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Presentation Notes
Before going into details regarding the two competitive solicitation processes, we would like to give everyone an overview of the solicitation process.

In order to understand the overview, I would like to point out:
Items in blue are Purchasing’s Responsibility
Items in Green are the Department’s Responsibility
Items in Yellow are a combined responsibility (the Department and Purchasing)
and Items in Red are out of our control.

As you can see, the process begins at the top of the page and moves clockwise around the slide with your department determining a need for a supply or service and having the funding for it.

After this point, you will notice all of the additional steps are either a combined responsibility or a Purchasing responsibility.  Purchasing is here to work with Departments throughout the solicitation process.

This combined work includes assistance in determining the proper procurement method (bid or RFP) and to assist in creating the solicitation document and evaluation criteria (which should be completed along with the solicitation document.

Purchasing will format the solicitation document to our standard template along with all the required attachments and then obtain the proper approvals for publishing it to the public on the Procurement Bulletin.

Note that there is one step in the process which is out of our control and that is that the solicitation has to be published to the Procurement Bulletin at least fourteen days.

During the time that the solicitation is published, there may be a pre-bid or pre-proposal meeting to give potential vendors additional information about our needs or to conduct a site visit.

At the end of the solicitation time, Purchasing is responsible for the opening of responses received.  Due date can be pushed back in the event Vendors request extension of a due date or if a clarification is requested by a Vendor.  This goes back to our earlier point, that a good scope of work will result in good and timely responses.

After the opening of responses, we begin the evaluation process which we will discuss in more detail later in the presentation.
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