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In a Request for Proposal (RFP) process, the procurement officer and evaluation committee may decide to ask vendors to submit revised proposals or provide more information through the Best and Final Offer process.  (See N.D.C.C. § 54-44.4-10 and N.D.A.C. § 4-12-08-04).  Best and Final Offers (BAFO) should be requested when proposals submitted are unclear or have minor deficiencies, when additional information is needed in order to make a decision, when clarifications are made to the requirements during the evaluation process, or when all cost proposals are too high.

The Procurement Officer and Evaluation Committee decide which vendors are invited to submit best and final offerors.  All vendors that submitted proposals may be invited, or the evaluation committee may decide to “short list” and invite only the top scoring offerors determined to be reasonably susceptible for award.

Offerors must be afforded fair and equal treatment with respect to any opportunity for revision of proposals.  If only one offeror needs to provide additional information about the proposed solution, all other offerors determined to be reasonably susceptible for award must be given an opportunity to submit additional information.   

In the BAFO process, no material changes to the RFP requirements can be made that would have impacted a vendor’s decision to submit a proposal.

The Request for BAFO must provide vendors with instructions for preparing the BAFO response.  Indicate which areas of the RFP must be addressed.  Establish a deadline for submission of BAFOs.  The Purchasing Agency must indicate whether BAFOs will be accepted by sealed envelope or electronic submission (fax, email, electronic upload, etc.).

The BAFO must indicate how the revised proposals will be evaluated.  BAFOs are normally evaluated as an adjustment to the scores already awarded by the evaluation committee. After receiving BAFOs, the procurement officer may conduct additional discussions with offerors.

If an offeror does not submit a BAFO, its immediate previous offer will be considered as its BAFO. 

Unsolicited BAFOs from offerors cannot be considered.  The Purchasing Agency must initiate the BAFO process.

Update the bidders list and issue the BAFO via the State Procurement Online System.  

Sometimes it can be necessary to request more than one BAFO.  

Contact the State Procurement Office at 701-328-2740 or infospo@nd.gov for assistance or to provide suggestions.
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REQUEST FOR BEST AND FINAL OFFER

Date

Request for Proposal Number and Title:  Insert Solicitation Number, Title

Dear Offeror:

Your firm submitted a proposal in response to the above referenced Request for Proposal (RFP). 
The evaluation committee completed a preliminary evaluation of proposals.  The State is requesting that offerors revise their proposals and submit a Best and Final Offer.  

Best and Final Offers must be received by the Purchasing Agency no later than Insert date and time, A.M. or P.M., CT or MT. The offeror is responsible for ensuring that the Best and Final Offer is received by this deadline.  You may contact the procurement officer to confirm receipt.

Best and Final Offers can be submitted to the Procurement Officer by:  

	Email: Insert
	Fax: Insert
	Delivery:  INSERT ADDRESS
	
The Best and Final Offer must identify the RFP number and title and Vendor.  The Best and Final Offer should address the following information: 

Provide specific information on what is being requested.  Offerors may be asked to reduce cost or provide additional clarification to specific sections of the RFP (i.e. technical proposal, cost proposal, experience and qualification).  Indicate RFP section numbers, if applicable.

Example:  
All cost proposals received exceeded STATE’s available budget for this project.  The available budget is $25,000.  Offerors are instructed to submit revised, itemized cost proposals that clearly state what tasks can be accomplished within the available budget.

Best and Final Offers will be evaluated based upon the evaluation criteria stated in the RFP and as an adjustment to scores already received by offerors on their original proposal response.
The State reserves the right to conduct additional discussions after submission of Best and Final Offers.  If offerors do not submit a Best and Final Offer, their original proposal will be considered their Best and Final Offer.

Any questions regarding this request for Best and Final Offer must be directed to the Procurement Officer.

Sincerely,

Insert name
Procurement Officer 
E-mail: Insert email 
Telephone: Insert number
TTY Users call: 7-1-1 



