THE UNIVERSITY OF TEXAS SYSTEM

OFFICE OF GENERAL COUNSEL

RFP / RFQ INTAKE FORM

Use this RFP / RFQ Intake Form to submit to OGC (1) Requests for Proposal, and (2) Requests for Qualifications. Call Dana Hollingsworth in OGC at 512/499‑4462 with questions.

Failure to submit a completed RFP / RFQ Intake Form (including all required attachments) will cause delay.
If your institution’s contract that will be awarded as a result of the RFP / RFQ requires approval by the Board of Regents, your institution is responsible for obtaining that approval. The Board generally meets four or five times per year. Establish your institution’s timelines accordingly. Call Sherill Boline in the U.T. System Docketing Office at 512/499‑4558 with questions.

	


1.
Explain the deadlines and timeframes associated with this RFP / RFQ. Budget time for (1) OGC review of the RFP / RFQ and the related contract, and (2) any additional approval processes that apply to the RFP / RFQ or the related contract. Notations like “Needed ASAP” or “Expedite” alone will not provide OGC with enough information to justify prioritizing your project over other projects.

________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.
Provide OGC with pertinent background information. Summarize what your institution is seeking to accomplish in this transaction and why. If possible, provide cross-references to applicable provisions in the RFP / RFQ and the related contract.
________________________________________________________________________________________________________________________________________________________________________________________________________________________

3.
List and attach the RFP / RFQ and related contract document(s) and each attachment or exhibit to those document(s). To expedite OGC review, make every effort to submit all documents in modifiable electronic format – preferably Microsoft Word. If particular RFP / RFQ or contract provisions are problematic or were difficult to draft, list those provisions and explain the problem or difficulty.

	Document Name
	#pages
	Is Document attached in MS Word format?
	Troublesome Provisions?

	
	
	yes
	no
	yes
	no

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Explanation of Troublesome Provisions:

________________________________________________________________________________________________________________________________________________

________________________________________________________________________

4.
Does your institution have existing or prior contracts to procure the same or similar goods/services? If so, list and attach those contract(s).

________________________________________________________________________________________________________________________________________________________________________________________________________________________
5.
Do any U.T. System Business Procedure Memoranda (BPM) apply to this transaction? If so, list the applicable BPMs and name the individual at your institution that reviewed this transaction for compliance with each such BPM.
	Applicable BPM
	Subject Matter 
	Institutional Reviewer

	
	
	

	
	
	

	
	
	

	
	
	


6.
Compliance with applicable procurement laws, rules, policies and procedures is the responsibility of your institution. If your institution needs legal advice regarding the procurement process associated with this RFP / RFQ, submit your institution’s questions below. Attach any documents relevant to your institution’s questions.

________________________________________________________________________________________________________________________________________________________________________________________________________________________

7.
Review and approval of business terms is the responsibility of your institution. If your institution needs legal advice relating to business terms associated with this RFP / RFQ or the related contract, submit your institution’s questions below. Attach any additional materials relevant to your institution’s questions.

________________________________________________________________________________________________________________________________________________________________________________________________________________________

8.
Identify individuals in the user department and the purchasing department at your institution that OGC may contact for additional information about this transaction.

	User Department
	Purchasing Department

	Contact Name: 
	Contact Name: 

	Title:
	Title

	Institution:
	Vendor Name:

	Mailing 

Address: 
	Mailing

Address:

	Voice:
	Voice:

	Fax:
	Fax:

	Email: 
	Email:


9.
Identify and enclose a completed copy of all applicable OGC checklists, including the checklist recommendations.

	Check Applicable Checklists:
	   √

	Software and Database Licenses

http://www.utsystem.edu/ogc/IntellectualProperty/contract.htm
	

	Clinical Trial Agreements

http://www.utsystem.edu/ogc/IntellectualProperty/concheck.htm
	

	Sponsored Research Agreements

http://www.utsystem.edu/ogc/IntellectualProperty/concheck.htm
	

	Material Transfer Agreements

http://www.utsystem.edu/ogc/IntellectualProperty/mtacheck.htm
	

	Construction

http://www.utsystem.edu/ogc/constlaw/document.htm
	

	General Procedure Contracts

http://www.utsystem.edu/ogc/smallcontracts/contractreview.cfm
	


10.
Should the attorney assigned to review this RFP / RFQ and the related contract contact your institution before beginning their review?

	Yes 
	

	No
	


	


VERY IMPORTANT --- READ CAREFULLY: 
Submission of this RFP / RFQ Intake Form to OGC is your institution’s certification to OGC that (1) this Intake Form has been reviewed and completed to the best of your institution’s ability, and (2) your institution understands that if the information requested by this Intake Form is not provided or if the information provided is not accurate, OGC’s review of this RFP / RFQ and the related contract will be delayed.

Send RFP / RFQ Intake Form to:  
Mr. Barry D. Burgdorf
Vice Chancellor and General Counsel 

c/o Ms. Beverly Hurst

The University of Texas System

Office of General Counsel

201 West Seventh Street

Austin, TX  78701

(512) 499-4462; FAX: (512) 499-4523

bhurst@utsystem.edu

