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Georgia:





FACT-FINDING AGENDA
Date:         


1. Welcome:
Introductions (Meeting Facilitator and Invited Attendees)

2. Detail Purpose for the Meeting (background Information):

a. What is the need (product or service) for scope development?

b. Why is this product or service needed?  Is this product or service required (mandatory)?

c. Who/What area is impacted by this procurement? 
d. What is the timeframe that this product/service is needed?
e. Who are the interested team members (e.g. subject matter experts, etc.) to participate in the process?
3. Review Sourcing Options and Make Recommendations (RFP, RFQ, etc.)
a. Initial Discussion

Examples:
· What is the most appropriate sourcing option?

· Is an RFI needed?
4. Identify Special Interest Parties Not Participating in Procurement Process (If Applicable) 
Examples:
· Sponsors
· Department heads
· Etc.
5. Next Steps

a. Date/time and location for Solicitation Kick-Off Meeting  
b. Topics for discussion at next meeting:
i. Review Scope
ii. Roles and Responsibilities (for State Purchasing, see SWC RFP Project Plan; for State Entity, see State Entity RFP Project Plan)
Examples:

· Industry Research
· Existing Contracts

· Market Research
iii. Develop the Project Plan 
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