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Vendor Selection Schedule Tool
Project Name:_______________________ Project Leader:_______________________ Project Deadline:__________________
	Start Project

	
	Project Planning

	
	
	· Develop project scope 

· Develop Project Organization 

· Develop High-Level Communication Plan 

· Conduct Critical Issues and Risk Analysis 

· Develop project schedule 

· Gain agreement from stakeholders and sponsorship 

· Project Planning Activities Complete 



	Phase I:  Preparing for Vendor Selection

	
	Planning Activities

	
	
	· Identify functional & technical subject matter experts (SME) 

· Identify faculty & student advisors 

· Identify stakeholder groups & cohorts 

· Establish communication to inform stakeholders 

· Conduct Kickoff Meeting 
· Phase I Planning Activities Complete

	
	Business Process Review

	
	
	Preparation & Initial Communication 
· Facilitate SME teams to document business processes 

· Establish criteria to evaluate and prioritize 

· Launch web and email communications 

· Collect Faculty & Student Advisor Input 

· Preparation & Communication Activities Complete 

Data Collection & Communication 

· Conduct stakeholder focus group presentations 

· Collect stakeholder input 

· Interim communications to stakeholders 

· Data Collection & Communication Complete 

Validate Business Process Review Results 

· Facilitate SME teams to validate business process review 

· Generate final inventory of prioritized processes 

· Communicate Results to Stakeholders 

· Business Process Validation Complete 



	
	Document Functional Requirements

	
	
	Preparation & Initial Communication

	
	
	· Facilitate SME teams to document func & tech requirements 

· Establish criteria to evaluate and prioritize 

· Launch web and email communications 

· Collect Faculty & Student Advisor Input 

· Preparation & Communication Activities Complete 

Data Collection & Communication

	
	
	· Conduct stakeholder focus group presentations 

· Collect stakeholder input 

· Interim communications to stakeholders 

· Data collection & communication complete

Validate Requirements

· Facilitate SME teams to validate requirements

· Generate final inventory of prioritized requirements

· Communicate Results to stakeholders

· Requirements validation complete 

	
	Functional Assessment Complete

	
	
	

	Phase II:  Vendor Selection

	
	Planning Activities
· Agree on procurement strategy 

· Agree on evaluation factors, evaluation tools and decision process 

· Identify procurement SMEs and advisors 

· Phase I Planning Activities Complete 

Prepare RFP (Request for Proposal) 

· Construct reference interview guides and surveys 

· Develop demonstration scripts and scenarios 

· Develop RFP Document 

· Finalize RFP with Requirements Input

· Procurement Approval for RFP Document and evaluation tools 

· Executive Approval for RFP Document and evaluation tools 

· RFP Preparation Complete 



	Issue RFP

	
	RFP Milestones

· Pre-Bid Conference / Vendor Questions 

· RFP Submission Period 

· RFP Closes 

Evaluate Vendor Responses 

· Analyze Proposals to Identify Vendors to Proceed 

· Invite Vendors to Demonstrate 

· Conduct Vendor Demonstrations 

· Collect vendor reference data 

· Evaluate Results 

· Evaluation Complete 

Select the Preferred Vendor

· Select top ERP Vendor(s) 

· Document selection justification 

· Obtain Executive Approvals for ERP Vendor(s) Selection 

· Vendor Selection Complete 

Ready to Proceed to Vendor Negotiation 



	Final Phase:  Post Project Activities

	
	
	· Conduct lessons learned 

· Carry out "punch list" 

· Prepare communication plan for selection/negotiation results 

· Agree to next steps 

· Project Complete
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