
CA = Contract Analyst
CM = Contract Manager
Dept. = Department
DJC = Portland Daily Journal of Commerce
SM = Solicitation Manager, key department assigned
GTS = Contract tracking system
P&C = Purchasing & Contracting
RFD = Request for formal solicitation development
RFP = Request for Proposals

IF no further evaluation steps, proceed to 
Recommendation of Award or other evaluation steps

Start – Department provides 
P&C a signed Request for 

Development with appointed 
SM

P&C issues 
final addenda 

5 calendar 
days prior to 

bid close

P&C prepares 
for RFP close

P&C provides 
evaluation 
packets to 
evaluation 

team

P&C reviews 
proposals against 

minimum 
mandatory 

requirements

RFP closes

Evaluators 
complete 

written 
evaluations

P&C 
completes 

cost 
evaluation

Evaluation 
sheets 

submitted to 
PC

Written 
evaluations 

tallied

Competitive 
Range 

determined

Interview 
evaluation 

team meeting

Notice of Intent 
to Award signed 
and posted on 

PlanetBids

PC continues to field questions

V14 010515

Conflict of Interest 
forms received

Kickoff meeting 
with evaluation 
team if possible

Determine schedule

Additional 
steps as 

specified in 
RFP

NOTE:  Solicitation can be cancelled at anytime throughout the process

List must include 
email addresses
Vendor outreach

SM and P&C

SM provides 
P&C list of 

vendors to be 
notified

P&C forwards 
technical questions to 

SM
SM gathers info. and 

responds to P&C

P&C fields all 
vendor questions

P&C Lead assigns 
RFP number in 
GTS and sends 

notification to CA 
and SM

CA and SM may 
exchange 

document several 
times before 

finalized

CM and 
Consultant 
Agree on 

negotiable 
items

CM prepares contract for 
execution

Award not final until protests 
resolved, appeal period has 

ended and contract is executed

SM & PC

Recommendation for Award
Signed by SM and 

Department Director

P&C makes determination of 
proposals not in compliance 

with minimum mandatory 
requirements

Possible notice of proposal rejection

Possible appeal of determination as 
non-responsive

Color Designates Task Owner

Pink      =Department
Blue      =Purchasing & Contracting (P&C)
Green   =Solicitation Manager

Pink
Blue
Green

Written 
evaluation 
meeting

P&C, SM, and 
Evaluators

Proposer 
interviews   

and/or 
presentations

Interview/
presentation 
evaluation

Public 
opening of 

RFP 
proposals

P&C Lead signs

Final draft 
approved by 
SM and P&C

SM provides 
solicitation issue 

decision

SM completes 
1st draft of 
RFP and 

notifies P&C

CA sets up 
electronic and 
hard copy files

P&C initiates 
project kickoff 
meeting where 

schedule is 
determined

CA reviews draft for best 
business practices, 

compliance with policy & 
procedures, and 

completeness of SOW

Solicitation 
issued

P&C posts solicitation 
on PlanetBids

P&C advertises in
DJC 

P&C notifies vendor 
list of posting by email

Pre-proposal 
conference(s) 

held, ideally 1.5 
to 2 weeks after 

notification

P&C issues 
addenda including 

pre-proposal 
attendance roster 
and answers to 

questions 

Question and 
substitution 

request 
deadline

SM approves 
substitution 

requests

P&C scans all 
proposals into 
electronic files

Notice of 
competitive range 

posted to 
PlanetBids

Possible appeal of 
competitive range

Interview 
format, 

questions, & 
location 

determined

Invitation to 
interview letter 

sent to 
selected 

proposers
P&C, SM, and 

Evaluators

P&C prepares 
Recommendation 

for Award 

Respond to protests or 
appeals – or pre-protest 

communications from vendors 
or their attorneys

Protest Concerns
Debrief Meetings 
may be held after 
Contract award

Protest period 
begins

Bypassed if Proposals are submitted electronically through PlanetBids


