Al KENNESAW STATE
UNIVERSITY

OFFICE OF FISCAL SERVICES

Request For Proposals (RFP)

To solicit competitive proposals for the purchase of complex goods &/or services using

the Georgia Procurement Registry (GPR). Complex goods & services procurement entails

creativity, innovation, & the qualitative evaluation of bids in addition to price. DOAS is

the Department of Administrative Services/State Purchasing Division (SPD).

1. Identification
Issuing Officer receives request from the user department via
ePro or email request or based on spend data, procurement
department initiates process by contacting user department.
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2. Pre-Solicitation
Issuing Officer convenes meeting with stakeholder(s) &
schedules meetings to develop Procurement Project Milestones
(PPM).

Issuing Officer researches Georgia Procurement Registry (GPR) &
performs searches for examples of previous RFPs for similar
goods/services from other universities, government agencies, or
the private sector. PPM are reviewed by Assistant Director &
Director of Procurement; deviations of the plan are recorded on
the project plan.

l

3. Solicitation Preparation
Specifications are finalized & approved by Cross-Functional Team
Members & Budget Owner. The Evaluation Committee &
members sign an Evaluation Committee Member Participation
Form. The Committee consists of 3-5 end users & subject matter
experts (such as UITS or a specially appointed project manager).
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4. Solicitation Process

—» Interested vendors submit proposals/qualifications for the goods

or services by the closing date as stated on the GPR.

5. Evaluation Process
Issuing Officer conducts an administrative review of submitted
proposals to identify responsive proposals that will pass to the
evaluation stage. They ensure all mandatory requirements have
been met & supporting documentation has been uploaded.
Reference Checks are completed & documented.

If no proposals are received
or if the proposals received
do not meet requirements or
desired cost, the RFP is
cancelled.

Issuing Officer convenes an
Evaluation Committee
meeting to evaluate
responsive proposals & score
technical proposals.

A solicitation cancellation
notice is required to list
reasons why an RFP is
cancelled/not awarded.
Issuing Officer & end user
may revise specifications &
re-solicit when practical.

Issuing Officer reviews &
calculates scores of cost
proposals & shares results
with evaluation committee
once clarifications &
technical evaluation scoring
is complete.

The final RFP scope of work,
technical requirements, &
cost sheet are reviewed &

approved by stakeholders &

evaluation committee
members.

Specifications are transferred
to DOAS template(s). The
Offerer’s Conference date &
location are finalized with
the cross functional
evaluation teams.
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Assistant Director reviews
specifications & creates
DOAS RFP Preparation score
card. Peer review by Issuing
Officers, Assistant Director, &
Director recommended.

Any RFP with a contract
value exceeding $1 million
requires DOAS approval, the
project plan is updated based
on DOAS approval or
delegation.
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: Click here for the :
Georgia Procurement
: Manual :

' Click here for the :
i Supplier Authorization !

i Click here for the |
i Excluded Parties List |
: System (SAM) ;

....................................

Click here for the
Department of
Administrative Services
(DOAS)

Issuing Officer posts RFP on
the GPR pending DOAS
approval unless value is

Issuing Officer conducts an offerers
conference for vendors & posts
written responses to questions on

within KSU’s delegated the GPR. Addenda are posted on
authority to conduct the RFP GPR if revisions needed. All Q&A’s
process. are posted on the GPR.

: Click here for the :
Georgia Procurement
: Registry (GPR) ;



https://www.sam.gov/SAM/
http://pur.doas.ga.gov/gpm/MyWebHelp/GPM_Main_File.htm
https://ssl.doas.state.ga.us/PRSapp/
http://doas.ga.gov/
https://fiscalservices.kennesaw.edu/accounting/docs/SupplierAuthorizationForm.pdf
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6. Award Process

If selected contractor has contract exceptions, they are reviewed
by the Evaluation Committee. They assess how it may impact the
scope of work required, & the conclusions are shared with the
Assistant Director of Strategic Sourcing & Legal Affairs.
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Legal Affairs reviews & redlines the
contract exceptions & provides
feedback to the Issuing Officer &/
or Assistant Director of Strategic
Sourcing.

Exceptions.

No exceptions.

Issuing Officer shares the
redlined contract with the
Evaluation Committee &
contractor.

DOAS or KSU negotiates final
contract with selected

contractor if redlined
contract or other terms are

not acceptable.

Issuing Officer confirms winning
bidder is not suspended/
debarred with the State of
Georgia on the DOAS website or
the Excluded Parties List System
(SAM). The screen is printed
showing the company’s status.
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On proposals $100k or more,

Issuing Officer confirms
winning bidder is not in
default with DOR by sending
them an email with the

company’s details stated on
their Tax Compliance Form.
The emails are printed &
retain in the RFP file.

If apparent winning bidder is
not an active vendor with
KSU, a Supplier Authorization

Package including eVerify &

Certificate of Insurance (COl)

is required for entry into the
supplier database.

The selected contractor signs
three copies of the contract
& returns them to the Issuing

Officer.

Assistant Director reviews
the Issuing Officer’s RFP
documents & approves the
posting of Notice of Intent to
Award (NOIA) to the GPR.

Protest.

If protests are filed by vendors not
selected for award the steps in the
GPM section 6.5 are followed. The

Notice of Award is posted to
GPR after NOIA period expires.

No protest.

Issuing Officer provides justification for
award to SPD & determination is made
by SPD to uphold or deny protest.

awarded on GPR.

RFP status is changed to
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To create the PO for the
current year’s contract
amount, the ePro requisition
is updated to reflect the
award amount & supplier
name—or an email from a
department head approving
the amount to be charged to
their budget is required.

An authorized KSU official
pursuant to KSU contract
approval/signing policy signs
the contract & PO. The
signed contract & PO are
sent to the contractor.

A copy of the PO &
contract are sent to
the end user & end
user’s Business
manager.

A University contract is created. The RFP,
original contract, Notice of Intent to Award,
Notice of Award, & Purchase Order are filed
in the University Contract files.




