RFP Issuance and Process Management - Key Tasks and Considerations 
	RFP Issuance 

	
	In issuing an RFP, it is imperative to ensure a fair, transparent, and competitive process is completed. To promote and encourage, it is recommended that the RFP be posted to the courts website as well as e-mailed to all know potential vendors identified on the source list. In the event that your court does not have a website, consider posting the RFP to the county's website or another potential affiliates.  

	Pre-Proposal Conference

	
	It is recommended that the court host a pre-proposal conference with potential vendors. A pre-proposal conference provides an opportunity for the project team to discuss the requirements and objectives of the RFP with potential vendors. In addition, potential vendors are provided the opportunity to ask questions and seek further clarification directly. The Project Manager, Procurement Lead, and other key subject matter experts and project team members should be required to attend, prepared to answer questions related to the RFP. Any items discussed, including responses to questions, should be documented in the form of an addendum and made available to all potential vendors. 

	Questions Submitted by Potential Vendors 

	
	Separate from the pre-proposal conference, potential vendors shall be provided the opportunity to submit written questions or requests for clarifications to the court issuing the RFP. The RFP shall include the name and contact information for which questions should be directed to, as well as the deadline for submitting. All questions, with the exception of those received during a pre-proposal conference, should be submitted in writing. Responses to all submitted questions shall be answered by the court in the form of an addendum and made available to all potential vendors. 

	Addendum Issuance

	
	In addition to providing responses to questions, any change or modification to the RFP must be documented in the form of an addendum and made available to all potential vendors. For example, if a specific date included in the RFP is extended or an additional document is required, an addendum will need be issued. 

	Receipt and Opening of RFP Responses 

	
	[bookmark: _GoBack]The date, time, and format in which proposal responses will be accepted must be specified in the RFP. As responses are received, the date and time received shall be documented. Responses shall be maintained unopened in a safe place until the date and time to submit has expired. Under no circumstances shall a proposal response be accepted after the date and time specified in the RFP has expired. Responses shall be opened in the presence of a witness, documenting the name of the person who opened the response as well as the person who witnessed the opening.    



















