REQUEST FOR PROPOSAL / REQUEST FOR QUALIFICATION

PROCESS (PCD-P001)

SACRAMENTO CITY UNIFIED SCHOOL DISTRICT

1.0 SCOPE:

1.1 This procedure describes the process in which the Planning
and Construction Department obtains contract services
supporting the districts strategic plan and operational
expectation 6.

2.0 RESPONSIBILITY:

2.1 Project Manager (PM)
3.0 APPROVAL AUTHORITY:

3.1 Director, Planning & Construction
4.0 DEFINITIONS:

4.1 RFP - Request for Proposal

4.2 RFQ — Request for Qualification

The on-line version of the procedure is
official. Therefore, all printed versions
are unofficial copies.

Approval signature on file
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REQUEST FOR PROPOSAL / REQUEST FOR QUALIFICATION
PROCESS (PCD-P001)

SACRAMENTO CITY UNIFIED SCHOOL DISTRICT

5.0 PROCEDURE:

RFP/RFQ
Process
A

Identify
need to
contract

<

Start RFP/RFQ
Process

Complete RFP/
RFQ Memo

Days 1-3 (3)

Prepare Draft
RFP/RFQ

Days 4-33 (30)

y

Send draft of
complete RFP/
RFQ and Memo to
Contracts office for
review

Days 34-47 (14)

Incorporate
changes to RFP/
RFQ from review

'

Receive Questions
from potential
proposers

Days 55-84 (30)

y

Post responses to
questions and
attendance list from
Pre-Submittal
Meeting as Addenda

Conduct Pre-

Days 86-99 (14)

Receive
Submittals

Day 100 (1)

No

v

Verification of
References,

Yes—

Submittal Meeting
(optional)

Day 85 (1)

Rate proposals
from firms

Days 101-160 (60)

Insurance and
other requirements

Days 101-120 (20)

Does process
require second
evel of review?

Send letter(s) of
selection or regret

Days 151-164 (14)

Schedule Board
agenda item

Days 165-171 (7)

Submit signed
contract(s) for
approval

Day 172 (1)

Receive
Approval from
Board

Yes

v

Send contract(s) to
firm(s) for
signature

Days 173-179 (7)

Conduct and

Yes—» document second

level of review

Obtain district
signature

Days 48-54 (7) Day 121 (1) Days 180-186 (7)
No
! ! v
End
Advertise and Negotiate contract
Issue RFP/RFQ terms with Firm(s) [~
Days 55-114 (60) Days 121-150 (30)
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REQUEST FOR PROPOSAL / REQUEST FOR QUALIFICATION

PROCESS (PCD-P001)
SACRAMENTO CITY UNIFIED SCHOOL DISTRICT

6.0 REVISION HISTORY:

Date: Rev. Description of Revision:
12/8/10 A Initial release

***End of procedure***
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