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OFFEROR’S RFP CHECKLIST 
 

The 10 Most Critical Things to Keep in Mind When Responding to an RFP for 
Central Washington University 
 

1. _______ Read the entire document.  Note critical items such as: mandatory requirements; 
supplies/services required; submittal dates; number of copies required for submittal; contract 
requirements (i.e., contract performance, insurance requirements, performance and/or 
reporting requirements, etc.). 

 
2. _______ Note the procedures for communication with the University during the RFP process. All 

communication during the RFP process must be in writing. Offerors should not contact 
University personnel outside of the opportunity provided in the document. 

 
3. _______ Attend the pre-proposal conference if one is offered.  These conferences provide an 

opportunity to ask clarifying questions, obtain a better understanding of the project, or to 
notify the University of any ambiguities, inconsistencies, or errors in the RFP.   

 
4. _______ Take advantage of the “question and answer” period.  Submit your questions to the Buyer 

by the due date listed in the “Applicable Dates” sections and view the answers given in the 
formal “addenda” issued for the RFP.  All addenda issued for an RFP are posted on the 
University’s website and will include all questions asked and answered concerning the RFP. 

 
5. _______ Follow the format required in the RFP when preparing your response.  Provide point-by-

point responses to all sections in a clear and concise manner.  
 

6. _______ Provide complete answers/descriptions.  Read and answer all questions and requirements.  
Don’t assume the University or evaluation committee will know what your company 
capabilities are or what items/services you can provide, even if you have previously contracted 
with the University.  The proposals are evaluated based solely on the information and 
materials provided in your response. 

 
7. _______ Use the forms provided, e.g., bidders submittal page, reference forms, attachment forms, etc. 

 
8. _______ Before submitting your response, check the University’s website at:  

http://www.cwu.edu/~purchase/rfp.html to see whether any addenda were issued for the RFP.  
 

9. _______ Review and read the RFP document again to make sure that you have addressed all 
requirements.  Your original response and the requested copies must be identical and be 
complete.  The copies are provided to the evaluation committee members and will be used to 
score your response.  

 
10. _______ Submit your response on time.  Note all the dates and times listed in the Applicable dates 

section and be sure to submit all required items on time.  Late proposal responses are never 
accepted. 

 
This checklist is provided for assistance only and should not be submitted with Offeror’s Response. 
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 RESPONSE SUBMITTAL SHEET 
 

1. A ‘Letter-of-Intent-to-Respond’ has been submitted on or before January 30, 2015,  
 3 p.m., as required in order to qualify for participation. Initial___________. 

 
2. Vendors under consideration may be asked to provide current, audited financial 

statements or the equivalent to include at a minimum: an income statement; statement of 
cash flows; and a balance sheet. This information is subject to disclosure if it is deemed 
to be a determining factor in an award decision. Vendor agrees to provide this 
information upon request of the University.  Initial___________. 

 
3. Vendor has included four (4) identical complete copies of response (one original and 

three copies).  Initial___________. 
 

4. Vendor has responded to all items in the sections titled ‘REQUIRED RESPONSES’, 
Initial___________. 

 
5. The response to this response has been prepared independently, without consultation, 

communication or agreement with others for the purpose of restricting competition.  
Initial___________. 

 
6. In preparing this response, vendor has not been assisted by any current or former 

employee of the State of Washington whose duties relate to this response and who was 
assisting in other than his or her official capacity.  Neither does such a person nor any 
member of his or her immediate family have any financial interest in the outcome of this 
project. Initial_________. 

 
7. Vendor agrees to make purchases available to other WIPHE members per terms and 

conditions of Appendix C of this RFP. (Initial yes or no)  Yes________    No__________ 
 
Any official correspondence related to this Request For Proposal solicitation shall be directed to 
the owner, Central Washington University, Purchasing Office, Attn: Karen Galbraith, 400 E. 
University Way; Ellensburg, WA 98926-7480; and to the Contractor as noted below: 
 
___________________________________________________________ 
Name and Title of Signing Officer (print) 
____________________________________________________________ 
Contractor's Name and Address 
_______________________ _________________   __________________  ________________ 
Contractor's Telephone Fax Number                 Email Address             Federal Tax ID No. 
 
_________________________________ ________________________ 
Signature     Date 
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GENERAL INFORMATION 

 
Note: This RFP document and subsequent associated information will be posted on our Internet Site: 
http://www.cwu.edu/~purchase/rfp.html  
 
1.1 Purpose and Overview:  Central Washington University (CWU, the University, Central) 
intends to contract for the purchase, implementation, training, and maintenance associated with a 
comprehensive, fully integrated multi-user Point of Sale system. The University requires that we 
run this as a virtual server from our campus. 
 
1.2 Background: Central Washington University is a four-year State university located in the 
central part of the State of Washington in the city of Ellensburg. There are approximately 9,000 
students at the Ellensburg campus, and an additional 2,000 students that attend one of six 
University Centers located in Des Moines, Lynnwood, Moses Lake, Pierce County, Wenatchee 
and Yakima. The University is approximately 130 miles east of Seattle, 200 miles west of 
Spokane, and an hour’s drive to Snoqualmie Pass. 
 
The system needs to be able to produce various reports including but not limited to ones that can 
be used by the store for analysis of products and vendors as to turns, GMROI, slow selling 
products and others that assist in retail planning and open to buy. 
 
 
1.3 Expectations of New System:   
 

• The ability to easily enter, track and monitor retail departments and online sales.  

• Entry of data used in multiple places will only need to be entered once 

• Store management will be able to easily search for and access data needed to provide 
reporting especially to quickly and efficiently quantify class and departmental sales. 

• Workflow will provide transfer of information to various areas for review and 
approval 

• Ability to upload and store invoices. 
 

1.4 Evaluation Process: A total of 150 points is possible for the required written responses. 
Responses will be evaluated by a committee consisting of personnel from the IS, Purchasing 
departments and Wildcat Shop. 

CWU may request vendor demonstrations from companies under consideration to be held 
through an Internet demonstration. Included with an invitation to demonstrate will be scenarios 
typical of our environment. Participants will be required to submit a demonstration syllabus at 
least one working day prior to the scheduled demonstration that shows evidence of the inclusion 
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of scenarios provided. All costs associated with demonstrations will be the vendor’s 
responsibility. Discussion of software setup to tailor the application to CWU’s needs, and a 
proposed schedule for implementation will also be expected. All equipment for the 
demonstration is the vendor’s responsibility, including server(s), workstation(s) and network 
equipment. Additionally, enough time must be available for an open forum discussion with CWU 
representatives regarding the system and its capabilities. Participation of at least one vendor 
technical representative who has thorough system knowledge is required. Points earned by 
vendors prior to any demonstrations will be adjusted based on the information presented. 
 
Vendors still under consideration after the demonstration phase may be asked to provide a demo 
version or online test environment for key faculty and staff to further evaluate. 
 
1.5 Form of Contract: Any award made as a result of this RFP process will be subject to the 
contract terms and conditions provided by the State of Washington Department of Information 
Services (DIS). In principle, the contract language in Appendix B shall apply to any resulting 
contract. Any questions related to the contract terms should be directed to specific clauses or lack 
thereof.  The term of this contract shall be for a period of one year (1) with the options to renew 
each year for an additional five (5) years, at the agreement of both parties.   
 
1.6 Other Institutions Eligible for Purchase: 
WASHINGTON INSTITUTIONS OF PUBLIC HIGHER EDUCATION (WIPHE) 
This solicitation is being issued by Central Washington University (The Lead Institution) 
pursuant to the Interlocal Cooperative Act, RCW 39.34, and offers the bidder an opportunity to 
make any resulting contract available to members of the Washington Institutions of Public 
Higher Education (WIPHE). Appendix A contains information about the WIPHE cooperative 
membership and the terms and conditions of such arrangements. There are no WIPHE members 
committed to participate in this RFP, but potential participants are identified in Appendix C.
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 GENERAL INSTRUCTIONS 
 
2.1 Applicable Dates: 
Issue Requests for Proposals   January 20, 2015 
Letter-of-Intent to Respond Due (see 2.3) January 30, 2015, 3 p.m. 
Written Questions Due (see 2.11)  January 30, 2015, 3 p.m. 
Answers to Questions Provided to Vendors February 6, 2015 
Proposals Due     February 19, 2015, 3 p.m. 
 
The University reserves the right to revise this schedule. 
 
2.2 Amendments to Specifications:  Any amendment(s) to or error(s) in the specifications 
called to the attention of the University will be added to or corrected and furnished to all those 
holding specifications. 
 
2.3 Letter of Intent-to-Respond: Vendors wishing to participate in this RFP process must 
provide a written Letter-of-Intent-to-Respond. Letters must be received by the date provided in 
the schedule found in Section 2.1 of this RFP. The letter should state the intent of the vendor to 
participate in the process, and should also include the name, complete address, phone number, 
and fax number/email address of a designated individual to whom any correspondence and/or 
addendums should be sent. Fax the letter to the Purchasing Office at (509) 963-2871 or email 
to galbraithk@cwu.edu. It is the vendors’ responsibility to confirm that CWU Purchasing 
Office has received the Letter of Intent. Failure to provide this will be considered a material 
irregularity and deemed reason for rejecting proposals.  
  
2.4 Preparation of Responses: Responses must be prepared on standard 8.5" x 11" paper and be 
placed in a binder with tabs separating each of the required elements. The vendor's name must 
appear on each page. Responses to the ‘Required Responses’ section must be formatted to 
correspond numerically to the requirements listed. 
 
2.5 Cost of Preparation:  The University will not pay vendor costs associated with preparing or 
presenting any response to this request. 
 
2.6 Number of Copies: Four (4) identical, complete copies of the response (one original, three 
copies) must be submitted prior to the due date stated under ‘Applicable Dates’. All materials 
become the property of the University upon receipt in the Purchasing Office. 
 
2.7 Multiple Responses:  Vendors who wish to submit more than one proposal may do so, 
provided that each proposal stands alone and independently complies with the instructions, 
conditions and specifications of the request. If multiple responses are submitted, the University 
reserves the right to select the most advantageous proposal to the University. 
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2.8 Proprietary Information:  Any information contained in the vendor's response that is 
proprietary must be clearly designated.  Marking of the entire response as proprietary will neither 
be accepted nor honored.  The University cannot guarantee that all such material noted remains 
proprietary, particularly if it becomes a significant consideration in contract award.  Information 
will only be kept confidential to the extent allowed by Public Disclosure Law. 
 
2.9 Submitting Responses:  All responses must be sealed in an opaque box or envelope with the 
name and address of the vendor appearing on the outside of the box or envelope.  The outside 
lower left-hand corner must state the title, reference number, and the opening date.  
 
Vendors must submit the four (4) copies of their response (one original, three copies) to the 
Central Washington University Purchasing Office. Whether mailed or hand delivered, the 
response must arrive at the Purchasing Office no later than the date and local Ellensburg time 
identified in Section 2.1 of these instructions.  Late responses will not be reviewed. The method 
of delivery will be at the discretion of the vendor and will be at the vendor's sole risk to assure 
delivery at the designated office. (UPS and Federal Express both deliver directly to the 
Purchasing Office). The University does not take responsibility for any problems in the mail or 
delivery services, either within or outside the University. Receipt by any other office or mailroom 
is not equivalent to receipt by the Purchasing Office. 
 

If delivery is by mail the address is: 
Central Washington University 
Purchasing Office 
400 E University Way 
Ellensburg WA 98926-7480 

 
If hand-delivered, the physical location is: 
Central Washington University 
Purchasing Office 
Mitchell Hall, 2nd Floor 
Ellensburg WA 98926-7480 

 
2.10 Late Responses:  Any response received after the hour specified will not be reviewed. 
 
2.11 Public Reading:  A formal bid opening will not be held. Bid information, including price 
sheets, will not be available for public disclosure until after award of the contract. 
 
2.12 Questions and Communication via Designated Contact:  All communications and/or 
questions in regard to this request must be in writing. Vendors are encouraged to FAX questions 
to the Purchasing Office at (509) 963-2871. If mailed, the address is as follows: Central 
Washington University, Purchasing Department, Attn: Karen Galbraith, 400 E.University Way, 
Ellensburg WA 98926-7480. In either case, please reference the RFP number on the cover sheet. 
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2.12.1 Questions regarding “Appendix D” Contract Language:  
In principle, the contract language in Appendix D shall apply to any resulting contract. Terms 
and Conditions from the DIS sample contract will be negotiated with the successful vendor 
and approved by our Assistant Attorney General before the University signs the resultant 
contract. 
 

2.13 Deadline for Submitting Questions: Questions must be received no later than the date and 
local Ellensburg time identified in Section 2.1 of these instructions.  No further questions will be 
answered after that date. The University will provide a copy of all vendors' questions and 
corresponding University responses to all vendors who have submitted the required 'Letter-of 
Intent-To-Respond'. VERBAL REQUESTS FOR INFORMATION OR CLARIFICATION 
WILL NOT BE HONORED. 
 
2.14 Clarification of Responses:  As part of the evaluation process, vendors may be asked to 
clarify specific points in their response. However, under no circumstances will vendors be 
allowed to make any changes to their responses after the deadline for submission. 
 
2.15 Reserved Rights:    
Subject to the provisions of Chapter 69, Laws of 1996 (SSB 6572), the state reserves the right to:  
Waive any informality as per WAC 236-48-124. 
 
1. Reject any or all Proposals, or portions thereof.  WAC 236-48-094 allows the state to "accept 
any portion of the items proposed" unless the bidder stipulates all or nothing on the Proposal. 
2. Reissue an IFB, RFQ, or RFP, or negotiate under provisions outlined under RCW 43.19.1911. 
3. Award on an all or none basis taking into consideration a reduction in administrative costs as 
well as unit proposal prices. 

 
2.16 Minority and Women's Business Participation:   
The following voluntary numerical MWBE participation goals have been established for this bid: 
Minority Business Enterprises (MBE’s):10% and Woman’s Business Enterprises (WBE’s):10%. 
These goals are voluntary, but achievement of the goals is encouraged.  However, unless required 
by federal statutes, regulations, grants, or contract terms referenced in the contract documents, no 
preference will be included in the evaluation of bids/proposals, no minimum level of MWBE 
participation will be required as a condition for receiving an award or completion of the contract 
work, and bids/proposals will not be rejected or considered non-responsive if they do not include 
MWBE participation.  Bidders may contact OMWBE at 360-753-9693 to obtain information on 
certified firms for potential subcontracting arrangements. 
 
2.17 Debriefing Conference and Protest Procedure:  
All vendors who have submitted proposals in accordance with this RFP shall be provided a 
“Notice of Intent to Award” upon completion of the final evaluations by the University. The 
following process for protest and debriefing is available to vendors who have submitted a 
proposal in accordance with this RFP. 
 
 

6 



2.17.1 Optional Vendor Debriefing: 
Vendors who have submitted a proposal in accordance with this RFP may request an optional 
debriefing conference to discuss the evaluation of their response. The request must be made in 
writing within five business days from receipt of the “Notice of Intent to Award”. Requests are 
to be made to the University contact person as identified on the ‘Response Submittal Sheet’, 
page 1 of this RFP document. Vendors must be available to attend the debriefing conference 
held in Ellensburg, Washington within 5 days of the request.  

 
The debriefing will not include any comparisons between the vendors response and any other 
responses submitted; However, the University will attempt to address all questions and 
concerns in this debriefing. 
  
2.17.2 Protest Procedure:   
Protests may be made after the agency conducting the acquisition has announced the 
apparently successful vendor and after the protesting vendor has had a debriefing conference 
with that agency.  Protests may be made on only these grounds: 

 Arithmetic errors were made in computing the score. 
 The agency failed to follow procedures established in the solicitation 

document, the IT Investment Policy, the IT Investment Standards, or 
applicable State or Federal laws or regulations. 

 There was bias, discrimination, or conflict of interest on the part of an 
evaluator. 

 
Protests are always initially made to the agency conducting the acquisition.  A person 
authorized to bind the vendor to a contractual relationship must sign the protest letter.  
The agency must receive the written protest within five (5) business days after the 
debriefing conference and must, in turn, immediately notify the State of Washington 
Department of Information Services (DIS) of receipt of the protest.  It must also postpone 
further steps in the acquisition process until the protest has been resolved. 

Individuals not involved in the protested acquisition will objectively review the written 
protest material submitted by the vendor and all other relevant facts known to the agency. 
The agency must deliver its written decision to the protesting vendor within five business 
days after receiving the protest, unless more time is needed.  The protesting vendor will 
be notified if additional time is necessary.  

 
If the protesting vendor is not satisfied with the agency’s decision, it may appeal.  Appeal 
is made to DIS.  

Written notice of appeal to DIS must be received by DIS within five (5) business days 
after the vendor receives notification of the agency's decision. 

In conducting its review, DIS will consider all available relevant facts.  DIS will resolve 
the appeal in one of the following ways: 

 Find that the protest lacks merit and uphold the agency's action.  
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 Find only technical or harmless errors in the agency's acquisition process, 
determining the agency to be in substantial compliance, and rejecting the 
protest; or 

 Find merit in the protest and provide options to the agency, including:  
 Correcting errors and reevaluating all proposals;  
 Reissuing the solicitation document; or 
 Making other findings and determining other courses of action as appropriate. 

 
DIS will issue a written decision within five (5) business days after receipt of the notice 
of appeal, unless more time is needed.  The protesting vendor will be notified if 
additional time is necessary.  DIS’ determination is final; no further administrative appeal 
is available. 

Form and Content:  A written protest must contain the facts and arguments upon which 
the protest is based and must be signed by a person authorized to bind the vendor to a 
contractual relationship.  At a minimum, this must include:  

 The name of the protesting vendor, its mailing address and phone number, and 
the name of the individual responsible for submission of the protest.  

 Information about the acquisition and the acquisition method and name of the 
issuing agency. 

 Specific and complete statement of the agency action(s) protested. 
 Specific reference to the grounds for the protest.  
 Description of the relief or corrective action requested. 
 A copy of the issuing agency's written decision on the protest, for appeals to 

the ISB or to DIS.  
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REQUIRED RESPONSES 
 
Vendors are required to respond to each of the items detailed in this section. Responses should be 
formatted to correspond numerically to the items listed. Vendors should have their company name on 
each page. Please also include any information that has not been addressed in the questions that may 
be pertinent to this project.  
 
FAILURE TO RESPOND TO THESE REQUIREMENTS WILL BE DEEMED A MATERIAL 
IRREGULARITY AND WILL BE REASON FOR REJECTION OF THE PROPOSAL. 

 
The Following mandatory requirements require a Yes or No (Y/N) response.  If all items are answered 
“Y”, proceed with answers to questions that follow. Products that do not meet the mandatory 
requirements will not be considered. Note:  See column below titled, ‘Comments Required’. If there is a 
check () in the column, then additional comments are required in order to receive consideration for that 
particular question/response. Attach additional sheet(s) with a statement verifying your compliance and/or 
explaining how your product accomplishes each checked item. Responses should correspond numerically 
with items listed below. 
 MANDATORY REQUIREMENTS Y N COMMENTS 

REQUIRED 
1. It is a completed product available for implementation.    √ 

2. The product is currently installed and being used at a minimum 10 client sites.    √ 

3. The vendor has an existing implementation plan which includes client training.    √ 

4. Cboard integration   √ 

5. Peoplesoft compatibility allowing input and output of data to the POS system   √ 

6. PCI compliance 2.0 and 3.0 by January   √ 

7 Active Directory and Exchange(Outlook)    √ 

8 Fully integrated web site for sales online w/ POS system    √ 

9 Payment methods for student charges   √ 

10 +4 digit look up for sales tax   √ 

11 Chip and Pin functionality for credit card terminals   √ 

12 Fully integrated textbook system w/POS   √ 

13 Must allow fully supported self hosted system   √ 

14 Able to use present POS equipment (see attached list)   √ 

15 New touch screen terminals that are compatible with present registers   √ 

16 Light and portable register for off site selling   √ 

17 Timely 24/7 tech support   √ 

18 On site implementation and tech support   √ 

19 Integrated inventory management for web site   √ 

20 Serialization for computers, ebooks and book rental   √ 

21 Ability to manage in house and third party vendors   √ 
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The Following ‘Other Requirements’ require a Yes or No (Y/N) response.  If all items are 
answered “Y”, proceed with answers to questions that follow. Products that do not meet the 
mandatory requirements will not be considered.  
 
Note:  See column below titled, ‘Comments Required’. If there is a check (√) in the column, then 
additional comments are required in order to receive consideration for that particular 
question/response. Attach additional sheet(s) with a statement verifying your compliance and/or 
explaining how your product accomplishes each checked item. Responses should correspond 
numerically with items listed below.  (30 points possible) 
 

 
 
 
 
 
 

 OTHER REQUIREMENTS Y N COMMENTS 
REQUIRED 

1. Accounts Payable compatibility with Peoplesoft    √ 

2. CRM in store and for web    √ 

3. Full reporting capability that is customer friendly and easy to use    √ 

4. Network backup compatibility with Comvault   √ 

5. Fully customizable website by store personnel   √ 

6. Meet NFR system standards for POS     √ 

7. Keeping up to date with retail’s newest technology   √ 

8. Data transfer of present system data to new system   √ 

9. Support for textbook images online   √ 

10
. 

Comprehensive printer support for all makes and models   √ 

11
. 

Ability for store to purchase textbooks, access codes, and ebooks through any 
source 

  √ 

12
. 

Support to run client on a Windows tablet   √ 

13
. 

Ability to print bar codes remotely using a small portable printer.     √ 

14
. 

Ease of extracting information for Excel report building.    √ 

15
. 

Electronic Shelf tag technology   √ 

16
. 

Inventory control by location code.   √ 

17 Automatic dynamic pricing tools for textbooks   √ 
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Additional Required Responses 
 
 
 
3.1 Executive Summary: (5 points possible) 
 
In the executive summary vendors should provide general information regarding the company.  
The summary should include information regarding the financial status and current economic 
conditions of the company, general staffing and organization structure, experience providing 
POS Systems for university stores, general information about the proposed software’s features, 
functions and services, as well as information about future product trends, plans, and directions, 
etc. Indicate the length of time your company has been in the business of providing related 
services.  
 
3.2 Vendor Profile: (15 points possible) 

A. Provide a list of all clients that have purchased your service/product in the last 5 years.  
B. How many higher education clients have purchased your product?  
C. Provide a list of at least three (3) customers of a size similar to CWU (Higher Ed 

required) who either have the product installed or have made firm purchase 
commitments. For each customer institution, provide the name, address, telephone 
number, fax number and email address of a contact person(s) who was/is directly 
involved in the purchase, implementation and ongoing use of the service. 

 
3.4 Hardware Configurations: (10 points possible) 
 1. Describe the proposed system server environment including but not limited to:  
  a. Server configurations, 
  b. Backup routines, 
  c. Information security policies including application of patches, 
  d. Connections to the Internet. 
  e.          Provide minimum and recommended system requirements   
 2. Identify the minimum and optimum desktop and browser configurations recommended in 

order to use this product for the PC, Mac, and Internet platforms, as well as any 
recommended peripheral equipment.  

 
3.5 Product/Service Description:  (35 points possible) 
1.  Describe in detail how your product/service meets the needs of the University  
(see Section 1.1, 1.2, 1.3).   
2.  Include information on all feature, custom-ability and reporting the product/service.   
3.  Indicate if any equipment is provided by the vendor or needs to be owner furnished. 
4.  Provide information about demo version or online test environment that would be made 
available as part of the evaluation phase of this RFP. 
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3.6 Commissioning and Support: (25 points possible) 
1. From the date of a fully executed contract, what is the estimated start of project 

management and implementation? What is the estimated length of time for project 
completion? Provide a typical implementation schedule covering software 
implementation, configuration, data migration, content development, and testing to the 
‘go live’ date. This should include time estimates for both vendor and university 
participants. (5 points) 

 
2. List any items/tasks that would be the responsibility of CWU in regard to the 

implementation. (4 points) 
  
3. What types of technical support does your company offer with this system? What is the 

process by which software problems may be reported? Describe service availability, e.g. 
24/7, and specifically list any limitations to service availability. (4 points) 

 
4. What training options does your company provide for technical and functional users, both 

during implementation and after the system goes live? Estimate the amount of onsite 
installation and training required to proficiently operate the proposed system. (4 point) 

 
 

5. Describe methods used to ensure continuous high standards of reliability, availability, and 
security (data and physical) of host systems. Provide statistics showing system availability 
and responsiveness to users over the past two years. Describe proactive steps that are 
taken to ensure that access standards continue to be met. (4 points) 
 

6. Provide information and schedule describing how and when upgrades/updates are 
conducted.  Indicate what cost if any would be charged to the University. (4 points) 

 
 

3.7 Costs Scenarios (Appendix B): (30 points possible) 
Vendors must provide a complete cost scenario for the requested product/service.  Failure 
to provide the information may be deemed a material irregularity and reason for rejecting 
the proposal.  Supporting details and clarifications should be supplied. 
Provide cost figures associated with the license costs of the software, on-going software 
maintenance and application support including specific descriptions of support levels. Also 
provide costs for installation/consultation, training materials, training, and any other known 
implementation costs.  
 
Vendors are requested to submit at a minimum a 1 year and a 5 year all inclusive cost. 
 
Vendors may submit as many cost scenarios as desired.  For each cost scenario, include related 
assumptions and explanatory comments.  Summarize the costs and attach all detail necessary to 
support the summarized costs. Note: Costs proposals must be all-inclusive, including any travel 
or related expenses. No other monies will be paid for items omitted by the vendor. 
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AWARD/EVALUATION CRITERIA 
 

Award Criteria: A contract shall be awarded to the most responsible and responsive bidder based 
upon, but not limited to, the following criteria where applicable and only that which can be 
reasonably determined as evidenced by required Bid responses: 
• The price and the effect of term discounts (not less than thirty calendar days after receipt of 

goods or correct invoice), whichever is later. 
 

• Local sales and use tax. 
 

• Servicing resources, capability and capacity. 
 

• Uniformity or interchangeability, & upgradeability of parts and accessories. 
 

• Warranty. 
 

In determining the “lowest responsible bidder” as per RCW 43.19.1911, the following items shall 
also be given consideration: 
• The quality of the articles proposed to be supplied, their conformity with specifications, the 

purposes for which the articles are required and the times of delivery. 
 

• The ability, capacity, and skill of the bidder to perform the contract or provide the service 
required; 
 

• The character, integrity, reputations, judgment, experience, and efficiency of the bidder; 
 

• Whether the bidder can perform the contract within the timeframe specified; 
 

• The quality of performance on previous contracts or services; 
 

• The previous and existing compliance by the bidder with laws relating to the contract or 
services; 
 

Such other information as may be secured having a bearing on the decision to award the contract 
such as life cycle costing. 
 
Points will be assigned as follows: A total of 150 points is possible for the required written 
responses.   Cost will be scored using a ‘declining percentage based on low cost’ method:  Low 
cost will receive 30 points; costs other than low will receive the number of points equal to the 
percentage relationship to low. Responses will be evaluated by a committee consisting of 
personnel from the Organizational Effectiveness, University Enterprise Team, IT, Purchasing 
departments and representative faculty.
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Sample Reports  

 
The following are reports needed in the new POS at Central Washington University 

 
• Style Selling report 

 
• Vendor Performance report 

 

 

 



 
 
 
 
 

Sample Style Selling report 

 
 
 

 
 
 

 

 

 

 

 

 

 



 

 

Sample Vendor Performance Report 

Vendor #Vendor Name Rec $ Sales $ GM $ GM % Rec $ Sales $ GM $ GM % O/H O/O WOS
8187 A 299,222.01  210,998.81    110,674.46 52.5    168,085.00 97,939.60   52,015.10   53.1    97,991.72   43,620.00   26.0       
3531 B 201,910.00  125,944.75    58,759.35   46.7    125,285.00 66,792.58   33,095.63   49.6    75,547.71   71,876.50   29.4       
2509 C 86,770.00    102,763.17    34,886.31   34.0    85,675.00   45,517.86   18,792.76   41.3    81,889.73   71,990.00   46.8       
3560 113,635.00  91,742.63      34,569.13   37.7    53,485.00   43,294.91   17,816.41   41.2    37,348.73   66,070.00   22.4       
8868 64,730.00    50,557.73      22,525.23   44.6    40,310.00   30,671.64   14,648.64   47.8    26,649.98   -             22.6       
7333 64,192.50    45,144.70      18,979.95   42.0    21,502.00   19,092.85   7,989.10     41.8    13,767.98   5,753.00     18.7       
604 48,459.95    38,796.63      17,873.13   46.1    26,949.95   21,483.79   10,670.79   49.7    15,514.93   22,320.00   18.8       

4184 40,140.00    35,227.48      17,007.48   48.3    23,275.00   17,254.66   8,129.66     47.1    15,999.94   17,580.00   24.1       
4115 28,589.00    24,385.57      12,310.07   50.5    12,678.00   10,612.58   5,310.08     50.0    375.00       -             0.9         
9990 43,160.01    24,232.95      10,570.45   43.6    23,720.01   15,809.96   7,020.96     44.4    15,254.48   -             25.1       
2109 50,550.00    21,654.25      10,554.75   48.7    34,245.00   8,950.36     4,024.86     45.0    27,052.97   6,125.00     78.6       
9995 30,505.00    13,931.44      8,573.44     61.5    7,355.00     12,011.44   7,375.44     61.4    15,825.00   -             34.3       
7996 39,502.00    20,149.29      7,663.29     38.0    16,367.00   6,412.12     2,239.62     34.9    14,659.93   -             59.4       
309 22,190.00    15,282.44      7,601.44     49.7    4,280.00     8,929.60     4,583.10     51.3    5,369.81     -             15.6       

8268 13,239.50    12,750.88      7,218.78     56.6    2,298.50     7,035.13     3,990.73     56.7    8,117.47     -             30.0       
9582 19,295.00    13,792.43      6,717.93     48.7    7,800.00     4,343.34     1,843.84     42.5    6,234.95     13,650.00   37.3       
5734 22,795.00    12,499.62      5,719.62     45.8    13,675.00   7,466.47     3,566.47     47.8    14,470.00   -             50.4       
3583 9,180.00      13,469.53      5,362.98     39.8    9,180.00     6,872.27     3,113.83     45.3    8,269.97     11,115.00   31.3       
4473 31,426.00    10,323.94      5,342.54     51.8    27,296.00   9,647.24     5,099.34     52.9    16,941.90   -             45.7       
574 14,037.50    11,776.83      5,309.33     45.1    8,312.50     8,959.97     3,842.97     42.9    5,479.88     719.50       15.9       

5813 11,795.51    13,855.64      5,121.89     37.0    6,160.50     5,584.03     1,385.78     24.8    4,275.92     -             19.9       
7574 12,091.97    10,663.05      4,901.05     46.0    3,384.00     3,065.46     1,367.46     44.6    4,182.82     -             35.5       
3216 12,380.00    10,412.65      4,753.65     45.7    2,860.00     3,364.57     1,113.57     33.1    809.99       -             6.3         
7558 20,009.00    11,389.74      4,729.74     41.5    13,407.00   5,571.97     2,580.97     46.3    11,549.99   -             53.9       
2840 13,130.00    9,515.46       4,185.46     44.0    13,130.00   2,305.50     1,330.50     57.7    13,604.96   -             153.4     
2960 14,725.00    6,202.38       3,882.38     62.6    8,740.00     4,416.20     2,755.20     62.4    10,925.00   -             64.3       
3150 10,110.00    11,440.15      3,833.15     33.5    5,155.00     5,323.21     2,011.71     37.8    4,246.88     6,435.00     20.7       

Last 12 Months Last 6 Months Current
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CURRENT POS EQUIPMENT 
 
 

Printers 
 

HP Laserjet 1022n 
HP Laser Jet P2055dn 
HP Laser Jet P1606dn 
HP Laser Jet 5200tn 
Hp Laser Jet P4015tn 

Monarch 9830 
Cognitive LBP24 

Xerox Work Center 7755 
Canon 4035 

 
Scanners 

 
Symbol LS2208 

 
Cash Registers 

 
IBM 4800-743 

 
Cash Register Printers 

 
Sure Mark 4610 
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Appendix A:  Terms and Conditions Specific to Washington Institutions of Public Higher Education 
Cooperative Purchasing 

1. Definitions: 
WIPHE:  Washington Institutions of Public Higher Education who are signatories to the 
Interlocal Agreement for Cooperative Purchasing. 

 
Lead Institution:  The WIPHE member that has volunteered to conduct the 
solicitation/negotiation process on behalf of the WIPHE members.  

 
Committed Participants:  Those WIPHE members who respond affirmatively to the Lead 
Institution's request for participation, and whose estimated purchase volume will be included 
in the solicitation/negotiation documents. 

 
Potential Participants:  All other WIPHE member institutions who are not Committed 
Participants.  Potential Participants may choose to use any contract awarded, provided the 
contractor will accept their participation. 

 
2.   No Exclusivity Implied: This bid provides no exclusive arrangements for obtaining product or 
services by any WIPHE Institution who has  not specifically been identified as committed 
participants. Potential Participants may purchase any product or services in this bid  through their 
own processes for competitive procurement or via other cooperative purchasing arrangements at their 
disposal.  
 
3. Contract Administration: This contract shall be administered by the Lead  Institution,  the 
Committed Participants, and any other Potential Participant who subsequently use a resulting 
agreement,  in the following manner: 

A. The terms and conditions contained in their entirety in any contract which results 
through the Lead Institution’s solicitation may not be altered except as provided 
herein, or, unless approved in writing by the Lead Agency’s Purchasing Manager. 

 
B. WIPHE Institutions may at their sole option, individually negotiate only operational 

provisions specific to the needs of their Institution. These would include agreed 
arrangements for such operational provisions as delivery, installation, service, and 
invoicing processes.  Such negotiated changes shall not be binding on any other 
Institution. These changes may, however, bind the bidder to providing similar 
arrangements to the other Institutions pursuant to any Best Customer provisions of a 
contract.   

 
C. WIPHE Institutions shall individually be responsible for their obligations to the 

awarded contractor pursuant to any purchase associated with this agreement. 
Likewise, the Vendor shall be responsible for their obligations to the WIPHE 
Institutions pursuant to this agreement. All reasonable efforts will be made by the 
Vendor and the WIPHE  Institutions to satisfy any breach of these obligations, or, 
disagreements arising between the individual WIPHE Institution and the Vendor. 
Resolution may take several forms, including cancellation of specific arrangements 
between the Vendor and the Institution.  Resolutions of any nature shall not have a 
binding effect on any other Institution.  

. In the event a breach or disagreement cannot be resolved between the Institution(s) and the 
Vendor, either party may notify the Lead Institution and request the Lead Institution satisfy 
the dispute in accordance with this agreement, including any Dispute Resolution process 
identified within. 

 
 



E. The Lead Institution may at any time act on behalf of any WIPHE Institution in resolving 
breach of contract, or, to settle disputes in accordance with this agreement.  

 
4. Contract Documents: The Vendor shall make copies of any contract that results from the Lead 
Institution’s solicitation  available in its entirety to any WIPHE  Institution expressing an interest in 
purchasing the product or service. The Lead Institution and the Vendor agree that a summary of this 
agreement, including a phone number for interested agencies to contact the Vendor, may be placed on a 
public access electronic home page, bulletin board, fax-on-demand network, or similar form of accessible 
medium. 
 
5. Award in Best Interest of WIPHE: Central Washington University  reserves the right to award the 
contract in whole or in part in a manner that most effectively serves the WIPHE members, to reject any or 
all bids, and to otherwise proceed with the award as necessary to protect the best interests of WIPHE.  After 
award, members of WIPHE will issue separate purchase orders to the successful vendor(s) if they choose to 
acquire the items pursuant to this award. 
 
All questions regarding this bid must be directed to Central Washington University as the Lead Institution.  

 
All information relating to this solicitation will be retained by Central Washington University as the official 
public record.  
 
6. WIPHE Cooperative Members:  

Four Year Institutions: 
Central Washington University, Ellensburg University of Washington, Seattle 
Eastern Washington University, Cheney  Washington State University, Pullman 
The Evergreen State College, Olympia Western Washington University, Bellingham  
Community and Technical Colleges: 
Bates Technical College, Tacoma  Olympic College, Bremerton 
Bellevue Community College, Bellevue Pierce College, Lakewood 
Bellingham Technical College, Bellingham Peninsula College, Port Angeles 
Big Bend Community College, Moses Lake Renton Technical College, Renton 
Cascadia Community College, Bothell Seattle Community Colleges, Seattle 
Centralia College, Centralia   Shoreline Community College, Seattle 
Clark College, Vancouver   Skagit Valley College, Mt. Vernon 
Clover Park Technical College, Lakewood South Puget Sound Community Col., Olympia 
Columbia Basin College, Pasco   Community Colleges of Spokane, Spokane 
Edmonds Community College, Edmonds Tacoma Community College, Tacoma 
Everett Community College, Everett  Walla Walla Community College, Walla Walla 
Grays Harbor College, Aberdeen  Wenatchee Valley College, Wenatchee 
Green River Community College, Auburn Whatcom Community College, Bellingham 
Highline Community College, Des Moines Yakima Valley Community College, Yakima 
Lake Washington Technical Col., Kirkland State Board for Com & Tech Colleges, Olympia 
Lower Columbia College, Longview   
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Note: This section is posted as a separate file on our Internet site: 
http://www.cwu.edu/~purchase/rfp.html 
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APPENDIX E 

 
IN-STATE PREFERENCE/RECIPROCITY 

 
 

Pursuant to RCW 43.19.704 and WAC 236-48-085, the Department of General Administration Office of State 
Procurement has established lists of states, which grant a preference to their in-state businesses and the 
appropriate percentage increase applicable against firms submitting bids from these states for goods and 
services.  Bids in excess of $43, 900 only are subject to the instate preference reciprocity provisions of RCW 
43.19.700. 
 
For purpose of evaluating bid prices, the buyer is to add an amount equal to the appropriate percentage to each 
bid submitted from that state. 
 
See Link below for preferences & conditions listed by state: 
http://www.ga.wa.gov/PCA/Forms/State-Preferences-Table.doc 
 
Document will be provided by mail upon receipt of a request faxed to: (509) 963-2871. 
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