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Introduction

Invitation to bid  (ITB) or competitive sealed proposal. Which do I use?

ITB-

Most effective procurement process to the acquisition of many commodities.

Using the ITB process, the bidder who offerors the product or service matching the specification at the lowest price-- wins the award. 

Competitive Sealed Proposal

Used for the acquisition of professional services or other types of procurements where the evaluation components must be tapered and weighted or the knowledge, skills experience and prior performance are factors of serious consideration.  Cost is a factor but not the major factor. 

Once it is determined that a completive sealed proposal is to be used, the Request for Proposal process starts. 

· Concept Memorandum

· OCIO Approval (STATE AGENCIES)

· Pre-Proposal Date Gathering 

· Initiate the Procurement

· Organize the Evaluation Committee

· Draft the RFP

Establish the Schedule

The procure​ment schedule depends upon many factors including the length of the offeror response period, holidays, leave and individual commitments of the members of the Evaluation Committee. Select the target award date and work back toward the issue date.

· Protest Deadline

· Contract Award

· Finalize Contract

· Oral Presentation

· Best and Final Offerors

· Selection of Finalist

· Proposal Evaluation

· Demonstration Agenda

· Submission of Proposal

· Response to written questions/RFP amendments

· Deadline to Submit Additional Questions

· Distribution List Response

· Pre-proposal Conference

· Issue the RFP

SCOPE OF WORK

After the schedule-the next most important element is the scope of work.   The location for the detailed scope of work is in the contract.

This is detailed in the template set-up from the OCIO. (all state agencies must adhere to the OCIO template). If not required to use the OCIO look at examples on our webpage www.state.nm.us/spd-Request for Proposals, RFP development.

Scope of Work should address

· What is to be done? What are the deliverables?

· Who is going to do it?

· When is it going to be done?

· Where will it be done?

· How it will be done and how can you tell when it is done. 

The following are some additional suggestions regarding the scope of work:

•
For procurements that will result in a price agreement, the detailed scope is generally limited to a sentence or two describing the products or services that will be supplied under the terms of the agreement.

•
For software procurements the scope of work may include the software, software configuration, installation or installation guides, implementation plans, acceptance testing, user and technical training, user and technical demonstration, additional software modules or routines, remote technical support and maintenance.

•
For hardware procurements the scope of work may include site prepara​tion, wiring and cabling, installation or installation guides, implementation plans, acceptance testing, user training, user documentation, additional hardware features or components, remote technical support and mainte​nance.

•         For professional services the scope of work should be defined by phases with the deliverable work products defined within each phase. For information system application development procurements, the phases should follow the approved application development guidelines or some type of industry recognized application development methodolo​gy. For other professional services procurements use industry recognized standards and terminology. Again, define the scope of work in terms of deliver​ables.

SCOPE OF PROCUREMENT
The wording in the Scope of Procurement paragraph is extremely important, as it is the foundation for all contract extensions or renewals that may result from the procurement.  Under the Procurement Code, it is not acceptable to enter into contracts for products or services that are beyond the scope of the procurement as defined in the procure​ment document.

TERMINOLOGY
Complete the terminology section and clearly define the terms.  This saves defining what a term means every time the term is used in the document. Use the appropriate terms consistently throughout the document.  All technical terms should be defined as well as terms such as "user friendly", "functionally complete", "integrat​ed", etc. if they are being used in the document.

PROCUREMENT LIBRARY
One of the most useful procurement techniques is to establish a procurement library that may contain a wide variety of documents for use by the potential offerors.  Since documents contained in the library do not have to be reproduced and distributed with the RFP,  much more background and other material may be made available to the potential offerors.  Such materials may include the GSD rule 1NMAC5.2 or appropriate procurement regulations, agency organization, systems descriptions, needs analysis, design documentation, program listings, flow charts, floor plans etc.

Elements of an RFP per the Procurement Code

Title 1 General Government Administration 

Chapter 4 State Procurement 

1.4.1.31

REQUEST FOR PROPOSALS ("RFP"):


A.
Initiation. The request for proposals ("RFP") is used to initiate a competitive sealed proposal procurement. All state agencies shall follow published guidelines and procedures issued by the state purchasing agent from development stage through award of RFP-based procurements. At a minimum the RFP shall include the following:
                    (1)     the specifications for the services or items of tangible personal property to be procured;
                    (2)     all contractual terms and conditions applicable to the procurement;
                    (3)     instructions concerning the submission and response to questions;
                    (4)     the term of the contract and conditions of renewal or extension, if any;
                    (5)     instructions and information to offerors, including the location where proposals are to be received and the date, time and place where proposals are to be received and reviewed;
                    (6)     all of the evaluation factors, and the relative weights to be given to the factors in evaluating proposals;

                    (7)     a statement that discussions may be conducted with offerors who submit proposals determined to be reasonably susceptible of being selected for award, but that proposals may be accepted without such discussions;
                    (8)     a notice that the RFP may be canceled and that any and all proposals may be rejected in whole or in part when it is in the best interest of the state of New Mexico; and
                    (9)     a statement of how proposed costs should be submitted;
                    (10)     a notice that reads substantially as follows:  The Procurement Code, Sections 13-1-28 through 13-1-199 NMSA 1978, imposes civil and misdemeanor criminal penalties for its violation. In addition, the New Mexico criminal statutes impose felony penalties for bribes, gratuities and kick-backs.

B.
Incorporation by reference. The RFP may incorporate documents by reference, provided that the RFPspecifies where such documents can be obtained.

C.
Form of proposal. The manner in which proposals are to be submitted, including any forms for that purpose, should be designated in the RFP.

D.
Proposal preparation time. Thirty calendar days between the date of issue and the proposal due date is the recommended minimum proposal preparation time. A longer preparation time may be required for complex procurements or for procurements that require substantial offeror resources to prepare an acceptable proposal.
[1.4.1.31 NMAC - Rp, 1.4.1.31 NMAC, 09-30-05]
A 1000-point numerical system is required for procurements conducted under the authority of the State Purchasing Agent.

Example Factors
The following are some example evaluation factors:

•
Proposed Methodology  (100 points)
The offeror's proposed methodology, including examples, will be evaluated for thoroughness and applicability to the project.

•
Experience  (300 points)
Points for offeror's experience will be awarded based on the evaluation of:

Offeror's relevant organizational experience in develop​ing and analyzing automated systems for collection and analysis of health status and environmental health data, based on descriptions of similar prior projects of the offeror.  (150 points)

Experience of project staff members in the development and analysis of automated systems for collection and analysis of health care, health status and environmental health data, as indicated by resumes submitted in the proposal.  (150 points)

•
References  (100 points)
Points for references will be awarded based upon an evaluation of offeror's work for previous external clients receiving similar services to those proposed by the offeror for this project. Have offeror make sure references are current. Set a time line. Example: Work preformed within the last 5 years.

•
Project Plan  (100 points)
Points will be awarded based upon the quality, efficiency, and thorough​ness of the project plan submitted as part of the offeror's proposal.

Mandatory Technical Specifications

Offerors are not awarded points for meeting mandatory specifica​tions.  The failure of an offeror to meet a mandatory specification will result in disqualification of the proposal.  For some specifications, points may be awarded for the quality of the response.  Mandatory specifica​tions must be clear, concise and contain the terms "must", "shall", "will", "is required", or "are required".  It is always preferable to use the same term for all of the mandatory specifica​tions.  It is also prefera​ble to divide mandatory and desirable technical specification into clearly labeled separate sub-sections whenever possible.

Each specification must answer the following three questions.

  •
What is the offeror to propose, provide or describe? 

  •
What parameters or restrictions apply?  

  •
 How is the response to be provided? 

KEEP THE NUMBER OF MANDATORY SPECIFICATIONS TO AN ABSOLUTE MINIMUM.

DESIRABLE TECHNICAL SPECIFICATIONS
Desirable or optional specifications are always awarded points in the evaluation process.  The desirable specification must be clear, concise and contain the terms "can", "may", "should", "preferably", or "prefers".  It is always preferable to use the same term for all of the desirable specifications.

Each specification must answer the following three questions.

•  What is the offeror to propose, provide or describe?

•  What parameters or restrictions apply?

•  How is the response to be provided?

The key point to remember while drafting the technical specifica​tions of the RFP is to strike a balance between a thorough description of what the system is required to do without restricting an offeror's ability to offer the best solution.

MANDATORY BUSINESS SPECIFICATIONS

This sub-section of the RFP is highly tailored to the specific procurement.  There may be both mandatory and desirable specifica​tions.  The business sub-section is the intended location of a thorough description of the cost and other financial related requirements.  IT IS IMPERATIVE THAT ALL OF THE OFFERORS ARE PROPOSING COSTS ON THE SAME BASIS.
The following are examples of mandatory business specifica​tions:

•
Cost
Offerors must propose a firm, fixed hourly rate for the completion of the first four phases of the project on the "Proposed Cost" form in Appendix   .  The proposed hourly rate must include:

•
A fully-loaded hourly rate for personnel services to include fringe benefits and any overhead costs.

•
Travel and lodging expenses.

•
New Mexico Gross Receipts Tax at the applicable rate:

Out-of-State companies at 5%.

Companies with nexus in NM at the appropriate local rate.

•
Clerical support.

•
Equipment and software.

Cost Proposal

The offerors must complete the Proposal Cost Summary Schedule found in Appendix ____ in accordance with the following instruc​tions and return it with the proposal.

•
Core system license - cash purchase price.

•
Installation - cost for initial software as well as any planned up-grades.

•
System Interfaces - to existing applications that currently use or provide fiscal information.

•
Conversion - existing data, files, documentation.

•
Pre-Implementation Consulting Services - will be required to prepare systems and personnel for installation of offered system.

•
Training - in-depth training for approximately sixty (60) persons.

•
Software Maintenance - support for software upkeep and upgrades.

•
Travel - air fare, private auto mileage, rental car fare.

•
Training Materials - contractor must provide training materials, manuals, work books, and/or user guides as appropriate for number of people to be trained.

•
Per diem - meals, lodging.

•
Other module licenses - as recommended by offeror.

•
Warranty period - contractor must identify core system warranty period.

Financial Stability

Offerors must complete the Three Year Financial History Form provided in Appendix ____ and return it with their proposal.  Offerors must submit adequate evidence of financial stability with the form.  The evidence should be in the form of audited financial statements for the three most recent fiscal years for which financial statements are available.  Other evidence in the form of letters from banks and creditors may be submitt​ed.  The Procurement Manager reserves the right to request that the offeror provide adequate evidence of finan​ci​al stabili​ty.

•
Financial Statements

Offerors must include in their proposals, if they exist, copies of the most recent year's independently audited financial statements, as well as those for the preceding three years.  These should include the audit opinion, the balance sheet, statements of income, retained earnings, and cash flows, and the notes to the financial statements.  If indepen​dently audited financial statements do not exist for the offeror's firm, the offeror shall state the reason and instead submit sufficient information to enable the evaluation committee to deter​mine the financial stability of the offeror.

•
Performance Bond

A performance bond is a critical contractual protection for large-scale fixed price contracts of both products and services. Appropriate language must appear in the specifications section of the RFP document and in the contract. The mandatory business specification language follows:

Offerors must include with their proposal evidence of their ability to provide an acceptable performance (surety) bond as specified in paragraph __ of Appendix B, Contract Terms and Conditions.

An example contract paragraph follows:

Within ten (10) days of the effective date of the contract, the contractor shall procure and submit to procuring agency name and maintain a performance bond in the name of the  named governmental entity insuring the contractor’s performance under the contract. The performance bond shall be in a form approved by the procuring agency name in the amount of        million dollars  ($ ,000.000) for a period of  number months from the effective date of the contract. The performance bond shall be obtained through any surety licensed to do business in New Mexico and with all fees current.

CONTRACT

Use the OCIO template for contracts. 

FAQ

Q.
What is the difference between the terms "bidder" and "offeror"?
A.
The terms are defined in the Procurement Code. A bidder is one who responds to an invitation for bids and an offeror is one who responds to a Request for Proposals.  The Procurement Code and the GSD procurement regulations and requirements are substantially different for the two types of public procurements.  Therefore, it is essential that the appropri​ate terminology be used.  The terms "bid" and "bidder" must not be used  in a Request for Proposals document or in any corre​spondence regarding the procurement.  The correct terminology is "offer" and "offeror".

Q.
What are the most common drafting errors?
A.
The two most common errors are scattering RFP specifications throughout the document and distributing incomplete drafts for comment.  If you are writing a sentence beginning with the words "The offeror must" or the "offerors should", you better be working on Section IV of the RFP.  Distributing incomplete initial drafts for comment raises apprehension about the procure​ment and the Procurement Manager and wastes everyone's time.  Only the final draft should be distributed for review and comments prior to issuance.

Q.
Why is an Acknowledgement of Receipt Form required?
A.
The Acknowledgement of Receipt Form does three important things. It establishes the procurement distribution list. Otherwise, the questions, answers and RFP amendments would have to be sent to everyone on State Purchasing Division's vendor registra​tion list.  The form gives the Procurement Manager some up front direct feedback on the number of proposals expected and who they are coming from.  This allows the Procurement Manager to readjust the procurement schedule or make other changes that will insure participation.  Why wait until the proposal due date to find out that no one is going to submit a proposal because of some problem with the procurement document or schedule?  The Procurement Manager may have to get on the telephone and sell the procure​ment.

Finally, the form is an acknowledgement that the offeror received a complete copy. Therefore, they can not protest the award by alleging that pages were omitted from their copy of the RFP.

Issue the RFP

The following procedures apply to procurements under the authority of the State Purchasing Agent, which currently includes RFP’s for anything other than professional services, as defined in Section 13-1-76, NMSA 1978. The Purchasing Division staff must approve the RFP document and the issuance package. The issuance package, containing the following four required documents, must be delivered to the Purchasing Division staff a minimum of fifteen (15) calendar days prior to the RFP issue date:

•   One-page Notice

•   Purchase Document (SPD-101A)

•   List of Possible Sources

  
•   Complete RFP Document


•   CIO Approval Letter, (Technology Procurements Only)

•   One-page Notice

The one-page notice must be suitable for reproduction and distribu​tion. It must be submitted on diskette in Microsoft Word format or e-mail format. As part of the distribution process, an electronic copy will be placed on the State’s Internet home page. The one-page notice must contain a title, a brief paragraph concerning the purpose of the procurement, the RFP issuance date, the name of the agency conducting the procurement, instructions for obtaining a copy of the RFP document, the date and location of the pre-proposal conference, a designated contact person's name, address and telephone number as well as the deadline and location for submission of proposals.

The Purchasing Division will advertise the RFP as required by the statute and distribute the notice to all the registered offerors in addition to the offerors on the list of possible sources provided by the Procurement Manager.

Find out when the notices will appear in the newspapers.  Clip the notices from the newspapers and add  them to the procurement file.

1.4.1.32

PUBLIC NOTICE REQUEST FOR PROPOSAL:

A.
Procurements by the state purchasing agent.  The state purchasing agent shall give public notice of the RFP in the same manner as provided in Section 1.4.1.17  of this rule.  However, an RFP or a notice shall be published not less than twenty (20) days prior to the date set for receipt of proposals unless a shorter time frame is requested and approval granted by the state purchasing agent.

B.
Procurements of all tangible personal property or services.
                    (1)     The procurement manager shall deliver to the state purchasing agent or designee the following listed items no later than fifteen calendar days prior to the proposed issue date:
                              (a)     a one-page notice suitable for distribution that contains the procurement title, purpose statement, the issue date, the name of the agency conducting the procurement, the place where a copy of the RFPdocument may be obtained, the date and location of the pre-proposal conference, if one is held, the name, address and phone number of the procurement manager and the deadline for submission of proposals;
                              (b)     a completed state of New Mexico purchase document, Form SPD101A;
                              (c)     a list containing the names and addresses of suggested sources, if any;
                              (d)     a copy of the complete RFP document. For large or complex procurements, the draft RFP document shall be delivered to the state purchasing agent for review at least thirty days prior to the proposed issue date.

C.
Procurements of professional services by other central purchasing offices. When procuring professional services, central purchasing offices other than the state purchasing agent shall provide the following notice:
                    (1)     The RFP or a notice thereof shall be published not less than ten (10) calendar days prior to the date set for the receipt of proposals. It is recommended, however, that the time period between the published date and the date set for receipt of proposals be no less than twenty (20) days. The RFP or notice shall be published at least once in a newspaper of general circulation in the area in which the central purchasing office is located. If there is no newspaper of general circulation in the area, such other notice may be given as is commercially reasonable; and

                    (2)     A copy of the RFP and notice shall be delivered to the state purchasing agent not less than fifteen calendar days prior to the date set for the issuance. The state purchasing agent shall distribute the RFP or notice to prospective offerors who have registered with the state purchasing agent's office in accordance with the terms of Subsection B of Section 1.4.1.17 of this rule and Subsection A of this section; and

                    (3)     A copy of the RFP shall be made available for public inspection at the central purchasing office.


D.
Additional notice. The requirements of Subsections A, B and C of this section are in addition to any other procedures which may be adopted by the state purchasing agent or central purchasing offices to notify prospective offerors that proposals will be received, including but not limited to publication in professional journals, if available.

[1.4.1.32 NMAC - Rn 1.4.1.32 NMAC, 09-30-05]

Establishing the Subfactors

The success of the Structured Evaluation Methodology is based on establishing evaluation subfactors early in the procurement process

Subfactoring is an Evaluation Committee responsibility that accomplishes two critical objectives. It requires the Evaluation Committee to focus its collective attention on and validate the RFP specifications and base evaluation factors described in the RFP document. The subfactoring exercise is completed prior to the pre-proposal conference because it frequently results in RFP amendments that are issued at the pre-proposal conference. 

The result of the subfactoring exercise is a document that describes how the points for each base evaluation factor will be divided into meaningful, discrete, objective, weighted subfactors that form the uniform measure for the evaluation of proposals.

SUBFACTORING EXERCISE

The subfactoring exercise is conducted by the Evaluation Committee for all of the base evaluation factors, everything with points assigned. The best technique is to have someone prepare an initial draft of all the subfactors within each base evaluation factor and present it to the Evaluation Committee without the weights assigned. The committee can add or subtract subfactors, change the wording or the form in which the subfactors are presented. There is only one restriction of form of the written subfactors. That restriction is that the form must make sense to the members of the Evaluation Committee. Some committees use a bullet form with phrases describing the desirable characteristics within each subfactor, other committees use complete sentences. As long as the members understand and agree, any form will do. A yardstick is useful only to the individual who knows what the lines on the stick mean.

REFERENCE SUBFACTORS

In the typical procurement, references may be awarded 100 points. The evaluation is not based on the number of references provided. Rather, the evaluation is focused on the quality of the products or services provided as reported by the references and others. The typical reference subfactors relate to the overall performance of the company (25 points), performance of the personnel assigned to the project or contract (25 points), the quality of the products and services offered (50 points). Other related aspects may be responsiveness, the technical knowledge or skill of the personnel performing the services, the ability to meet deadlines, the ability to communicate, etc. 

The recommended technique to evaluate references is through the use of a carefully crafted reference questionnaire that asks references to respond to a series of questions regarding the performance of the company. Another series of questions relate to the performance of the assigned personnel followed by a series of questions regarding the quality of the products or services.

There are several useful techniques concerning the preparation of the questions.  For example, it is far better to phrase an open ended question that requires a thoughtful response as opposed to a question that may be answered with a simple "yes" or "no".  Another useful technique is to establish a range of responses for the question such as the following:

"How would you rate quality of the user training 

 prod​uct?" 

•  Thorough and effective

•  Thorough but not effective

•  Not thorough but adequate

•  Ineffective

"How would you rate the contract deliverables?"

•  Thorough and on time

•  Thorough but usually late

•  On time but incomplete

•  Consistently late and incomplete

“On a scale of 1 to 10, how would you rate the quality of the product”

Some Procurement Managers have used an alphabetic scale where an "A" represents excellent performance and an "F" represents unacceptable performance. Please refer to the examples found in the final chapter of the guide.

The Evaluation Committee scoring for references is completed by subfactor just like every other base evaluation factor but it is based upon the recorded responses to completed reference questionnaires rather than the content of offeror proposals.

HARDWARE/SOFTWARE PROCUREMENTS

The base evaluation factors for corporate experience and references are handled exactly like those for other procurements. However, hardware and software procurements require separate treatment of the evaluation factors for functional capabilities and the demonstration. Both of these special procurement types typically have a lengthy list of desirable functional capabilities with relative weights for each published in the RFP. It is not at all uncommon for the RFP to contain a list of fifty or more individually weighted desirable capabilities. No further subfactoring is required.

ORAL PRESENTATION/DEMONSTRATION

Most procurements for services, professional services and items of tangible personal property assess points for oral presentation and/or demonstration. It is extremely important to assign weighted subfactors to this critical event. The subfactors should focus on content rather than the form of the presentation. The form or style of the presentation should receive no more than ten percent of the available points. The remaining ninety percent should focus on the quality, knowledge and experience of the personnel who will be performing the professional services. For services contracts, the ninety percent should focus on quality of the services offered in terms of the technical merit of the proposed solution, quality of the personnel who will be providing or supporting the services provided, the quality of the proposed tools or techniques that will be employed to measure and monitor the quality of the services provided and the level and type or performance guarantees offered. The subfactoring exercise for this base evaluation factor drives the oral presentation agenda that is prepared by the Procurement Manager for use by the finalist offerors during the oral presentation.

Hardware/software demonstrations are obviously conducted to assess the quality of the product being offered. Again, no more than ten percent of the demonstration points should be assigned to the form of the demonstration. The remaining ninety percent should focus on the functional capabilities of the product beginning with the mandatory functional requirements followed by the desirable functional requirements. The purpose of the demonstration is to provide the Evaluation Committee the opportunity to assess the ease of use of the product and the quality of the company personnel supporting the product to determine if the proposed product is a good match to the procuring agency’s requirements. 

QUESTIONS AND ANSWERS 

Q.  When should the subfactoring exercise be completed?

A.  The most desirable time to compete the subfactoring exercise is before the RFP is issued. Any required changes can be made to the RFP before it is issued thereby avoiding the RFP amendment process after issuance. However, completing the exercise prior to the pre-proposal works equally as well. The absolute latest possible time to complete the exercise is prior to the scheduled deadline for the issuance of RFP amendments.

PRE-PROPOSAL CONFERENCE

AND QUESTIONS

A pre-proposal conference is required for most procurements.  It is by far the best method to establish communications and some rapport with the potential offerors.  The pre-proposal conference will answer numerous general questions about the procurement and agency requirements, and it will provide valuable feedback on the content of the procurement document itself.

The evaluation methodology requires that the published subjective evaluation factors be divided by the Evaluation Committee into discrete, meaningful subfactors as was described in the previous chapter.  The time between the distribution of the RFP and the pre-proposal conference is the ideal time to perform that critical task.  This step should uncover any flaws in the RFP narratives describing the factors or in the balance of the factors themselves.  In this way RFP factor changes can be made in the form of RFP amendments prepared for and distributed at the pre-proposal conference.  Potential offerors are much more receptive to this approach as opposed to receipt of undiscussed changes to the factors after the pre-proposal conference has been concluded.

Be advised that offerors have to compete in numerous jurisdictions that have widely varying procurement philosophies, regulations and procedures. Therefore, it is imperative that the Procurement Manager discuss the primary differences that distinguish this process from other jurisdictions. The following comments apply to procurements conducted under the authority of the State Purchasing Agent. There may be local variations. 

Offerors should be acquainted with the organization of the RFP document. The model RFP or shell document provides a uniform organization for the content of the RFP beginning with the statement of the purpose, through the various appendices that comprise the solicitation. Begin with the scope of the procurement statement, address of the Procurement Manager and content of the Procurement Library. Highlight the procurement schedule, schedule of events, and point out critical dates. Point out the deadline for the submission of questions. Encourage potential offerors to submit questions concerning the specification, evaluation factors or any other aspect of the RFP document including the contract and forms. State that recommended changes concerning the wording of the specifications, evaluation factors of the scope or work are appreciated. Point out that the contract is part of the solicitation and proposed changes to the contract must be submitted with the proposal. In effect, the traditional contract negotiation step is overlapped with the evaluation to insure that the evaluation of proposals is being conducted based upon a uniform set of terms and conditions. Most jurisdictions do not follow this critical procedure. The primary critical date in the procurement schedule is the proposal due date. Stress the fact that late proposals cannot be accepted. Point out the response form and content contained in Section III of the RFP. Walk the conference attendees through the specifications section beginning with the information, mandatory and desirable requirements. Pause to get comments and reactions. Most jurisdictions fail to include the weighted evaluation factors in their RFP’s. It should be pointed out to the potential offerors that the weighted factors are in Section V of the RFP document to give them a sense of the relative importance of the various specifications so that the offerors can prepare a proposal that is targeted to the needs of the procuring agency. Potential offerors should be encouraged to carefully review both the weighting and the description of the evaluation factors. Recommended changes both to the weights and the wording will be accepted for consideration.

The following are some Do's and Don'ts concerning the pre-proposal conference:

Do

•
Take extra copies of the RFP to the conference.

• 
Encourage the potential offerors to submit written questions in advance of the pre-proposal conference.

•
Present an overview of the document at the beginning of the meeting.  Talk through the sections of the document highlight​ing the areas of the document as described in the preceding paragraph.  This overview presentation should answer most of the general questions.

•
Hand out written responses to written questions received prior to the conference.

•
Have everyone who attends the conference sign an atten​dance sheet. Ask them to print as well as sign or submit a business card.

•
Collect Acknowledgement of Receipt Forms.

•
Collect and address additional written questions.

•
State that all oral answers are unofficial.  The official written answers will be distributed on   [ date ]   to the potential offerors who return an Acknowledgement of Receipt Form.

•
Ask offeror representatives who ask oral questions or request clarifications to identify themselves and the company that they represent.

•
Have someone at the conference record oral questions and requests for clarification.

•
Be warm and friendly, but stay in control.

•
Start the conference on time and end it on time if a time limit was established.

•
Hand out supporting documentation.

•
Hand out any RFP amendments.

•
If you have or can borrow the equipment, tape the entire conference and keep the tape in the procurement file.

•
If requested, distribute copies of the attendance list after the conference.

•
Ask the offeror representatives​ to leave the room after the confer​ence is concluded.

Don't
•
Don't lose control.

•
Don't be pressured to provide an oral response to a question when you are not completely comfortable with the answer.  Take the questions under consideration.  Your response should be "The questions will be taken under consideration.  The response will be included with the distribution of written answers to offeror ques​tions."

•
Don't accept or attempt to respond to oral legal ques​tions.  Have the questions submitted in writing and discuss the questions after the conference with legal counsel.

•
Don't refer to one offeror's representative as Mr. Jones and another representative who you might have met previously as Joe.  Be consistent.

•
Regardless of the many ways that the questions may be phrased, do not tell anyone what your budget is for the procurement unless that informa​tion was disclosed in a public meeting or is disclosed in the RFP document. If approval was obtained from a governing body in a public meeting based upon estimates or ranges, restate what was disclosed at the public meeting.​

•
If there are several people conducting the conference, decide in advance who is going to respond for the procuring agency to which questions.  Do not allow two members of the Evaluation Committee to contradict one another at the conference.  If the question is difficult to answer, call time out.  Hold a huddle and agree on the response.

•
Do not get cornered by an offeror's representative in the room, hallway or elevator after the conference is concluded for the purpose of answering additional ques​tions or providing addition​al clarifi​cations.

•
Do not go to lunch with any of the offeror representa​tives.

•
Do not accept anything “free” from any offeror representative including demonstration software, samples or other materials.

RESPOND TO QUESTIONS

The Procurement Manager is responsible for preparing and distribut​ing written responses to questions to all potential offerors on the procurement distribution list.

The objective of this step in the process is to clarify aspects of the RFP document and the procurement process.  The final chapter of this guide contains an example response to offeror questions.  The following are some general guidelines.

Use a simple question followed by the answer format.  It is not necessary or desirable to identify the name of the company that submitted the question.  If several companies asked the same question, it is not necessary to repeat it.  Once is enough.  If the question is not clear, either call the company representative on the telephone and ask for a clarification, or phrase the answer in a way that clarifies the question.  Another acceptable technique is to rephrase the question so that the answer results in a meaningful clarification to the RFP.  Frequently, the Evaluation Committee can determine the intended meaning of the questions even though the question may, in fact, be poorly worded.  Never respond with a flip answer as "question insufficiently stated", etc. A good technique is to refer to appropriate RFP paragraphs in the answer. However, that is not acceptable if the RFP paragraphs do not thoroughly answer the question. An answer such as “see specifications” is unacceptable.  If the question is beyond the scope of the procurement state that fact with an explanation so that the offerors know where the boundary lies.

It is preferable that the questions and responses follow the RFP organization.  Questions regarding the schedule should be grouped and answered before those concerning general requirements, specifications, factors or contract, etc.

Some questions may be addressed by referring the potential offerors to specified RFP amendments. There are basically two approaches to the treatment of RFP amendments.  One method is to state that a particular sentence in a particular paragraph is amended to read as follows "......".  The other technique is to change the RFP pages and underline or otherwise highlight the changes on each page. Either technique works well but the latter is preferred.

An acknowledgement of receipt form must accompany the response to questions and RFP amendments.  This procedure keeps the Procurement Manager in contact with potential offerors and prevents problems when potential offerors do not receive critical RFP amendments.  Problem avoidance is the key to the Procurement Manager's success.

PREPARE THE DEMONSTRATION AGENDA

CAN IT BE DEMONSTRATED?

Demonstrations have been an integral part of computer system hardware and software procurements for many, many years. They have been used as an aid for the evaluation of a wide variety of goods or items to tangible personal. Therefore, there is nothing new about demonstrations. Wrong! The use of computer technology is pervasive throughout the professions, management, and a wide variety of professional and other services. Personal computer software innovations are announced every day. New tools and techniques are available today that did not exist a couple of years ago. The Internet has provided access to an ever expanding collection of information resources, tools and techniques. Research and development is occurring at a similar rate in many segments of industry.  Demonstrations are often the best way of determining usability and equivalence.  

PREPARE DEMONSTRATION AGENDA

The objective of the demonstration agenda is to provide a uniform guide that will graphically illustrate how the offeror’s goods can perform relative to the RFP scope of work, show how it will be done (ease of use) and show how it will connect with goods, systems or practices already in place.

There are two key elements concerning the conduct of an information system demonstration and the preparation of the demonstration agenda.

•
The demonstration agenda should include a list of core system functions that are to be demonstrated including a list of reports that are to be produced or other applicable requirements.

•
Whenever possible, have the system demonstrated with your data.  Provide the offerors a diskette or tape containing the data.  Almost any system works well with canned demo data.  It does not necessarily follow that the system will work well with your data.

For procurements for other types of goods build the demonstration agenda from the RFP scope of work statement followed by the mandatory and desirable specifications.

More than one Evaluation Committee has been fooled by an offeror controlled system demonstration. That is why the conduct of demonstrations is set by the Evaluation Committee not by the offerors. The demonstration agenda is the technique for this vital control.  It should be very specific and include a system overview limited to 30 minutes followed by an orderly and thorough demon​stration of each core system component and report.  This should be followed by a demonstration of desirable functions documented in the RFP and offeror's proposal.  The last portion should address additional optional programs or features that were a part of the offeror's proposal.  The very last item on the agenda should allow for a discussion of the best and final offer.

It is far easier to evaluate different systems if the data is identical.  For example, transaction processing and reports can be directly compared.  The time spent in collecting and distributing common comprehensive data for the demonstrations has proven to be an excellent investment.

Software can always be demonstrated.  Therefore, software should always be demonstrated.

Because of size, complexity and cost, large hardware may not always be demonstrated.  If that is the case for a particular procurement, skip the demonstration and insert an extended acceptance test phase of 30 days or more into the RFP as a business requirement.  Require the offerors to submit a thorough acceptance test plan as part of the proposal.  If the procurement is for a large amount or large physical size, then the procurement manager should conduct site visits where the equipment is in operation and can be inspected and tested.  Conduct tests!

PREPARE FOR THE EVALUATION

MANDATORY REQUIREMENTS CHECKLIST

A Mandatory Requirements Checklist is required to verify compliance with the mandatory requirements. This is a simple but essential step in the process. Experience has shown that people forget items if they are not using a uniform checklist to guide the verification process. Prepare the checklist and have the Evaluation Committee validate it before proposals are due.

MANDATORY REQUIREMENTS CHECKLIST

	Yes/No
	Complete Acknowledgement of Receipt Form and deliver the completed form to the Procurement Manager by close of business, July 25, 20XX.

	Yes/No
	Offerors shall provide six (6) identical copies of their proposal to the location specified in Section I, Paragraph C on or before the closing date and time for receipt of proposals.  August 24, 2000 2 p. m. Mountain Daylight Time.

	Yes/No
	The proposal must be organized and indexed as specified in Paragraph III.C1

	Yes/No
	Each proposal must be accompanied by a letter of transmittal This letter of transmittal MUST:

identify the submitting organization;

identify the name and title of the person authorized by the organization to contractually obligate the organization;

identify the name, title and telephone number of the person authorized to negotiate the contract on behalf of the organization; 


d)   identify the names, titles and telephone numbers of persons to be contacted for clarification;


   e)   explicitly indicate acceptance of the Conditions Governing the Procurement stated  in Section II, Paragraph C.1;

      f) be signed by the person authorized to contractually obligate the organization;

    g) acknowledge  receipt of any and all amendments to this RFP.


	
	SPECIFICATIONS

Mandatory

	Yes/No
	Single manufacturer

O Offeror(s) shall state the breadth and capabilities of the compatible product line from a single manufacturer.



	Yes/No
	Compatibility with state network PBXs

    Offeror must provide a detailed narrative of how compatibility with state network PBXs will be accomplished by their proposed products, including the page and paragraph of supporting technical documentation.



	Yes/No
	State of New Mexico Building and Wiring Standards

Offeror must describe in a narrative format their ability of meet this requirement.



	Yes/No
	Interoperability with VMX Voice Mail

Offeror must provide a detailed narrative of how Interoperability with VMX Voice Mail will be accomplished by their proposed products, including the page and paragraph of supporting technical documentation.

	Yes/No
	The proposed systems must interface with current telecommunication systems

Offeror must provide a detailed  narrative of  how their proposed system will interface with current telecommunication systems; including the page and paragraph of supporting technical documentation.

	Yes/No
	Hold programming without power

Proposed products should have the ability for system memory to retain programming and settings despite the loss of system power. Provide narrative of how this is accomplished by your proposed product and page and paragraph of supporting documentation.

	Yes/No
	Power Failure

   Proposed System must have the capability to retain programming and settings, and transfer the lines to stations in the event of an electrical power failure. Provide narrative of how this is accomplished by your proposed product and page and paragraph of supporting documentation.



	Yes/No
	Support Non-Key Telephone Set

  Proposed System must allow for the use of a non-key telephone set in the system. Provide narrative of how this is accomplished by your proposed product and page and paragraph of supporting documentation.



	Yes/No
	Backup to magnetic media
Proposed products should have the capability to read and write to magnetic media such as floppy disk, magnetic tape or digital audiocassette.  Provide narrative of how this is accomplished by your proposed product and page and paragraph of supporting documentation.

	Yes/No
	Two color LED indication
Proposed systems telephone sets should have dual color LEDs that show the status of the lines, whether they are ringing, on hold, or off hook.

	Yes/No
	On Hold Reminder
The system should alert the telephone that placed a call on hold that the call has not been retrieved after a predetermined length of time.

	Yes/No
	Remote Access

The system should provide a remote access maintenance and administration port to allow testing and administration from an off premise location.

	Yes/No
	Hands free operation

Offeror's speakerphone sets should be capable of providing two-way hands free conversation on an intercom. Provide narrative of how this is accomplished by your proposed product and page and paragraph of supporting documentation.



	Yes/No
	Support for Fax/Modem
Proposed System must have the capability to allow sharing of lines with a fax machine or modem. Provide narrative of how this is accomplished by your proposed product and page and paragraph of supporting documentation.

	Yes/No
	Station Line Restriction

Proposed products must be able to provide at a minimum the following levels of station line restriction: Out only, in only, on net only, intra lata dialing, inter lata dialing, and unrestricted dialing. Provide narrative of how this is accomplished by your proposed product and page and paragraph of supporting documentation.

	Yes/No
	Conference capabilities

 Proposed products must be capable of providing add on conference calling Provide narrative of how this is accomplished by your proposed product and page and paragraph of supporting documentation.



	Yes/No
	Oral Presentation

Presentation of the Telephone Systems product line with emphasis on other enhancements and technical features not specifically asked for in the RFP.

	Yes/No
	Privacy/Privacy release

Proposed product must provide the capability to exclude all other stations from a conversation or allow inclusion of other stations as desired.

	Yes/No
	Low Cost Routing

 Proposed products must be capable of providing low cost routing. Offeror must provide a detailed narrative of how this is accomplished by their proposed product; including page and paragraph of supporting documentation.



	Yes/No
	Trunk Interface Cards  

 Trunk Interface Cards must be capable of performing as fxo, fxs, or e&m with wink start, ground start, or loop start supervision. Offeror must provide a detailed narrative of how this is accomplished by their proposed product; including page and paragraph of supporting documentation.

	Yes/No
	Digit Manipulation
  Proposed products must be capable of digit manipulation both on incoming DID calls or on outgoing calls. Offeror must provide a detailed narrative of how this is accomplished by their proposed product; including page and paragraph of supporting documentation.



	Yes/No
	Tail End Jump Off

 Proposed products should be capable of allowing tail end jump off or the ability to allow an incoming call to receive local access to the pstn. Offeror must provide a detailed narrative of how this is accomplished by their proposed product; including page and paragraph of supporting documentation.

	Yes/No
	Pooled Trunk & Trunk Group
 Proposed products should be capable of allowing for pooled trunk access as well as dial access to a trunk group. Offeror must provide a detailed narrative of how this is accomplished by their proposed product; including page and paragraph of supporting documentation.


	Yes/No
	Code access
  Proposed products should be capable of providing account code access for outgoing calls. Offeror must provide a detailed narrative of how this is accomplished by their proposed product; including page and paragraph of supporting documentation.


	Yes/No
	Varying levels

 Varying levels should be capable of allowing varying levels of outgoing calls through use of class of service restrictions. Offeror must provide a detailed narrative of how this is accomplished by their proposed product; including page and paragraph of supporting documentation.



RECEIVE PROPOSALS

It is vital that the Procurement Manager or responsible designee be available at the appointed time and location to receive, record and time stamp proposals.  The clock or watch must be accurate. There should be a designated secure storage area in which to place proposals as they arrive.

LATE PROPOSALS ARE NEVER ACCEPTED. Do not accept or take possession of a late proposal.  If the late proposal is being delivered by common carrier simply refuse to accept delivery.

CONDUCT THE EVALUATION

The following list of steps and procedures constitute the Structured Evaluation Methodology.  The Procurement Manager is responsible for insuring that the methodology is followed.  Several of the steps must be completed before the proposals are evaluated.

•
List of Offerors

Prepare a list of the names of the companies who submitted proposals. This list is a public record.

•
Extract Cost Proposal

The Procurement Manager must extract the financial portions from the proposals. After verifying that the costs are proposed in accordance with the requirements set forth in the RFP, the financial portions of the proposals are placed in a sealed envelope, locked cabinet or desk, or a safe.  The financial evaluation is completed after all other evalua​tion factors, except for oral presentation/system documen​tation, are completed and agreed to by the Evaluation Committee. 

If the financial portions of an offeror’s proposal fails to meet the mandatory requirements, the proposal will be presented to the Evaluation Committee which will make a disqualification determination.

•    Mandatory Requirements

The first step in the evaluation process is to verify confor​mance with mandatory requirements. Use the mandatory requirements checklist. This verification process may be completed by the Procurement Manager or a subcommittee of the Evaluation Committee. The completed checklists are placed in the procurement file. Areas of non-compliance are presented to the Evaluation Committee as a whole for a disqualification determination.

•    Non-Responsive Proposals Eliminated

Non-compliance with mandatory requirements must be addressed by the Evaluation Committee as a whole.  The non-compliance must be deemed material by the whole committee before the proposal is rejected as being non-responsive.  The RFP document should have included the right of the Evaluation Committee to waive minor irregularities and the right to waive mandatory require​ments under certain circumstances.  Minor technicalities may be and should be waived. If the Evaluation Committee is not absolutely clear regarding the response, obtain a written clarification from the offeror before the determination is make. Don’t guess.

Occasionally, a specification is poorly worded or confusing to the offerors. That fact may be apparent only after the proposals are submitted and reviewed. If it is obvious that the specification was confusing, the Evaluation Committee may waive the specification for all offerors. If there were points associated with the specification, the total points are reduced by the number of points assigned for the confusing specification. The procurement process continues as before. The Evaluation Committee may not waive mandatory requirements selectively. The Evaluation Committee may not waive different mandatory requirements for different offerors. 

The Procurement Manager is responsible for the preparation of the non-responsive written determination as specified in the procurement regulations.  A properly prepared letter will usually suffice.  The Procure​ment Manager must write a letter to the non-responsive offeror at this point in the process.  The letter must clearly state the grounds for the non-respon​sive determi​nation.

•    Study the Proposals

The Evaluation Committee must be given adequate time to study the proposals and prepare for the proposal evaluation. During this preparation time, Evaluation Committee members should be instructed to provide the Procurement Manager with requests for clarification.

•    Review Terms and Conditions

While the Evaluation Committee is reviewing the proposals, the Procurement Manager should extract for separate review any offeror responses to the contract or price agreement terms and conditions that were included in the solicitation. For most procurements, this review is conducted by the purchasing personnel or legal counsel assigned to the procurement. Clarifications may be required. This review process is overlapped with the evaluation to insure that the evaluation is performed based upon a uniform set of terms and conditions. The results of the review are incorporated in the finalist notification letters as discussed in the next chapter.

•    Clarify Proposals

Discussions are authorized and recommended for the purpose of clarifying aspects of the proposals.  Proposals may be clarified, but not amended at this point in the procurement process.  Discussions are initiated at the request of the Procurement Manager, not by offerors.

Telephone calls have resulted in more protests than any other cause.  The following are some recommendations to prevent protests from this source:

•
All calls to the offeror's representatives for clarifica​tion of proposal elements are handled through the Procurement Manager.

•
The Procurement Manager or designee keeps a log of telephone calls placed and documents responses.

•
The Procurement Manager or designee requires that the offeror submit the answers in writing if the question concerns a vital evaluation component that could deter​mine the outcome of the evaluation or lead to a disquali​fication.

•
When talking with an offeror representative use a conference call or speaker phone if possible and have someone write down the response.

Significant clarifications should be requested in writing with the offeror response faxed to the agency and added to the offeror's proposal. Never, never, never allow any offeror representatives to meet directly with the Evaluation Committee.​

•    The Horizontal Evaluation

The committee or team evaluation approach has worked extremely well to eliminate biases and to arrive at sound collective decisions. The Evaluation Committee members have had an opportunity to thoroughly review each offeror proposal and compare the responses by subfactor. Then the proposals are scored horizontally against each other as well as against the uniform criteria by subfactor in an Evaluation Committee meeting. That is, each proposal is scored verbally in turn against the sub-factor by each Evaluation Committee member with open discussion of the scoring after each proposal is scored. If there is a significant disparity in the scoring, the Procurement Manager will call for a discussion of the scoring with discussion provided by at least the members offering the highest and lowest scores. This focused discussion is followed by a rescore of the proposal against the subfactor. Based upon the discussion, Evaluation Committee members may change their initial scores or leave them unchanged. The results are recorded and the scoring is initiated for the next proposal for the subfactor. At the conclusion of each round of scoring by subfactor, the Procurement Manager will pause to give the Evaluation Committee time to reflect on the scoring results to the extent that Committee members are satisfied that the most responsive proposal received the most points and each proposal received proportionally fewer points in direct relationship of the quality of the response compared to the subfactor. In this methodology the best response does not necessarily receive all of the available points for the subfactor. The best response may receive only one-half of the points and the poorest response only one-third of the points. On the other hand, if all of the responses are excellent, then all of the proposals will receive all or nearly all of the points.

Since this step is critical to the effective use of the methodology, the process is re-described for clarity. Each member of the Evaluation Commit​tee is given an opportuni​ty to rate/evaluate each proposal by subfactor.  All proposals are to be evaluated in turn by evaluation sub-factor.  That is, proposal one is evaluated for factor one sub-factor A.  Proposal two is evaluated for factor one subfactor A, etc.  Individual members scores are averaged and the averages recorded by the Procurement Manager.  If there is a disparity between member ratings for a particular evaluation subfactor, then the Procurement Manager must give the highest and lowest rating members an opportu​nity to defend their ratings.  Each member in turn is polled and the individual member ratings are averaged to obtain the consensus final score.  The next round, proposal two is evaluated for factor one subfactor B, etc. and the evaluation is initiated by the next member of the Evaluation Committee.  The proposals and initiating committee members are rotated in order. The entire evaluation must be completed with the Evaluation Committee working as a group not as individuals working alone.

If a member requests a clarification, the Procurement Manager will move the scoring process to another sub-factor until the clarification can be received and submitted to the Evaluation Committee at the scoring session.

In addition to recording the scores, the Procurement Manager should be taking notes of Evaluation Committee comments and concern for use in the Evaluation Committee Report and the finalist notification letters.

•    Call References

Each reference will be asked the same questions and the answers recorded on the reference questionnaire.  There are several acceptable approaches for contacting references.  One member of the Evaluation Committee can call all of the refer​ences.  Each member of the Evaluation Committee can call one reference from each proposal.  The Evaluation Committee may appoint an individual outside of the committee to call the references.  In any case, copies of the completed question​naires are provided for all members of the Evaluation Commit​tee and the points are awarded at a joint Committee meeting.

The evaluation subfactors were developed from the list of questions.  The reference response to a series of questions, therefore, becomes a basis for evaluating that subfactor.  The subfactor scores are determined by the Evaluation Committee as a whole similar to all other evaluation subfactors.  The subfactor scores may be averaged across the references to obtain final scores for the offeror.

Most projects of any size involve more than a single party.  For example, there is usually a project manager or contract manager, a user organization and technical support.  Experience has shown that the three parties may have vastly different perspectives on the quality of the contract​or's performance.  The only way to obtain an accurate assess​ment is to contact all three parties for each reference.  Simply ask the contact person for names and telephone numbers of the other parties.

Another useful technique is to daisy chain references.  That means asking each reference for another reference.  It is very likely that the reference also checked references before entering into the contract.  This is an excellent technique for expanding the contractor's supplied list of references which often produces more accurate assessment of the offerors products and capabilities.

If an offeror is proposing the use of a subcontractor for a significant portion of the contract, then the subcontractor's references should be thoroughly checked as well. For profes​sional services contracts, it is very useful to require and check both corporate and individual references of key person​nel that will be assigned to the project.

When properly checked, references have proven to be a wealth of valuable information.  Information supplied by references has frequently resulted in specific contract provisions designed to protect the interest of the agency and State.  For example, if contractor personnel were frequently diverted to other business opportunities during a given contract, the agency may want to add a specific contract provision governing the reassignment of contractor personnel.  Those who say that checking references is a waste of time simply don’t know what they are talking about.

•    Assign Cost Points

After all of the aspects of the proposals have been evaluated, the Procurement Manager discloses the offeror proposed costs to the Evaluation Committee. At that time points based on the formula contained the RFP are awarded. At this point in the process, the proposals have been thoroughly evaluated and all points awarded to each proposal except of the points that may be assigned for the oral presentation and demonstration.

•    Review Terms and Conditions

The evaluation has been performed assuming a uniform set of terms and conditions. The results of the terms and conditions review that was conducted in parallel with the evaluation is presented to the Evaluation Committee at this time. Differences in proposed terms and conditions must be taken into consideration as part of the selection of finalists step in the process. 

SELECT FINALISTS

The model RFP paragraph concerning the notification of finalists does not indicate the number of finalists that will be selected.  This omission is by design.  The quality of the proposals submitted will determine the number of finalists.  The evaluation should produce a ranking by points awarded and the point spread will determine the number of finalists to be selected.  The following paragraphs discuss some examples that should illustrate the selection process.

There was a procurement where a total of four proposals were submitted and all were responsive but mediocre having received fewer than 700 points.  In this case the Evaluation Committee designated all four proposals as finalists and specific instruc​tions were included in the best and final letters requesting that significant areas of each proposal be readdressed as part of the best and final submission.  All four offerors submitted substantial proposal amendments and all four proposals were significantly improved.  All four amended proposals were reevaluated and the award was made to an offeror who scored over 900 points.

Several years ago four proposals were received in response to a professional services RFP.  All four were responsive and the point spread ranged from a high of 850 points to a low of 655 points.  With only 100 points remaining for the oral presenta​tion, the Evaluation Committee was in a quandary regarding the selection of finalists.  After considerable deliberation it was decided that all four offerors would be selected.  That decision produced the following results.  The highest-ranked proposal that was leading by 50 points finished a poor third.  As it turned out, the offeror had highly-qualified proposal writers on its staff who were far more competent than the professionals proposed for the project.  The proposal document was excellent, but the staff to perform the work was not knowledgeable in the application.  They were weak technically as well. The offeror who was ranked second submitted an aggressive best and final offer and ended up winning the contract by a narrow margin over the fourth ranked proposal.  The fourth ranked offeror had very knowledgeable staff who were involved in a critical phase of another engagement and were unavailable when the proposal was written.  The proposed project staff had a significant level of application expertise and outstanding technical skills.  The third ranked offeror did not submit a best and final offer and ended up in fourth place.

The previous examples illustrate the fact that through the “best and final offer” amendment process, offerors can improve their proposals and their scores. Based on the experience from numerous procurements, a general rule of thumb has been established concerning the selection of finalist.  Take the remaining points for the oral presentation/demonstration and multiply by two. The highest ranked proposals within that point spread should be considered for selection as a finalist. Other proposals may also be selected if they have a reasonable chance to win the award.  Over the years and after numerous procure​ment​s, that rule of thumb has proven to be a reasonable guide for single-source awards.  Remember that offerors may amend all aspects of their proposals with their best and final offer.

For multiple-source awards and price agreements, another useful technique has evolved.  The Evaluation Committee establishes a minimum criteria at some reasonable level, e.g. 700 points. Proposals that receive less than the minimum are not selected as finalists regardless of the point spread or number of finalists.  If this technique is used, the minimum number of points should be documented in the RFP.

If the proposals were evaluated on widely varying terms and conditions, the Evaluation Committee must take this fact into consideration in the selection of finalists. Offerors who prepared their proposals based upon the terms and conditions must not be unfairly penalized when compared to another offeror who may have submitted a proposal based upon a more liberalized set of terms and conditions. The following example illustrates the point. The contract included in the solicitation contained a warranty provision of one calendar year after acceptance. Several proposals were submitted based upon that warranty provision. However, two other proposals were also submitted. One with a six months warranty and the other for ninety days. The proposed cost for the latter proposal were substantially lower thereby earning them more points than the other proposals. A far fetched example? Not at all. The State has received proposals for no cost if the procuring agency would agree to the proposed terms and conditions which require that the product be designated as a standard or required product for other public or private sector entities to use. There are frequently proposed exceptions to the State’s standard contract clauses for indemnification, limits of liability and payment terms.

Since the evaluation of proposals for the previous example was not performed on a uniform foundation, contract terms, the solution is to select all of the proposals who have a legitimate opportunity to win the award and have all of the finalist offerors submit best and final offers on a uniform basis, a minimum acceptable warranty period.  

IF AN OFFER HAS A REASONABLE CHANCE TO WIN THE AWARD THROUGH THE BEST AND FINAL OFFER PROCESS, THE OFFEROR SHOULD BE SELECTED AS A FINALIST.

BEST AND FINAL OFFERS

NOTIFY FINALISTS

This step is an extremely important part of the procurement process as this is the only place in the process where offerors can amend their proposals.  They may amend their proposed costs as well as other portions of their proposals.  Offerors should be encouraged to improve their proposals.

The recommended technique is to collect questions about the offeror's proposal from the Evaluation Committee.  The Procurement Manager divides the questions into two groups:  1) questions to be addressed in the best and final offer; and 2) questions for the oral presentation. If the Procurement Manager took good notes during the evaluation, the notes may suffice as the basis for the notification letters.

The Procurement Manager must provide each finalist a written notification letter that contains the following:

•
The date, time and location of the oral presentation or system demonstration, along with instructions as may be appropriate for the conduct of the session including an agenda.

•
Specific areas of the offeror's proposal that the Evaluation Committee may request to be addressed as part of the submis​sion of best and final offers. For example, the Evaluation Committee may request that the offeror readdress important aspects of the proposal such as the implementa​tion schedule, level of support, type or amount of resources proposed, or contract terms and conditions.

•
Specific areas of the offeror'​s proposal that the Evaluation Committee may require to be addressed as part of the sub​mis​sion of best and final of​fers. For example, unacceptable terms and conditions may have to be amended or withdrawn as part of a best and final offer. Confidential or proprietary designa​tions on non-proprietary portions of an offeror's proposal must be removed. Unacceptable licensing or other restrictions on the use of the product must be eliminated through a best and final offer amendment.

•
The due date and time for submission of best and final offers.

•
The final paragraph should emphasize the fact that the best and final offer is an opportunity for the offeror to improve the proposal by submitting revised proposed costs as well as other amendments.

If the best and final offer contains meaningful revisions to the original proposal, then all of the revised portions of the proposal must be reevaluated and points reassigned accordingly.

The best and final offer step has produced some truly amazing results over the years saving the State literally millions of dollars.  The step works best on single source awards.  However, it is valuable for every procurement as it is the only step in the process where the offeror is given an opportunity to amend the proposal.          
The RFP document encourages the offerors to respond to the contract with specific wording changes and addi​tions.  Some of these changes and additions could preclude the signing of a contract.  That is why they are required to be submitted up front as part of the proposal as opposed to the more traditional negotiation process that corporate attorneys thrive upon.  For example, offerors have required that the contract be governed under laws of some other state than New Mexico.  That requirement is not acceptable.  The offerors were given the opportunity to amend their proposals eliminating the requirement.  In some cases the proposals were amended, in others they were not and the offeror was eliminated from the process, deemed non-responsive.  In other cases offerors have required payments in advance, which is prohibited by statute.  There have been almost endless variations.  That is why the Procurement Manager is responsible for reviewing the offeror's changes and additions with in-house counsel before this step in the process.

Another area that causes serious problems is workmanship or other warranties that impact the offeror's proposed costs.  For example, the contract may require that the contractor be bound and honor a six-month workmanship warranty where errors will be fixed during the warranty period at no additional cost to the agency.  If one finalist agrees to the requirement and another does not, what does that do to the points awarded for cost by the formula.  Obviously, the cost formula works only when the costs are proposed on an identical basis.  Since, in this case, proposed costs are not on the same basis, the Procurement Manager has an obligation to get the inequity fixed as part of the best and final process.  The Procurement Manager may demand that the second offeror resubmit costs and a written amendment eliminating objections to the six-month contractual workmanship warranty.  The Procurement Manager may ask both offerors to propose costs on a new basis, e.g. a three-month workmanship warranty.

The key point of this discussion is that the model RFP best and final paragraph uses the phrase "offerors may be required to submit revisions...", and this step in the process is where proposal inequities and unacceptable conditions are eliminated.

DON'T ACCEPT RESPONSES SUCH AS "SUBJECT TO NEGOTIATIONS" AS AN ANSWER.

If the best and final offer request contains instructions for re-proposing the offeror cost on a basis other than what was contained in the RFP document, then the change should be treated as an RFP amendment and identi​fied as such. 

After the award the Procurement Manager is responsible for preparing the proposals for public inspection. This simply means that one or more of the competing offerors may request copies of one or more of the proposals submitted by the other offerors. Of course, the winning proposal is the one most often requested. Public disclosure has to be timely. The problem arises when the offeror has designated all or sections of the proposal as "proprietary" or "confidential" when they do not meet the requirements for such designations. The best and final offer step in the process should be used to correct this type of problem. The Procurement Manager should require that the extraneous

designations be removed from the proposal as a condition of award. After the award it is generally difficult to get even the winning offeror to cooperate with the public disclo​sure require​ments. This situation can extend the protest period and delay contract initiation.

Finalist notification letters should be sent via facsimile or e-mail and U.S. Mail.

 NOTIFY NON-FINALISTS

Non-finalists need to be notified too.  They probably have a procurement response team on standby awaiting notification of the selection.  Therefore, prompt notification of the non-finalist is required so that the procurement teams may be released for other duties.  

The recommended notification procedure is a telephone call from the Procurement Manager followed by a written letter of notification. 

"This letter is notification that your company's proposal in response to RFP #          was not selected as a finalist.  On behalf of Secretary                and the members of the Evalua​tion Committee, I want to express our sincere apprecia​tion for the time and effort you and your staff have taken to respond to our Request for Proposals."

If the company representative requests a critique of the proposal, schedule the critique after the expiration of the protest period. The notification letter should be sent via facsimile and U.S. Mail.

COLLECT BEST AND FINAL OFFERS

The model RFP language states that the best and final offer must be submitted on a given date and time. This deadline is treated exactly like the proposal submission. Best and final offers submitted after the deadline are not accepted.  There is no reason to hear an oral presentation from an offeror who is going to be deemed non-responsive for failure to adequately address required “best and final” offer requirements. The best and final offers must be verified for compliance with the requirements. Disqualification decisions are made by the Evaluation Committee and disqualification letters must be promptly sent as well.

Best and final offers may need to be clarified which is another good reason for having them early for review prior to the oral presentation.  The Procurement Manager may request a written clarification or the offer may be amended via hand written notes which are dated and signed by a qualified representative of the offeror's organization.  Since the amended offer is binding, it must be signed by someone who has the power to contractually obligate the organization.

Best and final offers, as amended, are accepted only once.  They are discussed and clarified at the oral presentation which concludes the contact with the offerors' organizations.  For some unknown reason, some jurisdictions require a sealed best and final offer that is opened sometime after the oral presentation has been concluded.  That is not the way this process is conducted.  The best and final offer must be submitted by the specified due date and time. The best and final offer should be discussed and clarified, if necessary, before the oral presentation/demonstration has been concluded.

PRESENTATIONS AND DEMONSTRATIONS

ORAL PRESENTATIONS

The following are some suggestions for the conduct of the oral presentation:

•
Divide the presentation into two phases: oral presentation, and questions and answers.  Have the oral presentation first.

•
Prepare in advance for the oral presentation by writing down all the questions to be asked.  These questions should also be divided into two categories: specific Evaluation Committee questions about portions of the offeror's proposal, and questions to be asked of all offerors.

•
The questions for all offerors are highly tailored to the specific procurement, but the following generally applies to all procureme​nts.  The Evaluation Committee is attempting to assess:

•
The offeror's knowledge of your system or applica​tion.

•
The offeror's track record with similar contracts.

•
The offeror's commitment to your project.

•
The quality of offeror's personnel that will be assigned to your project.

•
Prepare an evaluation score sheet containing the weighted subfactors before the presentations begin. Evaluation Committee members usually prefer to make notes on the score sheets.  

IT IS THE PROCUREMENT MANAGER'S RESPONSIBILITY TO INSURE THE OFFEROR FOLLOWS THE AGENDA AND COMPLETES THE PRESENTA​TION IN THE ALLOTTED TIME.

PRODUCT DEMONSTRATION

The following are some suggestions for the conduct of product demonstrations:

•
Divide the demonstration into two phases: system overview presentation, and demonstration of specific system capabili​ties.

•
Focus the demonstration on core system functions followed by desirable functions.  Reserve the very last portion to offeror optional capabilities commonly referred to as bells and whistles.

•
Prepare and distribute the demonstration agenda to all offerors in advance of the demonstration.  The demonstra​tion agenda should include a list of core system func​tions that are to be demonstrated including a list of reports that are to be produced.  

•
Whenever possible, have the system demonstrated with the agency's data. Send the offerors a diskette or tape containing the data.  Almost any system works well with canned demo data.  It does not necessarily follow that the system will work well with the agency's data.

•
The Evaluation Committee should assess:

•
The system ease of use.

•
The ability of the system to fulfill core functions requirements.

•
The system maintainability and installation of new releases.

•
The proven usefulness of the system in other in​stallations.

•
The offeror's commitment to provide system sup​port.

•
The quality of the offeror's support.

•
The offeror's knowledge of the application re​quire​ments.

•
The offeror's position in the marketplace.

•
Prepare an evaluation score sheet containing the weighted subfactors before the presentations begin. The majority of the points should be allocated to the core functions that the system will provide. Evaluation Committee members usually prefer to make notes on the score sheets.

IT IS THE PROCUREMENT MANAGER'S RESPONSIBILITY TO INSURE  THE OFFEROR FOLLOWS THE AGENDA AND COMPLETES THE DEMONSTRATION IN THE ALLOTTED TIME.

BEST AND FINAL OFFER QUESTIONS

It is the Procurement Manager's responsibility to insure that questions regarding the offeror's proposal and best and final offer are answered at the oral presentation/system demonstra​tion.  This step in the procurement concludes contact with the offeror until the evaluation is completed and contract negotiations with the selected offeror begin.  Best and final offers are accepted only once.

COMPLETE THE EVALUATION

The best and final offers are not limited to cost alone.  Offerors should have been encouraged or required to submit amendments to other portions of their proposals.  Those areas must be reevaluated.

Some Procurement Managers prefer to withhold the best and final cost proposals until the Evaluation Committee has rescored proposal amendments and the presentations.  This technique helps to maintain objectivity with the scoring.

Based upon the content of the oral presentation, the Evaluation Committee may choose to rescore a portion of an offeror's proposal even through no amendment was submitted with the best and final offer.

The lowest responsive finalist offer becomes the lowest responsive offer for award of cost points. The scoring of amendments is performed in exactly the same manner as the proposals were scored. The oral presentations are scored by the predefined subfactors. The only thing different about the procedures is that the oral presentation and demonstrations are scored immediately after the conclusion of each presentation/demonstration. 

COMPLETE THE EVALUATION COMMITTEE REPORT

The Evaluation Committee Report is a public document after the award.  It is not at all unusual for competing offerors to request a copy of the report. Most Procurement Managers attach the report to the award notification letter.  The report must be thorough and professional in appearance.

The report must be approved by the agency management and contain the following:

•   
Signatures of all members of the Evaluation Committee.

•
A brief discussion of why offerors were awarded points in specific factors. The objective is to document verifiable differences between the proposals.  Explain all of the zeros and all of the maximums. The Evaluation Committee performed a horizontal evaluation. The Procurement Manager’s notes follow the evaluation format. The Evaluation Committee Report should follow the format as well.  Follow the subfactor listing.  The narrative should reflect and document the point difference.  Include quotes from the RFP document and offeror proposals. 

The discussion includes both finalists and non-finalists. 

•
A spreadsheet table of RFP evaluation factors and the points awarded to each offeror for each evaluation factor by subfactor.

•
Attach all disqualification letters if any were issued.

The report contains only the final scores reflecting and the best and final offers including amendments and points awarded for the presentation/demonstration.  Interim scores are treated as confidential committee working papers and they are not disclosed.

It is not necessary or desirable to list all of the mandatory requirements in the report.

An example Evaluation Committee Report is contained in the final chapter for reference.  An Evaluation Committee Report is required even if only one proposal was submitted.  For procurements conducted under the authority of the State Purchasing Agent, the purchasing staff assigned to the procurement will generally review the draft Evaluation Committee Report if requested to do so.

OBTAIN MANAGEMENT APPROVAL

For the majority of procurements, senior agency management is not directly involved.  Therefore, this step has been inserted into the procurement process to obtain that involvement.  After all, for most procurements, the agency head will have to sign the contract.  This also is a critical point in the procurement process where management concerns may be addressed without jeopardizing the procurement process.

The Model RFP contract award paragraph states "after review of the Evaluation Committee Report, the recommendation by the agency management and the contract, the State Purchasing Agent (or governing body) will  award the contract..."  The State Purchasing Agent will not make the award without the signed Management Recommendation Letter. (See the final chapter for an example.)

The usual procedure is for the Procurement Manager to submit the Evaluation Committee Report to the agency head or appropriate designee for review and approval.  The report should be accompanied by the draft Management Recommendation Letter.  This frequently results in an oral briefing by the Procurement Manager and on some occasions the entire Evaluation Committee.  Legal counsel may also be included as required.

Here are the key points.  The procurement process is halted until any management concerns have been addressed.  After management approval has been obtained, the contract can be finalized with the selected offeror.

The traditional approach to RFP based procurements used by many jurisdictions consists of the following steps:

Prepare and issue the RFP

Receive and Evaluate Proposals

Award a contract or price agreement

Negotiate the contract or price agreement

That approach places the procuring at the mercy of the selected contractor. There is an old adage “What the contractor gives in the proposal is taken away in the contract negotiation”. The procuring agency has absolutely no leverage after the award. After the selection is public, the leverage shifts to the side of the contractor. After the public announcement governing bodies, or executives reporting to governing bodies, will frequently agree to almost any contractor term or condition to save face. Is it any wonder that public bodies find themselves with one-sided, unenforceable contracts? Is it any wonder that public funds are squandered on failed projects.

If you followed this guide, the traditional contract negotiations has been overlapped with the evaluation and there is generally very little required to finalize the contract. If you have not followed this guide, stop the procurement process. Finalize the contract before the award.

The principle described above applies equally to contracts and price agreements. The State frequently conducts statewide procurements that result in multiple source award price agreements with a half dozen or more companies. There is a variation that has worked successfully for this circumstance. The price agreement negotiation is overlapped with the evaluation process as described for contracts. However, the price agreement award is made subject to the finalization of the price agreement and other requirements regarding the price agreement product and services schedule. In this way the companies who respond quickly have their price agreements placed in effect immediately and they can receive and service purchase orders from the procuring agencies.  Companies who are less responsive or have corporate counsels who want to renegotiate terms and conditions are put aside and handled last. When the marketing representative understands that his competitors have agreements in place and are accepting purchase orders, the corporate intransigence evaporates. Deadlines also work well.

After management approval has been obtained, the contract finalization process is initiated by the Procurement Manager via a carefully prepared telephone call to the representative of the selected offeror.  The Procurement Manager's telephone call should contain the following statements:

•
I have been instructed by  [ agency head ]  to call you and inform you that you have been selected for the award subject to the following conditions.

•
That  [ agency head ]  requires your company's signature on the contract setting on  [ agency head's ]  desk by 9:00 a.m. on  [ date of award ].

Follow up the telephone call with facsimile of the cover letter and the revised contract. Overnight the number of contracts to be signed and returned.

If the contract has not been executed, signed by all the required parties, by the expiration of the proposal offer firm date as specified in Section II, Paragraph C of the Model RFP, the offeror is no longer bound by the proposal costs.  For all practical purposes the procurement process is concluded.  No contract is signed.  The proposal offer firm date can be extended in writing by the offeror.  The offeror is under no obligation to do so and the proposed costs and conditions may not be amended.

It is quite common for the Procurement Manager to receive one or more telephone calls from finalist offerors inquiring about the initiation of contract negotiations.  Most Procurement Managers are somewhat uncomfortable talking with non-selected offerors.  Here are the recommended techniques.  If the agency head has not made a decision, simply state that fact.  If a selection has been made, simply state that "a tentative contractor selection has been made.  The selection and the Evaluation Committee Report will be presented to the State Purchasing Agent for award on                  ."  That is all that needs to be said to a non-selected finalist.

QUALITY ASSURANCE REVIEW 

Procurements conducted under the authority of the State Purchasing Agent are subjected to a quality assurance review prior to the award. The purpose of the review is to insure that the procurement process was completed properly and thoroughly prior to an award. If an error or omission occurred there is an opportunity to correct the error or omission without jeopardizing the procurement. Whereas some typographical errors in evaluation committee reports and other public documents are simply embarrassing, procedural errors and omissions discovered after the award are generally the subject of formal protests and law suits. Approximately one-half of the materials submitted for award have to be revised or corrected.   

The State Purchasing Agent has established a standard set of award require​ments.

•
The procurement must have been conducted in accordance with the procurement regulations and procurement procedures, practic​es and methodology con​tained in this guide.

• 
The proposals must have been evaluated based upon the specifi​cations and evaluation factors set forth in the RFP.

• 
The agency management must have reviewed the Evaluation Committee Report and recommend the award in a signed Manage​ment Recommendation Letter.

• 
The Evaluation Committee Report must be thoroughly and professionally prepared as well as signed by every member of the Evaluation Committee. The report must contain verifiable documentation regarding the differences between the proposals.

The role of the Purchasing Division staff is to review and insure that the procurement process was conducted properly.  The Procure​ment Manager and the Evaluation Committee are responsible for performing a thorough and fair evaluation.  Purchasing Division staff is concerned only with the conduct of the process, not the judgement of the Evaluation Committee regarding a specific factor or offeror proposal.  However, the Procurement Manager is expected to follow the documented procurement practices contained in this guide and the Evaluation Committee is required to follow the approved evaluation methodology.

​Pu​rchasing Division staff requires the signed original copies of the Management Recommenda​tion Letter and the Evaluation Committee Report plus copies of all procurement correspondence including non-responsive and best and final letters.  Finally, staff needs one copy of each offeror proposal including the best and final offer, if one was submitted, and the signed contract.

THE AWARD

Every jurisdiction has some type of procedure concerning contract awards. In some cases the governing body will make the award at a public meeting or the agency head or senior executive in charge of the organization makes the award. Check the local procedures.

Procurements conducted under the authority of the State Purchasing Agent may be awarded informally or at a scheduled public meeting depending on the size of the procurement and the level of interest by the offerors. In any either case, the proposals are public after the award.

The award documents consist of the contract with original signa​tures of the agency head and contractor, the signed original management recommendation letter and the signed Evaluation Committee Report. The State Purchasing Agent “makes the award” by signing and dating the contract or price agreement. 

For scheduled public awards, the Procurement Manager is expected to assist with the informal presentation of the procurement evaluation to the State Purchasing Agent at the award and answer specific questions about the conduct of the procurement and the Evaluation Committee Report. Members of the Evaluation Committee are not expected to attend. Offeror representa​tives who may have requested a public award are expected to attend. 

Based upon a review of the Evaluation Committee Report and the other award documents, the award may be subject to specific conditions. An example award condition follow: "The award shall be subject to approval of appropriate state/federal authorities".

​

After the award the Procurement Manager must send out written notices of the award to the competing offerors.  Please refer to final chapter for an example of the notice.  If the procurement schedule has changed from what was published in the RFP, then the notice must contain the new expiration date for the protest period.  Otherwise, it is not necessary to include that date in the notice.  Most procurement managers attach a copy of the Evaluation Committee Report to the notice.

NOTICES MUST BE POSTMARKED NO LATER THAN THE DAY FOLLOWING THE AWARD.

OBTAIN CONTRACT SIGNATURES

By this point in the process, the contract should have been signed by the contractor, agency and the State Purchasing Agent or governing authority who performed the award.  The New Mexico Chief Information Office must sign information system professional services contracts for Executive Branch procurements.  Other Executive Branch signatures include the Taxation and Revenue Department for all contracts that are subject to gross receipts taxes.  The Department of Finance and Administration must sign all contracts for or containing profes​sional services and the Attorney General must sign all professional services contracts for aggregate amounts in excess of $200,000.

IT IS NOT NECESSARY TO WAIT UNTIL THE EXPIRATION OF THE PROTEST PERIOD TO EXECUTE THE CONTRACT.

PREPARE FOR PUBLIC INSPECTION

The public inspection step in the procurement process occurs during the protest period although the contracting package as described in a subsequent paragraph is available for public inspection for the life of the contract and several years thereaf​ter.  The Procurement Manager is responsible for the timely preparation of appropriate procurement materials for public inspection.  That statement contains several phases that require clarification.

Members of the public-at-large are rarely interested in reviewing or inspecting the procurement materials.  The vast majority of the requests come from the competing offerors who were not selected for award followed by occasional requests from representatives of the print or electronic media.  The majority of the requests are for a copy of the Evaluation Committee Report and the selected offeror's proposal.

The following is a list of procurement materials that are subject to public inspection:

• 
Management Recommendation Letter

• 
Evaluation Committee Report

• 
Correspondence to potential and competing offerors throughout the course of the procurement

• 
Request for Proposals document with amendments

• 
Written questions and answers

• 
All offeror proposals including written clarification and best and final offers, excluding pages that have been appropriately marked "proprietary" or "confidential"

• 
Any other materials that may have been submitted to the State Purchasing Agent supporting the award recommendation

•  
All materials in the procurement library, if one was estab​lished

The following is a list of procurement materials that are not normally subject to public inspection. Check local regulations.

• 
Evaluation Committee member personal notes and related materials

• 
Draft copies of any procurement related materials

• 
Confidential financial information concerning the offeror's organization and data that qualifies as a trade secret in accordance with the Uniform Trade Secrets Act, 57-3A-1 to 57-3A-7 NMSA 1978.

ASSIST WITH PROTESTS

Check local regulations. There is an entire chapter in the Purchasing Division’s Procurement Regula​tions, 1NMAC5.2, that establishes the ground rules for protests. All the Procurement Manager really needs to know for now is the fact that ground rules have been established that will allow for an orderly disposition of the protest.  The Procurement Manager will be a direct participant in the resolution process.  Less than 10% of all the procurements conducted under the authority of the State Purchasing Agent result in a protest.  Purchasing Division staff will provide some specific direction on what to do after a protest has been filed.

A protest process is a legitimate part of any public procurement.  Try not to take it personally. If you followed the guide, you have nothing to worry about.  Otherwise, worry!

PREPARE CONTRACTING PACKAGE

The contracting package should be assembled and transferred to the contract administrator or project manager.  The contracting package should contain the following:

•
Executed Contract

•
Written Protests

•
Protest Resolution Letter

•
Management Recommendation Letter

•
Evaluation Committee Report

•
Best and Final Offer

•
RFP Document and Amendments

•
Written Questions and Answers

•
Procurement Correspondence

•
Issuance Package Containing Approval Letter 

For most procuring agencies, the contracting package is maintained for a period of three years after the contract has expired.  Check the agency's public records retention schedule.

DUTIES AND RESPONSIBILITIES CHECKLIST   

The following is a checklist outlining the duties and responsi​bilities of the Procurement Manager. 

•
Get latest copy of model RFP on diskette and example RFP's from Purchasing Division electronic and document library.

•
Prepare Concept Memorandum

•
Conduct pre-procurement data gathering

•
Update the Concept Memorandum

•
Obtain  agency management's approval to conduct the procurement

•
 Obtain Chief Information Officer approval, technology procurements only

•
Issue a procurement initiation memorandum

•
Organize the Evaluation Committee

•
Draft the RFP

•
Prepare the issuance package

•
Submit RFP draft and issuance package to Purchasing Division staff or local purchasing support personnel for review and approval

•
Identify appropriate commodity codes or local vendor registration databases for distributing one page notices

•
Check with the Purchasing Division or local purchasing staff to confirm that notices were distributed and procurement advertised.

•
Clip legal notices regarding the procurement from newspaper(s). Place in procurement file.

•
Distribute copies of the approved RFP

•
Establish the evaluation subfactors

•
Prepare Reference Questionnaire 

•
Conduct pre-proposal conference

•
Prepare and distribute written answers to questions and RFP amendments

•
Finalize the demonstration agenda

•
Finalize the Mandatory Requirement Checklist

•
Receive and time stamp proposals

•
Distribute demonstration agenda

•
Verify compliance with mandatory requirements

•
Remove the Cost Response Form and the response to the contract terms and conditions from the proposals 

•
Deliver all responses to the terms and conditions to the counsel for review

•
Prepare and distribute written determination letters for non-responsive proposals

•
Distribute responsive proposals to the Evaluation Committee

•
Review the response to the contract terms and conditions with counsel to determine acceptability

•
Obtain proposal clarifica​tions

•
Conduct the evaluation

•
Select Finalists

•
Finalize the oral presentation/demonstration agenda

•
Obtain input from counsel regarding terms and conditions

•
Prepare and distribute finalist notification letters

•
Collect best and final offers

•
Distribute best and final offers to the Evaluation Committee

•
Conduct oral presentation/system demonstration

•
Prepare the Evaluation Committee Report including written determinations regarding the waiver of technical irregul​arities, correction of mistakes, withdrawal of propos​als

•
Present procurement results to the procuring agency management

•
Finalize contract

•
Prepare Management Recommendation Letter

•
Deliver Management Recommendation letter, the Evaluation Committee Report, signed contracts and one copy of each offeror's proposal including any best and final offers to the Purchasing Division staff

•
Assist with award, if requested

•
Publicize award


•
Prepare procurement file for public inspection and protect confidential data

•
Obtain remaining contract signatures

•
Assist with protests, if requested

•
Prepare contracting package for contract administrator or project manager.


•
Return proposal and technical document to non-selected offerors
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