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	Tech Services RFP Development / Award Process Calendar Outline Form

	RFP #xxx-0809 (Name of RFP)

	ID
	Start Date
	End Date
	Activity Description

	1.0
	
	
	Start RFP Pre-development 

	
	
	
	Develop rationale for service

	
	
	
	Complete requirements analysis

	
	
	
	Report on requirements

	
	
	
	Approve Requirements

	
	
	
	Establish budget

	
	
	
	Have budget / service approved by management

	2.0
	
	
	Start RFP Development

	
	
	
	Assemble RFP development team

	
	
	
	Allocate writing assignments

	
	
	
	Start writing RFP

	
	
	
	Complete Draft of RFP and conduct first Review

	
	
	
	Assemble RFP evaluation team

	
	
	
	Complete Draft of RFP evaluation criteria

	
	
	
	Conduct final review of RFP

	
	
	
	Approve final version of RFP

	3.0
	
	
	Release RFP to Market

	
	
	
	Post RFP to website

	
	
	
	Advertise in newspapers the Public Release of RFP

	
	
	
	Deadline for submitting of questions

	
	
	
	Conduct Vendors (Bid) Conference

	
	
	
	Deadline date for posting addendum (District response to questions)

	4.0
	
	
	Closeout of RFP Letting

	
	
	
	Opening of Responses to RFP

	
	
	
	RFP Evaluation Team reading of responses

	
	
	
	Evaluation team contact RFP respondents references

	
	
	
	RFP evaluation team scoring of responses

	5.0
	
	
	Recommending Successful Respondent

	
	
	
	Evaluation team submits completed scoring sheets 

	
	
	
	RFP identifies successful respondent

	
	
	
	Department seek approval from Board to enter contract negotiations with successful respondent

	
	
	
	Board approves the recommendation to enter contract negotiations with successful respondent

	6.0
	
	
	Award Contract

	
	
	
	Negotiate contract with vendor

	
	
	
	Seek approval to agree to terms & cost of contract

	
	
	
	Sign Contract 

	
	
	
	Vendor starts contractual work
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