
 
To the Purchasing Department, 
In compliance with the above, the undersigned offers and agrees, if this offer is accepted within ________calendar days (30 calendar days 
unless a different period is inserted by the purchaser) from the bid open date, specified above, to furnish any or all items upon which prices 
are offered, at the price set opposite each item, delivered at the designated point(s), within the time specified. 

  

Request   
for  
Proposals  

Marshall University
Office of Purchasing 

One John Marshall Drive 
Huntington, WV 25755-4100 

 
                Direct all inquiries regarding this order to: (304) 696-2823 

Proposal #  
  

MU17CONTSERV 

Vendor:      Phone:         
       Fax:    

For information    
Purchasing contact:  Jill Burcham 
burcham@marshall.edu and  purchasing@marshall.edu 
Phone: (304) 696-2823 

Sealed requests for bids furnishing services described below will be received by the Institution. TO RECEIVE CONSIDERATION FOR 
AWARD, UNLESS OTHERWISE NOTED, THE BID WILL BE SUBMITTED IN BONFIRE ON OR BEFORE THE DATE AND TIME SHOWN FOR  
THE BID OPENING. The Institution reserves the right to accept or reject bids separately or as a whole, to reject any or all bids, to waive 
informalities or irregularities and to contract as the best interests of the Institution may require. BIDS ARE SUBJECT TO THE GENERALTERMS 
AND CONDITIONS AS SET FORTH HEREIN.  

 DATE  
7/18/2016  

DELIVERY IS 
REQUIRED NO 
LATER THAN 

DEPARTMENT 
REQUISITION NO.       

BIDS OPEN:  

3:00 PM on August 
25, 2016  

BIDDER MUST 
ENTER  

DELIVERY  
DATE FOR  

EACH ITEM BID 

Item #   Quantity   Description Unit Price Extended 
Price 

        
Request for Proposals 

  
Marshall University will accept proposals for the following until 3:00 
p.m. on August 25, 2016.  Questions and response section 
 
Project Name:    Continuity of Services Plan 
Bid Opening Time / Date:   August 25, 2016 3:00 PM.  
  
  

    

     Total    

 
Bidder guarantees shipment from _______________________ 
 
_________________________________within ________days 
 
 
FOB _______________After receipt of order at address shown 
 
Terms _____________________________________________ 

 
Bidder’s name Vendor____________________________________  
 
Signed By______________________________________________ 
 
Typed Name____________________________________________ 
 
Title___________________________________________________ 
 
Street Address___________________________________________ 
 
City/State/Zip____________________________________________ 
 
Date_________________________Phone______________________  
 
Fein____________________________________________________ 
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1. INTRODUCTION 

Marshall University (MU), on behalf of the Board of Governors, seeks qualified companies 
to submit proposals to develop and implement a comprehensive Continuity of Operations 
Plan (COOP) for the University and its regional campuses.  Marshall University is seeking 
proposals under the negotiated method of procurement from qualified companies interested 
in development of a Continuity of Operations Plan. This plan shall utilize an all hazards 
approach to ensure essential functions during a wide range of emergencies including, but not 
limited to, localized acts of nature, accidents and technological or attack-related emergencies.  
 
This Request for Proposal (RFP) outlines the requirements that must be met, and solicits data 
that will be used to complete the evaluation of the proposals submitted.  
  
In order for your organization’s proposal to be fully considered, it is important that you 
follow the instructions outlined below and respond to this RFP by August 25, 2016. 
 

2. BACKGROUND & GENERAL INFORMATION 

Marshall University’s main campus is located in Huntington, West Virginia.  The University 
is a four-year university with a current total enrollment of approximately 13,500 students and 
2,100+ full and part-time faculty and staff.  

 
In addition to our main campus, Marshall’s students attend regional locations throughout the 
State. 
 
Enrollment information, Statistical studies and data analyses, prepared by Marshall 
University’s Office of Institutional Research and Planning, can be found on the following 
website:  
http://www.marshall.edu/irp/institutional_research_data.aspx 

3. INSTRUCTIONS FOR SUBMITTING A PROPOSAL 

3.1. Inquiries, Information, Notice, and Correspondence - Interpretation, Correction or 
Changes in RFP 

All inquiries, requests for information, notices, and correspondence concerning this RFP 
shall be submitted in writing. Any interpretation, correction, or change in an RFP will be 
made by formal addendum by the University.  Interpretations, corrections, or changes to 
an RFP made in any other manner will not be binding, and no Respondent may rely upon 
any such interpretation, correction, or change.   
 
All inquiries, notice, correspondence, and/or official formal addendums may be obtained 
by contacting the Office of Purchasing at 304-696-2823 or purchasing@marshall.edu.   
 
Additional information inquiries regarding specifications of the RFP must be submitted 
in writing to Marshall University Office of Purchasing with the exception of questions 
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regarding proposal submission which may be oral.  The deadline for written inquiries is 
identified in the Section titled “Time Table of Activities”. All inquiries of specification 
clarification must be addressed to: 

 
Jill Burcham, Contract Specialist 
burcham@marshall.edu and purchasing@marshall.edu  
Marshall University Office of Purchasing  
Old Main 125, One John Marshall Drive 
Huntington, West Virginia 25755-4100 
Telephone (304) 696-2823 
Fax: (304) 696-3333       
 
Absolutely NO contact shall be made by the respondent with any member of the Proposal 
Review Committee.  Violation of this clause may result in rejection of the bid. The Office 
of Purchasing’s representative named above is the sole contact for any and all inquiries 
after this RFP has been released for bid. 

3.2. Questions:  

Please submit all questions (via email) regarding this RFP no later than the end of 
business day on August 4, 2016. All Respondent questions and responses will be 
assembled into a single document and released to all participating Respondents by 
August 10, 2016. Questions should be specific and detailed in order to provide complete 
responses to all RFP sections. All questions will remain anonymous so that no 
organization will be identified as asking a particular question. 
The University retains the right to allow additional questions, resulting from the 
University’s response, with a final date of August 16, 2016.  

3.3. Pre-bid Meeting  

A pre-bid meeting is not required at this time.  Respondents are encouraged to submit 
questions by the time and date indicated in the proposal.   

3.4. Proposal Submissions  

3.4.1. To be considered a qualified candidate, your response to this RFP must: 
3.4.2. Comply with all specifications or clearly indicate where and why your Proposal 

deviates. 
3.4.3. Respond clearly and concisely to all questions without referring to preprinted 

materials (i.e., see Attachment I, etc.) as your response. 
3.4.4. Your Proposal must be received in the original in the Marshall University Office 

of Purchasing no later than August 25, 2016. 
3.4.5. Under no circumstances should anyone outside the MU Purchasing Office be 

contacted directly regarding this RFP. 
3.4.6. All prices, rates, and factors offered shall remain firm for 120 consecutive 

calendar days from the Proposal opening date unless modified by an amendment to 
this RFP. This validity period shall apply to all Proposals received by MU 
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regardless of whether a different validity period is specifically stated within a 
Proposal. 

3.4.7. Provide a list of not less than three (3) references.  The references must include 
the names and titles of the administrative, operation and purchasing officers of each 
reference organization. In addition include the telephone number and the email or 
internet address of each contact person. Legal Liability Information 

3.4.8. Proposer shall disclose all legal liability information by listing any pending 
litigation or anticipated litigation that your firm is involved in, including but not 
limited to, potential or actual legal matters with private parties and any local, State, 
Federal or international governmental entities. MU reserves the right to consider 
legal liability information in the recommendation of any proposed contract. 

 
Respondents shall consider the following when submitting the Proposal: 
 

3.4.9. Assume no minimum participation standards. 
3.4.10. By submitting your Proposal, your offer is bound by your responses obtained 

during this process. 
3.4.11. Assume a September 1, 2016 effective date. 
3.4.12. Respondents’ responses to this Proposal will be codified into a contract. 
3.4.13. Pricing should reflect the information presented during this Proposal. 
3.4.14. This Proposal does not commit MU to award a contract. MU reserves the right to 

accept or reject any or all Proposals received whole or in part.   

3.5. Format  

The response should address all the points outlined in the RFP. The response should be 
prepared simply and economically, providing a straightforward, concise description of the 
responding firm’s capabilities to satisfy the requirements of the RFP. 
 

3.6. Timetable of Activities 

The typical RFP process may consist of any of the following steps, at MU’s sole 
discretion. Please note any delay on the front-end will adjust the schedule accordingly. 

 

3.6.1. An advertised invitation for Respondents to express their interest in providing a 
solution. 

3.6.2. Receipt of Respondent’s credentials and qualifications. 
3.6.3. Preliminary evaluation of presentations, credentials, proposals and qualifications. 
3.6.4. Presentations, discussions, fact finding, solution demonstrations, and interviews 

of selected Respondents, if requested. 
3.6.5. Secondary evaluation of qualified Respondents. 
3.6.6. Best and Final cost/revenue Proposals from qualified Respondents only. 
3.6.7. Final evaluation and Respondents selection. 
3.6.8. Contract Negotiations 
3.6.9. Implementation 
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The tentative timetable for the process is: 
Release RFP to Respondents July 28, 2016 
Respondents’ Written Questions Due August 4, 2016 
Addenda Published (if any) August 10, 2016 
Proposals Due August 25, 2016 
Contract Effective Date TBD                                  

 
No time-frame or promise of engagement or contract is either expressed or implied by the 
publication of this RFP, and Marshall University reserves the right, in its sole opinion, to 
accept or reject any or all responses and/or to terminate this process at any time with or 
without notice.  The University may or may not employ any or all of the steps listed to 
select a qualified vendor.  The University, in its sole discretion, may award a contract to 
any Respondent at any time in the process. 
 
The purpose of the response is to demonstrate the qualifications, competence, and 
capacity of companies seeking to undertake this project for Marshall University in 
conformity with the requirements of this RFP.  
 
There is no expressed or implied obligation for Marshall University to reimburse 
responding firms for any expenses incurred in preparing responses to this request. As 
such, the substance of a response will carry more weight than its form or manner of 
presentation. The response should demonstrate the qualifications of the firm and of the 
particular staff to be assigned to this engagement. It should also specify an approach that 
will meet the RFP requirements. 

 

4. PROPOSAL EVALUATION CRITERIA 

The following are objectives of the RFP. Specific deliverables for the MU Continuity of 
Operations Plan shall include, but may not be limited to, the development, design, and 
implementation of the most highly advantageous, in MU’s sole opinion, plan to ensure 
essential functions of the University during a wide range of emergencies including, but not 
limited to, localized acts of nature, accidents and technical or attack-related emergencies. 
More specifically, each Respondent must demonstrate and submit qualifications which relate 
to the following: 

4.1. Overall Proposal Suitability 

Proposed solution(s) must meet the scope and needs included herein and must be 
presented in a clear and organized manner. 

4.2. Organizational Experience 

Respondents will be evaluated on their experience as it pertains to the development of 
this project. Ability and expertise to proactively design and implement methodologies for 
a wide range of emergencies in a governmental/higher education environment. 
Experience and expertise in the management of a Continuity of Operations Plan. 
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List any other government/higher education entities utilizing Continuity of Operations 
plans developed by your organization. 

4.3. Technical Expertise and Experience 

Respondents must provide descriptions and documentation of staff expertise and 
experience. 

4.4. Cost Proposal 

The cost proposal must be under separate cover (envelope), sealed for opening after the 
technical evaluation has been completed.  Do not include financials, rate, or cost in the 
technical portion of the proposal or on the CD. 
Submit a detailed line item budget showing total cost of the services. Fully explain and 
justify all budget line items. 

5. Value and Cost 

Respondents will be evaluated on the cost of their solution(s) based on the work to be 
performed in accordance with the scope of this project. 
 
Each cost proposal will be scored by use of the following formula for all bidders who 
attained the minimum acceptable technical score of 42. 
 
Best value priced proposal Price of Proposal being evaluated X 100 X .40 = Price Score 
 

5.1. Criteria for Selection 

Proposals will be evaluated on a possible one hundred point scale, categorized as follows: 
Technical Elements of Proposal:    60 Possible Points 
Financial Considerations of Proposal:   40 Possible Points 
TOTAL:      100 Possible Points 

5.2. Minimum Acceptable Score 

An evaluation committee, consisting of members of the University community, shall 
derive an overall consensus score based on the 60 possible technical points for each 
proposer. 
 
Respondents must score a minimum of 70% of the total technical points possible.  The 
minimum qualifying score would be 42 technical points for further consideration to 
continue in the evaluation process.  All Respondents not attaining the minimum 
acceptable score shall be disqualified and removed from further consideration.  
 
Marshall University may select the successful contractor’s proposal based on best value 
purchasing which is not necessarily the lowest price submitted by a contractor.   Cost is 
considered but is not the sole determining factor for award. Marshall University does 
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reserve the right to accept or reject any or all of these proposals, in whole or in part, if to 
do so is in the best interests of the University. 
 
Bidders’ failure to provide complete and accurate information may be considered 
grounds for disqualification.  Marshall University reserves the right to ask Bidders for 
additional information to clarify their proposals. Nothing may be added to alter the 
written solution or method contained in the original proposal after the bid opening. 

6. REQUIREMENTS 

Respondents are expected to examine the entire RFP, including all specifications, standard 
provisions, and instructions. Failure to do so will be at the Respondent’s risk. Each 
Respondent shall furnish the information required by the RFP. Time periods, stated in 
number of days, in an RFP, or in the Respondent’s response, shall be in consecutive calendar 
days. 
 
By making a Proposal, the Respondent warrants that:  a) The Respondent has read and 
understands the RFP documents, instructions, terms and conditions: b) that the Proposal is 
made in accordance therewith; and c) the proposal is based upon the services specified. 

6.1. Travel Reimbursements 

All travel reimbursements must be paid pursuant to the Marshall University Travel 
Policy, which is attached as Exhibit “A” to this RFP and incorporated herein as if copied 
in full.   Any consultant and contractor travel must be included as part of the 
consulting/contractor fee agreement. 

6.2. Responsibility for Proposal Delivery 

The Respondent is fully responsible for timely delivery of Proposals. Proposals received 
after the due date will not receive consideration. Oral, telephonic, facsimile, or 
telegraphic Proposals are invalid and will not receive consideration. No exceptions are 
permitted. 

6.3. Costs Incurred   

Any and all costs incurred by the Respondent in preparation of a response to this request 
or for presentation of credentials are the responsibility of the Respondent and will not be 
reimbursed. All responses and documentation submitted by the Respondent become the 
property of Marshall University at the time the documents are opened. 

6.4. Life of Proposal  

All proposals shall remain in effect for a minimum period of one hundred twenty (120) 
consecutive calendar days from the proposal opening date. Proposals may not be 
canceled, altered, or withdrawn, except as otherwise provided herein. 
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6.5. Proposal Cover    

Proposal cover page shall be attached to the front of the proposal and shall contain the 
Respondents signature for the submission.  Proposals must be signed by an individual or 
individuals who have full authority to execute a binding contract on behalf of the 
responding entity or individual. Respondents must acknowledge the receipt of any 
addenda or amendments to the RFP. 

6.6. Proposal Confidentiality 

Ownership of all data, materials, and documentation originated and prepared for Marshall 
University pursuant to the RFP shall belong exclusively to Marshall University and be 
subject to public inspection in accordance with the West Virginia Freedom of 
Information Act. Trade secrets or proprietary information submitted by a Respondent 
shall not be subject to public disclosure under the West Virginia Freedom of Information 
Act; however, the Respondent must invoke the protections of Article 1, Chapter 29B of 
the Code of West Virginia in writing, either before or at the time the data or material is 
submitted. The proprietary or trade secret material submitted must be identified by some 
distinct method such as highlighting or underlining and must indicate only the specific 
words, figures, or paragraphs that constitute trade secrets or proprietary information. 

6.7. Modification or Withdrawal of Proposals  

Respondents may modify or withdraw their proposal before the time and date as specified 
for receipt of the proposals by giving notice, in writing, to Purchasing. Notice shall 
include the signature of the Respondent and shall be received before the designated time 
and date for receipt of proposals.  Modifications must be worded so as not to reveal the 
amount of the original Proposal. 

6.8. Erasures and Interlineations    

Erasures, interlineations, or other changes in the Proposal must be initialed by the 
authorized individual(s) signing the proposal. 

6.9.  Forms links 

Submit the following forms with Proposals 
 

 Purchasing Affidavit:  http://www.state.wv.us/admin/purchase/vrc/pAffidavit.pdf 
West Virginia Code §5A-3-10a states:  No contract or renewal of any contract may be 
awarded by the state or any of its political subdivisions to any vendor or prospective vendor 
when the vendor or prospective vendor or a related party to the vendor or prospective vendor 
is a debtor and the debt owned is an amount greater than one thousand dollars in the 
aggregate. 
 
If selected and to acknowledge you are in compliance with these regulations, you must 
complete, sign and return an original “Purchasing Affidavit” to Marshall University 
Purchasing, with your signed proposal.   
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 Vendor Preference:   http://www.state.wv.us/admin/purchase/vrc/Venpref.pdf 

 
Other forms that will be required of the successful respondent 

 Drug Free Workplace:  http://www.state.wv.us/admin/purchase/vrc/DrugFreeAff.pdf 
 Cloud Computing Contract Addendum: 

http://www.marshall.edu/purchasing/files/CC_Addendum.pdf  
 WV96 Agreement Addendum:  http://www.state.wv.us/admin/purchase/vrc/wv96.pdf  
 W9:  http://www.irs.gov./pub/irs-pdf/fw9.pdf  
 Vendor Registration and Disclosure Statement ($125 fee) 

http://www.state.wv.us/admin/purchase/vrc/wv1.pdf  

7. Miscellaneous Information 

7.1. General  

Generally, the purpose of an RFP is to identify and ultimately contract with a qualified 
vendor or vendors for commodities or services required by Marshall University. The RFP 
process and legal requirements are outlined in detail. 

7.2. Process  

By publication of a Request for Proposals / Expression of Interest, Marshall University 
begins an administrative process that may or may not lead to the award of a contract(s). 
Marshall University may stop the process at any time, with or without cause, and nothing 
in a RFP document may be interpreted as an offer to purchase, procure, or otherwise 
acquire any product or service from any Respondent or vendor. 
 
Except as specifically noted in the RFP, there is no time limit either expressed or implied 
on the completion of each step in the process. 

7.3. Definitions  

The following definitions apply to this RFP: 
7.3.1 Marshall University may be referred to as Marshall University, MU, Owner, University, 

or Buyer. 

7.3.2 A Request For Proposal or various steps therein, including prequalification, refers 
specifically to an officially published and numbered document and all the attachments, 
amendments, and addenda, that are a part or may become a part of the document.  
Applicable paragraphs from this instruction document are often included and made a part 
of a final agreement should a contract be awarded. 

7.3.3 A Respondent is any bona fide business entity, individual, partnership, or corporation 
who submits a response to this RFP in accordance with the terms and conditions specified 
herein. 

7.3.4 A Contractor, Vendor and/or Seller is any bona fide business entity, individual, 
partnership, or corporation who, a) having submitted a proposal in compliance with the 
terms and conditions of a RFP; and b) being duly authorized to conduct business in the 
State of West Virginia; and c) whose proposal having been selected as “most 
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advantageous”, is issued a Contract/Purchase Order by Marshall University to provide 
goods or services as specified. 

7.3.5 Contract/Purchase Order is the final document of agreement between Marshall University 
and the successful Respondent, and may be referred to as Order. It will include the RFP, 
the Respondents response, and any other documentation that may be required to clearly 
state the agreement between Marshall University and the Seller. 

7.3.6 The Evaluation Committee is the group of individuals selected by Marshall University to 
evaluate responses to the RFP. The committee may include, at Marshall University’s sole 
discretion, any employee, agent, consultant, or expert as required by Marshall University. 
The findings and recommendations of the committee are not binding on Marshall 
University. 

7.4. Addenda  

If it becomes necessary to revise any part of this RFP, an official written addendum will 
be issued by Marshall University Office of Purchasing to all Respondents of record. 

7.5. Award of Contract  

The University may elect to award a contract(s) to a Respondent(s) whose Proposal is 
determined to be most advantageous to the University with respect to conformance with 
the specifications, quality, and other factors as may be evaluated pursuant to this RFP. 
 
The University may award a contract based on initial offers received, without discussion; 
therefore initial information provided by the Respondents should fully identify and 
respond to the requested information. 

7.6. Rejection of Proposals  

The University shall have the sole and absolute right to reject any and all proposals, in 
whole or in part; to reject a Proposal not accompanied by a required security or other data 
required by the RFP documents; reject a proposal which is in any way incomplete or 
irregular; or to reissue a Request for Proposal. 
 
Marshall University reserves the right to waive technicalities or irregularities to any 
process or proposal occurring during this solicitation. 

7.7. Respondent List and Qualification Evaluation 

 After the established date for receipt of proposals, a list of parties who submitted 
proposals will be prepared and made available for public inspection. Proposals will not be 
opened and read publicly. Qualifications and proposals submitted by interested parties 
will be reviewed and evaluated based on the evaluation criteria set forth in the RFP. 

7.8. Proposal Classification and Discussions  

Proposals will initially be classified as either a) Acceptable; b) Potentially Acceptable; or 
c) Unacceptable.  Discussions and fact-finding may be conducted, if required, with any or 
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all of the Respondents whose proposals are found acceptable or potentially acceptable. 
Parties whose proposals classified as unacceptable will be notified promptly. 
Procurement Services will establish procedures and schedules for conducting oral and/or 
written discussions. 

7.9. Respondent Investigation  

The University will make such investigation as it considers necessary to obtain full 
information on the Respondent(s) selected for negotiations. 

7.10. Final Offers and Award of Contract   

Following any discussions with Respondents the Evaluation Committee will evaluate the 
final proposals/discussion session, giving due consideration to the established evaluation 
criteria. The Evaluation Committee will report its findings to the Office of Purchasing 
which may or may not issue a Purchase Order/Contract based on which proposal or 
proposals are found to be the most advantageous to Marshall University.  The contract 
will contain the terms and conditions as found in this RFP and may include additional 
terms and conditions as negotiated between the successful Respondent and the 
University.  
 
If Marshall University cannot, at its sole and absolute discretion, negotiate a mutually 
agreed upon contract with the successful Respondent, Marshall University may begin 
negotiations with Respondents in order of ranking, highest to lowest, as evaluated 
pursuant to the terms and conditions of this RFP or may cancel this RFP.   

7.11. Conflict of Interest  

The Respondent should list and describe any prior or ongoing engagements or 
professional relationships that would constitute a potential conflict of interest, together 
with a statement explaining why such relationships do not constitute a conflict of interest 
relative to performing the proposed project.  The Respondent covenants and agrees that 
the firm and its officers, employees, and subcontractors will have no interest, including 
personal financial interest, and will acquire no interest, either directly or indirectly, that 
will conflict in any manner with the performance of the services called for under this 
RFP. 
 
An affirmative statement should be included indicating that the firm and all assigned key 
professional staff are properly registered/licensed to practice in the State of West 
Virginia, if such is required. 

7.12. Legal Authority  

Respondent warrants that it possesses the legal authority to submit the proposal in 
response to this RFP and that it has taken all actions required by its procedures, by-laws, 
and/or applicable law to exercise that authority, and to lawfully authorize its undersigned 
signatory to execute this RFP and to bind Respondent to its terms. The person(s) 
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executing the Proposal in response to this RFP on behalf of Respondent warrant(s) that 
such person(s) have full authorization to execute the Proposal. 
 Marshall University reserves the right to cancel, alter or amend this RFP. Marshall 
University reserves the right to request clarifications, however, they shall not be required 
to request missing information from the submittals that may cause them to be considered 
as non-responsive. 

 

7.13. Insurance 

If selected to contract with the University, insurance shall be obtained from a reputable 
and financially responsible insurance carrier, with an AM Best rating of no less than (A).  
Marshall University shall be named as additional insured under the policy and certificate 
holder.  Vendor shall furnish to the University written certificates that the insurance 
required herein has been procured and is being properly maintained throughout the life of 
this contract and that premiums therefore are paid and specifying the names of the 
insurers and the respective policy numbers and expiration dates.  All such insurance 
policies shall provide for, unless applicable statute otherwise specifies, at least thirty (30) 
days prior written notice of the effective date or cancellation to the University. The 
additional insured shall read:   Marshall University, on behalf of the Governing Board 

7.14. Indemnification 

Vendor agrees to indemnify and save harmless the University against all claims, 
liabilities, losses, damages and expenses of every character whatsoever for bodily injury, 
sickness, and/or disease, including death at any time resulting therefrom sustained by any 
employee of Vendor, or of a subcontractor while in, on or about the premises of the 
University; or while engaged in the performance of the services hereunder, whether or 
not arising out of or in any way connected with this agreement or with the Vendor’s 
performance hereunder, and in whether or not such injury, sickness, and/or disease is not 
due to any negligence on the part of such employees or on the part of the University, its 
employees or agents. 
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Submission Instructions for Suppliers 
 
Please follow these instructions to submit via our Public Portal. 
 
1. Prepare your submission materials: 
 
Requested Information 

Name Type # Files Requirement 

Proposal File Type: Any (.*) Multiple Required 

Cost Proposal File Type: Any (.*) Multiple Required 

 
Requested Documents: 
 
Please note the type and number of files allowed. The maximum upload file size is 100 MB. 
  
Please do not embed any documents within your uploaded files, as they will not be accessible or evaluated. 
 
2. Upload your submission at:  
 
https://marshall.bonfirehub.com/opportunities/1560 
 
Your submission must be uploaded, submitted, and finalized prior to the Closing Time of Aug 25, 2016 3:00 
PM EDT. We strongly recommend that you give yourself sufficient time and at least ONE (1) hour before 
Closing Time to begin the uploading process and to finalize your submission. 
 
Important Notes: 
 
Each item of Requested Information will only be visible after the Closing Time. 
 
Uploading large documents may take significant time, depending on the size of the file(s) and your Internet 
connection speed. 
 
You will receive an email confirmation receipt with a unique confirmation number once you finalize your 
submission. 
 
Minimum system requirements: Internet Explorer 8/9/10+, Google Chrome, or Mozilla Firefox. Javascript 
must be enabled. 
 
Need Help? 
 
Marshall University uses a Bonfire portal for accepting and evaluating proposals digitally. Please contact 
Bonfire at Support@GoBonfire.com for technical questions related to your submission. You can also visit 
their help forum at https://bonfirehub.zendesk.com/hc 
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