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SOLICITATION NOTIFICATION

Request for (Enter RFX type) for (Enter project title).
  
RFX #UW-XX-XXXX (Use standard naming convention)
EDIT THE BELOW TEMPLATE DOCUMENT OR REMOVE TEMPLATE SOLICITATION DETAIL ATTACHMENT AND INSERT FINAL SOLICITATION DETAIL ATTACHMENT (Attachment 7.2.14b):




IMPORTANT NOTICE:

This RFX is being conducted electronically through the University’s Ariba Sourcing Event website. Suppliers interested in submitting a proposal are required to submit their RFX response via the UW Ariba Sourcing Event website.

Any questions regarding this posting should be directed to enter buyer contact information. 

TIMELINE: 
	Opening Date for Solicitation in Ariba Sourcing: (MM/DD/YYYY)
	Closing Date for Questions in Ariba Sourcing: (MM/DD/YYYY)
	Final Date to Notify UW Buyer for Invitation to Ariba Sourcing Event: (MM/DD/YYYY)
	Closing Date for Solicitation in Ariba Sourcing: (MM/DD/YYYY)
	Responses Must be Submitted Via: (Enter Submittal Method) 



To view and respond to a UW RFX, please determine your supplier type and follow the instructions below.

· ALL INTERESTED PARTIES
When contacting a University of Washington Buyer with questions regarding a solicitation, include your Ariba Network ID Number (ANID). If you do not have an ANID, follow the link below to obtain one. 

[bookmark: _GoBack]After notifying the UW Buyer and receiving an invitation to join the RFX, mark “Intends to Participate.” Only parties marking “Intends to Participate” will receive notices related to the solicitation, including addenda, through the Ariba system. 

· Interested Parties NEW to Ariba:
1. Register on the UW Ariba Sourcing Event website using this link: http://uw.supplier.ariba.com/
2. After registering, notify the UW Buyer that you would like to respond to this RFX. Be sure to include the RFX number in your email – the Buyer will then send you an invitation to join the RFX.
If you do not email the Buyer, you will not be invited to the event.

· Interested Parties ALREADY REGISTERED with Ariba but have never participated in a UW Sourcing Event:
What is your Ariba Network Identification Number (ANID)? Email the buyer your ANID number and notify them that you would like to respond to this RFX. Be sure to include the RFX number in your email. 

· Interested Parties Who Have Previously Participated in a UW Sourcing Event:
Notify the UW Buyer that you have previously participated in an event and would like to respond to this RFX. Be sure to include the RFX number in your email.

Once you have emailed the UW Buyer:
1. The Buyer will email you an invitation to join the RFX
2. Follow the link in the email to access the RFX details
3. Review and accept the prerequisites, which then allows you to view the RFX content

Please see the attached “Getting Started Supplier Guide” for more information:



Get Ariba Network ID


Email Buyer about RFX


Receive email to join RFX


Accept prerequisites


View RFX content
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Ariba Sourcing Getting Started Guide for Suppliers 
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What is the Ariba Commerce Cloud? 
The Ariba Commerce Cloud is your entry point to all of your seller solutions with Ariba. Rather than managing 
multiple login IDs for multiple customers’ sites, you will have one login and one account. This means fewer 
passwords to remember, easier user maintenance for your company, and a unified profile for your organization.  
 
What this means is that even though you may have previously registered on another customer's Ariba Sourcing 
site in the past, or, you may already be enabled on the Ariba Network, registering on the Ariba Commerce Cloud 
is required. The registration process only takes a few moments with a simple one page registration.   
 
Ariba Commerce Cloud Profiles 
As part of the registration process, you will complete a company profile. Ariba Commerce Cloud profiles include 
company account and configuration settings, company profile information, and user information. Ariba 
Commerce Cloud profiles allow you to maintain a single company profile, from one account, for all your 
customer relationships. 


 
How to register on the Ariba Commerce Cloud for the first time prior to participating in a University of 


Washington competitive bidding event: 
 


1. Open a browser window and enter the following url: 
uw.supplier.ariba.com  
 
Ariba displays the Login page: 
 


 
 
 


2. Click Register as a New Supplier link. IMPORTANT: The option to click the button “Register as a 
New Supplier” may move depending on your browser. Please check the alternate location in the 
image above.  


Alternate location for 
Registration link 


If you don’t see the registration 
link here, check the upper right 
hand corner next to “Feedback” 



http://uw.supplier.ariba.com/
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Ariba displays the Ariba Commerce Cloud Registration page: 
 


 


3. Enter your basic company information and your user account information. Keep in mind: 
a. The Commodities and Sales Territories fields are required to in order to complete registration. 


However, you can change these values at any time in your Company Profile. 
b. The Tax ID and DUNS Number fields are optional and can also be updated at any time in your 


Company Profile. 
c. The person whose name is entered in the user account information section becomes the 


account administrator automatically. Account administrators can transfer the Administrator 
role to another user later. 


4. Read the Terms of Use Agreement and click the check box if you agree to the terms. 
5. Click Continue. 
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Ariba displays the action required page. An activation email is sent to registration email address.  


 


 
 
 
6. Check your email inbox for a message from the Ariba Commerce Cloud: 
 


 
 
 
7. Open the email and view the message. A sample message is shown on the next page. 
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Below is an example of the Ariba Commerce Cloud account activation message: 


 


 
 
8. Click Click here to activate your Ariba Commerce Cloud account. 
 


Ariba displays the account activation confirmation page: 
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9. Enter information into the University of Washington Requested Profile. After you complete the 
requested profile information, click Submit. You can click Save as Draft to save any values you may 
have edited without sending them to UW. Click Discard Draft to discard all the changes changes you 
have made and display the last values you successfully submitted to UW.  


10. When you are finished, click the “X” in the upper right hand corner to close. 
  


Ariba displays your Company Profile Page, including the Public Profile Completeness bar, which 
describes how much information is available to buyers searching for similar suppliers in the Ariba 
Commerce Cloud: 


 


 
 
11. You can enter more information or click Save to save your Company Profile. 
 


Ariba displays a message page stating that your profile has been submitted to the University of 
Washington and is pending approval:
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12. Monitor your email for the registration approval message. An example message is included here: 
 


 
 
 
How to access sourcing events when responding to an email invitation from UW: 
 
1. Click the Click Here link in the email as pictured below: 
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2. Login with your Ariba Commerce Cloud username and password. 
 


Ariba displays the University of Washington Spend Management site Welcome page. It contains a 
list of events to which you have been invited. The list is organized by status: 
 
Please click on the event in the Open or Preview status to view your invited events  
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3. If you are invited to an event, please click “Intend to Participate” or “Decline to Participate.”  


 
Even if you’re undecided about participating in the sourcing event and need more time to decide, you’ll 
still need to click “Intend to Participate” in order to receive any communication relating to the sourcing 
event before the due date.   By clicking “Intend to Participate,” you’re not obligated to participate. 
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Documentation and Help 
To learn more about how to configure your profile and link company accounts, comprehensive 
documentation and tutorials are available on Help@Ariba. 
1. Access Product Documentation from the Help drop-down. 
2. Select the appropriate tab to search for your specific topic. Refer to the example screen on the next 
page. 
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[bookmark: _GoBack]Solicitation Detail Attachment



BRIEF PROJECT DESCRIPTION



The University of Washington is issuing a Request for [Solicitation Type] to solicit offers from Bidders who are capable of providing [brief products and/or services description] to establish a contract  for purchasing [products and/or services]. Any agreement reached between the University of Washington and a bidder will be a convenience contract to be used by University campus customers on an as needed basis. (overview should state whether this is a pool, master contract or a onetime purchase) In addition to the Seattle campus, the University has branch campus locations in Bothell and Tacoma and remote locations throughout the state. 



TIMELINE



	WEBS Posting (MM/DD/YYYY)

	Opening Date for Solicitation in Ariba Sourcing: (MM/DD/YYYY)

	Closing Date for Questions in Ariba Sourcing: (MM/DD/YYYY)

	Final Date to Notify UW Buyer for Invitation to Ariba Sourcing Event: (MM/DD/YYYY)

	Closing Date for Solicitation in Ariba Sourcing: (MM/DD/YYYY)

	Responses Must be Submitted Via: (Enter Submittal Method) 



SOLICITATION COORDINATOR

	Name and contact information

		

PROJECT SCOPE

Project Description. Scope should include all required elements of performance, and specify project requirements that will be completed/provided by UW or other contractors. Scope should give prospective bidders an approximate measure of the project size and resource requirements. 





EXAMPLE TEXT, DELETE BEFORE PUBLISHING: The primary scope of the project requires production, and installation of graphic displays and objects including graphic panels, flipbooks, mounted artifacts, display stands, inductee medallions, and a few small casework elements. The Designer will provide all camera- ready art for graphic production to the Contractor in electronic form. The Contractor will be responsible for making high resolution scans of the photos to be used in the exhibits and placing them into the layouts. Also included are some architectural improvements, including ceiling revisions, minor sprinkler pipe extensions, patching and painting, window coverings on four large windows and the provision of commercially available upholstered benches. The project will require the contractor to furnish and install display lighting, which will include modifications to existing lighting, electrical power and controls.



PREQUALIFICATION/MANDATORY REQUIREMENTS

Only bidders able to meet the requirements and qualifications stated below will be considered for award. The University will determine whether bidders meet the below qualifications. 



The following example qualification requirements are provided for information only. The following example qualifications are not exhaustive and do not cover all potential qualification requirements. Actual qualification requirements will depend on the size, complexity and scope of the proposed project. The length and comprehensiveness of actual qualification requirements is at the buyer’s discretion. Business continuity and insurance requirements will vary with the type, scope and scale of the project and the below examples are not intended to be representative or provide guidance regarding the appropriate amount of insurance or length of business continuity. 



EXAMPLE QUALIFICATION REQUIREMENTS:

1. Business Continuity/Experience: Contractor must have been in business for at least five years, with its primary business and specialization being the creation of high quality exhibits, graphics, and environmental graphics.



2.	Primary Business Area: At least 50 per cent of work over the past five years must have been in the creation and installation of high quality exhibits for museums or similar projects.



2. Relevant Experience: Over the past five years must have successfully produced exhibits for at least three museums or related projects similar to or greater than this project in scale, quality, complexity, and cost.  Quality commercial client projects done over the past three years may be submitted for consideration if the Contractor has done fewer than three museum projects.



4.	Relevant Experience, continued: Provide information about the projects described in Item #3 as follows:

a. Project descriptions and photographs.

b. Client name and Client contact reference with telephone/fax number and e-mail address (if available)

c. Scope of work performed.

d. Project designer.

e. Square foot size of the project.

f. Original budget and final cost.

g. Whether Contractor was bonded and for how much.

h. Date production started, date the project was scheduled to open, actual date opened, and final completion date.



5.	Business Continuity/Experience: Contractors and/or Subcontractors of custom items for mounting and displaying artifacts must have 5 years of successful experience in fabrication and installation of high museum quality artifact mounts. The persons performing this work must be experienced artifact preservation and display specialists or be working under the immediate supervision of such persons. Provide credentials, resumes, and references for the firms and/or persons proposed to perform this work.



6.	Bonding Requirements: Contractor requesting pre-qualification for this project must be bondable for total cost of the project, estimated to be between $375,000 and $450,000.



7.	Insurance Requirements:  Contractor will be required to provide insurance in the following amounts prior to beginning work. 
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