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	Sample Telecom VoIP RFP


[REFERENCE #]


[MONTH] [DAY], [YEAR]
[VENDOR FIRST NAME] [VENDOR LAST NAME]
[VENDOR COMPANY NAME]
[VENDOR ADDRESS]
[V CITY], [V STATE] [V ZIP]
Attention:

[SALESPERSON FIRST NAME] [LAST NAME]
[TITLE]
RE: Proposal for [DESCRIPTION] 


Dear Sir(s):

You are invited to submit your proposal for the following items before close of business on [TIME] [TIME ZONE], [DAY OF WEEK], [MONTH] [DAY], [YEAR].

Proposals must be mailed or otherwise delivered, properly marked and executed in a sealed envelope as specified herein. The Request for Proposal number, Bidder’s name and address, should be clearly indicated on the outside of the envelope. 
Bids transmitted by facsimile, email or other electronic communication equipment will not be accepted. It is the Bidders responsibility to confirm receipt with the Purchasing Department. Late proposals will not be accepted or considered.

Bidders are encouraged to participate in the Site Walk, on the date and time specified herein, which is not mandatory, but will assist the Bidder in preparing their bid response.

To ensure the integrity of the Request for Proposal (“RFP”) process all inquiries are to be directed to the Owner Contact indentified in this solicitation.

Submit [N] copies of Proposals to:




[O FIRST NAME] [O LAST NAME]



[OWNER COMPANY NAME]



[O ADDRESS]



[O CITY], [O STATE] [O ZIP]



[O PHONE]
[O FAX]
[O EMAIL]
Sincerely,

[O FIRST NAME] [O LAST NAME]
[OWNER TITLE]
[OWNER COMPANY NAME]
Table of Contents

41.
INTRODUCTION


42.
TIMELINE


43.
Bid Response Requirement


54.
BACKGROUND/EXISTING ENVIRONMENT


65.
SPECIAL CONDITIONS


76.
FCC/SLD E-RATE REQUIREMENT


77.
SITE WALK


78.
VENDOR RESPONSE


79.
COST OF BID PREPARATION


810.
BID FORM


811.
BID SIGNATURES


812.
DELIVERY & TRANSPORTATION


813.
MANUFACTURER’S CERTIFICATION


814.
STANDARD COMMERCIAL USE


915.
PREVIOUS PERFORMANCE


916.
TECHNOLOGY CLAUSE


917.
INSURANCE REQUIREMENTS


918.
INSURANCE COMPLIANCE


1019.
CRIMINAL BACKGROUND CHECK


1020.
QUESTION AND EXPLANATION


1121.
RESPONSE / QUESTION AND EXPLANATION


1122.
MODIFICATION OR WITHDRAWAL OF BID


1123.
ERRORS AND AMBIGUITIES


1124.
ADDENDA


1125.
DEFINITIONS


1226.
CONTRACT-INTERPRETATION


1227.
NONDISCRIMINATORY EMPLOYMENT PRACTICES


1228.
ALTERNATES


1229.
SAMPLES


1330.
INFRINGEMENTS-INDEMNIFICATION


1331.
CONDITION OF ARTICLES


1332.
INSPECTION


1333.
AWARD


1334.
FAILURE TO DELIVER


1335.
FIRM PRICE


1436.
BID OPENING


1437.
CASH DISCOUNTS


1438.
TAXES


1439.
Safety Regulations


1440.
DELIVERIES


1541.
Specifications


1642.
BID FORM


1743.
ACKNOWLEDGEMENT STATEMENT




1. INTRODUCTION

[OWNER COMPANY NAME], hereinafter known as the “Owner”, is seeking a qualified Vendor who can provide and install a new telephone switch with IP communications (VoIP) to replace the existing aging telephone equipment at [LOCATION], in accordance with the requirements of this bid.

The Owner is not requesting a forklift upgrade, but rather, a new switch only, including the backroom equipment, KSU/switch/cabinet, power supply(s) and all common control cards. It is the intent of the Owner to maintain the use of the existing handsets throughout the site and replace [N] phones in the administrative office area with IP handsets.

Therefore, the new system must be capable of supporting VolP and the existing legacy telephone handsets. This would allow the Owner, at its option, to deploy IP telephones gradually, as funding permits.

The proposed system must also be compatible with the recently installed VolP-enabled Cisco 3825 ISR and Cisco 3560 POE switches. Although not specified in this bid, it should be expected that there will be some form of networking or the ability for the proposed system and Cisco system to have some type of connectivity in the future, as the need arises.

Vendors are advised that they must respond to all of the requirements/instructions stated in the bid. Failure to do so will result in the bid being deemed non-responsive and the bid will be rejected.
2. Timeline                                                                                                                                      

Issue Date 






[MONTH] [DAY], [YEAR]
Mailing Date






[MONTH] [DAY], [YEAR]        
Public Posting, SFUSD Website



[MONTH] [DAY], [YEAR]        
Site Walk




[TIME] [AM/PM] [ZONE], [MONTH] [DAY], [YEAR]        Question and Explanation Deadline Date 


[MONTH] [DAY], [YEAR]        Question and Explanation Response Date 


[MONTH] [DAY], [YEAR]        
Bid Due and Opening Date 


[TIME] [AM/PM] [ZONE], [MONTH] [DAY], [YEAR]        Purchase Order Award Date (approximately) 

[MONTH] [DAY], [YEAR]
3. Bid Response Requirement

Vendors are required to submit the below documents, properly executed, in the order listed and on forms provided or referenced herein:

1. Bid Form    





2. Acknowledgment Statement 

3. Criminal Background Check Form (Attachment - A) 

4. Items Specified in Condition (1) Special Conditions (if applicable) 
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