealed Proposals (RFP) under Section 125.071 of the Ohio 

Revised Code (ORC) and Section 123:5-1-08 of the Ohio Administrative Code (OAC).  The Ohio Department 
of Education, Office of Fiscal Services is soliciting competitive sealed proposals (Proposals) for Gifted 
Contracts. If a suitable offer is made in response to this RFP, the Ohio Department of Education may enter 
into a contract (the Contract) to have the selected Offeror (the Contractor) perform all or part of the 
Project (the Work). This RFP provides details on what is required to submit a Proposal for the Work, how 
the Department will evaluate the Proposals, and what will be required of the Contractor in performing the 
Work. 

 
This RFP also gives the estimated dates on Page One (1) for the various events in the submission process. 
While these dates are subject to change, prospective Offerors must be prepared to meet them as they 
currently stand. 
 

1.2 Minority Business Enterprise Program  The Department is committed to make more Department 
contracts and opportunities available to minority business enterprises (MBE) certified by the Ohio 
Department of Administrative Services pursuant to Section 123.151 of the Ohio Revised Code and Rule 
123:2-15-01 of the Ohio Administrative Code. This RFP contains a sheltered solicitation requirement, 
which encourages the Offeror to see and set aside a portion of the Work to be exclusively performed by 
Ohio certified MBE businesses. For more information regarding Ohio MBE certification requirements, 
including a list of Ohio certified MBE businesses, please visit the DAS Equal Opportunity Division website. 

 
To search for Ohio certified MBE businesses, utilize the following search routine published on the DAS 
Equal Opportunity website: 
 

1. Select “Locate MBE Certified Providers” as the EOD Search Area selection; 
2. Select “MBE Certified Providers” link; 
3. On the subsequent screen, select “All Procurement Types” as a search criterion; 
4. Select “Search” and 
5. A list of Ohio MBE Certified Service Providers will be displayed.   

 
In seeking solicitations from Ohio certified MBe businesses, the Offeror must: 
 

1. Utilize a competitive process to which only Ohio certified MBEs may response 
2. Have established criteria by which prospective Ohio MBEs will be evaluated including business 

ability and specific experience related to Project requirements 
3. Require the Ohio certified MBE maintain a valid certification throughout the term of the Contract, 

including any renewals.  
 

1.3 Contract Period Once awarded, the term of the Contract will be from the award date through June 30, 
2016. The Department may solely renew all or part of this Contract for a period of one (1) month and 
subject to the satisfactory performance of the Contractor and the needs of the Department. Any other 
renewals will be by mutual agreement between the Contractor and Department for any number of times 
and for any period of time. The cumulative time of all mutual renewals may not exceed two (2) years and 
are subject to and contingent upon the discretionary decision of the Ohio General Assembly to appropriate 
funds for this Contract in each new biennium.  

 
1.4 Background Ohio Administrative Code 3301-51-15(C)(2)(B)(iv)(c) requires school districts to submit 

proposed changes to district gifted identification plans, including the adoption of new editions of tests, to 
the Ohio Department of Education for approval. Reviewers are needed to ensure that the district 
identification plans are in compliance with this code. 

 
1.5 Scope of Work 1. Review and approve 200 gifted identification and district service plans.  2. Review and 

approve plans submitted via compliance application ensuring all of the detailed information on the review 
rubric is complete.  3. Use the Combined Factsheet to affirm accuracy of all assessment scores reported 

http://das.ohio.gov/divisions/equalopportunity/MBEEDGECertification/tabid/134/default.aspx
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by districts.  4. Work independently to review and approve plans, including directly communicating with 
districts that require revisions to meet full approval. It is estimated that a team of 2-5 reviewers will be 
sufficient. This is generally a work from home project, but reviewers must be available to come to the Ohio 
Department of Education building at 25 S Front Street, Columbus, OH 43215 for occasional meetings and 
training.  Reviewers must use provided guidance documents to evaluate 200 district plans, including 
suggesting needed revisions, and communicating final approval to district contact personnel.  

 
Successful reviewers must be detail-oriented and have a demonstrable background in K-12 education or 
school psychology.  Knowledge of standardized testing and district gifted programming is preferred. 

 
1.6 Confidential, Proprietary or Trade Secret Information The Department procures goods and services 

through a RFP in a transparent manner and in accordance with the laws of the State of Ohio. All Proposals 
provided to the Department in response to this RFP become records of the Department and, as such, will 
be open to inspection by the public after award unless exempt from disclosure under the Ohio Revised 
Code or another provision of the law. 

 
Unless specifically requested by the Department, an Offeror should not voluntarily provide to the 
Department any information that the Offeror claims as confidential, proprietary, or trade secret and 
exempt from disclosure under the Ohio Revised Code or another provision of law. Additionally, the Offeror 
must understand that all Proposals and other material submitted will become the property of the State and 
may be returned only at the State’s option. Confidential, proprietary, or trade secret information should 
not be voluntarily included in a Proposal or supporting materials because the Department will have the 
right to use any materials or ideas submitted in any Proposal without compensation to the Offeror.  

 
See Instructions for further detail.  

 
1.7 Registry of Offerors The Department will prepare of registry of Proposals containing the name and 

address of each Offeror. The registry will be on the Ohio Department of Education, Office of Fiscal Services 
website and opened for public inspection after the Proposals are received. 

 
1.8 Instructions Link to website for Instructions is available in Section 5.1. 

 
1.9 Required Review Offerors shall carefully review the entire RFP and all the referenced web links. Offerors 

shall promptly notify the Department through the inquiry process of any ambiguity, inconsistency, or 
error they discover. Notifications must be received by the deadline for receipt of questions in the inquiry 
process. 

 
1.10 Proposal Submission Requirements Offeror must submit one (1) original, completed, and signed in 

blue ink copy via electronic email in PDF format. 
 

2.0 Evaluation of Proposals 
2.1 Mandatory Requirements The following Table 1 contains items that are Mandatory Requirements for this 

RFP. 
 

Determining the Offeror’s ability to meet the Mandatory Requirements is the first step of the Department 
evaluation process. The Offeror’s response must be clearly labeled “Mandatory Requirements” and 
collectively contained in the Offeror’s proposal in the “Offeror Required Information and Certification” 
section.  
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2.2 Table 1 – Mandatory Proposal Requirements  
 

Mandatory Requirements Accept Reject 
Demonstrable knowledge of Gifted program    
Bachelor’s in Education    

 
If the Department does not receive any Proposals meeting all of the mandatory requirements, the 
Department may elect to cancel this RFP. 
 

2.3 Proposal Evaluation Criteria If the Offeror provides sufficient information to the Department in its 
Proposal, demonstrating it meets the Mandatory Requirements, the Offeror’s Proposal will be included in 
the next step of the evaluation process which involves the scoring of the Proposal Technical Requirements 
(Table 3), followed by the scoring of the Cost Proposals. In the Proposal evaluation step, the Department 
rates the Proposals based on the following listed criteria and the weight assigned to each criterion. The 
possible points allowed in this RFP are distributed as indicated in Table 2 – Scoring Breakdown. Each 
Proposal passing the Mandatory Requirements will be evaluated by an evaluation committee made up of 
a representative(s) from the Office of Fiscal Services, Program Office, and potentially a subject matter 
expert or an independent consultant. 

 
2.4 Table 2 – Scoring Breakdown 

 
Criteria Maximum Allowable Points  
Proposal Technical Requirements 40  points 
Proposal Cost  0  points  
Presentations, Interviews, Demonstrations 0 points  
MBE Participation Credit 0 points  
Total 40 points  

 
The scale below (0-5) will be used to rate each proposal on the criteria listed in the Technical Proposal 
Evaluation table.  
 

Does Not Meet 
 
 

0 Points 

Weak 
 
 

1 Point 

Weak to Meets 
 
 

2 Points 

Meets  
 
 

3 Points 

Meets to 
strong 

 
4 Points 

Strong 
 
 

5 Points  
 
The Department will score the proposals by multiplying the score received in each category by its assigned 
weight and adding all categories together for the Offeror’s Total Technical Score in table 3. Representative 
numerical values are defined as follows: 
 

Does not meet (0 points): Response does not comply substantially with requirements or is not 
provided. 
Weak (1 point): Response was poor in relation to the objectives. 
 
Weak to Meets (2 points): Response indicates the objectives will not be completely met or at a level 
that will be below average. 
 
Meets (3 points): Response generally meets the objectives (or expectations). 
 
Meets to Strong (4 points): Response indicates the objectives will be exceeded. 
 
Strong (5 points): Response significantly exceeds objectives (or expectations) in ways that provide 
tangible benefits or meets objectives (or expectations) and contains at least one enhancing feature that 
provides significant benefits. 
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2.5 Table 3 – Technical Proposal Evaluation 

 
Criterion Weight Rating (0-5) Extended Score 
Offeror Profile    

1. Can the supplier work within the timeline and 
budget? 

1   

2. Is the supplier available for occasional, 
scheduled, in person trainings and meetings at 
the Ohio Department of Education building? 

1   

3. Does the supplier have experience in the field 
of gifted education? 

1   

4. Is the supplier knowledgeable about gifted 
identification procedures and measurement 
tools? 

1    

5. Master’s Degree 2   
6. Is the supplier knowledgeable about Ohio’s 

gifted service options? 
1    

7. Relevant experience within past five (5) years  3   
 

Total Technical Score: _______________________ 
 
 

In this RFP, the Department asks for responses and submissions from Offerors, most of which represent 
components of the above criteria. While each criterion represents only a part of the total basis for a decision 
to award the Contract to an Offeror, a failure by an Offeror to make a required submission or meet a 
mandatory requirement will normally result in a rejection of that Offeror’s Proposal. The value assigned 
above to each criterion is only a value used to determine which Proposal is the most advantageous to the 
Department in relation to the other Proposals that the Department received.  
 
Once the technical merits of a Proposal are evaluated, the costs of that Proposal will be considered. It is 
within the Department’s discretion to wait to factor in a Proposal’s cost until after the conclusion of any 
interviews, presentations, demonstrations or discussions. Also, before evaluating the technical merits of 
the Proposals, the Department may do an initial review of costs to determine if any Proposals should be 
rejected because of excessive cost. The Department may reconsider the excessiveness of any Proposal’s 
cost at any time in the evaluation process.  

 
2.6 Cost Proposal Points The Department will use the information the Offeror gives on the Cost Summary 

form to calculate Cost Proposal points. The Department will calculate the Offeror’s Cost Proposal points 
after the Offeror’s total technical points are determined, using the following method:  

 
Cost Points = (Lowest Offeror’s Cost/Offeror’s Cost) × Maximum Allowable Cost Points (as indicated in 
the “Scoring Breakdown” table. The value is provided in the Scoring Breakdown table. “Cost” = Total 
Not to Exceed Cost identified in the Cost Summary section of the Offeror’s Proposal. In this method, the 
lowest cost proposed will receive the maximum allowable points. 

 
The number of points assigned to the cost evaluation will be prorated, with the lowest accepted Cost 
Proposal given the maximum number of points possible for this criterion. Other acceptable Cost Proposals 
will be scored as the ratio of the lowest Cost proposal to the Proposal being scored, multiplied by the 
maximum number of points possible for this criterion. 
 
An example for calculating cost points, where Maximum Allowable Cost Points Value = 60 points, is the 
scenario where Offeror X has proposed a cost of $100; Offeror Y has proposed a cost of $110; and Offeror 
Z has proposed a cost of $120. Offeror X, having the lowest cost, would get the maximum 60 cost points. 
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Offeror Y’s cost points would be calculated as $100 (Offeror X’s cost) divided by $110 (Offeror Y’s cost) 
equals 0.909 times 60 maximum points, or a total of 54.5 points. Offeror Z’s cost points would be calculated 
as $100 divided by $120 (Offeror Z’s cost) equals 0.833 times 60 maximum points, or a total of 50 points. 
 

2.7 MBE Proposal Points In the Evaluation Scoring formula of the RFP, the Offeror who identifies one or more 
qualified Ohio certified MBE subcontractor(s) and has the highest percentage of its cost proposal set aside 
exclusively for identified Ohio certified MBE subcontractors’ Work will receive the maximum points 
allowed. Offerors who do not identify a percentage to be set aside for Ohio certified MBE subcontractor(s) 
or do not identify one or more Ohio certified MBE subcontractor(s) will receive zero points. 

 
2.8 Final Stages of Evaluation The Offeror with the highest point total from all phases of the evaluation 

(Technical Points + Cost Points) will be recommended for the next phase of the evaluation.  
 

Technical Score: ___________________ + Cost Score: ____________________ + MBE Set-Aside Score: ____________________ 
= Total Score: ______________________ 
 
If the Department finds that one or more Proposals should be given further consideration, the Department 
may select one or more of the highest-ranking Proposals to move to the next phase. The Department may 
alternatively choose to bypass any or all subsequent phases and make an award based solely on the 
Proposal evaluation phase.  

  
2.9 Rejection of Proposals The Department may reject any Proposal that is not in the required format, does 

not address all the requirements of the RFP, or that the Department believes is excessive in price or 
otherwise not in the interest of the Department to consider or to accept. In addition, the Department may 
cancel this RFP, reject all the Proposals, and seek to do the Work through a new RFP or by other means.  

 
3.0 Cost Summary 

3.1 Submission The Cost Summary shall be submitted with the Proposal (as a separate PDF File). All prices, 
costs, and conditions outlined in the Proposal shall remain fixed and valid for acceptance for 120 days, 
starting on the due date for Proposals. No price change shall be effective without prior written consent 
from the Ohio Department of Education, Office of Fiscal Services. 

 
The Offeror’s total cost for the entire Work must be represented as the firm, fixed-price, for a not-to-exceed 
total. All costs for furnishing the services must be included in the Cost Proposal. 

 
3.2 The Offeror’s Fee Structure The Contractor will be paid as proposed on the Cost Summary after the 

Department approves the receipt of the product(s)/services and continued completion of all deliverables. 
All costs must be in U.S. dollars.  

 
3.3 Reimbursable Expenses There will be no additional reimbursement for travel or other related expenses. 

The Department will not be responsible for any costs not identified in the Cost Proposal.  
3.4 Bill to Address 

 
Ohio Department of Education 
Office of Exceptional Children 
Attn: Wendy Stoica  
25 South Front Street 
Columbus, OH 43215 
 
Enter additional requirements, if any 
 

 EDU 160062 
 

3.5 Identification of Ohio Certified MBE Subcontractor and Contractor Selected Percentage If offered, the 
Offeror’s proposal must include an Ohio certified MBE subcontractor plan (Plan). The Plan must (a) state 
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the specific percentage of the cost of the Work that it will set aside for Ohio certified MBE subcontractors 
only; (b) include a description of a competitive process used for the selection of Ohio certified MBE 
subcontractors to which only Ohio certified MBEs responses; and (c) identification of proposed portions 
of the Work to be performed by Ohio certified MBE subcontractors. 

 
3.6 Tracking The Offeror shall indicate on all invoices submitted to the Department the dollar amount 

attributed to the Work provided by the selected Ohio certified MBE subcontractors along with 
documentation of the Ohio certified MBE subcontractor’s activities. Offeror shall report all Ohio certified 
MBE subcontractor payments under this Contract monthly to the Department. Compliance with Offeror’s 
proposed cost set-aside percentage is a term of this contract and failure to attain the proposed percentage 
by the expiration of the contract may result in the Offeror being found in breach of contract. 

 
3.7 Remedies  

 
3.7.1 Modification or Waiver Offeror may apply in writing to the Department, on a form prescribed 

by DAS, for a waiver or modification of its proposed MBE set-aside cost percentage. However, 
no modification or waiver request may be submitted before at least thirty (30) percent of the 
Work is completed or after eighty (80) percent of the work is completed. Offeror shall submit 
evidence acceptable to the Department demonstrating that Offeror made a good faith effort to 
seek Ohio certified MBE subcontractors, in order to justify the granting of a waiver or 
modification. If a waiver or modification is denied, Offeror will have an opportunity to attain 
the percentage before the completion of the Work. Compliance with any modified cost set-
aside percentage is a term of this contract and failure to attain the percentage by the 
expiration of the contract may result in the Offeror being found in breach of contract.  

3.7.2 Fee at Risk Compliance with Offeror’s proposed cost MBE set-aside percentage is a term of 
this contract. Contractor agrees to place five (5) percent of its payment at risk for failure to 
attain the cost MBE set-aside percentage by the expiration of the contract.  
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3.8 Offeror: 
_______________________________________________________________________________________________________________ 
 
Description Cost 
 
 
 $ 
 
 
 $ 
 
 
 $ 
 
 
 $ 

 
All costs must be in U.S. dollars. 
 
All Offeror’s who seek to be considered for a contract award must submit the above information in the 
format specified. The Original Cost Summary must be included in a separate PDF saved as “Cost Proposal 
– RFP Number and Due Date”.  

 
4.0 Award of the Contract 
 

4.1 Contract Award The Department intends to award the Contract based on the schedule in the RFP, if the 
Department decides the Work is in the best interests of the Department and has not changed the award 
date. 

 
The Department expects the Contractor to commence the Work upon receipt of a state issued purchase 
order. If the Department awards a Contract pursuant to this RFP and the Contractor is unable or unwilling 
to commence the Work, the Department reserves the right to cancel the Contract and return to the original 
RFP process and evaluate any remaining Offeror’s Proposals reasonable susceptible of being selected for 
award of the Contract. The evaluation process will resume with the next highest-ranking, viable Proposal.  
 

4.2 Contract If this RFP results in a Contract award, the Contract will consist of this RFP including the Terms 
and Conditions, all forms, written addenda to this RFP, the Contractor’s accepted Proposal, and written 
authorized addenda to the Contractor’s Proposal. It will also include any materials incorporated by 
reference in the above documents and any purchase orders and amendments issued under the Contract. 

 
If there are conflicting provisions between the documents that make up the Contract, the order of 
precedence for the documents is as follows:  
 

1. The one-page Contract Signature page, Form 5.2.2 
2. The RFP, as amended, including the Terms and Conditions 
3. The documents and materials incorporated by reference in the RFP 
4. The Executive Order, EO2011-12K incorporated by reference in the RFP 
5. The Contractor’s Proposal, as amended, clarified, and accepted by the Department  
6. The documents and materials incorporated by reference in the Contractor’s Proposal 

 
Notwithstanding the order listed above, amendments issued after the Contract is executed may expressly 
change the provisions of the Contract. If they do so expressly, then the most recent amendment will take 
precedence over anything else that is part of the Contract.  
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5.0 Links – To be applicable to all Proposals and subsequent award(s), including sections named below: 
 

5.1 Instructions 
 

5.1.1 Proposal Instructions  
5.1.2 Evaluation of Proposals 
5.1.3 Proposal Format and Documentation Required 

 
5.2 Forms 

 
5.2.1 Offeror Required Information  
5.2.2 Contract Signature Page  
5.2.3 Offeror Profile 
5.2.4 Offeror Prior Projects 
5.2.5 Offeror’s Candidate References 
5.2.6 Offeror’s Candidate Education, Training, and Experience 
5.2.7 Offeror Performance Form 
5.2.8 Contractor/Subcontractor Affirmation and Disclosure 

 
5.3 Terms and Conditions 

 
5.3.1 Agency and Supplier Administration 
5.3.2 Services, Disclosure of Location of Services and Data 
5.3.3 Effective Date 
5.3.4 Contract Renewal 
5.3.5 Termination, Suspension, Reduction of Scope of Work & Remedies  
5.3.6 Compensation 
5.3.7 Invoice, Payment & Other Provisions 
5.3.8 Unresolved Findings for Recovery 
5.3.9 Suspensions and Debarments 
5.3.10 Discrimination and Affirmative Action Plan 
5.3.11 Purchase, Use or Transfer of Illegal Substances 
5.3.12 Contractor Relationship to Agency  
5.3.13 Worker’s Compensation Coverage 
5.3.14 Independent Enterprise 
5.3.15 Ohio Ethics Law 
5.3.16 Expenditure of Public Funds for Offshore Services: Requirements, Termination, Sanction, 

Damages 
5.3.17 Assignment of Rights 
5.3.18 Applicable Laws 
 

5.4 Additional Resources 
 

EOD Reporting    http://eodreporting.oit.ohio.gov/searchEODreporting.aspx 
 
Office of Budget and Management http://obm.ohio.gov/landingpages/vendor/default.aspx 
 
Office of Procurement Services http://procure.ohio.gov/proc/index.asp 
 
Ohio Shared Services   http://www.ohiosharedservices.ohio.gov/home.aspx 
 
Ohio Business Gateway  http://business.ohio.gov 
 
Ohio Secretary of State  http://www.sos.state.oh.us/SOS/Businesses.aspx 
 

http://education.ohio.gov/getattachment/About/Suppliers/Notices-for-Professional-Services-Vendors/RFP-Instructions.docx.aspx
http://education.ohio.gov/getattachment/About/Suppliers/Notices-for-Professional-Services-Vendors/RFP-Form-5-2-1.docx.aspx
http://education.ohio.gov/getattachment/About/Suppliers/Notices-for-Professional-Services-Vendors/RFP-Form-5-2-2.docx.aspx
http://education.ohio.gov/getattachment/About/Suppliers/Notices-for-Professional-Services-Vendors/RFP-Form-5-2-3.docx.aspx
http://education.ohio.gov/getattachment/About/Suppliers/Notices-for-Professional-Services-Vendors/RFP-Form-5-2-4.docx.aspx
http://education.ohio.gov/getattachment/About/Suppliers/Notices-for-Professional-Services-Vendors/RFP-Form-5-2-5.docx.aspx
http://education.ohio.gov/getattachment/About/Suppliers/Notices-for-Professional-Services-Vendors/RFP-Form-5-2-6-1.docx.aspx
http://education.ohio.gov/getattachment/About/Suppliers/Notices-for-Professional-Services-Vendors/RFP-Form-5-2-7-1.docx.aspx
http://education.ohio.gov/getattachment/About/Suppliers/Notices-for-Professional-Services-Vendors/RFP-Form-5-2-8.docx.aspx
http://education.ohio.gov/getattachment/About/Suppliers/Notices-for-Professional-Services-Vendors/Contract-for-Personal-Services-002.docx.aspx
http://eodreporting.oit.ohio.gov/searchEODreporting.aspx
http://obm.ohio.gov/landingpages/vendor/default.aspx
http://procure.ohio.gov/proc/index.asp
http://www.ohiosharedservices.ohio.gov/home.aspx
http://business.ohio.gov/
http://www.sos.state.oh.us/SOS/Businesses.aspx
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ODE Supplier Opportunities  http://education.ohio.gov/about/vendors 
 
All links are subject to change in accordance with State of Ohio laws, Ohio Revised Code, Ohio 
Administrative Code, Executive Orders or any other updates issued by the State of Ohio, Department of 
Administrative Services, and the Ohio Department of Education, Office of Fiscal Services. It is the Offeror’s 
responsibility to read and be aware of any changes, corrections, updates or deletions to any information 
included in the link(s) above.  

  

http://education.ohio.gov/about/vendors
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6.0 Guide for Proposal Submission  
 

This guide outlines steps for submission of a Proposal in response to the advertised Request for Proposal. This 
guide does not contain the complete instructions for preparing and submitting a Proposal and anything stated 
herein shall not be considered a term or condition of the Contract. The complete instructions can be found in Section 
5.1.1, Proposal Instructions.  
 
6.1_________________ Read the entire document, including all website links. Note critical items such as: Mandatory 

Requirements; goods or services required; submittal date and time; contract requirements; 
reporting requirements; minimum qualifications; read and understand the Terms and 
Conditions 

 
6.2_________________ Take advantage of the “Question and Answer” period specified in the schedule of events. 

Questions must be submitted online in the Inquiry Process as explained in the Instructions. 
See Section 5.1.1, Proposal Instructions. 

 
6.3_________________ Follow the format required in the RFP Instructions when preparing the response in 

chronological order. Provide point-by-point responses to all sections in a clear and concise 
manner. See Section 5.1.2, Proposal Format & Documentation Required. 

 
6.4_________________ Use the forms provided; i.e. Signed RFP Cover Page, Offeror Required Information, Offeror 

Profile and Prior Projects, Key Personnel forms, Disclosure Form, and Cost Summary Form. 
See Section 5.2, Forms. 

 
6.5_________________ Provide complete answers/descriptions. Do not assume the Department or any evaluation 

committee member will know what the Offeror’s capabilities are or what items/services the 
Offeror can provide, even if previously contracted with the Department. The Proposals are 
evaluated based solely on the information and materials provided in the Offeror’s response.  

 
6.6_________________ Check the State’s website for RFP addenda. It is the responsibility of the Offeror to be aware 

of additional information posed on the Web. 
 
6.7_________________ The following document may be submitted with the Proposal or within five (5) business days 

of request from the Office of Fiscal Services: Affirmative Action. No award will be made 
without this documentation. Offeror’s Proposal may be eliminated from further consideration 
upon failure to submit within the specified time frame. 

 
6.8_________________ If not a current supplier of the State of Ohio, the Offeror will download both the W-9 and 

Supplier Information Form and submit to Ohio Shared Services (OSS) at supplier@ohio.gov. 
See Section 5.4, Additional Resources.  

 
6.9_________________ Review and read the RFP document again to ensure you have addressed all requirements. 

Read and understand Supplements, if applicable. Offeror’s original response must be identical 
and complete. The response will be provided to the evaluation committee members and used 
to score the response.  

 
6.10_______________ Offeror’s response must be submitted on time. Late Proposals are never accepted. Make sure 

the email subject is labeled with the RFP Number and Due Date and contains both the 
Technical Proposal and Cost Proposal. Do not combine the Cost Proposal and Technical 
Proposal into a single PDF file.  
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Supplement One: Ohio MBE Subcontractor Data Collection Form 
 

EDU  
Contract ID 

Ohio MBE 
Subcontractor Name 

Subcontractor 
MBE Certification 

Number 

Current Ohio 
MBE Dollar 

Spend 

Ohio MBE 
Subcontractor 
Contact Person 

Description of 
Work Performed 

 
 
 

     

 
 
 

     

 
 
 

     

 
 
 

     

 
 
 

     

 
 
 

     

 
 
 

     

 
 
 

     

 
 
 

     

 
 
 

     

 
 
 

     

 
 
 

     

 
 
 

     

 
 
 

     

 
 
 

     

 
 
 

     

 


