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An RFP In six easy* steps

1) Register agency
2) Create profile
3) Create blank proposal(s)

4)  Fill in the details
» Add Service(s)
» Add Budgets
e Answer Questions
» Upload Attachments
« Update Agency Details & Contacts

5) Check for errors
6) Submit your finished proposal



Login page

*Follow the
Instructions & links
provided to:

* Review the
solicitation

 Create an RFP
profile and login
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Terms & Conditions

Terms and Conditions

Vintage Provider RFP SFY 2027 & 2028

The respondent acknowledges and agrees that this RFP is a solicitation and not an offer to contract. Submission of a proposal does not guarantee funding.

Vintage reserves the right to reject any and all proposals. Vintage further reserves the right to issue clarifications and other directives concerning this RFP; to require
clarification or further information with respect to any proposal; and to determine the final terms of any contract.

Respondents are advised that upon submittal, all responses to this request become the property of Vintage and are subject to release at its sole discretion.

Confidential/Proprietary Information: Proposals submitted in response to this RFP and any resulting service agreement/contract are subject to the provisions of the
Colorado Public (Open) Records Act, 24-72-201 et seq., C.R.S., as amended. Neither a proposal, in its entirety, nor proposal price information will be considered
confidential/proprietary. Any information that will be included in any resulting contract/agreement cannot be considered confidential.

In submitting a proposal, you agree to the following terms and conditions.

It is understood and agreed by the respondent that:

1. Funds awarded as a result of this request are to be expended for the purposes as allowed under the Older Americans Act and as set forth herein, and in accordance

with all applicable laws, regulations, policies, and procedures of Vintage (Region 12 Area Agency on Aging) the State of Colorado, and the Administration on Aging of
the U.S. Department of Health and Human Services;

2. Funds awarded as a result of this request are contingent upon the services provided being allowable expenses;

3. Provision of services and payment for services rendered cannot occur until the parties have fully executed a contract and Vintage has confirmed that the services are
eligible for funding;

4. Funds awarded as a result of this request may be terminated at any time for violations of any terms or requirements of the required contract or any applicable laws,
regulations, policies or procedures or in the event that it is determined that the service(s) is not eligible for funding under the Older Americans Act;

5. The Required Reading Section of this proposal application will be read prior to finalizing and submitting a proposal.

It is further agreed that the respondent also represents its agency and its principals are not suspended or debarred per federal requirements (34 CFR Part 85).

© | AGREE t the torm as noted above. Read Terms &
O 1 DO NOT AGREE to the terms and conditions as noted above. Cond iti OnS .
Cancel m Click ‘AGREFE’
and click
Submit

A
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Register Agency
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. You must create an
Create Agency Profile | agncyprfie for
your organization
before creating your
Enter Your Agency Registration Code personal profitle/user

accoun

Agency Already Registered?

If your agency has already registered for this Request for Proposals, enter your agency registration code below to continue

Agency Registration Code Obtain this code from person that created your agency profile

Agency Not Registered?

If your agency has not yet registered for this Request for Proposals click the button below to create an agency profile and receive a registration code

Create Agency Profile

Cancel

1. Click Create

Agency Profile

to register your
organization
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. An Agency
R e g |Ste r Ag e n Cy Registration Code will
be sent to the email
address associated with
the agency profile

1. Fillin
registration form

\ 2. Click Create Agency

Profile when finished.

CHOCOLATE SOFTWARE



Create Profile
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Register Personal Profile

CHOCOLATE SOFTWARE

1. Enter Agency
Registration
Code and click
Submit

Agency Code will also be
sent to the email address
provided for the agency

profile. Contact Vintage if

code is lost.




Create Personal Profile

1. Fill in
form —>
details

2. Enter
emalil
address and
password +—
to be used
to login to
your

account T~ 3 Click

Save when
CHOCOLATE SOFTWARE finished




Complete Required Reading

Required Reading for Vintage Provider RFP SFY 2027 & 2028

Please review each of the following sections of the required reading.

RFP Schedule o g
Funding Considerations 1 CIICk Ilnk
Accessibility to Start

Mandatory Reporting Requirement -
Background and Overview Requ I rEd

Other Requirements if Selected to R Read | ng
Fiscal Management Requirements
Period of Performance

Required Processes/Procedures
Insurance Requirements
HIPAA Business Associate Agreement

| have read and understand the information in the required reading sections.

Cancel \

3. When 2. click Next
finished, check Section to
the box and navigate
click Agree through each

section
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Create blank proposal
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Create New Proposal

1. Click Create
new proposal
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l

/

2. Click
Edit to
begin

proposal




Provide Proposal Detalls

v

Proposal
Navigation
Pane

# Home Page

# Proposal Details

Description

Services

Narrative

Attachments
1 Agency Details

2 Finalize proposal
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Proposal Description

Proposal Title:

Chocolate Home Care Proposal

Note: You will have an opportunity to provide additional detail for each service under Services in the proposal.

Proposal Description:

Please limit your description to 450 words (approx one, single-spaced page).

1. Provide proposal
m title and proposal
description. Click
Save.




1. Navigate to Services

CHOCOLATE SOFTWARE

Add Services

2. Use dropdown
list and select the
service, click
Add Now

3. Use “Edit” links to
fill in service details,
answer questions,
and budget.

l



Edit Services

1. Click Edit to
enter service
specific details

CHOCOLATE SOFTWARE

2. Click to
answer any
service-specific
questions if
required




Edit Services

F ]

2. Click Edit to 2. Click Edit to
enter budget
details : ente_r
units/clients
data
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Edit Budget

Budget Tracker tells
you if Total
Revenues and Total
Expenses match

|

< 2. Enter total dollar
amount requesting
and click Save

Total Revenues =

Requested Funds +

Local Match + Other
Revenues

Grant Expenses =

Personnel + Program
EXxpenses
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Edit Match AT

required

l

1. Select Local
Match Type, Source
of Funds, enter

amount ($$) and [ [ F
add details (if
applicable or if
“Other” was
selected as a
funding source)

2. Click Add Local

Funds
3. Review funds. l
Repeat steps 1-2 to
add more local
funds.
4. Click Next when
finished with match t
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1. Select Source of
Other Revenues,
enter amount ($3)
and add details (if
applicable or if
“Other” was
selected as a
funding source)

3. Review funds.
Repeat steps 1-2 to
add more local
funds.
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Edit Other Revenue

v

2. Click Add

Revenue Source

4. Click Next when
finished with other
revenue




Edit Personnel Expenses

1. Select Personnel
Type, Employee
Type, enter Position
Title

If Hourly, enter
Hourly Rate, Total

Hours |_>
[ |
If Salary, enter
Annual Salary,
Percent of time ’ [ —
2. Click Add
Personnel

3. Review amounts.

Repeat steps 1-2 to

add more personnel
expenses

4. Click Next when
finished with other t
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Edit Program Expenses

1. Select Expense
Type, enter Amount —>
($$), enter

Description

3. Review expenses.
Repeat steps 1-2 to
add more program

CHOCOLATE SOFTWARE

2. Click Add
Expense lItem

expenses —




Check Budget Tracker

If “Expenses do not
match Revenue” — revisit
revenue and/or expenses

to balance budget by
clicking Back

If “Expenses match
revenues” — then click
Done on Program
Expenses page or Home
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Edit Units and Clients

1. Navigate to Services

2. Click Edit
under
Units/Clients
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Edit Units and Clients

1. Select Service Area
from dropdown list and
click Add Now

2. Enter total
proposed
Service units

for service area

3. Add
Targeted Client
Counts

\

4. Click Save
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Answer Narrative Questions

1. Navigate to Narrative

1. Use textbox to
answer questions.
> Some may be
required. Click
Save often.

Times out
after 20
minutes

- 2. Click Save Al
Save All Bumm . .
CHOCOLATE SOFTWARE when finished




2. Add
Document Title

3. Browse
Computer

4. Explanation if
required
document is not
uploaded
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Upload Attachments

Upload/Attach Documents

Submit the following documents aleng with your proposal. Required documenis are flagged sof "

1
2
3
4
5
&

Select the document to add from the list below to create a blank record of the documents you o

. Cerificate of Good Standing - NOT REQUIRED

. Grievance policy - NOT REQUIRED <
. Indirect Cost Allocation Plan (if applicable) - MOT REQUIRED

- Non-Digcriminaticn Policy - MOT RECUIRED

1. Review required
documents. Use dropdown

I speci

[P ———— list to select document

- Targeting Plan - NOT REQUIRED

type and click Add Now

to describe and upload the decument. NOTE: You can upload multiple copies of the same type of document {for example, iflyour document is
split across multiple files).

&
<

Add This Document Type: Cerlificate of Good Standing w

EditfUpload Document

Document Title: Document Type:
NEW DOCUMENT Sample Cenificate of Inswrance (Rs
Upload:

Choose File | Mo file chosen

(M35 Word, M5 Excel or POF formats only)

This is a required document type. If you are not upleading this document, please provide
an explanation below:

Close

Save

5. Click
“Save’,



Update Agency Info

T

" Filkin
information

(FEIN) and
click Save
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Update Contacts

1. Review
Required contact

«— types

Add new contact

2. Click ‘Add
new contact’ or
‘edit’ current
contacts

3. Choose
Program
Responsibilities 4. Click Save

CHOCOLATE SOFTWARE



Check for errors
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Validate Proposal

Proposal Validation

Validation Results

Congratulations! Your reguest validated sweccessfully and is ready to be submitted.

2. Click to see
Errors

1. Validate Using
Sidebar
Navigation

3. Click to Go to
Page

CHOCOLATE SOFTWARE




Submit proposal
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Submit Proposal

1. Click Request PIN

l

2. Check your

email and
follow the
1. Submit Using instructions.
Sidebar
Navigation 3. When you’ve received Review
«—— thePIN click Submit ——> Terms&
Proposal Conditions...

CHOCOLATE SOFTWARE



Submit with PIN

2. Enter submitter
information and PIN

3. Click Submit

CHOCOLATE SOFTWARE



Submission Confirmation

Note: Proposal
cannot be edited
once it has been

submitted

1. Click Print
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View Proposal

Note: Proposal
cannot be edited
once it has been

submitted

Proposal status

|

1. Click the
Download link




Questions?
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