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This Invitation for Bids (IFB) Questionnaire has been prepared to ask for key information required to develop an IFB for direct client services. By completing each section in sufficient detail, DHS Purchasing will be able to create an IFB that complies with the Utah Procurement Code (UC 63G-6a), Utah Administrative Rules (R33), and contains all of the required elements of an IFB.
The IFB is an official statement to bidders about a description of the procurement item(s) sought and the objective criteria that will be used to evaluate the bids. More importantly, it is the foundation upon which agency—bidder relationship is established. Therefore, information provided under each question should be carefully crafted in order to get the best quality service from a qualified provider. 
Please fill in the variable information specific to your requirements. It is important that the information is explained in sufficient detail to allow the reader to understand the requirement and respond appropriately.
Please make sure that the answers to each of the following questions are addressed as though you are talking to the provider community. It is the intent of DHS Purchasing to cut and paste your answers into the IFB document. Upon completion, DHS Purchasing and your agency may meet to review and discuss each element of the IFB document and make appropriate changes and additions prior to publication. 
Helpful hints in preparing the IFB:
· The contract will be awarded to the lowest responsive and responsible bidder who meets the objective criteria described in the IFB, unless the IFB will result in multiple awards then the contracts will be awarded as described in the IFB.
· By Utah Procurement Code and Utah Administrative Rule, your agency will not be permitted to negotiate any terms and conditions, mandatory minimum requirements, technical requirements after the closing date of the IFB.
· It is the experience of DHS Purchasing that the best IFBs are those that are written with the end in mind. Preparing a draft of the technical requirements and mandatory minimums first is helpful in writing the scope of work. REMEMBER: a bid must only be evaluated using the objective criteria described in the IFB.
· Remember that a bidder’s bid will be rejected if it is: conditional; attempts to modify the bid requirements; contains additional terms or conditions; or fails to conform to the requirements or specifications of the IFB. Review the State of Utah’s Standard Terms and Conditions to determine if your agency needs to modify any term to fit the IFB.
· Bids shall be based on the lowest bid for the entire term of the contract; and cost may not be divided or evaluated on any other basis than the entire term of the contract. All bids must be based upon a definite calculated price.
· Remember to discuss all options with DHS Purchasing.

DHS Invitation for Bid (IFB)
Required Information Questionnaire

	Agency Contact Information

	Requesting Agency: 
	Click here to enter Department name.
	Contact Person:
	Click here to enter Contact Person.
	Email:
	Click here to enter Email Address for Contact Person.
	Phone: 
	Click here to enter Phone Number for Contact Person.


The following questions represent the key information required to create the IFB document. Please complete each question with sufficient detail: 

	What is the purpose of this IFB?

	Read the information above and then click to enter your text.

	Under the Utah Procurement Code your agency may award a contract to a single bidder or multiple bidders. Will the IFB result in a single contract or multiple award contracts?
☐ SINGLE AWARD  
☐ MULTIPLE AWARD* 
If this IFB will result in multiple awards, the Utah Procurement Code and Utah Administrative Rule requires that the IFB  indicate the methodology or formula to be used to determine the number of contract awards and requires that we specify whether contracts will be awarded on a statewide, regional, combined statewide and regional coverage, or agency specific requirement or other criteria such as: adequate service delivery, service availability, or compatibility with existing service, primary or secondary contract awards. See Section 63G-6a-1204.5 of the Utah Procurement Code and Utah Administrative Rule R33-12-301 and 301a.

	*(to be completed only when multiple award was selected)
A multiple award contract may be awarded under a single solicitation when two or more bidders for similar procurement items are needed for coverage on a statewide, combined statewide and regional basis, agency specific requirement, or other criteria specified in the solicitation such as: client need, adequate service delivery, service availability, or compatibility with existing services.
Multiple award contracts in a multiple award contract shall be conducted and awarded in accordance with Utah Code 63G-6a, Part 6 to the lowest responsive and responsible bidder(s) who meet the objective criteria described in the IFB using the following methods: (Select one box from below.)
(1) Lowest bids for all procurement items solicited provided the solicitation indicates that multiple contracts will be awarded to the lowest bidders for all procurement items being solicited as determined by the following methods:
☐all bids within a specified percentage, not to exceed five percent, of the lowest responsive and responsible bid, unless otherwise approved in writing by the chief procurement officer or head of a procurement unit with independent procurement authority;
☐all responsive and responsible bidders will be awarded a contract, provided the contract specifically directs that orders must be placed first with low bidder unless the lowest bidder cannot provide the needed procurement item, then with the second lowest bidder unless the second lowest bidder cannot provide the needed procurement item, then with the third lowest bidder unless the third lowest bidder cannot provide the needed procurement item, and so on in order from the lowest responsive and responsible bidder to the highest responsive and responsible bidder; or
☐	other methodology described in the solicitation to award contracts. 
		Read the information above and then click to enter your text.
(2) ☐Lowest bid by Category provided:
· the solicitation indicates that a contract will be awarded based on the lowest bid per category; and
· only one bidder may be awarded a contract per category.
(3) ☐Lowest bid by line item provided:
· the solicitation indicates that a contract will be awarded based on the lowest bid per line item, task or service; and
· only one bidder may be awarded a contract per line item, task or service.
(4) ☐Other specific objective methodology described in the solicitation, such as R33-12-302 for primary and secondary contracts, approved by the chief procurement officer or head of a procurement unit with independent procurement authority.
		Read the information above and then click to enter your text.

	What is the estimated cost of the procurement item?
It is helpful to identify the procurement item cost, so that DHS Purchasing can determine if an alternative procurement process is in the best interest of your Agency. See R33-4-104 through 108. The estimated cost will not be listed on IFB solicitation document.

	Click to use drop-down menu to select the estimated cost of the contract.
	What is the desired length of contract, including any renewal options? 
Please note that the standard contract term for executive branch procurement units is 5 years unless a shorter or longer period is approved as required by R33-12-404. 
If your contract will require renewal options, you must provide a written justification statement to DHS Purchasing in compliance with R33-12-404.1.  

	Read the information above and then click to enter your text.

	What is the background of your agency, including background information on the procurement item?
Providing background about your agency will assist the bidder community to have a better understanding of your agency mission and how they should respond to the IFB requirements. You may use examples of your agency’s prior use of the procurement item or why the procurement item is needed, including the specific purpose of the procurement item.

	Read the information above and then click to enter your text.

	To assist DHS Purchasing in determining the correct terms and conditions, indicate if the IFB will result in the following: 
Select the terms and conditions that apply to agency contract.  


	☐DHS Service Contract ☐State Vendor Contract for services provided in a State facility. 
DHS Purchasing will attach the terms and conditions selected above to the IFB. The standard terms and conditions contain requirements to adequately protect the State of Utah and your agency.
Does your agency require unique/modified or additional terms and conditions OR attachments?  ☐ NO  
☐ YES *  Please attach them as a separate document 
(*Agency must work with AG and/or Contract Manager prior to publication)
Other Information (optional):  Click here if you need to enter information in this optional field.


	Do you intend to hold a site visit or pre-bid conference:
The electronic bidding tool (BidSync) allows for real time Questions & Answers and satisfies most requirements for pre-bid conferences. If a mandatory site visit or pre-bid conference is required, specify here. Pre-bid conferences and site visits must require mandatory attendance by all bidders. R33-6-103(a).  The failure to attend a mandatory pre-bid conference shall result in the disqualification of any bidder that does not attend. R33-6-103(f).
If a pre-bid conference or site visit is held, then you shall maintain: (1) an attendance log; (2) minutes of the pre-bid conference or site visit; and (3) copies of any documents distributed to the attendees at the pre-bid conference or site visit. R33-6-103(2)(a). 
Listening to or viewing audio or video recordings of a mandatory pre-bid conference or site visit may not be substituted for attendance, unless approved in writing by the chief procurement officer.

	Site Visit                     ☐ YES  ☐ NO
If yes, mandatory site visits must be attended in person.
If yes, please provide the date in which your agency will hold a pre-bid conference to discuss the multiple stage process with potential bidder:    Click here to enter a date.
Pre-bid Conference   ☐ YES ☐ NO
If yes, please identify how attendees may attend the pre-bid conference:
   Click to use drop-down menu to select the type of pre-bid conference.
If yes, please provide the date in which your agency will hold a pre-bid conference to discuss the multiple stage process with potential bidder:    Click here to enter a date.
Other Information:  Click here if you need to enter information in this optional field.

	Are bidders required to submit any professional licensing as part of this IFB?
It is the policy of DHS Purchasing to require applicable contract licensing in accordance with the related section of Utah Code Title 58-1 Division of Occupational and Professional Licensing Act.  Professions impacted by this policy can be found at http://dopl.utah.gov/licensing/index.html. If a professional license is required under this section then only those bidders that have that professional license will be considered responsive and responsible under this IFB.

	☐ YES     ☐ NO  
If yes, please list the professional license(s) that are required under this IFB:
 Click here if you need to enter information in this optional field.

	Are there mandatory minimum requirements or technical specifications that the bidders must meet in order for their bids to be considered?  If so, please provide a detailed list that are contained in your scope of work and must be met in the bid response: 
Please Note:  the Purchasing Agent must reject any bid not meeting mandatory or minimum requirements. See §63G-6a-606. Examples include:  experience, performance ratings, or other objective criteria.  
Specifications shall be drafted with the objective of clearly describing the procurement unit’s requirements and encouraging competition. See R33-4-103(2).  The specifications shall emphasize the functional or performance criteria necessary to meet the needs of the procurement unit. See R33-4-103(3).
Specifications may not be unduly restrictive and shall seek to encourage competition and promote the overall economy and best use for the purposes intended in satisfying the needs of the procurement unit.  See §63G-6a-407.

	Read the information above and then click to enter your text.
	Provide a complete and detailed scope of work and requirements:
The purpose of the scope of work is to define correctly, clearly, concisely, and completely all the obligations of the parties with respect to the effort to be performed.  This section of the IFB is very important.  If appropriately written, it will produce responsive bids and ease the task of managing the contract.  The scope of work needs to include an accurate and detailed description of the essential and technical requirements that the bidder must meet. The scope of work is:  (1) what the bidder is expected to be able to do, (2) what the agency agrees to do, (3) instructions to the bidder, (4) the specifications that will form the basis for the contract. The Scope of Work will be included in the final contract.
The scope of work might include details such as:  services or work to be performed; timeline for completion of work; how and where work is to be performed; procedures to be followed; safety and liability issues; any specific requirements; any limitations; etc.

	Read the information above and then click to enter your text.

	How will pricing be submitted? (Example: hourly or monthly rate; amount per task; budget etc.) Work with DHS Purchasing for examples or assistance. Please attach your pricing worksheet.


	What is the required price guarantee period?
Typical choices are (a) pricing is guaranteed for the entire term of the contract; or (b) pricing is guaranteed for a specified period of time and then price adjustments can be made.  
Note:  Make sure the price guarantee period is in line with industry standards.  If you are able to link price adjustments to a specific index, indicate here.

	Read the information above and then click to enter your text.
	Will this IFB require any bid, payment and performance bonds, or other security?
Pursuant to R33-6-102(4) of the Utah Administrative Code an invitation for bids may require a bid, payment and performance bond amounts shall be as prescribed by applicable law or must be based upon the estimated level of risk associated with the procurement item and may not be increased above the estimated level of risk with the intent to reduce the number of qualified bidders.

	☐ NO  ☐ YES   If yes, please attach them as a separate document.
Other Information (optional): Click here if you need to enter information in this optional field.

	Requested deadline for receipt of bids:
Pursuant to Section 63G-6a-406 of the Utah Procurement Code, State Purchasing shall publish this IFB for at least seven days before the deadline for submission of a bid, unless State Purchasing reduces the seven-day period and signs a written statement that a shorter period is needed and that competition from multiple sources may be obtained within the shorter period of time.

	Click here to enter a date.

	If any, state page limit for bids submitted in response to this IFB:

	Read the information above and then click to enter your text.

	List any suggested providers that the agency believes would respond to this IFB:
DHS Purchasing will publically post this IFB solicitation on Bidsync; however, DHS Purchasing requests that the Agency provide the contact information (including vendor name, phone number, email address, etc) of any suggested providers the Agency believes will be able to bid on this IFB. 
NOTE: Suggested providers must still submit bids as required in the IFB solicitation documents.  Suggested providers are not guaranteed a contract.  

	Read the information above and then click to enter your text.
	If it is anticipated that this IFB will require a multiple stage bidding process, please answer questions below.

	Will this IFB require a multiple stage bidding process:
You may conduct an IFB solicitation using a multiple stage bidding process to: (a) narrow down the number of bidders who will progress to subsequent stages; (b) prequalify bidders for subsequent stages. See §63G-6a-609. You may enter into a single contract or multiple contracts using a multi stage bidding process; however, such intentions must be identified in the IFB solicitation. The bidders’ pricing information will not be collected until the final stage.

	☐ NO  ☐ YES  How many do you believe are necessary?    Choose the number of stages.

	Describe the requirements for and the purpose of each stage:
Prequalifying bidders to participate in subsequent stages must be done in accordance with Section 63G-6a-403 of the Utah Procurement Code. 

	Read the information above and then click to enter your text.
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