Procurement Research Checklist

Define and Profile the Subject Matter

Deliverables
· A decision if a RFR is worthwhile based on the forecasted dollars and the need

· Comm-PASS !TP

· RFR number & title

· RFR scope

· Technical specifications overview

1 Identify subject characteristics of the RFR
a. Make a draft list of commodities being sought
b. Make a draft list of services being sought
2 Determine whether it makes sense to conduct the procurement
a. Gather expenditure data and department usage data
b. Financial system          
c. Contractor reports         
d. Commodity code reports   
e. Comm-Pass solicitations   
3 Forecast future expenditures
a. Based on historic information
b. Based on outside resources
c. Based on department information
4 Determine value of the procurement to potential users based on spend

5 Review currently available contracts (OSD statewide)

6 Make the decision to do a procurement

7 Determine who should be on the team
a. People who have expressed interest
b. High spend departments
c. Minority opinion entities
d. High spend municipalities and other eligible entities
e. Paid consultants (as non-voting members)
f. Current PMT

8 Review previous RFR/Contracts
a. Content
b. Evaluation Criteria
c. Outcomes
d. Lessons learned
e. Contract management experience

f. Vendor experience

9 Identify additional resources required for analysis

a. Previous research

b. RFI

c. Paid outside resources

d. Meetings with potential bidders

e. Meeting with manufactures

f. Other procurements (states, GSA, Municipalities, private)

10 If a wide range of goods/services are being procured, determine which are the most important.

a. List primary and secondary goods and services

b. Based on usage

c. Based on criticality

Define and Profile the Industry

11 Conduct a market/industry review and analysis

a. Identify business practice standards for commodity /service. [EX: Are the contractor's employees paid benefits? (Services). Are delivery, installation, and equipment removal part of the cost of item? (Commodities)]
b. Identify common industry challenges (billing issues, supply chain issues, etc.)
c. Identify resources required for market/ industry analysis.
d. Identify environmentally preferable options / alternatives for the product or service (recycled content, non -toxic, reusable products; resource efficient services etc.
e. Identify cost factors for different types for suppliers /service providers.
f. Determine where I the supply chain the buyer will get the best value and best price.
g. Originator/publisher/manufacturer
h. Aggregator/distributor/broker/wholesaler
i. Other reseller/retailer
12 Identify laws and regulations that may affect specifications, cost and delivery in this industry
a. Prevailing Wage

b. Federal ADA Section 508

c. Licensing requirements

d. Construction laws

e. Employment laws (3 factor test)

f. Confidentiality and privacy such as HIPPA

g. Environmental regulations

h. Safety regulations

i. Fire regulations

j. Grant requirements such as USAC and E-rate

k. Any other that pertains to the RFR

Define Type and characteristics Of a Supplier/

Service Provider Being Sought

Deliverables

· High level business specifications

· Key components of supplier business submission documents

· Possible mandatory requirements

· Desirable characteristics of offerings (preferred qualifications)

· Template for business evaluation criteria

13 Identify required and desirable characteristics of suppliers/services providers

a. Financial stability
b. ndustry experience
c. References
d. Market share
e. Longevity
f. Other
14 Commodities/services provided

a. Education & training
b. Local representative / on-site service availability
c. Capacity
d. Technical support
e. Geographic coverage
f. Retail locations
g. Delivery
h. Other
i. Licensure and certifications
j. AMP relationships with W.MBEs
k. Environmental initiatives (recycling programs at own facility, using energy efficient equipment / lighting, recycled content marketing materials, etc.)
l. Other characteristics relevant for this industry
Define Precise Commodities and/or Services

Being Sought

Deliverables

· High level technical specifications

· Key components of technical submission documents

· Possible mandatory requirements

· Desirable characteristics of offerings (preferred qualifications)

· Template for technical evaluation criteria

15 Establish required and desirable characteristics of products and/or services

a. General types of products and services
b. Delivery specifications
c. Detailed product/ service specifications as required
d. Environmental attributes (recycled content, energy efficiency, reduced toxicity, etc.)
e. Maintenance
f. Service levels (SLAs and response times)
g. Training
h. Consulting
i. Specifications/ qualifications that are set by law or regulation
j. Other (e.g. Prompt Payment Discounts)
16 Establish cost benchmarks for commodities and services

Define the Sourcing Strategy

Deliver defined sourcing strategy that maximizes saving opportunities

17 Understand your buying power

a. Estimated amount of spend
b. % your spend will be of potential bidder's revenue
c. Other reasons your business might be important to potential bidders
18 Assess importance of commodity/ service

19 Identify consortium opportunities

20 Identify demand management strategies

a. Cost avoidance (ex: some items can be purchased more cheaply at specific time of year; hold price steady in time of price inflation)
b. Product standardization and migration strategies
c. Identify spend consolidation opportunities (ex: bulk purchases, large one-time purchases)
21 Identify procurement tools and techniques (Cost benchmarks, RFI, reverse auction, BAFO, Comm-Pass tools, negotiations, clarifications, bidder's conference, presentations)
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