[Template Instructions:  Instructions for developing a solicitation are in red and in brackets. Sample language is in red only. All red text should be deleted before finalizing the solicitation for posting. End of Template Instructions.]
State of Minnesota
[Requesting Agency Name]
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Environmental Review & Technical Services Enterprise Contract Program
Request for Offer (RFO)
Master Contract T-Number 25AER
[Project Title]
[Date]

· Responses must be received not later than [time], Central Time, [date] [allow for a minimum of 14 days for posting]
· Late responses will not be considered



SPECIAL NOTICE: This is a request for proposal. It does not obligate the State of Minnesota to award a contract or complete the proposed program, and the State reserves the right to cancel this solicitation if it is considered in its best interest.
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SECTION 1 – INSTRUCTIONS TO RESPONDERS
	Steps for Completing Your Response
	Follow the steps below to complete your response to this Statement of Work:

	Step 1: Read the solicitation document and ask questions, if any
Step 2: Write your response
	Step 3: Sign and submit your response

	Incomplete Submittals
	A proposal must be submitted along with any required additional documents. Incomplete proposals that materially deviate from the required format and content may be rejected.

	STEP 1 – READ THE SOLICITATION DOCUMENT & ASK QUESTIONS, IF ANY

	How to Ask Questions 

	The contact person for questions is:
[Name], [Title]
[Department Name]
[E-mail]

Questions must be emailed to the contact by [date].
Other personnel are not authorized to answer questions regarding this Statement of Work.

	STEP 2 – WRITE YOUR RESPONSE

	Statement of Work Proposals

	The Vendor’s Response starts on Section 3. Insert your response to the questions as asked or provide content as requested. Your Cost Proposal must be submitted under separate cover, and not listed any other place within your proposal.
By signing this response, your firm is making a legal, binding offer for a contract to provide services to the State of Minnesota. 

	STEP 3 – SIGN & SUBMIT YOUR RESPONSE

	Where to Send Your Response

	Email your response to:
 	[Department Name]
	[Name], [Title]
	[Email Address]
	

Mailed responses [will/will not] be accepted.

	Response Submission Deadline
	Must be received not later than [time], Central Time, 
[Date], as indicated by a notation made by the Receptionist. Late responses will not be considered. Responses received after End Date above will not be considered, even if errors or delays were caused by issues outside of responders’ control.
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SECTION 2 – PROJECT INFORMATION
A. Service Category(ies) [check all Categories and Subcategories that apply]:

☐  Category 1: Environmental Review and Related Technical Services
· Environmental Assessment Worksheet (EAW)
· Environmental Impacts Statement (EIS)
· Alternative Urban Areawide Review (AUAR)
· Other: __________________________
☐  Category 2: Public Engagement
· Communications
· Editing/Technical Writing
· Public/Stakeholder Engagement
☐  Category 3: Community Assessment
· Health Impacts Assessment
· Social Impacts Assessment
· Economic Impacts Assessment
· Noise Assessment
· Traffic and Transportation Impact Assessment
· Greenhouse Gas Assessment
· Cultural Resources/Impacts Assessment
· Environmental Justice Assessment
☐  Category 4: Technical Assessment
· Land Use
· Geology, Hydrogeology and Soils
· Ecological
· Water Resources
· Air
· Contamination/Hazardous Materials/Wastes
· Cumulative Potential Effects Assessment
· GIS Data Analysis
· Climate Assessment

B. Business Need
[The business need should address items such as:
A description of the business and functional needs that this RFO is to address.
Any history that might be pertinent, e.g. previous and future phases
Key portions of the Business Case, such as: 
· Intentions/Values of the desired solution
· Focus Statement
· Indicate stakeholders in the project
· Any constraints on the solution
· Context – identifies the expectations and boundaries of this RFO
· How the project fits into the enterprise/organization strategic direction or plan.]
C. Project or Engagement Deliverables
[Identify as many of the known tasks as possible, specific deliverables that will be listed as “Contractor’s Duties” in the work order, i.e. tasks for which the contractor will be held accountable. Below are sample tasks for each category of service available under the Master Contract Program.]

D. Project Milestones and Schedule
1. Anticipated Project Start Date: [Enter the anticipated start date for the engagement]
2. Estimated key Deliverables dates, if any: [Enter any key deliverables and their corresponding due dates]
3. Estimated Project Completion Date: [Enter the anticipated end date for the engagement]

E. Project or Engagement Environment
[This section should include items such as:
Staff descriptions: 
· Number of people on the project
· Basic organizational structure (organizational chart) of the project
· Staff proficiency levels and experience (with methodology, tools, etc.) 
Current support structures in place (e.g. hardware/ software applications, training group, tools, etc.), especially those with which the vendor might have to interface or integrate.  
Relevant models such as an organizational chart, event model, process model, etc.]

F. Project Requirements
[Describe any pre-identified project requirements, such as:]
If the project or engagement will involve training of staff
Compliance with applicable guidelines or standards
Implementation of industry “best practices”
Accessibility (This is the place where any accessibility needs should be outlined where it be for electronic documents or for any IT)

G. Responsibilities Expected of the Selected Contractor 
[Identify expectations such as:]
Proposed change management process 
Contractor staffing 
Project Documentation
Project management responsibilities 
Providing training and knowledge transfer
Testing and acceptance criteria
Warranty requirement(s)
Work plan

H. Minimum Qualifications Required
[These must be based on objective, non-subjective criteria. For state agencies, the skills must evaluated as pass/fail requirements. For CPV members, please consult with your purchasing department for guidance and direction.]
Required minimum qualifications: [The following list is an example. The requirements should be tailored to the specific work that needs to be done.]
· Years of experience [Be specific, e.g. 3 years minimum]
· Completion of three projects/engagements similar in size and scope with public entities of similar size. Identify the projects/engagements and provide a contact name and information for each. 
I. Desired Skills
[Identify subjective criteria purchaser believes would enhance the success and/or value of the proposed project/engagement.]
Desired or preferred skill qualifications: [The following is an example. The requirement(s) should be tailored to the specific work that needs to be done.]
· Publication of one or more report on cost savings and/or quality improvement for client.
· Experience with creating accessible IT or electronic documents  

J. Questions
Any questions regarding this Request for Offer should be submitted via e-mail according to the date and time listed in the process schedule to:

Name: [Enter the name of the individual receiving the vendor questions]
Email Address: [Enter the email address for the individual receiving the vendor questions]

Questions and answers will be posted via an emailed addendum according to the process schedule above. The Addendum will be emailed to Company Contacts listed on the program website.

Other persons ARE NOT authorized to discuss this RFO or its requirements with anyone throughout the selection process and responders should not rely on information obtained from non-authorized individuals. If it is discovered a Responder contacted other State staff other than the individual above, the responder’s proposal may be removed from further consideration.

K. Response Evaluation
[Please note the evaluation criteria indicated below are examples only. Evaluation criteria should be tailored to the specifics of the work and consistent with the required and desired skills identified above.]
Responses will first be reviewed to confirm compliance with the minimum qualifications identified above. Responses that meet all the minimum qualifications will be further evaluated in accordance with the following: 
	Factors
	Percentage

	Approach to Project
	%

	Work Plan
	%

	Qualifications/experience of personnel working on the project
	%

	Cost
	30%*

	Prefernce Points (if applicable)
	12%



*[It is the State’s policy for cost to be at least 30% of the evaluation points.  Exceptions to this can be requested by sending a written justification to OSP.]
[bookmark: _Hlk138857362]Preferences points are described under General Requirements and will be applied to the total score after points have been awarded. Each Responders’ total score will consist of the technical score, cost score, and preference points, if applicable.
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SECTION 3 – VENDOR RESPONSE
INSTRUCTIONS: Fill in the information requested below.
[Guidance: 
1) You must expressly ask for information you intend to evaluate and evaluate all the information you ask responders to submit. 
2) Be cautious and intentional about using the word “must” when describing requirements. Using “must” could be perceived as creating a pass/fail requirement. 
Modify and delete content within Section 3 as necessary to meet the needs of the solicitation. The sample Proposal Content below contains examples that may be used. It is best to use language that fits your needs. Feel free to add proposal content information and delete those that are not applicable to the services you are requesting. Contractor must be an approved master contractor eligible to provide the service(s) identified in this SOW.]

A. Vendor Contact Information

	Company’s Full Legal Name:
	

	Business Address:
	

	Contact Person’s Name:
	

	Telephone Number:
	

	Fax Number
	

	E-Mail Address
	



B. Company overview, including contractor’s:
· Brief History
· Detailed response on how Minimum Qualifications are met [Restate any minimum qualifications listed above.]

C. Approach to Project
Responder should describe their approach to meeting State’s request in a timely manner. Responder should specifically describe how their approach differs when the State requires a more rapid timeline for delivery of services. Responder should provide a statement of the objectives, goals, and tasks to show or demonstrate the Responder's view and understanding of the nature of the contract, and what makes the Responder uniquely suited for this work. This document should NOT list cost detail. If cost detail is included in this document, the State may disqualify the proposal as non-responsive.
[If agency desires to insert a character or page limit to the response, do so here]

D. Work Plan addressing project or engagement requirements including but not limited to:
[This item is most appropriate for deliverables-based work] Responder should provide a description of the deliverables to be provided by the Responder along with a detailed work plan that identifies the major tasks to be accomplished and be used as a scheduling and managing tool, as well as the basis for invoicing. This document should NOT list cost detail. If cost detail is included in this document, the State may disqualify the proposal as non-responsive.  Responder should provide a statement of the objectives, goals, and tasks to show or demonstrate the Responder's view and understanding of the nature of the contract, and what makes the Responder uniquely suited for this work. [If agency desires to insert a character or page limit to the response, do so here] 

E. Qualifications and Experience
Responder should provide an outline of background and experience with examples of similar work done by the Responder and a list of personnel who will conduct the project, detailing their training, and work experience. Resumes or other information about project personnel should not, if possible, contain personal telephone numbers, home addresses, or home email addresses. If it is necessary to include personal contact information, please clearly indicate in the response that personal contact information is being provided. [If agency desires to insert a character or page limit to the response, do so here]
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SECTION 4 – COST PROPOSAL*
Cost Porposal must be submitted under separate cover, and not listed any other place within your proposal.
[Be sure to request all cost information needed to conduct a thorough and accurate assessment of cost.]

Follow the instructions below when completing your cost proposal.

[bookmark: _Hlk140072545]Responder must submit a cost proposal that addresses each deliverable listed below detailing the roles and rates used to establish the total. All roles and rates must adhere to responder’s master contract. Do not include price ranges, alternatives, or contingencies.  If, despite this directive, you include a cost range, alternative cost estimates, contingency, or other figure that is not a single dollar amount, the State may disqualify your response as non-responsive. 

All deliverables must list a cost. If your cost for a particular line item is $0, indicate $0 in the appropriate box rather than leaving the box blank. Do not indicate “TBD”/“To Be Determined” in any box.

Roles and Hourly Rates must comply with Exhibit D of your executed Enterprise Contract.

	
	Deliverables
	Role
	# of hours
	Hourly Rate
	Total

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	
	TOTALS
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SECTION 5 – UNENFORCEABLE TERMS AND SOLICITATION TERMS

Unenforceable Terms
As of July 1, 2025, certain terms are unenforceable in state contracts. See Session Laws, 2025 Regular Session, Chapter 39, Article 2, Section 45.
Unenforceable terms
(a) A contract entered into by the state shall not contain a term that:
(1) 	requires the state to defend, indemnify, or hold harmless another person or entity, unless specifically authorized by statute;
(2) 	binds a party by terms and conditions that may be unilaterally changed by the other party;
(3) 	requires mandatory arbitration;
(4)	attempts to extend arbitration obligations to disputes unrelated to the original contract;
(5) 	construes the contract in accordance with the laws of a state other than Minnesota;
(6)	obligates state funds in subsequent fiscal years in the form of automatic renewal as defined in section 325G.56; or
(7) 	is inconsistent with chapter 13, the Minnesota Government Data Practices Act.
(b) If a contract is entered into that contains a term prohibited in paragraph (a), that term shall be void and the contract is enforceable as if it did not contain that term.

Solicitation Terms

A. Competition in Responding
The State desires open and fair competition. Questions from responders regarding any of the requirements of the Solicitation must be submitted in writing to the Solicitation Administrator listed in the Solicitation before the due date and time. If changes are made the State will issue an addendum.

Any evidence of collusion among responders in any form designed to defeat competitive responses will be reported to the Minnesota Attorney General for investigation and appropriate action.

B. Addenda to the Solicitation
Changes to the Solicitation will be made by addendum with notification and posted in the same manner as the original Solicitation. Any addenda issued will become part of the Solicitation.

C. Proposal Contents
By submission of a proposal, Responder warrants that the information provided is true, correct and reliable for purposes of evaluation for potential award of a work order contract. The submission of inaccurate or misleading information may be grounds for disqualification from the award as well as subject the responder to suspension or debarment proceedings as well as other remedies available by law.
D. [bookmark: _Toc23417108]Trade Secret Information
· Responders must not submit as part of their response trade secret material, as defined by Minn. Stat. § 13.37. 
· In the event trade secret data are submitted, Responder must defend any action seeking release of data it believes to be trade secret, and indemnify and hold harmless the State, its agents and employees, from any judgments awarded against the State in favor of the party requesting the data, and any and all costs connected with that defense. 
· The State does not consider cost or prices to be trade secret material, as defined by Minn. Stat. § 13.37.
· A responder may present and discuss trade secret information during an interview or demonstration with the State, if applicable. 

E. Rights Reserved
The State reserves the right to:
· Reject any and all responses received;
· Waive or modify any informalities, irregularities, or inconsistencies in the responses received;
· Negotiate with the highest scoring Responder[s];
· Terminate negotiations and select the next response providing the best value for the State;
· Consider documented past performance resulting from a State contract may be considered in the evaluation process;
· Short list the highest scoring Responders; 
· Require Responders to conduct presentations, demonstrations, or submit samples;
· Interview key personnel or references;
· Request a best and final offer from one or more Responders; 
· The State reserves the right to request additional information ; and
· The State reserves the right to use estimated usage or scenarios for the purpose of conducting pricing evaluations. The State reserves the right to modify scenarios, and to request or add additional scenarios for the evaluation.
F. Award
Any award that may result from this solicitation will be based upon the total accumulated points as established in the solicitation. The State reserves the right to award this solicitation to a single Responder, or to multiple Responders, whichever is in the best interest of the State, providing each Responder is in compliance with all terms and conditions of the solicitation. The State reserves the right to accept all or part of an offer, to reject all offers, to cancel the solicitation, or to re-issue the solicitation, whichever is in the best interest of the State. 

G. Conflicts of Interest
Responder must provide a list of all entities with which it has relationships that create, or appear to create, a conflict of interest with the work that is contemplated in this Request for Offer. The list should identify the name of the entity, the relationship, and a brief explanation of the conflict.
H. Organizational Conflicts of Interest
To the best of Responder’s knowledge and belief, and except as otherwise disclosed, there are no relevant facts or circumstances which could give rise to an organizational conflict of interest. An organizational conflict of interest exists when, because of existing or planned activities or because of relationships with other persons, 

1. a vendor is unable or potentially unable to render impartial assistance or advice to the State; 
2. the vendor’s objectivity in performing the contract work is or might be otherwise impaired; or 
3. the vendor has an unfair competitive advantage. 

If after award, an organizational conflict of interest is discovered, an immediate and full disclosure in writing must be made to the State’s Chief Procurement Officer which must include a description of the action which the contractor has taken or proposes to take to avoid or mitigate such conflicts. If an organizational conflict of interest is determined to exist, the State may, at its discretion, cancel the contract. In the event the Contractor was aware of an organizational conflict of interest prior to the award of the contract and did not disclose the conflict to OSP, the State may terminate the contract for default. Organizational conflicts of interest terms apply to any subcontractors for this work.
I. Contingency Fees Prohibited
Pursuant to Minnesota Statutes Section 10A.06, no person may act as or employ a lobbyist for compensation that is dependent upon the result or outcome of any legislation or administrative action.  
J. Reimbursements
Reimbursement for travel and subsistence expenses actually and necessarily incurred by the contractor as a result of the contract will be in no greater amount than provided in the current "Commissioner’s Plan” established by the Commissioner of the Minnesota Department of Management and Budget (MMB). The current “Commissioner’s Plan” can be viewed on MMB’s website.. Travel time is limited to the contractor traveling further than 35 miles from their home office to perform services. If contractor has multiple locations, the location closest to the project site will be used for travel calculations. Reimbursements will not be made for travel and subsistence expenses incurred outside Minnesota unless it has received the State’s prior written approval for out of state travel.  Minnesota will be considered the home state for determining whether travel is out of state.
K. [bookmark: _Hlk138857086][Instruction: Remove for federally funded project] Targeted Group, Economically Disadvantaged Business, Veteran-Owned and Individual Preference
Unless a greater preference is applicable and allowed by law, in accordance with Minn. Stat. § 16C.16, businesses that are eligible and certified by the State as targeted group (TG) businesses, economically disadvantaged (ED) businesses, and veteran-owned businesses will receive points equal to 12% percent of the total points available as preference. 

For TG/ED/VO certification and eligibility information visit the Office of Equity in Procurement website at https://mn.gov/admin/business/vendor-info/oep/ or call the Division’s Helpline at 651.296.2600.

[OPTIONAL: Based on security concerns, the organization may include the clause below to prohibit the use of foreign outsourcing. You cannot include this paragraph if the work order resulting from this Statement of Work and all its extensions may be in excess of the WTO threshold of $558,000] 
L. [bookmark: _Hlk138857196]Foreign Outsourcing of Work is Prohibited.
All services under this Contract shall be performed within the borders of the United States. All storage and processing of information shall be performed within the borders of the United States. This provision also applies to work performed by subcontractors at all levels. 


SECTION 6 – RESPONDER CERTIFICATIONS
Responder must check each box to certify to the conditions required under this Request for Offer. Please note that some certifications may require the submission of additional information. Sign below to finalize response. 

A. Noncollusion Affirmation
I certify:
☐	That I am the Responder (if the Responder is an individual), a partner in the company (if the Responder is a partnership), or an officer or employee of the responding corporation having authority to sign on its behalf (if the Responder is a corporation).
☐	That the proposal submitted in response to this solicitation has been arrived at by the Responder independently and has been submitted without collusion with and without any agreement, understanding or planned common course of action with, any other vendor designed to limit fair and open competition.
☐	That the contents of the proposal have not been communicated by the Responder or its employees or agents to any person not an employee or agent of the Responder and will not be communicated to any such persons prior to the official opening of the proposals.
☐	That I am fully informed regarding the accuracy of the statements made in the proposal.

B. Certification Regarding Lobbying [If the contract will exceed $100,000 and use (or may potentially use) any amount of federal funds to pay for all or part of the work under the contract.] For State of Minnesota Contracts and Grants over $100,000, the undersigned certifies, to the best of his or her knowledge and belief that:
1. No Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to any person for influencing or attempting to influence an officer or employee of any agency, a member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with the awarding of any Federal contract, the making of any Federal grant, the making of any Federal loan, the entering into of any cooperative agreement, and the extension, continuation, renewal, amendment, or modification of any Federal contract, grant, loan, or cooperative agreement.
2. If any funds other than Federal appropriated funds have been paid or will be paid to any person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with this Federal contract, grant, loan, or cooperative agreement, the undersigned shall complete and submit Standard Form-LLL, Disclosure Form to Report Lobbying in accordance with its instructions.
3. The undersigned shall require that the language of this certification be included in the award documents for all sub-awards at all tiers (including subcontracts, sub-grants, and contracts under grants, loans and cooperative agreements) and that all sub-recipients shall certify and disclose accordingly.
This certification is a material representation of fact upon which reliance was placed when this transaction was made or entered into and is a prerequisite for making or entering into this transaction imposed by 31 U.S.C. 1352. Any person who fails to file the required certification shall be subject to a civil penalty of not less than $10,000 and not more than $100,000 for each such failure..  

C. Copyrighted Material Waiver. By signing its Response, the Responder certifies that it has obtained all necessary approvals for the reproduction and distribution of the contents of its response.
D. Workforce Certification
☐  Prior to the issuance of any work which exceeds $100,000, I agree that I will comply with the requirements of the Minnesota Department of Human Rights related to Work Force Certification Requirements and will complete the following form: Workforce Certificate 

E. Equal Pay Certification
☐  Prior to the issuance of any work which exceeds $500,000, I agree that I will comply with the requirements of the Minnesota Department of Human Rights related to Equal Pay Certification Requirements and will complete the following form: Equal Pay Certificate

F. Additional Certifications, if applicable
☐	I am a certified veteran-owned business, in accordance with Minn. Stat. § 16C.16, subd. 6a and § 16C.19 (d).


By signing this form, Responder acknowledges and certifies compliance with all applicable requirements indicated above. 
Company Name: 	
Signature: 	
Printed Name: 		
Title: 	
Date: 	
Phone Number: 	
 
Email Address: 										
Rev. 05/25	1	
Workforce and Equal Pay Declaration Page
This form is required for all businesses executing government contracts under the following:
1. Select one:
☐	Businesses executing a contract with State or Metropolitan agencies in excess of $100,000 (Workforce Certificate) and if applicable $500,000 (Equal Pay Certificate)
☐	Businesses executing a contract with University of Minnesota for general obligation bond funded capital projects in excess of $100,000 (Workforce Certificate) and if applicable $500,000 (Equal Pay Certificate)
☐	Businesses executing a contract with Political Subdivisions for general obligation bond funded capital projects in excess of $250,000 (Workforce Certificate) and if applicable $1,000,000 (Equal Pay Certificate)
Select all that apply:
2. We are a Certificate holder:
☐	Workforce Certificate under the name: _________________________________________________________
☐	Equal Pay Certificate under the name: __________________________________________________________

3. We are applying/have applied for the following certificate(s):
☐	Workforce Certificate Application date (MM/DD/YYYY): ____________________
☐	Equal Pay Certificate Application date (MM/DD/YYYY): ____________________

4. We have not applied for one or both certificates:
☐	Our Company does not yet have a Workforce Certificate or Equal Pay Certificate. We acknowledge that a Workforce and, if applicable, Equal Pay Certificate, or approved exemption by MDHR is required before a contract can be executed. 

5. We are Exempt:
☐	We attest to MDHR that we have not employed 40 or more employees on a single day during the prior 12 months in Minnesota or the state in where we have our primary place of business.  MDHR may request the names of our employees during the previous 12 months, the date of separation, if applicable, and the current employment status and count.

6. Business Information
	
	
	

	Vendor/Supplier ID
	Business Name
	Name of Contracting Agency

	
	
	

	Authorized Signatory Name
	Title
	Date

	
	
	

	Signature
	Email
	Phone


For assistance with this form, email the Minnesota Department of Human Rights Compliance.MDHR@state.mn.us
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