REQUEST FOR PROPOSAL (RFP) TIMELINE
This document is provided for information to assist Project Overseers to plan and prepare a tender and contract for an APEC project. It guides the PO through the steps of the RFP and contract process and suggests the number of business days that should be planned for each step. 
The number of days suggested in this document are in our experience what is required for a typical APEC RFP and contract process to be completed comfortably. However no two APEC projects are the same, so please consider the requirements of your individual project when you are planning for your RFP and contract process.

If your project is urgent and you need to complete the process in significantly less time than what is suggested here, please contact your APEC Secretariat program director as early as possible to ensure that the process can be completed successfully to your timeline.
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	Process for procurement contracts valued over US$20,001
	Suggested number of business days
	Proposed dates

	1. 
	Project Overseer (PO) drafts Request for Proposal (RFP) (including Evaluation Criteria and this Timeline ensuring it is consistent with the Project Proposal)
	5
	

	2. 
	Program Director (PD) and Program Executive (PE) review draft RFP (including checking Milestones, Evaluation Criteria and Timeline)
	5
	

	3. 
	PO makes required changes to RFP (repeat process as necessary)
	3
	

	4. 
	For contracts valued US$20,001 to US$50,000:

- PD gives final approval of RFP

- PO sends out invitation to at least three (3) suitable Contractors to respond to the RFP
	1
	

	5. 
	For contracts valued US$50,0001 and above:

- PD gives final approval of RFP 

- APEC Secretariat uploads it onto website and sends out notification to Member Economies etc
	
	

	6. 
	Period of tender 

During this time:

- PO selects Evaluation Panel made up of members (or their delegates) from the approving APEC forum (eg working group).  PO should liaise with their economy’s working group representative if needed to secure panel members. 

- PO completes the ‘Evaluation of Proposals’ template
- PO acknowledges receipt to bidders of all Proposals

- PO and PD manage any queries to the RFP, and issue Addenda as required
	15 business days minimum
	

	7. 
	Tender closes

- PD (or PO if contract value under US$50,001) receives proposals and conducts compliance check of each proposal
- APEC Secretariat provides PO with completed Proposal Compliance Checklist if contract value over US$50,001
- APEC Secretariat will return any late proposals, unopened
	2
	

	8. 
	Evaluation Stage
For contracts valued US$50,001 and above: 
- PO provides Evaluation Panel members with those proposals that met compliance requirements along with the ‘Evaluation of Proposals’ Form (pre-filled with standard information)
- Each Evaluation Panel member completes the ‘Evaluation of Proposals’ Form evaluating each proposal against set evaluation criteria. Each signs and scans their ‘Evaluation of Proposals’ Form and sends the PDF, along with the excel version, to the PO
PO sends the following to the APEC Secretariat:
- completed ‘Procurement Process Summary and Endorsement’ Form 

- excel and signed PDF ‘Evaluation of Proposals’ forms for each Evaluation Panel member
- completed RFP Project Overseer Summary Form
For contracts valued US$20,001 to 50,000:
PO Evaluates all compliant Proposals received.
PO sends the following to the APEC Secretariat:

- completed ‘Procurement Process Summary and Endorsement’ form 

- signed and scanned ‘PO Evaluation of Proposals’ form 

- copies of all bids received


	5
	

	9. 
	APEC Secretariat endorses recommendation:

- PD checks the proposal of the recommended winner for any Conflict of Interest issues raised, and checks the ‘Additional Information’ section of proposal to assess any contractual issues (may need to consult with PMU). This must be done BEFORE announcing winning proposal.
	5
	

	10. 
	PE communicates with winning Bidder to advise any relevant comments from Evaluation Panel 
	1
	

	11. 
	APEC Secretariat prepares contract in consultation with the PO. PD clears draft contract.
	5
	

	12. 
	PE sends Winning Bidder draft contract 
	1
	

	13. 
	Winning Bidder reviews and agrees to draft contract
	2
	

	14. 
	PMU Director reviews and signs contract
	2
	

	15. 
	PE sends original signed contract to winning bidder for signature
	3
	

	16. 
	Winning Bidder sends signed contract to PE (Contract Execution Date as per RFP)
	1
	

	17. 
	PE sends signed contract to PO
	1
	

	18. 
	PO sends notification of outcome to unsuccessful bidders with copy to PD and PE
	2
	


