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Attachment F1: Minimum Requirements Form
Indiana Department of Administration

The Minimum Requirements indicate the basic requirements that all Respondents must adhere to be considered as a responsive Respondent.  All Respondents must state their ability and willingness to meet these Minimum Requirements in their Executive Summary and in this attachment of their proposal.  If Respondent is unable to respond “Yes” to all Minimum Requirements but believes they have an alternative solution, please provide the alternative solution with an explanation.  Alternatives will be reviewed and considered by the State as to whether they satisfy the minimum requirements.  Failure to satisfy these Minimum Requirements may be considered grounds for disqualification from further consideration. 

Instructions:  In the yellow shaded boxes, please confirm the Respondent’s ability to meet each Minimum Requirement. 

Respondent Name: 
	



	Minimum Requirement Number
	Minimum Requirement Description
	Respondent Meets Minimum Requirement? (Yes/No)

	1. 
	The State requires that each Respondent bid on at least 95% of all items in the representative sample of items across all categories.
	

	2. 
	The State requires that each Respondent provide discount percentages for each of their responding product categories.
	

	3. 
	The State requires that each Respondent be licensed to do business in the State, as required by State law.
	

	4. 
	The State requires that each Respondent must be able to receive orders though an on-line catalog, as well as via email, fax, and telephone. 
	

	5. 
	The State requires that each Respondent must commit to providing a delivery timeframe upon the receipt of a purchase order for an item ordered off of the resulting contract. If the order cannot be delivered to the State within the provided timeframe, the vendor must notify the State within 24 hours of receipt of the purchase order.
	

	6. 






	The State requires that, for each order, all shipping, handling, and any other additional fees be included in the catalog, purchase order, and invoice price.  No small order, minimum order, or special order charges shall be charged to the State.  Any rush delivery that occurs as a result of Respondent’s error shall be free of charge.  No handling surcharges may be added, or discounts lost for any rush or expedited orders.
	

	7. 
	The State requires that vendors adhere to a 48-hour maximum response time for all inquiries.
	

	8. 
	The State requires product category discounts to be held or improved for the life of the contract.
	

	9. 
	The State requires that any modification to the contractual discounts has the mutual agreement of both parties and is memorialized through a contract amendment. 
	

	10. 
	The State requires that the Respondent provide all State agencies access to the data management portal, and that the Indiana Department of Administration is provided a parent account to track real time data.  
	

	11. 
	The State requires that the Respondent coordinate with each agency to customize individual billing and invoice cycles that align with agency needs.
	

	12. 
	The State requires the Respondent agree to provide the State with an account management structure that includes at a minimum the structure specified in Scope of Work Section 1.4.8.
	

	13. 
	The State requires that for all products or supplies that require dispensers for effective and typical use, the Respondent is expected to provide dispensers at no charge.
	

	14. 
	The State requires Respondents to inform the State of supply shortages that may require prioritization of certain orders over others.
	

	15. 
	The State requires pricing to be inclusive of all fees (including shipping, handling, and insurance) for an item.
	

	16. 
	The State requires that the Respondent meet eProcurement guidelines in Scope of Work Section 1.4.6 to comply with punch-out catalog requirements.
	

	17. 
	The State requires that the Respondent have processes in place to regularly update their online catalogs and correct errors to the catalogs, whether those errors be in pricing or product related.
	

	18. 
	The State requires that the Respondent provide data management portal access to all State agencies, with the Indiana Department of Administration provided a parent account on the portal to track real time data.
	

	19. 
	The State requires that the Respondent provide an explanation as to how any changes and corrected errors to the online catalogs shall be communicated to the State in an expeditious manner.
	



RFP #23-72270 Maintenance, Repair, and Operations (MRO) Supplies and Services	
Attachment F1 Minimum Requirements Form		Page 1 of 7
