


Enter the RFP name Request for Proposal Opening
Enter the date
Enter Opening Time
Enter the building location and room number

· Ensure all state employees involved in the procurement process sign the enter name of procurement RFP Procurement Standards of Conduct form. (Signatures can be obtain before the opening.) 

· All attendees sign the attendee list. 

· Provide information to attendees the regarding the opening process.


· The proposals received are to be kept confidential until the award is made.


· Using the Proposal Opening Form to document proposers to document proposers, and a brief review of completeness – information in blue font, the black font remaining tasks\items will be reviewed after the opening to determine completeness.  A separate form will be used for each proposer. The black font completeness review will have to be conducted prior to each team member to refer to determine score on evaluation form. 

· Enter the staff person(s) will finish the completeness review and update the Proposal Opening document. 

· Enter the staff person(s) will inform the evaluation team when the completeness review is complete.

SDDOT recommends having a meeting with the technical panel\evaluation team prior to opening to go over the following information.

· Inform panel\team who the contact person will be. (Email with this information should have already been sent to the panel\team.) 

· Go over the expectation. (Email with this information should have already been sent to the panel\team.) 

· Go over the proposed time frame to meet the dates listed in the RFP.

· Go over how to complete the evaluation form do that now. 

· Use the rating schedule in the form.
· Be consistent on how you rank each proposal.
· Refer to the RFP for specifics of what is being required for the evaluation items.
[bookmark: _Hlk112312585]Example of a tentative schedule 
· Discuss with team to identify short list
· Review short list with management 8/29/22 
· Email evaluation team the short list by or before 9/1//22
· [bookmark: _Hlk112395688]Send top proposers list to BIT for Technical Review by or before 9/1//22
· Start Evaluation Process 8/26/2022
· Information is confidential, please be mindful
· Process to complete evaluations (consistent method, open minded)
· One evaluation tab per proposal 
· Evaluators need to document the information wanting to be justified in the demos\presentation to complete evaluations.
· Determine demos\presentations needs
· Team provides Monte request by COB 9/7/2022 
· Monte schedule any demos\presentations to be completed by 9/15/22
· Team members complete evaluations and provide to Monte by noon on COB 9/22/2022
· Monte compile evaluations by COB 9/26/2022
· Evaluation Team meeting to discuss evaluation results 9/27/2022 
· Make any evaluation modification and update results 
· Present to proposal to Management 9/28/2022

· Request additional information from Vendors
· Negotiations
· Award


Note: There will be communication with Authorizing Designee throughout the process.
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