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Section I
General Information
I-1

Purpose
The purpose of this Request for Information (RFI) is [Include a brief statement].
This issuance of this RFI does not constitute a commitment to issue a request for bids/proposals,
award a contract, or pay any costs incurred in preparation of a response to this RFI. IUP requires
that all responding suppliers abstain from providing any actual quotes or bids in response to this
RFI.
Any information received in response to this RFI will assist IUP’s project team in finalizing the
scope of work and requirements which may be used at a future date in the issuance of a Request
for Proposals (RFP). Submitting a response to this RFI is not a guarantee in any way that a
supplier will be selected for any subsequent RFP, nor does it preclude any supplier from
responding to future procurement opportunities.

I-2

Issuing Office
This RFI is being issued for IUP by the issuing office listed below. The issuing office is the sole
point of contact for this RFI. Please refer all inquiries to:
(PROCUREMENT AGENT)
(TITLE)
Indiana University of Pennsylvania
Robertshaw Building
650 South 13th Street
Indiana, PA 15705-1087
Telephone:_________________Fax:_______________
E-mail:_______________________________________
Any RFI addenda/updates will be made available at IUP’s e-bid web site https://www.ebidexchange.com/PASSHE/. Questions must be submitted there as well. Those suppliers who
registered at IUP’s e-bid web site https://www.e-bidexchange.com/PASSHE/will be
automatically notified of responses to questions concerning this RFI.
Pertinent Dates:
Final questions prior to submission before
(DATE)
Submission Deadline:
(DATE)
, 2:00PM EST

, 2:00PM EST

I-3

Scope
[Include a brief summary about the project/department/need for the information of the potential
hardware/software/services, etc. that the RFI is being prepared for and the expectations about
the solution /product/ service to be obtained.]

I-4

Information Requested from Suppliers
Suppliers are to respond to the questions listed in Section III. Suppliers are encouraged to
recommend changes to the project if it is determined, based on their experience, that there is a
better approach. IUP is seeking best practices in this area.

I-6

Supplier Presentations
IUP may request suppliers to provide a presentation of some of the functionality described
in
this RFI. All costs associated by such presentations will be borne by the supplier. Promotional
items shall not be provided at these presentations.

I-7

Confidentiality and RFI Ownership
This RFI is both confidential and proprietary to IUP and IUP reserves the right to
the RFI in its entirety or in part. Suppliers agree that they will not duplicate, distribute
otherwise disseminate or make available this document or the information contained in
without the express written consent of IUP’s issuing office.

recall
or
it

Suppliers shall not include or reference this RFI in any publicity without prior written
approval from IUP, which, if granted, shall be granted by the issuing office. Suppliers
must
accept all of the foregoing terms and conditions without exception. All responses to
the RFI
will become the property of IUP and will not be returned.
I-8

Disclosure of Proposal Contents
Cost and price information provided in proposals will be held in confidence and will not be
revealed or discussed with competitors, except to the extent required by law. All other material
submitted becomes the property of the University and may be returned only at the University’s
option. Proposals submitted to the University may be reviewed and evaluated by any person
other than competing bidders at the discretion of the University. The University has the right to
use any or all ideas presented in any reply to the RFI. Where confidential or proprietary
information is required, or should the vendor deem it necessary to submit such matter, mark each
page/section in large bold type (PROPRIETARY INFORMATION). Please be advised that
effective January 1, 2009 all responses to this procurement opportunity are subject to the
Pennsylvania Right-to-Know Law, 65 P.S. §67.101 et seq., (Act 3 of 2008). The Right-to-Know
Law permits any requestor to inspect and/or copy any record prepared and maintained or received
in the course of the operation of a public office or agency that is not subject to the enumerated
exceptions under the law. If your response to the procurement opportunity contains a trade
secret or confidential proprietary information, you should include with your response a
separate signed written statement to that effect. Should your response become the subject of a
Pennsylvania Right-to-Know Law request, you will be notified by the procurement office to
identify all trade secrets or confidential and proprietary information that is included in
your response. The agency will then determine whether the claimed trade secret or
confidential and proprietary information is subject to disclosure.

I-9

Submission Instructions
IUP is utilizing an electronic procurement system for its solicitations. In order to submit a
response to this RFI, suppliers must register at IUP’s e-bid web site https://www.ebidexchange.com/PASSHE/.
Important: Suppliers should contact the issuing office if they are unable to register correctly, or if
they experience difficulty in uploading/downloading documents from the eProcurement
Exchange.



Click the <Solicitations> tab
Select <View> next to the corresponding solicitation







Click the <Bid> tab
Upload your bid documents
Answer any Request for Information (RFI) items
Check the authorization box
Click <Submit Bid> button

Bidders may upload a single electronic file or if uploading multiple electronic files, they may
upload one zipped folder containing those files. Once a file has been uploaded, uploading a new
file will overwrite the first file. Current upload file size limit is 50MB. If your response was
submitted properly, you will receive the following acknowledgement “Your bid has been
recorded” and a bid receipt number will be provided. You may withdraw your submittal at any
time up to the solicitation due date and time by simply clicking on <Withdraw Bid> located at the
bottom of the Bid tab. There are several Help Guides and video tutorials available at IUP’s e-bid
web site https://www.e-bidexchange.com/PASSHE/. If additional support is needed, please
contact the issuing office.
I-10

(Optional may not apply to all contracts – delete this paragraph if the RFI is not for Electronic
Information Technology.) Accessibility of Electronic Information Technology. All electronic
and information technology (EIT) mentioned in this request for information must meet the
applicable accessibility standards of 36 CFR 1194. 36 CFR 1194 implements Section 508 of the
Rehabilitation Act of 1973, as amended, and is viewable at the following URL:
http://www.section508.gov. The following Section 508 technical standards are applicable to this
RFP, as a minimum: "Software Applications and Operating Systems” (1194.21), "Web-based
Intranet and Internet Information and Applications” (1194.22), and "Video or Multimedia
Products” (1194.24) C.4. Contractors are requested to state their level of compliance to applicable
sections as part of this request for information.

I-10/11 Summary (I-11 if EIT paragraph included; if not included I-10)
THIS IS A REQUEST FOR INFORMATION (RFI) ONLY to identify sources that can provide
[Include a brief statement]. The information provided in the RFI is subject to change and is not
binding on IUP. The University has not made a commitment to procure any of the items
discussed, and release of this RFI should not be construed as such a commitment or as
authorization to incur cost for which reimbursement would be required or sought. All
submissions become the property of IUP and will not be returned.

Section II
Description of the Organization
II-1

IUP Fact Sheet
IUP of Higher Education Fact Sheet – Sample provided below.
IUP is the second largest of the 14 Pennsylvania State System of Higher Education Schools with
an enrollment of approximately 15,000 students. The main campus of the University is located in
both the Borough of Indiana, and in White Township, fifty-five miles northeast of Pittsburgh.
Resting in the foothills of the Allegheny Mountains, Indiana offers the best of small town and
city life. With a population of 35,000, Indiana and its neighboring communities are quiet and
picturesque. Several nearby natural areas and state parks provide opportunities for hiking,
camping, boating and fishing. The Indiana area is rich in culture from its history of energy
resources. The economy is based on energy, health care, education, finance and other service
industries.
IUP was founded in 1875 as Indiana Normal School. It achieved university status in 1965.. The
university offers 133 undergraduate, 55 masters and 10 doctoral degree programs. IUP is
accredited by the Middle States Association Commission on Higher Education and many of its
academic programs also are accredited by professional organizations.

II-2

IUP Strategic Direction
IUP of Higher Education Strategic Initiatives

(The balance of this page intentionally left blank)

Section III
General Requirements

III-1

General Supplier Information
IUP is asking interested suppliers to submit a response containing, at a minimum, the following
information:
1.
2.
3.
4.

Description of the reason for your interest in possibly providing the [services/supplies].
Brief history of your firm.
Brief description of past experience providing similar services/supplies.
Your best estimated price range to provide the services/supplies as stated herein, lowest
estimate to highest estimate.
5. Your best estimated time frame for completing the project.
6. Company brochure/literature if available.
III-2

Project Overview
[Provide a summary overview of project goals, objectives, key performance indicators, expected
service delivery, and any other basic information about the project.]
Example:
A. High Level business requirements.
B. Overview of functional requirements.
C. Overview of information security requirements, privacy protection, etc.
D. Overview of performance requirements.
E. Overview of availability requirements.
F. Overview of technical requirements.
G. Legal requirements.

III-3

Questions
IUP requests that suppliers answer the following questions in their response to this

RFI:

[Insert questions]
1. From your past experience, has IUP identified all the major components necessary to
complete this project? If not, please provide information on other necessary components.
2. Provide a list of potential problems/risks that IUP may encounter during this project.
3. Provide any ideas or suggestions about how such problems/risks should be addressed in a
procurement solicitation.
III-4

Response Format
Responses are to be straightforward, clear, concise and specific to the information
requested. In order for submissions to be considered complete, suppliers must provide the
following information:
1. Transmittal Letter; include a statement of any proprietary information if applicable
2. Response to Section III-1, General Supplier Information
3. Response to Section III-3, Questions

4. Other: any comments, observations or suggestions which may assist IUP in drafting a
procurement solicitation

Contractor e-bid Instructions
To register, visit the https://www.e-bidexchange.com/PASSHE/ and click on the
‘Register’ tab and enter the required information. A “Vendor Quick Start Guide” is also
available to assist in the registration process.
Using PASSHE’s EProcurement Exchange:
Sealed Bid Confidentiality – At no time can any other Contractor see your electronic
proposal.
Confidentiality of Identity – When questions are asked and answered, bidder identity is
not disclosed to other bidders.
Documents – All documents may be downloaded directly to your computer (Contractors
must be registered to access documents).
Being added to the “Bidders List” – By downloading any document, you are
automatically added to the list of bidders for the solicitation.
Questions – by clicking on the “Questions” tab, you can see all questions that have been
asked and answered related to the solicitation. You can also ask questions directly
through this tab. When IUP answers the question, both the question and answer are
emailed directly to all bidders. The identity of the Contractor asking the question is not
disclosed.
Submitting and Updating Bids – You may submit and update your bid anytime up to
the bid due date and time by clicking on the “Bid” tab.
What to Submit with your Proposal:
Click on the “Bid” tab.
 Answer Request For Information (RFI) items.
 Attach a zipped folder containing the RFI documents.
How to Submit your Proposal:
Save your files as a single zipped folder. From the Bid tab, click on “browse” (middle of
the page), then find and select the zipped folder name. The zipped folder will be attached
to your bid submission when the Submit Bid button is clicked. The maximum individual
file or folder size is 20Mb. Instructions to zip a file are in the FAQ section at the
eProcurement Exchange. Refer to Microsoft’s Help Guide for additional instructions.
Contact the issuing office for assistance if needed.
Verifying that your Proposal was Submitted - If submitted properly, you will receive
an acknowledgement appearing in the middle of your screen saying “Your bid has been
recorded” and a bid receipt number will be provided.
Withdrawing Your Proposal - You may withdraw your proposal at any time up to
proposal due date and time by simply clicking on Withdraw Bid, located at the bottom of
the Bid tab.
Help Guides - There are several Help Guides and video tutorials available on the various
screens. If additional support is needed, please contact the issuing office.

