“StepsForRFP” Project Schedule Worksheet
State of Vermont – Enterprise Project Management Office

Today’s Date: ______________________________

Project Name: ______________________________________________

PlanIT ID#:  ____________
Project Manager: _____________________________________ Phone: _________

(Steps with * and bold number and Arial font are major milestone tasks.)

	Step
	Optional Notes
	Task
	Who
	ESTIMATE DATE
	Comment

	* 1
	All Projects
	Initial Meeting/Contact with Project Management Office

· Includes review of PlanIT entry for project 

· Includes review of your Project Charter document

· Includes hints for using the RFP Template
	Team, PMO
	
	PlanIT entry must have complete information.  Must use PMO approved Project Charter document.  See PMO Website for approved document templates.

	2
	All Projects
	START writing the RFP text
	Team
	
	RFP must use approved PMO IT template

	
	If project over $150K
	START writing the cost/benefit business case justification
	Team
	
	Cost/benefit document and business case must use PMO template

	3
	All Projects
	SUBMIT First Draft to PMO for review
	PMO
	
	Hint: Do not wait until you think you are “done with RFP” to walk through your draft with PMO.

	
	
	RETURN First Draft to Team with Comments
	PMO
	
	

	4
	All Projects (if necessary)
	SUBMIT Second Draft to PMO for review
	Team
	
	

	5
	All Projects
	START PMO/CIO Final Review 
	PMO / CIO
	
	

	
	
	START any final edits
	PMO / Team
	
	

	
	
	END any final edits
	PMO / Team
	
	

	* 6
	All Projects
	END PMO/CIO Review – Approve for Posting on Purchasing Bid Board website
	PMO / CIO
	
	PMO sends final document to Purchasing with approval email.

	7
	All Projects
	START date of RFP actually posted on web
	Purchasing
	
	

	8
	All Projects
	DUE:  Round #1 Questions from Vendors
	Vendors
	
	

	9
	If no bidders conference
	DUE:  Round #1 Answers posted on the Bid Board website
	Team / Purchasing
	
	GO TO  

STEP 11 

	
	If there will be a bidders conference
	You will hand out answers at the bidders conference
	--
	-xx-
	

	10
	Optional – but recommended for all larger projects
	* BIDDERS CONF *

DUE: Mandatory RSVP from Vendors that they will attend the Bidders Conference

· Is attending the Conference Mandatory or Optional?


	Vendors
	
	

	
	
	DATE: Bidders Conference (post information and agenda on Bid Board website)
	Team
	
	

	
	
	DUE:  Round #2 Questions from Vendors (post Conference)
	Vendors
	
	

	
	
	DUE:  Round #2 Answers posted on the Bid Board website (post Conference)
	Team / Purchasing
	
	

	* 11
	All Projects
	DUE: Proposals Due Date/Time and Bid Opening 
	Vendors (Team and Purchasing for Bid Opening)
	
	Be sure to specify Time also (Date and time of bid opening)

	12
	All Projects
	START date of Proposal Evaluation Period #1
	Team
	
	

	
	
	DUE date of “Initial Cut” list to Team
	Proj Mgr
	
	Initial cut out of proposals that don’t meet mandatory or other criteria

	
	
	END date of Proposal Evaluation Period #1 (Initial technical proposal evaluation meeting; only evaluate costs at this time for small projects)
	Team
	
	On this date, the list of finalists for Presentations is formalized.

	13
	If no Vendor Presentations and no BAFO
	Small Project: Winner was selected in Step 12
	--
	-xx-
	GO TO
STEP 18

	
	If Vendor presentations, assume you will also have BAFO
	DATE:  All notification letters sent to finalist list that they are invited to do a Vendor Presentation
	Proj Mgr
	
	Specify agenda, first-come-first-served signup for times during dates specified in RFP

	
	
	START date of days when Vendor Presentations are held
	Proj Mgr
	
	Be sure to specify this date in RFP

	
	
	END range of days when Vendor Presentations are held
	Proj Mgr
	
	Be sure to specify this date in RFP (so vendors can hold these dates free in case they are selected)

	14
	If Vendor Presentations and BAFO
	DUE date of Proposal Evaluation Period #2 (add presentation performance to technical ratings; optional cost evaluation)
	Team
	
	At this point, you have Finalist list to request BAFO information. BAFO = Best And Final Offer

	15
	If Vendor Presentations and BAFO
	DATE all letters sent to Finalists requesting BAFO for technical and costs
	Proj Mgr
	
	

	
	 (optional)
	DATE post Last Round of Questions to BAFO finalists
	Team
	
	

	
	  (optional)
	DUE: Last Round answers from BAFO Finalists
	Vendors
	
	

	16
	If Vendor Presentations and BAFO
	DUE: BAFO technical and cost proposals due to State from BAFO Finalists
	Vendors
	
	

	17
	If Vendor Presentations and BAFO
	START Proposal Evaluation #3 - review of BAFO technical and cost proposal materials
	Team
	
	

	
	
	END Proposal Evaluation #3 – rating of BAFO materials
	Team
	
	

	* 18
	All Projects
	DATE: Select Winning Vendor
	Team
	
	This is date of final review meeting to combine all evaluation criteria and select winner

	
	
	DATE: Winning Vendor is Notified
	Proj Mgr
	
	Calls and writes letter to notify Winner

	19
	Mandatory for projects over $500K
	START date of INDEPENDENT REVIEW  (cannot start until Winner is selected and notified)

	PMO / CIO
	
	If project will require an Independent Review, RFP for Review should be posted at least 3 weeks before start of Review

	
	
	END date of INDEPENDENT REVIEW
	PMO / CIO
	
	Note: Allow for 6 weeks from Start to End for Independent Review period

	20
	All Projects
	START writing Contract and Contract Negotiations
	Team / AG
	
	

	
	 (if Independent Review)
	DATE draft contract given to Independent Reviewer
	Proj Mgr / PMO / CIO
	
	

	
	
	DATE draft contract sent to AG and CIO
	Team
	
	Allow two weeks or more for AG and CIO review

	* 21
	All Projects
	DATE of Contract Award
	Finance / AG / CIO/ Agency / Vendor
	
	

	22
	All Projects
	DATE of Project Kickoff Meeting – WORK STARTS
	Team / Vendor / PMO
	
	

	23
	All Projects
	DATE: WORK ENDS (projected)
	Team / Vendor
	
	

	24
	All Projects - optional
	START date of included Warrantee Period
	Team / Vendor
	
	

	
	
	END date of included Warrantee Period
	Team / Vendor
	
	

	25
	All Projects - optional
	START date of post-implementation support period
	Team / Vendor
	
	

	
	
	END date of post-implementation support period
	Team / Vendor
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