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Proposal Writing 101 - Agenda
THE RFP YOUR 

RESPONSE
ORGANIZATION CHECKLIST

RFP General Instructions Make sure you are registered 
with Ion Wave Technologies

In order of appearance in the 
RFP

Follow checklist provided

RFP Base Document – note 
the important dates

Save all credentials and 
other documents you need to 
your computer

Exhibit order Titles should match RFP

Exhibits Write your proposal using:
- Project Description
- Scope of Work
- Evaluation Criteria

Attach documents (.pdf) and 
upload into Ion Wave 
Technologies

Not applicable items should 
be labeled “N/A”
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Presenter Notes
Presentation Notes
Yolanda – wouldn’t this slide need to be updated? I am thinking my portion would fit better in the end – since I will be discussing best practices.  



Proposal Writing 101 – Best 
Practices 

 Organizing your proposal and sections

 Writing a winning proposal (what to write about)

 Formatting responses 
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What A Proposal 
Isn’t

A Technical Report An Academic Study

Not Just Paperwork
Not all about YOU – 
it’s about your 
client/customer
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What A Proposal Is

A MARKETING 
DOCUMENT

RESPONDS TO THE 
STATED NEEDS OF 
YOUR CUSTOMER

A LEGAL DOCUMENT 
AND PROJECT PLAN

5



RFP Sample Case Study:
Workers’ Compensation Third Party Claims 
Administrator 

Submittal 
Instructions

Exhibit “A” 
Project Overview

Exhibit “B” 
Schedule

Exhibit “C” Scope 
of Work and 
Deliverables

Exhibit “D” 
Evaluation 
Criteria and 

Scoring Metrics 

Exhibit “F” 
Submittal 

Requirements 
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Presenter Notes
Presentation Notes
Will only show examples of Submittal instructions and Exhibit F. And will talk through the importance of reviewing these key components of the submittal as a proposal writer.



RFP Sample Case Study:
Workers’ Compensation Third Party Claims 
Administrator 
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RFP Sample Case Study:
Workers’ Compensation Third Party Claims 
Administrator 
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Tips For Organizing Your Proposal  

Develop a Proposal 
Outline 

Conduct a Proposal  
Strategy Session

Develop a Work Plan 
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Sample Proposal Outline/Work Plan* 

*Sample outline only covers Tabs 1 and 2 of RFP 
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Presenter Notes
Presentation Notes
Note – I am only focused on the First 2 tabs (out of the 7 tabs) as an example only….



Tips For Writing A 
Winning Proposal

Use Use Graphics

Spotlight Spotlight Your Subject Matter Experts

Write Write Simply and Clearly 

Tell Tell A Story

Include Include Issue Feature Benefit Proof in Transmittal Letter
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Require a RED 
TEAM Review!!!

Provides constructive and 
objective feedback on:
•If RFP requirements are covered
•If proposal themes are effective
•Quality of project management plans
•Effectiveness of writing and graphics
•Whether or not key elements are 

missing
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Presenter Notes
Presentation Notes
I



Tips for Formatting 

ALWAYS  follow the  RFP submittal instructions 

Use easy to read fonts for online or hard copy submittals

Use graphics 

Always include a cover page, table of contents, and tabs

Don’t overuse your company’s name throughout your proposal

Use your client logo in headers or footers

Use plenty of white space
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Presenter Notes
Presentation Notes
First



The RFP General 
Instructions
 See this document on Ion Wave Technologies (you must 
log in to see it)

Note the following important instructions:
Registration is required!
Addenda
Submittal instructions
Do not email responses
Conferences
Presentations/Interviews
Contract Award
Non-responsiveness

14



The Base RFP Document
RFP Number

RFP Title

Contact Person’s name and email address

Inquiries

Ethic Requirements

The “No Contact” Rule

List of Exhibits:

 A - Project Overview

B - Schedule

C - Scope of Work

D - Evaluation Criteria and Scoring Metrics

E - Reference Sheet

F - Technical Requirements

G - Sample Contract with Insurance Requirements

H – Non-Collusion Affidavit

I – Cost Proposal Form

J – E-Verify Affidavit

K – S.A.V.E. Affidavit

L – Local Vendor Preference Eligibility Affidavit
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Exhibit “A”
Project 
Overview

This is a description of the project.

You may wish to use some of this 
information when writing your 
proposal.
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Exhibit “B” 
Schedule

Important Events:

• Advertisement date

• Pre-proposal conference date 
and time – will indicate 
whether mandatory

• Question deadline date and 
time

• Proposal Due Date and Time
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Exhibit “C” – Scope of Work
USE THE SCOPE TO WRITE YOUR PROPOSAL!

1. What is the City looking for?

2. Have you done it before?

3. Do you know of new and innovative ways to                                                                
deliver the project?

4. Can you provide the deliverables?

5. Do you have questions? Submit them.
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Exhibit “D”
Evaluation Criteria and Scoring Metrics

Use the criteria to write your proposal:

1. Previous experience – talk about your wins!

2. Qualifications and experience – include resumes, 
certifications, and project descriptions.

3. Your approach and plan to meet the RFP 
requirements – see SOW.

4. References – copy the reference sheet and 
complete Section 1 for each reference.

5. Local Vendor – don’t leave 5 points on the table!

6. Cost – fair and complete. Do not rely on change 
orders.
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Exhibit “D” cont.
Point Values

Evaluation Criteria Point Values

Previous experience
0 to 30 Points

Qualifications and experience of personnel
0 to 25 Points

Project approach and plan 0 to 20 Points

References 0 to 10 Points

Local Vendor Preference
0 or 5 Points

Cost 0 to 10 Points

Total Possible Points 100 Points

Scoring Metrics - An Evaluation Committee will be 
responsible for ranking and recommending the most 
qualified firm(s) using the following criteria and point 
values on the right.
 The Evaluation Committee shall be comprised 

of at least three (3) individuals and no more 
than five (5) individuals. The Committee shall 
review the submittals and score using the 
scoring metrics above. The Evaluation 
Committee will rank the submittals and 
determine whether interviews are necessary. 
The Committee will recommend to the 
Requesting Department the most qualified 
firm(s) based on the submittals. The 
Department will make a recommendation of 
award to the City Council. The City Council 
has the authority to make any award that is in 
the best interest of the City.

 At the conclusion of evaluation process, the 
Proposers may be asked to submit in writing, a 
Best And Final Offer (BAFO). After the BAFO is 
submitted, the proposals will be rescored as to 
cost and the decision to award will be based on 
the final scores including the BAFO.

 The Selected Provider(s) shall enter into the 
Professional Service Agreement (“Contract”) 
that is provided a sample with the solicitation.
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Exhibit “E” - Reference Form 
    

      
 

Attachment “E” 
Reference Form 

 
Section 1 – To be completed by the Proposing Firm 

 
Name of the Firm Providing a Reference: 
Contact Person at the Firm Providing a Reference: 
Title of Contact Person: 
Telephone number (including extension if applicable): 
Email Address: 
Name of Project to be Verified: 
Approximate Date of Project: 

 
 

(Do Not Write Below this Line) 
 

Section 2 – Verification to be completed by Contracts & Procurement Department 
 

Date of Verification: 
Name of Person Conducting Verification: 
Name of Project Verified: 
Date of Project: 
Name of the Firm Providing a Reference: 
Contact Person at the Firm Providing a Reference: 
Title of Contact Person: 
Telephone number (including extension if applicable): 
Email Address: 

 
Section 3 – Questionnaire (circle Yes or No) 

 
1. Were you satisfied with the firm’s overall performance? Yes No 
2. Was the Project completed on time? Yes No 
3. Was the Project completed within the approved budget? Yes No 
4. If issues were encountered, did the firm handle them courteously, professionally, and 

timely? 
Yes No 

5. Would you hire this firm again? Yes No 
Additional Comments: 
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Attachment “E”

Reference Form



Section 1 – To be completed by the Proposing Firm



		Name of the Firm Providing a Reference:



		Contact Person at the Firm Providing a Reference:



		Title of Contact Person:



		Telephone number (including extension if applicable):



		Email Address:



		Name of Project to be Verified:



		Approximate Date of Project:









(Do Not Write Below this Line)



Section 2 – Verification to be completed by Contracts & Procurement Department



		Date of Verification:



		Name of Person Conducting Verification:



		Name of Project Verified:



		Date of Project:



		Name of the Firm Providing a Reference:



		Contact Person at the Firm Providing a Reference:



		Title of Contact Person:



		Telephone number (including extension if applicable):



		Email Address:







Section 3 – Questionnaire (circle Yes or No)



		1. Were you satisfied with the firm’s overall performance?

		Yes

		No



		2. Was the Project completed on time?

		Yes

		No



		3. Was the Project completed within the approved budget?

		Yes

		No



		4. If issues were encountered, did the firm handle them courteously, professionally, and timely?

		Yes

		No



		5. Would you hire this firm again?

		Yes

		No



		Additional Comments:
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Exhibit “F”
Submittal 
Requirements

Exhibit “F”

Submittal Requirements

Instructions:

1. Complete Provider’s Contact Sheet using the subject: RFP No. 2022-XXXX – RFP TITLE 
2. Create a Table of Contents  
3. Organize the submittal based on the following seven (7) tabs:

Tab 1:  Letter of Transmittal shall include: (limit 2 pages)
a) The Provider’s business organization type (i.e. corporation, LLC, partnership, etc.).
b) The state of incorporation or organization.
c) The name and address of the partners and indicate whether each partner is a general partner or limited partner, if applicable. 
d) The parent corporation (name and address), if applicable.
e) Names and positions of the corporate officers.  
f) Statement as to whether the company is local, regional, national, or international.
g) The names and addresses of company affiliations and/or subsidiaries. 
h) The address and telephone number of the Primary Office/Headquarters.
i) The address and telephone number of the office responsible to provide the solicited services.
j) If different elements of the work/services will be accomplished at different locations, those locations must be listed along with their areas of 

responsibility.
k) The letter shall be signed by a representative who is authorized to contractually bind the Responder and shall include the agent’s title or authority.

Tab 2:  Elements of the Proposal: (limit 20 pages)

a) Refer to Section 3.0 Submittal Guidelines of the RFP General Instructions.
b) Previous Experience in Performing Similar Projects: 
(1) Four (4) similar projects
(2) Within the last five (5) years
(3) With two of the four projects delivered to government or quasi-governmental entities
a) Qualification and Experience of Management:
(1) Include resumes, 
(2) Certifications, and 
(3) Experience relevant to the scope of work in this RFP.
a) Approach and Plan to Meet the RFP requirements:
(1) Include a project plan and
(2) Detailed explanation regarding how the deliverables will be completed.

Tab 3: Credentials (not included in page limit)

Please provide all credentials/licenses/certifications, as required by the Scope of Work, i.e. general contractor’s license, professional engineering license, 
law license.

Tab 4:  Required Forms (not included in page limit):

a) Current, valid Business License
b) Business Registration or Annual Registration
c) Authority to conduct business in the State of Georgia (Foreign Corporations Only)
d) Certificates of Insurance
e) Form W-9
f) Signed Addenda Acknowledgement Forms (if applicable)
g) Non-Collusive Form (Exhibit “H”)
h) Cost Proposal Form (Exhibit “I”)
i) E-Verify Affidavit (Exhibit “J”)
j) S.A.V.E. Affidavit (Exhibit “K”)

Tab 5:  Joint Ventures (not included in page limit):

a) Provide copy of Joint Venture Agreement  
b) Certificate of Insurance in the name of the Joint Venture or the name of the individual joint venture partners

Tab 6:  Review of Standard Contract (limit 2 pages)

List any terms and conditions that Provider disagrees with and would like to negotiate.

Not including the Submittal 
Requirements may cause your 
proposal to be deemed “Non-
Responsive.” Non-responsive 
proposals are not evaluated.
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Exhibit “F” cont. 
Technical 

Requirements

Tab 7:  Local Vendor Preference (not included in page 
limit)

a)  Pursuant to the City’s Municipal Code Section 4-3324 – 
Local Vendor Purchasing Preference.  A “local vendor” or 
“local business” means any corporation, partnership, sole 
proprietorship, franchise, or other business form which:

b)  Has its headquarters, distribution point retail location, 
locally-owned franchise, or place of business within the 
territorial limits of the city, where work and business is and 
has been regularly conducted for at least six (6) months 
immediately prior to the issuance of the relative solicitation.

c)  Holds all business of professional licenses required by 
state law, county ordinance, and city ordinance at the 
location within the city for at least six (6) months immediately 
prior to the issuance of the relative solicitation.

d) Complete the Local Vendor form Exhibit “L” and have it 
notarized.

Tab 6 – Local Vendor Preference
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Exhibit “G” Sample Contract 
SAMPLE CONTRACT (SEE HANDOUT)

1. Do not sign – this is a sample

2. Review 

3. Create a list of exceptions that you wish to 
negotiate, if any.

4. Include a sheet in your response:

Exhibit “G” No Exceptions to Sample Contract 
or Exhibit “G” List of Sample Contract 
Exceptions.

WITH INSURANCE REQUIREMENTS

1. Send to your insurance agent

2. You may include a “sample certificate” 
which is one that does not list the City of East 
Point as the insurance holder. If you are 
awarded the contract, you will obtain an 
updated certificate.

3. Submit all questions regarding insurance 
before the question period  expires. See Exhibit 
“B” – Schedule.
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Exhibit “H” 
Non-Collusion Affidavit

                                                                                                            
                                                                                                                 

Exhibit “H” 
NON-COLLUSION AFFIDAVIT 

 
The undersigned, being duly sworn on oath, says that he or she has not, nor has any other member, 
representative, or agent of the firm, company, corporation or partnership represented by him, entered 
into any combination, collusion or agreement with any person relative to the price to be proposed by 
anyone at such letting nor to prevent any person from proposing nor to include anyone to refrain from 
proposing, and that this proposal is made without reference to any other proposal and without any 
agreement, understanding or combination with any other person in reference to such proposal. 

 
The undersigned further says that no person or persons, firms, or corporation has, have or will receive 
directly or indirectly, any rebate, fee gift, commission or thing of value on account of such sale. 

 
OATH AND AFFIRMATION 

 
I HEREBY AFFIRM UNDER THE PENALTIES FOR PERJURY THAT THE FACTS AND 

INFORMATION CONTAINED IN THE REFERENCED SOLICITATION ARE TRUE AND CORRECT. 
 

Name of Organization: _________________________________________________ 
 
Name of Person Signing: _______________________________________________ 
 
Title of Person Signing: _________________________________________________ 
 
Signature: ____________________________________________________________ 
 
Date: ________________________________________________________________ 

 
ACKNOWLEDGEMENT 

 
STATE OF   ) 

COUNTY OF ) 

 

Before me, a Notary Public, personally appeared the above named and swore that the 
statements contained in the foregoing document are true and correct. 

 
Subscribed and sworn to me this   day of  ,  . 

 
 

Notary Public Signature 
 
My Commission Expires:   
 
Affix Notary Seal 
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Exhibit “H”

NON-COLLUSION AFFIDAVIT



The undersigned, being duly sworn on oath, says that he or she has not, nor has any other member, representative, or agent of the firm, company, corporation or partnership represented by him, entered into any combination, collusion or agreement with any person relative to the price to be proposed by anyone at such letting nor to prevent any person from proposing nor to include anyone to refrain from proposing, and that this proposal is made without reference to any other proposal and without any agreement, understanding or combination with any other person in reference to such proposal.



The undersigned further says that no person or persons, firms, or corporation has, have or will receive directly or indirectly, any rebate, fee gift, commission or thing of value on account of such sale.



OATH AND AFFIRMATION



I HEREBY AFFIRM UNDER THE PENALTIES FOR PERJURY THAT THE FACTS AND INFORMATION CONTAINED IN THE REFERENCED SOLICITATION ARE TRUE AND CORRECT.



Name of Organization: _________________________________________________



Name of Person Signing: _______________________________________________



Title of Person Signing: _________________________________________________



Signature: ____________________________________________________________



Date: ________________________________________________________________



ACKNOWLEDGEMENT
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STATE OF 		) COUNTY OF	)






Before me, a Notary Public, personally appeared the above named and swore that the statements contained in the foregoing document are true and correct.



Subscribed and sworn to me this 	 day of 	, 	.





Notary Public Signature



My Commission Expires: 	



Affix Notary Seal
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Exhibit “I”
Cost Proposal Form

PAGE 1 PAGE 2

Description of Services Lump Sum Cost

$

Total: $

     
    

 

Exhibit “I” 

Cost Proposal Form (1 of 2 pages) 

Please complete the attached pages of the Cost Proposal Form and return them with this cover page. Note 
the instructions on how to submit a separate PDF cost proposal document, this document is not to be 
submitted with your cost proposal document. The cost proposal must be submitted with the Proposer’s 
name, the RFP number and RFP Title. By signing this page, Proposer acknowledges that it has carefully 
examined and fully understands the Contract, Scope of Work, and other attached documents, and hereby 
agrees that if the proposal is accepted, it will contract with the City of East Point according to the RFP 
documents.  

Please provide the following information:  

Name of Firm: __________________________________________________________  

Address: _______________________________________________________________  

Contact Person Submitting Proposal: _________________________________________  

Title of Contact Person: ____________________________________________________ 

Telephone Number: _______________________________________________________  

E-mail Address: ___________________________________________________________  

 

____________________________________  
Signature of Contact Person 

 
____________________________________ 

Printed Name of Contact Person 
 

 ____________________________________  
Title of Contact Person 
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Exhibit “I”

Cost Proposal Form (1 of 2 pages)

Please complete the attached pages of the Cost Proposal Form and return them with this cover page. Note the instructions on how to submit a separate PDF cost proposal document, this document is not to be submitted with your cost proposal document. The cost proposal must be submitted with the Proposer’s name, the RFP number and RFP Title. By signing this page, Proposer acknowledges that it has carefully examined and fully understands the Contract, Scope of Work, and other attached documents, and hereby agrees that if the proposal is accepted, it will contract with the City of East Point according to the RFP documents. 

Please provide the following information: 

Name of Firm: __________________________________________________________ 

Address: _______________________________________________________________ 

Contact Person Submitting Proposal: _________________________________________ 

Title of Contact Person: ____________________________________________________

Telephone Number: _______________________________________________________ 

E-mail Address: ___________________________________________________________ 



____________________________________ 

Signature of Contact Person



____________________________________

Printed Name of Contact Person



 ____________________________________ 

Title of Contact Person









Exhibit “I” 

Cost Proposal Form (2 of 2 pages)

Please complete the chart below entering the total lump sum cost of the services requested.



		Description of Services

		Lump Sum Cost



		Enter description here

		$



		

		



		

		



		Total:

		$















-

image1.png

GGGGGGG








Exhibit “J” – E-Verify Affidavit
See RFP General Instructions, Section 4.1.1:

“This solicitation is subject to the Georgia Security 
and Immigration Compliance Act.  Pursuant to the 
Georgia Security and Immigration Compliance Act 
of 2006, as amended by 2011 House Bill 67, 
Proposers are hereby notified that all solicitations 
for services or work that is to be physically 
performed within the State of Georgia must be 
accompanied by proof of the Proposer’s 
registration, the registration of their proposed 
outside Proposer(s)(s) with the E-Verify Program, 
as well as attestation to each party’s continuing 
and future participation in the E-Verify Program as 
established by the United States Department of 
Homeland Security.”

   
  

  
Exhibit "J" 

 
Contractor E-Verify Affidavit Pursuant to O.C.G.A. § 13-10-91(b)(1) 

By executing this affidavit, the undersigned Provider verifies its compliance with O.C.G.A. § 13-10-91, et 
seq. (the “Act”) and Chapter 300-10-1 of the Rules of Georgia Department of Labor (the “Rules”), stating 
affirmatively that the individual, firm or corporation which is engaged in the physical performance of services 
or has accepted a Contract award on behalf of the City of East Point Georgia (the “City”), (1) has registered 
with; (2) is authorized to use; (3) is using; and (4) shall continue to use throughout the Contract Period the 
Federal Work Authorization Program commonly known as E-Verify, or any subsequent replacement 
program, in accordance with the applicable provisions and deadlines established in the Act and the Rules. 

The undersigned Provider further agrees that, should it employ or contract with any Subcontractor(s) in 
conjunction with the physical performance of services or work required through the acceptance of a 
Contract award with the City of East Point Georgia of which this affidavit is a part, the undersigned Provider 
shall secure from such Subcontractor(s) similar verification of compliance with the Act and the Rules 
through the Subcontractor’s execution of the Subcontractor’s Affidavit which has been provided by the 
City. 

The undersigned Provider further agrees to provide a copy of each such affidavit to the City of East Point 
Georgia at the time the Subcontractor(s) is retained to perform such services or work, and to maintain 
copies of all such affidavits for no less than five (5) years from the date such affidavits were provided to 
the City and otherwise to maintain records of compliance with the Act and the Rules as required by law. 

 
The Provider hereby attests that its Federal Work Authorization User Identification Number and date of 
authorization are as follows: 

 
 
 Federal Work Authorization User Identification Number                        Date of Authorization 
 
Name of Provider:   
Suite/Street Address:    
City, State, Zip:   
Phone:   Email:   

 
 

City of East Point Solicitation Number and Name of City Project 
 

I hereby declare under penalty of perjury that the foregoing is true and correct. 
 

Signature of Authorized Officer or Agent 
 

Printed Name and Title of Authorized Officer or Agent 
 
Subscribed and sworn before me on this the  _ day of    , 202__. 

 
 
   Notary Public (sign and impress seal) 
 
My Commission Expires On:   
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RFP #

RFP Title

Exhibit "J"



Contractor E-Verify Affidavit Pursuant to O.C.G.A. § 13-10-91(b)(1)

By executing this affidavit, the undersigned Provider verifies its compliance with O.C.G.A. § 13-10-91, et seq. (the “Act”) and Chapter 300-10-1 of the Rules of Georgia Department of Labor (the “Rules”), stating affirmatively that the individual, firm or corporation which is engaged in the physical performance of services or has accepted a Contract award on behalf of the City of East Point Georgia (the “City”), (1) has registered with; (2) is authorized to use; (3) is using; and (4) shall continue to use throughout the Contract Period the Federal Work Authorization Program commonly known as E-Verify, or any subsequent replacement program, in accordance with the applicable provisions and deadlines established in the Act and the Rules.

The undersigned Provider further agrees that, should it employ or contract with any Subcontractor(s) in conjunction with the physical performance of services or work required through the acceptance of a Contract award with the City of East Point Georgia of which this affidavit is a part, the undersigned Provider shall secure from such Subcontractor(s) similar verification of compliance with the Act and the Rules through the Subcontractor’s execution of the Subcontractor’s Affidavit which has been provided by the City.

The undersigned Provider further agrees to provide a copy of each such affidavit to the City of East Point Georgia at the time the Subcontractor(s) is retained to perform such services or work, and to maintain copies of all such affidavits for no less than five (5) years from the date such affidavits were provided to the City and otherwise to maintain records of compliance with the Act and the Rules as required by law.



The Provider hereby attests that its Federal Work Authorization User Identification Number and date of authorization are as follows:





 Federal Work Authorization User Identification Number                        Date of Authorization



Name of Provider: 	

Suite/Street Address: 		 City, State, Zip: 	

Phone: 	 Email: 	





City of East Point Solicitation Number and Name of City Project



I hereby declare under penalty of perjury that the foregoing is true and correct.



Signature of Authorized Officer or Agent



Printed Name and Title of Authorized Officer or Agent



Subscribed and sworn before me on this the 	_ day of 			, 202__.





   Notary Public (sign and impress seal)



My Commission Expires On: 	



Exhibit “K” – S.A.V.E. Affidavit
See RFP General Instructions Section 4.2:

“The City of East Point is required to verify the status 
of anyone who applies for a Public Benefit through 
the City.  Public Benefits are defined by state statute, 
O.C.G.A. § 50-36-1, by Federal statute, 8 U.S.C. 
§1611 and 8 U.S.C. §1621, and by the Office of the 
Attorney General.  Pursuant to these definitions, 
contract awards by the City of East Point are 
considered “Public Benefits.”  Beginning on January 
1st, 2012, any person awarded a Public Benefit must 
show a secure and verifiable document and complete 
the S.A.V.E. Affidavit.  It is, therefore, recommended 
by the City that the copy of the S.A.V.E. Affidavit be 
submitted in the RFP response package to avoid any 
award delays.  The Notary Seal on the SAVE Affidavit 
must be visible on the copy submitted.”

                         
     

   
 

           Exhibit "K" 
Contractor’s S.A.V.E. Affidavit 

Under the Systematic Alien Verification for Entitlements Program Pursuant 
to O.C.G.A §50-36-1(e)(2) 

By executing this affidavit under oath, as an applicant for a City of East Point Georgia contract award or other Public 
Benefit as provided by O.C.G.A. §50-36-1, and determined by the Attorney General of Georgia in accordance 
therewith, I am hereby stating the following with respect to my application for a City of East Point contract award/ 
public benefit: 

 
Name of natural person applying on behalf of individual, business, corporation, partnership, joint venture, or private    
entity:  ___________________________________________________________________. 

 
 Check one: 
 
 ____ 1) I am a United States citizen; or 
  
 ____ 2) I am a legal permanent resident eighteen (18) years of age or older; or 

 _____3) I am an otherwise qualified alien or non-immigrant under the Federal Immigration and Nationality Act, who is     
eighteen (18) years of age or older, and lawfully present in the United States of America. All non-citizens MUST 
provide their Alien Registration Number here:  _________________________. 

  The undersigned applicant also hereby verifies that he or she has provided at least one (1) secure and verifiable 
document, as required by O.C.G.A. §50-36-1(e)(1), with this affidavit. 

The secure and verifiable document provided with this affidavit is: 
 

 

In making the above representation under oath, I understand that any person who knowingly and willfully makes a false, 
fictitious, or fraudulent statement or representation in an affidavit shall be guilty of a violation of O.C.G.A. §16-10-20, 
and face criminal penalties as allowed by such criminal statute. 
 
 

Signature of Applicant 
 
 

Printed Name of Applicant 
 
Subscribed and sworn before me on this the ___ day of ____________, 202__.   

 
 
  Notary Public (sign and impress seal) 
 

My Commission Expires On:   
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		Name of Solicitation



		

		

		







           Exhibit "K"

Contractor’s S.A.V.E. Affidavit

Under the Systematic Alien Verification for Entitlements Program Pursuant to O.C.G.A §50-36-1(e)(2)

By executing this affidavit under oath, as an applicant for a City of East Point Georgia contract award or other Public Benefit as provided by O.C.G.A. §50-36-1, and determined by the Attorney General of Georgia in accordance therewith, I am hereby stating the following with respect to my application for a City of East Point contract award/ public benefit:



Name of natural person applying on behalf of individual, business, corporation, partnership, joint venture, or private    entity:  ___________________________________________________________________.



 Check one:



 ____ 1) I am a United States citizen; or

 

 ____ 2) I am a legal permanent resident eighteen (18) years of age or older; or

 _____3) I am an otherwise qualified alien or non-immigrant under the Federal Immigration and Nationality Act, who is     eighteen (18) years of age or older, and lawfully present in the United States of America. All non-citizens MUST provide their Alien Registration Number here:  _________________________.

  The undersigned applicant also hereby verifies that he or she has provided at least one (1) secure and verifiable document, as required by O.C.G.A. §50-36-1(e)(1), with this affidavit.

The secure and verifiable document provided with this affidavit is:





In making the above representation under oath, I understand that any person who knowingly and willfully makes a false, fictitious, or fraudulent statement or representation in an affidavit shall be guilty of a violation of O.C.G.A. §16-10-20, and face criminal penalties as allowed by such criminal statute.





Signature of Applicant





Printed Name of Applicant



Subscribed and sworn before me on this the ___ day of ____________, 202__. 	





  Notary Public (sign and impress seal)



My Commission Expires On: 	



Exhibit “L” – Local Vendor 
Preference Eligibility Affidavit

The Procurement Code of The City of East Point (Ord. No. 1111-95, § 1, 7-3-95) Secs. 4-3324. - Local vendor 
purchasing preference.

(Excerpted)
(2) Definition: A “local vendor" or “local business" means any corporation, partnership, sole proprietorship, franchise, or 

other business form which:
(a) Has its headquarters, distribution point, retail location, locally-owned franchise, or place of business within the 

territorial limits of the city, where work and business is and has been regularly conducted for at least six (6) months 
immediately prior to the issuance of the request for competitive proposals by the city; and

(b) Holds all business or professional licenses required by state law, county ordinance, and city ordinance at the 
location within the city for at least six (6) months immediately prior to the issuance of the request for competitive proposals 
by the city.
(3) Application of local preference to specific procurement activity: In an effort to nurture small and large businesses, 

create jobs, boost local economic activity, and tax revenue, the city will grant the lesser of a five-percent or five-point 
local preference to all otherwise responsive and responsible vendors who have an actual physical presence and direct 
economic relationship within the city. This provision is applicable only to the city's acquisition of materials, equipment, or 
services through the request for proposal (RFP) or request for qualification (RFQ) process as provided in code sections 4-
3303, 4-3307, and 4-3313.
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Exhibit “L” - Local Vendor Preference 
Eligibility Affidavit (cont.)

                                                                                                                     
  

Exhibit “L” 
 

LOCAL VENDOR PREFERENCE ELIGIBILITY AFFIDAVIT 

The Procurement Code of The City of East Point (Ord. No. 1111-95, § 1, 7-3-95) Secs. 4-3324. -
Local vendor purchasing preference: 

(1) Policy. The city has a significant interest in encouraging the creation of employment opportunities for its 
residents and for businesses located within the city. As a purchaser of goods and services, the city will benefit 
from expanded job and business opportunities for its residents and businesses through additional revenues 
generated by its activities. It is in the interest of the city and its residents to give preference on eligible local 
projects to those eligible offerors who have direct physical and economic relationships with the city. 

(2) Definition: A “local vendor" or “local business" means any corporation, partnership, sole proprietorship, 
franchise, or other business form which: 

(a) Has its headquarters, distribution point, retail location, locally-owned franchise, or place of business 
within the territorial limits of the city, where work and business is and has been regularly conducted for at least 
six (6) months immediately prior to the issuance of the request for competitive proposals by the city; and 

(b) Holds all business or professional licenses required by state law, county ordinance, and city 
ordinance at the location within the city for at least six (6) months immediately prior to the issuance of the 
request for competitive proposals by the city. 

(3) Application of local preference to specific procurement activity: In an effort to nurture small and large 
businesses, create jobs, boost local economic activity, and tax revenue, the city will grant the lesser of a five-
percent or five-point local preference to all otherwise responsive and responsible vendors who have an actual 
physical presence and direct economic relationship within the city. This provision is applicable only to the city's 
acquisition of materials, equipment, or services through the request for proposal (RFP) or request for 
qualification (RFQ) process as provided in code sections 4-3303, 4-3307, and 4-3313. 

(4) Method of granting local preference: 

(a) Each corporation, partnership, sole proprietorship, franchise, or other business form seeking 
local preference points under this section shall certify under oath that it is eligible to receive the 
local preference points as set forth above as a part of the submission of its proposal or bid to the city and, in 
the event the affidavit or other declaration under oath is determined to be false, such business shall be 
deemed "non-responsive" and shall not be considered for award of the applicable contract by the manager of 
contracts and procurement. 

(b) Any local vendor who has been determined by the manager of contracts and procurement to be 
otherwise responsive and responsible, which also provides proof of its local status under oath will receive the 
lesser of a five-percent or five-point preference on its total evaluated score. 

(5) Local preference shall not apply to the following: 
(a) Procurement methods other than a request for proposal (RFP) or request for qualification (RFQ) 

process as provided in section 4-3303, 4-3307, and 4-3313; or 
(b) Procurements for which state or federal law, federal grant provisions, or other funding source 

prohibits granting a local vendor preference; or 
(c) Goods and services provided under a cooperative purchasing agreement or piggyback contracts; or  
(d) Emergency, and single or sole source procurement. 
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LOCAL VENDOR PREFERENCE ELIGIBILITY AFFIDAVIT

The Procurement Code of The City of East Point (Ord. No. 1111-95, § 1, 7-3-95) Secs. 4-3324. -Local vendor purchasing preference:

(1) Policy. The city has a significant interest in encouraging the creation of employment opportunities for its residents and for businesses located within the city. As a purchaser of goods and services, the city will benefit from expanded job and business opportunities for its residents and businesses through additional revenues generated by its activities. It is in the interest of the city and its residents to give preference on eligible local projects to those eligible offerors who have direct physical and economic relationships with the city.

(2) Definition: A “local vendor" or “local business" means any corporation, partnership, sole proprietorship, franchise, or other business form which:

(a) Has its headquarters, distribution point, retail location, locally-owned franchise, or place of business within the territorial limits of the city, where work and business is and has been regularly conducted for at least six (6) months immediately prior to the issuance of the request for competitive proposals by the city; and

(b) Holds all business or professional licenses required by state law, county ordinance, and city ordinance at the location within the city for at least six (6) months immediately prior to the issuance of the request for competitive proposals by the city.

(3) Application of local preference to specific procurement activity: In an effort to nurture small and large businesses, create jobs, boost local economic activity, and tax revenue, the city will grant the lesser of a five-percent or five-point local preference to all otherwise responsive and responsible vendors who have an actual physical presence and direct economic relationship within the city. This provision is applicable only to the city's acquisition of materials, equipment, or services through the request for proposal (RFP) or request for qualification (RFQ) process as provided in code sections 4-3303, 4-3307, and 4-3313.

(4) Method of granting local preference:

(a) Each corporation, partnership, sole proprietorship, franchise, or other business form seeking local preference points under this section shall certify under oath that it is eligible to receive the local preference points as set forth above as a part of the submission of its proposal or bid to the city and, in the event the affidavit or other declaration under oath is determined to be false, such business shall be deemed "non-responsive" and shall not be considered for award of the applicable contract by the manager of contracts and procurement.

(b) Any local vendor who has been determined by the manager of contracts and procurement to be otherwise responsive and responsible, which also provides proof of its local status under oath will receive the lesser of a five-percent or five-point preference on its total evaluated score.

(5) Local preference shall not apply to the following:

(a) Procurement methods other than a request for proposal (RFP) or request for qualification (RFQ) process as provided in section 4-3303, 4-3307, and 4-3313; or

(b) Procurements for which state or federal law, federal grant provisions, or other funding source prohibits granting a local vendor preference; or

(c) Goods and services provided under a cooperative purchasing agreement or piggyback contracts; or 

(d) Emergency, and single or sole source procurement.



Please complete the information below:

Company claiming local vendor preference is a (check one):

□ Sole Proprietor      □ Corporation     □ Limited Liability Company     □ Partnership         □ Joint Venture 

□ Other ___________________________

Company Name: 					

Primary or H. Q. Address: 				 Address: 					 City, State, and Zip:					 Number of Years at address above: 				

Local Address:  Address: 	 City, State, and Zip:	 Number of Years at local address: 	

Name: 	 Title: _______________________________________________________________________________		 Email Address: 	 Cell Phone Number: ___________________________________________________________________ Signature: 		 Date:	

See Exhibit “F” Technical Requirements and attach the documents requested under Tab 3 (a) – (e) as proof of local address.



Subscribed and sworn before me on this the ___ day of ____________, 202__. 	





  Notary Public (sign and impress seal)



My Commission Expires On:
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RESPONSE CHECKLIST
(For Proponents’ use – do not include with your submittal)

 
  

          
RFP No. __________ RFP Title: _________________________________  

 Yes No N/A 
Due Date         by 3:30pm    
Submit using Ionwave System or via 
email with written permission from 
C&P 

   

Acknowledge Addenda    
Contact Sheet    
Table of Contents    
References – how many are required?    
Tab 1 
A – business organization 
B – state of incorporation 
C – name and address of partners 
D – parent corporation 
E – names/positions corp. officers 
F – statement of locality 
G – company affiliations 
H - address/phone primary locale 
I – address of office to perform 
J – different locations 
K - signature 

   

Tab 2 - Credentials    
Tab 3 – Required Forms    
Tab 4 – Joint Ventures    
Tab 5 – Review of Standard Contract    
Tab 6 – Local Vendor Preference    
Tab 7 – Proposal – 20 pages maximum    
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RESPONSE CHECKLIST

(For Proponents’ use – do not include with your submittal)

RFP No. __________ RFP Title: _________________________________ 

		

		Yes

		No

		N/A



		Due Date         by 3:30pm

		

		

		



		Submit using Ionwave System or via email with written permission from C&P

		

		

		



		Acknowledge Addenda

		

		

		



		Contact Sheet

		

		

		



		Table of Contents

		

		

		



		References – how many are required?

		

		

		



		Tab 1

A – business organization

B – state of incorporation

C – name and address of partners

D – parent corporation

E – names/positions corp. officers

F – statement of locality

G – company affiliations

H - address/phone primary locale

I – address of office to perform

J – different locations

K - signature

		

		

		



		Tab 2 - Credentials

		

		

		



		Tab 3 – Required Forms

		

		

		



		Tab 4 – Joint Ventures

		

		

		



		Tab 5 – Review of Standard Contract

		

		

		



		Tab 6 – Local Vendor Preference

		

		

		



		Tab 7 – Proposal – 20 pages maximum
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Questions/Answers/Comments
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More questions? Check out these resources: 
The Association of Proposal Management Professionals - www.apmp.org and The Society 
for Marketing Professional Services - www.smps.org  

PURCHASING@EASTPOINTCIT Y.ORG

33

http://www.apmp.org/
http://www.smps.org/

	Proposal Writing 101
	Proposal Writing 101 - Agenda
	Proposal Writing 101 – Best Practices 
	What A Proposal Isn’t
	What A Proposal Is
	RFP Sample Case Study:�Workers’ Compensation Third Party Claims Administrator 
	RFP Sample Case Study:�Workers’ Compensation Third Party Claims Administrator 
	RFP Sample Case Study:�Workers’ Compensation Third Party Claims Administrator 
	Tips For Organizing Your Proposal  
	Sample Proposal Outline/Work Plan* 
	Tips For Writing A Winning Proposal
	Require a RED TEAM Review!!!
	Tips for Formatting 
	The RFP General Instructions
	The Base RFP Document
	Exhibit “A”�Project Overview
	Exhibit “B” Schedule
	Exhibit “C” – Scope of Work
	Exhibit “D”�Evaluation Criteria and Scoring Metrics
	Exhibit “D” cont.�Point Values
	Exhibit “E” - Reference Form 
	Exhibit “F”�Submittal Requirements
	Exhibit “F” cont. �Technical Requirements
	Exhibit “G” Sample Contract 
	Exhibit “H” �Non-Collusion Affidavit
	Exhibit “I”�Cost Proposal Form
	Exhibit “J” – E-Verify Affidavit
	Exhibit “K” – S.A.V.E. Affidavit
	Exhibit “L” – Local Vendor Preference Eligibility Affidavit
	Exhibit “L” - Local Vendor Preference Eligibility Affidavit (cont.)
	������������RESPONSE CHECKLIST�(For Proponents’ use – do not include with your submittal)�
	Questions/Answers/Comments
	More questions? Check out these resources:�The Association of Proposal Management Professionals        �������������������More questions? Check out these resources: �The Association of Proposal Management Professionals - www.apmp.org and The Society for Marketing Professional Services - www.smps.org  �



