Procedure and Check List – Request for Proposals (RFP)

WSCA Software Value-Added Solicitation – Maureen L. McGovern

	1
DETERMINE NEED
	Date
	Procurement File
/ Public Record

	· Realize need (need for procurement services may originate from several sources including)

· Specific agency or program customer

· Agency CPO

· CPO Council

· SPC Members

· SPO Management

· CIO Council

· Current or pending legislation
	N/A
	Need determined by decision of WSCA participating state directors.  Need in Arizona is based on heavy use of existing SVAR contract, which will be expiring. 

	· Determine if needs can be met, in whole or in part by existing available contracts
	N/A
	NO; Current SVAR contract expiring

	· Determine extent of need

· Notify prospective stakeholders that a procurement is being contemplated and request feedback regarding quality and quantity materials and/or supplies needed, e.g. Program Customers, CPO, CIOs, SPC, WSCA, etc., 
e.g., SPO ALERT  (file: [image: image1.png]


 )

· Check past and current usage reports for same or similar contracts
	WSCA conducted survey re need; SPO alert sent 5/11/11; regular updates at CIO
	No / Yes

	· Secure any necessary authorization to proceed, e.g., Agency CPO, CPO Council, SPO Management, etc.
	__/__/____
(if any)
	No / Yes


	2
ESTABLISH FILE
	Date
	Procurement File
/ Public Record

	· Receive from the customer or create on behalf of customer(s) a Requisition in ProcureAZ

· See Quick Reference Guide – Requisitions at (http://spo.az.gov/ProcureAZ/default.asp)
	__/__/____
	Yes / Yes

	· Receive from the customer or create on behalf of customers, 
a Procurement Requisition  (file: [image: image2.png]


 )
	__/__/____
	Yes / Yes

	· Create Procurement File  (file: [image: image3.png]


 )
	__/__/____
	Yes / Yes

	· Create or receive any initial procurement determinations (RFP, not IFB) and/or authorizations

· Competition Impracticable Procurements  (file: [image: image4.png]


 )

· Sole Source Procurements  (file: [image: image5.png]


 )

· Emergency Procurements  (file: [image: image6.png]


 )

· Request for Proposals (RFP) Determination  (file: [image: image7.png]


 )
	__/__/____
	Yes / Yes


	3
DEVELOP CONTRACT
	Date
	Procurement File
/ Public Record

	· Meet with Customer and receive all related documents
	N/A
	No / Yes

	· Hold Focus Group meeting

· SPO ALERT – Focus Group Notice  (file: [image: image8.png]


 )

· Focus Group Agenda  (file: [image: image9.png]


 )

· Focus Group Sign In Sheet  (file: [image: image10.png]


 )
	__/__/____
(if any)
	No / Yes

	· Identify prospective Evaluation Committee members
	Done
	Recommendations from WSCA, supplemented by AZ members (state/ SME/coop)

	· Conduct Market research

· Identify any recommended suppliers

· Inquire with business or Industry associations

· Research information available from procurement professional associations

· Seek advisement via professional network, other like customers

· Request for Information (RFI)  (file: [image: image11.png]


 )
	__/__/____
(if any)
	Industry meetings and follow-up

	· Develop the desired Contract and how it will work

· Create any Contract Administration Plan  (file: [image: image12.png]


 )

· Create Statement of Work  (file: [image: image13.png]


 )

· Create Special Terms and Conditions  (file: [image: image14.png]


 )

· Create any Attachments  (file: [image: image15.png]


 )

· Create any Exhibits  (file: [image: image16.png]


 )

· Identify any Contract Officers Representative (COR) who may assist in managing the contract and develop the COR Assignment Letter  
(file: [image: image17.png]


 )
	N/A
	No / Yes


	4
DEVELOP SOLICITATION
	Date
	Procurement File
/ Public Record

	· Develop the Solicitation and how it will work

· Create any Solicitation Plan  (file: [image: image18.png]


 )

· Create Special Instructions    (file: [image: image19.png]


 )

· Create any Offer Forms  (file: [image: image20.png]


 )

· Create any Bid Bond Form  (file: [image: image21.png]


 )

· Create Certifications Form  (file: [image: image22.png]


 )
	N/A
	No / Yes

	· Assemble the Solicitation, obtain final reviews and prepare for issuance

· Create the final Solicitation draft, including the desired Contract and Solicitation documents, either as a group of interrelated documents or a single rolled-up document

· Submit final Solicitation draft to Evaluation Committee, and management as necessary, for reviews, last edits and approval

· Incorporate the final edits into the Solicitation as necessary

· Input the finalized Solicitation into ProcureAZ

· See Quick Reference Guide – Bids at (http://spo.az.gov/ProcureAZ/default.asp)
	N/A
	No / Yes


	5
PUBLISH SOLICITATION
	Date
	Procurement File
/ Public Record

	· Publish Solicitation in ProcureAZ, retain a published copy of the Solicitation in ProcureAZ
	__/__/____
	Yes / Yes

	· Create Newspaper Notice  (file: [image: image23.png]


 )

· Send the Notice to the selected Newspaper(s), save copy to file

· Receive the Affidavit of the Notice after it runs, save copy to file
	__/__/____

__/__/____
	Yes / Yes

Yes / Yes

	· Receive and document Inquiries

· Phone calls, if documented and desired (Phone Log)

· E-mail (separate folder)

· Facsimiles 
	N/A
	Yes / Yes

	· Respond to any inquiries as necessary and desired

· Use Question and Answer function in ProcureAZ if desired
See Quick Reference Guide – Bids at (http://spo.az.gov/ProcureAZ/default.asp)

	N/A
	Yes / Yes

	· Hold Pre-Offer Conference

· Create Pre-Offer Conference Sign-In Sheet  (file: [image: image24.png]


 )

· Create any Pre-Offer Conference Agenda  (file: [image: image25.png]


 )

· Create any Pre-Offer Conference Presentation  (file: [image: image26.png]


 )

· Retain any documents disseminated or submitted at the Pre-Offer Conference
	__/__/____
(if any)
	Yes / Yes

	· Create and publish any Solicitation Amendment  (file: [image: image27.png]


 )

· Use Question and Answer function in ProcureAZ if desired
See Quick Reference Guide – Bids at (http://spo.az.gov/ProcureAZ/default.asp)
	__/__/____
(each)
	Yes / Yes

	· Hold Kick-Off Evaluation Committee Meeting if desired

· Evaluation Committee Meeting Sign-In Sheet  (file: [image: image28.png]


 )

· Evaluation Committee Meeting Agenda  (file: [image: image29.png]


 )

· Retain any documents disseminated or submitted at the Evaluation Committee Meeting
	__/__/____
(if any)
	No / Yes

	· Finalize Evaluation Committee

· Document Evaluation Committee members  (file: [image: image30.png]


 )

· Finalize and document Evaluation Instructions  (file: [image: image31.png]


 )

· Finalize and document Evaluation Criteria Memo  (file: [image: image32.png]


 )

· Finalize and document Evaluation Tool  (file: [image: image33.png]


 )

· Distribute Conflict of Interest / Nondisclosure Statements (CINDS)
(file: [image: image34.png]


 ), (CINDS are collected after offers have been received)
	N/A
	Yes / Yes


	6
OPEN AND DISTRIBUTE OFFERS
	Date
	Procurement File
/ Public Record

	· Open Offers

· Make copies of the Bid Tabulation from ProcureAZ available upon request
See Quick Reference Guide – Bids at (http://spo.az.gov/ProcureAZ/default.asp)
	__/__/____
	Yes / Yes

	· Hold any Public Opening Meeting if desired

· Public Opening Sign-In Sheet  (file: [image: image35.png]


 )
	__/__/____
(if any)
	Yes / Yes

	· Review each Offer for Minimum Responsiveness (as defined in the Solicitation)

· Set Aside Offers that are not Minimally Responsive

· Create and send Non-Responsive Notice if desired  (file: [image: image36.png]


 )
	__/__/____
(if nec)
	Yes / Yes

	· Vet Evaluation Committee members for any conflicts of interest

· Remove or replace Evaluation Committee members as necessary

· Revise Evaluation Committee memo if necessary  (file: [image: image37.png]


 )
	__/__/____
(if nec)
	Yes / Yes

	· Retrieve Offers from ProcureAZ and create CDs for Evaluation Committee members

· Copy of each Offer

· Copy of the Evaluation Tool

· Copy of the Evaluation Instructions

· Copy of the Solicitation

Note: Hard copy delivery, secure FTP site or encrypted e-mails are all also acceptable
	N/A
	No / Yes

	· Deliver CD to Evaluation Committee members

· Retrieve CINDS from Evaluation Committee members upon their receipt of the CD  (file: [image: image38.png]


 )
	N/A
	Yes / Yes


	7
EVALUATE OFFERS
	Date
	Procurement File
/ Public Record

	· Evaluation Committee reviews and evaluates each Offer independently
	N/A
	N/A

	· Evaluation Committee and/or the Procurement Officer documents and requests any Clarifications as necessary  (file: [image: image39.png]


 )
	__/__/____
(if any)
	Yes / Yes

	· Receive and consider any Clarification responses
	__/__/____
(if any)
	Yes / Yes

	· Hold Evaluation Committee Meeting(s) as necessary

· Evaluation Committee Meeting Sign-In Sheet  (file: [image: image40.png]


 )

· Evaluation Committee Meeting Agenda  (file: [image: image41.png]


 )

· Retain any documents disseminated or submitted at the Evaluation Committee Meeting(s)
	__/__/____
(each)
	Yes / Yes

	· Complete a consensus evaluation for each offer

· Document the Evaluation Committee’s responses and ratings for each rating item (all responses and ratings must be the consensus of the Evaluation Committee)

· Compile consensus evaluations into single Evaluation Tool
	N/A
	N/A

	· Facilitate Evaluation Committee’s determination of Susceptible and Non-Susceptible Offers
	N/A
	N/A

	· Facilitate the Evaluation Committee’s recommendation of Contract Award, if any
	N/A
	N/A

	· Create an Evaluation Summary based on the Evaluation Committee’s Consensus Evaluations, including their determination of Susceptible and Non-Susceptible Offers, as well as any recommendation for Contract Award  (file: [image: image42.png]


 )
	__/__/____
	Yes / Yes

	· Create and send Non-Susceptible Notices if desired  (file: [image: image43.png]


 )
	__/__/____
	Yes / Yes

	Note: If all Offers are determined to be Non-Susceptible, Cancel Solicitation if desired  (file: [image: image44.png]


 )
	__/__/____
(if nec)
	Yes / Yes

	· If Contract Award(s) are recommended, create the Award Determination  (file: [image: image45.png]


 )

Note:  See 10 CONTRACT AWARDS
	__/__/____
	Yes / Yes


	8
FACILITATE DISCUSSIONS AND OFFER REVISIONS (CONDITIONAL)
	Date
	Procurement File
/ Public Record

	· If Contract Award(s) are not recommended, create and send Invitation to Discussions  to the Susceptible Offerors (file: [image: image46.png]


 )
	__/__/____
	Yes / Yes

	· Create Discussions Plan if desired  (file: [image: image47.png]


 )
	__/__/____
	No / Yes

	· Hold Discussions Meeting(s) with each Susceptible Offeror

· Discussions Meeting Sign-In Sheet  (file: [image: image48.png]


 )

· Discussions Meeting Agenda  (file: [image: image49.png]


 )

· Retain any documents disseminated or submitted at the Discussions Meeting(s)
	__/__/____
(if nec)
	Yes / Yes

	· Create and send Request for Proposal Revisions  (file: [image: image50.png]


 )
	__/__/____
	Yes / Yes

	· Retrieve Offer Revisions from ProcureAZ and create CDs for Evaluation Committee members

· Copy of each Offer Revision

· Copy of the Request for Offer Revisions

· Copy of the Consensus Evaluation Tool for each Susceptible Offer

· Copy of the Evaluation Instructions

· Copy of the Solicitation

Note: Hard copy delivery, secure FTP site or encrypted e-mails are all also acceptable
	N/A
	No / Yes

	· Deliver CD to Evaluation Committee members
	N/A
	No / Yes


	9
EVALUATE OFFER REVISIONS (CONDITIONAL)
(REPEATS SECTION 7)
	Date
	Procurement File
/ Public Record

	· Evaluation Committee reviews and evaluates each Offer Revision independently
	N/A
	N/A

	· Evaluation Committee and/or the Procurement Officer documents and requests any Clarifications as necessary  (file: [image: image51.png]


 )
	__/__/____
(if any)
	Yes / Yes

	· Receive and consider any Clarification responses
	__/__/____
(if any)
	Yes / Yes

	· Hold Evaluation Committee Meeting(s) as necessary

· Evaluation Committee Meeting Sign-In Sheet  (file: [image: image52.png]


 )

· Evaluation Committee Meeting Agenda  (file: [image: image53.png]


 )

· Retain any documents disseminated or submitted at the Evaluation Committee Meeting(s)
	__/__/____
(each)
	Yes / Yes

	· Complete a consensus evaluation for each revised offer

· Document the Evaluation Committee’s responses and ratings for each rating item changed as the result of the Offer Revisions (all responses and ratings must be the consensus of the Evaluation Committee)

· Compile revised consensus evaluations into single revised Evaluation Tool
	N/A
	N/A

	· Facilitate Evaluation Committee’s determination of Susceptible and Non-Susceptible Offers
	N/A
	N/A

	· Facilitate the Evaluation Committee’s recommendation of Contract Award, if any
	N/A
	N/A

	· Create a revised Evaluation Summary based on the Evaluation Committee’s Consensus Evaluations, including their determination of Susceptible and Non-Susceptible Offers, as well as any recommendation for Contract Award  (file: [image: image54.png]


 )
	__/__/____
	Yes / Yes

	· Create and send Non-Susceptible Notices if desired  (file: [image: image55.png]


 )
	__/__/____
	Yes / Yes

	Note: If all Offers are determined to be Non-Susceptible, Cancel Solicitation if desired  (file: [image: image56.png]


 )
	__/__/____
(if nec)
	Yes / Yes

	· If Contract Award(s) are recommended, create the Award Determination  (file: [image: image57.png]


 )
	__/__/____
	Yes / Yes


	10
AWARD CONTRACT(S)
	Date
	Procurement File
/ Public Record

	· Create Notices if desired

· Create Award Notice to the successful offeror(s)
(file: [image: image58.png]


 ) if desired, save to the Procurement File before sending

· Create Non-Susceptible Notices to the unsuccessful offeror(s) if they have not been created already (file: [image: image59.png]


 )

· Save all Notices to the Procurement File before sending
	__/__/____
	Yes / Yes

	· Award Contract(s) in ProcureAZ
See Quick Reference Guide – Bids at (http://spo.az.gov/ProcureAZ/default.asp)

· After awarding but prior to making the Contract(s) available in ProcureAZ, organize the Contract document(s) if desired

· Assemble the Procurement File for inclusion in the Solicitation’s attachments section

· Make the Contract(s) available in ProcureAZ
	__/__/____
	Yes / Yes

	· Send Notices if desired

· Send Award Notice to the successful offeror(s)
(file: [image: image60.png]


 ) if desired

· Send Non-Susceptible Notices to the unsuccessful offeror(s) if they have not been sent already (file: [image: image61.png]


 )
	N/A
	N/A


