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	Title:  RFP Preparation Scorecard for Pre-Solicitation (Daily Review)*
	SOP Number:  SPD-SP016A

	Date Created:  5/20/09
	Created By:  Kelly Loll-Jones

	Revised: 
	Revised By: 

	Actions Required By:
	Issuing Officers, APO/CUPO, SPD Issuing Officers, GCMs, SPD RFP Scorecard Coordinator, Strategic Sourcing Director, and Knowledge Center Director

	Audience:  State Entities, SPD
	Total Process Steps:  11

	Supporting Resources:
	RFP Preparation Scorecard, RFPs, RFP Scorecard PowerPoint Template including graphs, RFP Scorecard Share Point Site


	Step
	Action Required
	Person Responsible
	Time Due

	1. 
	Determine whether the RFP is ready to be posted and forward to the APO/CUPO for review
	State Entity’s Issuing Officer
	Immediately upon determination the RFP is ready to post

	2. 
	Review the RFP and complete the RFP Preparation Scorecard, which is found on SPD’s website at, http://doas.ga.gov/StateLocal/SPD/Seven/Pages/Home.aspx Stage 3, Solicitation Preparation.  Provide comments for each item receiving  a negative score (or error) under the appropriate Action Plan tab of the RFP Preparation Scorecard
	APO/CUPO
	Within three business days after receipt of RFP from the State Entity’s Issuing Officer

	3. 
	Coordinate a review session with the State Entity’s Issuing Officer.  The purpose of this meeting is to review the RFP Scorecard results and the action plans and to discuss specific issues.
	APO/CUPO
	Within three business days after completing the scorecard

	4. 
	Implement the outlined corrective action plans in order to obtain a passing score on the RFP Preparation Scorecard.  Steps 2, 3, and 4 may have to be repeated as appropriate.
	State Entity’s Issuing Officer
	Within three business days after meeting with the APO/CUPO

	5. 
	Confirm that all corrective action plans have been appropriately addressed and the RFP Preparation Scorecard yields a passing score.  Then, complete either Step A or Step B below, depending on the situation
	APO/CUPO
	Once all action plans have been completed

	Step A. If the RFP exceeds the State Entity’s DPA:

	6. 
	Submit the RFP, all necessary RFP documentation, the completed RFP Preparation Scorecard, and the requisition to SPD as follows:

· If a non-SAO PeopleSoft State Entity, via eRequisitions@doas.ga.gov
· If an SAO-PeopleSoft or Team Georgia Marketplace State Entity via PeopleSoft or Team Georgia Marketplace.
	APO/CUPO
	Once all action plans have been completed

	6a.
	Review the RFP and the completed RFP Preparation Scorecard as received from the APO/CUPO, and then complete a new RFP Preparation Scorecard, creating new Action Plans, if appropriate. The action plan will identify both major and minor errors to improve the quality of the RFP and to obtain a passing score.
	SPD Issuing Officers
	Within three business days after receipt of RFP from the GCM

	6b.
	Coordinate a joint review with the State Entity’s Issuing Officer and APO/CUPO to go over the results of the newly completed RFP Preparation Scorecard and the Action Plan(s).
	SPD Issuing Officer
	Within three business days after completing the scorecard

	6c.
	Implement the outlined corrective action plans in order to obtain a passing score from the SPD Issuing Officer.
	APO/CUPO and State Entity’s Issuing Officer
	Within three business days after the meeting

	6d.
	Post the RFP once all action plans identified in the RFP Preparation Scorecard have been implemented and the RFP obtains a passing score.
	SPD Issuing Officer
	Once all action plans have been completed

	6e.
	Submit completed RFP Preparation Scorecard electronically to the RFP Scorecard Coordinator via processimprovement@doas.ga.gov
	SPD Issuing Officers
	One day after posting

	Step B. If the RFP is within the State Entity’s DPA:

	6
	Submits the completed RFP Preparation Scorecard to SPD via processimprovement@doas.ga.gov
	APO/CUPO
	Once all action plans have been completed

	6a.
	Post the RFP:

· If a non-SAO or SAO-PeopleSoft, post the RFP on the Georgia Procurement Registry (GPR).

· If a Team Georgia Marketplace State Entity, post the RFP in Team Georgia Marketplace.
	State Entity’s Issuing Officer
	Upon approval of the APO/CUPO

	7.
	Store the completed RFP Preparation Scorecard in the RFP Preparation Scorecard site.
	SPD RFP Scorecard Coordinator
	Weekly

	8.
	Create a quarterly RFP Preparation Scorecard Summary using a PowerPoint template.  The template is found in the RFP Preparation Scorecard SharePoint site.
	SPD RFP Scorecard Coordinator
	Within 3 business days after the end of the quarter

	9.
	Place the quarterly RFP Preparation Scorecard Summary on the Intranet RFP Preparation Scorecard SharePoint site for review and reference for the following purposes:
1. SPD Management and Process Improvement will use RFP Preparation Scorecard results to evaluate appropriate levels of DPA and assess staff competency.

2. Professional Development will use RFP Preparation Scorecard results to ensure the RFP curriculum addresses issues identified with low scores.
	SPD RFP Scorecard Coordinator
	Within 5 business days after the end of the quarter

	10.
	Place the quarterly RFP Preparation Scorecard Summary on the SPD website (Internet) for review and reference.
	SPD RFP Scorecard Coordinator
	Within 5 business days after the end of the quarter

	11.
	Conduct lessons-learned session with APO/CUPOs, Issuing Officers, GCMs, Professional Development, Legal, and Process Improvement Teams to review and discuss:

1. RFP Preparation Scorecard results

2. Major issues and roadblocks

3. Risks and Protests

4. Areas for improvement for the RFP template, RFP Requirements worksheets, procedures, and training
	Strategic Sourcing Director and Knowledge Center Director
	Annually
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