Metro Proposal Template

Delete this page before submitting your proposal
This proposal template is available for use for any vendor submitting a proposal for consideration by Metro in relation to any request for proposal (RFP). This template is not required, and no evaluation consideration will be given to a proposal based on the choice to use this template or not. It is meant to be a helpful tool for vendors who wish to use an existing template.

Instructions
Always double check the RFP for all proposal requirements. This is a template, and is not customized to each RFP. It is the vendor’s responsibility to ensure that its proposal includes all information requested in the RFP and that the proposal meets the requirements for page limit and submittal.
This template includes formatting standard section headings, sub-headings, section descriptions and placeholder text. See below for instructions regarding each type of formatting.
Standard Section Headings

Section headings are outlined in the RFP “Proposal Contents” section. 

Sub-Headings

Sub-headings will be specific to the RFP and you should edit them based on your particular proposal.
Section Descriptions

Section descriptions are included in gray text. They are standard descriptions of typical requirements in each section. Make sure to read the RFP carefully and respond to all RFP requests. The section descriptions in the RFP may be different than those listed in this template. It is the vendor’s responsibility to ensure that its proposal includes all information requested in the RFP. Please delete the pre-populated section descriptions when submitting proposals.

Placeholder Text

Each section has placeholder text. Replace this placeholder text with your response for each section. 
The formatting included in this template is meant as a suggestion only.  Vendors using this template may edit as desired to meet the RFP needs and visual preferences of each vendor. Vendors will not receive any preference or penalty for using this template.
If you have any questions regarding the use of this template, please contact Procurement Services at bidsandproposals@oregonmetro.gov.

Representative Name

Company Name
Company Address

Phone Number

Email

A. Transmittal Letter

See instructions for this section in the RFP “Proposal Contents” section. Indicate who will be assigned to the project, who will be project manager, and that the proposal will be valid for ninety (90) days.
Placeholder text. 
B. Approach / Project Work Plan
Describe how the work will be done within the given timeframe and budget. Include a proposed work plan and schedule.
Overall Approach
Placeholder text.
Task 1 (copy and paste for additional tasks)
Placeholder text.
Deliverables

Placeholder text.
C. Staffing / Project Manager Designation
Identify specific personnel assigned to major project tasks, their roles in relation to the work required, percent of their time on the project, and special qualifications they may bring to the project.  Include resumes of individuals proposed for this contract.

Placeholder text.
D. Experience
Indicate how your firm meets the experience requirements listed in section IV. of this RFP.  List projects conducted over the past five years which involved services similar to the services required here.  For each of these other projects, include the name of the customer contact person, his/her title, role on the project, and telephone number.  Identify persons on the proposed project team who worked on each of the other projects listed, and their respective roles.

Placeholder text.

Project 1 (copy and paste for additional projects)
Placeholder text.
E. Cost / Budget 

Present the proposed cost of the project and the proposed method of compensation.  List hourly rates for personnel assigned to the project, total personnel expenditures, support services, and sub-consultant fees (if any).  Requested expenses should also be listed.
The information in this cost table is meant for demonstration purposes only and does not reflect any suggestions for pricing, nor is it related to any particular RFP. Replace the information in this table with the cost/budget breakdown for your proposed approach in response to the RFP.

Placeholder text.

	Task
	Description
	Units
	Proposed Units
	Rate
	Total Cost

	1
	Task 1 description – staff A
	hours
	63
	$74.36
	$4,684.68

	1
	Task 1 Subtotal
	$4,684.68

	2
	Task 2 description – staff A
	hours
	105
	$74.36
	$7,807.80

	2
	Task 2 description – staff B
	hours
	37
	$105.25
	$3,894.25

	2
	Task 2 description – materials
	unit
	1
	$205.00
	$205.00

	2
	Task 2 Subtotal
	$11,907.05

	
	Total Cost
	$16,591.73


F. Diversity in Employment and Contracting
Section 1 (to be completed by all proposers)

· Certification: Is your firm a COBID Certified Business? If yes, indicate the state of certification, all certification types and your firm’s certification number. Placeholder text.
· Demographics: Describe the diversity in demographics of the proposal team (yourself, your firm and/or any proposed subcontractors). Include race, gender, veteran status and disability. You may also include other measures of diversity, as defined in Section F above.   Identify the diverse nature of the people that will perform work in substantive roles and percentage of work on this project. Placeholder text.
· Support: Describe specific examples of how you and/or your firm support workforce diversity within your firm and/or your local community. Placeholder text.
· Firm Activity: Identify an activity promoting workforce diversity within your firm that you and/or your firm will commit to undertake if awarded this project.  Explain how these results will be reported to Metro. Placeholder text.
· Community Activity: Identify an activity promoting workforce diversity within your local community that you and/or your firm will commit to undertake if awarded this project.  Explain how these results will be reported to Metro.  Placeholder text.
Section 2 (to be completed by proposers utilizing subcontractors for this project)

· Subcontractor Information Provide the following information for each subcontractor included in this project team:

· Firm’s name Placeholder text.
· Is the subcontractor a COBID Certified Business? If yes, indicate the state of certification, all certification types and subcontractor’s certification number. Placeholder text.
· Method of choosing identified subcontractor Placeholder text.
· Specific scope of work tasks Placeholder text.
· Percentage of project dollars. Placeholder text.
· Demographics: Identify up to three projects worked on during the last 24 months in which COBID Certified Businesses participated.  Provide the following information for each project:

· Project name Placeholder text.
· Project contact’s name, phone number and email address Placeholder text.
· Contract award date, amount and completion date Placeholder text.
· COBID Certified Business goal percentage, if applicable, and COBID Certified Business achievement percentage Placeholder text.
· COBID Certified Business award and expenditure amount Placeholder text.
G. Sustainable Business Practices
Environment

· Describe in general terms how your firm lessens its negative operational impacts on the environment and include details of three activities that demonstrate significant results.  Provide documents, when available, such as your firm’s environmental policies or other information that describes your firm’s commitment to environmentally conscious business practices.

· Describe specifically how your firm will incorporate these environmentally conscious business practices into the delivery of the requested goods and/or services of this project.  Explain how these results will be reported to Metro.
Placeholder text.
Economy

· Describe in general terms how your firm supports your local community and Metro regional businesses and markets. Provide documents, when available, such as your firm’s economic policies, specific examples outlining past activities, or other information that describes your firm’s commitment to supporting these economies.

· Describe specifically how your firm will support your local community and Metro regional businesses and markets in the delivery of the requested goods or services of this project. Explain how these results will be reported to Metro.

Placeholder text.
Community

· Firms with employees: Describe how your firm supports its employees by providing living wages and benefits.  Describe your employee compensation structure, healthcare and other benefits provided to your employees. Provide documents, when available, that detail wage scales, annual cost of living adjustments (COLA), healthcare program, vacation and sick time, and any other related benefits or incentives.

· Firms without employees: Describe how your firm gives back to your local community through charitable or civic involvement.

Placeholder text.
H. Exceptions to Standard Agreement and RFP
Carefully review the Standard Agreement attached hereto as Exhibit A and incorporated herein.  This is the standard agreement that successful respondents to this RFP will be required to execute.  RFP respondents wishing to propose any exceptions or alternative clauses to the agreement or to any specified criteria within this RFP must propose those exceptions or alternative clauses in their proposal; Metro shall not be required to consider contract revisions proposed during contract negotiation and award.  Proposed exceptions or alternative clauses should be accompanied by explanatory comments that are succinct, thorough and clear.

Placeholder text.
Proposer Name | RFP XXXX

Page 5 of 5

