	TERMS OF REFERENCE

PLANNING GUIDELINE


	1.
	Background 

	

	
	 FORMCHECKBOX 

	The overview background and current status of the situation.

	
	 FORMCHECKBOX 

	What used to be done or what is currently being done, if anything at all?

	
	 FORMCHECKBOX 

	Was a detailed business case prepared and if so, is there enough information to prepare the contract Terms of Reference?  Note that most if not all of the following planning requirements (listed below) should have been developed and analyzed as part of the business case.  If a business case was prepared, is the information current?

	2.
	Risk Assessment and Management

	

	
	 FORMCHECKBOX 

	Risk identification, assessment and response including project assumptions, mitigation process and insurance requirements.

	3.
	Critical Success Factors

	

	
	 FORMCHECKBOX 

	These are considerations that can adversely affect or positively impact the success of a project, including Scope, Quality, Time and Cost.  What components of each could affect the project?  What are the related project / contract assumptions and their potential effects or impacts on the successful completion of the project?

	
	 FORMCHECKBOX 

	This analysis can be associated directly with the project risk assessment (e.g. contract restrictions, scope constraints, stakeholder both internal and external).

	4.
	Project Scope

	

	
	Includes the outcomes (results expected), outputs or deliverables and resources (inputs) required to achieve these.  Consider the following with regard to scope:

	
	 FORMCHECKBOX 

	Detailed Description (normally used in a Tender and Quote solicitation) – the project detailed scope requirements including the project methodology / solution are proved

	
	 FORMCHECKBOX 

	Function Description (RFP) – e.g. the anticipated requirements are provided but not (normally) the project approach, solution, or methodology as the purpose of an RFP is to have the proponent / vendor propose the project approach / methodology or solution.

	
	 FORMCHECKBOX 

	Deliverables or outputs of the contract, known or expected, and how these will be measured both in quantity and quality with performance measurement indicators.

	
	 FORMCHECKBOX 

	Resources or inputs (e.g. people, equipment, technology) provided by both the contracting agency and prospective contractor will be required to ensure product / service delivery.

	
	 FORMCHECKBOX 

	What is “out of scope”?  It is essential to identify those items or potential scope issues that are not required.

	5.
	Timeframe / Schedule

	
	
	

	
	 FORMCHECKBOX 

	Specific dates including: solicitation and response timeframes; environmental factors /  considerations such as weather; critical dates such as deadlines for specific deliverables, target dates, if known or anticipated.

	6.
	Location

	
	
	

	
	 FORMCHECKBOX 

	Where will the contract be performed?  What could be the impact on resources including logistics, personnel, equipment, technology, administration and cost?

	7.
	Financial and Payment Considerations

	
	
	

	
	 FORMCHECKBOX 

	What are the budget issues and planning factors?

	
	 FORMCHECKBOX 

	What are the project costs (direct and indirect)?

	
	 FORMCHECKBOX 

	What are the total contract and project cost estimates?  If unknown you may acquire this information from other sources, agencies, past or current similar contracts, the internet or through Requests for Information on key product costs (no quotes, just normal pricing information).

	
	 FORMCHECKBOX 

	Do you need any financial guarantees?

	
	 FORMCHECKBOX 

	What could be the preferred payment schedules based on deliverables / milestones?

	8.
	Monitoring, Reporting and Evaluation

	
	
	

	
	 FORMCHECKBOX 

	Contract implementation phases include quality assurance, performance measurement and overall monitoring plans.

	
	 FORMCHECKBOX 

	The solicitation documentation must address these planning requirements, e.g. an RFP should address and evaluate the capabilities and processes on how the potential vendor / contractor plans to monitor the contract including reporting and risk treatment plans.
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	9.
	Communication Strategies and Processes

	
	
	

	
	 FORMCHECKBOX 

	Establish both internal and external communication and reporting procedures, including the necessary approval requirements and authorities.

	
	 FORMCHECKBOX 

	Preparing reports – the Contract Management Process from Planning to Completion as part of the overall Corporate Reporting Process, e.g. if required as part of the Agreement on Internal Trade (AIT) or annual ministry reporting requirements.

	
	 FORMCHECKBOX 

	Your communication plan must tie in with the contract’s monitoring plan.

	
	 FORMCHECKBOX 

	Does your Communication Plan as part of your overall contract management plan include your ministry’s policy and procedures on Vendor Relationship Management?

	10.
	Solicitation Planning

	
	
	

	
	 FORMCHECKBOX 

	What type of solicitation is required (RFP, Tender, Quote)?

	
	 FORMCHECKBOX 

	Consider complex RFP situations including the use of RFP process monitors, and the use of multi-stage processes such as a Request for Expression of Interest (RFEI) or Request for Qualifications (RFQ).

	
	 FORMCHECKBOX 

	Market Identification (e.g. Request for Qualifications or Expressions of Interest).  Who is available and what products and services do they provide?  Do we need to pre-qualify vendors?

	
	 FORMCHECKBOX 

	Contractor evaluation criteria such as mandatory qualifications / requirements (i.e. Tenders, Quotes and RFPs), as well as preferred / desirable evaluation criteria with a weighted scoring system (e.g. RFPs)

	11.
	Contingency Planning

	
	
	

	
	 FORMCHECKBOX 

	What are the alternative solutions, options or processes in the event of a major problem?

	
	 FORMCHECKBOX 

	What are the preferred change management processes that will be used?

	
	 FORMCHECKBOX 

	What is the approval process for change?  Can you establish this prior to the start of the contract to avoid delays (e.g. up to $X approved at the contract manager level)?

	
	 FORMCHECKBOX 

	Does our contingency planning tie in with our Risk Assessment and Treatment Plan?
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