Technology Purchase and RFP Review Process

Enter from client
prep review process

[The Entry Production Control
Point has a Entry Point (EP)
Task List with receives an email

with an attached
package

the procedures
to be used. It

takes a
minutes to
process a
document.
EP checks email has
appropriate

documentation or it
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Emergency RFP

Is the package
complete?
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The EP logs the
email in and sets a

the date needed if it
is an Emergency
RFP.
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The EP puts the
package together and
sends link with the
“due-by-date” to the
Division Directors &
Technology Purchase
and RFP Review
Committee
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The Technology Purchase and
RFP Review Committee review
the package and send comments
to Coordinator who combines
recommendations and send to

EP and Directors. Directors are The Division
1 notified that the Directors separately
Jp committee has Made emmmmmmpy review the package 4
* their and write their
recommendation. responses.
The EP receives
notification that the \_/—\
committee has made
their
recommendations
and logs it.
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Process can Review

1. Client Questions
3. RFI
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Date Saved

4. Emergency RFP (Can only be approved by a Division Director or BIT Commissioner)

5. RFP (Must be from recognized RFP Project Lead)

6. Revised RFP

7. Vendor Proposals
8. Vendor Questions
9. Evaluation Matrix

10. Technology Transfers and Purchases (Must be from recognized Technology Purchase

Project Lead)
11. Contracts

Process can Schedule
1. Client Meetings

2. Vendor Meetings

EP checks if email:
1) Is from a RFP Project Lead (RPL)
2) Has RFP & completed Client Review Template

or

3) Is an approved emergency RFP

or

4) Is arequest to reply to Vendor questions

or

5) Is a request to participate in Vendor selection

Note missing
sections and return
No—> to originator with
note on what is

missing

The review process is designed to:
1. Track the document

completion date,or | 2. Distribute document for review

3. Make recommendations in a
predetermined amount of time

The process also establishes a document archive.

The committee’s has three categories of
recommendations:

1) Yes, no changes

2) Yes with minor changes

3) Yes with major changes

An absolute no is not an option!

The Division

No, return to RPL
or TPL for revision

Yes, go to OPM
process

The responses are sent
to the RPL or
Technology Purchase

Lead (TPL)

The Coordinator
combines the

' Division Directors
responses and puts

them into the
archive.
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