Determine need:
survey/feedback from
stakeholders

Not needed

RFP Evaluation Process Map

Established product or service

New product or service

Research RFPs and information for like

products and services

Meet and/or survey stakeholders
to establish requirements

Create criteria based on
=) |established requirements

!

—

Review established criteria

Prepare draft RFP and
circulate to stakeholders for
comments and suggestions

Establish RFP Timeline:
advertise/release, open/submission

deadline, tabulate and review, vendor
interview if applicable, prepare board

documents for approval

Prepare final RFP; obtain
stakeholder approval and
administrative signatures

Create potential vendor list:
internal departments, coop
members, vendor database,
etc.

Meet with stakeholders to
review and evaluate RFP
submissions

RFP tabulation

RFP public opening/
submission deadline

Receive RFPs and maintain bid
receipt log: vendor name, method
and date of delivery, purchasing
staff initials

Send RFP email notification to
all stakeholders and vendors
¢ from the established list

Create and set-up advertisements (McAllen
Monitor, Brownsville Herald, Valley Morning Star,
Laredo Times, Corpus Christi Caller-Times,
Electronic State Business Daily (ESBD) and/or other
relevant publications. Post to Region One ESC Bid
Opportunities web page

!

Meet with stakeholders to
review and evaluate/score
RFP submissions

Obtain clarifications and
Best and Final Offer
(BAFO) if applicable

Vendor interviews

Draft recommendation for
administration's review
and approval

Prepare Region One ESC
Board of Directors agenda
item

| Schedule interviews

| Notify vendors

| Conduct interviews

Discuss, score and rank responses

Re-evaluate RFP process

Procure goods and/or services
through alternate contract

best course of

Decide

action

Region One ESC Board of Directors
meeting for
approval/rejection

Rejected - Notify all
stakeholders and
participating vendors

Approved - Prepare
award letters and
post to Region One
ESC web page.
Notify all
stakeholders and
participating vendors






