C.1.a. ADMINISTRATIVE REQUIREMENTS- Letter of Submittal


Exhibit B- Administrative Requirements-Letter of Submittal Template

Request for Proposal # 1513-CSD001

Promoting Refugee Integration, Mobility and Empowerment (PRIME) Services 

Administrative Requirements (Section 1 of Proposal) (not scored)
Instructions:  Bidders must complete this template (typed, using a font size no less than 10 point) and attach to their emailed RFP Response.  Please thoroughly read all instructions in the RFP before completing.  All mandatory information must be provided in order to be responsive.  Bidder may provide additional documentation as an additional attachment with specific references to those attachments.  Also, please write your Business Name on the bottom of each page of this template and include the page number as narrative information will determine the number of pages.   
	C.1.a. ADMINISTRATIVE REQUIREMENTS- Letter of Submittal

	

	Bidder Information:

	Business Name:
	

	WA State Uniform Business Identifier (UBI) Number, if available:
	

	Place of Business (Full Address):


	

	Telephone & Fax Numbers (include Area Code):
	

	Email of Legal Entity or Individual:
	

	Bidder Contact Individual’s Name:
	

	Bidder confirms the person submitting the Response is authorized to contractually bind the Bidder’s firm:  
	

	Detailed list of all materials and enclosures included in the proposal:
	

	RFP Amendments & Proprietary Information 

	List all RFP amendments downloaded by the Bidder from the DSHS Procurements Web site and/or WEBS, if applicable, and listed in order by amendment number and date. If there are no RFP amendments, the Bidder must include a statement to that effect.
	

	Identify the page numbers on the proposal that are marked “Proprietary or Confidential” Information:
	

	State of Washington Employee(s):

	Is or was the Bidder’s officer(s), employee(s) or subcontractors an employee of any agency of the State of Washington during the last 24 months preceding the Proposal Due Date for this RFP?
	 FORMCHECKBOX 
Yes 
 FORMCHECKBOX 
No


	If yes, provide the following information for each individual: 

•Name

•Employing Agency 

•Job Title while with the Agency

•Separation Date

•Statement of the involvement with the proposal to or proposed role in providing services under a contract resulting from the RFP.
	

	Statements to the RFQ Coordinator:

	Any other statements the Bidder would like to convey, including any variations between the Proposal and the RFP:
	

	Statement on how Bidder meets the Minimum Requirements listed below: 
	

	Minimum Requirements:

	Bidder possesses a State of Washington business license.


	 FORMCHECKBOX 
Yes 
 FORMCHECKBOX 
No


	Bidder has at least 2 years of experience within the past 3 years, providing case management, and/or education and workshops and/or immigration services to refugees. Please describe: 
	 FORMCHECKBOX 
Yes 
 FORMCHECKBOX 
No


	Bidder has the requisite electronic hardware and software to communicate with DSHS and to provide invoices, supporting documentation and other information through DSHS’s secure email system. Minimum hardware requirements include a computer with internet access and minimum software requirements include Windows and Microsoft Office.


	 FORMCHECKBOX 
Yes 
 FORMCHECKBOX 
No


	Three (3) Customer References:  References must be from customers where the Bidder provided similar services.

	Reference #1:
	

	Contact Name:
	

	Telephone:
	

	Email:
	

	Services Provided:

	

	

	Reference #2:
	

	Contact Name:
	

	Telephone:
	

	Email:
	

	Services Provided:


	

	

	Reference #3:
	

	Contact Name:
	

	Telephone:
	

	Email:
	

	Services Provided:


	

	Insurance Requirements:

	If selected as an Apparent Successful Bidder, Bidder verifies their ability to provide copies of required insurance coverage as outlined in the RFP Terms and Conditions, Exhibit F.
	 FORMCHECKBOX 
Yes 
 FORMCHECKBOX 
No


	State of Washington Employee(s):

	Is or was the Bidder’s officer(s), employee(s) or subcontractors an employee of any agency of the State of Washington during the last 24 months preceding the Response Due Date for this RFP?
	 FORMCHECKBOX 
Yes 
 FORMCHECKBOX 
No


	If yes, provide the following information for each individual: 

· Name

· Employing Agency 

· Job Title while with the Agency

· Separation Date

· Statement of the involvement with the proposal to or proposed role in providing services under a contract resulting from the RFP. 
	

	Checklist of Mandatory Administrative Requirements Attachments:

	 FORMCHECKBOX 
 Completed and signed Bidders Certification and Assurances Form (Exhibit A)

	 FORMCHECKBOX 
 Completed Administrative Requirements Letter of Submittal, or Exhibit B- Administrative Requirements Template (this document)

	


RFP #1513-CSD001 Administrative Requirements

Bidder’s Name:______________________________________ 
Page ___ of ____


