Procurement Plan


Procurement Timeline (estimated)
	When
	What
	Who\ Notes

	Oct – Dec 2013
	Gather Requirements
	Business Unit / Project Management Team

	Jan 2014
	Develop TORFP 
	Business Unit / Project Management Team / IT Division / Procurement

	Feb 2014
	Internal reviews / updates / approval
	Division Managers / Business Unit / Project Management Team / IT Division / Procurement

	3/15/14
	TORFP approved
	DoIT

	3/17/14
	Publish TORFP to vendors 

(Includes scheduling the pre-proposal review meeting).
	Procurement

	3/31/14
	Pre-Bid Conference
	Procurement, Evaluation Committee if possible,

Project Sponsors (business & OIT)


	4/16/14
	Evaluation Committee Kick-off meetings (discuss & finalize)

· Role & responsibilities

· Map out dates for vendor presentations 
· Review TORFP

· Evaluation criteria and weighting 

· Review draft Evaluation tool
· Reference Check questions
· Vendor presentation/interview process, timeline, activities
	Evaluation Committee



	4/21/14 2pm 
	Vendor Proposals due to agency

(min. 20 bus. Days – includes 2 holidays)
	Procurement to distribute to Evaluation Committee

	4/24/14
	Schedule Vendor Interviews ( see date and time below)


	Procurement (once the number of vendors is known)

	4/23/14 – 5/13/14
	Review Technical Proposal & identify questions 

· Questions for each vendor will be compiled and sent to the vendor prior to the specific vendor presentation

· Vendor will not be required to respond in writing prior to the presentation – written responses to these questions and others that arise during the meeting will be due post- presentation meeting.
	Evaluation Committee

	5/19/14 

am


	Vendor Interviews  

· 30 min interview

· No presentation

· Discuss questions that were identified in step 6.

· May require additional documentation to be provided post-presentation  by the Dev vendor 
· Best and Final Offer (BAFO) Financial Proposal will be requested post -presentation

Post Vendor presentation wrap-up

15 min round robin discussion of scores to hear the feedback from everybody as they make their final decisions

Goal is to complete the bulk of each vendor’s evaluation form during the wrap-up.
	Evaluation Committee

Each review is estimated for 45 min:

· 30 min vendor

· 15 wrap-up

Company A: 8:30-9:30 

Company B:  9:30 -10:30 

 Evaluation forms (hard-copies will be available for completion during each vendor session.  Soft-copies will be sent as well.)

	5/20/14 – 5/22/14
	Reference Checks 

· Evaluation Committee to revise evaluations (Company points) based on results of reference checks
	Shared responsibility by the evaluation committee 

	5/25/14
	All vendor responses due

· Responses to questions

· BAFO
	Procurement distributes responses to questions to the Evaluation Committee

	5/28/14
	Evaluation review finalized for each vendor 
· Revise previously completed evaluation forms based on written responses
	Evaluation Committee

	5/28/14
	Summation of Vendor Technical Evaluations
	Evaluation Committee Chairperson

	5/28/14
	Summation of Vendor Technical Evaluations & Financial Proposals
	Procurement

	5/29/14
	Vendor selection – recommendation to DoIT
	Procurement

	TBD –estimated for up to 4 weeks
	Notice to proceed

· DoIT approval

· Vendor notified

· TOA completed and signed

· PO completed

· DoIT approval of PO

· Start date communicated to Vendor
	DBM

Procurement 
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