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LEGAL ADVERTISEMENT FORM - RFQ

Instructions
1) Navigate through the fillable form fields and complete all applicable information. Fillable fields are displayed as shaded content controls with instructional placeholder text.
2) Provide a very brief scope of services, or project description in this advertisement, or nothing if the project title and other resources suffice. 
Note: Your detailed scope of information is in the RFQ Information Sheet
3) Remove irrelevant instructions as per your project needs.
a) If working with the Division of Planning, Design & Construction (DPDC) and using 
the Bureau of General Services (BGS) website (delete the last paragraph of the Legal Advertisement Form shown below).

[image: Image of last paragraph of advisement form which reads: Responding firms must comply with the detailed RFQ Information for Architects and Engineers on the Owner Agency Name website: Owner Agency’s full URL here]
i) Arrange with BGS to post this ad on the first date published in the newspaper, plus a detailed information sheet about the services solicited, on your website, the BGS website, or both websites.
ii) Verify receipt of the RFQ responses by the stated deadline. Save all responses to the project folder. Request to have BGS post the names of the responding firms, short-listed firms, and ultimate selection on the website each time a decision is made.  
Note: The opening of the RFQ responses is not a public access event.
b) [image: Image of second to last paragraph of advisement form which reads: Responding firms must comply with the detailed RFQ Information for Architects and Engineers on the Bureau of General Services website: https://www.maine.gov/dafs/bgs/business-opportunities]If NOT working with DPDC and using the BGS website (Delete the second-to-last paragraph of the Legal Advertisement Form shown below)
i) Post and save information according to your Agency policy.
4) Copy and paste the advertisement below into your Agency header and save for publishing and project record.



Notice to Architects and Engineers
Request for Qualifications

The Owner Agency wishes to procure architectural/engineering services for the Project Title at Facility Name in Municipality, Maine.  Qualifications packages are due at 1:00 p.m. on Pick Date, as stated in the RFQ.
Insert Scope Here or Delete	
Responding firms must comply with the detailed RFQ Information for Architects and Engineers on the Bureau of General Services website: https://www.maine.gov/dafs/bgs/business-opportunities

Responding firms must comply with the detailed RFQ Information for Architects and Engineers on the Owner Agency Name website: Owner Agency’s full URL here
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