Request for Quotes/Bids (RFQs) and Proposals (RFPs) Intake Template

Use: All RHTP initiatives requiring vendor contracted services — to be uploaded into Valify by Kaley Eastman, Contract
Specialist.

Staff Instructions — Read Before Completing

1. Scope. This template is to be used for all RHTP initiatives for which we will contract with a vendor/consultant for
services.

2. Policy adherence. All vendor selection must adhere to TRC procurement and grant policies and guidelines.

3. Pre-submission requirements. Before submitting this form for upload into Valify, staff must have completed the
following:

I Finalized SOW and specifications

[ Identified quantity and volume

U Firm timeline and key dates

[ Finalized budget and financial details (as known)

1 Any specific vendor considerations identified and documented

[ Finalized evaluation and/or scoring criteria (depth depends on RFQ vs RFP process)

1 Risk, security and compliance screening and minimum standards identified and attached

L1 Reviewers/approvers identified: (e.g. internal staff or external members/consultants)

[ Finalized attachments for the portal ready for upload

[ List of vendors and the POC at each

[0 Completed an initial meeting or call with all potential vendors to discuss RFQ/RFP (including: what they will need to
submit, where to submit and to expect an email from the Valify platform and key dates and deadlines. All vendor
communications will go through the platform. IMPORTANT: Any that are outside of the platform will not be reviewed)

Upload turnaround — factor into your vendor deadlines

IMPORTANT: Please allow a minimum of 2 business days for staff to upload the RFQ/RFP into the Valify
portal. An email will be sent alerting you upon completion.

Setting vendor deadlines:

1 For RFQs, please allow vendors a minimum response window of 5-7 business days for the vendor, in
addition to the 2 business days for upload. (This means you would submit the RFQ for upload 9-10 days in
advance of the required deadline)

L1 For RFPs, the times will be based on the complexity of the RFP scope but should allow a minimum of 4-6
weeks for proposal submission (not final award). This timeline builds in time for vendor Q&A, proposal
submission, cure period prior to review and final selection/award.

(1 If a shorter TAT is required, the vendor must confirm in writing that they can meet the shorter deadline,
and this must be communicated to the Contract Specialist prior to uploading the RFQ/RFP into Valify.

Note: If a vendor is not already in the Valify platform, expect additional delay — we must request Valify to add
them to the vendor contacts before invites can be sent. This can take an additional 48-72 hours.

4. Grant eligibility. All activities must be new to qualify for grant funding. Recurring or continuation activities are not
eligible.



Intake Form

Section A — Submitter Information

Submitter name

Title / role

TRC or RHE

Email rachel@ruralcollaborative.com
Phone / extension

Date submitted

Section B — Request Overview (This should remain high level. Details in attachments)

RFQ or RFP
Indicate which type of solicitation

Project / initiative name
Will be used as the Valify record title

RFQ/RFP category
Professional services / Training & TA / IT & software / Consulting / Other

Brief description
1-2 sentences. What are you trying to acquire?

Quantity & volume (basic)
High-levelonly (e.g., "2 in-person trainings, year 1, ~25 hospital staff"). Detail goes to attachment.

Business need / problem being solved
Why is this needed?

Strategic alignment / RHTP Initiative
Which RHTP initiative or strategic goal does this support?

Time-limited / engagement-limited or recurring?
All activities must be NEW to qualify for grant funding

Section C — Timeline & Key Dates (Provide dates or mark “N/A” or “unknown”)
Required start / kickoff date
Required delivery / go-live date

Target RFQ/RFP issue date
When vendors should receive the solicitation in Valify

Vendor response deadline
Standard: 5-7 business days for vendor, plus 2 business days for POC upload

Target award decision date
Critical milestones

Urgency justification (if shortened TAT)
Required if standard timeline is being shortened — written vendor confirmation also required

Section D — Budget & Financials (Provide numbers or mark “N/A” or “unknown”)

Estimated total budget (USD)
Best estimate of total spend, including taxes/fees


mailto:rachel@ruralcollaborative.com

Budget approval status
Approved / Pending / Not yet requested

Funding source
Grant name / Project code / Other

Fiscal year

Section E — Vendors to Invite

Process type
Preferred vendor (compliance check only) — OR — True open process

Justification for vendor preferences

Internal use only — required for grant audit/compliance. Document the
rationale for the vendors selected (or for a sole-source/preferred-vendor
approach).

Vendor list— include the POC at each vendor who should have access to the Valify portal: (RFQs require a minimum of 2 but preferred
3 vendors) (RFPs must be open source and posted publicly).

Vendor name/ website POC name POC email POC phone
address

albert.occhipinti@hcpro.com

Geographic restrictions, diversity requirements, exclusions, incumbent vendor details — if applicable — should be provided as
attachments (see page 4).

Section F — Evaluation Criteria

For RFPs: a Scoring Rubric is required and must be provided as an attachment.
For RFQs: evaluation will be based on the standard factors listed below. Tick those that apply and add any project-specific factors as
an attachment.

[0 Demonstrated experience serving rural hospitals, critical access hospitals, or comparable rural healthcare providers
[ Cost competitiveness and overall value

[ Ability to meet the required timeline

[0 Qualifications and experience of proposed key personnel

[ References from comparable engagements

[0 Understanding of the rural healthcare operating context (resource constraints, regulatory environment, staffing realities)
[ Approach to delivery (on-site / virtual / hybrid flexibility)

[ Vendor financial stability and capacity to deliver

[Od Compliance with HIPAA and other applicable healthcare standards

[0 Communication approach, responsiveness, and cultural fit

O Other (specify): (Included as attachment)

Section H — Attachments to Be Uploaded with This RFQ/RFP

List every file the staff POC will upload into Valify alongside this intake (filename + brief description). See last page for guidance on
what each attachment should contain.

1.

2.




Attachments — Required & Optional

Provide the following as separate files alongside the intake form. Use clear filenames (e.g., ProjectName_SOW _v1.pdf).

1. Statement of Work / Specifications
Required for most engagements. Suggested sections:
[ Background and context
[0 Objectives and goals
[ Detailed scope of work and deliverables
[ Tasks, activities, and methodology
O Performance standards / SLAs
[0 Reporting requirements
[0 Mandatory vs. preferred requirements
[ Acceptance criteria and deliverable formats

2. Quantity & Volume Detail
If the basic figures in Section B need elaboration. Examples:
[0 Audience breakdown (e.g., role types, departments, hospital sites)
[0 Delivery format split (in-person vs. virtual, group sizes)
[ Per-site or per-cohort detail
[J Phasing across years / quarters

3. Scoring Rubric
Required for all RFPs. Must include scored criteria, weights, scoring scale, and minimum thresholds.

4. Compliance, Risk & Security Requirements

Provide as an attachment. Should address (minimum):
[J Data handling — PII, PHI/HIPAA, other regulated data
[0 Network/system access requirements
O Required certifications (SOC 2, ISO 27001, etc.)
O Insurance requirements and minimum limits
O Industry-specific regulatory requirements
[0 Background check requirements
O Al disclosure — vendor's use of Al in delivering services
O Cyber risk — vendor cybersecurity posture, incident history, controls
O Generalrisk considerations

5. Vendor Considerations Detail
If applicable to the engagement:
[0 Geographic restrictions
[ Diversity / supplier requirements (MWBE, small business, etc.)
[0 Excluded vendors and rationale
O Incumbent vendor details and relationship history

6. Other Supporting Documents (as applicable)
[ Drawings, diagrams, floor plans
[ Bill of Materials (BOM)
[ Reference materials or exemplars
O Vendor questionnaire / response template
[d Sample contract or required terms & conditions
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