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· Introduce yourself and your assistant.
· Welcome to Session 3, Day 2 of the Intermediate Acquisition Certificate Program.  Remind students:
Name and background

Emergency phone numbers 

Exit Procedure Information

Restroom locations

Cafeteria location

Break plan
No food allowed in this room; drinks with lids are OK

· As you would in your office, please be careful with the drinks since we will be working around computers during this training session.

Now let’s look at today’s schedule.
Today’s Schedule
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The topics we will cover today are:

· Introduction

· Managing the Solicitation Process

· Facilitating Confidential Discussions

· Maintaining Procurement Integrity

· Session Closing

Introduction
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To start today’s training, let’s briefly reviewed what we learned yesterday, talk about what we will learn today as well as what things you will not spend a lot of time on today but will in the next 2 sessions of the Intermediate Acquisition Certificate Program.

Previous Day Review
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This session is designed to teach you to properly handle of a straightforward IT solicitation using a Request for Proposal format.

Yesterday we
· Identified the rules governing the RFP process;

· Discussed organizing the RFP effort; and some of us
· Created an E&STP Manual template.

Question: Did anyone do the optional homework assignment last night and create a custom E&STP Manual?

(Acknowledge positive responses and suggest the others do it sometime within the next week before they forget.)

Today we will expand on that training and even use a manual template we looked at yesterday (Handout 3-7) for an exercise today.
Today’s Objectives
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Today’s learning objectives are

· Practice handling typical documents & activities of a straightforward competitive IT procurement.

· Facilitate confidential discussions with RFP participants to enhance RFP success.

· Discuss need and how to maintain procurement integrity during RFP process.

Moving Along
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Now that we have completed the brief review, we can move on to the next topic.  
Question: But before we do, are there any questions on any of the material to date?  (Field all questions and provide responses.)
Business Process Components
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Question: Have any of you taken any business process training?  (Survey responses and summarize.)  

Any process can be broken down into its components.  There is a timeframe (i.e. a beginning and an end) for the process as well as inputs, outputs and activities that occur within that timeframe.  Of course, resources (people included) are involved in order for the activities to happen and processing of inputs and outputs.
Managing the Solicitation Process
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The RFP (solicitation) process is no different than any other business process.  It has a timeframe, inputs, outputs, activities, and resources to make it happen.  For training purposes, we will refer to the people resources dedicated to the project to be either the “E&S Team” or “RFP Team.”  They are one and the same team.
The multi-step IT solicitation process has been around for many years.  Question: Does anyone know when it was first used?  (Answer: The basic process was used since the 1970’s.)  It’s longevity is a testament to its flexibility and usefulness.
In this section we will review the process, identify the typical documents we would encounter and what we do with them, and the typical activities and how we manage them.

It’s important to remember that this process is used to evolve into an IT contract for the state’s needs.  The RFP requirements will become part of the contract statement of work as well as the selected proposal.

An easier way to start this RFP process review might be graphical. 
Solicitation Process Timeframe (1st Slide)
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You may recall that in the previous session dealing with RFP Development, we talked about Key Action Dates and how to set them.  We also learned that the RFP steps included are customized for each solicitation and may vary depending upon the needs of the project.

If we were to draw a timeline for the solicitation process with a beginning and an end, and show all the possible key action events occurring on that timeline, it might look like this one.  (Click)
For starters, let remember the leg work done before the RFP solicitation process begins.  We did some acquisition planning and developed the RFP.  This could have taken anywhere from weeks to months to complete.  (Click)
We then commence the solicitation process by publishing an advertisement in the California State Contracts Register (CSCR) as well as publish the RFP.  (Click)
Weeks later, the RFP Team holds a Bidder’s Conference to share information with all prospective bidders.  (Click)
If the state team has included a Conceptual Proposal step in the RFP (the first of the 3 preliminary proposals in the process) then the Conceptual Proposals are due weeks after the Bidder’s Conference with Confidential Discussions to follow.  (Click)
A few weeks after that, if a Detailed Technical Proposal step was included in the RFP, the Detailed Technical Proposals are due with Confidential Discussions to follow. (Click)
A few weeks after that, if a Draft Proposal step was included in the RFP, the Draft Proposals are due with optional Confidential Discussions to follow.  (Click)
Solicitation Process Timeframe (2nd Slide)
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And finally, a few weeks after all the earlier required proposals have been submitted and evaluated, the Final Proposals are due.

After the Final Proposals are logged in, the RFP Team proceeds with the steps to evaluate the proposals and select the winner.  The Key Actions occurring during this portion of process will be addressed in more detail in the next 2 sessions of this Intermediate Acquisition Certificate Program.  

Just for reference purposes, even though the RFP solicitation process is completed upon contract award, there are a number of post award activities that need to happen but will not be covered in this training (e.g. socioeconomic reports, performance monitoring and disputes).

An important point to remember about this process is that bidders may submit one or more proposals at any time up until the deadline with or without participating in all the steps of the RFP.  Normally, the only mandatory bidding requirement is to submit a Final Proposal by the published deadline.  The benefits of using this flexible process are: 

1. Ensuring that all bidders know what the requirements are; 

2. Increased chances of receiving responsive proposals; and

3. Establishing a “competitive framework” for proposals.

(“Competitive framework” is the phrase used in PCC 12101.)

RFP Process Flowcharts
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Now with some sense of the timeframe involved, let’s focus on the process flow.  And for short, let’s also use the term “RFP Team” or just “team” from here on for the Evaluation & Selection Team.  (Refer students to Handout 4-1.)  
This handout shows the solicitation process as multi-faceted.  That is, there are activities in the process that can happen almost anytime (e.g. proposed contract language changes, questions, initial protest, RFP changes) and then there are activities that follow others in the timeframe (e.g. proposal evaluations from Conceptual to Detailed Technical to Draft Proposals).  There are input and output documents.  They all are part of the RFP process.  

Pages 1-4 describe the general flow of activities and documents in the main RFP process.  Most of our time will be focused on these pages.

Page 5 describes the flow of the preliminary proposal evaluations.  Preliminary proposals are the Conceptual, Detailed Technical, and Draft Proposals.  They are preliminary because they are considered as only working versions of the actual Final Proposals in varying degrees of detail and completeness.  You can see that the process is the same for whatever type of preliminary proposal you are including in the RFP process.  

Page 6 shows a sub-process that kicks in when a RFP change is proposed, whether by the bidder or the RFP Team.  Proposed contract language changes would be considered a RFP change.  RFP changes can occur until the Final Proposals are received.

For completeness, Page 7 shows the sub-process dealing with protests.  This sub-process only kicks in if a timely protest is received during the RFP process.  Whether the protest is an initial protest or an awards protest, the process is similar when it comes to the handling of the protest by the RFP Team.  The only difference is the decision maker.  In the case of the initial protest, the decision maker is DGS Procurement Division Deputy Director or his designee.  In case of award protests, the decision maker is the Victims Compensation and Government Claims Board. 
Typical (Input) Documents
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Question: Starting from Page 1, what input documents, or documents received from bidders, might we possibly encounter in the process? (Wait for a response and then click)
1. Questions & Clarification Requests (Key Action #2 on model RFP schedule) (Example)
Questions or clarification requests are common in the RFP process, especially when requirements are complex, unusual, restrictive, incomplete, missing, and/or poorly written.  They are usually submitted early in the process if a Bidders Conference is scheduled.  The agenda for the Bidders Conference is partly based on those requests received prior to the conference.  Questions and clarification requests may also be submitted at any time during the process and oftentimes become the stimuli for RFP changes.

2. Letter of Intent to Bid (Key Action #4) (Example)
This document from a bidder declares its intent to participate in the RFP process.  What do we do with a Letter of Intent to Bid?  We create a mailing list of bidders, which we use for sending all RFP notices and changes during the RFP process. We also create a separate file for each bidder to collect their information and documents.
3. Bidder Confidentiality (RFP) Form (Key Action #4) (Example)
This is the form published in the RFP that we ask all bidders to sign and submit by a certain date.  It is the bidder’s promise to maintain confidentiality during the RFP process and is normally just filed.  No RFP details should be provided to any bidder unless a signed Bidder Confidentiality Form is on file.

4. Financial Responsibility Information (Key Action #4)
These forms are asked for the purposes of determining the responsibility of the bidder.  How we handle these documents other than filing them in bidder files is the subject of a workshop and will not be addressed here. (click)
Typical (Input) Documents 2
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5. Proposal Submissions (Conceptual, Detailed Technical, Draft & Final) (Key Actions #5, 7, 12 & 14)

Depending upon the steps included in the RFP, the types of proposals received will vary.  The Conceptual Proposal is generally concept oriented and usually is not as voluminous as the others.  The Detailed Technical Proposal is generally focused on how the technical requirements are met.  The Draft Proposal is supposed to be almost a Final Proposal except that the costs are omitted.  And the Final Proposal includes costs and is the actual submission that is evaluated for award. 
6. Proposed Contract Language Changes

This document is not mentioned in the Key Action Dates but is mentioned in the RFP Section II as an option for RFP participants.  For decades various IT companies had difficulties accepting the state’s standard contract terms and conditions.  As a result, in order to get competition and the needed solutions, the state allowed IT companies to proposed contract language changes.  
7. Requirements (Initial) Protest (Key Action #11)
When a bidder feels a requirement will preclude its ability to participate, it may file a requirement or “initial” protest.  This type of protest may have an impact on the RFP schedule depending upon the resolution time.
8. Award Protest (Key Action #17)
When a bidder feels its proposal should have been selected instead of the one selected by the RFP Team, it can file an award protest challenging the state’s decision.  This type of protest definitely affects the contract award date and contract implementation.
(If a student asks if the RFP needs to be changed to reflect the delay, the answer is NO.)

Typical Output Documents
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Now let’s look at output documents, that is, documents the RFP Team creates in the course of administering the RFP process.  For perspective on use, let’s classify them as Bidder-Focused or Internal Use.   The Bidder-Focused documents are created for all bidders or specific bidders in the process.  Some are created in response to a document submitted by a bidder.  Others are created to inform all bidders of some new information or status.  Care should be taken to ensure that no confusion or conflicts are created via these documents and that the RFP competitive framework is not compromised.  
On the other hand, Internal Use documents are created by the RFP Team as tools to administer the process or comply with rules.  They are primarily used by the RFP as aids in administering the process and will be public records once the Notice of Intent to Award has been posted.
One general note before we proceed further:  To save trees, money and time, documents for all bidders are generally posted online with email alerts sent to all bidders.  Documents for specific bidders should be sent via regular or express mail to maintain confidentiality.  Emails are not to be considered sufficiently secure to use for this purpose.  Extra care should be taken to ensure the contents of the document are appropriate for that bidder.  
(click)

Typical (Bidder-Focused) Docs
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Question: Looking at the process flowcharts, what documents would we consider Bidder -Focused?  (rhetorical) Starting on Page 1 of the handout, we see (click)
1. CSCR RFP Ad  (Example)
This is the online public notice published in the CSCR that advertises the RFP.  The RFP #, publication date, due date, agency, estimated value of contract, duration of contract, any license requirements, and location are mentioned with a brief description of the contract scope. (click)
2. RFP & Addenda (Key Action #1) (Addenda Example)
Everyone is familiar with a RFP from Session 2.  It is normally published online with an access link in the CSCR ad.  However, the RFP is not always perfect and from time to time will need to be changed.  We use an addendum to make any RFP changes.  Just as with all RFPs, all RFP changes will need DGS Legal Office’s approval prior to release.  Please allow 10 working days for their review and approval.  The addendum is also posted online, preferably as a separate document from the RFP and any other addenda.  (click)
3. Addendum Notice (Example)
All bidders need to stay current with RFP requirements.  A notice re the addendum be sent to all bidders at the same time the addendum is published.  The notice should be worded very carefully and clearly.  (click)
4. Response to Q’s & Clarification Request 

For every question and clarification request received by the team, a response is prepared quickly to mitigate any schedule changes.  The response is bidder specific and should be handled carefully to maintain confidentiality.  It is usually sent via email to mitigate the need for any schedule change. (click)
Typical (Bidder-Focused) Docs 2
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5. Question & Answer Set (Example)
Rather than posting questions from each RFP participant separately, they should be consolidated into Q&A sets to mask the source, minimize any information about the competition, and to reduce the amount of work in posting.  Questions and answers may need to be “sanitized” or reworded slightly to remove any hint of the source.  A template for the Q&A set should be found in the E&STP Manual.  (click)
6. BC Agenda, Site Visit Info & Transcript 
After receiving questions prior to the set date published in the RFP for such questions, the RFP Team will create and post an agenda for any planned Bidders Conference.  
If a site visit is arranged for all RFP participants, it normally is scheduled to follow the Bidders Conference to minimize costs with the information posted on the RFP website.
For the Bidders Conference, the RFP Team normally hires a transcriber to take notes and provides a written copy to the team for public posting on the RFP website.  (click)
7. Proposal (Conceptual, Detailed Technical & Draft) Evaluation Letter (Example)
Preliminary proposals (i.e. proposals other than the Final Proposal) are evaluated with deviations from RFP requirements noted in a standard format.  The deviation notes are then attached to a cover letter addressed to the RFP participant submitting the proposal.  For expediency, this letter becomes the notice and agenda for any follow up Confidential Discussion for that proposal. (click)
8. Confidential Discussion Memo (Form)
After the Confidential Discussion is concluded, the RFP team documents the next steps for the proposal to be responsive in the form of a Confidential Discussion Memorandum.  This document is then used for evaluation by the team when the next proposal is submitted. (click)
Typical (Bidder-Focused) Docs 3
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9. Approved Contract Language Changes 

For every proposed contract language change letter received, a written response needs to be prepared and mailed.  The response is the official approval for any contract language changes approved for that bidder.  Any approved contract language changes should also be made available to any other bidder without divulging any hint of the source by posting on the RFP website.
10. Demo Request Letter (Optional)
After ranking the proposals in line for award, the team normally requests a demonstration from the highest one to verify it is totally responsive to RFP non-cost requirements.  The letter usually includes specifics about any requirements that the RFP Team would want to see demonstrated, often verifying claims made in the proposal.  Current practice has been to include the demo in a Confidential Discussion, which would make this document obsolete.
11. Notice of Intent to Award (Key Action #16) (Example)
After completing the evaluation of all Final Proposals and getting the necessary oversight approvals, the RFP Team will prepare and post a Notice of Intent to Award on the RFP website.  This notice starts the clock on the 5-day protest waiting period.  (click)
12. Contract Award (Key Action #19) 
If no award protest has been filed during the published protest period for the RFP, the team may proceed to award the contract.  The form of the contract is usually included in the RFP.
Now all these documents are the typical output documents in the RFP process but there may be other documents the team creates depending upon various unique situations (e.g. late proposal submitted, proposals delivered to the wrong office).  An appropriate letter may be written by the team in those instances. If you have any questions about unique situations and how to handle them, you should contact PD’s Policy & Procedures Unit for guidance. (click)

Typical (Internal Use) Documents
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In addition to the documents we receive from and those we send out to bidders, we also produce a number of internal documents to comply with state rules or just to manage the process.  Question: Now looking at the process flowchart again, can anyone think of documents of this sort that fall into this category?  (At least mention the following items and their use.)
1. E&STP Manual (DMV Sample) (FTB Handbook)
This document captures the team procedures for administering the RFP process including proposal evaluation and responses to bidders.  It is especially handy as a template source for output documents. 

2. Conflict of Interest & Confidentiality Form (Form)
This is the form that is referenced in SCM V3, Section 4.A1.3 that all RFP Team members need to sign and keep it in the RFP file.

3. Mailing List (Example)
From the Intent to Bid letters a mailing list is created for dissemination of notices and changes to the RFP.  Email and street addresses are typically listed.  Sometimes fax numbers, contacts, SB/DVBE certification, and other bidder information is also added to the list for convenience.
4. Sign-in Logs for Meetings (Form)
At all meetings in the process involving bidders, sign in sheets are useful to document attendance and to send notes or follow up on discussions.

5. Proposal Receipt Log (Example) & Checklist (Example)


As proposals are received from RFP participants, they must be logged for the date and time of receipt.  Because there are RFP requirements for the submission of proposals, a separate checklist is normally used to ensure that all those requirements have been met (e.g.  sealed condition, format and completeness).  
Typical (Internal Use) Documents 2
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6. Cost Proposal Certification (Form)
As required by law (PCC §12102) and described in SCM V3, Chapter 4 (page 54) the RFP Procurement Official (usually the RFP Team Leader) needs to sign this form and keep in the RFP file permanently.  The Procurement Official certifies under penalty of perjury that the cost proposals have been sealed and under lock and key until opened by the RFP Team for evaluation after the non-cost sections of the proposals have been completely evaluated.
7. Worksheets/Notes

Depending upon the procedures used, various worksheets and/or notes may be created by the team in the course of the RFP process.  Electronic worksheets are especially handy to do the calculations and summation of costs, especially when socioeconomic program requirements are included in the RFP.  
Notes may be useful in identifying issues or items for discussions.  Because of their frequency and for expediting evaluations, some notes might be created using template forms.  For example, the proposal Evaluation Letter sent to bidders might consist of a cover letter with the notes attached.  
Specific notes documenting contact by the bidder for the purposes of complying with the DVBE participation requirement are common.  Some RFP Teams use the mailing list to collect this information.
8. Evaluation & Selection Report

The most important of all internal use documents is the Evaluation & Selection Report (aka Evaluation & Recommendation Package).  This document will become the main source of information on the RFP process used, the evaluation results, and how the winner was selected. (click)
Typical Activities
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Other than the organizational activities we talked about yesterday, let’s look at the typical activities in the process and how we handle them. (click)
1. Advertise the RFP
This online activity is documented in SCM Vol 3 Chapter 4.A2.0 .  It is fairly easy to do and was covered in the BCP Day 5 training classes.  It will not be addressed in detail today except to mention that it normally is done in conjunction with the RFP publication.  Sometimes the ad includes a link to the posted RFP. (click)
2. Publish the RFP (& Addenda)
The RFP and any addendum are usually published on a website with other related documents to provide bidders easy, quick access to current RFP information.  A template for an addendum should be included in your E&STP Manual for easy access and use.
Question: Does everyone already have experience advertising and publishing RFPs?  (click)
3. Respond to bidders re Q’s, clarifications & proposed contract language changes
To respond to bidders on questions, clarifications and/or proposed contract language changes, you can use the generic cover letter  template in the E&STP Manual for a response letter with specifics attached or incorporated in the text.  Be careful, concise and consistent in your response.  
Question: Anyone here answer questions over the phone with bidders?  (Wait for responses and stress importance of using written correspondence in lieu of phone calls to disseminate information.)  There is also a tendency to receive questions via email or phone from RFP participants instead of a formal letter.  Care must be taken to ensure that any response be put in writing and as appropriate, posted for all RFP participants, usually as part of a posted Question & Answer Set, which itself might be incorporated in an addendum.  
Typical Activities 2
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4. Prepare a Q&A set 
Preparing a Q&A set is a little more difficult because some tact must be used in preparing the questions and answers without divulging any hint of the source.  A template would facilitate quick development.  We will practice this later too.

5. Conduct a Bidders Conference & Site Visit 
For those of you interested in having a Bidders Conference, site visit and the associated agenda, transcripts and notices, there is a workshop planned as part of this Intermediate Acquisition Certificate Program that will address them in detail.  So we will not cover this activity today and proceed on.

6. Track RFP participants

The next activity is listed as tracking the RFP participants.  This activity involves creating an electronic mailing list for future notices and RFP changes, and setting up a file structure (electronic & physical) so bidder documents and information can be found quickly.
Question: Any more questions about mailing lists or bidder files at this point?  (If any, take questions and answer them.)
(click)

Typical Activities 3
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7. Evaluate Proposals (Conceptual, Detailed Technical, Draft)

Because this activity is quite involved, let’s come back to this one in a few minutes. 
8. Consider RFP Changes (Including Proposed Contract Language)
See Page 6 of the process flowchart for how to handle these requests.  The team should review the proposed changes for appropriateness.  Since the response involves legal review and approval, the team’s duties also include transmitting the request to legal for a proposed response and once the legal review is completed, to prepare and send a written response to the requester along with posting the approved variation for any and all bidders in that RFP process.  Templates for the transmittal and response documents would help expedite the process.
9. Handle an Initial Protest

See Page 7 of the process flowchart for how to handle an initial protest.  Despite a protest’s negative vibes, it is actually easy to handle since the team’s responsibility is just to transmit the protest quickly to DGS/PD for decision.  The team does need to provide an assessment as to the validity of the claim(s) or ground(s) made by the protestant at this time but will need to later for a decision to be made.  The unit would provide the team with its support in getting a written decision from the DGS/PD Deputy Director.  The decision would be sent directly to the protestant with a copy for the team.  A RFP change may be needed if the schedule is impacted by the protest process. 

Typical Activities (Sessions 4&5)
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The following activities occurring in the RFP process after receipt of Final Proposals will be covered in the next sessions in more detail.  They are
· Evaluate Final Proposals
· Conduct demo
· Conduct Cost Proposal Opening
· Issue E&S Report
· Issue NIA
· Handle Any Award Protest
· Prepare contract
Now let’s go back and talk about evaluating preliminary proposals.
(click)

Steps in Evaluating Proposals
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Recall that we were talking about the Conceptual, Detailed Technical & Draft Proposals.  Despite the differences in details and focus, the process to handle them is essentially the same.  See Page 5 of the Process Diagram handout for the description.  We will cover the procedures for handling them today.  The actual evaluation of these proposals however, varies with the content and will be covered in Session 4 Evaluation of the IACP.  

In evaluating proposals, the steps are:
· Log in proposals

· Evaluate proposals

· Identify items for discussion or change

· Prepare confidential discussion agenda

· Conduct confidential discussion

· Document meeting & next steps
In logging in these proposals as well as the Final Proposals, proposal receipt log and checklist forms might be used to consistently track them. We talked about these forms earlier.  The date & time of receipt as well as compliance with other proposal submission requirements must be recorded.
In reviewing proposals, we might use an evaluation form or worksheet for each proposal, which should be published in the E&STP Manual.  We normally would identify the RFP requirements and the deviation we found in the proposal. In some evaluations, you might note quite a few deviations and in others, very few.  Often, different RFP team members would evaluate different sections of the RFP and the notes would be consolidated in single document.

After noting the deviations form requirements, our next step is to meet with the bidder to discuss the requirement deviations.  This is called a Confidential Discussion and we will get some practice at this in a later exercise.  To facilitate the discussion, the RFP Team would prepare an agenda using the evaluation notes as an attachment.  The agenda would be sent to the bidder along with other pertinent meeting information (e.g. location, time & date, directions, contact, and suggestions for bidder participation).

After the Confidential Discussion, the RFP Team should document the meeting and note the next steps for that bidder to proceed successfully to the next step.  The document would be in the form of a Confidential Discussion Memo, a template for which should be included in the E&STP Manual.   (click)

Exercise 1 – Document Handling
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Divide the class into groups of 6-8 students.

Each group will read Handouts 4-2, 4-3, 4-4 & 4-5, then decide who will be the Procurement Official (signer), what documents should be done by whom and with what content within the allotted time.  Electronic copies of the handouts and the CDAA manual template may be found on the IACP3 website.  Using these electronic copies, the group members will create the following documents: 
(1) RFP addendum (use Attachment 2); 
(2) RFP addendum notice (use Attachment 20); 
(3) Q&A set (use Attachment 4); 
(4) Confidential Discussion agenda (use Attachment 13); and finally 
(5) Detailed Technical Evaluation Letter (use Attachment 14).  
Assume that today’s date is Feb 8, 20xx and any information that is needed to complete the documents.

Time allotted for exercise: 45 minutes (25 to prep docs, 20 for class discussion.)

Moving Along
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We have just concluded the section on Managing the Process and will be moving on to our next topic of Facilitating Confidential Discussions.  

Question: Before we move on though, does anyone have any questions?  (Answer questions or defer to break or after class to answer.)
OK, let’s move on.

(click)

Facilitating Confidential Discussions
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Confidential discussions are a key part of proposal evaluation.  Today we shed some light on this subject.  We will address 

· Purpose

· Creating Meeting Agenda

· Conducting Discussions

· Documenting Discussions

· Conclusion & Follow Up

(click)

Purpose of Discussions
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We mentioned before that part of the process in evaluating preliminary proposals is to have informal confidential discussions where both sides (the RFP Team and the bidder’s team) would have an opportunity to discuss the responsiveness of the submitted proposal, especially the vague or non-compliant portions.  Both sides will have a better understand of what it includes and how it does or does not meet the RFP requirements as submitted.  This would help ensure the bidder’s Final Proposal is responsive.  

Creating Meeting Agenda
	Slide 29
	


The key for any productive meeting is an agenda.  It will set the (time and scope) boundaries of the discussion and helps the participants focus on the topics at hand.  If you recall from our previous exercise, the RFP Team normally uses the Proposal Evaluation Letter sent to the bidder as the agenda.  In most cases, the discussion items may be very technical or editorial at times but helpful for the bidder to submit a clearly responsive proposal.

The agenda should

· State meeting date, time & location.

· Identify, invite participants.

· Focus mainly on major concerns and vague and/or non-compliant portions of proposal.

· Address next steps.
· Be sent in advance of meeting
Confidential Discussions
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The participants of the confidential discussions are the RFP Team and the bidder’s team.  If needed, a meeting facilitator might also be used although someone on the RFP Team might easily fulfill this role.

 (click)
State Role in Discussions
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Once participants arrive, the RFP Team normally uses a sign-in sheet to record attendance.  Using a template in the E&STP Manual would standardize the sign-in sheets.
The RFP Team Leader usually
· Moderates the discussions.
· Ensures appropriate team representation participates.
The RFP Team members will
· Caucus re the meeting strategy and decide on the spokesperson before the meeting starts

· Listen and take notes, especially of any agreements and decisions made 

· Ask questions to gain a clear understanding of the proposal as submitted

· Clarify any written comments given the bidder.
· Express reservations of any requirement not satisfied by proposed response
· Not make counter proposals

· Send a Confidential Discussion Memo to the bidder that documents any agreements and decisions made as well as next (corrective) steps.  
Sometimes the bidder’s team may want to discuss contract language changes.  Those discussions should be done separately from this one focused on proposal responsiveness.

For all confidential discussions, it is paramount to maintain confidentiality.  Any breach of confidentiality would be treated seriously.
Bidder Role in Discussions
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The bidder’s team might include the rep as well as a technical person and possibly even a legal counsel and/or a subcontractor or two, depending upon the discussion items.  

The bidder’s lead representative will 
· Give a brief overview of proposal.

· Address the state’s major concerns and any questions arising from meeting.

· Propose appropriate changes to proposal.

· Take sufficient notes for next proposal submission.
· Follow up if the Confidential Discussion Memo is inaccurate.
Facilitator Role in Discussions
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Sometimes the RFP Team may need a meeting facilitator, especially if the RFP Team Leader is participating in the discussions so extensively that s/he cannot moderate the meeting.  If you do use a meeting facilitator, the facilitator will also need to sign a confidentiality form as well.
Documenting Discussions
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As the discussion items are addressed in the meeting, the RFP Team should note the resolution.  These notes would be summarized in an official record called a Confidential Discussion Memorandum and sent to the bidder after the meeting as a reminder of the discussions and most importantly, the changes needed for a responsive proposal.  Any oral statements made in the discussions are not binding unless included in the memo.
Conclusion & Follow Up
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After all the agenda items are discussed, the moderator summarizes the meeting and next steps.  Sometimes the bidder is asked to summarize the meeting and next steps just as a confirmation of their understanding.  And as we mentioned before, the Confidential Discussion Memo would be sent to the bidder within 2 work days.  It would also be used by the RFP Team as an evaluation aid when the bidder submits their next proposal.
Exercise 2 – Mock Confidential Discussion
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Divide the class into groups of 6-8 students and assign to different rooms.  Each group will further be divided into a RFP Team and a bidder team.  The bidder team should have at least 2 students, one for the bidder rep role and other for the technical support person.  The RFP Team will use one of its members for the role of meeting facilitator.  The rest of the members will decide what roles they want among leader,  technical expert, admin expert, and department contact (scribe).  If there are not enough members to fill all roles separately, combine roles and assign to a team member.

Each RFP team will meet with their corresponding bidder team in an assigned room.  The teams will take a few minutes to read the handout material and then proceed to have a Confidential Discussion.  After the discussion is over, the State Team scribe is to draft a Confidential Discussion Memo.  At the start of the discussion after introductions, the bidder team will give a brief overview of their proposal and then proceed to discuss the agenda items. Students may use templates on the Student CD for the memo.  
Discuss experiences and memo comments made.  Variations in discussion format and roles may be discussed to match current practice. 
Time allotted for exercise: 30 minutes/ discussion & memo, and 20 minutes for class discussion.
If time permits, the group might do a 2nd round where the teams are reconstituted by switching roles.  All bidder team members are to be replaced with RFP Team members to get different perspective.

 (click)

Moving Along
	Slide 37
	


We have now finished the first 2 topics of the day and will proceed on to the last topic and probably the most important one.  And that is maintaining procurement integrity.
(click)
Maintaining Procurement Integrity
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What is procurement integrity, why is it needed, and how do I maintain it, are the questions that come to mind when this type of topic is discussed.  I have yet to find a straightforward answer somewhere, maybe because it is nebulous to most people.  But let’s try.
(click)

What is Procurement Integrity?
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Question: Let’s start with integrity.  What do you think it means? (Wait for answer and discuss) 

Well, integrity is defined in Merriam-Webster’s Online Dictionary as
· Firm adherence to a code of especially moral or artistic values (i.e. incorruptibility)
· An unimpaired condition. (i.e. soundness); and/or
· The quality or state of being complete or undivided (i.e. completeness).
Question: Using those terms, it sounds somewhat vague, doesn’t it?  In simpler terms, integrity is doing the right thing when no one is looking.
If we relate these phrases to our procurement world, we might get a clearer picture what procurement integrity means.  Firm adherence to a code might be equivalent to firm adherence to procurement rules – i.e. the laws, regulations, policies and procedures – with no corruption.  Unimpaired condition implies no defects nor degradation nor bad situations.  Losing a protest because we did not follow the rules would be a bad situation.  And quality or state of completeness might refer to the whole procurement system – i.e. the documents involved, the way we handle activities, the resources we use, and the rules we follow to award contracts for items we need.  It all makes up a complete procurement system.
Hence, procurement integrity is firm adherence to all procurement rules in a manner that does not impair the procurement system for future use.
Question: Now does anyone have any problems with this description?  If not, we will proceed.  (Discuss any feedback and get agreement to move on.)

Why is It Needed
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Now that we have described procurement integrity, why is it needed?  (rhetorical)  The answer is to provide
· Public trust and support for the procurement process

· Basis for full and fair competition, where there is
· Perceived objectivity

· Common standard for evaluation

· More competition as a result
Ways to Maintain Integrity
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Question:  Paul Simon wrote a song named “50 Ways to Leave Your Lover” back in 1975.  Anyone remember it?  (rhetorical) Well, we don’t have 50 ways to maintain integrity but we will list quite a few for you.

Now how do we maintain it? (rhetorical – however, if you want to reinforce the learning, ask class to identify what part of definition the action would pertain to after reading each answer)   

The answers are (click)
1. Say what you mean, do what you say  (Adherence) (click) 
2. Follow the RFP rules (Adherence) (click)
3. Do it right the first time (Soundness) (click)
4. Don’t change rules after RFP posted (Soundness)  (click)
5. Treat all participants fairly (Adherence + Soundness) (click)
6. Be professional (Adherence + Soundness) (click)
Ways to Maintain Integrity 2
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7. Avoid real or apparent conflicts of interests (Adherence) (click)
8. Avoid conflicts in RFP (Soundness) (click)
9. Do not put yourself in a questionable situation (Soundness) (click)
10. Establish/maintain security & confidentiality (Adherence + Soundness + Completeness) (click)
11. Document the file for public review (Adherence + Completeness)  (click)
Ways to Maintain Integrity 3
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Resist or avoid:
12. Restricting the number of participating bidders (Adherence) (click)
13. Giving bidders very little time to participate in process (Soundness) (click)
14. Abuse of confidentiality (Soundness) (click)
15. Little RFP publicity or vague description (Adherence & Completeness) (click)
Ways to Maintain Integrity 4
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Resist or avoid:
16. Not clearly stating all requirements (Completeness) (click)
17. Writing restrictive specifications (Soundness) (click)
18. Incomplete, vague, subjective or unwritten evaluation criteria (Adherence, Soundness & Completeness)

Now we have only listed 18 of the many ways to maintain procurement integrity.  The point to be made here is to keep your focus on maintaining procurement integrity since risk of corruption may be found throughout the whole procurement process.

Also, Handout 6-1 (DGS/PD Procurement Code of Ethic) is included in your workbook as an aide in dealing with various RFP situations or circumstances.

(click)
Exercise 3 –Case Reviews
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Divide the class into 3 groups.  The students in each group will read an assigned case, discuss it among themselves and identify what the problematic action(s) are that may affect procurement integrity, what the risks of corruption are, and what should be done.

Once all groups have completed their assignments, the class will reconvene and have each group present their case and recommendations.

Cases are

1. Case 1 (Handout 6-2)
2. Case 2 (Handout 6-3)
3. Case 3 (Handout 6-4)
Time allotted for exercise: 20 minute for/ group discussion & 10 minutes for class discussion.

Summary Comment:  Hopefully today, you have learned something about procurement integrity and how to maintain it.  The suggestions discussed in class are, by no means, the only things you should do.  But it should give you a better sense for how to perform in your procurement official capacity while conducting a RFP process.

(click)

Moving Along
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We have now completed the last topic for this session and just have a few last things to do to close this session.  (click)
Session Closing
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We will 

· Review today’s objectives (click)
· Take any remaining questions you may have (click)
· Take a quiz to test your learning today (click)
· And lastly, do a final wrap up
(click)
Objectives Review
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As you may recall our objectives for today were 

· Handle typical documents & activities of a straightforward competitive IT procurement.  We did this in Exercise 1 today. (click)
· Facilitate confidential discussions with RFP participants to enhance RFP success.  We did this in Exercise 2 today. (click)
· Discuss need and how to maintain procurement integrity during RFP process.  We did this in Exercise 3 today.
(click)
Questions
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Now, do we have any lingering questions in anyone’s mind regarding today’s training material?  (Field all questions.)  Any other questions?  (Field all questions.)
(click)
Quiz
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We will now take 10 minutes to answer a written, open book quiz covering subjects in Sessions 1-3 and then review the answers.  Fill in the blanks at the top of the front page.  At the end of the discussion, please turn them in.  We will keep them for review of training effectiveness.
Wrap Up
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As a final act for this session, please take a few minutes and complete the Class Evaluation Form.  You can leave them at the front of the room when you are done.

Enjoy the next sessions on Evaluation & Selection and thank you all for attending today.
(End of class)
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