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Facilitated Session Guide
	CONTACT INFORMATION

	What is the Requisition Number assigned to this RFP?  
	

	Will the RFP # be the same as the contract number, if not, what is the contract number that will be used for this procurement? 
	

	Who is the Main Point of Contact or Project Manager for this RFP?
	

	What is the Phone Number for the Main Point of Contact?
	

	What is the E-mail address for the Main Point of Contact?
	

	What is the mailing address for the Main Point of Contact?
	

	PURPOSE AND DURATION

	In a few sentences, what is the objective or purpose of this procurement? Please provide a brief explanation of the desired results of the vendor’s proposal. 
	

	What is the anticipated duration of this contract? (Till the end of the fiscal year, this fiscal year plus two extensions, etc..)
	

	HISTORY

	Is this a new project, an existing project or a modification to an existing project?
	

	Are you aware of any other government entity that has conducted the same or similar type of procurement?
	

	Have you had any discussions with suppliers regarding this procurement, or have any suppliers provided you with information to assist with this project?
	

	What is the overall vision for the project?
	

	How do you think that this project will evolve over time?
	


	SCOPE OF THE PROJECT

	What is the name, address, city, state, zip code, phone number, fax number, and email address of the individual who will oversee the contract once it is awarded? 
	

	Will office space be provided to the vendor?  
	

	Will equipment be provided to the supplier?
	

	Will support be provided to the supplier?  
	

	What essential tasks is the supplier required to complete to achieve your objective for this project?
	

	What tasks or services would you like the supplier to provide that are not necessary to meeting your objective but are desirable enhancements to this project?
	

	REVIEW CRITERIA

	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 guideline for further examples of criteria to evaluate suppliers by. 

	· Company History 
	

	· Organizational Chart
	

	· Prior experience with similar projects
	

	· Prior experience with government 
	

	· References from prior customers
	

	· Resumes of key staff they plan to assign to this project
	

	· Description of the roles and expectations for each staff assigned to this project
	

	· Time commitments of staff assigned to this project
	

	· Time Line
	

	· Quality Control Procedures
	

	· Customer Service Procedures
	

	· Internet Capabilities
	

	· Performance Measuring Capabilities and Procedures
	

	· Reporting Capabilities
	

	· Samples of previous work
	


	REVIEW CRITERIA (continued)

	Are there any other categories or criteria that you feel will help you determine the success of a supplier as related to this project?  
	

	Do you feel that the supplier should provide an oral presentation?

	

	COSTS

	What amount do you have budgeted for this project?
	

	How will this project be funded?  Will you use federal or grant funds?
	

	How much do you realistically expect this project to cost?
	

	If this is a re-bid of a current project, what is the cost of the current project?
	

	How do you want the suppliers to propose their costs for this project?  (Annual, Monthly, per Unit, etc.)
	

	What is more important on this project, costs or services?
	

	How do you plan to pay the supplier for the work that is performed?  (lump sum, yearly payment, monthly payment, in advance, in arrears, etc.)
	

	If this is going to be a multi-year contract, how do you intend to allow for inflation increases in the remaining years of the contract?  (use an inflation index, allow vendor to propose inflation rate, set a fixed rate, etc..)
	

	Is there anything else regarding the budget or costs for this project that need to determined?
	

	EVALUATION

	Have you established a technical evaluation team for this project?  
	

	Who will be the Evaluation Committee Chairman?
	

	Have you considered what individuals might make a good candidate to serve as a team member for the technical evaluation?
	

	How many people do you anticipate serving on the technical evaluation team?
	

	What format will you use to conduct your evaluation, and do you have a template already developed that you will use?  Will evaluations be conducted using consensus or Averaging evaluation procedures?
	

	Will any of the evaluation members be contractors, consultants, or non-state employees?  If so, they can not be voting members and their company is not eligible to benefit or compete for this procurement.

** Please note that State Purchasing Recommends against this if at all possible. 
	


	TIME LINE

	On what date do you desire the vendor to begin work on this project?
	

	Will the supplier need preparation time between the period from notice of award to the start date of the work?  If yes, how much preparation time do you anticipate?
	

	ADMINISTRATION

	What criteria will you use to measure supplier performance?
	

	What methods will you utilize to inspect the performance of the supplier?
	

	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 cause and effect relationships of these damages.
	

	Will you use performance bonds, liquidated damages clauses?  If so, have you considered the impact that this will have on the cost? Do you think it is worth the higher cost for this procurement?
	

	It is recommended that the standard insurance clause is used for this procurement, but if you don’t think that you will need the amount stated in the standard insurance clause for this procurement you may use an alternate insurance clause.  If so, will you use your own insurance clauses?  (If alternate insurance is used other than the standard clause, please provide a waiver request to the contracting officer in writing.)
	

	Is necessary to request that the Contractor guarantee bid price beyond 120 days.  If so, Please submit to contracting officer in writing? 
	

	Is there a particular name or title you would like to have posted on the web for this procurement? ***Note: It must be no more than 46 characters.
	

	Are there any particular NIGP codes you would like to have included?
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