8/31/2015

Agency Solicitation Checklist for RFP_______
	Task
	√

	Pre-post Solicitation:
	

	1. Receive assigned agency solicitation – two-day turnaround metric starts
	

	2. Are all requirements included?
· Detailed specifications   ____
· Evaluation criteria   ____
· Evaluator evaluation tool   ____
· Suggested vendors   ____
· VPAT requirements   ____

If not, push back to agency   ____

	

	3. Repeat steps 1 & 2 until all requirements are met.  
NOTE: Total cost of ownership should be part of the evaluation.  In other words, if a five year contract will be awarded – total price including implementation, additional maintenance, etc
	

	4. Once you receive the final requisition with the specifications, evaluation criteria, and evaluation tool that you have agreed with, then and only then create your RFQ with the date entered into the “Dt Tm Open” field.  This will start your 30 days to completion for metrics tracking.
	

	5. Use latest IT Master Template and complete the solicitation
	

	6.  Peer review(s) of solicitation
	

	7. Final review by agency
	

	8. Complete Responding Bidder Information – Form 076ISD
	

	9. Complete Certification for Competitive Bid – From 004ISD
	

	10. Prepare Vendor List:
· Select UNSPC code and complete list in PeopleSoft
· If any, add suggested vendors 
· Research for potential vendors to be added
	



	Post Solicitation:
	

	1. Accessibility – For solicitations with just the normal documents listed below in #2, the Communications Department for OMES will assure these are accessibility, however if you have other types of appendices, attachments, etc. then:
a) If the files are manufacturer specifics try linking to the manufacturer’s website
b) In other words, try a find a means so that the files are not on the state’s website.
	

	2. Send to Help Desk and to the Communication Department (currently) John Lowery for posting on our website
· Solicitation Cover Page
· Responding Bidder Information – Form 076ISD
· Certification for Competitive Bid – Form 004ISD
· RFP in WORD
· If any, VPAT (Instructions and required VPAT to be completed)
· Any special instructions to be placed under this RFP on our Wiki 
· If any, “links” for any non-accessible files
	

	3. Once posted, validate access to all solicitation documents
	

	4. In the RFQ add the “posted date” to the field RFQ_DISPATCHED.  This stops the clock for the 30 days metrics tracking
	

	5. Complete the Solicitation Notification form, located on Drive I under Forms, and using the vendor list send Solicitation Notification to vendors.
	

	6. Prepare “Bid Tab Sheet”
	

	7. Send Forms 019SA Non-Disclosure and 012 Conflict of Interest to each member of the evaluation team to be signed and returned
	

	8. After solicitation closing, complete “Bid Tab Sheet”
	

	9. Send responsive responses to sponsor, if any
	



	Award Contract:
	

	1. Obtain and review (Agency provides)
· Signed evaluation team Non-Disclosure and Conflict of Interest forms
· Completed & Signed evaluation tool from each assigned evaluator
· Review, agency prepared, award recommendation document
	

	2. If required, have Raymond Hankins perform financial review of proposed awardee to determine stability of vendor
	

	3. If not complete, perform cost analysis
	

	4. If cost analysis shows possible saving through negotiations:
· Determine valid target pricing (costs)
· Create a BAFO form for vendor(s) to complete and return 
NOTE: Several items can come into play during these negotiations, upfront costs, ongoing maintenance discounts or limits on increases over x years, training, and implementation costs to name a few
	

	5. Prepare award summary document of evaluation criteria including “costs” to arrive at final award(s)
NOTE: If award recommendation is different than agency award recommendation, discuss with agency to make final award recommendation
	

	6. Perform Vendor Information Verification process located under “Vendor Verification” on the Central Purchasing website
	

	7. Determine if the RFP, the response, and the PO will be all that is needed as the contract or if a separate contract is required.
	

	8. Prepare and send an “Intent to Award” form to awardee(s) only if you require additional information or actions from the proposed awardee prior to the award, e.g.
· Registration by vendor with the State of Oklahoma
· Contract negotiations are required
· Any situation where leveraging the “award” with the vendor will help obtain all requirements to award
	

	9. If a separate contract is not required, proceed to Step 14
	

	10. Using the “Hardware-Software-Services Master Contract” template, located on Drive: I under  Master Templates as a guide incorporate/modify:
· the RFP specifications/requirements
· the timeline, if any
· the costs, break down by product, implementation, training, maintenance, and ongoing
· remove any language from the template that does not apply
· any agreed upon vendor terms and conditions
· add, modifying to meet the states requirements any vendor agreements, e.g. software, service, maintenance, etc., if any
	

	11. Discuss and review contract with our legal staff
	

	12. Complete negotiations on terms with proposed awardee
	

	13. Obtain a signed, by both parties, contract
	

	14. Determine code requirements - Category Code using UNSPC codes or an Item Code
	

	15. If contractor is using resellers, determine if orders are to be placed through the reseller or through the contractor.  If reseller, the obtain list of reseller(s)
	

	16. Determine if contractor and/or resellers have vendor ID’s in PeopleSoft.  If not send them a form State W-9 to complete and return.
	

	17. If required from above, send completed W-9 forms to CORE, currently Julie Dvorak at 521-1749 to setup vendor ID(s) and ask her to advise you of the assigned vendor ID #’s
	

	18. Create Contract(s) in PeopleSoft (see procedures on Drive I:/)
	

	19. Using the “Tab Sheet” send an award notification to all vendors responding 
	

	WEBSITE POSTING
	

	Send to Help Desk and Communications Department – John Lowery for posting on website:
	

	ISD IT Procurement Website – Awarded Solicitations
	

	1. See email to the Help Desk and John Lowery stating Solicitation #, Closing Date, Award Date, Awarded vendor(s)/contractor(s)
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