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State of Vermont






             
                          Agency of Administration

Department of Libraries
109 State St.


Tel:  802-828-3261

Montpelier, VT  05609-0601
RE: Funding Year 2015 – E-Rate Competitive Bidding Process

Each year the E-Rate program evolves to become for efficient in its ability to evaluate whether applicants have properly managed associated processes.  This year, the Federal Communications Commission has codified rules for the competitive bidding process.  For this reason, we would like to ensure that the bid evaluation process is well-documented.

Please find attached Instructions and a blank Bid Evaluation Sheet.  Remember, bid evaluations may not be conducted before your Allowable Contract Dated (ACD) as noted on your Form 470.  

A few things to note:

· Keep all documentation and information related to the competitive bidding process for at least five (10) years from the last date of service.

· A bid evaluation sheet must be completed for each service listed on the Form 470 for Funding Year 2015.

· It is permissible to ask that all service providers pose questions and submit bid via email only.  You may send a single email to bidders that include responses to all questions from respective vendors.

· Be sure to disseminate information to all bidders equally.  For example, if your school/library would like to have a walk through; share the date/time with all respondents (bidders).

For further assistance with the conducting a fair, open and competitive bid evaluation and process, please contact E-Michael Roche at (802) 748-3428 or mailto:michael.roche@state.vt.us.

SAMPLE:  Funding Year 2015: Bid Evaluation Matrix

	Date of Evaluation: January 3, 2015

Service Type: Cellular Service
Evaluation Factors
	Total Points Available
	Vendor 1

Sprint/ Nextel
	Vendor 2

Verizon Wireless
	Vendor 3

Zoo Corporation

	Price of the ELIGIBLE Goods and Services*
	30*
	25
	28
	0

	Availability of Services
	25
	18
	25
	0

	Prior Experience with the School
	20
	0
	20
	0

	Cost of INELIGIBLE Services 

(Includes all other cost factors such as price of changing providers, price for breaking contract, etc.)
	15
	15
	0
	0

	In State Preference
	10
	6
	10
	0

	Total Points
	100
	64
	83
	0


*This number must be higher than all other number in this column.
Winning Bidder:


Vendor 2 (Verizon Wireless) is the winning bidder because it has the highest total points.

Disqualification Factors:


Bidder Reason for Disqualification: Zoo Corporation did not provide pricing information in response. Zoo Corporation is not a registered E-Rate service provider. 

Additional Guidance:
Price must be the primary factor when constructing the evaluation of bid responses

When an applicant examines and evaluates the bids received for eligible services, it must select the most cost-effective bid.  This means that the price should be the primary factor, but does not have to be the sole factor. Other relevant factors may include: prior experience including past performance; personnel qualifications including technical excellence; management capability including schedule compliance; and environmental objectives.

Open and Fair Bidding Process

The competitive bidding process must be open and fair. "Open" means there are no secrets in the process – such as information shared with one bidder but not with others – and that all bidders know what is required of them. "Fair" means that all bidders are treated the same and that no bidder has advance knowledge of the project information.
Bid evaluation criteria

Applicants must construct an evaluation of ALL bids received in response to the posting of the Form 470 that makes price the primary factor in the selection of a vendor.  The evaluation criteria are determined by the applicant and should be in place prior to posting the Form 470.  There is no limit the number of criteria and the chosen criteria can be different from one service to another.  Be sure that the tally of the scores related to each criterion is equal to the amount listed in total points.  Also, there must be a bid evaluation sheet for each service type requested on the Form 471.  
If you are purchasing from a state master contract, or any other contract was awarded to multiple vendors, you must perform an evaluation of all vendors on that contract that offer the services you are seeking.  
No bids received in response to a Form 470/RFP

If you receive one bid or no bids in response to a Form 470/RFP, we suggest that you memorialize this fact with an email to yourself and E-Rate Elite Services, Inc. Various review processes – including audits – may occur some time after your competitive bidding process has ended, and this email or memo may be the only documentation of what happened.

If you don't receive any bids after your 28-day waiting period, you can contact service providers to solicit bids and can then review and evaluate any bids received as a result. However, remember that if you post a new Form 470, issue a new RFP, or amend your existing RFP, you start a new 28-day waiting period.

Keep in mind that your state and local procurement rules may also require you to take certain actions when this situation occurs. As always, you must be in compliance with all of your state and local rules and regulations as well as FCC rules.

One bid is received in response to a Form 470/RFP

In cases where you receive only one bid, we ask that you memorialize this fact with an email to yourself and E-Rate Elite Services, Inc. or a memo to your E-Rate program files.  This will help to document that you did not simply keep only the winning bid.

Furthermore, remember that the FCC has stated that if you only get one bid, that does not automatically make the bid cost effective. You should review the pricing in the bid response to determine whether the costs for the products and services are significantly higher than the costs generally available in the marketplace for the same or similar products or services. If they are significantly higher, then the bid may not be cost effective. 
Disqualification Factors

Vendor Selection Disqualification Reasons

You can set out specific requirements and disqualify bids that do not meet those requirements as long as you clearly identify the disqualification reasons on your Form 470 and/or your RFP. Disqualification reasons should be determined prior to any substantive bid evaluation. Disqualification reasons cannot be scored on a range, but rather are binary – i.e., the service provider either meets the standard or does not meet the standard.

The following items are examples of common bid disqualification reasons:

· Service provider must register with the state procurement office.

· Service provider must have a Service Provider Identification Number (SPIN).

· Service provider must have an FCC Registration Number.

· Service provider must be bonded.

If you feature these four requirements as its bid disqualification reasons, bids from service providers that do not meet all four requirements are disqualified and not evaluated further. The remaining bids must then be evaluated with the price of the eligible products and services as the factor that is weighted most heavily in the bid evaluation.

Documentation Retention

Be sure to keep all the documentation related to your bid evaluation in your E-Rate program files for a minimum of five (5) years from the last date of services.  Related documents includes: all winning and losing bids, emails and other correspondences to/from the bidders, E-Rate Elite Services, staff and others involved in the E-Rate process; RFP and related information; evaluation team names and titles; work papers; letters documenting the selected vendor; and any additional documents, information and/or paperwork that was used in the bid evaluation and selection process.
Additional Assistance

For further assistance with the conducting a fair, open and competitive bid evaluation and process, please contact E-Michael Roche at (802) 748-3428 or mailto:michael.roche@state.vt.us.
Funding Year:            Bid Evaluation Matrix

	Date of Bid Evaluation:________________

Service Type: _______________________

Evaluation Factors
	Total Points Available
	Vendor 1


	Vendor 2


	Vendor 3



	Price of ELIGIBLE Goods and Services*
	*
	
	
	

	(Experience?)
	
	
	
	

	(?)
	
	
	
	

	(?)
	
	
	
	

	(?)
	
	
	
	

	Total Points
	
	
	
	


Library Name: ______________________________________________________________________________________

*This number must be higher than all other number in this column.

Winning Bidder:_______________________________

Disqualification Factors:

Reason/s for Bidder Disqualification:  

