Roles and Responsibilities Definitions 

Table 1 below is a brief description of the individuals or groups that have roles in the RFP Process.  

Table 1- Individuals and Groups Involved in RFP Process

	Short Title
	Individual or Group
	Description

	DGS
	Department of General Services 
	DGS is the control agency over this procurement and has approved a one-time procurement delegation, Approval No. DO-227 to FTB.  Review and approve various documents pertaining to the RFP and concurrence with the contract award.

	EST
	Evaluation Support Team, including subject matter experts
	Provide research support to PCO and Evaluation Team during the Compliance Phase and the Final Phase of the procurement.

	ETL
	Evaluation Team Lead
	Evaluation Team Lead is a member of the Evaluation Team with the responsibility to facilitate team discussions and consensus meetings and to report status to the PCO. 

	Evaluators
	Evaluators
	FTB staff assigned to review the Detailed Technical Proposals, participate in Confidential Discussions, review Draft Proposals, and evaluate the Final Proposals. 

	PM
	Project Manager, Filing Services Bureau
	Under the direction of the Project Sponsor, the Project Manager manages the development of the RFP and oversees the management of the Compliance phase of the procurement.  The Project Manager acts as the spokesperson for the State during Confidential Discussions with the bidders.  The Project Manager is also a decision maker of the Issue Management Process. 

	PS
	Project Sponsor, Filing Services Bureau Director 
	The Project Sponsor has the responsibility for defining the overall project goals and objectives.  The Project Sponsor provides guidance and support to the Project Manager and ensures the necessary resources are made available, resolves problems, and provides direction to the Project Manager.

	PCO
	Procurement and Contracting Officer
	The Procurement and Contracting Officer has overall responsibility to ensure that all procurement and evaluation processes are conducted legally and consistent with State procurement policy.

	PCP
	Procurement Contact Person
	Primary point of contact between bidders and the project staff during the procurement.

	PST
	Procurement Support Team
	Provides ongoing support throughout the procurement to the PCO and the PCP.  Prepares all procurement rooms and monitors them for security.  Receives and maintains all proposals securely.  Conducts closeout activities. 


Roles and Responsibilities Matrix 

The Responsible, Approve, Consult, and Inform Matrix (RACI matrix) describes roles and responsibilities for individuals or groups involved in the procurement process.  Organizational entities are specified along the horizontal axis and activities/products are specified along the vertical axis.  The letters R, A, C, and I are used for responsibility, approval, consult, and inform respectively to specify organizational responsibilities for the stated work activities/products.  Since individuals and groups described in Table 1 have different responsibilities for different procurement process activities, the RACI Matrix is organized into five task groupings including:  Communications with Bidders, Administrative Tasks, Orientation Tasks, Compliance Phase Review Tasks, and Final Phase Evaluation Tasks. 

The following key applies to the RACI Matrix:

Responsible (R) – indicates the person/entity doing the work or the entity responsible for ensuring the work gets done.

Approve (A) – indicates the person/entity who agrees that work meets “acceptance criteria” and is the signature authority.

Consult (C) – indicates those who must provide input to the responsible entity.

Inform (I) – indicates those who receive status updates or are on a distribution list for approved deliverables within context of this matrix scope. 

Table 2 - Responsibility, Approve, Consult, Inform Matrix

	
	DGS
	Project Sponsor
	Project Manager 
	Procurement and Contracting Officer
	Evaluation Team Lead
	Procurement Contact Person
	Evaluators
	Evaluation Support Team
	Procurement Support Team

	Communications with Bidders

	Point of contact between Project and bidders for written/telephonic communication
	
	
	
	A
	 
	R
	
	
	

	Respond to bidders’ requests for project information from Procurement Library
	
	
	
	A
	 
	R
	
	
	

	Meet with bidders during Confidential Discussion Meetings
	
	C
	R
	R
	R
	 
	R
	
	 

	Request Final Proposal clarification from bidders during Evaluation
	
	C
	C
	R
	R
	C
	C
	
	

	Publish Addenda to the RFP
	A
	
	C
	R
	R
	R
	
	
	

	Administrative Tasks

	Setup, clean up, and secure Review and Evaluation Room(s) 
	
	
	
	A
	
	R
	
	
	R

	Track review and evaluation materials 
	
	
	
	A
	
	R
	
	
	R

	Setup and clean up Confidential Discussion room 
	
	
	
	A
	
	R
	
	
	R

	Monitor Evaluation Team activities for process compliance
	
	I
	I
	A
	R
	R
	
	
	R

	Respond to Evaluators’ requests for materials and supplies
	
	
	
	A
	
	R
	C
	
	R

	Provide Status
	
	I
	I
	R
	R
	
	
	
	

	Publish Envelope 1 evaluation scores 
	
	I
	I
	R
	C
	
	
	
	C

	Conduct Cost Proposal (Volume III) opening
	
	I
	I
	R
	I
	R
	
	
	

	Orientation Tasks

	Develop and present orientation materials
	
	
	R
	R
	
	
	
	
	

	Attend orientation 
	
	
	
	C
	R
	R
	R
	
	R

	Follow orientation record keeping guidelines
	
	
	
	R
	
	R
	R
	R
	

	Compliance Phase Review Tasks

	Administrative review of Detailed Technical Proposals
	
	I
	I
	A
	I
	
	R
	
	

	Complete Administrative Defect Identification Document 
	
	I
	I
	A
	I
	
	R
	
	

	Nonadministrative review of Detailed Technical Proposals
	
	I
	I
	C
	A
	
	R
	
	

	Complete Nonadministrative Defect Identification Document 
	
	I
	I
	C
	A
	
	R
	
	

	Transmit Defect Identification Document to Bidder
	
	I
	I
	R
	I
	R
	
	
	

	Track Evaluators’ Clarification Requests and Confidential Discussion Agenda Item Requests
	
	I
	I
	A
	I
	R
	
	
	

	Resolve/Dispose of Evaluators’ Clarification Requests
	
	
	
	R
	
	I
	
	
	

	Follow Compliance Phase Proposal Record Keeping Guidelines
	
	
	
	C
	
	
	R
	
	

	Recommended contract changes to DGS for approval
	A
	C
	C
	R
	C
	
	
	
	

	Transmit approved contract changes to Project Manager for direction to issue RFP Addendum
	A
	I
	I
	R
	I
	
	I
	
	

	Determine Meeting Agendas
	
	I
	C
	R
	C
	I
	C
	
	

	Arrange Date and Time with bidders
	
	I
	C
	R
	C
	R
	
	
	

	Select Meeting Room 
	
	I
	I
	R
	I
	I
	I
	
	

	Issue Meeting Notices to bidders
	
	I
	I
	R
	I
	R
	
	
	

	Setup, Cleanup, and Secure Meeting Room 
	
	
	
	A
	
	R
	
	
	R

	Assign Research
	
	
	I
	A
	R
	
	
	I
	

	Conduct Research
	
	
	
	A
	
	
	C
	R
	

	Recommend RFP Addenda
	
	C
	R
	R
	C
	
	I
	
	

	Determine appropriate method for clarification:  RFP Addenda,  Nonconfidential Discussions, Nonconfidential correspondence, confidential correspondence
	
	
	R
	C
	C
	
	I
	
	

	Authorize Addendum to RFP
	A
	C
	R
	
	
	
	
	
	

	Issue RFP Addenda
	
	C
	C
	R
	
	
	I
	
	

	Prepare Nonconfidential Correspondence 
	
	
	C
	R
	C
	
	
	
	

	Final Phase Evaluation Tasks

	Administrative review of Draft Proposals
	
	I
	I
	A
	I
	
	R
	
	

	Complete Administrative Defect Identification Document 
	
	I
	I
	A
	I
	
	R
	
	

	Nonadministrative review of Draft Proposals
	
	I
	I
	A
	I
	
	R
	
	

	Complete Nonadministrative Defect Identification Document 
	
	I
	I
	A
	I
	
	R
	
	

	Transmit Draft Proposal-Defect Identification Document to Bidder
	A
	I
	I
	A
	I
	R
	
	
	

	Administrative Review of Final Proposals
	
	
	
	A
	R
	
	R
	
	

	Nonadministrative Review of Final Proposals
	
	
	
	A
	R
	
	R
	
	

	Determine Administrative Defects Materiality
	
	
	
	A
	I
	
	R
	
	

	Manage Evaluation procedural activities and logistics
	
	C
	C
	R
	C
	
	
	
	

	Track Evaluators’ Requests for Clarification
	
	I
	I
	A
	I
	R
	
	
	

	Resolve/Dispose of Evaluators Requests for Final Proposal Clarification
	
	
	
	R
	C
	
	I
	
	

	Follow Final Proposal Record Keeping Guidelines
	
	
	
	C
	
	
	R
	
	

	Prepare Evaluation and Selection Report
	
	I
	I
	R
	C
	R
	C
	
	

	Review and Concur with Evaluation and Selection Report
	A
	
	R
	R
	
	
	
	
	


