





	
SOLICITATION AMENDMENT
(March 2017)

A solicitation amendment is a document used to revise, delete or add information contained in the solicitation documents. Use a solicitation amendment to provide all potential offerors or bidders with the same information at the same time. 

A solicitation amendment can be used to:

· Revise or delete solicitation information, requirements or terms and conditions.  

· Respond to questions or requests for clarification that cannot be answered by directing an individual to a specific section in the solicitation. 

· Provide information related to a Pre-Proposal Conference, Pre-Bid Conference or Site Inspections, such as questions and answers or recording of the event. If the conference was mandatory, you may limit the distribution to only those companies that were in attendance.  

Distribute the solicitation amendment to all companies who received a copy of the original solicitation.  Remember to update the bidders list with bidders not currently on the bidders list or contact information of the individual submitting the question.
[bookmark: _GoBack]
You may require a company to acknowledge the receipt and compliance with the amendment when material changes are made to the requirements, such as specification or indemnification or insurance.  A receipt acknowledgement is not needed for amendments to change deadlines or correct administrative errors. Failure to return a receipt acknowledgement may be waived as a minor informality. N.D.A.C. § 4-12-10-01

If the solicitation was posted to the State Procurement Online System, the solicitation amendment must also be posted to the State Procurement Online System.  

Contact the State Procurement Office at 701-328-2740 or infospo@nd.gov for assistance or to provide suggestions.

NOTE: DELETE ALL INSTRUCTIONS BEFORE PRINTING


STATE OF NORTH DAKOTA
AGENCY OR INSTITUTION NAME
ADDRESS
CITY, STATE ZIP

SOLICITATION AMENDMENT Insert #

Date

Solicitation Number: Insert number 
Title: Insert title
Deadline for Receipt of Insert Bids or Proposals: Insert date, time, A.M. or P.M., CT or MT
Solicitation Issued: Insert date issued on SPO

Note: Select option or options; revise or delete as needed

Option 1 - Revise or delete solicitation information, requirements or terms and conditions
This solicitation is amended as follows:

Insert # and Title of Section or Subsection is amended as follows: Insert amendment details.

EXAMPLE:  1.05 Prior Experience Requirement is amended as follows:  Delete the first sentence in its entirety and replace with, “A minimum of three years’ experience in providing management consulting services is required.”

Option 2 - Respond to questions or requests for clarification. It is recommend that you organize questions received in the order of the solicitation sections. 

Insert # and Title of Section or Subsection established a Deadline for Submission of Questions and Requests for Clarification.  The responses, including any necessary amendments, are as follows:

Questions related to Section Insert Section number and title: Insert name of document and # and Title of Section or Subsection 
	
1. Question: Insert question

Response:  Insert response
No amendment necessary.

2. Question: Insert question

Response: Insert response
Amendment:  Insert # and Title of Section or Subsection is amended as follows: Insert amendment details OR No amendment necessary if nothing is changing

EXAMPLE:  Questions related to Section 3.04 Prior Experience

1. Question: Can the years of experience be reduced from 5 years to 3 years?

Response: Yes, after review of required prior experience, the RFP will be amended.
Amendment:  3.04 Prior Experience Requirement is amended as follows:   Delete the first sentence in its entirety and replace with, “A minimum of three years’ experience in providing management consulting services is required.”

Option 3 - Provide information related to a Pre-proposal Conference, Pre-Bid Conference or Site Inspections

Insert # and Title of Section or Subsection established a Insert Pre-proposal, Pre-Bid, or Site Inspection held at Insert time, date and location details.  Insert details of how to obtain the information from the Pre-Proposal, Pre-Bid, or Site Inspection.

EXAMPLE: RFP Section 1.08 Pre-proposal Conference established a Pre-proposal Conference held at 10:00 A.M., Central Time, on Thursday, November 14, 20xx, in the Peace Garden Room on the ground floor of the State Capitol building in Bismarck, North Dakota.  The questions and answers addressed in the conference, along with changes made to the solicitation, are as follows: Insert question, response and amendment or no amendment necessary or are included in the audio recording of the proposal conference available at:  Insert link

Optional:  Bidders are instructed to acknowledge receipt of and compliance with this amendment by signing below and returning the Solicitation Amendment Acknowledgement page with your solicitation response.
 
Questions regarding this amendment must be submitted in writing to the Procurement Officer.  

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



Note: Delete this page if not requiring acknowledgement or receipt of amendment

AMENDMENT ACKNOWLEDGEMENT

Solicitation Number: Insert number 
Title: Insert title
Solicitation Amendment Number: Insert number

By my signature below, I hereby acknowledge receipt of and compliance with this amendment.

	COMPANY NAME



	SIGNATURE



	PRINTED NAME



	TITLE



	DATE









