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What you need to knowWhat you need to know

A basic understanding of the request A basic understanding of the request 
for proposal (RFP) process is for proposal (RFP) process is 
importantimportant
Request an RFP with a DHS 118SRequest an RFP with a DHS 118S
An RFP is developed in partnership An RFP is developed in partnership 
with Office of Contracts and with Office of Contracts and 
Procurement (OC&P) guidanceProcurement (OC&P) guidance
Evaluation criteria are criticalEvaluation criteria are critical



Topic areasTopic areas

Authority to actAuthority to act

RFP definitionRFP definition

Time framesTime frames

RFP structureRFP structure

RFP evaluationRFP evaluation

Roles and Roles and 
responsibilitiesresponsibilities

Pitfalls and Pitfalls and 
consequencesconsequences



Authority to actAuthority to act

As the Designated Procurement Officer As the Designated Procurement Officer 
for DHS, the OC&P Administrator has for DHS, the OC&P Administrator has 
contracting authority contracting authority 
The 118S, solicitation request, The 118S, solicitation request, 
requires signature of a staff person  requires signature of a staff person  
with budget and program authority with budget and program authority 
(review 118D, directions for assistance (review 118D, directions for assistance 
in completing 118S)in completing 118S)







RFP definitionRFP definition

As defined in ORS 279B.005, RFP As defined in ORS 279B.005, RFP 
means all documents, whether means all documents, whether 
attached or incorporated by reference, attached or incorporated by reference, 
used for soliciting proposalsused for soliciting proposals
The mechanism used to describe to The mechanism used to describe to 
the vendor community a specific need the vendor community a specific need 
that DHS has or problem to be solvedthat DHS has or problem to be solved
Also referred to as a solicitationAlso referred to as a solicitation



Time framesTime frames

Solicitation requirements and dollar Solicitation requirements and dollar 
threshold determine how long it will threshold determine how long it will 
take from request to contract take from request to contract 
executionexecution
Provide adequate time to collaborate Provide adequate time to collaborate 
with OC&P in the development of with OC&P in the development of 
statement of need and evaluation statement of need and evaluation 
criteriacriteria



Time framesTime frames

Involve OC&P contract specialist early in Involve OC&P contract specialist early in 
processprocess
Approval needed from Department of Approval needed from Department of 
Justice (DOJ) if over $100K, Department of Justice (DOJ) if over $100K, Department of 
Administrative Services (DAS) if required by Administrative Services (DAS) if required by 
rule, and DAS Enterprise Information rule, and DAS Enterprise Information 
Strategy and Policy Division (EISPD) if Strategy and Policy Division (EISPD) if 
information technology relatedinformation technology related



RFP structureRFP structure

Purpose/OverviewPurpose/Overview
–– Describes the reason for the solicitation, what is Describes the reason for the solicitation, what is 

being solicited, and initial term being solicited, and initial term 
–– Defines scope of the project including time, Defines scope of the project including time, 

dollars, additions to scope of work, etc.dollars, additions to scope of work, etc.
–– Provides information on DHS and the Provides information on DHS and the 

program/unit conducting the solicitationprogram/unit conducting the solicitation
–– No actions or requirements of the contractor are No actions or requirements of the contractor are 

includedincluded



Minimum qualificationsMinimum qualifications
–– Specific, required abilities of potential Specific, required abilities of potential proposersproposers

to be able to propose to be able to propose 
–– Provided by program, with feedback from OC&PProvided by program, with feedback from OC&P
–– Consider the minimum experience and training Consider the minimum experience and training 

that would be accepted from a proposer before that would be accepted from a proposer before 
offering a contractoffering a contract

–– If a proposal does not meet minimum If a proposal does not meet minimum 
qualifications, it cannot be evaluated qualifications, it cannot be evaluated –– do not be do not be 
too stringenttoo stringent

RFP structureRFP structure



Scope of work (SOW)Scope of work (SOW)
–– Describes the work to be accomplished, Describes the work to be accomplished, 

problem to be solved or resources to be problem to be solved or resources to be 
supplied; includes task, deliverables, supplied; includes task, deliverables, 
scheduleschedule

–– Consider payment provisions Consider payment provisions –– milestones, milestones, 
deliverable based, rate, or project baseddeliverable based, rate, or project based

–– Program staff are the subject matter Program staff are the subject matter 
experts; OC&P can provide examples, but experts; OC&P can provide examples, but 
relies on program experience and knowledge relies on program experience and knowledge 
to develop an appropriate SOWto develop an appropriate SOW

RFP structureRFP structure



RFP structureRFP structure

Schedule of events
– Chronological order 

of events for the 
solicitation process 
– opening, question 
and answer period, 
closing, award 
notification, and 
contract begin date

Minimum proposal 
requirements
– Paper size
– Spacing
– Number of copies
– Maximum number 

of pages
– No special binding
– Other program 

specific conditions



RFP structureRFP structure

Technical proposal
– Information proposers are required to submit, 

determined by SOW – can include resumes, 
organizational capacity, project implementation, 
etc.

Cost proposal
– Detailed cost proposal – discuss with OC&P the 

form this should take based on project 
complexity 

– Can be line item budget or total cost for project



RFP structureRFP structure

Evaluation and scoring criteriaEvaluation and scoring criteria
–– Elements considered essential to evaluate Elements considered essential to evaluate 

proposalproposal
–– Include qualifications, management ability, Include qualifications, management ability, 

knowledge, experience, and understanding of knowledge, experience, and understanding of 
required service to be providedrequired service to be provided

–– Determine what you are looking for in the best Determine what you are looking for in the best 
proposer and how will you know when you   proposer and how will you know when you   
read it read it –– look for best value/best practicelook for best value/best practice

–– Evaluation criteria correlate with the SOW and Evaluation criteria correlate with the SOW and 
minimum qualificationsminimum qualifications



RFP structureRFP structure

Method of awardMethod of award
–– How DHS will rank proposals to identify How DHS will rank proposals to identify 

the highest ranked, responsive, the highest ranked, responsive, 
responsible proposals and how responsible proposals and how proposersproposers
will be notified will be notified 

–– Can be a multiCan be a multi--step process, with multiple step process, with multiple 
awards, geographic areas, etc.awards, geographic areas, etc.



RFP structureRFP structure

Reservation of rightsReservation of rights
–– A listing of specific rights that DHS may choose A listing of specific rights that DHS may choose 

to exercise that allow evaluation of proposals, to exercise that allow evaluation of proposals, 
cancellation of the solicitation, etc.cancellation of the solicitation, etc.

–– Negotiable terms of the form contract can also Negotiable terms of the form contract can also 
be listedbe listed

Federal requirementsFederal requirements
–– Determine if there are any federal requirements Determine if there are any federal requirements 

based on fundingbased on funding



RFP structureRFP structure

Form contractForm contract
–– Includes appropriate terms and Includes appropriate terms and 

conditions of the resulting contract which conditions of the resulting contract which 
prospective prospective proposersproposers will need to be will need to be 
aware of and which will govern any aware of and which will govern any 
awarded contract awarded contract 

–– Approved by DAS and DOJApproved by DAS and DOJ



First review of proposalsFirst review of proposals

OC&P reviews all proposals for OC&P reviews all proposals for 
minimum qualifications and pass/fail minimum qualifications and pass/fail 
requirementsrequirements
Only proposals determined to have Only proposals determined to have 
met these minimums are provided to met these minimums are provided to 
evaluation panel for evaluation and evaluation panel for evaluation and 
scoringscoring



Between two and five people Between two and five people –– an odd an odd 
number generally works bestnumber generally works best
Knowledgeable in the subject matter of the Knowledgeable in the subject matter of the 
RFPRFP
Perceived to be professional and objective Perceived to be professional and objective ––
must sign conflict of interest statementmust sign conflict of interest statement
Board member of a proposer cannot be on Board member of a proposer cannot be on 
the panel as this would be a possible the panel as this would be a possible 
conflict of interestconflict of interest

Selecting an evaluation Selecting an evaluation 
panelpanel



Evaluation packet sent by OC&P to panel members Evaluation packet sent by OC&P to panel members 
with instructions, copy of RFP, and all proposalswith instructions, copy of RFP, and all proposals
Members independently read and score each Members independently read and score each 
proposal proposal –– no collaborative scoringno collaborative scoring
Scores are recorded in pen, changes must be Scores are recorded in pen, changes must be 
explained, and score sheets signedexplained, and score sheets signed
Proposals are scored based on information Proposals are scored based on information 
contained within RFP and the received proposalcontained within RFP and the received proposal
Discussions between panel members and Discussions between panel members and proposersproposers
are expressly prohibitedare expressly prohibited

Scoring proposalsScoring proposals



Time and room arranged by OC&PTime and room arranged by OC&P
Scores are recordedScores are recorded
Conversation may be facilitated in cases Conversation may be facilitated in cases 
where a disparity among scores existwhere a disparity among scores exist
Members may change scores if necessary Members may change scores if necessary ––
write short note of justification and logicwrite short note of justification and logic
Final score is adjusted, if neededFinal score is adjusted, if needed

Evaluation panel meetingEvaluation panel meeting



Program roles and Program roles and 
responsibilitiesresponsibilities

Submit 118S with required information Submit 118S with required information 
and signaturesand signatures
Assist OC&P in developing solicitation Assist OC&P in developing solicitation 
documentdocument
Provide final approval before DOJ Provide final approval before DOJ 
reviewreview
One point of contact for OC&POne point of contact for OC&P



Program roles and Program roles and 
responsibilitiesresponsibilities

Determine if offerorsDetermine if offerors’’ conference is conference is 
needed in conjunction with OC&Pneeded in conjunction with OC&P
Provide list of potential Provide list of potential proposersproposers to to 
OC&P OC&P 
Refer all questions to OC&PRefer all questions to OC&P
Collaborate with OC&P in negotiating Collaborate with OC&P in negotiating 
final contract awardfinal contract award



OC&P roles and OC&P roles and 
responsibilitiesresponsibilities

Facilitate offerorsFacilitate offerors’’ conferenceconference
Sole point of contact for questions and Sole point of contact for questions and 
receipt of proposalsreceipt of proposals
Provide evaluation instructions and Provide evaluation instructions and 
documentsdocuments
Facilitate evaluation processFacilitate evaluation process
Maintain official solicitation fileMaintain official solicitation file



OC&P roles and OC&P roles and 
responsibilitiesresponsibilities

Collaborate with program to develop and 
issue solicitation
When necessary, obtain oversight agency 
approvals after program has approved 
solicitation document
Discuss any changes required by oversight 
agency with program
Post on Oregon Procurement Information 
Network (ORPIN) http://orpin.oregon.gov
and notify potential proposers



Access ORPIN for solicitation Access ORPIN for solicitation 
opportunities and documentsopportunities and documents
Provide proposal in accordance with Provide proposal in accordance with 
terms of solicitation documentterms of solicitation document

Proposer roles and  Proposer roles and  
responsibilitiesresponsibilities



Pitfalls and consequencesPitfalls and consequences

The greater the complexity the earlier OC&P The greater the complexity the earlier OC&P 
should be involvedshould be involved
No consideration given to the need and time No consideration given to the need and time 
for oversight agency involvementfor oversight agency involvement
Risk assessment Risk assessment –– insurance and alternate insurance and alternate 
ways of transferring riskways of transferring risk
No consideration given to scope of the No consideration given to scope of the 
project or needs of the agency beyond the project or needs of the agency beyond the 
initial term of the contractinitial term of the contract



Pitfalls and consequencesPitfalls and consequences

Disregarding negotiation in award of Disregarding negotiation in award of 
the contractthe contract
Commitment of program experts that Commitment of program experts that 
can appropriately evaluate proposalscan appropriately evaluate proposals
Not heeding DOJ or OC&P adviceNot heeding DOJ or OC&P advice
Discussions with vendor community Discussions with vendor community 
once the solicitation process has once the solicitation process has 
begunbegun


