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1) What is PIPS?  
a. PIPS is a procurement process that identifies and utilizes supplier expertise to deliver a product or service.  The client identifies the desired outcome and the expert supplier is freed to deliver without being managed, directed or controlled by the client.  The supplier is self-managed and reports progress through regular feedback to the client in the form of pre-determined metrics.
     
     
2) First steps for process utilization:
a. Determine whether you have an appropriate type of project based on criteria sheet.
b. Review budget and timeline to determine practicality.
c. Present timeline and budget to department facilitator for consideration.
d. Establish whether the agency is willing/able to support a facilitation fee. 
e. Select an evaluation team of 3 to 6 members (this number is flexible and should be increased only on extremely large projects affecting the entire state).
f. Establish a detailed, tentative schedule of meetings that is acceptable for the facilitator and evaluation team members.


3) Developing a solicitation:
a. The PIPS process utilizes a specifically formatted RFP but will need to include the standard terms and conditions typically utilized for CP solicitations.     
b. Utilize the latest version of the PIPs RFP format located on the I drive: I:\Dept\DCS\PURCH\PIPS - Best Value\PIPS Processes for Contracting Officers
c. Note the PIPS process does not provide any relief for damages that could be caused by the awarded supplier.  Projects with significant risk to the State should include a liquidated damages clause.
d. Most of the evaluation process is included within the normal processing of a PIPS solicitation.  Cost evaluation is not inherently included as there is no standard for cost evaluation.  Work with client to determine the relative importance of cost and incorporate as scoring within the standard scoring matrix.
e. Ask the client to provide a brief statement of need or statement of objective.  The requirement should be only what is required and all direction on “how” the objective is to be accomplished should be eliminated.  The objective should be limited to one to two pages and preferably a single page.  If client insists that they need to include more specifics such as special state or federal requirements they should be included on an attachment and labeled “State Expectations”.  
f. Include within the solicitation the time and date for PIPS pre-education after a room and a facilitator have been confirmed.  
g. Set up a web-linked conference call for the pre-education (non-mandatory but highly encouraged) and include the call in information and physical location for the pre-education within the solicitation.  Encourage your evaluation team members to attend the pre-education session.  Information regarding setting up the web linked conference is located on the I drive:
I:\Dept\DCS\PURCH\SPD Communication
h. Located on the “I” drive is a text version of the pre-education (PIPS Pre-Ed Text version).  This can be posted for suppliers that were unable to attend the non-mandatory pre-education.
I:\Dept\DCS\PURCH\PIPS - Best Value\PIPS Training

4) Process for receiving supplier responses:
a. Review all suppler submissions for responsiveness.
b. Project capability submissions will be blindly evaluated by the evaluation team.  To assure anonymity, create a “key” to associate each supplier response to an alpha character.
c. Review each Project Capability submission to assure all names or references that would identify the supplier have been excluded.  Redact any references that may identify the submitting supplier.  For some acquisitions it may be necessary for a client representative that is not part of the evaluation team and who has signed a confidentiality agreement, to review submissions to help with the redaction.
d. Once the redaction is complete, make copies of each of the suppliers Project Capability submission and provide a scoring sheet for each submission.

5) Evaluation of Proposals:
a.  When setting up for the initial evaluation session, plan for an hour of evaluation for each supplier submission.  
b. When conduction the evaluation of the Project Capability Submissions, all evaluations of each component should be conducted prior to moving to the next component.  Begin with evaluating all of the suppliers Level of Expertise.  The evaluation team should be advised the supplier’s submissions should “earn” scores of “1” or “10”.  If evaluators are unsure what to score a submission, it should be scored as a “5”.  As the team completes the evaluation of the entire spectrum of Project Capability submissions, it is appropriate to revise scores relative to the entire spectrum of submissions.  What appears to be worthy of a “10” or “1” initially may change once the entire spectrum is reviewed.  Any scores of “1” or “10” should be qualified by the evaluation team as to why the score was earned.  Scores of “5” need no justification.
c. When all Level of Expertise are evaluated, distribute copies of the Risk Assessment Plans to the evaluation team.  Follow the above guidelines for the Risk Assessment Plan evaluation.
d. When the Risk Assessment evaluation is complete repeat the process for the Value Added Plan.  Note: Value Added submissions should describe products or services that are outside of the actual scope of the objective but would add value if incorporated.  Value added services that are clearly required to complete the scope do not meet the value added criteria should not be considered as a value add.

6) Interview process:                             
a. Prior to inviting suppliers for interviews, all of the evaluation team scoring should be input into the scoring matrix.  It is possible, at this time, to short list suppliers invited to the interview process.  Short listing should be based on the total scores for all components to this point.  To make the determination, assume the highest scoring supplier receives all “5s” on the interview process and all other suppliers score “10s”.  If any of the suppliers scoring a mock 10 cannot overtake the highest scoring supplier, they can be eliminated from the interview process. 
b. The interview is the first time that the evaluation team finds out which company, specifically, is being represented by the interviewee.             
c. The interview process is intended to be a face to face interview of a supplier representative in the presence of the evaluation team.  Typically the interviews are limited to no more than 3 supplier project managers and last no longer than 30 minutes.  Each interviewee is interviewed separately and each is asked very similar (if not identical) questions.    
d. The standard questions should take no longer than 20 minutes, leaving 10 minutes for the evaluation team to ask follow-up questions.  Follow-up questions should be “big picture” type questions.  Asking if you have ever had a security breach is preferable to asking if the supplier utilizes passwords for login.  Any additional questions from the evaluation team should be asked to all interviewees if possible and appropriate.  
e. It is allowable (but not preferable) to offer phone interviews to suppliers unable to attend a face to face interview.   If allowed, this should be noted within the solicitation.
f.  Again, interviewees should “earn” any scores of 1 or 10 and evaluation team members should make notes justifying their scores.  
g. At the end of the interviews, the evaluation team is again allowed to adjust scores relative to the entire spectrum of interviewees.    

7) Identification of the Best Value candidate: 
a. Once all interview scores are finalized, you may share cost information with the evaluation team.  
b. Input all scores from the interview process into the scoring matrix to determine the initial Best Value candidate.
c. Review all evaluator’s notes to assure there is sufficient justification for any scores of 1 or 10.
d. Once all scores are reviewed and validated the highest scoring supplier can be notified that they will advance to the Clarification process.
e. When notifying the Best Value candidate, request that they be prepared to provide the following:
i.  A detailed scope of work to be performed noting specifically what is “in scope” and what is “out of scope”
ii. A detailed timeline as to how the project will roll out.  Note: No need to coordinate with the client, at this time, to develop the timeline.
iii. Any supporting information needed to support any claims that were made within the Project Capability submission.
iv. A date when they think they will be ready to present to the State.
f. Advise the supplier that you will be sending additional educational material regarding the Clarification period requirements and a copy of the Risk Reporting template for review. These items can be located on the “I: drive: 
I:\Dept\DCS\PURCH\PIPS - Best Value\PIPS Processes for Contracting Officers

8) Clarification Phase:
a. The Clarification Phase is where the supplier presents a detailed plan and time line as to how the client’s objective will be accomplished.  This is also the time to invite all client representatives that have a stake in the project to assure all concerns are being met.
b. The supplier is allowed to schedule the initial meeting to assure they have adequate time to prepare for the presentation.  
c. The first objective of the Clarification Phase is to assure both client and supplier are in agreement as to what is in scope and what is out of scope.  The cost proposal is based on what is in scope and assumes no external risk.  It is preferable that the client has an opportunity to review all deliverables prior to the initial meeting if possible.  
d. The second objective of the Clarification Phase is to identify any and all external risks that could compromise delivery.
e. Once all risks have been identified (any pertinent risks from other supplier submissions or from the client should be provided to BV supplier) the supplier is create a Risk Mitigation Plan (RMP) for each risk.
f.  Establish performance metrics that both the client and supplier agree are adequate to convey progress and satisfaction to the client.
g. Review the mechanics of the Risk Report and ask supplier to incorporate all risks, performance metrics, milestone schedule, and risk mitigation plans within the report. 
h. Satisfy all client concerns.
i. Document any additional information or offers made in the Clarification Phase
j. The Clarification Phase will typically take at least two meetings and you should allow at least 2 – 3 hours per meeting.
k. Clarification Phase deliverables include:
i. Scope of Work
ii. Executive Summary
iii. Detailed Schedule
iv. Detailed Cost
v. Risk Report
1. Risk Activities
2. Performance Metrics
3. Risk Mitigation Plan
4. Milestone Schedule  
      
9) Prior to Award:   
a. Confirm performance claims stated within the Project Capability Submission
b. Identify any Value Added items of interest (funds need not be currently available to note interest)
c. Document award justification within project summary
d. Receive client agreement to proceed with award
e. Request a facilitation invoice be sent to client once protest period has ended 

10) Award Project and incorporate all supplier agreements within contract file.  



   

