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Slide 1: Title Page, The Request for Proposals Process for Health and Human Services (Title Page) 

Welcome to the State Procurement Office’s Workshop No. SPO 215, The Request for Proposals (RFP) 
Process for Health and Human Services, pursuant to HRS Chapter 103F. This workshop will provide an 
overview of the competitive purchase of services procurement process. The RFP process will be covered 
in this and 2 other workshops, Workshop No. 220, Evaluating Proposals, and Workshop No. 225, Getting 
from the Notice of Award to Executed Contract. 

In this workshop, we will be going over the RFP template, so if you have not already done so and to 
make it easier for you to follow along, stop here and print out the RFP template before continuing on 
with this workshop. You only need to print the regular RFP template. 

Slide 2: What This Workshop Covers 

We covered 4 of the 5 methods of procurement of health and human services in Workshop No. SPO 210. 
Today we are covering the competitive purchase of services, which is the method used most often for 
procurements of health and human services. 

Slide 3: The RFP (Title Page) 

And the process which it is done is through the Request for Proposals process. 

Slide 4: What is a RFP? 

So what is a RFP? 
•	 It’s not a bid or a method of procurement! 
•	 It’s a mechanism or process and not just a document. 
•	 The RFP process is the competitive procurement method for soliciting providers to submit a 

detailed plan to provide health or human services to the public on behalf of a state agency. 
•	 It is the most competitive of all the procurement methods for 103F. 

The RFP process is the vehicle by which we receive proposals, the proposals are evaluated, and the 
result is contracted services. 

Slide 5: Team Management 

When you are doing any kind of procurement, planning plays an important role in the whole process. If 
you forgot what goes into planning, as a quick refresher watch Workshop No. 205. As part of 
procurement planning, you need to form a team to work together. Your supervisor or administrator can 
help identify team members. 

Remember that putting together the RFP is a team process. Decide who will be team members. Get your 
evaluators while you are in the planning process. Except for the coordinator, who is involved from 
beginning to end, team members may not all be involved in every aspect of the process. Provide your 
team members with drafts and invite comments. 
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Slide 6: Planning, HAR Chapter 3-142 

Developing a well-written RFP takes time and planning. As a reminder, planning is covered under HAR 
Chapter 3-142. Remember, planning is mandatory, but you know it’s a good thing. The more time you 
spend on putting together the procurement, the better your results should be. In the RFP template, a 
brief summary of your agency’s planning activities for the services needs to be inputted. Planning 
documents referenced in the RFP are public documents. 

People change, conditions change, amount of funding changes, your knowledge changes. So your RFP 
can go through many changes also. Plan ahead. It’s never too early to start on the next procurement. 

Slide 7: Planning for a RFP 

So what goes into planning for an RFP?
 

First, you need to spend time to determine What it is that you need to accomplish and why it matters.
 
You need to be clear as to what issues you are facing? Why do you need the services? What problem
 
are you trying to resolve?
 

Is there something you wish to achieve; or something you think you need to change? What is your
 
purpose in taking action? Will it alleviate the problem?
 

When should you start? Is now the right time? Are circumstances favorable enough? Would it be
 
better to wait and see how events turn out? Are you in danger of rushing into short-term action when a
 
long-term approach is needed?
 

Where should you begin? Which aspect of the problem or change should you tackle first? Is it the most
 
important or the most pressing, since these typically refer to two aspects of any problem, not one?
 

How should you do it? What is the best approach? What skills or techniques will you need? What can
 
you learn from others’ experiences to assist you?
 

Decide on Who will be responsible for this procurement? Who will be on the team to put together the
 
procurement and manage the contract? Who do you need on your side? Who has to help you if you
 
want the procurement to succeed?
 

After all that, then you can decide the WHO, WHAT, WHEN, WHERE, WHY & HOW of the services?
 

Think carefully; put them into some order of priority. Don’t assume that you’ll be able to tackle it all at
 
once because it’s likely to be more than you can handle, and remember that planning takes time.
 
Some service questions that you will need to ponder:
 

WHO is your target population?
 
WHAT is your budget?
 
WHAT outcomes are you looking to achieve?
 
WHAT kind of services and facilities, if applicable, are needed to achieve the outcomes?
 
WHAT type of provider are you looking to provide the services?
 
WHAT are the Provider responsibilities?
 
WHAT are the State’s responsibilities?
 
WHAT do you want the provider to do?
 
WHAT are the qualification requirements for the services, providers, and providers staff?
 
WHAT are the service delivery timelines, if any?
 
WHAT are the reporting requirements of the provider?
 
WHAT do you want the applicants to address in the proposals submitted?
 
WHAT are the evaluation factors that are important to look at in the proposals? Based on that, establish
 
the criteria for evaluating submitted proposals.
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WHEN do you want the services to begin and end? Is it going to be a one year contract with multiple
 
extensions?
 
WHERE are the services going to take place? Are the services for only one or multiple islands or
 
geographic areas?
 
HOW will the provider’s services be monitored?
 
HOW many awards will be made?
 
HOW will payments be made?
 
HOW will referrals be made?
 

You need to provide as much information as you possibly can so that the providers can prepare a
 
responsive proposal.
 

Don’t let it be a guessing game for the providers. Put yourself in the provider’s shoes for the moment.
 
Is the information in the RFP enough for the providers to put together a clear, concise and sound
 
proposal that satisfies your purchasing agency’s requirements?
 

Slide 8: RFP Logistics – Develop a Timeline 

As part of your planning, you need to allow adequate time for the entire procurement process. 

Things for you to consider: 

 If it’s a new, complex or greatly modified services, you need to allot more time for planning;
 
 A request for information and an orientation meeting is a requirement;
 
 Anticipate questions which may mean possibly revising specifications, or issuing another RFI;
 
 Possible changes to the specs results in issuing addenda, which possibly could change the
 

proposal submittal deadline, 

 Provide adequate time for providers to prepare their proposals, depending on the complexity of 
the services; 

 Allot time for evaluation of proposals received. How many proposals do you anticipate 
receiving? Are there a number of providers that can provide the required services? 

 Is the service one which could possibly have a protest? Remember, once a notice of protest is 
received, the procurement comes to a halt until the protest is resolved. 

 Provide time to develop the contract; 

 Allow time for the provider to execute the contract. Consider where the provider is located, and 
the process that their organization goes through to get a contract signed. 

 Also consider the time it takes for your department and the Attorney General’s office to approve 
the contract. 

 Although the average length of time is 6 to 9 months for the procurement process, it’s never to 
early to start a year or more in advance of commencing services. 

Slide 9: Requests for Information (RFI), HAR §3-142-202 

Requests for Information is covered under HAR §3-142-202. It is a requirement to issue a RFI during the 
planning process. Depending on the services, if it will help you to develop your RFP, you may want to 
issue more than one RFI. HAR §3-142-202(b) provides some permissible RFI subject areas. 

When should you do an RFI during the planning process? No specific timeline is given. It could be 
anytime time prior to issuing the RFP. It really depends what you are asking for. Give providers time to 
respond and give yourself time to review and summarize the responses and to provide feedback to the 
providers who responded. It can’t be emphasized enough that you need to start early cause you will 
never know what obstacles you’ll encounter along the way. 

10/2014 Page 3 of 15 



The RFI needs to be published on the internet for a minimum of 7 days. For the Executive Branch, the 
RFI needs to be posted onto the Procurement Notices System website. Provide more time for the 
providers to respond if you are asking for “put on your thinking cap” kind of question. 

The due date for responses to the RFI should not be considered a drop dead deadline. Allow responses 
even though the deadline has passed because it can only help your solicitation development. 

Slide 10: The RFP Templates 

There are two RFP templates available for your solicitations -- the regular RFP template and the short 
form RFP template. Be sure to check the SPO website for the most current version. 

Slide 11: RFP Template – Short Form 

Let’s briefly talk about the short form RFP template first. The short form template would be used when 
the service activities and method of delivery are clearly set or are industry standards. There is very little 
or nothing for the applicant to propose other than meeting minimum qualifications and offering a 
competitive price. Evaluations and award is based on qualifications and pricing. 

Slide 12: RFP Template – Short Form (continued) 

These are some of the services that would fit the short-form RFP. 

 Physician services 

 Nursing 

 Dentistry 

 Occupational/Physical Therapy 

 Psychiatric/Psychological Assessment 

Do not try to use the short-form if it doesn’t fit. 

If you don’t have time to do it right the first time, you will have to make time to do it over. 

Slide 13: RFP Template – Regular Form 

Now let’s look at the regular form RFP template because this is the one that you will be using most 
often. Again, it will be easier if you have a copy of the RFP template to follow along and you’ll 
understand better. If you haven’t already, stop here and print out a copy. 

The RFP process is used when a purchasing agency has specific outcomes/goals that they need or want 
to achieve, but may not necessarily know how to achieve it or they want the applicants to propose the 
best way to achieve the outcomes. So parameters and requirements are established in the RFP and 
applicants responding to the RFP will propose the steps or program to get to the end result. 

So in order to evaluate the proposals received fairly, it is important for the purchasing agency to 
establish what the applicant needs to include in the proposal and to have established criteria to evaluate 
what is proposed. 

Slide 14: RFP Template – The Fundamental Parts 

Now let’s look at the RFP template itself. Anything that you see in red are guidelines for you to use as 
you develop the RFP. Don’t forget to delete the guidelines as you done with each section. 

The Sample Notice page gives the reader a quick glimpse of the services and important dates. 
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The Proposal Mail-In and Delivery Information Sheet provides proposal submittal information --­
number of proposal copies and mail or hand delivery addresses, and point-of-contact. Next we have the 
table of contents. Both RFP templates, short and regular, are divided into 5 sections. 

 Section 1 is the Administrative Overview, which has general information. 

 Section 2 is where the user agency describes what is expected of the Provider awarded a 
contract. 

 Section 3 is where the user agency tells the prospective applicants all that is to be included in 
the submitted proposal. 

 Section 4 explains how the proposal will be evaluated and the criteria by which the proposals 
will be evaluated. 

 Section 5 is where the user agency places attachments, as applicable to the solicitation. 

Slide 15: RFP Template, Section 1 – Administrative Overview 

Let’s look at each section a little more closely. The information which is in Section 1 is required to be in 
the RFP per the administrative rules and there is other standard information which applies to all RFPs. 
So that being said, you should not delete any of the provisions in this section. You may add, but don’t 
delete. If a provision does not apply to your solicitation, then mark it as such. This section also has 
areas where you need to fill in. We will go over those in a little while. 

Slide 16: RFP Template, Section 1 – Administrative Overview (continued) Procurement Timeline 

You will need to provide dates on the procurement timetable. Fill in all the dates. For items marked 
“optional”, don’t leave blank or put “Not Applicable” because then you are closing the door to that 
option. There are a variety of ways that you could put in the dates. It could be a specific day, or a 
period of time, or your might want to give yourself a month to perform the task. For optional items, if 
you’re not sure if you will be exercising the option, put “to be determined.” Don’t leave it blank. 

Slide 17: RFP Template, Section 1 – Administrative Overview (continued) 

There are 23 sub-sections in Section 1. Most are self explanatory. Aside from the procurement table, 
what else do you need to complete in Section 1. You need to indicate under 1.5 - contracting office 
information, 1.6 – RFP Point-of-Contract, 1.7 - the date, time and location of the orientation meeting, 
1.8 - the due date and time for submission of questions, 1.17 - provider participation in planning, and 1­
20 - point-of-contact information for protests. I’ll talk a little about the provider participation planning 
when we get to Slide 46. 

The orientation meeting should be 5 to 15 working days after the public notice is issued, or you need to 
give the applicants enough time to become familiar with the RFP and its requirements before the 
meeting. If the contracted services are to be performed on multiple islands, then in accordance with 
HAR §3-143-203, the orientation shall be held, at a minimum, on the island where the largest share of 
the services will be provided. In this day and age, there are many ways that you can hold a meeting in 
one location, but also include participation by providers on other islands by teleconferencing, phone 
conferencing and other electronic media. 

Slide 18: Template, Section 1 – Administrative Overview (continued) General and Special Conditions 

Sub-section 1.22 references General and Special Conditions. The General Conditions are the 
Department of the Attorney General’s General Conditions. The General Conditions can be found on 
Forms Central which is located at hawaii.gov/forms. Click on “Internal Forms.” Look for Form AG­

10/2014 Page 5 of 15 



103F13. Review all of the conditions. If a condition does not seem appropriate for a particular service, 
please discuss it with your Deputy AG. 

If there are other special terms or conditions of a general nature that is specific to your services and 
which you would like to include in your RFP, again please check and discuss with your Deputy AG. 

Slide 19: RFP Template, Section 2 – Service Specifications 

Section 2 follows HAR §3-143-302, Service Specifications for Requests for Proposals. In this section, you 
are telling the prospective providers what services are required of the contracted provider and what 
type of pricing or pricing methodology will be utilized. Section 2 is the heart of the RFP and in order to 
convey what it is that the provider needs to do, you yourself need to know what services you want 
provided. If the service specifications are not clearly defined or the provider expectations are not clear, 
then don’t be surprised when you receive vague proposals that are not in line with what you had 
intended. 

As you can see in this slide, the word “Provider” is underlined, in bold print, and capitalized. The reason 
for this is many times purchasing agencies get a little fuzzy about what belongs in Section 2 and what 
belongs in Section 3. In Section 2 you will be including only those services or tasking that you want the 
contracted PROVIDER to do. Don’t include anything that you want the “Applicant” to include in the 
proposal. Anything that you want to be submitted in the proposal belongs in Section 3. 

Slide 20: RFP Template, Section 2 – Service Specifications (continued) 

Section 2 -- Things for you to remember: 

	 Don’t be overly restrictive in your service specifications. When you restrict how services are 
done, you solicitation becomes less and less competitive. 

	 Also don’t under specify because being vague creates uncertainty which leads to applicants 
trying to guess what it is that you want and the results drives up costs more than it should be or 
more than you want it to be. 

	 The text should be clear, simple language, free of vague terms or those subject to variation in 
interpretation. 

	 If you are going to use abbreviations and acronyms be sure to spell out the word fully the first 
time so there is no guessing as to what it stands for. [Eg: Department of Health (DOH)]. Just 
because you know what it means, don’t assume that everyone else does too. 

	 Also, unless it doesn’t matter to you one way or another, don’t use the words “desired” or 
“preferred” because then if the applicant doesn’t have it in the proposal, you can’t mark them 
down on it because it’s a want nor a need. 

Slide 21: RFP Template, Section 2 – Service Specifications (continued) 

Section 2 is unique to your services. You see a lot of red in this section because your agency needs to 
establish the services specific to the services you are soliciting. 

There are 5 sub-sections to Section 2. 

	 2.1 - The Introduction includes the overview, purpose or need of the services. It also includes a 
brief summary of planning activities, i.e., request for information that you did. The introduction 
also provides your agency’s service goals, the target population or who you are providing the 
services, the geographic locations of the service, and the funding amounts. 
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	 2.2 is general information on contract monitoring and evaluation by the State. For each of the 
items listed under 2.2, it is a good idea to elaborate under each item how the State plans to 
monitor and evaluate performance of the contract. 

Slide 22: RFP Template, Section 2 – Service Specifications (continued) 

 Next is Section 2.3, General Requirements. 

o	 First you will need to complete the provider qualification requirements. This is the 
organization qualifications, not the personnel or staff. Personnel qualifications are in 
another area. 

o	 Secondary purchases are covered under HAR §3-143-608. There are two types of 
secondary purchases – after-the-fact and planned. Secondary purchases occur when 2 
or more purchasing agencies have the same service requirements. The secondary 
purchaser’s share shall not exceed 30% or $75,000, whichever is lesser, unless the 
secondary purchaser determines in writing that good cause exists for a greater share. 

Slide 23: RFP Template, Section 2 – Service Specifications (continued) 

A planned secondary purchase occurs when the service requirements are combined and 
one RFP is issued, keeping in mind the dollar limits of the secondary purchaser. 

In the case that a purchasing agency competitively procures for services and somewhere 
during the life of the contract another purchasing agency wants to utilize part of the 
services that has already been procured, but for 30% or $75,000, whichever is lesser, 
then the head of the purchasing agency or the procurement officer of the secondary 
purchaser shall obtain written approval from the primary purchaser’s chief procurement 
officer. Upon the CPO’s approval, the secondary purchaser would execute their own 
contract with the service provider. 

Slide 24: Template, Section 2 – Service Specifications (continued) 

o	 For multiple or alternate proposals, you will need to check the appropriate box as to 
whether or not multiple or alternate proposals is allowed. 

o	 You also need to indicate whether single or multiple contracts will be awarded. No 
matter whether you choose single, multiple or single & multiple awards, you need to 
provide an explanation on what basis the awards will be made. As I said before, don’t 
let it be a guessing game for the providers. 

o	 A single award is self explanatory. Example of multiple awards could be by islands, 
geographic areas, target population or even by services. Single and multiple awards 
could be that you want to make a single award, but if that’s not possible, then the plan 
is to make multiple awards. Or a single award for a particular type of service and 
multiple awards for other services. Or single award for Maui, Hawaii and Kauai and 
multiple awards on Oahu. Whether it be single, multiple, or single and multiple, provide 
an explanation so that there is no misunderstanding about how the awards will be 
divvied up. 

o	 Next is awarding of single or multi-term contracts. Will the contract be for 2 years or 
less or for more than 2 years. So that there is no misunderstanding of what you mean, 
please explain the contract terms. The guidelines in red provide ideas on what you 
should be including in your explanation. 
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Slide 25: Template, Section 2 – Service Specifications (continued) 

 The heart of your service requirements is the next section 2.4, Scope of Work. 

o	 Under Service Activities, you will be stating the minimum and/or mandatory tasks 
and responsibilities of the Provider and the responsibilities of the State. 

o	 Next are the management requirements. State the minimum and/or mandatory 
requirements of the Provider’s personnel and administration. State expectations of 
the Provider as far as quality assurance and evaluation of the provided services and 
also output performance and outcome measurements. 

o	 You also need to specify the type and number of years experience you require of the 
provider. Remember that if you state that you “prefer” a particular kind of 
experience, you will not be able to deduct evaluation criteria points because they 
don’t have it. “Prefer” means that it’s nice to have but is not a requirement. 

o	 Next, do you need your provider to coordinate services with any other public or 
private agencies? If yes, provide information about who and in what way services 
need to be coordinated. If no coordination of services is required, put “not 
applicable.” 

o	 Next, do you need for the provider to provide reports? What kind and how often? 
Is your agency providing forms or is there a specific format that needs to be 
followed. 

o	 Lastly in the management requirements section, are there facility requirements? 
Does the provider have to provide the facilities? If so describe the requirements. 

Remember, the more restrictive your service specifications are, the less competition you will get. On 
the other hand, if your specifications are loosey goosey, in other words too relaxed, then you again can 
expect many questions, a number of issued addenda, fewer proposals than you anticipated, or 
proposals with a wide range of interpretations that you didn’t expect. 

Slide 26: Template, Section 2 – Service Specifications (continued) 

The next section 2.5 is on compensation and method of payment. What kind of pricing structure will 
this contract have? Will it be a cost reimbursement contract, unit price, fixed price or some other form 
of payment? Whatever the pricing structure is, be sure that you explain what it is and how invoicing and 
payments are to be made, and under what conditions. If you anticipate that there will be start-off costs 
or advance payments, it must be addressed in the RFP; otherwise, it cannot be allowed. 

Slide 27: RFP Template, Section 3 – Proposal Application Instructions 

Ok, let’s move on to Section 3 of the RFP template. To develop this section you will need to refer back 
to what you wrote in Section 2 and how you want the applicant to address each part in the proposal. 

Section 3 is divided 6 sections: 

1.	 Program Overview 
2.	 Experience and Capability 

•	 Necessary skills 
•	 Quality assurance and evaluation 
•	 Coordination of services 
•	 Facilities 
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Slide 28: RFP Template, Section 3 – Proposal Application Instructions (continued) 

3. Project Organization and Staffing 
• Staffing 
• Project Organization 

4. Service Delivery 
5. Financial 
6. Other 

Slide 29: RFP Template, Section 3 – Proposal Application Instructions (continued) 

Section 3 is where you explain to the prospective APPLICANTS what should be submitted in their 
proposals. Just as clarification, we refer to “Provider” as the one that has been awarded a contract. An 
“Applicant” is the one submitting a proposal. Section 2 is all about the Provider. Section 3 is all about 
the Applicant. That’s why on thid slide “Applicant” is capitalized and bolded. Don’t make the 
prospective applicants search throughout the RFP to ensure that they have addressed all that needs to 
be in the proposal. 

So how do you write up Section 3? Well, review what you wrote in Section 2 about what you want the 
Provider to do. For each part of Section 2, state in Section 3 what it is that you want the applicant to 
address in the proposal. 

The RFP template is just that, it’s a template. Section 3 is not meant for you to leave it like it is. It’s too 
general. You need to make it your own. For each part of Section 3, you need to expand on what you 
want included in the proposal based on what is written in the related part in Section 2. When you see 
that there are no guidelines in red, it doesn’t mean that you can leave the part like it is. What is in the 
template is a general statement. Make it relevant to your procurement. 

Slide 30: RFP Template, Section 3 – Proposal Application Instructions (continued) 

When you are expanding on a section, telling the prospective applicant what you want to be included in 
the proposal, avoid phrasing things like, “Applicant shall provide 3 hours/week of group counseling.” 
When you do that, the applicant would just parrot back, “We shall provide 3 hours/week of group 
counseling.” Is that all that you wanted to know? So to avoid receiving parroted language, tell them to 
“describe” or “explain” the who, what, when, where, why, and how of whatever it is that you want to 
know. 

In Section 2, you might write, “Provider shall provide a minimum of 3 hours/week of group counseling…” 
So based on what you wrote in Section 2, in Section 3, you might write, “Applicant shall describe the 
number of group counseling hours/week that applicant will provide; describing what each counseling 
session will entail, and how it shall be incorporated into the weekly program.” See in that way, you get 
the information that you need to know to effectively evaluate what the applicant has to offer in the way 
of services. 

For the financial section, don’t require budget forms unless you have a purpose for them. If you are 
asking for budget forms just because it’s a good to know, then you shouldn’t be requiring it. It does take 
a lot of work on the part of the applicant to prepare the budget forms, so if you don’t need it, don’t ask 
for it. 

Slide 31: RFP Template, Section 4 – Proposal Evaluation 

Now let’s look at Section 4, Proposal Evaluation. Section 4 is where prospective applicants are informed 
on how their submitted proposal will be evaluated. There is a brief Introduction. Following that is an 
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explanation about the evaluation process and the possible points for each section of the proposal. Then 
we have the evaluation criteria, which is the meat of this section. There are 5 areas, program overview, 
experience & capability, project organization & staffing, service delivery, and financial, like how it’s 
formatted in Section 3. 

Note: Be sure that for each of the criterion that you establish in Section 4, you mentioned it in Section 2 
as a Provider responsibility and in Section 3 as a proposal requirement from the Applicant. If you asked 
for information, but didn’t establish a criteria for it, then you can’t evaluate it. Similarly, if you 
established a criteria, but didn’t ask for it in Section 3, then an evaluation can’t be done for that 
criterion. 

Slide 32: RFP Template, Section 4 – Proposal Evaluation (continued) 

Mandatory Requirements. In Phase 1 of the evaluation criteria, if the services require a license, 
pursuant to HRS §103F-401.5 no proposal can be accepted by the applicant who lacks the necessary 
license. Accreditations, certifications are not considered licenses. Anytime you make an accreditation, 
certification, or the like, mandatory at the time of the proposal submittal deadline, then if the applicant 
does not have it at the time of the proposal submittal deadline, then the proposal fails to meet the 
mandatory requirement and is rejected. 

If by statute or rule a requirement can be met prior to award, then you are to allow the applicant to be 
in compliance prior to your awarding a contract. An example is the tax clearance. HRS §103-53 makes 
the tax clearance a prerequisite to entering into a contract. Therefore, if you require the applicant to be 
tax compliant at the time of the proposal submittal deadline and the applicant is not or fails to provide 
the compliance verification with the proposal, you cannot reject the proposal in phase one of the 
evaluation process. 

Slide 33: RFP Template, Section 4 – Proposal Evaluation (continued) 

Once you know what services you need and have established the responsibilities and requirements of 
the provider in Section 2, make a list of the most important aspects of the services, including cost. Be 
sure that you have requested information from the applicants in Section 3, and then establish the 
criteria in Section 4. 

Assign points to each criterion based on their relative importance and include it in the proposal. The 
criteria which you see in the template are of a general nature and should be expanded on. Make the 
criteria specific to your procurement and add sub-items. A word of caution, if you only assign points to 
the major categories, i.e., Necessary Skills, Experience, and not to the sub-criteria, then each of the sub-
criteria are weighted equally. For example, the category of Experience and Capability is assigned 20 
overall points. If you don’t assign sub-points to each of the sub-categories, Necessary Skills, Experience, 
Quality Assurance and Evaluation, Coordination of Services and Facilities then all of the sub-points are 
weighted equally. 20 points ÷ 5 sub-criteria = 4 points per sub-criteria. 

Whatever system you use for evaluating proposals, be sure that you fully explain how the final scoring 
will be determined. 

Slide 34: Template, Section 4 – Proposal Evaluation (continued) 

Here are some helpful hints to developing evaluation criteria: 

Think about evaluation criteria as you develop the service specifications. When you identify the 
requirements and responsibilities of the Provider (Section 2), think about how you want the applicant to 
address or provide in the proposal for each requirement and responsibility (Section 3). Then establish 
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the criteria that will evaluate the proposal response. After you have all the evaluation criteria 
established then you can work on their relative importance and possible scores. 

When establishing criteria or before finalizing the RFP, it would be a good idea to include the evaluators 
since they will be the ones to evaluate the proposals. They may have some great feedback. 

Remember, if you requested in Section 3 for applicants to provide information, but failed to establish 
criteria for it, then criteria not specified in the RFP shall not be used for evaluating proposals. Vice 
versa, if you established a criteria, but failed to request the information in Section 3, then the criteria 
shall not be used. So be very careful. Cross check to see that each important service aspect is covered 
in all 3 sections. 

Slide 35: Template, Section 4 – Proposal Evaluation (continued) 

So here is an example of how Sections 2, 3 and 4 build upon each other. 

In the first example, in Section 2, the agency indicates that the Provider shall provide outreach services 
to at-risk youth, both in and out of school, in order to get those in need into substance abuse treatment. 

In Section 3, looking at what was stated in Section 2, what is it that you want the applicant to provide in 
the proposal? So in this example the agency wants the applicant to “describe in detail outreach 
activities that will be conducted in the community.” The agency also wants the Applicant to “Indicate in 
detail how outreach workers will be able to connect with youth. Describe examples of locations, times 
of day, etc. (Be specific. For example, if services will be conducted in parks, name the parks. Will it 
occur mornings, weekends?)” See how the agency uses the words “describe,” and “detail.” In that way, 
the Applicant cannot just repeat that they do provide the required outreach services. 

Looking at what you have written in Sections 2 and 3, you need to establish an evaluation criterion. In 
this example, in Section 4, the agency wanted to know if the proposal “described in detail outreach 
activities that will be conducted in the community, indicating in detail how outreach workers will 
connect with youth.” 10 points was assigned to this criterion. 

If you look at the 2nd example, it runs along the same line. 1. What is it that you want the Provider to 
do? 2. And how do you want the Applicant to address it in the proposal. 3. Then establish the 
evaluation criterion for what you asked the applicant to provide in the proposal. 

Slide 36: RFP Template, Section 5 - Attachments 

Now, hopefully you have a good idea of how the RFP is set up. 

To complete the RFP let’s look at Section 5, Attachments. In Section 5, there is the Proposal Application 
Checklist, the sample Table of Contents and any other attachments that are specific to your RFP. The 
Proposal Application Checklist is helpful for both the purchasing agency and the applicants. Both can 
see at a quick glance all that needs to submitted together in the proposal. Only check those items that 
are relevant to your procurement. Add program specific requirements and don’t forget to include the 
document as an attachment or be sure to provide information as to where the document can be 
obtained. Just as a FYI, if the applicant does not include the Proposal Application Checklist with the 
proposal, it is not grounds to reject the proposal. 

Okay, we’re done covering all parts of the request for proposals template. 

Slide 37: RFP Public Notice Requirement 

Now let’s look at things that are important to know when you are working on your RFP. 
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First is the RFP public notice requirement, which is covered in HAR §3-143-202. The Notice of the RFP is 
required to be posted onto the internet for a minimum of 28 days from the date the RFP is first 
available. 

For the Executive Branch, the notice shall be posted onto the State Procurement Office’s Procurement 
Notices Website. If you would like to put the notice into the newspapers, it’s at your option. If you do 
put the notice in the newspaper, there is a SPO price list for newspaper publications. Go to the SPO 
homepage and click on “Price and Vendor List Contracts.” When you post your public notice on the 
internet, be sure to print the notice and complete the attestation (Form SPO-20) on the release date of 
the RFP. 

Slide 38: RFP Posting Requirement 

In addition to posting the public notice for 103F procurements, you are required to post your RFPs and 
all related addenda onto the Request for Proposal Website at the same time that you post the public 
notice. Refer to Procurement Circular No. 2004-04. The RFP website posting guidelines are located on 
the SPO website spo.hawaii.gov. This slide shows how to get to the posting guidelines. 

(The RFP Website Posting Guidelines are at http://spo.hawaii.gov. Click on: 

>"For State and County Personnel" tab
 
>"Manual…”
 
>”Procurement”
 
>”Posting…”
 
>”PANS Overview”)
 

Slide 39: Orientation Meeting 

Pursuant to HAR §3-143-203, an orientation meeting is required when an RFP is issued. Be prepared for 
the meeting and have at least one other person attend the meeting with you. You know, it’s difficult to 
conduct a meeting and take notes at the same time. Also, it’s hard to remember all the questions and 
discussion that goes on. So it’s recommended that you have someone else there to take notes and be 
the 2nd pair of ears. 

It’s always a good idea to establish an agenda. You can find a sample agenda on the SPO website. At 
the SPO home page spo.hawaii.gov, search keywords “Forms and Templates.” Click on the “Forms and 
Templates” listing to get you to where you want to go. 

In a snapshot, the suggestions of agenda topics that you will want to cover are: 

 Purpose of this RFP 

 Purpose of this Orientation 

 Timeline 

 Overview of the RFP 

 Questions and Answers 

 How to Submit Written Questions 

Any substantive matters and responses to questions raised at the orientation shall be issued by 
addendum. It’s also a good idea for you to furnish writing material – paper or index cards – so 
attendees can write down their questions. In that way you have the questions at hand if you need to 
address it in the addendum. Otherwise, let the attendees know that they should also submit the 
questions asked in writing – by email is ok. 
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Slide 40: Addenda 

Addenda is covered under HAR §3-143-301. Any amendments, corrections, and clarification to the RFP 
shall be made by an addendum. There is nothing wrong with issuing addenda. Changes do happen. You 
can find a sample of an addendum on the SPO website. Search keywords “Forms and Templates.” This is 
a sample addendum that may be used for issuing various types of addenda to RFPs for health and 
human services (HRS Chapter 103F). 

Addenda issued prior to proposal submittal deadline shall be done at least 10 working days before the 
submittal deadline. If time does not allow for the 10 working days, then the addendum shall also extend 
the submittal deadline accordingly. 

Slide 41: Final Revised Proposals 

Final revised proposals is covered under HAR §3-143-607. The request to submit final revised proposals 
shall be done by way of an addendum rather than a notice. These are things that need to be included in 
the addendum for final revised proposals: 

1) The addendum is a request for final revised proposals; 
2) Deadline for submission; 
3) Procedure for submitting final revised proposals if different from submitting the original 

proposals; 
4) Instructions that only the section or sections of the applicant’s proposal that are being 

amended should be submitted; and 
5) Statement that if an applicant does not submit a final revised proposal, then the last 

proposal shall be considered to be the applicant’s final revised proposal. 

For final revised proposals, the rules require that the addendum be distributed at least 5 working days 
prior to the final revised proposal submittal deadline. 

Slide 42: Public Inspection of Competitive Purchase of Service Records 

So when are procurement documents open for public disclosure? In accordance with HAR §3-143-616, 
the procurement file “shall be available for public inspection, to the extent permitted under current law, 
governing information practices, after execution of a contract by all parties.” 

Included in the procurement file should be all records that the purchasing agency keeps related to the 
procurement, award, or servicing of a contract. 

Slide 43: Applications for Federal Funding 

Now let’s talk about applications for federal funding, which is covered under the competitive method of 
procurement in HAR §3-143-614. Applying for federal funds does not exempt a purchasing agency from 
HRS Chapter 103F. 

If a provider is not specified by federal law or in the federal grant award to the state, services shall be 
competitively procured. 

When applying for a federal grant, if the grant application requires identification of a specific 
provider(s), than the purchasing agency may utilize the RFI , HAR §3-142-202 to select the provider(s). If 
you need a refresher on the RFI process for federal grant applications, please refer back to the on-
demand workshop SPO 205, Planning, Using Requests for Information (RFI), and Collaboration for Health 
and Human Services. 
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Slide 44: HRS §3-103F-401.5, Proposals and Awards 

During the 2010 legislative session Act 69 was passed and HRS §103F-401.5, Proposals and Awards, 
came into being. This statute requires that if a RFP requires a license or licenses, then the applicant’s 
proposal cannot be accepted if the mandatory requirement is not met by the proposal submittal 
deadline. 

The statute also requires that all costs shall be included in the proposal to make an award. 

Slide 45: Amended HRS §3-143-203 

HRS §103F-203, Participation of providers, was amended by Act 004 during the 2012 legislative session. 
It allows a purchasing agency to require a provider to participate in planning, provided that the 
requirement is in the RFP and the contract. Refer to Procurement Circular No. 2012-06 for a little more 
information. Procurement circulars can be found on the SPO website spo.hawaii.gov. On the homepage 
click on the “References” tab at the top of the page. 

Slide 46: Workshop SPO 001, Procurement Basics 

It is recommended that you watch the on-demand Workshop No. SPO 001, Procurement Basics. It will 
take all of 16 minutes of your time. The workshop touches on the topics such as procurement 
delegation, training, HRS Chapter 103-55, Hawaii Compliance Express, public disclosure, record 
retention, and the Americans with Disabilities Act compliance. 

Slide 47: Other Recommended On-Demand Workshops 

Here are some other on-demand workshops which you will find very informative and helpful to your 
procurements. 

SPO 128 provides a little more information on Hawaii Compliance Express. 

SPO 150 will provide you with a better understanding of the insurance and certificate of insurance 
requirements. 

Slide 48: Resources for You to Tap 

When you are planning and developing your RFP there are numerous resources for you to tap. This was 
covered in another workshop, but you know it’s always good to go over it again (just in case you forgot). 
Many of our state agencies procure similar services, so network with each other. Also, check our the 
procurement notices, awards/contracts database, and the RFP website. You have your departmental 
coordinators who are listed on the next slide. And also you’ll always find a wealth of information on the 
internet. 

Slide 49: Departmental Coordinators 

And here are your departmental coordinators for purchases of health and human services. 

Slide 50: Quotation 

So anticipate spending time to plan and develop your RFP. Remember, as Maya Angelou said, “Nothing 
will work until you do.” 

10/2014 Page 14 of 15 

http:spo.hawaii.gov


Slide 51: Thank You 

And that brings us to the end of Workshop No. SPO 215. But before you leave, a self-certification 
attendance form will pop up on your screen. Please complete and click on the submit button. Soon 
after there will be a link for a short survey which we would like you to complete. We appreciate your 
feedback. If you have any questions regarding what was covered in this session, please call or email me, 
Corinne Higa at phone number or email address shown on this page. 
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