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ADDENDUM #1 
 Community Services - Area Agency on Aging  

Boulder County Area Agency on Aging Choices@Home Voucher Program 
SOQ # 7360-22 

July 22, 2022 

The attached addendum supersedes the original Information and Specifications 
regarding SOQ # 7360-22 where it adds to, deletes from, clarifies or otherwise modifies. 
All other conditions and any previous addendums shall remain unchanged. 

Please note: BIDS will only be accepted online at https://bouldercountyaaa.oaa-
sys.com/rfp/public/  THIS IS A CORRECTION to the original SOQ information sent out. 
Please review the updated submittal instructions on the following page.  

1. Question: SOQ has a rate blank dollars for Personal Care Services in a Rural area, 
while RFP shares $45/her for Personal Care Services in Rural area. Can you please 
confirm the rate for Personal Care Rural?

ANSWER: Personal Care Rural rates are $45/hour in approved zip codes. Zip codes 
that qualify for Rural rates: 80025, 80455, 80466, 80471, 80481, 80510, 80540.

2. Question: RFP submission for inquiry date states May 18th and submittal due date 
of May 27th while SOQ shares dates of July 20th for inquiries and submittal date of 
July 27th. Can you please confirm submission date of July 27th at 2 PM MDT?

ANSWER: SOQ# 7360-22 due date has been extended to Friday, July 29th at 2:00 
pm. 
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Submittal Instructions: 
 

 
Submittals are accepted online at https://bouldercountyaaa.oaa-sys.com/rfp/public/ 
and are due no later than 2:00 p.m. Mountain Time on July 29, 2022. Instructions for 
navigating the online platform can be found within the site and are provided with 
Addendum #1.  
 
All SOQs must be received and time and date recorded by authorized county staff by the 
above due date and time. Sole responsibility rests with the proposer to see that their 
SOQ response is received on time at the stated location(s). Any responses received after 
due date and time will be returned to the proposer.  

The Board of County Commissioners reserves the right to reject any and all responses, 
to waive any informalities or irregularities therein, and to accept the proposal that, in 
the opinion of the Board, is in the best interest of the Board and of the County of 
Boulder, State of Colorado.  
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RECEIPT OF LETTER 
ACKNOWLEDGMENT 

 
 
 
July 22, 2022 
 
 
Dear Vendor: 
 
This is an acknowledgment of receipt of Addendum #1 for SOQ #7360-22, Boulder 
County Area Agency on Aging Choices@Home Voucher Program. 
 
In an effort to keep you informed, we would appreciate your acknowledgment of 
receipt of the preceding addendum.  Please sign this acknowledgment and email it back 
to purchasing@bouldercounty.org as soon as possible. If you have any questions, or 
problems with transmittal, please call us at 303-441-3525. This is also an 
acknowledgement that the vendor understands that due to COVID-19, BIDS will only be 
accepted  online at https://bouldercountyaaa.oaa-sys.com/rfp/public/.   
 
Thank you for your cooperation in this matter.  This information is time and date 
sensitive; an immediate response is requested.  
 
Sincerely, 
 
 
Boulder County Purchasing 
 
 
Signed by: _______________________________ Date: _______________ 
 
Name of Company_____________________________________________ 

End of Document 
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Boulder County Area Agency on Aging 
Solicitation of Qualifications 
SOQ #7360-22

Submittal Instructions 
for OAA-SYS® - Request For Proposals System

Submittal Due Date 
July 29, 2022, 2:00 p.m.



The Overall Process
1. Register :: Create a profile and log in

2. Create blank response

3. Develop a response :: Fill in the details

4. Check for errors

5. Submit your finished response



Step 1: Create Profiles
For you and your agency



Login Setup
• Go to: 

https://bouldercountyaaa.oaa-sys.com/rfp/public

• From Open Solicitations, select: 
BCAAA SOQ for Financial Assistance

• The screen expands with instructions.

First, select the SOQ

https://bouldercountyaaa.oaa-sys.com/rfp/public


Login Setup, cont’d
• Optional 

Click to review, in advance, 
the SOQ Required Reading.

• If an agency profile account 
has been set up, enter email 
and password, and click Login.

• Otherwise, click please click 
here to create an agency 
profile account.

Required Reading 
during SOQ

Click to create 
SOQ agency 

accountTerms and Conditions display.



Login Setup, cont’d

•Read Terms and 
Conditions.

•If in agreement, select 
I AGREE and click Submit
to continue setting up an 
agency account. 



Every agency must 
create a profile
• One-time agency profile setup

First time agency accesses SOQ

• First of two-part process:
• One profile for the AGENCY
• Profile for SOQ contact.

• Click Create Agency Profile



Creating AGENCY profile
1. Complete the agency 

registration form.
2. Click Create Agency Profile
3. An Agency Registration Code

displays immediately and is 
also emailed to the address 
on the form.



Creating AGENCY profile (cont’d)
4. Retrieve the Agency Registration Code from the screen. 

The code was also emailed:

5. Provide agency SOQ contact(s) with the code.
Share code with others in the agency working on the Response.

6. Enter in Agency Registration Code and click Submit to continue.



Creating PERSONAL profile and
Logging In
1. Personal Login Profile form displays. 

Complete and click Save to create a 
personal login.
Make note of the password.

2. Login page displays.
Select SOQ, enter personal login 
email address, and password.

3. Click Login.



SOQ Required Reading sections

Beginning with SOQ cover page, 
which includes the schedule, 
program details, and provider 
requirements:
• Sequence through each section.
• Check final checkbox

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



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



Step 3: Fill in Response Details
Co

Where the real work happens
Click Edit
Response Description displays
with SOQ navigation menu on left.



Step 3: Response Details – Key Tasks

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

• When finished, attach any required documents to 
submit with your response.



Step 3: Response Details
• Navigation menu

• Four required Response Details sections:
 Description
 Services
 Narrative questions
 Attachments.

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



Step 3: Response Details – Description
1. Enter Response Title.
2. Enter Response 

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

navigation menu to 
continue.



Step 3: Response Details – Services
1. Click Add Service dropdown.

Select service. Options include:

2. Click Add Now. 
The service to be provided displays.

3. Select Narrative in the navigation 
menu to continue. 



Step 3: Response Details – Narrative
• Concerning the service 

program, answer all required 
questions in narrative form.

• Remember to save often to 
prevent loss of data.

• Then, as applicable, 
answer the additional 
questions.

• When finished, click 
Attachments in navigation 
menu.



Step 3: Response Details –
Upload Docs 
Click Add Now to attach and 
upload the required and 
additional documents.
Valid formats:

On the navigation menu, go to 
Agency Details > 
Agency Information 



Step 3: Agency Details – Agency

Complete 
Agency Information
form.

Click Save.

On the navigation menu, go to 
Agency Details > 
Contact Information



Step 3: Agency Details - Contact
Complete primary 
contact information and 
create other contact 
records.
In navigation menu, click

Finalize Response ►
Validate



Step 4: Finalize Response –
Check for errors
Validate. Submit. Print.



Step 4: Validation Process

•RFP system reviews 
response for errors.

•First attempt will 
probably yield errors.

•Submit is not possible 
until all errors are 
resolved.



Step 4: Validation Process



Overview of the submit process

•All electronic
•Requires request and receipt of system-generated 
“Proposal Identification Number” (PIN)

• System emails the PIN
• There must be valid emails for two key contacts:

• CEO/Director of the agency
• SOQ response contact.



Step 5: Submit Finalized Response
Submit your Response



Step 5: Finalize Response –
Request a PIN

•Under Submit 
Response, click 
Request PIN.

•Complete form and 
click Submit.



Step 5: Finalize Response –
Request a PIN

•Receive PIN by email.

•Return to Submit 
proposal.

•Click Submit Proposal.



Success!
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