
Office of State Purchasing

RFP Buyer Checklist

RFP #__________________________

SUBJECT: __________________________________________________________________________________

Agency Project

Leader(APL):__________________________Ph/Fax/Email________________________________

Before Mailing:

___Approval from Director for RFP (exhibit 3)

___RFP in compliance with Act 692 and applicable State of LA laws (exhibit 1 – Act 692 and Attachment IV – Requirements of Act 692)

___Special provisions added, if applicable (some exhibits may be 4A and 4B)

___Insurance/ Bonding requirements, if applicable (exhibit 4C – insurance)

___Multiple year determination, if applicable

___Completed requisition with appropriate accounting codes

___RFP Boilerplate and applicable exhibits or appendix are prepared (examples available)


(exhibit 4 – boiler plate and 5 – RFP review questions)

___PST review (if applicable)

___Schedule pre-proposal conference and other "Calendar of Events" items as applicable

___Assign RFP number in AGPS (do not mail AGPS documents)

___Manually post in LaPAC  

___Instruct bid opening staff to read names only (no prices) and include notation on Procurement Office Transmittal 

Advertising:

___Advertised in official journal of the state at least 30 days before proposal opening (exhibit 9)

___Mail written notice to persons, firms, or corporations who are known to be in a position to furnish the required product or services at least 30 days before proposal opening (exhibit 9)

Evaluation Forms:

___Prior to proposal opening, evaluation methodology confirmed to be conducted in accordance with RFP evaluation criteria

___Evaluation Cost Model (if applicable) to be received & clocked in before RFP opening (sample exhibits 8A and 8B)

___Preference evaluation defined, if applicable

Evaluation Committee:

___Recommendations for committee members received from Agency Project Leader (APL)

___Recommendations reviewed for possible conflicts of interest

___APL to contact members to confirm ability & willingness to serve 

___OSP and APL to inform them of confidentiality of committee membership, evaluation method, review of RFP and evaluation criteria, and establish schedule for future meetings as required.
___Give each member a copy of evaluation rules. (exhibit 6)

___Get each committee member to sign a letter concurring with no-conflict of interest and confidentiality requirements.  (exhibit 7)

___Conduct pre-proposal conference, if applicable.

___Send addendum with list of vendors that participated in pre-proposal conference (optional but highly recommended – exhibit 10).

___Give verbal evaluation instructions and/ or examples to committee, if required. (exhibit 22 – steps of evaluation process)

Proposal Opening:

___Proposals are opened and only the company names are read.  The pricing model (if applicable) is opened and copies provided to proposers.

___A letter is sent to all proposers listing the vendors that submitted proposals (optional but highly recommended – exhibit 11).

___
After proposal opening, the Agency Project Leader distributes proposals to committee members for evaluation, and copies and distributes appropriate number of evaluation scoring forms. (Generally, the Agency Project Leader (APL) would provide these. However, OSP could provide examples of forms used by others.)
Evaluation:

___OSP prepares checklist/matrix of administrative mandatory requirements to check proposal compliance and performs administrative review of all proposals received.

___APL and/or OSP prepare score tabulation form.

___Each committee member performs individual evaluation of all proposals.

___Members discuss proposals for understanding.

___Clarifications are sought by OSP upon committee request.

___APL and/or OSP tabulates scores for recommendation of short list, if applicable.

___Once informed by the APL, OSP notifies short list proposers in writing of the oral presentation requirements and schedule, if applicable. (Example available) (exhibit 13)

___OSP/APL prepare presentation score tabulation form.

___OSP and Evaluation Committee members attend presentation. APL/OSP tabulates presentation scores.

Recommendation:

___APL prepares recommendation report and submits to agency management. Once Agency

     management is in agreement, a memo is forwarded to OSP confirming agreement. (exhibits 15A and 15B)

___PST review (if applicable)

___OSP reviews recommendation for accuracy and completeness of information. (Required information includes: I)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.

___OSP reviews score sheet(s) for accuracy (arithmetic, totals, etc.) 

Award:

___OSP buyer forwards recommendation report to Assistant Director, once file is in order.  (exhibit 15C)

___Assistant Director of State Purchasing reviews and approves the recommendation for award 

___OSP writes and sends letter(s) of “intent to award” and “regret” letters to proposer(s) (exhibits 16 and 17)

___Wait for protest time to elapse (14 days).  Negotiations may begin during this time period.

___OSP, with assistance of APL, conducts debriefings with each requesting vendor (exhibit 18 – debriefing topics

Public Records Request:

___Public Records Request reviewed with management and letter sent to affected vendor.

___After determination, letter sent to public records requestor.

___Confidential information in proposals should be determined as soon as possible but definitely prior to issuing “Intent to Award” letter because it may cause proposal from being considered.

Contract:

___OSP,APL, and vendor negotiate contract.

___OSP/APL generate final contract (exhibit 4D generic contract)

___OSP obtains proof of insurance and bond (if applicable). 

___Vendor and agency sign contract and route to OSP for statutory approval

___Upon approval from Director of State Purchasing, contract becomes effective

___Activate AGPS document, if applicable.

___Director must sign all purchase orders resulting from RFP contracts

Reporting:

___OSP may require status report from agency at any time during outstanding contract.

___Agency shall evaluate contract performance and utility of the final product within 120 days after completion of performance and deliver evaluation to the OSP. (exhibit 21A and 21B)

Document Maintenance
Provide copies of the following RFP documents for the master file currently maintained by Jim Murphy

___Letter requesting approval to use the RFP process with director’s approval

___Final copy of RFP and all addenda

___Copy of signed contract and all amendments (and all purchase orders if issued)

___Agency Project Leader’s evaluation submitted 120 days after completion 
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