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E-mail Upgrade Project
Overview
The procurement process is a crucial means of letting significant projects done in an organization. An effective procurement procedure would reveal the suppliers’ strengths and weaknesses and point out to the improvement strategies. The procurement process is also crucial in fostering healthy relations between the suppliers and the organization as the case with the e-mail upgrading project. The initial step in the procurement process entails identifying the need to upgrade the e-mail from its current state to a new one. The firm then lists and evaluates potential suppliers. The contract negotiation process follows with prospective suppliers. The organization provides a purchase requisition as well as create the purchase order. Once the invoice is released, the organization can then authorize the payments to the contracted supplier. The supplier then delivers the e-mail upgrade project, which undergoes audits to ensure they rendered precisely as per requirements. The reports later recorded and maintained for audit query purposes. Yet firms engage in varied procurement methodologies and procurement needs; the report allows firms to understand a simplified procurement process involving an e-mail upgrade. 
Contract Planning
Statement of Work (SOW)
The statement of work distinguishes formal documentation detailing every aspect of the e-mail upgrade project. According to Pomazalova (2018), the main objectives of the upgrade project require a platform upgrade that quickly gets accessible from the network server. The current organization’s system needs an update to a new version. The organization seeks to develop a scalable system that is accessible and compatible with the old one for secure data transfer. The project aims to upgrade the current functionalities to the new system with minimal risks. 
Potential Contract Types
The firm might utilize fixed-price or cost-reimbursement contracts. The fixed-price contract type is beneficial as no audits are needed, as well as no fiscal reporting is essential in the case. Neef (2017) explained that the money is kept if it is not spent and no restrictions accrued concerning the expenditure. However, fixed-price contracts do not attract payments if one fails to deliver. One may also not get paid if they do not quickly fulfill the requirements on time. The cost-reimbursement model allows the contractor to stop working on the contract if they run out of funds. The organization bears minimal financial risks, and it is very consistent with the financial reporting standards. The cost-reimbursement contracts are also auditable, and they come with unallowable costs. The cost-reimbursement contracts and is restrictive in terms of budgeting (Lewis, 2019).
Evaluation Criteria
Ten Evaluation Criteria
	E-mail Upgrade Tender Evaluation Matrix

	 
	Overall weighting
	Category
	Category Weighting
	Element
	Element Weighting

	Price
	40%
	Commercial Category
	35%
	Cost 
	Cost Matrix

	Quality
	 60%
	Technical Category
	15%
	Capability
	10%

	 
	 
	
	
	Resources
	5%

	 
	 
	Service Delivery Category
	10%
	Responsiveness and flexibility
	4%

	 
	 
	
	
	Communication
	2%

	 
	 
	
	
	Reaction to arising issues
	2%

	 
	 
	
	
	Innovation and value-added
	2%

	 
	 
	Quality Category
	15%
	Customer Care
	7%

	 
	 
	
	
	Quality of Service 
	6%

	 
	 
	
	
	Future Improvement
	2%

	 
	 
	Environment Category
	15%
	Commitment
	10%

	 
	 
	
	
	Environmental targets
	5%

	 
	 
	Social Value
	10%
	Opportunities to the locals
	10%



Weighting Chart and Methodology

	E-mail Upgrade evaluation Methodology

	Assessment 
	Description
	Score

	Excellent
	Exceeds the requirements of the standards
	5

	Good
	Meets the standards as required
	4

	Acceptable
	Meets most standards requirement, fails to respond in other areas
	3

	Limited
	Fails to meet the standards in most cases
	2

	Inadequate
	Does not meet the set standards
	1

	Not eligible
	Barely met any requirements
	0
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