5. Submit Request for Proposal to Suppliers




Purpose
The Request for Proposal is submitted to selected qualified suppliers. The suppliers are invited to prepare a response to the RFP (a proposal) by the date specified in the RFP, in the defined form, and with the required contents. The acquirer will evaluate these proposals and select an appropriate supplier to perform the subcontracted development work.







Roles
Purchasing (lead)

Subcontract Manager







Entry Criteria
RFP is baselined and approved for distribution to prospective suppliers.







Inputs
· Qualified supplier list (maintained by Purchasing)

· Request for proposal







Tasks
1. Select suppliers to whom the RFP will be submitted. These suppliers should be on the list of qualified suppliers. If they are not, there should be some evidence that they would be appropriate candidates for performing the work to be subcontracted. See Appendix H, Guidance for Selecting Suppliers.

2. Contact suppliers to determine whether they wish to receive the RFP. If so, identify the individual at the supplier’s site to whom the RFP is to be submitted.

3. If necessary, execute a nondisclosure agreement with suppliers who wish to receive the RFP.

4. Deliver the RFP to the suppliers by the most expeditious route, confirming receipt by each supplier.

5. Record the list of suppliers to whom the RFP was submitted in the proposal evaluation report.

6. Respond to questions submitted by suppliers. Communicate clarifications or corrections concurrently to all suppliers who received the RFP. Revise the RFP as necessary according to the project’s change control process.







Outputs
· Nondisclosure agreements

· Draft proposal evaluation report, with list of suppliers who received the RFP







Work Aids
· Proposal evaluation report template (Appendix G)

· Guidance for Selecting Suppliers (Appendix H)







Verification
1. Verify that the appropriate recipient at each supplier site received the complete RFP.







Exit Criteria
All suppliers who expressed an interest in receiving the RFP have received a copy.

Nondisclosure agreements have been executed with suppliers who received the RFP.




