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REQUEST FOR PROPOSAL PROCESS AUDIT

BACKGROUND

The purpose of the audit was to determine whether the procurement process used during the solicitation,
evaluation, award, and protest of Request for Proposal (RFP) 88A0095 was adequate and in compliance with
applicable laws, regulations, and policies. The RFP is a formal competitive, bidding solicitation process to obtain
complex or unique services. The RFP evaluation process is conducted by an evaluation committee comprised of
at least three voting members which includes technical experts under the guidance of the Division of
Procurement and Contracts (DPAC). Under the RFP process, the lowest bidder (Primary Method) or the highest
scoring bidder (Secondary Method) is awarded the contract. The audit focused on DPAC’s processing of RFP
88A0095 during the period June 1, 2014, to June 30, 2015.

KEY FINDINGS

Based on our audit, we determined that, although DPAC has written procedures for both the request for the RFP
and protest processes, these procedures were not always complete or clear in their intentions. We noted the
following:

No documentation of initial protest meetings.

Undocumented description of DPAC supervisors’ role in evaluation committees.
No supporting evidence for consensus on scoring of proposals.

Incomplete confidentiality forms.

Lack of the Evaluation and Selection Staff Report.

Undocumented justification for waiver of error in cost proposal.

Lack of eligibility information.

Incorrect key proposal information on contracting documents.

KEY RECOMMENDATIONS
The audit resulted in several recommendations to DPAC. A few are listed below:

Finalize and implement the updated RFP Manual.

Require evaluation members to sign off on RFP evaluation summaries.

Ensure updated forms are accurate, complete, identify assigned roles, and file securely.
Ensure documentation to support the decisions and conclusions for protests and if changes are
made to a competing proposal.

Provide clear guidance on tracking and documenting protests received.
e Require contract and protest analysts to attend recommended training.
e Remind contract managers to complete forms correctly for contracts that are being renewed.
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