Dear Service Providers:
 
{Replace with name of division/LEA/school}, hereinafter referred to as ‘Applicant,’ is conducting an E-Rate funding year {replace with E-Rate funding year} Category {replace with 1 or 2} mini-bid using VITA State Master Contracts (SMC). Please read this letter carefully to ensure your proposal pursuant to Applicant’s E-Rate mini-bid is complete, accurate and properly submitted no later than the deadline of {replace with your date}. 

Attached to this email is a list of the equipment and services (or their functional equivalent) for which Applicant is seeking proposals. In the case of Category 1 data services, internet access would need to start {replace with your start date which would most likely be July 1, 2026}.
 
Proposals are required to be submitted to {replace with your name and email address} via e-mail no later than the deadline stated above. The following are requirements with which the winning service provider, hereinafter referred to as ‘Supplier,’ will be expected to comply:
· Proposals are to include and be representative of Supplier’s:
· Valid E-Rate SPIN number 
· Valid VITA Master State Contact number from which the mini-bid proposal is offered and on all proposal documents
· The attached list of equipment and services (or their functional equivalent) are to be included in the proposal whereby:
· In accordance with Supplier’s VITA Master State Contract
· Submitted as a {replace with your preferred file format} file
· Each item in the list indicates: 
· Pre-discounted price per unit or per unit of time
· All taxes, surcharges, and fees
· Proposed quantity
· E-Rate Category 
· E-Rate eligibility percent
· 100% indicating all the cost is eligible 
· 0% indicating none of the costs is eligible
· E-Rate Entity for which the equipment and service is proposed
· A description of the manufacturer's equipment warranty for each component listed will be provided by Supplier. 
· Descriptions should be specific and include the number of years covered by the warranty. 
· E-Rate rules allow for NO MORE than a 3-year manufacturer’s warranty to be included as long as the costs are seamlessly bundled with the cost of the equipment and not broken out separately.
· Quantities shown, on the attached list, are estimates. Applicant reserves the right to increase or decrease quantities as needed to meet needs.
· Applicant prefers to award to a single Supplier for all equipment listed in a single Category. 
· Although specific equipment is listed on the attachment, Applicant will consider proposals for equipment manufactured by other companies that is equivalent in quality and functionality. 
· All Supplier questions pursuant to Applicant’s mini-bid:
· Must be submitted to Applicant by {replace with your date}
· Will be distributed with our answers to all Suppliers should they provide substantially clarifying information {replace with your publicly available web location/URL or consider emailing to all suppliers} 
· The winning Supplier will complete the Form 471 Bulk Submission Template that will then be uploaded with Applicant's {replace with E-Rate funding year} E-Rate Category 2 application. Templates are available at https://www.usac.org/e-rate/applicant-process/applying-for-discounts/fcc-form-471-filing/
· Supplier must agree to provide discounted billing to Applicant in accordance with the E-Rate {replace with your choice of SPI or BEAR} invoice method, 
· whereby Supplier submits a Form 474 invoice to USAC to seek reimbursement for the discounted share of the eligible costs in the event of SPI invoice method.
· Supplier shall maintain copies of all proposals, correspondence, receipts, purchase orders, delivery information, memoranda and other data relating to Supplier’s equipment and services related to this procurement. All such records shall be retained for 10 years following completion of services and/or installation of equipment and shall be subject to inspection and audit by Applicant.
· In addition to the foregoing, the winning Supplier must maintain and enforce an internal E-Rate audit process that ensures that Supplier complies with all E-Rate program rules and regulations. This process must include the following: 
· Where labor is involved, maintaining detailed, signed individual timesheets
· Ensuring that ineligible charges are not submitted to USAC
· Invoicing to USAC that is consistent with bulk upload spreadsheet (previously called an Item 21 attachment) and Funding Commitment Decision Letter (FCDL)
· Ensuring that services or products are not provided to the Applicant without Applicant’s express written permission or official purchase authorization
· Ensuring that Applicant-approved substitute services or products are prominently noted on invoices submitted to USAC and Applicant
· Documenting that E-Rate funded equipment/services were provided within the E-Rate funding year
· Charging USAC for proper FRN(s)
· Ensuring that invoices are submitted to Applicant in a timely manner
· Maintaining fixed asset list of E-Rate-supported equipment provided to Applicant with detailed information for each item (model number, serial number, product description) and made available to Applicant in electronic format upon project completion.

Walk through will be available on {replace with your dates and times} meeting at {replace with meeting location}. Walk through is optional, not required.
Thank you in advance for your proposal.  If you have any questions, please contact me at the e-mail address below.
Thank you, 

{Replace with your name} 
{Replace with your title} 

