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[bookmark: _Toc332293996][bookmark: _Toc438532918][bookmark: _Toc329957376][bookmark: _Toc226016639]USING THIS TEMPLATE
This template contains “suggested language” and assumes that the author of this document will make appropriate additions, deletions, and changes for their specific project needs.

To create a document from this template:
· Replace [bracketed text] on the cover page, in the header, and throughout the document with your project and agency information by filling in the [bracketed text] area in the document text.  Filling in the information once, will propagate that field throughout the document.
· Complete the entire template making all necessary adjustments 
· Each section contains abbreviated instructions (Green Font) and an example using (Black Font). 
· Delete this “Using This Template” page. 
· Update the Table of Contents by clicking on the “References” tab, selecting “Update Table”, then “Update Entire Table” and click “Ok”.
· Save. 

To provide any suggested improvements or corrections, please email TBSM.info@tn.gov.




[bookmark: _Toc438532919]REVISIONS

	Revision
	Description of Change
	Author
	Effective Date

	v1
	Initial document upload to TBSM intranet site
	BSD Team
	09/28/12

	
	
	
	

	
	
	
	





[bookmark: _Toc438532920]INTRODUCTION
The purpose of the Procurement Management Plan is to define the procurement requirements for the project and how it will be managed, from developing procurement documentation through contract closure.  The Procurement Management Plan should be in compliance with the State Central Procurement Office (CPO) rules and regulations.  The Procurement Management Plan should define the following:
· Procurement definition
· Market/Solution research to be conducted and results
· Type of contract – firm-fixed price, time and materials (T&M), cost-reimbursable 
· Approach -- custom development, custom off the self (COTS), software as service
· Identifying potential bidders 
· Establish General Requirements and Detail Technical Requirements  
· Required deliverables
· Oral presentation requirements
· Software demonstrations requirements 
· Evaluation criteria (weighting of requirements)
· Establishing contract deliverables and deadlines
· Cost methodology and statistics
· Estimated volumes from the current environment and technical infrastructure
· Service Level Agreements, Performance Bonds, Liquidated Damages
· Vendor Management/Oversight
· Performance metrics for procurement activities

This Procurement Management Plan sets the procurement framework for [PROJECT NAME].  It will serve as a guide for managing the procurements throughout the life of the project and will be updated as acquisition needs change.  This plan identifies and defines the items to be procured, the types of contracts to be used in support of this project, the contract approval process, and decision criteria.  The importance of coordinating procurement activities, establishing firm contract deliverables, and metrics in measuring procurement activities is also included.

[bookmark: _Toc226016640][bookmark: _Toc438532921] PROCUREMENT MANAGEMENT APPROACH
The Procurement Management Plan should be defined enough to clearly identify the necessary steps and responsibilities for procurement from the beginning to the end of a project.  The Senior Project Director must ensure that the plan facilitates the successful completion of the project and does not become an overwhelming task in itself to manage.  The Senior Project Director will work with the project team, CPO, and other key players to manage the procurement activities.

The Senior Project Director will provide oversight and management in concert with appropriate agency procurement and management staff for all procurement activities under [PROJECT NAME].  The Senior Project Director will work with the project team to identify all items to be procured for the successful completion of the project.  The Senior Project Director will then review the procurement list with the Project Steering Committee (PSC) for approval.  The process involves determining whether to acquire outside support and, if so what to acquire, how to acquire it, how much is needed, and when to acquire it. 

[bookmark: _Toc438532922]PROCUREMENT DEFINITION
The purpose of procurement definition is to describe, in specific terms, what items will be procured and under what conditions.  Sometimes items which must be procured for a project can be developed internally by an organization.  Additionally, procurement deadlines are usually affected by the project schedule and are needed by certain times to ensure timely project completion.  This section is where these items must be listed, justified, and the conditions must be set. Any important technical information should also be included. Individuals may also be listed with authority to approve purchases. 

The following procurement items and/or services have been determined to be essential for completion and success of [PROJECT NAME].  The following list of items/services, justification, and timeline are pending PSC review for submission to the CPO:

	Item/Service
	Justification
	Category
	Needed By

	Item A; 3” x ¾” tool
	Needed for manufacturing widget type 1; we do not make this item
	Software
	31 July 2009

	Item B; 4” x ½” tool
	Needed for building tool type 2; we make this item but do not know the cost comparison vs. purchasing it
	Hardware
	15 August 2009

	Item C
	Needed for transferring data to new operating system; we do not make this item
	Services
	1 September 2009

	Item D
	Hosting will be included or outsourced
	Hosting

	1 September 2009

	Item E
	Software Maintenance will be included or outsourced
	Software Maintenance

	1 September 2010

	Item F
	Responsibilities for working with IV&V vendor
	Independent Verification and Validation (IV&V)

	31 July 2009

	Item G
	Resources needed to staff project team
	IT Pro Resources
	1 September 2009





In addition to the above list of procurement items, the following individuals are authorized to approve purchases for the project team:

	Name			Role
	John Smith		Senior Project Director
	Jane Doe		Lead Engineer
	Bob Jones		Design Technician

[bookmark: _Toc438532923]CONTRACT TYPE
The purpose of this section is to describe the type of contract to be used so the Senior Project Director and project team can proceed accordingly.  There are many different types of contracts such as: firm-fixed price, time and materials (T&M), cost-reimbursable, and others.  Different procurement items may also require different contract types.    

All items and services to be procured for [PROJECT NAME] will be solicited under firm-fixed price contracts.  The project team will work with the Agency Fiscal Office and Procurement staff to define the item types, quantities, services and required delivery dates.  The Request for Proposal (RFP) Coordinator will then solicit bids from various vendors in order to procure the items within the required time frame and at a reasonable cost under the firm fixed price contract once the vendor is selected.

[bookmark: _Toc438532924]PROCUREMENT APPROVAL PROCESS
The purpose of this section is to define the process through which procurements and their resulting contracts must be approved.  It is important to define the process within the organization and understand who is involved in the decision-making.  Typically large purchases follow an established bidding process and follow a formal selection and approval process.  Smaller purchases can be less formal, and in some cases may be approved by the Agency.  This section should clearly identify the rules for all procurements within your organization.  Seek approval from the CPO regarding the latest procurement requirements. 

The Senior Project Director along with Agency staff will meet with the CPO office to determine the type of procurement model that best meets the need of the project.  If necessary, a Request for Information (RFI) may be released as a first procurement step to gather information.  Based on the Vendor responses to the RFI, the CPO office and the Agency will determine 
the procurement process that must be followed, such as non-competitive contract request, competitive negotiation, alternative procurement, RFP cost only or RFP.   

The procurement documents must be submitted for OIR endorsement for all technology projects, the Department of Human Resources must approve training for State employees, and the CPO and Comptroller offices must provide the final approval.  

[bookmark: _Toc438532925]DECISION CRITERIA
The purpose of this section is to define the criteria used by the CPO to decide on what contract(s) to award.  Again, these criteria may vary between organizations but must be defined as part of the Procurement Management Plan.

The criteria for the selection and award of procurement contracts under this project will be based on the following decision criteria: 
· Comparison of outsourced cost versus in house sourcing
· Mandatory Requirements
· Vendor financial documentation
· General Qualifications & Experience (vendor and proposed staff)
· Past performance Technical Qualifications
· Quality
· Ability of the vendor to provide all items by the required delivery date
· Software Demonstration and/or Oral Presentation
· System Infrastructure Impact
· Cost

These criteria will be measured by the Agency Evaluators, Agency RFP Coordinator, and Subject Matter Experts (SME), and the Senior Project Director.  The final decision will be made based on these criteria as well as available resources.

[bookmark: _Toc438532926]VENDOR MANAGEMENT
The purpose of this section is to describe the roles and actions the project team and purchasing and contracts department will take to ensure that the selected vendors provide all of the products/services agreed upon and that the appropriate levels of quality are maintained.

The Project Director is ultimately responsible for managing vendors.  In order to ensure the timely delivery and high quality of products from vendors, the Project Director or his/her designee will meet weekly with the purchasing and contracts department along with each vendor to discuss the progress for each procured item.  The purpose of these meetings is to review all documented specifications for each product as well as to review the quality test findings.  This forum will provide an opportunity to review each item’s development or the service provided in order to ensure it complies with the requirements established in the project specifications.  It also serves as an opportunity to ask questions or modify contracts or requirements ahead of time in order to prevent delays in delivery and schedule.  The Project Director will be responsible for scheduling this meeting on a weekly basis until all items are delivered and are determined to be acceptable.



[bookmark: _Toc438532927]ACCEPTANCE 
(This section should be modified for best application to specific projects. Include all project team members that should have some level of authority regarding document review and approval.)

Approved by:


		Date:	
<Approvers Name>
[PROJECT NAME] Executive Sponsor


		Date:	
<Approvers Name>
[PROJECT NAME] Business Sponsor


		Date:	
<Approvers Name>
[PROJECT NAME] Project Director/Manager


		Date:	
<Approvers Name>
[PROJECT NAME] Stakeholder
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