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CHAPMAN UNIVERSITY



REQUEST FOR PROPOSAL

[enter general description of services sought under RFP]









Chapman University
One University Drive
Orange, CA  92866 

(enter issue date)


Chapman University CONFIDENTIALITY STATEMENT
This document contains information confidential and proprietary to Chapman University.  The information contained herein may not be used, disclosed, or reproduced without the prior written authorization of Chapman University, and those so authorized may only use such information for the purpose of evaluation consistent with the granted authorization.  Reproduction of any section of this document must include this legend.





REQUEST FOR PROPOSAL
[enter general description of services sought under RFP]


Letter of Invitation

This Request for Proposal dated (insert issue date) (the “RFP”) provides notice that Chapman University (the “University”) will receive proposals to perform the services described above. The terms Vendor, Consultant, and Contractor all have the same meaning, and are used interchangeably within this document. The proposal evaluation and award process will be performed in accordance with this RFP.  

The following are key target dates for the procurement process: 

	RFP Issued:	(enter issue date)
	Proposal Due Date:	(enter due date)	
	Interviews:	(enter dates)
	Consultant Selection Announced:	(enter date)
	

Submit four (4) hard copies of the proposals and a digital copy of the proposal file on a CD to the address appearing below by 4 P.M. on (enter date). Late proposals will not be accepted.

All proposals must be in writing, sealed, and identified as to content.  Proposals received later than the above date and time may be rejected and returned to the Consultant unopened.  The proposal must be delivered to the following address, which is the address to be used for all communications in connection with this RFP:

	[enter name of individual who will receive RFPs]
	Chapman University, [enter department name]	
	One University Drive
	Orange, CA 92866


Proposals shall be valid for a minimum of one hundred and twenty (120) days after the final proposal due date.

The University reserves the right to reject any or all proposals, to waive any formality or irregularity in any proposal received, and to be the sole judge of the merits of the respective proposals received.

Questions regarding this Request for Proposal may be directed to [name of person to be contacted] via telephone at [enter telephone], or via email at [enter email address]



ABOUT CHAPMAN UNIVERSITY 

Chapman University, founded in 1861 and based in the city of Orange, is one of the oldest, most prestigious private universities in California.  Chapman’s picturesque campus is located in the midst of one of the nation’s most vibrant economies and artistically creative areas, and draws outstanding students from across the nation and around the world.  Known for its blend of liberal arts and professional programs – including film, science, business, education, humanities and performing arts – Chapman encompasses seven schools and colleges.  Named as one of the top universities in the nation by U.S. News & World Report and the Princeton Review, Chapman enrolls more than 10,000 undergraduate, graduate, and law students and employs over 1,500 faculty and staff.  For more information, see http://www.chapman.edu/about/chapfacts/default.asp.


1.0 INSTRUCTIONS TO CONSULTANT

1.1 INTRODUCTION and PROJECT BACKGROUND

[enter description of project and any important background or context information]  

See Exhibit A for Scope of Work.

1.2 SUBMISSION OF PROPOSAL/PERIOD OF ACCEPTANCE

Each proposal submitted shall be delivered to the University at the address shown on the Letter of Invitation up to the date and time shown therein.  It is the Consultant’s sole responsibility to assure that its proposal is received as stipulated.  In compliance with this RFP, the vendor agrees to provide the services at the costs set forth therein if its proposal is accepted within 120 days from the Proposal Due Date specified in the Letter of Invitation.

1.3 PREPARATION AND PROPOSAL COSTS

The University is not liable for any costs incurred by companies in responding to this RFP.  All costs incurred by the vendor in the preparation and presentation of a proposal in response to this RFP shall be wholly absorbed by the Consultant and their subcontractors. 

Consultants should not assume that their past and/or current experience with the University demonstrates knowledge of the University’s current needs for these services. The evaluation of each proposal will be based upon the evaluation criteria applied to their proposal submission.




1.4 EVALUATION OF PROPOSALS

The selection committee will include [enter positions or a description of the type of individuals who will review the proposal eg Chief Operating Officer, HR VP, EVP of Advancement, Dean, etc].  The committee will review each proposal on the basis of its technical, functional, management, and cost.  If a contract for services is awarded, the choice will be based on the overall quality of the proposal, responses to the detailed requests, the fit of the individual services based on interviews with the Chapman selection committee, and the proposed fee.  

Interviews are an important part of the selection process and will be held at Chapman University in Orange, California or another location as determined by the selection committee.  The tentative dates for interviews are (enter dates), but these dates may change.  The University will confirm the dates with the firms selected for interviews as soon as possible.  Please take this into consideration when developing your proposal and please hold these dates pending the decisions of the selection committee.

By mutual agreement of Consultant(s) and Chapman University, the parties may decide to accelerate the schedule, but the project should conclude by (enter date).

The University may contact the references provided by each Consultant/Firm, or anyone it chooses, as part of the proposal evaluation process.

1.5 COMPETITIVE BIDDING

The Consultant’s and its subcontractors’ signature(s) on the submitted proposal guarantees that the prices have been established without collusion with other eligible companies or informed parties and without effort to preclude the University from obtaining the lowest possible competitive price.  This is an RFP and at no time shall the University be considered to be under any obligation or commitment to procure any proposed services from any respondent. Consultant is responsible for the performance of any work delegated to subcontractor(s) and to confirm rates prior to submission of the RFP.

1.6 MINIMUM BIDDER QUALIFICATIONS

Consultant must be able to provide all labor, material, services, tools and equipment necessary to perform the work contemplated by this RFP The Consultant’s areas of expertise shall include management, coordination and preparation of technical reports, Initial Studies and EIRs, and participation in community outreach meetings, scoping meetings, City staff meetings and public hearings.  Consultant must possess all trade, professional, or business licenses as may be required to perform the work contemplated by this RFP.


1.7 FIRM LITERATURE

Firm literature may be included as an attachment to your proposal.  Firm literature alone does not constitute a response to this RFP.

1.8 SERVICES AGREEMENT

The Successful Consultant shall be required to sign a separate Independent Consultant/Contractor Agreement for the engagement, including terms the same as or similar to the template attached as Exhibit D. Any objections to the terms or conditions of the attached Agreement must be included in the Consultant’s proposal. 

2.0 GENERAL PROVISIONS

2.1 NOT AN OFFER TO CONTRACT

This RFP is not an offer to contract but rather an attempt to establish a common framework within which an agreement may be reached. An agreement may be offered to none, or to one or more Vendors.

2.2 RESPONSE IS AN OFFER TO CONTRACT

Responses submitted by a Contractor to this RFP represent a firm offer on the terms and conditions described in the firm’s response.

2.3 CONSULTANT’S RESPONSE AND EVALUATION

The University reserves the right to accept or reject any or all proposals, to take exception to responses to this RFP, or to waive any informality.  Proposals that fail to fully comply with the requests as set forth in this document may be considered non-responsive and not be accepted for further consideration as a result.

2.4 OWNERSHIP OF DOCUMENTS

All supporting documentation submitted by the Contractor(s) shall become the property of the University unless the Contractor(s) specifically request(s) in writing that the documentation be returned.  These materials are to be appended to any formal documentation.  Such documentation, at the University’s option, may be incorporated into the resulting agreement should your firm be selected to provide the service which is the subject of this RFP.

2.5 UNIVERSITY RIGHTS
[bookmark: _GoBack]
The University reserves the right to negotiate simultaneously during the contract award process to obtain the best value from each Contractor.  Negotiations will continue with one or more firm until the most cost-effective and service-oriented solution with mutually agreeable terms and conditions is reached.  The University may investigate the qualifications of any Contractor under consideration, require confirmation of information provided by a Contractor, and require additional evidence of qualifications to perform the Services described in this RFP.  The University reserves the right to:

· Reject any or all of the proposals.
· Issue subsequent Requests for Proposals.
· Cancel the entire Request for Proposal.
· Remedy technical errors in the Request for Proposal process.
· Appoint evaluation committees to review proposals.
· Request proposal clarifications.
· Extend the time frame for submission of proposals.
· Seek the assistance of outside technical experts in proposal evaluation.
· Approve or disapprove the use of particular subcontractors.
· Establish a short list of Vendors eligible for discussions after review of written proposals.
· Negotiate with any, all, or none of the Vendors.
· Solicit best and final offers from all or some of the Vendors.
· Accept other than the lowest offer at the time of contracting.
· Waive informalities and irregularities in proposals.
· Decline to enter into an agreement with any of the proposers.

2.6 USE OF NAME

Any use of the name of Chapman University, other than for the sole purpose of submitting a proposal, may be made only with the express prior written consent of the Executive Vice President and Chief Operating Officer of Chapman University.

2.7 PROPRIETARY INFORMATION

All data and information contained in a Contractors proposal shall be deemed to be nonproprietary unless specific items in which proprietary interest is claimed are clearly marked and an agreement has been entered into.  Contractors are not encouraged to submit such data or information unless such is absolutely required to understand and evaluate the proposal.  If such data and information is submitted, it is agreed that the University shall not be liable for disclosure of such data and information if the same:
· is or becomes publicly available; or
· was known to the University without restriction at the time of receipt; or
· is disclosed inadvertently despite the exercise of the same degree of care 	as the University takes to preserve and safeguard its own proprietary 	information; or
· is independently developed by the University; or
· is obtained from a third party which has an unrestricted right to disclose 	the information.

2.8 NONDISCRIMINATION

The University prohibits discrimination against any member of its community on the basis of race, color, religion, sex, gender identity, gender expression, 
pregnancy, national origin, ancestry, citizenship status, age, marital status, physical disability, mental disability, medical condition, sexual orientation, military or veteran status, genetic information, or any other characteristic protected by applicable state or federal law, in matters of employment, educational programs and activities. Harassment, whether verbal, physical, or visual that is based on any of these characteristics is a form of discrimination and is prohibited. University also prohibits sexual harassments of any member of its community. This includes unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature. Consultant shall inform all of its employees, subcontractors and agents (and the employees of their subcontractors and agents) who are to enter onto University property that discrimination, harassment and sexual harassment are a violation of University Policy, and will not be tolerated anywhere on University property. Consultant shall remove from any University property any of its employees or those of its subcontractors or agents who improperly conduct themselves in any manner toward University students, faculty, staff, or guests, and shall be responsible for any acts by its employees, subcontractors, or agents that violate University policy or applicable laws. Consultant agrees to comply with University’s policy on harassment and discrimination, a copy of which is available at https://www.chapman.edu/faculty-staff/human-resources/eoo.aspx  and incorporated herein by this reference. A copy of this policy may also be obtained by calling (714) 997-6686.

2.9 CONFLICT OF INTEREST

Respondent affirms that to the best of its knowledge there exists no actual or potential conflict of interest between the Respondent’s officers, business, or financial interests and the services under this RFP, and in the event of a change such interests, any question regarding a possible conflict of interest which may arise as a result of such change will be raised with University.

3.0 PROPOSAL REQUIREMENTS

3.1 PROPOSAL FORMAT REQUIREMENTS AND INSTRUCTIONS

To ensure that all proposals are fairly evaluated, your response to this RFP should follow the prescribed format and be received as indicated herein.  Failure to follow these requirements may result in the disqualification of your proposal and/or the future consideration of your firm.

3.2 PROPOSAL CONTENT
 
All responses shall be numbered, and each section shall use the same titles as found in this RFP document.

Each respondent shall provide, in their written response, confirmation that they will meet or exceed each requirement in each section of the scope of services.  A description of how each requirement will be met shall be included as appropriate to effectively evaluate the confirmation. 

Respondent shall provide descriptions, information, diagrams, or additional documentation for any item within the scope of services as specified.

A. Proposal Letter 
	The Proposal Letter must be completed and executed by an authorized representative of the Consultant(s)/Firm. 

B. Qualification Statement
The Qualification Statement shall indicate general information as well as experience specifically relevant to the Scope of Work 

C. Fee Proposal
Based on the Scope of Work, please provide a Fee Proposal that is directly tied to the services to be performed.  The Fee Proposal must clearly state the total expected amount that the University will be charged for the required services.  A rate sheet or other information should also be provided as support for the Fee Proposal. See Exhibit B for Fee Proposal format.

D. Scope of Work (Requirements) 

See Exhibit A for Scope of Work 

E. [bookmark: _Hlk30078399]Information to Include and Specific Questions to Address

· [Add specific questions you wish to have addressed if appropriate these questions will typically include questions about experience, qualifications for those staffing the project, requests for samples of work, etc.] 
· See Exhibit C for questions that must be answered by Proposers.

F. Copy of University’s Agreement template

· See Exhibit D for Agreement template


Exhibits

(Exhibit A – Scope of Work)

(Exhibit B – Fee Proposal Format)

(Exhibit C – Questions for Proposers)

(Exhibit D – Form of Agreement)
[check with Legal Affairs on Form of Agreement]  
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