Checklist for Agency Project leader                      










            

___Involved in selection of evaluation committee and instructing committee of responsibility

     (if not done at this time must be done prior to proposal opening).  Makes actual contact  

     with committee to confirm ability and willingness to serve.

___Establishes future meetings as required

___Develops or is involved in draft of RFP, including scope of work, evaluation criteria, and  

     terms and conditions 
___After OSP approval, involved in redraft of RFP (if applicable).  Recommends potential

     vendors (if applicable)

___Attends preproposal conferences (if applicable) and normally acts as agency technical

     advisor.  Invites agency representative to act as technical advisor when necessary. 

___Works with OSP to provide written responses to inquiries to all potential proposers(if

     applicable)

___Involved in creating evaluation pricing model (if applicable) and submits to OSP prior to opening

___Participates in the evaluation of proposals. Generally provides scoring forms to committee

     members (examples available at OSP)

___Convenes with committee to discuss proposals and determine preliminary scoring

___Involved in written or oral discussions with all who submit proposals determined in writing

     to be reasonably susceptible of being selected for award (award may be made without

     discussions if stated in RFP)

___Convenes with committee to determine consensus scoring

___Forwards award recommendation to agency management which includes


Methodology for evaluation


Cost summary tabulation


Evaluation point assignment


Strengths and/or significant weaknesses or non-compliances to RFP for each proposal

___Agency management approves and forwards to OSP for review and approval

___Debriefs each vendor (if they request debriefing) – to be facilitated by OSP 

___Negotiates, develops and generates written contract with vendor in OSP’s presence
___Involved in monitoring contract performance and report to SP within 120 days after

     completion of contract performance.

___Involved in renewal request to OSP (if applicable) 3 to 4 months prior to expiration.
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