Technology Purchase and RFP Client Review Prep Meeting

Wednesday, October 31, 2012

The review process can be triggered by the items in the box below. Date Last Changed
(If you want a review and the requirements have not been meet see your POC)

You can do an emergency RFP review if you have permission and it is

Or

less than 15 days until the RFP must be released

It is 30 days before
the RFP must be

released

At least 25-50% of

the user You have the
requirements are Vendor
complete

You have the
technology

selected

—>

The project lead or their designated technology purchase/

committee the Client Review Prep Meeting template along with

any other pertinent documentation make the Entry Point an
optional meeting attendee

technology transfer/RFP project lead (TPL/TPL/RPL) sets up a Itis assumed the TPL/TTL/RPL
meeting with the BIT Tech Purchase RFP Review Committee. is the BIT POC unless other
At least 2 days before the meeting the POC emails the review arrangements are made

The representatives of the client,
project team, and BIT Tech Purchase
Review Committee meet

ave the goals o
the meeting been

met?
Yes

Yes

The project team

Goals of the RFP Review Prep Meeting

To establish a relationship between the client
and BIT

To help the client understand BIT’s role and
responsibilities in the process

To discuss and understand all of the issues
that can impact a project

To establish a common understanding of the
client’s goals

After the meeting the meeting notes is sent to all

invitees for comments

The finished notes will also be sent to the entry

point to be put in the archives

This process is

refines or defines
new requirements

ew informatio

Yes significant enough

to require another
meeting

complete
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