The Pre-Proposal (RFP) Conference
It is highly recommended that the purchaser schedule a pre-proposal conference. The pre-proposal conference provides an opportunity to: 

· review the requirements; 

· facilitate a clear understanding; and 

· promote competition. 

If a pre-proposal conference is conducted, modifications to the solicitation may result. NOTE: Oral comments are not binding. Those attending the conference are advised that only those written modifications via addendum are considered to be alterations to the RFP (see Section 7). 

Need for Pre-Proposal Conference 

The purchaser must first determine if a pre-proposal conference is mandatory. If a mandatory conference is required it may limit competition. A mandatory pre-proposal conference only provides another opportunity to disqualify what might otherwise have been a responsive proposal. 

Prior to the actual conference, the purchaser should meet with the end users who are responsible for answering questions or entering discussions related to the acquisition. The meeting is used to coordinate participation and establish ground rules so that the pre-proposal conference is conducted in an organized, meaningful and professional manner. It is also used to ensure representatives are working together to better serve the needs of the state. 

The conference is a meeting of potential proposers, the purchaser and the user agency's technical representative(s). The RFP outlines administrative instructions specifying a reasonable time which should allow as many as possible to be present. The date is usually set for about 10 days after potential proposers have received the RFP. The administrative point of contact and location of the pre-proposal conference is included in the RFP cover. 

Site Visits 

Some projects will necessitate a site visit by proposers, such as those with installation requirements. The point of contact for arranging a site visit is included in the RFP cover. A general site orientation "walk through" may be appropriate for the pre-proposal conference with a site visit scheduled later. 

Preparation for the Conference 

At the pre-proposal conference, the purchaser serves as chairperson and is primarily responsible for addressing matters related to the purchasing process including the RFP evaluation and award. The agency should have persons present to answer technical and site specific questions relating to the actual acquisition. An attendance roster is established at each conference to collect the attendee name, company represented and contact information. The purchaser may publish this roster for information with the first addendum issued. An agenda should be prepared detailing the following: 

1. Opening - After calling the conference to order the purchaser introduces agency representatives and explains what their responsibilities are in the proposed acquisition. 

2. Introduction - Next, attendees may be requested to introduce themselves, give their name and title, and identify the company they are with. 

3. Housekeeping - Announce administrative information regarding taping of the conference audio, video, or both. In addition attendees are reminded that only a written change via addendum legally binds the RFP. 

4. RFP Overview and Review - An agency representative gives an overview of the project. Review of the RFP itself serves as the focus for the conference. The purchaser indicates that the purpose of the pre-proposal conference is for clarification of the RFP and that the complete document will be covered with questions held until the proposal is read. The purchaser reviews the document, page by page, if necessary, permitting proposers an opportunity to ask questions as each page is reviewed. This is imperative for an orderly pre-proposal conference. The purchaser accepting "shotgun" questioning will be confused, and worse, the prospective proposers will be confused. It may not be necessary to read the entire RFP. 

5. Recap and closing. 

NOTE: The conference should be recorded. Recording gives the occasion a certain importance and earnestness and may hold unnecessary remarks to a minimum. The recording is a ready reference and check list for the purchaser if there is a need to publish addenda. 

Some questions are answered immediately. Some questions may not be easily answerable and the purchaser must only give an answer that will withstand rigorous scrutiny after the conference. All questions must be addressed in the subsequent addendum. 

Some suggestions may be offered or objections made which must be taken under advisement. The purchaser will indicate to the attendees that there will be a response in writing, made in a timely manner before the scheduled opening or, if necessary, the opening is rescheduled. No decision on complicated or sensitive matters should be made in haste at the pre-proposal conference. It may be necessary to further research the matter to provide the correct answer. On occasion there may be a participant who is unnecessarily argumentative or aggressive. The purchaser must be polite but firm to avoid confrontations. 

NOTE: Questions concerning the RFP may be requested prior to the pre-proposal conference in order to identify the type of questions that may be asked.

