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	Proposal prices and terms shall be firm for sixty (60) days from the date of proposal opening, unless otherwise specified in this Request for Proposal by the UW-Madison Purchasing Services.
If NO BID (check here)        and return.

	DESCRIPTION

	TITLE/DESCRIPTION OF PROPOSAL

Best and Final Offer (BAFO)



 Section #1:  General Information

1.1
Purpose 

The University is extending your company the opportunity to present the University with a Best and Final Offer (BAFO).  Your response will be used to complete the evaluation process and determine the best proposal for the University.  Before awarding the contract associated with this RFP, the Evaluation Committee is seeking the additional information included in Section 4. The evaluation committee will evaluate the submissions and rescore the responses as applicable. Proposers are not required to submit a BAFO and may submit a written response stating that their response remains as originally submitted.
	COMPANY NAME:   

	COMPANY STREET ADDRESS: 

	COMPANY CITY,  STATE &   ZIP: 

	SIGNATURE:
                                                                                                     DATE :

	TYPE OR PRINT NAME: 


	TITLE:

	TELEPHONE NUMBER:  (         ) 

                         FAX NUMBER:      (         )

	EMAIL ADDRESS:
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Section #2:  Preparing and Submitting the BAFO

2.1
Applicable Dates

	Date
___________________

___________________​​​​​​​​​ 


	Event
Date of Issue of the BAFO

BAFO Due Date [Agent Choose] and Time



2.2
Submittal Instructions
AGENT NOTE:  Edit this Section carefully. Do you need hard copies? Should BAFO’s be emailed or faxed? Do you need a time?
NUMBER OF COPIES TO BE SUBMITTED:  

___ (#) hard copies of the completed BAFOs, including the signed original, may be mailed, delivered by Proposer, or by a third-party/courier service in a sealed envelope or package with the RFP number on the outside.   ____ (#) CD/DVD/Flash Drive copies of the BAFO must also be submitted. 
BAFOs submitted after the due date and time may not be accepted. Only the original proposal submitted will be used to score.
RETAIN A COPY OF YOUR BAFO FOR YOUR FILES

If hand delivering to Purchasing Services, please come to the 6th Floor Reception Desk in Suite 6101 and  call 608-262-1526 for assistance. 
BAFOs may be dropped off at Purchasing Services, 21 N. Park Street, Suite 6101, Madison, WI 53715-1218, between the hours of 7:00 AM and 4:00 PM prior to the due date and time. 

FAXED OR E-MAILED RESPONSES WILL NOT BE ACCEPTED.  [AGENT CHOOSE]

-OR-

[AGENT:  CHOOSE]

If faxing or e-mailing, the University will accept completed BAFOs [faxed to (608) 262-4467] or [e-mailed to agent@bussvc.wisc.edu] 
Submitting a BAFO to any other e-mail address than agent@bussvc.wisc.edu does not constitute receipt of a valid BAFO by Purchasing Services.  Proof of transmission doesn't constitute proof of receipt.  E-mail submissions must be a scanned copy of the document with ACTUAL signatures and initials (not typed or electronic signatures), or those pages that require signatures and/or initials must be signed and returned via fax (608-262-4467) and should be received prior the stated due date.
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 2.3
BAFO Response Format

BAFOs should be typed and submitted on 8.5 by 11 inch paper and bound securely. The response should be organized and presented in the following order.  Each section should be separated by tabs or otherwise clearly marked.  The contents within each tab should reference the section or attachment number assigned in the BAFO. 

AGENT NOTE:  Sample Only.  The order of items listed below is agent’s choice to edit.   Make sure listed items below pertain to your BAFO.  Remember to check Section 4 for consistency.
Tab 1: Request for Proposal BAFO form signed by an authorized representative of proposing company - Cover Page.
Tab 2:
Responses to clarifications and questions in Sections 4.X – 4.X. 

Tab 3:
Cost Proposal, Attachment B.

Tab 4:
Other


RETAIN A COPY OF YOUR BAFO RESPONSE FOR YOUR FILES

2.4
Incurring Costs



The State of Wisconsin is not liable for any cost incurred by proposers in replying to this RFP.

2.5
Oral Presentations, Product Demonstrations and Proposer Location Site Visits

[AGENT: CHOOSE ONE] 

The University, at its sole discretion, may require oral presentations, product demonstrations and/or proposer location site visits to validate information submitted with the proposals.  Failure of a proposer to conduct a presentation on the date scheduled or allow an on-site/proposer site visit may result in rejection of the proposal.  These events cannot be used as an opportunity to alter proposals submitted. 


Oral Presentations/Product Demonstrations
The University is extending your company the opportunity to present a Best and Final Offer (BAFO) and an Oral Presentation on DATE AND TIME. The presentation will be at LOCATION Madison, WI.
[EDIT AS NEEDED] The Oral Presentation will be limited to one hour in length and should address: a) highlights of your proposal, 10 minutes b) discussion on your proposed implementation timeline, 10 minutes c) a demonstration of your website, 10 minutes d) answers to the below questions, 15 minutes e) time for additional questions from the Evaluation Committee, 15 minutes.
2.6
Clarifications and/or Revisions through Designated Contact


All communications and/or questions in regard to this request must be in writing and must reference the proposal number.  Proposers are encouraged to FAX or e-mail written questions to the Agent.  Verbal questions, when permitted, must be directed to the Agent.

(Agent Name)

UW Purchasing

21 N Park St, Suite 6101

Madison, WI 53715-1218
E-mail:  xxxxxxx@bussvc.wisc.edu
PHONE 608/262-_____ -- FAX 608/262-4467 

Any contact with University employees concerning this RFP are prohibited, except as authorized by the RFP manager during the period from date of release of the RFP until the (notice of award) (intent to award) [AGENT: CHOOSE ONE] is released. Contacting anyone other than the Designated Contact(s) above may disqualify your RFP.
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Section #3:  Terms and Conditions of Contract

3.1
All other Terms and Conditions stay the same.
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Section #4:  Clarifications and Questions

Before awarding the contract associated with this RFP, the Evaluation Committee is seeking the additional information included below. All Other specifications remain the same.

4.1
Provide your best and final offer on the Cost Proposal

Complete Attachment A

4.2
…
4.3
Exceptions

If there were any exceptions taken to mandatory requirements or the Standard Terms and Conditions that are not listed above, please elaborate here.
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Section #5:  Evaluation and Award of Contract(s)

5.1
Proposal Scoring 


The evaluation committee will evaluate the submissions of BAFOs and rescore the response as applicable.
5.2
Contract Award 


The contract will be awarded to the highest scoring Proposer providing contract negotiations are successful.

5.3
Notification of Award


All proposers who respond to this RFP will be notified in writing of the University's award of contract(s) as a result of this RFP.  After notification by Purchasing of the (intent to award,) (notice of award,) [AGENT: CHOOSE ONE] file copies of proposals will be available for public inspection.  Proposers must schedule document inspection with the Contract Administrator responsible for managing this RFP.
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ATTACHMENT A – COST PROPOSAL FORM

To access the above spreadsheet – place your cursor over the link and hit the CONTROL key and wait for the “hand” and click.
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