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CONTENT: l. The request for proposal, official sealed bid and waiver methodologies are essential

to the state’s procurement process. There are advantages, disadvantages and
challenges associated with each of the three procurement methods.

Although there is a general practice of using a request for bid (RFB) when
purchasing products or commaodities and a request for proposal (RFP) for services,
there are exceptions. Sometimes, as with new technology, commodities are
purchased via an RFP, to identify what is available in the field. This occurs in
cases such as the purchase of research equipment, which may be considered a
commodity but is purchased by an RFP rather than an RFB. Similarly, sometimes
levels of service can be commoditized which allows an RFB to be used rather than
an RFP. There are also times when an RFP is used for what appears to be a
commodity because an agency may need to evaluate functionality or compatibility
with existing infrastructure as part of the selection process.

The following are general guidelines related to the use and application of the three
procurement methodologies:

A. Request for Proposal

Guidelines for Use of RFPs

Useful when product specifications, requirements or outcome can not be clearly determined or
defined. Vendor proposals are needed to understand potential solutions or product availability
or functionality.

The agency knows the business problem but wants to consider a variety of vendor proposed
solutions to get the best solution.

When looking for a total solution or state of the art solution from a vendor.

A statewide or enterprise solution needs to incorporate multiple unique requirements from many
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agencies or departments. The evaluation process needs to compare vendor offerings and
capabilities to determine the best fit for the majority of needs.

e Procurement requirements are complex and vendors may have different approaches to meet the
requirements of the solicitation. The RFP evaluation process allows a variety of evaluation
components to be factored into the selection of a vendor. The functional evaluation factors need
to be considered in addition to cost to determine the best vendor.

o Quality of the equipment or service provided by the vendor is critical to the selection process.

o Can use “best and final” offer process with multiple vendors to get to the best solution.

o Allows for negotiations with multiple vendors when a number of “qualified” vendors can meet
agency needs. This process allows the agency to get the best solution at the best cost.

B. Request for Bid

Guidelines for Use of RFBs

e Specifications and requirements can be clearly defined. Industry or third party standards may be
available that can be met by a variety of vendors.

o State can clearly define the service or end product that is needed.

o Criteria for vendor capacity or certification are available.

Clear life cycle cost factors can be established.

Deliverables and/or services are easy to define or measure.

The requirements of the product or service are straightforward/have low complexity.

The product and/or services have been procured before, a competitive vendor market exists and
agency staff is familiar with the marketplace offerings.

o Cost is the only factor once all minimum specifications are met.

e Responses meeting minimum specifications are acceptable.

C. Waiver

Guidelines for Use of Sole Source/General Waivers

Sole Source Waivers

e Vendor is unigue in its ability to provide a product or service.

e A public emergency exists which threatens the public safety or welfare and the waiver is
necessary to meet the emergency.

o A need exists for integration or compatibility with an existing infrastructure.

e The product is proprietary to a vendor.
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e Substantial time pressure exists due to circumstances outside of an agency’s control.

General Waivers

e Used to consolidate like transactions for the purchase of similar materials and services from a

variety of vendors for a period not to exceed one year.
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