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	Suggested Discussion Questions (Revise as Needed)
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	General Information
	
	

	
	
	1. What is the requisition number assigned to this solicitation?
2. Who is the main point of contact (project sponsor, project manager, etc.)?
3. What is this individual’s contact information?

	
	

	
	
	
	
	

	
	
	Purpose and Duration
	
	

	
	
	4. In a few sentences, what is the objective or purpose of this procurement? Please provide a brief explanation of the desired results of the supplier’s proposal.
5. What is the anticipated duration of this contract? (Until the end of the fiscal year, this fiscal year plus two extensions, etc.). 
6. Are there special circumstances justifying a contract in excess of five years?  (Significant financial investment, high switching costs, etc.  Seek SPD prior approval as needed.)
7. What is the preferred title for this project and the forthcoming solicitation?
8. Are there any particular NIGP codes which should be used for advertisement?

	
	

	
	
	
	
	

	
	
	History
	
	

	
	
	9. Is this a new project, an existing project or a modification to an existing project?
10. Are you aware of any other government entity that has conducted the same or similar type of procurement?
11. Have you had any discussions with suppliers regarding this procurement, or have any suppliers provided you with information to assist with this project?
12. What is the overall vision for the project?
13. How do you think that this project will evolve over time?

	
	

	
	
	
	
	

	
	
	Scope of the Project
	
	

	
	
	14. What is the name and email address of the individual who will oversee the contract once it is awarded?
15. Will office space be provided for the supplier?  
16. Will equipment be provided for the supplier?
17. Will support be provided to the supplier?  
18. What essential tasks are required to complete to achieve your objective for this project?
19. What tasks or services would you like the supplier to provide that are not necessary to meet your objective but are desirable enhancements to this project?

	
	

	
	
	
	
	

	
	
	Review Criteria
	
	

	
	
	20. Will reviewing any of the following items, for each supplier, help you determine the supplier’s potential for success on this project? Please see Technical Evaluation Guidelines for further examples of criteria for evaluating suppliers.
· Company History
· Organizational Chart
· Prior experience with similar projects
· Prior experience with government clients
· References from prior customers
· Resumes of key staff assigned to the project
· Description of the roles and expectations for each staff member assigned to the project
· Time commitments of staff assigned to the project
· Proposed timeline and deliverables
· Quality control procedures
· Technology capabilities
· Performance measuring capabilities and procedures
· Reporting capabilities
· Samples of previous work
21. What other categories or criteria would help the state entity determine the success of a supplier as related to this project?
22. Would an oral presentation or demonstration from the supplier assist evaluation activities?

	
	

	
	
	
	
	

	
	
	Costs
	
	

	
	
	23. What is the project budget?
24. How will this project be funded?  Will you use federal or grant funds?
25. How much do you realistically expect this project to cost?
26. If this is a re-procurement of an existing contract, what is the cost of the current contract?
27. How should suppliers’ structure cost for payment (deliverables-based, monthly maintenance fee, hourly rate for ad hoc services, etc.)?
28. What is more important on this project – cost or services?
29. If delivery of services is ongoing, how will price increases be handled?  Will suppliers factor price increases in future years?  Will the state propose an inflation rate?

	
	

	
	
	
	
	

	
	
	Evaluation
	
	

	
	
	30. Have you established a technical evaluation team for this project?  
31. Have you considered what individuals would be good candidates to serve as a team member for the technical evaluation?

	
	

	
	
	
	
	

	
	
	Contract Administration and Supplier Performance
	
	

	
	
	32. What criteria will be used to measure supplier performance?
33. What methods will you utilize to inspect the performance of the supplier?
34. Will the winning supplier require access to the State’s property to perform services?
35. Will the winning supplier have access to sensitive or confidential data?
36. Is there any way that the state can be damaged as a result of the supplier’s failure to perform?  If yes, please explain the potential cause and impact of these damages.
37. Will you use performance bonds, liquidated damages clauses?  If so, have you considered the impact that this will have on the cost? 
38. What insurance provisions will be incorporated into the contract? Consult the recommendations provided in the Insurance and Bonding Guidelines.
39. If this replaces an existing contract, have there been performance issues impacting the current contract?  And how were they resolved?
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