Request for Proposal Check-Off List

(Mandatory if over $50,000)
All of the following documents will become part of the RFP file located in _____.
AS Materiel Division, State Purchasing Bureau (SPB) if O5 process

Agency if O3 process

	
	Requisition 
Agency enters in NIS for appropriate agency approvals before routing to SPB for processing. 
(O3 Document if Agency is processing)

(O5 Document if SPB is processing)

	
	

	

	
	RFP Document
Agency to provide Word document, current version on website, with track changes activated to SPB for review, approval, and posting.

	
	

	

	
	Agency provides six (6) digit billing code and business unit 
Agency provides to SPB, six-digit billing code and applicable business unit for copying and mailing charges.

	
	

	

	
	Agency RFP Contact

Agency provides RFP contact name, phone number and email address.

	
	

	

	
	List of Vendors from Agency

Agency provides a list of suggested vendors to SPB.  SPB adds vendors as necessary. (O5 process)
Agency creates a vendor’s list.  (O3 process)

	
	

	

	
	Agency provides choice for Public Notice(s) 

e.g. Lincoln Journal Star and/or Omaha World Herald, to include date(s), and frequency of advertising.

SPB submits notices to appropriate papers.  (O5 process)

Agency submits notices to appropriate papers.  (O3 process)

	
	

	

	
	Mailing

RFP solicitation letter sent to vendors by U.S. mail. 
Prepare and mail by SPB. (O5 process)
Prepare and mail by Agency (O3 process)

	
	

	

	
	Posted on Internet

SPB posts RFP on website. (O5 process)
Agency submits RFP to SPB for posting to website (agency website optional). (O3 process)

	
	

	

	
	Pre-Proposal Conference and/or Site Survey Sign-In Sheet

_____ is responsible for the pre-proposal conference and shall provide a copy of sign-in sheet and question and answer form.

SPB if O5 process
Agency if O3 process

	
	

	

	
	Response to Vendor Questions

SPB formats written questions and sends to agency.  Agency prepares the responses to questions and submits them to SPB for final review and posting to website. (O5 process)
Agency formats written questions.  Agency prepares the responses to questions and submits them to SPB for posting to website (agency website optional). (O3 process)

	
	

	

	
	Evaluation Scoring Document

Prepared by the agency and provided to SPB for review and approval a minimum of two (2) days prior to opening date and time of proposals. (O5 process)
Prepared by the agency and provided to SPB for posting to website (agency website optional). (O3 process)

	
	

	

	
	Proposal Responses

Proposals are submitted to the _____ by the stated opening date and time.  The original proposal is kept at the _____ and copies are distributed to the agency for evaluation.

SPB if O5 process
Agency if O3 process

	
	

	

	
	Proposal Review Process

Buyer reviews proposals for mandatory requirements and proprietary information.  Proprietary information is removed, stored in a secure location and not available for public viewing.

	
	

	

	
	List of Responding Bidders

Prepared by SPB and posted to website.  (O5 process)
Prepared by agency and submitted to SPB for posting to website (agency website optional).  (O3 process)

	
	

	

	
	Recommendation of Award and Final Scoring Document  

Prepared by the agency and submitted to SPB for concurrence.  If evaluation and recommendation for award is appropriate, SPB prepares the letter of intent to contract for posting to website.  (O5 process)
Letter of Intent prepared by the agency and submitted to SPB for posting to website (agency website optional).  (O3 process)

	
	

	

	
	Certificate of Insurance 

The bidder(s) provides COI document with proposal response.  _____ buyer coordinates with AS Risk Management for RFP COI compliance.

SPB if O5 process
Agency if O3 process

	
	

	

	
	Vendor Contract Award 

SPB ensures no conflicting language between RFP and bidder’s response.  Agency submits contract deliverables to include applicable pricing.  Purchasing generates final contract in NIS and distributes to contractor, agency and posts contract to website. (O5 process)
Agency ensures no conflicting language between RFP and bidder’s response.  Agency generates final contract in NIS and distributes to contractor.   (O3 process)

	
	

	

	
	Issue Purchase Order

The issuance, by the agency, of a State purchase order(s) completes the RFP process.

	
	


The _____ will handle any questions regarding the RFP process, protests and public information requests including any requests to view the file.  All further communications regarding the awarded contract are handled between the contractor and the agency.
SPB for O5 process
Agency for O3 process
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