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BCAAA Request for Proposal for Older Adult Services – RFP#7127-20

The Overall Process

1. Register: Create a profile and log in

2. Create blank proposal

3. Develop a proposal: Fill in the details

4. Check for errors

5. Submit your finished proposal



Step 1: Create Profiles
For you and your agency
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Login Page

• Go to: 
https://bouldercountyaaa.oaa-
sys.com/rfp/public

• From Open Solicitations, select: 
BCAAA Request for Proposal 
for Older Adult Services

• The screen expands with instructions.

First, select the RFP

https://bouldercountyaaa.oaa-sys.com/rfp/public
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Login Page, cont’d

• For anyone from your agency 
to attend the pre-bid 
conference, that person can 
register attendance from the 
login page.

Required
Reading later

Next, you’ll 
create your RFP 

user account
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Everyone must create a 
profile…

• One-time setup
First time you log in

• Initial two-part process:
• One profile for your AGENCY
• Profile for yourself
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Creating an AGENCY profile
1. Assign a person in your organization to:

a. First, create a user profile and log in. 

b. Second, create the profile for your agency
with basic information:
Legal name, address, and contact information

2. Receive your Agency Registration Code 
• Via email 
• Initial user and agency profiles created at the same time

3. Share code with others in the agency –
Those who will be working on the proposal
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Creating your PERSONAL profile

1. Get the code.
From your co-worker

2. Go to the login page.
Click “logging in for the first time” link

3. Enter the code.

4. Enter your personal info.
5. Review RFP’s Required Reading.
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Required Reading

You will sequentially 
advance through each 
section in the proposal.

Provides: 
• RFP schedule
• Program details
• Provider requirements.
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Required Reading sections

Beginning with the RFP Schedule:
• Sequence through each section.
• Select final checkbox

and click Agree.
• Proceed to Agency Home Page.
• Create a new proposal.



Step 2: Create Blank Proposal
A click of the button!



Step 3: Fill in Proposal Details
Where the real work happens
 Click Edit
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Proposal Details – Key Tasks

• Complete each section of the proposal.
 Who completes what sections varies agency to agency.

• When finished, attach any required documents to submit 
with your proposal.
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Proposal Details
• Navigation menu

• Four required Proposal Details sections:
 Description
 Services

 Units and clients
 Budgets

 Narrative questions
 Attachments.

• When finished with one section,
click on the next section 
in the navigation menu to continue.
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Proposal Details – Description

1. Enter Proposal Title.
2. Enter Proposal 

Description.
3. Click Save.
4. Click Services in the 

navigation menu to 
continue.
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Proposal Details Services #1
1. Click Add Service dropdown.

Select service. Click Add Now. 

2. Required: Enter estimated Non-
Compensated Service units:

• Information and Assistance
• Outreach.

3. Click Save Non-Comp Unit Data
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Proposal Details Services #1
• Saved in this example, 

Caregiver Respite – Adult 
Day Care compensated 
service displays its own row 
with links to:

• Service Details
• Budget
• Units/Clients.

• Click Service Details Edit and 
enter a Detailed Description.

• Save and return to this screen 
and click Edit below Budget. 
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Proposal Details – Budget #2
• All amounts are for entire first year.
• Total Revenues and budgeted Expenses 

must match, as in the screenshot.
Click Next and enter the Local Match 
Type, Source of Funds, and Amount.

• Calculate requested funds considering 
25% required Local Matching Funds and 
other Fiscal Management 
Requirements.

• Click Next to add Other Sources of 
Revenue. Consumer Contributions, or 
Program Income, is an option required 
by SUA. Estimate this amount. Do not 
include in revenue total.

• Click Next to go to Personnel Expenses.
Budget Tracker displays totals thus far. 
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Proposal Details – Budget #3
• In Personnel Expenses, distribute 

budgeted one-year expenses between 
direct and administrative.

• For each Personnel Type, select 
Employee Type and enter Position Title. 
Then enter the budgeted hours/hourly 
rate or salary/percent of time.

• See Requirements for descriptions of 
Expenses.

• Work with your budget until expenses 
are balanced with revenue. 

• Click Next and then Done. 
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Proposal Details – Units/Clients #3
Back at Proposal Services, click Edit
under Units/Clients.
Click Add Now and select one 
targeted area from Select Service 
Area dropdown list.
Shown in the following screen, 
Boulder was selected as the 
service area. 
Add units and clients on the next 
screen, then return here to add 
more target service areas, if 
necessary. 
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Proposal Details – Units/Clients #3
• Enter anticipated Total Proposed 

Units of Service for first year.
• Then enter Total and Targeted 

Client Counts for the year in each 
category:
• Total 60+ Persons
• Low Income
• Minority
• Low Income Minority
• Frail
• Rural

• Click Save
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Proposal Details – Units/Clients #3
• In this example, all 520 Total Proposed Units of 

Service are to be delivered to older adults, 60+.
• Then enter Total and Targeted Client Counts for 

the year in each category:
• Total 60+ Persons
• Low Income
• Minority
• Low Income Minority
• Frail
• Rural.

• Click Save
• Click Narrative in navigation menu.
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Proposal Details – Narrative
• For your older adult 

program, answer all 
required questions in 
narrative form.

• Remember to save often to 
prevent loss of data.

• Then, as applicable, 
answer the additional 
questions.

• Click Attachments in 
navigation menu.
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Proposal Details – Upload Docs 

Click Add Now to attach and upload 
the required document(s).

Sustainability Questionnaire is 
required for all services. 
Click Agency Details ►

Agency Information 
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Proposal Details – Upload Docs 
Complete list of required documents: 

• Most recent fiscal audit and/or financial statement
• Sustainability plan demonstrating the organizations ability to continue 

services if this funding is no longer available
• Insurance Certificate
• W-9
• Sustainability Questionnaire
• Addendum Acknowledgement(s) (If Applicable).
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Agency Details
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Agency Details

Complete primary 
contact information and 
create other contact 
records.
In navigation menu, click

Finalize Proposal ►
Validate



Step 4: Finalize Proposal –
Check for errors
Validate. Submit. Print.
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Validation Process

• RFP system reviews 
proposal for errors.

• First attempt yielded many 
errors!

• You will not be able to 
submit until all errors are 
resolved.
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Validation Process
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Overview of the submit process

• All electronic
• Requires that you first request and receive 

system-generated “Proposal Identification Number” (PIN)
• System emails the PIN
• You must have valid emails for two key contacts:

• CEO/Director of your agency
• Yourself (as the proposal contact).



Step 5: Submit Finalized Proposal
Submit your proposal
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Finalize Proposal –
Request a PIN

• Under Submit proposal, 
click Request PIN.

• Complete form and 
click Submit.
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Finalize Proposal –
Request a PIN

• Receive PIN by email.

• Return to Submit proposal.

• Click Submit Proposal.
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Success!
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