
RFP

Order of Events

(Agency/ Buyer Instructions)

1. Agency determines a need and defines scope of work.

2. Agency submits justification for RFP format vs. ITB format to Director of State Purchasing for consideration and approval.

-  Justification for multi-year contract, if applicable, should also be submitted at this time.  This can be included in the letter of justification for RFP format.


- Draft RFP, including Scope of Work, evaluation criteria, and terms and conditions (in 
compliance with Act 692 and other applicable State of Louisiana law) should be submitted 
at this time for OSP review, also.


- Agency should also advise OSP of name of Agency Project Leader(APL) for RFP.

3. OSP will review the draft RFP and justification for RFP, and forward comments to the Director, with a memorandum to the Commissioner to request approval..

4. Once the Commissioner has approved the justification for the RFP, the agency will be notified.

5. OSP and the agency project leader will re-draft a final copy of the RFP, if applicable. Agency recommended vendors should be submitted to OSP at this time, also.

6. The agency will establish the evaluation committee, meet with them and advise of responsibilities, need for confidentiality, and requirement for adhering to RFP calendar of events. Assistance from OSP available, if required. (See "Evaluation Committee Information and Rules")

7. PST review if applicable.

8.  SP will assign an RFP file number. A requisition is usually submitted by the agency to ensure encumbrance, if applicable.  For AGPS agencies, this requisition will be used to obtain a solicitation number and file number.  

9. OSP processes solicitation and advertisement. The OSP and APL will also conduct pre-proposal conference, if applicable.

10. OSP receives written inquiries from potential proposers, and works with the APL to provide a written response to all potential proposers. 

11. Prior to proposal opening, evaluation pricing model (if applicable) is received by OSP and time stamped in bid room prior to proposal opening.

12. OSP opens proposals at the established date, time and location. Only names of proposers are read aloud. It is highly suggested that a letter be sent to all proposers listing the names of the companies that offered proposals. 
13. OSP reviews proposals in order to determine if proposals were submitted properly and meet minimum mandatory administrative requirements. 

14. OSP gives evaluation documents to the evaluation committee and gives instructions

regarding the evaluation process.

15. Evaluation committee members individually evaluate proposals and then convene to discuss proposals and to determine a consensus score. The bidder receiving the highest score is recommended for award. The committee submits a written recommendation for award to the OSP. Recommendation must include:

1) Methodology for Evaluation; 2) Cost Summary Tabulation; 3) Evaluation Point Assignment; 4) Strengths and/or Significant Weaknesses or Non-Compliances to RFP for each proposal reviewed.

16. PST review (if applicable).

17. OSP reviews and approves/disapproves the recommendation of the evaluation committee.

18. Once recommendation is approved by the Assistant Director of State Purchasing, OSP notifies all proposers, in writing, regarding the results of the recommendation for award by issuing an "Intent to Award" letter to the apparent successful proposer. A notice is also sent to all unsuccessful proposers offering them an opportunity for a debriefing.

19. Proposers are allowed to protest/appeal the intent to award (14 days). During this period, debriefings are conducted by OSP with the assistance of the APL for all requesting vendors.

20. OSP, APL, and successful proposer negotiate and develop a written contract in accordance with the terms of the RFP and in compliance with State of Louisiana law.

21. OSP receives Proof of Insurance and Performance Bond and/or fidelity, if applicable.

22. Contract is signed by vendor, agency, and then routed to OSP for statutory approval by the director.

23. Agency monitors and evaluates the contractor's performance as required by Act 692.
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