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Please refer to the Procurement Information Center Policies and Procedures for detailed instructions and additional guidance for this checklist.
MINIMUM REQUIREMENTS FOR THE COMPETITIVE PROCUREMENT PROCESS
1. Designate a Procurement Team Leader and Procurement Management Team.

2. Create a procurement file.

3. Draft the Request for Response (RFR).

4. Draft the evaluation criteria.

5. Distribute the RFR to potential bidders (Comm-PASS posting requirements, as applicable).

6. Designate an open solicitation phase (with optional inquiry period).

7. Evaluate the responses.

8. Conduct contract negotiations.

9. Notify all respondents of contract execution.

10. Conduct debriefings as appropriate.
CONSIDERATIONS
	PROCUREMENT PROCESS
	SMALL PROCUREMENTS <$50,000
	LARGE PROCUREMENTS > $50,000

	RFR drafting
	RFR - Build to suit - See RFR checklist and policies for additional information.


Comm-PASS supports Line Item Solicitation format for up to 100 price-quantity items, as well as Universal format (free-form) for complex bids.
	RFR - Build to suit - See RFR checklist and policies for additional information.


In addition to the RFR formats noted to the left, Comm-PASS supports Intent to Publish (ITP) Solicitation format for WTO announcements and RFIs.

	RFR response format


	Responses may be made through fax, mail, email or personal delivery as specified in the RFR. Comm-PASS supports online bid submission at the department's discretion. 

This electronic capability allows subscribers to submit electronic bids to an encrypted lock-box. Bid receipt is automatically logged. When based on a Line Item format, tabulation of responses is automated to an extractable spreadsheet.
	Mail or personal delivery. Sealed hard copies are required. Faxed or emailed responses are not acceptable. Comm-PASS supports online bid submission at the department's discretion. 

This electronic capability allows subscribers to submit electronic bids to an encrypted lock-box. Bid receipt is automatically logged.

When based on a Line Item format, tabulation of responses is automated to an extractable spreadsheet.

	Bidders’ conference
	Optional. If yes, dept. adds date, time and place in the RFR.
	Optional. If yes, dept. adds date, time and place in the RFR.

	Written inquiries/Comm-PASS online forum


	Optional. If yes, dept. adds deadline date, time, place and method of submission of questions (mail, fax, electronic or via the Comm-PASS online forum) in RFR.

The Comm-PASS online forum is available for written questions and answers. It supports all the requirements for public notification and access, and provides departments with automated management tools to accept and record questions, draft and publish official answers, and issue clarifications.
	Optional.  If yes, dept. adds deadline date, time, place and method of submission of questions (mail, fax, electronic or via the Comm-PASS online forum) in RFR.

The Comm-PASS online forum is available for written questions and answers. It supports all the requirements for public notification and access, and provides departments with automated management tools to accept and record questions, draft and publish official answers, and issue clarifications.

	Answers to written questions
	If option used, and the RFR was posted on Comm-PASS, dept. posts answers on Comm-PASS and sends to those bidders who received paper copies of the RFR (via mail or fax).

If Comm-PASS online forum was used, mailing and faxing of responses is eliminated since answers are publicly available online.
	If option used, dept. posts answers on Comm-PASS and sends to those bidders who received paper copies of the RFR (via mail or fax).

If Comm-PASS online forum was used, mailing and faxing of responses is eliminated since answers are publicly available online.

	Evaluation criteria
	Required – Evaluation criteria and subsequent amendments must be completed prior to reading or evaluating bidder responses.
	Required – Evaluation criteria and subsequent amendments must be completed prior to reading or evaluating bidder responses.

	RFR advertisement or distribution
	Dept. distributes written RFR to a min. of 3 qualified bidders (one of which must be a SOMWBA certified M/WBE, if available, unless posted on Comm-PASS). May also be advertised in newspapers or as required by statute. May also be posted on Comm-PASS. Providing notice via telephone is not acceptable.
	Must be posted on Comm-PASS. May also be advertised in newspapers or as required by statute.

	RFR amendments
	If the RFR was posted on Comm-PASS, dept. posts the amendment on Comm-PASS and also sends to those bidders who received paper copies of the RFR (via mail or fax).

If posted on Comm-PASS, interested Subscribers receive automated email notification of action.
	Dept. posts on Comm-PASS and also sends to those bidders who received paper copies of the RFR (via mail or fax).

Interested Subscribers receive automated email notification of action.



	RFR cancellation
	If the RFR was posted on Comm-PASS, dept. posts the cancellation on Comm-PASS and also sends to those bidders who received paper copies of the RFR (via mail or fax).

If posted on Comm-PASS, interested Subscribers receive automated email notification of action.
	Dept. posts on Comm-PASS and also sends to those bidders who received paper copies of the RFR (via mail or fax).

Interested Subscribers receive automated email notification of action.



	Receipt of responses
	Dept. date stamps or records date and time of receipt.

Comm-PASS bid receipt is automatically logged if electronic submission is allowed.
	Dept. date stamps or records date and time of receipt.

Comm-PASS bid receipt is automatically logged if electronic submission is allowed.

	Reference checks
	Optional. Business reference attachment may be added to RFR or dept. may conduct separate checks.


	Optional. Business reference attachment may be added to RFR or dept. may conduct separate checks.

	Oral presentations
	Optional. If option used, date, time and place should be identified in RFR or selected bidders should be notified directly.


	Optional. If option used, date, time and place should be identified in RFR or selected bidders should be notified directly.

	Response corrections
	At dept.’s option.


	At dept.’s option.

	Response clarifications
	At dept.’s option. If the RFR was posted on Comm-PASS, dept. sends to all bidders that submitted responses (via mail, email or fax) and also posts notice of option for clarification of specified section on Comm-PASS.


	At dept.’s option. Dept. sends to all bidders that submitted responses (via mail, email or fax) and also posts notice of option for clarification of specified section on Comm-PASS.

	Reverse Auction


	Optional. Must be specified in the RFR. Winning bidder(s) pays for the auction.
	Optional. Must be specified in the RFR. Winning bidder(s) pays for the auction.

	Multiple rounds of competitive negotiations
	Optional. Departments may offer bidders several opportunities to compete in areas specified in the RFR, including, but not limited to, lowering prices (without changing the nature of their responses) or increasing M/WBE participation in order to receive a more favorable evaluation.
	Optional. Departments may offer bidders several opportunities to compete in areas specified in the RFR, including, but not limited to, lowering prices (without changing the nature of their responses) or increasing M/WBE participation in order to receive a more favorable evaluation.

	Best and Final Offer (BAFO) 
	Optional. Same terms to all chosen bidders, where such bidders are asked to compete in specific areas such as price, AMP terms, etc.
	Optional. Same terms to all chosen bidders, where such bidders are asked to compete in specific areas such as price, AMP terms, etc.

	Contract negotiations with selected bidder(s)
	Optional. Negotiations may be conducted about any terms.
	Optional. Negotiations may be conducted about any terms.

	Notice of contract execution
	If the RFR was posted on Comm-PASS, dept. posts notice of contract execution on Comm-PASS and also sends to all bidders that received paper copies of the RFR (via mail or fax).

If posted on Comm-PASS, interested Subscribers receive automated email notification of action.
	Dept. posts notice of contract execution on Comm-PASS and also sends to all bidders that received paper copies of the RFR (via mail or fax).

Interested Subscribers receive automated email notification of action.



	Debriefing
	Optional. (Required for human and social service programs in which the bidder intends to appeal the dept.’s decision.)
	Optional. (Required for human and social service programs in which the bidder intends to appeal the dept.’s decision.)


MINIMUM REQUIREMENTS FOR EVERY RFR

1. Description or purpose of the procurement.

2. Acquisition method (fee-for-service, outright purchase, rental, term lease, Tax Exempt Lease-Purchase and/or license).

3. Request for single or multiple contractors.

4. Use of a procurement by a single or multiple departments.

5. Anticipated duration of contract, including renewal options.

6. Anticipated expenditures and compensation structures.

7. Performance and contract specifications.

8. Instructions for submission of responses.

9. Deadline for responses and procurement calendar.

10. RFR attachments/required specifications.

CONSIDERATIONS FOR THE RFR

· RFR - Required specifications.

· RFR - Required specifications for information technology.

· RFR - Other specifications.

· Department specific policies and procedures

· Security sensitive issues.

· Emergency standby commodities and/or services.

· Affirmative Market Program (AMP) Plan.

· Identification of M/WBE status or use of M/WBE subcontractors.

· Identification of EPP opportunities or EPP requirements.

· Performance measurements. How performance will be judged.

· Relevant performance dates and deadlines.

· Mandatory versus desirable specifications.

· Deliverables.

· Identifying a “market basket” or “catalog” of bidder commodities and services.

· Identification of a more cost-effective or best value alternative.

· Brand name or equivalent.

· Use of contractor owned materials during performance.

· Furnishings or equipment required for contractor performance.

· Prevailing wages requirements.

· Shipping and delivery requirements.

· Performance and payment time frames which continue beyond the duration of the contract.

· Changes to performance and contract specifications which require a formal standard contract amendment.

· Bidder qualifications.

· Contract or project managers.

· Identification of subcontractors.

· Business references.

· Financial statements.

· Benchmarking of price, performance, e.g., price paid by other purchasers from which to negotiate downward.

· Risk of loss - insurance and performance or surety bonds.

· Evidence of tax compliance.

· Invoice and payment specifications.

· Electronic funds transfer.

· Prompt payment discounts.

· Record keeping requirements and security issues.

· Reporting requirements.

· Proof of Worker’s Compensation and unemployment insurance.

· Other certifications, statutory requirements (World Trade Organization, federal funding restrictions of requirements, etc.).

· Requirements for consultant services.

· Programmatic or fiscal reporting requirements.

· Identification of similar contracts or projects.

· Additional related commodities and services.

· Reverse auctions.
RFR ATTACHMENTS
· RFR - Required Specifications, RFR - Required Specifications for Information Technology and RFR - Other Specifications.

· Commonwealth Terms and Conditions and/or Commonwealth Terms and Conditions for Human and Social Services.

· W-9 Form (Massachusetts Substitute W-9 Format - Request for Taxpayer Identification Number and Certification).

· Standard Contract Form and Instructions.

· Contractor Authorized Signatory Listing (all procurements).

· Consultant Contractor Mandatory Submission Form (required for consultant services, although the requirements of this form may be met per the Standard Contract Form contractor certifications).
· Affirmative Market Program (AMP) Plan (required for large procurements; encouraged for small procurements).

· Authorization for Electronic Funds Payment (EFT).

· Prompt Payment Discount Form (optional form, prompt payment discounts may also be submitted on the Standard Contract Form).

· Additional Environmentally Preferable Product Information.

· Business Reference Form.

· ( For POS Only: Purchase of Services Attachments 1-6, as applicable.

· Other department attachments.

Note: All forms and attachments are available on the OSD Forms page. Also, Comm-PASS provides each department with a Solicitation Document Library and a Contract Document Library which can automatically associate designated files with each Solicitation and Contract record created. This can be used to ensure each published record contains the required specifications.

CONTRACT EXECUTION AND MANAGEMENT CONSIDERATIONS

· Contract execution.

· Contract filing.

· Comm-PASS posting, if applicable.

· MMARS transactions.

· Contract management:

· Procurement file.

· Customer satisfaction.

· Payments (including assignment of payments, if applicable).

· Contract monitoring and evaluating contractor performance and compliance:

· Compliance and performance: Develop a checklist or an electronic file with an automatic date flag for deadlines and other reminders during the contract period. Regularly evaluate the quality and overall success of the contractor in meeting the requirements of the contract.

· Deliverables and payment.

· Termination or renewals.

· Affirmative Market Program (AMP) Plan monitoring and reporting, if applicable.

· Resolving customer complaints.

· Contract amendments:

· Dollars.

· Duration (limited circumstances).

· Performance.

· Informational items.

· Option to renew. If exercising an option to renew, forward the amendment documentation to the contractor for completion and execution at least 30 days prior to termination date of the contract term.

· Contractor Identity Changes:

· Legal name change only.

· Material changes in contractor identity.

· Contract disputes:

· Litigation or mediation.

· Notice to the Attorney General's Office.

· Suspension and termination:

· Immediate (limited circumstances).

· For cause.

· Without cause.
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