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	State of South Carolina
Solicitation Request Form
	Solicitation Number:

Board Procurement Officer:


	      
      
FOR BOARD USE ONLY


For instructions, click here (jumps to page 4).

DESCRIPTION:        [Type in several words that identify the solicitation.]
USING GOVERNMENTAL UNIT:        [Type in name of all using agencies.]
AGENCY REQUISITION NUMBER:      
AGENCY PROCUREMENT OFFICIAL:       [Type in name, email, phone, and mailing address of the agency procurement official responsible for the procurement and resulting contract.]
RECOMMENDED SOURCE SELECTION METHOD (check all that apply)
 FORMCHECKBOX 
  IFB

 FORMCHECKBOX 
  RFP - Justification for Competitive Sealed Proposal included. (Ref. Code Section 11-35-1530(1))
 FORMCHECKBOX 
  BVB - Justification for Competitive Best Value Bidding included. (Ref. Code Section 11-35-1528(1))
 FORMCHECKBOX 
  FPB - Justification for Competitive Fixed Price Bidding included. (Ref. Code Section 11-35-1525(1))
 FORMCHECKBOX 
  Trade In Sale - Request for Trade-In Sales included. (Ref. Code Section 11-35-3830)
 FORMCHECKBOX 
  Other       (please specify) 
MULTI-TERM (check one) (Ref. Code Section 11-35-2030(2) and Regulation 19-445.2135, (D), (1) and (2))
 FORMCHECKBOX 
  One-Time Buy.

 FORMCHECKBOX 
  Contract term is for one year or less.

 FORMCHECKBOX 
  Contract term exceeds one year. Multi-term written determination included.

 Initial Contract Period:
      [Type in duration of initial contract period, e.g., 6 months, one year, two years.]
 Renewal Contract Period:
      [Type in duration of any renewal periods] [Note: Unless you tell us otherwise, renewals are automatic.]
 Number of Renewal Periods:
      [Type in number of times contract should renew, for renewal contract period, after initial term expires.]
 Maximum Contract Period:
      [Type in proposed beginning and ending dates of contract.]
Note: If contract term exceeds five years but not seven, contract must be approved by Director of Office of General Services. If contract term exceeds seven years, contract must be approved by vote of the Budget & Control Board. If appropriate, board procurement staff will assist with seeking these approvals.
RECOMMENDED VENDOR LIST: Identify potential contractors that may be interested in responding to the solicitation. Enter the name, address, and email of any suggested vendors below. If the list is long, attach an electronic file.  FORMCHECKBOX 
 None.
Text:       [Type, or paste, any additional text here.] or  FORMCHECKBOX 
  Electronic file provided with appropriate section labeled "Vendor List". 
UNIFORM SOLICITATION FORMAT

This portion of this form is organized into Parts. These Parts parallel the format of the uniform solicitation format laid out in the Compendium. Consult the Compendium for additional guidance regarding both the uniform solicitation format and the appropriate use of optional standard additional bidding instructions and contract clauses.
PART 1 - I. SCOPE OF SOLICITATION

BRIEF INTRODUCTION: Provide a very brief overview of the general scope and purpose of the solicitation. Ordinarily, the information provided in this section should be limited to a brief overview of the products or services to be acquired and should elaborate on the description appearing on the cover page. Enter any suggested text below. If lengthy, attach an electronic file.  FORMCHECKBOX 
 None.
Text:       [Type, or paste, any additional text here.] or  FORMCHECKBOX 
  Electronic file provided with appropriate section labeled "Part 1".

OTHER: If appropriate, use attached Appendix P to select individual provisions from Part 1 of the optional standard additional provisions. If one or more of these provisions is not adequate, enter any suggested additional text below. If lengthy, attach an electronic file.  FORMCHECKBOX 
 None.
Text:       [Type, or paste, any additional text here.] or  FORMCHECKBOX 
  Electronic file provided with appropriate section labeled "Part 1". 
PART 2A - II. INSTRUCTIONS TO OFFERORS - A. GENERAL INSTRUCTIONS

STANDARD PROVISIONS ONLY: All provisions appearing in Part 2A of the Compendium will appear in this portion of the solicitation. Do not submit instructions that duplicate these standard provisions. Also, draft your solicitation instructions to be consistent with the definitions provided.
PART 2B - II. INSTRUCTIONS TO OFFERORS - B. SPECIAL INSTRUCTIONS

Part 2B should contain all bidding instructions except those appearing in Part 2A.

CONFERENCE (check all that apply) (All conferences must be approved by the Board's responsible procurement officer.)
 FORMCHECKBOX 
  None

 FORMCHECKBOX 
  Pre-Bid / Proposals
 FORMCHECKBOX 
   Site Visit
Site Visit Location:       [Type in address where any site visit will be held.]
OTHER: Use attached Appendix P to select all appropriate individual provisions from Part 2B of the optional standard additional bidding instructions. Do not submit custom solicitation instructions for matters covered in this list, unless you've explained why the standard provision is inadequate. If one or more of these provisions does not provide adequate additional bidding instructions, enter your explanation and suggested additional instructions below. If lengthy, attach an electronic file.  FORMCHECKBOX 
 None.
Text:       [Type, or paste, any additional text here.] or  FORMCHECKBOX 
  Electronic file provided with appropriate section labeled "Part 2B". 
PART 3 - III. SCOPE OF WORK / SPECIFICATIONS

Part 3 should contain any specifications for a commodity that are not directly included in the bid schedule. This section should also contain either (1) the scope of work for any services required, or (2) if you anticipate a "solutions based" RFP, a description of the solution you need the contractor to provide. If the specifications are contained completely within the Bidding Schedule, it may be appropriate to leave this section blank.

 FORMCHECKBOX 
  Leave Section Blank
 FORMCHECKBOX 
  Electronic file provided with appropriate section labeled "Part 3".
 FORMCHECKBOX 
  Include justification for using a brand name specification – if specifications are brand name. (Ref. Regulation 19-445.2140)
DELIVERY/PERFORMANCE LOCATION: Select an address from the on-line requisition form. Otherwise, enter the address where any supplies are to be delivered or any work performed. If you are unable to provide an address prior to award, enter instructions regarding delivery and whether the location will be specified in the purchase order.
Text:       [Type, or paste, any additional text here.] or  FORMCHECKBOX 
  Electronic file provided with appropriate section labeled "Part 3". 
OTHER: If appropriate, use attached Appendix P to select individual provisions from Part 3 of the optional standard specifications / performance requirements. 

PART 4 - IV. INFORMATION FOR OFFERORS TO SUBMIT

Use Part 4 to request information that will be used only for evaluation, if that information does not belong elsewhere in the solicitation, and to request other information that does not fit appropriately in another section. Enter any suggested text below. If lengthy, attach an electronic file.  FORMCHECKBOX 
 None. 
Text:       [Type, or paste, any additional text here.] or   FORMCHECKBOX 
  Electronic file provided. Appropriate section labeled "Part 4". 

PART 5 - V. QUALIFICATIONS

This section facilitates the determination of responsibility. The basic clause entitled “Qualifications” is automatically included.

Select individual provisions from Part 5 of the attached list of optional standard additional provisions. Do not submit custom qualification provisions for matters covered in this list unless you've explained why the standard provision is inadequate.
MANDATORY MINIMUM QUALIFICATIONS: Avoid using mandatory minimum qualifications - they restrict competition. If you must establish mandatory minimum requirements for experience or other qualifications, the clause labeled “Qualifications – Mandatory Minimum” should be selected. For suggested language and instructions on completing this clause, see the clause specific guidance in the Compendium. Enter the text of your minimum requirements below. If lengthy, attach an electronic file.  FORMCHECKBOX 
 None.
Text:       [Type, or paste, any additional text here.] or  FORMCHECKBOX 
  Electronic file provided with appropriate section labeled "Part 5". 
REQUIRED INFORMATION: If specific information or documentation is required, the clause entitled “Qualifications – Required Information” should be used. For suggested language and instructions on completing this clause, see the clause specific guidance in the Compendium. Enter the text of your suggested list of required information below. If it is lengthy, attach an electronic file.  FORMCHECKBOX 
 None.
Text:       [Type, or paste, any additional text here.] or  FORMCHECKBOX 
  Electronic file provided with appropriate section labeled "Part 5". 
See the general guidance for Part 5 in the Compendium for help with requesting references, distinguishing between pre-award responsibility requirements and post-award performance obligations, differentiating between experience of the staff and experience of the offeror, and for addressing subcontractor qualifications.
Part 5, Qualifications, should not include post-award performance obligations. This area is only for requesting information or documentation that will be used to determine responsibility.  For example, the following statement is a performance obligation that should appear in Part 3 (Scope of Work / Specifications), not a responsibility requirement for Part 5: "Contractor must maintain a service organization in Spartanburg adequate to service this contract."
PART 6 - VI. AWARD CRITERIA

This section should contain the criteria that will be used for determining award and the evaluation factors used in any evaluation. Prior to drafting this section, you should carefully consider how the various possible responses will be evaluated. If you ask for pricing or cost information that will not be used either to determine the low bid or the highest ranked offeror, state that fact specifically. For example, if the price or cost of options on equipment is sought but will not be included in your evaluation, state something like "Option pricing will not be used to determine the lowest bidder. An offer may be rejected if option pricing is deemed unreasonable."

OTHER: If appropriate, select individual provisions from Part 6 of the attached list of optional standard additional provisions. If one or more of these clauses does not prove adequate, or if the source selection method is competitive best value bidding or competitive sealed proposals, enter your suggested award criteria below. If they are lengthy, send them to us in an electronic file.  FORMCHECKBOX 
 None.
Text:       [Type, or paste, any additional text here.] or  FORMCHECKBOX 
  Electronic file provided with appropriate section labeled "Part 6". 
PART 7A - VII. TERMS AND CONDITIONS - A. GENERAL

STANDARD CLAUSES ONLY: All the clauses appearing in Part 7A of the Compendium will appear in this portion of the solicitation. Do not submit text that duplicates our standard clauses. Also, draft your contract clauses to be consistent with the definitions provided in Part 2A.
PART 7B - VII. TERMS AND CONDITIONS - B. SPECIAL

OTHER: Use attached Appendix P to select any appropriate individual clauses from Part 7B of the optional standard additional clauses. Do not submit custom contract clauses for matters covered in this list, unless you've explained why the standard clause is inadequate. If one or more of these clauses does not provide adequate additional contract terms (other than scope of work / specifications), enter any suggested additional text below. If lengthy, submit it to us in an electronic file.  FORMCHECKBOX 
 None.
Text:       [Type, or paste, any additional text here.] or  FORMCHECKBOX 
  Electronic file provided with appropriate section labeled "Part 7B". 
PART 8 - VIII. BIDDING SCHEDULE / COST PROPOSAL

Enter below any suggested text or instructions regarding this section. If they are lengthy, include them in your electronic file.  FORMCHECKBOX 
 None.
Text:       [Type, or paste, any additional text here.] or  FORMCHECKBOX 
  Electronic file provided with appropriate section labeled "Part 8". 
PART 9 - IX. ATTACHMENTS TO SOLICITATION

List below, or include with your electronic file, any attachments you are providing. If possible, provide all attachments in electronic format. (Microsoft Excel, Word, PDF, and "TIF" are readily usable.)  FORMCHECKBOX 
 None.
Text:       [Type, or paste, any additional text here.] or  FORMCHECKBOX 
  Electronic file provided with appropriate section labeled "Part 8". 
---------------------------------------------------------------------------------------------------------------------------------------------------

INSTRUCTIONS
(click for top of page)

1.
To initiate a procurement, check the appropriate boxes, fill out the blank spaces, and submit this form to the appropriate Board procurement office. Submit this form as an attachment to your on-line requisition, along with all required electronic files.
2.
Everything must be submitted in electronic format. Except for attachments, Only Microsoft Word or ASCII text files (use Microsoft WordPad) are acceptable.
3.
Paper submittals, incomplete submittals, and submittals lacking required information or justification forms will be returned. Deficiencies will be noted.

4.
Once a proper submittal is received, the responsible Board procurement officer will prepare a final draft solicitation, which will be emailed to the agency contact for review and comment. The draft solicitation will be in MS Word and will be password protected, with the "track changes" function enabled. Make any suggested changed directly to this draft and return it by reply email. This process will allow the responsible procurement officer to quickly identify any suggested changes made to the draft solicitation.
NOTES

1.
If a clause is referenced by name, the clause appears in the Compendium. As used herein, "Compendium" refers to a publication of ITMO and SPO entitled Uniform State Provisions & Clauses. To download a copy, click here: 

2.
Throughout this document, you will be given the option of selecting individual, optional additional standard clauses from the attached list. Certain clauses in each section are included automatically based on the information you provide. For a complete explanation, see the Compendium, particularly Appendix L - Standard Solicitation Groups – Decision Tree. Do not cut and paste the text of these clauses into what you submit!
3.
Written Justifications: Written justifications and findings required by law must be retained in the official contract file and must provide sufficient detail and explanation to satisfy an audit. You should explain exactly how each statutory or regulatory requirements has been met or considered. (Ref. Code Section 11-35-210) For justification forms, click here: 

4.
Submit feedback regarding this Solicitation Request Form to compendium@mmo.state.sc.us.

---------------------------------------------------------------------------------------------------------------------------------------------------
SPECIAL NOTES TO BOARD PROCUREMENT OFFICER FROM USING AGENCY:      

Excerpt from Compendium - Appendix P - APS Table of Clauses Appearing In Compendium
Do not submit custom provisions or clauses for matters covered in this list, unless the standard provision is inadequate. Refer to the Compendium for the text and guidance regarding each of these clauses and provisions.

Part 1 - I. Scope Of Solicitation

 FORMCHECKBOX 

1020
Budget - Desired Range (January 2006):

 FORMCHECKBOX 

1025
Budget Estimate (January 2006)

 FORMCHECKBOX 

1030
Budget Maximum (January 2006)

 FORMCHECKBOX 

1035
Funds Not Available (January 2006)

 FORMCHECKBOX 

1040
Maximum Contract Period -Estimated (January  2006)

Part 2b - II. Instructions To Offerors - B. Special Instructions
 FORMCHECKBOX 

2B010
Bid Bond (January 2006)

 FORMCHECKBOX 

2B015
Board Approval Required (January  2006)

 FORMCHECKBOX 

2B045
Descriptive Literature - Labeling (January 2006)

 FORMCHECKBOX 

2B050
Descriptive Literature - Required (January 2006)
 FORMCHECKBOX 

2B080
Mail Pickup (January 2006)

 FORMCHECKBOX 

2B085
Offering By Item  (January  2006)

 FORMCHECKBOX 

2B090
Offering By Item Or Lot  (January  2006):

 FORMCHECKBOX 

2B095
Offering By Lot  (January  2006)

 FORMCHECKBOX 

2B115
Price As Discount  (January 2006)

 FORMCHECKBOX 

2B125
Qualified Products List (January  2006)

 FORMCHECKBOX 

2B130
Samples  (January 2006)

 FORMCHECKBOX 

2B135
Samples-Testing  (January 2006)

 FORMCHECKBOX 

2B170
Unit Prices Required (January 2006)

Part 3 - III. Scope Of Work / Specifications

 FORMCHECKBOX 

3025
Delivery Date-- 30 Days ARO (January  2006)

 FORMCHECKBOX 

3035
Delivery Costs--Exemption (January 2006)

 FORMCHECKBOX 

3040
Delivery Date --Specified (January  2006)

 FORMCHECKBOX 

3045
Delivery Date- By Purchase Order  (January  2006)

 FORMCHECKBOX 

3050
Installation (January  2006)

 FORMCHECKBOX 

3055
Operational Manuals (January 2006)

 FORMCHECKBOX 

3060
Quality - New (January 2006)

 FORMCHECKBOX 

3065
Quality -- Refurbished (January 2006)

 FORMCHECKBOX 

3070
Quality -- Used (January 2006)

 FORMCHECKBOX 

3075
Technical Support -- Included (January  2006)

 FORMCHECKBOX 

3080
Training (January  2006)

Part 4 - IV. Information For Offerors To Submit

 FORMCHECKBOX 

4005
Info For Offerors To Submit-Evaluation  (Jan 2006)

 FORMCHECKBOX 

4020
Offshore Contracting (January 2006)

 FORMCHECKBOX 

4025
Recycled Product (January 2006)

Part 5 - V. Qualifications

 FORMCHECKBOX 

5010
Qualifications - Mandatory Minimum (January  2006)

 FORMCHECKBOX 

5015
Qualifications - Required Information (Jan 2006)

 FORMCHECKBOX 

5030
Subcontractor-- Identification (January 2006)

Part 6 - VI. Award Criteria

 FORMCHECKBOX 

6005
Award By Item (January 2006)

 FORMCHECKBOX 

6010
Award By Item Or Lot  (January  2006)

 FORMCHECKBOX 

6015
Award By Lot (January 2006)

 FORMCHECKBOX 

6035
Award To Multiple Offerors (January 2006)

 FORMCHECKBOX 

6040
Award To One Offeror (January 2006)

 FORMCHECKBOX 

6055
Calculating Low Bid-Maintenance  (January 2006)

 FORMCHECKBOX 

6057
Competition From Public Entities (January 2006)

 FORMCHECKBOX 

6060
Evaluation Factors--Best Value Bids (January 2006)

 FORMCHECKBOX 

6065
Evaluation Factors --Proposals (January 2006)

 FORMCHECKBOX 

6075
Unit Price Governs (January 2006)

Part 7b - VII. Terms And Conditions - B. Special

 FORMCHECKBOX 

7B025
Changes (January 2006)

 FORMCHECKBOX 

7B030
CISG (January 2006)

 FORMCHECKBOX 

7B035
Compliance With Laws

 FORMCHECKBOX 

7B040
Conference --Pre-Performance (January 2006)

 FORMCHECKBOX 

7B055
Contractor's Liability Insurance (January 2006)

 FORMCHECKBOX 

7B060
Contractor Personnel (January 2006)

 FORMCHECKBOX 

7B065
Contractor's Obligation-- General (January 2006)

 FORMCHECKBOX 

7B067
Contractor’s Use Of State Property (January 2006)
 FORMCHECKBOX 

7B075
Default (January 2006)

 FORMCHECKBOX 

7B080
Default-- Short Form (January 2006)

 FORMCHECKBOX 

7B085
Disposal Of Packaging (January 2006)

 FORMCHECKBOX 

7B090
Estimated Quantity - Purchases From Other Sources

 FORMCHECKBOX 

7B095
Estimated Quantity - Unknown (January  2006)

 FORMCHECKBOX 

7B100
Indemnification -Third Party Claims (January 2006)

 FORMCHECKBOX 

7B105
Intellectual Property Infringement (January 2006)

 FORMCHECKBOX 

7B115
Licenses And Permits (January 2006)

 FORMCHECKBOX 

7B120
Material And Workmanship (January 2006)

 FORMCHECKBOX 

7B125
Ownership Of Data & Materials (January 2006)

 FORMCHECKBOX 

7B130
Pack Size- Bundling (January 2006)

 FORMCHECKBOX 

7B135
Packaging (January 2006)

 FORMCHECKBOX 

7B140
Palletizing (January 2006)

 FORMCHECKBOX 

7B145
Partial Shipments (January 2006)

 FORMCHECKBOX 

7B150
Performance Bond Required- ITMO (January 2006)

 FORMCHECKBOX 

7B155
Performance Bond Required (January 2006)

 FORMCHECKBOX 

7B160
Price Adjustments (January 2006)

 FORMCHECKBOX 

7B165
Price Adjustment/Limited (January 2006)

 FORMCHECKBOX 

7B170
Price Adjustments- CPI -All Items(January 2006)

 FORMCHECKBOX 

7B175
Price Adjustment-CPI-Goods & Services (Jan 2006)

 FORMCHECKBOX 

7B180
Price Adjustments --Limited By PPI (January 2006)

 FORMCHECKBOX 

7B185
Pricing Data-Audit-Inspection (January 2006)

 FORMCHECKBOX 

7B190
Printing Manual (January 2006)

 FORMCHECKBOX 

7B195
Privacy-- Web Services  (January 2006)

 FORMCHECKBOX 

7B200
Purchasing Card (January 2006)

 FORMCHECKBOX 

7B205
Relationship Of The Parties (January 2006)

 FORMCHECKBOX 

7B210
Relationship Of Using GOVEN Units (January 2006)

 FORMCHECKBOX 

7B220
Shipping/Risk Of Loss (January 2006)

 FORMCHECKBOX 

7B235
Storage Of Materials (January 2006)

 FORMCHECKBOX 

7B240
Term Of Contract-Effective Date/Initial (Jan 2006)

 FORMCHECKBOX 

7B245
Term Of Contract-Option To Renew (January 2006)

 FORMCHECKBOX 

7B250
Term Of Contract-Term. By Contractor (Jan 2006)

 FORMCHECKBOX 

7B255
Termination/ Convenience-Indefinite Del (Jan 2006)

 FORMCHECKBOX 

7B260
Termination For Convenience-Short (January 2006)

 FORMCHECKBOX 

7B265
Termination For Convenience

 FORMCHECKBOX 

7B270
Waiver Of Claims / Consequential Damages(Jan 2006)

 FORMCHECKBOX 

7B275
Warranty-One Year (January 2006)

 FORMCHECKBOX 

7B280
Warranty -Standard (January 2006)

 FORMCHECKBOX 

7B285
Year 2000 Warranty (January 2006)
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