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KUTZTOWN UNIVERSITY 
 

PENNSYLVANIA STATE SYSTEM OF HIGHER EDUCATION 
 

REQUEST FOR PROPOSALS, INFORMATION REQUIRED FROM OFFEROR 
 
 
 
The Offeror must submit a response to the RFP in accordance with the instructions herein. 

 
 

1. Proposal Preparation 
 
Offerors are advised that their proposal must contain sufficient information to allow a 
complete evaluation of the elements defined herein.  The Proposal must consist of, and be 
submitted in separately sealed envelopes as follows: 
 
Envelope #1:  Technical Proposal.  One original (clearly marked as such), and four copies. 
 
Envelope #2:  Price Proposal (Bid Form).  
 
Envelope #3:  Required Documents.  MBE/WBE Solicitation Information Sheets and all 

supporting documents, Bid Bond, and Business Certification Form.  One 
original of each.  No copies are required. 

 
Each envelope must be clearly marked with the information shown below to include the type 
of document, e.g. Technical Proposal, Price Proposal, Required Documents, etc.  The 
complete Proposal must be submitted in a sealed package (envelope or box) and clearly 
marked as “Proposal” with the following information on the outside: 
 

Project Number & Title 
Proposal due Date & Time 
Contractor Identification (Name, address, telephone, & point of contact) 
Trade/Discipline 
 

a. Technical Proposal.  Offeror must submit their proposal to include the following: 
 

(1) Letter of Transmittal  (must include): 
(a)  Introduction - Executive Summary.  
(b)  Offeror’s capability to obtain bonding and insurance. 
(c)  Name of the main contact of the Offeror for the proposal. 
(d) Acceptance of the Pennsylvania State System of Higher Education 

(PASSHE) 
      Contract Form 
(e) Acknowledgement of all parts of the RFP to include all volumes, and all 

drawings as listed in the Table of Contents. 
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(2) All TABS as described below: 

 
TAB A Organization, Management and Technical Approach   

(See Request for Proposals, Criteria for Selection) 
 
TAB B Experience/Past Performance/References 

(See Request for Proposals, Criteria for Selection) 
 
TAB C Contractor’s Qualification Form 
 
  

b. Price Proposal.  Offeror must submit one (1) original of the “Price Proposal” consisting 
of a completed “Bid Form”, one (1) original Bid Bond, and one (1) original Business 
Certification Form. The “Price Proposal” shall be submitted in a separately sealed 
envelope within the complete proposal package envelope and the envelope shall be 
clearly marked as “Price Proposal”.  The “Price Proposal” envelope must contain the 
following information on its face: 

 
Price Proposal 
Project Number & Title 
Proposal due Date & Time 
Contractor Identification (Name, address, telephone, & point of contact) 
Trade/Discipline 

 
 

c. Required Documents.  Offeror must submit one (1) original of MBE/WBE Solicitation 
Information Sheet(s) and all required supporting documentation, Bid Bond, and Business 
Certification Form.  These completed forms and all supporting documentation must be 
submitted in a separately sealed envelope within the complete proposal package 
envelope and the envelope shall be clearly marked as “Required Documents”.  The 
“Required Documents” envelope must contain the following information on its face: 

 
Required Documents 
Project Number & Title 
Proposal due Date & Time 
Contractor Identification (Name, address, telephone, & point of contact) 
Trade/Discipline 

   
NOTE:  Price Proposal documents, and Required Documents MUST be properly 
completed and provided or your entire proposal may not be accepted for a technical 
evaluation.   
 

 

TAB A 

TAB B 

TAB C 

b. Price Proposal.  Offeror must submit one (1) original of the “Price Proposal” consisting 
of a completed “Bid Form”, one (1) original Bid Bond, and one (1) original Business 
Certification Form. The “Price Proposal” shall be submitted in a separately sealed 
envelope within the complete proposal package envelope and the envelope shall be 
clearly marked as “Price Proposal”.  The “Price Proposal” envelope must contain the 
following information on its face: 

c. Required Documents.  Offeror must submit one (1) original of MBE/WBE Solicitation 
Information Sheet(s) and all required supporting documentation, Bid Bond, and Business 
Certification Form.  These completed forms and all supporting documentation must be 
submitted in a separately sealed envelope within the complete proposal package 
envelope and the envelope shall be clearly marked as “Required Documents”.  The 
“Required Documents” envelope must contain the following information on its face: 
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