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RFP Creation

• Documented Current and Future states
• Detailed process maps

• Facilitated drafting of requirements

• Separated process improvements tied to new system vs. manual/in-office improvements 

• Created an RFP Template
• Issued documents that offerors redlined and/or “filled in the blanks

• RFP is available upon request 



Best Practices

• Split your business needs into smaller projects to reduce risk and 
improve your ability to deliver on time and within budget

• Employ RFP “ghost” writing services 
• Expand your technical/solution expertise
• Acquire assistance in aligning state procurement process with the specific 

organizational needs

• Create an RFP in an iterative manner
• Agree on a definition of “DONE” and create each document in chapters within 

a specified cadence
• Determine users of the document (personas) and their needs up-front
• Define and agree upon a set of acceptance criteria



RFP Section Examples



Lessons Learned

• Have a procurement rep as a part of the team from the earliest phases of the 
project

• When we do not clearly understand our own requirements the vendor is 
challenged as well 

• It takes a solid year put a good RFP on the street

• Early legal review throughout the process helps to reduce rework at the end 
of the process

• Ensure business side understands its role in the procurement process

• Do not over-complicate process maps

• BPA will inevitably lead to BPI



Project Management
Everything prepares us for the new system.

Write Project Charter
Identify project roles
Identify project SMEs
Write Project Management Plan
Identify risks and issues
Communicate!



Kanban Board

• Track BPI tasks and usage continued through other 
phases of project

• Kanban is Japanese for ‘visual sign’ or ‘card’
• Workflow visualization tool 
• Accountability and acknowledgement of work
• Clear next steps/tasks



KanBan Board



SharePoint Project Site

Why?
• Communication
• Collaboration
• Tracking
• Version Control

What?
• Process improvements
• Risks and issues
• Decisions
• Document libraries
• Deliverable approvals
• Data cleanup tasks
• Action items







Communication
Disseminate, Post and Engage

 Communication Via Email

 Highly Visible KanBan Board

 Post Pertinent Information to SharePoint

 Regularly Scheduled Update Meetings
• Engage (Demos, Question and Answer Sessions)

 CIS Replacement Question Box
• FAQ’s

 Open Door Policy

 Town Halls



It’s Not about the Nail

• The way People communicate 

with each other is very different

Communication is Important!

https://www.youtube.com/watch?v=5O11_Ma20Rk
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Questions and Answers

Contact Information

 Emily Wingfield (Deputy Clerk)
• emily.wingfield@scc.virginia.gov

 Robert Lindsey (Assistant Deputy Clerk)
• Robert.Lindsey@scc.virginia.gov

 Jennifer Cooper (Project Manager)
• Jennifer.Cooper@scc.virginia.gov

mailto:emily.wingfield@scc.virginia.gov
mailto:Robert.Lindsey@scc.virginia.gov
mailto:Jennifer.Cooper@scc.virginia.gov

