Handout 2-1a
Day 1 Exercise 2
RFP Project Considerations


Process Management Topics
A. Confidentiality & Security Concerns

1. Have all team members signed Conflict of Interest & Confidentiality Statements?
2. Are there any conflict of interest issues to be noted (e.g. Bidder A rep is distantly related to team member’s spouse)?

3. Is there a single point of contact for all external communications?

4. Will adequate security of all procurement resources be available to start the RFP process (e.g. files, work areas, personnel, and access)?
B. Procurement Goals & Expectations

1. Do all team members understand what the goal of the RFP process is?
2. What expectations do people have re RFP process (in whole or in parts)?
C. Anticipated Marketplace
1. What is the marketplace for the item to be acquired (e.g. numbers of sources, business volume, stability, “players,” history, forecast)? 
2. Who are the anticipated bidders (i.e. firms, their background, market share, history of doing business with the state)?  
3. Are there any mandatory requirements limiting competition (e.g. technical specs, support needs, warranty, state policies, etc)?
4. Is there fair and open competition given the state’s requirements? 
5. What solutions would fit the state’s requirements?

6. Are the estimated costs of these solutions within budget?

D. Proposed Timeline & Risks
1. Is proposed schedule set?

2. What are the consequences to the customer if the contract award date is delayed? 
3. What are the risks to the schedule and the RFP process?

4. Have all risks been assessed with proposed mitigating steps?
5. How will the risks be monitored and managed?

E. RFP Participant Roles & Responsibilities 

1. Besides the Department (Procurement) Official, Department Contact, and evaluators what roles and responsibilities will be included in this RFP process?

2. What is the role of oversight officials during the RFP process?
3. Will a RACI matrix be used for the RFP project?

F. Staff Commitments

1. Who will be assigned to fill each RFP process role and responsibility?

2. Do they have adequate skill sets to handle roles & responsibilities?

3. Will they be available for the entire RFP process?

4. Will they be able to timely fulfill their responsibilities?
5. Will planned time off for any RFP Team member be a risk for the RFP schedule (e.g. time for vacation, sick leave, jury duty, and training)?

6. What backup resources are available in case of unanticipated time off (i.e. what staff and skill level)?

G. Situational Support Needs

1. Any special expertise needed during the RFP process, when and how much?

2. Will needed support be available on an ongoing basis during the process (e.g. legal, clerical, IT)?

3. What additional support is needed and when in the process (e.g. financing, technical experts)?

H. Funding and Billing

1. What is the funding source for the RFP project and contract?
2. Are there any limitations on contract funding?

3. Is there a budget for the RFP process over what fiscal years?

4. What is the agency bill code for the RFP process and expenses?

Project Organization Topics
I. Project Management/Progress Reporting

1. Who will be the project leader and the team members?
2. Who are to receive RFP project progress reports?

3. What content, medium and frequency are needed for reporting project info?

4. What management tools will be used?

J. Setup & Support

1. Where will the project be located?
2. What project resources are needed (e.g. staff, work areas, cubes, meeting rooms, storage closets, copiers, computers, network support, and file backups)?

3. Are there any special needs for work, storage space and equipment (e.g. reasonable accommodations, insulated walls, security cameras, and intranet access for telecommuting team members)?

4. How will confidentiality and security be incorporated in setup and support?

5. What supplies are available where (e.g. printer paper, office supplies, books)?

6. What contractual services are needed (e.g. janitorial, facility management)?

K. Document Management

1. What file organization will be used (e.g. shared drive with restricted access, file structure, routine daily file backups, and separate Internet system for public documents)? 
2. Who is responsible for managing what in the RFP files and information (e.g. who files documents when they are received, ensures documents are sent to the appropriate party, routinely backups all electronic files, maintains document version control, and archives files as necessary)?

3. What file access protocol will be used (e.g. file access key sign-in/sign-out sheet, and different levels of access based on responsibility)?
4. Is there a file retention schedule?

5. What is the anticipated volumes and storage space needed?

6. What standards will be used to handle documents & files?

7. What is the team’s involvement in public records requests?
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