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ATTACHMENT E2: COMPETITIVE BIDDING PROCESS

USAC – S&L PROGRAM

COMPETITIVE BIDDING PROCESS (continued)


Request for Proposal

Describe the process for finding vendors for services or equipment to be funded with E-rate discounts.  Include responses to the following questions in your process description:
· When are Requests for Proposal (RFP) used versus just the Form 470s?

· Who is responsible for preparing the RFPs or the Form 470s (include names and titles)?

· Who is responsible for reviewing the completed RFPs or Form 470s (include names and titles)?

· Are there applicable state or local procurement laws and, if so, what process ensures compliance with those laws?  

· How is the request for bidders made known?

· What is the minimum number of days to respond provided in the RFP or Form 470?

· How are questions from the potential bidders handled?  Are responses to questions from individual potential bidders made known to all?

· What process assures the RFPs or Form 470s are open to bidders for at least 28 days?

	


Evaluation Process
Describe the process for evaluating vendors proposals for services or equipment to be funded with E-rate discounts.  Include responses to the following questions in your process description

· What evaluation scale, if any, is used in the selection of a vendor from several bidders?  What weights are given to the factors considered?

· What work is done to evaluate bids when only one potential vendor has submitted a bid?

· How are questions regarding the bids handled?

· Who makes the decision regarding vendor selection (include titles)?  Who approves the decision, if other than the person(s) making the selection?

	


Preparation of Form 471

Describe the process for preparing the Form 471 for services or equipment to be funded with E-rate discounts.  Include responses to the following questions in your process description

· What is the process for accumulating and preparing the Form 471s?
· Who is responsible for completing the Form 471s (include name and title)?

· What process assures the accuracy of the information included on the form?

· Who is responsible for ensuring contracts are signed prior to submission of the Form 471?

· Who is responsible for approving the Form 471s before submission to USAC?
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