Schedule of Events Guideline
tc "SCHEDULE OF EVENTS " \l 2
The State expects to adhere to the tentative procurement schedule shown below.  It should be noted, however, that some dates are approximate and subject to change. (Agencies may use any or all of the optional activities as applicable to the Request for Proposal).
	THIS TABLE IS FOR INFORMATIONAL USE ONLY.  PLEASE FILL IN DATES/TIMES IN RFP/RFPAP DOCUMENTS.

	Activity
	Agency Final Documents To Purchasing Bureau
	Agency Recommended Release Date

	1. 1
	Pre-review by State Purchasing Bureau. (mandatory if $50,000 or over)
	1. Allow a minimum of 10 business days for initial pre-review of proposal documents with track changes enabled in Word format and submit recommended revisions/changes to agency.

	2. 1
	Agency revisions.
	1. Agency incorporates revisions with track changes enabled in Word format as recommended.

	3. 1
	Final review by State Purchasing Bureau and AS Materiel legal counsel. (mandatory if $50,000 or over)
	1. Allow a minimum of 10 business days for AS Materiel legal counsel to review any requested changes to boilerplate.

	4. 1
	Agency final revisions.
	1. Agency incorporates final revisions as recommended and attaches the final document to the requisition (O5/O3 document) in NIS.  
2. Agency should include a text attachment to the NIS requisition that identifies the following: 
   a. the agency contact person and email, 
   b. telephone number, 
   c. fax number, 
   d. six-digit billing code for copies, postage and public notices charges; and 
   e. identify newspapers for public notice placement, to include dates and frequency. 
3. Agency to provide vendors list.  
4. Agency to email the final proposal documents with track changes enabled in Word format.

	5. 1
	Release Request for Proposal.
	1. Agencies must allow a minimum of 5 business days for completion of this process.

	6. 1
	Last day to submit “Notification of Intent to Attend Pre-Proposal Conference”. (THIS IS OPTIONAL - AGENCY TO DECIDE)
	
	1. 10 days after release of RFP.

	7. 1
	Last day to submit written questions.
	
	1. 10 days after release of RFP.

	8. 1
	Mandatory Pre-Proposal Conference. 
(THIS IS OPTIONAL - AGENCY TO DECIDE)
Location:
Department of


Division of


Physical Address


City, State  Zip
	
	1. 10-15 days after release of RFP.

	9. 1
	Last day to submit written questions after Pre-Proposal Conference.
	
	1. Same day or up to 3 days after Pre-Proposal Conference.

	10. 1
	State responds to written questions through Request for Proposal “Addendum” and/or “Amendment” to be posted to the Internet at: agency web address  and/or http://www.das.state.ne.us/materiel/purchasing/rfp.htm(mandatory if $50,000 or over)
	1. 2 business days for SPB and/or agency to review (more time may be necessary depending on the number of questions that have been received).  
2. Allow an additional 5 business days if AS Materiel legal counsel and/or agency legal counsel review is required prior to posting to Internet.
	1. A minimum of 10 business days after receipt of questions.

	11. 1
	Last day to submit “Notification of Intent To Bid”. (THIS IS OPTIONAL - AGENCY TO DECIDE)
	
	1. 2-5 days after posting responses to questions. 

	12. 1
	Evaluation Criteria.
	1. Agency to submit to SPB a minimum of 2 days prior to proposal opening.  (Failure to do so could cause delay in proposal opening.)

	13. 1
	Proposal Opening. 
Location:
Department of


Division of


Physical Address


City, State  Zip
	
	1. 10-15 days after posting responses to questions.

	14. 1
	Review for conformance of mandatory requirements.
	1. 1 day after opening.
	

	15. 1
	Evaluation period.
	
	1. Allow approximately 2 weeks immediately after opening.  

2. Indicate date range, e.g. 7-1-08 to 7-14-08.  This period may vary depending on scope of RFP.

	16. 1
	“Oral Interviews/Presentations and/or Demonstrations” (if required).
	
	1. “To Be Determined” or preset date(s).

	17. 1
	Submit “Final Scoring Document” along with award recommendation.
	1. 2-5 days after completion of evaluation.
	

	18. 1
	Post “Letter of Intent to Contract” to Internet.
	
	1. 2-5 days after completion of evaluation.

	19. 1
	Performance bond submission.

(If required)
	1. 10-15 days after posting the “Letter of Intent to Contract”. 



	20. 1
	Contract award.
	1. Contract deliverables to be submitted a minimum of 4 days after posting the “Letter of Intent to Contract”.
	1. Up to 30 days after posting the “Letter of Intent to Contract” (allows time to finalize contract language and ensure performance bond and insurance requirements are compliant.)

	21. 1
	Contractor start date.
	
	1. Agency decision.
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