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Note – this is a sample of a completed PORFP form where the agency identifies the exact 

specifications of the hardware (e.g., manufacturer, product names and model numbers) to be 

purchased.  For a sample of a completed PORFP form where exact specifications are not known, 

refer to PORFP Sample #2. 

 

 

Sect ion 1  – General I nform at ion 

 

PORFP Num ber: 

( ADPI CS PO Num ber)  

Q00P8202598 

 

PORFP Type: 

 

( Select  one category from  

drop dow n list )  

Both 

Funct ional Area/ s ( FA)  

for this PORFP: 

 

( Check  a ll that  apply)  

 FA I  (Servers /  Associated Peripherals)  

 FA I I  (Printers /  Associated Peripherals)  

 FA I I I  (Network Com m unicat ion Equipm ent )  

 FA IV ( I nstallat ion /  Training)  +  FA I  

 FA IV +  FA I I  

 FA IV +  FA I I I  

 FA IV +  FA V (Manufacturer’s Extended Warranty)  

 FA IV +  FA VI  

 FA V 

 FA VI  (Security /  Cam eras /  Associated Peripherals)  

Manufacturer Nam e 

 

 

Hewlet t  Packard  

 

(Agencies m ust  enter only one m anufacturer when the 

m anufacturer is known and direct  the PORFP only to those 

Hardware 2012 Master Cont ractors authorized for that  

m anufacturer.  I f the PORFP or generic or m anufacturer is 

unknown, agencies m ust  direct  the PORFP to all Master 

Cont ractors.)  

Designated Sm all 

Business Reserve?( SBR) : 

 

( Select  “Yes” or  “No” 

from  drop dow n list )  

No 

Minor ity Business Enterpr ise ( MBE)  Goal for FA I V Below  

( See “Hardw are 2 0 1 2  Master  Contract  MBE Part icipat ion 

W orksheet”) : 

            30%  

PORFP I ssue Date: 

m m / dd/ yyyy  

12/ 10/ 2012 PROPOSAL DUE  

DATE and TI ME: 

12/ 24/ 2012 

4: 00PM 

Place of Perform ance: DoIT, 45 Calvert  St reet ,  4 th Floor, Annapolis, MD, 21401 

 

Special I nst ruct ions: 

 

Master Cont ractor personnel m ust  not ify the POC below upon 

arr ival at  DoIT.   

Secur ity Requirem ents ( if 

applicable) : 

Personnel m ust  show I D and obtain a visitor’s pass at  the front  

security desk.  The POC will escort  personnel inside the building. 

I nvoicing I nst ruct ions: 

 

Direct  all invoices and related quest ions to the POC below.   
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Sect ion 2  –  Agency Point  of Contact  ( POC)  I nform at ion 

 

Agency /  Division Nam e: DoIT/ St rategic Planning 

Agency POC Nam e: John Sm ith Agency POC 

Phone Num ber: 

410-555-5555 

Agency POC Em ail 

Address: 

j ohn.sm ith@m aryland.gov  Agency POC 

Fax: 

410-555-5556 

Agency POC Mailing 

Address: 

DoIT, 45 Calvert  St reet ,  Room  427, Annapolis, MD, 21401 

 

 

Sect ion 3  –  Delivery Address /  W ork Site  POC I nform at ion ( if different  from  above)  

 

Agency On- site Contact  

Nam e: 

Sam e as above. Agency On- site 

Phone Num ber: 

 

Agency On- site Em ail 

Address: 

 Agency On- site 

Fax: 

 

Agency On- site Address:  

 

 

Sect ion 4  –  Scope of W ork  

 

FA I  –  Servers, and Associated Per ipherals  

( Provide product  specificat ions below .  I f som e or  a ll specificat ions are unknow n, 

Master Cont ractors m ay propose products based on a  detailed descr ipt ion in the 

Business Need /  Required Funct ionality fie ld* )  

* Business Need /  

Required Funct ionalit y 

Storage and ret r ieval of scanned docum ents and im ages bearing 

original m arkings such as signatures, seals, t ime stam ps, etc.   

Must  be com pat ible with HP Scanjet  Scanner /  Printer Model 

N8460 described under FA I I  below.  Must  be com pat ible with 

com m on COTS im aging software including Adobe Acrobat  7.0 

Professional. 

Product  Nam e  Product  Descr ipt ion Model #  Qty Due Date  

m m / dd/ yyyy 

1. HP ProLiant  Com puter Server ML 350 G5 2 1/ 07/ 2012 

2. n/ a     

3. n/ a 

( I nsert  addit ional  

rows as needed)  

    

FA I I  -  Printers and Associated Per ipherals  

( Provide product  specificat ions below .  I f som e or  a ll specificat ions are unknow n, 

Master Cont ractors m ay propose products based on a  detailed descr ipt ion in the 

Business Need /  Required Funct ionality fie ld* )  

* Business Need /  

Required Funct ionalit y 

Scanning and print ing docum ents and im ages bearing original 

m arkings such as signatures, seals, t im e stam ps, etc.   Must  be 

com pat ible with HP ProLiant  Server Model ML 350 G5 described 

under FA I  above.  Must  be com pat ible with com m on COTS 

im aging software including Adobe Acrobat  7.0 Professional. 

Product  Nam e Product  Descr ipt ion Model #  Qty 

 

Due Date  

m m / dd/ yyyy 
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1. HP Scanjet   Docum ent  Sheet -Feed 

Scanner /  Printer  

N8460 

 

4 1/ 07/ 2012 

2. n/ a    

 

  

3. n/ a 

( I nsert  addit ional  

rows as needed)  

  

 

  

FA I I I  -  Netw ork Com m unicat ion Equipm ent  

( Provide product  specificat ions below .  I f som e or  a ll specificat ions are unknow n, 

Master Cont ractors m ay propose products based on a  detailed descr ipt ion in the 

Business Need /  Required Funct ionality fie ld* )  

* Business Need /  

Required Funct ionalit y 

n/ a 

 

Product  Nam e Product  Descr ipt ion Model #  Qty Due Date  

m m / dd/ yyyy 

1. n/ a 

 

    

2. n/ a 

 

    

3. n/ a 

( I nsert  addit ional  

rows as needed)  

    

FA I V –  I nstallat ion and Tra ining Services 

( Provide a  deta iled descr ipt ion of required services and deliverables and include MBE 

goal listed above. MBE goal should be calculated only on FA I V value.)  

 

I nstallat ion /  Training Services 

 

 

Deliverables 

 

Start  Date  

m m / dd/ yyyy 

 

End Date  

m m / dd/ yyyy 

1. I nstall 2 HP ProLiant  Servers, Model 

ML 350 G5, referenced in FA I  above. 

 

I nstalled 

hardware;  

installat ion test  

results;  2 user 

m anuals 

1/ 08/ 2012 1/ 10/ 2012 

2. I nstall 4 HP Scanjet  Docum ent  

Sheet -Feed Scanner /  Printers, Model 

N8460, referenced in FA I I  above. 

I nstalled 

hardware;  

installat ion test  

results;  4 user 

m anuals 

1/ 08/ 2012 1/ 10/ 2012 

3. n/ a 

( I nsert  addit ional rows as needed)  

   

FA V  -  Manufacturer’s Extended W arranty 

( Provide a  deta iled descr ipt ion of w arranty requirem ents and deliverables)  

 

W arranty Requirem ents 

 

 

Deliverables 

 

Start  Date  

m m / dd/ yyyy 

 

End Date  

m m / dd/ yyyy 

1. Standard 2 year Extended Warranty 

for  2 HP ProLiant  Servers, Model ML 

350 G5. 

Executed warranty 

agreem ent . 

 

1/ 10/ 2012 1/ 10/ 2012 

2. Standard 2 year Extended Warranty 

for  4 HP Scanjet  Docum ent  Sheet -Feed 

Scanner /  Printers, Model N8460. 

Executed warranty 

agreem ent . 

 

1/ 10/ 2012 1/ 10/ 2012 
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3. n/ a 

( I nsert  addit ional rows as needed)  

   

FA VI  –  Secur ity, Cam eras and Associated Periphera ls  

( Provide product  specificat ions below .  I f som e or  a ll specificat ions are unknow n, 

Master Cont ractors m ay propose products based on a  detailed descr ipt ion in the 

Business Need /  Required Funct ionality fie ld* )  

* Business Need /  

Required Funct ionalit y 

n/ a 

Product  Nam e  Product  Descr ipt ion Model #  Qty Due Date  

m m / dd/ yyyy 

1. n/ a     

2. n/ a     

3. n/ a 

( I nsert  addit ional  

rows as needed)  

    

Sect ion 5  –  Evaluat ion Criteria –  Technical Proposal 

( Provide a  list  of evaluat ion cr iter ia  in descending order  of im portance)  

 

Evaluat ion Criteria  

 

1. Conform ance with scope of work.  

 

2. Delivery and installat ion schedule 

 

3. Warranty features. 

 

4. Price. 

( I nsert  addit ional rows as needed)  

Basis for Aw ard Recom m endat ion 

Evaluat ion criteria for award will be established at  the PORFP level.  PORFPs will be awarded in 

accordance with the com pet it ive Sealed Proposals process under COMAR 21.05.03.  The agency 

POC will recom m end award to the Master Cont ractor whose proposal is determ ined to be the 

m ost  advantageous to the State, considering price and the evaluat ion factors set  forth in the 

PORFP.  The agency POC will init iate and deliver a PO to the selected Master Cont ractor.  

 


