	
	
	

	Task
	Time lapse – next step
	Date to be completed

	Develop product list
	One month
	

	Estimate quantities
	Six weeks
	

	Mail draft of product list to potential vendors
	Three weeks
	

	Conduct first pre-bid conference
	One year- first time 

Three months – succeeding years
	

	Screen products and brands for approval
	One week
	

	Mail draft of bid document and product list to potential vendors
	Three weeks
	

	Conduct final pre-bid conference
	Two weeks
	

	Revise document and product list
	Two days
	

	Issue price request
	Three weeks
	

	Bids or prices opened
	Two weeks
	

	Bids evaluated
	Two weeks
	

	Board Approval
	Two weeks
	

	Vendors notified of bid award
	Three weeks
	

	First delivery
	
	


[image: image1.png]Task Time lapse - next step Date to be completed
One month

Develop product ist

Estimate quantities Six weeks

Mail draft of product list Three weeks
to potential vendors

Conduct first pre-bid conference One year - first time
Three months - succeeding years

Screen products and brands for approval | One week

Mail draft of bid document and product | Three weeks
list to potential vendors

Conduct final pre-bid conference Two weeks
Revise document and product list Two days
Issue price request Three weeks
Bids or prices opened Two weeks
Bids evaluated Two weeks
Board Approval Two weeks
Vendors notified of bid award Three weeks

First delivery





