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 Section 1 
 
 OVERVIEW 
 
Sub-Section 1.100 - Authority and Scope 
 
The responsibility for procurement within DMHMRSAS has been delegated by the 
Commissioner to the following offices of the Division of Finance and Administration... 

Office: Specific Responsibilities: 

Office of General Services, 
Procurement Office (OGS/PO) 

?  Purchase of Services. 
?  Management of contracts. 
?  Inter-agency or inter-gov-

ernmental agreements. 
?  Multi-agency procurements. 
?  Grant awards. 
?  Non-monetary agreements. 
?  Monitor and assists facility 

procurement and materiel 
management functions. 

?  CSB procurement training. 
?  CSB technical assistance. 

Office of General Services, 
Storeroom 

?  Supplies 
?  Furniture 
?  Other non-service purchases. 

Office of Architect & Engineering 
Services 

Procurements related to construc-
tion/capital projects. 

 
NOTE: This Guide covers only those services provided by the Office of General 

Services, Procurement Office (OGS/PO). 
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Sub-Section 1.200 - Purpose of this Guide 
 
This Guide provides users with information relating to: 
 
?  How to properly obtain needed services. 
?  How to comply with State procurement laws and regulations. 
?  Basic requirements of DMHMRSAS. 
 
Sub-Section 1.300 - Definitions of Procurement Terms 
 
IFB An IFB is an Invitation for Bids.  This is a type of solicitation, containing or 

incorporating by reference the specifications or scope of work and all 
contractual terms and conditions, used to solicit written bids for a specific 
requirement for goods or nonprofessional services.  An award is made to the 
lowest responsive and responsible bidder. 

 
RFP An RFP is a Request for Proposals.  This is a type of solicitation for vendors to 

submit proposals which contain the precise details of how the service will be 
delivered.  Consultant and technical services are often difficult to specify and 
there are usually various ways consultants can deliver services and still meet 
the primary objective.  The RFP defines the objectives of the service delivery 
and the standards which must be met.  this gives the contractor flexibility to 
submit options and use approaches which have not been previously 
considered.  The award is based on several aspects of the contractor's offer, 
not simply on the lowest bid.  Negotiations of the approach to the delivery of the 
service, as well as the cost factors, are allowed in this method of procurement. 

 
FEI The FEI is the contractor's Federal Employer Identification Number.  This is the 

number assigned to the contractor by the Federal Government.  Either this 
number of the Social Security Number (SSN) is required so that the contractor 
can be paid. 

 
SSN The SSN is the contractor's Social Security Number.  Either this number or the 

FEI number is required so that the contractor can be paid. 
 
SRS An SRS is a Services Requisition Summary (See Appendix Exhibit 1).  This 

was formerly called a Contract Face Sheet and is used to initiate a contract. 
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 Section 2 
 
 INITIATING A CONTRACT 
 
 
Sub-Section 2.100 - Basic Requirements 
 
An initiator... 
 
?  shall abide by the ethics portion of the procurement law. 
?  shall avoid conflict of interest and the appearance of impropriety. 
?  shall not commit for services without the: 
 - identification of available funding and 
 - approval of the procurement office staff. 
 
The procurement of services, which are expected to exceed $2,000 in cost during 
one year... 
 
?  must be done competitively and 
?  in a fair and impartial manner 
?  unless: 
 - a defensible sole source situation exists or 
 - an emergency exist which, if not corrected could lead to 
  harm or loss of life or property. 
  NOTE:  Failure to plan is not considered an emergency. 
 
Sub-Section 2.200 - Initial Procurement Procedure 
 
The Initiator must perform the following actions to initiate a contract: 

  
 

Estimate Cost A cost estimate must be included on the Services Requisition 
Summary.  The cost estimate: 
?  Determines, to a large extent, the method of procurement. 
?  Helps in the determination of whether the resulting contract price is 

reasonable. 
  
 

  
 
Determine 

 
See Table I.  This determination must be made in conjunction 
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Method of  
Procurement 

with the Procurement Office staff. 

 
 

  
 

Plan the timing The Contract Initiator should be aware of the time required from the 
initiation of the procurement request until the delivery of the goods or 
service.  There are two types of lead time to be considered: 
 
?  Administrative Lead Time - This includes the time necessary: 
 - To process the purchase request. 
 - For the solicitation to be "on the street". 
 - To evaluate and award the contract. 
 
?  Delivery Time - This is the amount of time that the vendor will 

require to deliver the services.   
 
The Administrative Lead Time should be added to the Delivery Time in 
order to determine when to begin the procurement process. 
  
 

Complete the 
Services Requisi-
tion Summary 
(SRS) and the  
Decision Brief 

1. The Services Requisition Summary, (DMHMRSAS Form 3), which 
was formerly called the Face Sheet, acts as a: 

  ?  Purchase Request (similar to the 944 used for goods) and a 
  ?  Summary of procurement steps taken (Appendix Exhibit 1). 
 
2. The Decision Brief and the Services Requisition Summary must be 

sent to the Commissioner for concept approval prior to 
proceeding with the procurement. 

 
 
 
 
 
 
 
 
 
 
The Services Requisition Summary will be completed to the following 
extent by the Initiator: 
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If the actual procurement will 
be handled by the... 

Then the Initiator will... 

Procurement Office (complex or 
high dollar written solicitations) 

Complete the first 8 items 
(through the obtaining of Budget 
and Fiscal Office approvals. 

Initiator (phone quotes or written 
quotations of less than $5,000) 

Complete the entire form except 
for the approvals of the: 
?  Contract Officer 
?  Contract Administrator 
?  Commissioner 
NOTE:  Commissioner must 
approve the decision brief prior 
to the solicitation of quotations. 

 
 

  
 
 

Approvals Obtain approvals on Services Requisition Summary from: 
 
?  Supervisor of Initiator 
?  Initiator's Assistant Commissioner 
?  Budget Office 
?  Fiscal Office 
  
 
 

Justifications Written justifications must be attached for the following types of 
procurements if the anticipated expenditures are $2,000 or more: 
 
?  Sole Source - Indicate why there is only one practicably available 

source. 
 
?  Proprietary products are available from only one producer; 

however, there may be more than one provider of the specified 
producer's product.  Indicate why the product must be restricted to 
the one producer and list the possible providers. 

 
?  Emergency Procurements are those needed to correct situations 

that constitute a threat to life or property.  Emergency purchases of 
goods or services: 
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 - May be made without prior approval; however,  
 - Such competition as may be feasible should be obtained; and 
 - A memorandum signed by the Commissioner and stating the 

basis of the emergency and the reason for the selection of the 
particular vendor must be provided to the Contract Officer along 
with the Services Requisition Summary. 
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 Section 3 
 
 SERVICES WITHOUT COMPETITION 
 (Less than $2,000) 
 
Sub-Section 3.100 - Basic Requirements 
 
An initiator requiring services valued at less than $2,000 per year... 
 
?  May purchase these services with no competition; however, he/she 
?  Must determine that the prices paid are reasonable and 
?  May obtain competitive quotes if desired. 
 
 
Sub-Section 3.200 - Applicability 
 
One time or on-going services which will cost less than $2,000 in a year may be 
purchased without competition.  This includes: 
 
?  Meeting space and refreshments (See Section 8). 
?  Consultants. 
?  Repair services. 
?  Other incidental services required from time to time. 
 
 NOTE: Except for meeting space and refreshments (and rarely in other cases), 

the same contractor may not receive repeated contracts in the same year 
if the aggregate total exceeds $2,000. 
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Sub-Section 3.300 - Procurement Procedure 
 
The initiator... 
 
?  Makes all arrangements with the contractor, 
?  Negotiates the scope and terms of the services to be delivered, 
?  Prepares the Services Requisition Summary (See Sub-Section 2.200): 
 - Initiator and initiator's supervisor must sign. 
 - Services Requisition Summary must include the FEI (Federal Employer 

Identification Number or the SSN (Social Security Number) of the contractor 
performing the work and indicate if the contractor is a minority-owned business. 

?  Obtains approval of the Budget Office on the Services Requisition Summary and 
?  Forwards the Services Requisition Summary to OGS/PO. 
?  May prepare a letter to be sent to the contractor after all Services Requisition 

Summary approvals have been obtained.  This letter should: 
 - Outline the terms of the service. 
 - Include instructions to the contractor to use the contract number on all  
  invoices for services rendered. 
?  Must send copies of letter to contractor to OGS/PO and the Fiscal Office. 
 
 NOTE 1: If the service exceeds $500.00, OGS/PO will assign a contract number. 
 
 NOTE 2: OGS/PO will not issue written purchase orders for procurements 

amounting to less than $2,000. 
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 Section 4 
 
 INFORMAL BIDDING - PHONE BIDS 
 (Less than $5,000) 
 
Sub-Section 4.100 - Basic Requirements 
 
A competitive solicitation is required for services valued at $2,000 or more. 
 
If the projected value is $2,000 but less than $5,000: 
 
?  Telephone solicitation may be performed OR 
?  Written solicitations may be issued. 
?  All vendors who express a desire to compete for the services must be provided the 

opportunity to make their offer. 
?  Each vendor must be given the same information so as not to give one an 

advantage over the other. 
?  Awards shall be made in a fair and impartial manner. 
 
 
Sub-Section 4.200 - Applicability 
 
Telephone solicitation is permitted for the procurement of services... 
?  Where the estimated value of the service does not exceed $5,000. 
?  When the scope of work is simple enough to convey verbally or through a FAX, 
?  The resulting contract is just as binding as a contract of greater value and, 
?  Must be administered as any other contract.  Also, 
?  The contract file must be fully documented: 
 - Good documentation is the key to a binding agreement where verbal offers are 

received. 
 - If the documentation is not complete, complications in service delivery are more 

difficult to resolve. 
 
 EXAMPLE: Conference services, the services of instructors and facilitators are 

examples of the types of services which can be purchased with 
verbal solicitations. 
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Sub-Section 4.300 - Procurement Procedure 
 
 
The procedures and responsibilities for handling phone bids are as follows: 

  
 

Prepare a Ser-
vices Requisition 
Summary  

The Initiator must complete entire form except for the approval of the: 
?  Contract Officer 
?  Contract Administrator 
?  Commissioner 
  
 

Develop a Scope of 
Work  

The Initiator must identify exactly what the contractor is to accomplish 
and reduce to writing.  Include: 
?  All required tasks. 
?  Time frames. 
?  Any deliverables and due dates. 
  
 

Determine 
Sources for 
Services 

The Initiator must locate any sources which may be able to provide the 
services: 
?  A minimum of three (3) sources must be solicited. 
?  At least one of those solicited should be a minority firm. 
?  Documentation submitted to OGS/PO must show which contractor is a 

minority firm. 
  
 

Obtain Competi-
tive Offers  

The Initiator must:  
?  Contact each vendor. 
?  Obtain offers. 
?  Make certain that each vendor is providing the same information. 
  
 

Record accurately 
all offers and 
terms  

The Initiator should use the Oral Bid Tabulation Form (Exhibit 11) or a 
similar record to document the offers received.  Telephone offerors may 
be asked to confirm their quotations in writing.  The following information is 
required for each offer received: 
?  Terms of the offer. 
?  Vendor name and address. 
?  Name of person making the offer and phone number. 
?  Date of offer. 
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Forward Services 
Requisition 
Summary and 
offer documents to 
OGS/PO  

The Initiator must forward the contract file to OGS/PO.  The documenta-
tion will be reviewed.  Offers and terms may be confirmed by the Procure-
ment Specialist assigned. 
 

  
 

Prepare a Pur-
chase Document  

The Procurement Specialist (OGS/PO) will... 
?  Approve the procurement. 
?  Assign a contract number as applicable. 
?  Make an award.  The type of award is based upon the monetary value: 
 - Less than $500 - Verbal award, no contract number. 
 - $500 to $1,999 - Verbal award and contract number. 
 - $2,000 to $4,999 - Contract number and purchase order or two-

party contract. 
 
NOTE: Purchase orders are signed by the Contract Officer. 
   Meeting space and conference services contracts are 

signed by the Contract Officer. 
   Two-part contracts greater than $2,000 (except for above) 

must be signed by the Commissioner. 
  
 

Administer the 
Contract  

The Contractor is obligated to perform the work as specified in the 
contract.  Invoices submitted may not be approved for payment unless the 
services invoiced have been delivered in accordance with the agreement 
terms. 
 
The responsibility for CONTRACT ADMINISTRATION is shared by: 
?  OGS/PO 
?  Contract Initiator 
?  Contract Manager as assigned by OGS/PO 
 
NOTE #1: See Section  10, Contract Administration, for detailed instruc-

tions. 
 
NOTE #2: Executed copies of the purchase order or contract are 

provided by OGS/PO to the Fiscal Office and the Contract 
Initiator. 
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 Section 5 
 WRITTEN SOLICITATION 
 ($5,000 to $14,999) 
 
Sub-Section 5.100 - Basic Requirements 
 
A written solicitation and written offers by vendors are required to purchase services 
valued at $5,000 or more.  The Office of General Services/Procurement Office: 
 
?  May complete some tasks normally handled by the contract initiator. 
?  May handle completely highly complex or high dollar services with advisory 

involvement from the contract initiator and others. 
?  Must review and approve written solicitations before they are distributed to vendors. 
 
 
Sub-Section 5.200 - Applicability 
 
The purchase of all goods and services expected to amount to $5,000 or more (one 
time purchase or annual requirements) require a written solicitation and written offers 
by vendors. 
 
Exceptions are: 
?  Sole Source 
?  Emergency purchases 
?  Services from governmental sources may be purchased without competition; 

however, it is sometimes judicious to obtain competitive offers if more than one 
agency can satisfy the needs of the department. 

 
 
 
 
 
 
 
 
 
 
 
Sub-Section 5.300 - Procurement Procedure 
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The procedures and responsibilities for handling written solicitations for less than 
$15,000 are as follows: 

  
 

Initiate a Services 
Requisition 
Summary (SRS)  

The Initiator must complete the first half of the form (through the obtain-
ing of Budget and Fiscal Office Approvals).  See Appendix Exhibit 1. 

  
 

Determine the 
best procurement 
approach  

The Initiator and OGS/PO should discuss the various approaches.  
Competitive procurements include: 
?  Informal (unsealed) invitations for bids. 
?  Informal requests for proposals. 
  
 

Review model 
solicitations 

The Initiator should check previous solicitations for format and contract 
language.  OGS/PO has a file of model solicitations and a model 
solicitation outline which: 
?  Includes required terms and conditions ("boiler-plate") 
?  Is available on electronic media (WordPerfect 5.1) 
  
 

Prepare the 
solicitation using 
the model as a 
guide 

The Initiator should pay special attention to identifying these items: 
?  Specifically what you need the contractor to do?  This is the 

scope of work. 
?  What is the time frame in which the service must be performed?  

This is included in the scope of work, or placed in a special section. 
?  What do you have that the contractor will need to do the work?  

This may be provided in an "information" section, or the solicitation can 
require the contractor to include in the offer a listing of items needed 
from the agency. 

?  What are the deliverables?  Reports and other products of the 
service are considered deliverables.  Remember to include the due 
dates of the deliverables. 

?  How will you know when you have received the services pur-
chased? 

  
 
 
 
 

Develop a 
Vendors' List  
 
 

The Initiator must develop a Vendors' List and include: 
?  Vendors who the contract initiator knows to be qualified.  The 

Contract Initiator usually knows what contractors are in the market. 
?  Vendors who have requested an opportunity to submit an offer.  
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This includes firms that the contractor initiator may feel are not 
qualified; however, they cannot be denied an opportunity to quote. 

?  Minority firms.  At least one for every four firms solicited should be a 
minority-owned firm.  This is to assist in the department's minority 
outreach program. 

  
 

Advertise the 
Solicitation  

OGS/PO may send out the solicitations or may delegate this responsibility 
to the Initiator.  Advertising requirements differ according to the amount of 
the estimated cost.  Contract initiators should be aware that the advertise-
ment requirement may affect the administrative lead time (see sub-section 
2.200); i.e., the effective date of the contract. 
  
 

Review and 
approve the 
solicitation  

The OGS/PO staff member assigned will review all documentation prior 
to distribution of the solicitation to the vendors.  It is helpful if a disc with the 
solicitation accompanies the review copy so that changes may be applied 
to the solicitation. 
  
 

Set a due date and 
hour  

OGS/PO will set the due date and hour.  The mailing time should be 
considered in determining the due date and hour.  At least ten days should 
be provided between the time the vendor receives the solicitation and the 
due date and hour.  Occasionally, bids or proposals arrive after the due 
date and time.  These cannot be accepted for consideration, 
regardless of extenuating circumstances. 
  
 

Mail the solicita-
tions  

The Initiator or the OGS/PO may mail the solicitations.  Extra copies 
should be maintained and should be distributed immediately to any vendor 
who requests it. 
  
 
 

 
 
 
 
Conduct a pre-
proposal or pre-
bid conference, if 
necessary  

 
 
 
OGS/PO will schedule and conduct any pre-proposal or pre-bid 
conferences.  A pre-bid or pre-proposal conference gives potential 
offerors a chance to ask questions regarding the services the agency is 
purchasing.  It is not usually conducted for solicitations under $15,000. 
 
NOTE: OGS/PO Procurement Specialist presides.  Initiator is re-

quired to attend. 
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Receive and 
tabulate the bids 
or evaluate the 
proposals  

OGS/PO will receive and tabulate the bids or proposals unless an 
exception is granted for a procurement less than $15,000.  It is necessary 
that: 
?  All bids that are received are tabulated. 
?  If there is a question as to whether a contractor is able to perform the 

work specified, references may be obtained or a pre-award survey may 
be conducted.  (See sub-section   on "Evaluating Proposals".) 

CAUTION:  Initiators or program offices must not accept bids or 
proposals.  Bidders or offerors should be directed to deliver their bids or 
proposals direct to OGS/PO.  Bids or offers received in OGS/PO after the 
due date and time are considered late, regardless of the means of 
delivery or whether the bids or proposals had previously been delivered 
elsewhere within the department. 
  
 
 

Make award and 
install the con-
tract  

OGS/PO will assign a contract number and a construct a two-party 
contract. 
 
NOTE: This function may be delegated to the Contract Initiator if the 

value of the award is less than $15,000. 
  
 

Assign a Contract 
Manager 

OGS/PO will designate a person to manage the contract.  All active 
contracts must have someone who is assigned to manage the contractor.  
(See sub-section 10.2 on "Contract Administration".) 
  
 

Enforce the 
resulting contract  
 

Contract enforcement is a joint responsibility of: 
?  OGS/PO 
?  Contract Initiator 
?  Contract Manager 
 
It is vital that the services which have been promised by the contractor be 
delivered exactly according to the contract documents.  All contracts must 
be enforced.  (See sub-section  on "Contract Administration".) 
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 Section 6 
 
 WRITTEN SOLICITATION 
 ($15,000 or More) 
 
Sub-Section 6.100 - Basic Requirements 
 
The Virginia Public Procurement Act (VPPA) mandates specific procedures to be 
followed in the procurement of both goods and services with a value of $15,000 or 
more: 
 
?  Competitive bidding (Invitation for Bids) is the preferred method.  In order to use 

competitive bidding: 
 - The goods and/or services to be procured must be capable of being described 

in sufficient detail, 
 - Bids received must be able to be evaluated against the description in the IFB, 

and 
 - An award must be made to the lowest responsive and responsible bidder. 
 
?  Competitive negotiation (Request for Proposals) is permitted when: 
 - The services to be procured cannot be described in sufficient detail so that the 

award could be made on a low bid basis; 
 - The requirements cannot be described in such a manner as to permit open 

competition; 
 - When advances in technology may create a dynamic environment in which 

several alternatives might be possible; or 
 - When the concept and quality factors far exceed the price factors in 

determining the most desirable product or service. 
 
?  Emergency and sole source procurements are permitted without competition if 

sufficient written justification is included in the contract file. 
 
?  Procurement of surplus property and services from other governmental agencies 

without competition is permitted. 
 
 
 
 
Sub-Section 6.200 - Solicitation Procedure 
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The procedures and responsibilities for handling written solicitations amounting to 
$15,000 or more are as follows: 

  
 

Prepare a Ser-
vices Requisition 
Summary  

The Initiator must complete the first half of the form (through Budget and Fiscal 
Office Approvals).  Attach information to include in the solicitation such as: 
?  Title of solicitation. 
?  Contract period. 
?  Suggested terms and conditions. 
?  Suggested vendors' names and addresses. 
?  Evaluation criteria and points. (For RFP) 
?  Evaluation committee members' names. (For RFP) 
?  Need for a pre-solicitation conference and/or site visit. 
?  Any additional information that needs to be included in the solicitation. 
 
  
 

FOR RFP: 
Prepare Justifi-
cation 
 

OGS/PO will prepare a justification for Competitive Negotiation (RFP) based upon 
the information supplied by the Contract Initiator (See Exhibit 6). 
 
NOTE: Procurement Specialist prepares justification with input from Initiator. 
  
 

FOR RFP: 
Establish Evalu-
ation Process 
 

OGS/PO will prepare  for the evaluation of an RFP which includes: 
?  Development of the "Evaluation Instrument". (See Exhibit 13). 
?  Determining the point values for each evaluation criteria.  (Do not publish point 

values until the opening date and hour). 
?  Determine who will serve on the Evaluation Panel and provide instructions con-

cerning their duties. 
 
NOTE: Procurement Specialist prepares Evaluation Instrument with input from 

Initiator. 
 

 
 
 
 
 
 
 

  
 

Develop the 
Solicitation 

OGS/PO will develop the solicitation.  This process includes: 
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For Invitation for Bids (IFB): For Requests for Proposals (RFP): 

Review the format for IFB in Exhibit 7. Review the format for RFP in Exhibit 8. 

Develop the: 
?  Description (specifications) for the 

required product/service. 
?  Quotation sheet. 
?  Other sections that may be needed. 
?  Special terms and conditions. 

Develop the: 
?  Purpose. 
?  Background 
?  Scope of work. 
?  Other sections (if needed) such as 

the Proposal Preparation and Sub-
mission Requirements. 

?  Special terms and conditions. 

 For RFPs with anticipated value of 
$100,000 or more: 
Include the requirements for "Participa-
tion in State Procurement Transactions 
by Small Businesses and Businesses 
Owned by Women and Minorities".
  

   
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Solicit bids or 
proposals - 
RESPONSIBILI-
TY OF OGS/PO 

OGS/PO will solicit bids (IFB) or proposals (RFP).  This includes the following 
steps: 
?  Develop a Vendor's List and send copies of the solicitation to all vendors on that 

list.  (The Vendors' List is to be kept confidential until the contract is award.) 
?  Send information regarding solicitation to the Virginia Business Opportunities (use 
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the form shown in Exhibit 4) for inclusion in that publication.  All solicitation 
expected to exceed $5,000 in value must be advertised in the VBO. 

?  For RFPs expected to exceed $15,000 in value:  Advertise in a newspaper of 
general circulation and in a minority-owned newspaper.  (See Exhibit 9) 

?  Post a copy of the IFB or RFP on the General Service Bulletin Board. 
?  Send copy of IFB or RFP to Contract Initiator and Procurement Specialist. 
?  Set opening date that will provide a minimum of 10 calendar days (preferably 30) 

from issue date.  (Exhibits 7 and 8) 
 
?  Determine that: 
 - IFB or RFP has been mailed. 
 - Who will receive incoming bids/proposals and conduct public opening. 
 - Bid/Proposal Receipt Log (Exhibit 10) is maintained for incoming 

bids/proposals. 
 
 NOTE: No bid/proposal may be accepted after the opening date and time. 
 
  
 

 
 
Sub-Section 6.300 - Evaluation Procedure  
 
The evaluation process is a very important part of the contracting procedure and it is crucial that: 
 
?  The process be conducted as indicated in the solicitation. 
?  All bidders/offerors must be treated fairly and equally. 
?  The file must clearly indicate how the award was made and why. 
 
 
 
 For Invitations for Bids (IFB): 
 
 The award must be made to the lowest responsive and responsible bidder.  The inclusion of 

adequate specifications in the solicitation provides the assurance that the bidder's performance will 
meet the user's needs. 

 
 
 For Requests for Proposals (RFP): 
 
 The award is based upon the evaluation criteria as shown in the solicitation.  This type of evaluation 

is often a very lengthy process; however it is necessary when it is not possible to adequately 
describe the desired service so that an award can be made to the lowest responsive and responsible 
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bidder.  Important considerations in determining evaluation criteria are: 
 
 ?  Weighted factors are assigned to each criteria. 
 ?  Cost does not have to be the major factor. 
 ?  Many factors are somewhat subjective; however, point values must be assigned to them so that 

the award can be made to the offeror who receives the greatest number of evaluation points. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
It is important that the evaluation process for IFBs and RFPs be handled as follows: 
 

  
 

  
Receipt of 
bids/proposals 

Bids/proposals are handled as follows: 
 

Invitation for Bids (IFB): Request for Proposals (RFP): 

Prepare a Bid Tabulation Sheet 
indicating: 
?  Prices offered 
?  Payment terms 
?  Delivery or completion time 

Consult with various users or the 
Contract Initiator during evaluation pro-
cess. 



 Procedures for the Purchase of Services and the Establishment of Contracts 
 

 

                                                           1/3/94 
 
 26 

Evaluate lowest bid to determine if it is: 
?  Responsive (meets all requirements 

of IFB). 
?  Responsible (bidder has capability 

to perform the contract require-
ments) 

Evaluation Committee should 
individually  compute an initial score of 
all of the Evaluation Criteria except 
cost.  See Appendix Exhibit 11.  (The 
point values assigned to cost will be 
determined by OGS/PO in accordance 
with a standard formula.) 

If lowest bidder is not responsive or 
responsible: 
?  Note, in writing for file, points of 

non-responsiveness or non-
responsibility. 

?  Evaluate second lowest bid in same 
manner and so on until contract can 
be awarded to lowest responsive 
and responsible bidder. 

Once the initial evaluations have been 
completed: 
?  Committee member's scores are 

averaged together. 
?  Proposals are ranked in accordance 

with the points received. 
?  Two or more of the top ranked 

offerors are chosen for negotiations. 
?  Negotiations panel chosen.  

(Procurement Specialist serves as 
Chairperson of Negotiation Com-
mittee.) 

 
 
 
 
 
 
 

 
 

  
 

Single response  OGS/PO will, if only one bid or proposal is received: 
?  Explain in writing, for the contract file, why other vendors did not respond. 
?  Determine in writing that the price is fair and reasonable is included in contract 

file. 
?  Award to that bidder/offeror. 
  
 
 

Preparation for 
Award 

OGS/PO will, upon completion of the evaluation and/or negotiation process and 
determination of the successful contractor: 
 
?  Complete the summary sheets: 
 - For IFB:  Bid Tabulation Sheet 
 - For RFP:  Proposal Evaluation Summary (Exhibit 13) and the Proposal 
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Evaluation Consensus (Exhibit 14). 
 
?  Post an Intent to Award (Exhibit 15) on the Bulletin Board of the Office of 

General Services.  (Unless an emergency exists requiring an immediate award, the 
Notice to Intent should be posted for 10 calendar days prior to making an award. 

 
?  Develop the two-party contract form (Exhibit 16) and send it, with a cover letter 

(Exhibit 17), to the contractor for signature.  Three copies, each with an original 
signature are needed.  (These may be sent to the contractor for signature at the 
time the Notice of Intent to Award is posted.) 

 
?  Send letters of notification of rejection (Exhibit 18) to all unsuccessful bid-

ders/offerors.  Enclose a copy of the Notice of Intent to Award. 
  
 

Award the 
Contract  

OGS/PO will finalize the contract upon receipt of the two-party contract forms from 
the contractor: 
 
?  Send all three originals (together with the Contract Face Sheet and a copy of the 

successful contractor's b bid/proposal and any addenda thereto) to the 
Commissioner for signature.  NOTE:  This step should be taken only after the ten 
day posting period is past. 

 
?  Assign a contract number.  The contract number is supplied by the Contract Offi-

cer.  If the award is made to multiple vendors, each vendor will be assigned a 
separate contract number. 

 
?  Set up Contract file.  Include: 
 - One of the originals of the two-party contract. 
 - The original of the Services Requisition Summary. 
 - The originals of all bids/proposals. 
 - All negotiation documents. 
 - All other pertinent documentation and correspondence. 
 - A Project Status Sheet should be included in the front of the contract file to 

record any major actions taken during the term of the contract. 
 NOTE #1: See Contract File Format, Exhibit 19. 
 
 NOTE #2: The contract file is to be filed and maintained in the DMHMRSAS 

Office of General Services. 
  
 

 
Assignment of 
Contract Admin-
istration  

 
OGS/PO will, after the ten day posting period has expired, develop and distribute 
the "Assignment of Contract Administration" form (Exhibit 20).  Copies are sent to: 
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istration   
?  Contract Initiator - Attach a copy of the two-party contract and a copy of the 

Contractor's proposal with any addenda. 
 
?  Contract Manager - Attach a copy of the two-party contract and a copy of the 

Contractor's proposal with any addenda. 
 
?  Fiscal - Attach one of the originals of the two-party contract and a copy of the 

Services Requisition Summary. 
  
 

Contract Award 
Notice 

OGS/PO will make the award.  If more than one section or facility will be using the 
contract, develop and distribute a Contract Award Notice (Exhibit 21). 
 
One of the originals of the completed two-party contract form will be sent to the 
Contractor. 
 

 
 
 

  
 

Payment Payment will be processed within 30 days of receipt of invoice or completion of 
work, whichever occurs last, unless other payment terms are noted in the contract; 
i.e., progress payment, longer payment terms, etc. 
 
In any event, final payment should not be made until the contract has been 
satisfactorily completed. 
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 Procedures for the Purchase of Services and the Establishment of Contracts 
 

 

                                                           1/3/94 
 
 30 

 Section 7 
 
 AWARD OF CONTRACT 
 
Sub-Section 7.100 - Basic Requirements 
 
Notification of a contract is made to: 
 
?  Contract vendor 
?  Using office or facility 
?  Unsuccessful offerors (for RFP) 
?  Posting on OGS/PO Bulletin Board 
 
The Virginia Public Procurement Act (VPPA) provides remedies to bidders and offerors 
who object to a decision regarding a contract award.  A protest (complaint) may be filed 
within ten (10) days following the award of a contract or, for those awards over $5,000 that 
must be posted, within ten (10) days following the posting of an award or notice of intent to 
award.    
 
Section 7.200 - Award Procedure 
 
Unless circumstances require an immediate contract award, an Intent to Award will be 
issued by OGS/PO for contract awards.  After the ten day posting period has expired, the 
"Assignment of Contract Administration" form (Exhibit 20) will be developed and 
distributed.  OGS/PO will send copies to: 
 
?  Contract Initiator - Attachments include: 
 - Copy of the two-party contract. 
 - Copy of the Contractor's bid or proposal with any addenda. 
 
?  Contract Manager - Attachments include: 
 - Copy of the two-party contract. 
 - Copy of the Contractor's bid or proposal with any addenda. 
 
?  Fiscal Office - Attachments include: 
 - An original of the two-party contract. 
 - Copy of the Services Requisition Summary. 
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Three original copies of the two-party contract will be sent to the Contractor for signature.  
Upon return, they will be sent to the Commissioner for signature and then distributed as 
follows: 
 
?  Contractor 
?  Contract File (OGS/PO) 
?  Fiscal Office 
 
If more than one section or facility will be using the contract, a Notice of Contract form 
(Exhibit 20) will be developed and distributed by OGS/PO. 
 
 Table III 
 DISTRIBUTION OF FORMS UPON AWARD 
 (After all approvals and signatures have been obtained) 

 
Forms 

Contractor 
(Vendor) 

Contract 
Initiator 

Contract 
Manager 

Fiscal 
DMHMRSAS 

Contract 
File 

Services 
Requisition 
Summary 

   One copy  

Contractor's 
Bid or Proposal 

 One copy One copy  Original 
(Tab 2) 

Standard Two-
Party Contract 
(3 Originals) 

One original One copy One copy One original One Origi-
nal (Tab 
2) 
 

Assignment of 
Contract Ad-
ministration 

One copy One copy One copy One copy Original 
(Tab 2) 

 
Section 7.300 - Payment 
 
Payment will be processed within 30 days of receipt of invoice or completion of work, 
whichever occurs last.  Exceptions to this rule include instances in which other payment 
terms (progress payments, longer payment terms, etc.) are noted int he contract. 
 
Regardless of terms, payment should not be made until the contract has been satisfactorily 
completed. 
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Section 7.400 - Receipt of Funds 
 
Provisions must be made for any funds to be collected under the provisions of the contract 
to be sent direct to the DMHMRSAS Cashier. 
 
 EXAMPLE:  A contract for a conference may provide for fees to be paid by the 

participants.  The participants should be directed to send checks, payable to 
DMHMRSAS, to the attention of the DMHMRSAS Cashier. 
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 Section 8 
 
 CONFERENCE PLANNING 
 
Sub-Section 8.100 - Basic Requirements 
 
A successful conference begins with proper planning.  This involves: 
 
?  Selection of a location for the conference. 
 
?  Determining what services are needed from the conference facility. 
 
?  Determining the estimated cost of the conference facility.   
 
NOTE: Services are defined as catered meals, conference rooms and rentals of audio-

visual and other equipment.  Guest rooms are not included in the definition of 
services. 

 
The requirements for competition are indicated on the following page: 
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If the cost of services (as 
defined above) is... 

Competition required: Method of competition: 

Less than $2,000 No competition necessary.  
Determine that costs are 
fair and reasonable. 

None required; however, 
phone quotes are 
encouraged. 

More than $2,000 but less 
than $15,000 - Add the cost 
of the hotel guest rooms 
(even if paid for by 
conference participants) 

Obtain competitive quo-
tations on the entire 
estimated cost (including 
services and guest rooms). 

Contact at least 3 con-
ference facilities, provide 
them with copies of our 
terms and conditions and a 
written description of 
services required.  It is 
recommended that the 
Initiator FAX a completed 
copy of the "Meeting and 
Conference Plan" (Exhibit 
21) to the conference 
facility for the purpose of 
obtaining the written 
quotes.  Obtain informal 
written quotes. 
 

More than $15,000 
(including hotel guest 
rooms, even if paid for by 
conference participants) 

Written solicitation (IFB or 
RFP) must be issued. 

Formal solicitation (IFB or 
RFP).  The use of com-
petitive negotiation (RFP) 
is recommended since 
competing facilities may 
offer different services. 

 
NOTE #1: AREAS OF POTENTIAL NEGOTIATION:  Conference hotels will often provide 

complementary extras such as free conference meeting rooms, upgraded 
menus, and free breaks if they can be assured of a large number of overnight 
hotel rooms to be rented by conference participants.  These savings can be 
obtained through negotiation and can significantly reduce the cost of the 
conference to the host organization.  Refer to the "Contractor Travel 
Guidelines" (Exhibit 22-D) as a guideline to determine fair and reasonable 
pricing. 

 
NOTE #2: TAXES:  Payment of taxes is required for meals and rooms.  Taxes are not 

paid on room set up charges. 
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Sub-Section 8.200 - Procedure 
 
The following procedures are to be used for obtaining a conference facility where the 
projected cost, including services and guest rooms, are more than $2,000 but less than 
$15,000. 
 

  RESPONSIBILITY 
 (Based upon projected cost) 

 PROCEDURE $2,000 to 
$4,999 

$5,000 to 
$15,000 

STEP 1: 
Prepare a Services Requisition Summary and 
obtain approvals.  (See "Initiating a Contract", Sub-
Section 2.200) 

Initiator -  
Entire form 
except for 
approval of: 
?  Contract 

Officer 
?  Contract 

Administra-
tor 

?  Commis-
sioner 

Initiator - 
First 8 items 
(through the 
obtaining of 
Budget and 
Fiscal Office 
approvals. 

STEP 2: 
Prepare a Meeting and Conference Plan 
(See Appendix Exhibit 22).  Identify: 
?  Extent and details of conference. 
?  All required tasks including: 
 - Catering.  Identify types (see Exhibit 22-A) 
 - Audio-visual rentals 
 - Times and dates 
 - Anticipated room rentals 

Initiator Initiator 

STEP 3: 
Determine sources for Services: 
?  Locate any sources which may be able to 

provide the required services. 
?  Minimum of 3 sources must be solicited. 
?  Competition is required for the acquisition of 

meeting rooms and lodging rooms if the hotel or 

Initiator Initiator submits 
this information 
to OGS/PO. 



 Procedures for the Purchase of Services and the Establishment of Contracts 
 

 

                                                           1/3/94 
 
 37 

  RESPONSIBILITY 
 (Based upon projected cost) 

 PROCEDURE $2,000 to 
$4,999 

$5,000 to 
$15,000 

motel also provides other services such as: 
 - Catered meals 
 - Audio-visual and/or other equipment, etc. 

AND 
 - The value of these other services is expected 

to exceed $2,000. 
?  If three sources cannot be identified, a memo 

must be written to the Contract Officer noting the: 
 - Major deficiencies of other known facilities in 

the area. 
 - Reason the conference must be restricted to 

the particular geographical area in which the 
approved facilities are located. 

STEP 4: 
Obtain competitive offers:   
?  Contact each potential conference site in writing. 

 This may be accomplished by FAXing copies of 
the Meeting and Conference Plan (Exhibit 22) 
and the types of required catering (Exhibit 22-A) 
to the conference facility sales manager. 

?  Obtain offers, making certain that each is 
provided the same information.  The conference 
facility may FAX back their pricing on the "Meet-
ing and Conference Plan" form (Exhibit 22).  
Make sure the entire form is completed. 

?  Attach a copy of the Conference Terms and 
Conditions (Exhibit 22-B) to the written solici-
tation. 

?  Obtain name of person making the offer for the 
conference facility even if that person indicates 
that space is not available. 

NOTE:  In the event that there is a compelling 
reason for selecting a particular site for a con-
ference, meeting or training session, a sole 
source justification must be written and submitted 
by the Initiator to the Contract Officer for approval 

Initiator OGS/PO 
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  RESPONSIBILITY 
 (Based upon projected cost) 

 PROCEDURE $2,000 to 
$4,999 

$5,000 to 
$15,000 

prior to contacting the hotel for pricing. 

STEP 5: 
Record accurately all offers and terms.  Use the 
Meeting & Conference Tabulation Form (Exhibit 22-
C) or a similar record to document the offers 
received.  All offers exceeding $2,000 in value must 
be in writing and must contain the following 
information: 
?  Terms of the offer 
?  Vendor name and address 
?  Name of person making the offer and phone 

number 
?  Date of offer 
?  All catering cost, rentals, and any other costs 

including applicable taxes and gratuities. 

Initiator OGS/PO 

STEP 6: 
Site visit.  It is important to visit (or have a 
representative visit) each of the facilities being 
considered, if practical.  Discuss the: 
?  Conference requirements 
?  Other related services they have to offer 
Do not discuss one facility's proposal of site 
with another facility or tell any facility the name 
of any other facility with whom you are 
negotiating.  THIS PROCESS IS NOT TO BE 
CONDUCTED AS AN AUCTION. 

Initiator OGS/PO 
This may be 
delegated to 
the Initiator or 
another party 
within 
DMHMRSAS. 

STEP 7: 
Negotiate with each offeror until the negotiator is 
satisfied that the best proposal has been obtained. 
?  Obtain written confirmation from each offeror. 
?  Use the Meeting & Conference Proposal 

Tabulation form (Exhibit 21) to record the 
proposals received. 

Initiator OGS/PO 

STEP 8: 
Forward Services Requisition Summary and offer 

Initiator (Not applicable) 
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  RESPONSIBILITY 
 (Based upon projected cost) 

 PROCEDURE $2,000 to 
$4,999 

$5,000 to 
$15,000 

documents to OGS/PO.  If the value for services 
such as catered meals and the loan of audio-visual 
and other equipment, etc. is expected to exceed 
$15,000, a written solicitation, following the 
procedures set forth in Section 6 (Written 
Solicitation - $15,000 or More) will be issued by 
OGS/PO. 

STEP 9: 
Award and prepare a purchase document.  The 
Procurement Specialist will: 
?  Approve the procurement,  
?  Assign a contract number as applicable, 
?  Make an award. 
?  Distribute executed copies to: 
 - Fiscal Office 
 - Contract Initiator 

OGS/PO OGS/PO 

STEP 10: 
Administer the Contract:   
?  Determine that services contracted for are either 

received or not billed.    
?  Invoices submitted may not be approved for 

payment unless the services invoiced have been 
delivered in accordance with the negotiated 
prices and agreement terms.   

?  Upon determination that the contracted services 
have been properly rendered and billed, invoices 
from the conference facility should be approved 
by the Initiator and forwarded, within 24 hours of 
receipt, to the Fiscal Office for payment. See 
Section 10 (Contract Administration). 

?  If there is a problem regarding the services 
rendered, refer to Section 10 of this manual 
and/or contact OGS/PO. 

Initiator or 
Contract 
Manager 
assigned by 
OGS/PO 

Initiator or 
Contract 
Manager 
assigned by 
OGS/PO 
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 Section 9 
 
 SPEAKERS AND HONORARIA 
 
Sub-Section 9.100 - Basic Requirements 
 
There is frequent use of speakers, trainers, technical consultants and facilitators.  Fees for 
these services are negotiated and typically range from $100 to $1500 per day.  These 
services may be obtained without competition where the aggregate fees paid to any 
speaker, trainer or facilitator, including covered expenses and travel, does not exceed 
$2,000 in a year.   
 
If the fees exceed $2,000, contact OGS/PO to determine the proper competitive method of 
procurement. 
 
Sub-Section 9.200 - Procedure 
 
The procedure for obtaining services of individuals as speakers, trainers, technical 
consultants, facilitators, etc. whose cumulative annual fees are less than $2,000 per year 
are as follows: 
 

  
 

Negotiate Fee Every effort should be made to negotiate the lowest possible rate and that 
rate should be analyzed to ascertain that it is fair and reasonable for the 
quality and quantity of service delivered. 
 
Advance payment for services is typically not allowed, although 
partial payment is sometimes allowed. 
   
 

Determine Travel 
Expenses 

Travel related to services may be paid.  Travel may be negotiated into a: 
?  Lump sum fee (i.e., all inclusive rate which covers travel and contractor 

fees) or a 
?  Fixed fee plus travel expense reimbursement (i.e., fixed fee plus 

reimbursement of legitimate travel expenses which do not exceed 
State guidelines. 
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Approval 

 
Before making a commitment to the individual, the coordinator must obtain 
the following approvals on the Services Requisition Summary: 
?  Approval of his/her immediate supervisor for procurement of the 

service. 
?  Sign-off by the Budget Office that funds are available. 
?  Sign-off by the Contract Officer. 
 
Offices which coordinate such services on a regular basis may seek 
delegated authority to procure them without repeated approval by the 
Budget Office and Contract Officer.  For information on delegated 
authority, contact the Contract Officer. 
  
 

Initiate Service 
Requisition 
Summary (Face 
Sheet) 

The procurement of these services is achieved by initiation of a Services 
Requisition Summary (Face Sheet).  The following information, at a 
minimum, must be supplied: 
 
?  Name of individual initiating the procurement.  Include signature of: 
 - Initiator. 
 - Immediate supervisor of Initiator. 
?  Services to be rendered, including topic. 
?  Date(s), duration and time of service. 
?  Fee to be paid, lump sum or per day/hour fees. 
?  Estimated related travel reimbursement or exact related travel 

expenses to be paid. 
?  Contractor's social security number (SSN), Federal Employer. 

Identification (FEI) or Federal Identification Number (FIN). 
?  Contractor Name, address and phone number. 
?  Contractor small, female or minority status. 
?  Location where services are to be rendered. 
?  Funding source.  If funding sources are not known: 
 - Fiscal Office must annotate the relevant cost codes. 
 - Budget Office must sign off that the funds are available. 

 
  
 

 
 
 
 
 
Negotiate 

 
 
 
 
 
Arrangements for the provision of the services may be made by phone 
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with the contractor.  It is not required to make a written commitment; 
however, if it is determined that no written commitment is necessary, it is 
the initiator's responsibility to clearly communicate to the contractor: 
 
?  Terms of the agreement. 
?  Guidelines for travel. 
?  Requirements for invoicing for services rendered.  If DMHMRSAS is 

responsible for payment of travel, arrangements may be made through 
the department's travel management service.  It may be most 
convenient to allow the contractor to call the travel agency directly to 
make necessary travel arrangements which best suit the contractor.  In 
this event, a copy of the validated Service Requisition Summary must 
be forwarded to the travel management service in advance of the 
contractor's call. 

  
 
 

Formalize the 
arrangement 

The Initiator should formalize the arrangements in a letter which outlines 
the terms of the services to be rendered.  The letter may be prepared for 
the signature of the Initiator or appropriate supervision and it must include, 
at a minimum, the following information: 
 
?  Topic and objectives which are expected to be met. 
?  Date, time and duration of service. 
?  Location where services are to be performed. 
?  Fees which have been negotiated. 
?  Travel arrangements which have been made in the contractor's behalf, 

and who is to pay for such arrangements. 
?  Related travel which will be reimbursed by DMHMRSAS. 
?  Contractor travel rules summary, if travel is related and to be 

reimbursed. 
?  Instructions on how to bill for services rendered and related travel. 
 
The commitment letter should not be signed or distributed until after the 
Services Requisition Summary has been validated by the Contract Office. 
  
 

 
 
Forward to 
Contract Office 

 
 
 
Forward to the Contract Office for validation: 
?  Completed Services Requisition Summary signed by supervision and 

the Budget Office. 
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 - Original and 
 - Two (2) copies. 
?  Original of unsigned commitment letter. 
?  Travel and invoicing information. 
 
The Contract Office will validate the Services Requisition Summary and 
assign a billing number.  The contractor is required to use the billing 
number when submitting an invoice or travel voucher for payment.  A 
maximum of two (2) days should be allowed for the Contract Office 
validation. 
 
Upon validation, the original Services Requisition Summary is forwarded 
to the Fiscal Office to hold in suspense until the services are invoiced. 
 
The commitment letter is signed and mailed to the Contractor with a copy 
of the validated Services Requisition Summary and other attachments.  
The second copy of the Services Requisition Summary is maintained by 
the Initiator. 
  
 

Payment When the services have been rendered: 
 
?  Contractor must submit an invoice and/or a travel voucher as instructed 

in the Invoicing Guidelines. 
?  Fiscal Office forwards the invoice/voucher to the initiator for certification 

that the services were rendered in accordance with the agreement. 
?  Initiator must return the invoice/voucher to the Fiscal Office without 

delay for prompt processing of payment. 
  
 

References Exhibit 22 - Contractor Travel Rules & Invoicing Summary 
Exhibit 1 - Services Requisition Summary 
Exhibit 3 - Sample Commitment Letter 
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 Section 10 
 
 CONTRACT ADMINISTRATION 
 
Sub-Section 10.1 - Basic Requirements 
 
Contract administration is an important and on-going process.  Contract administration 
includes efforts to determine if contracts requirements are met.  Therefore: 
 
?  Contract performance must be monitored. 
?  Deficiencies must be corrected so the Commonwealth receives the services for which it 

is paying. 
?  If a contractor does not perform in accordance with the contract and our efforts to 

correct the problem do not succeed, that contractor: 
 - May have a monetary indebtedness to the Commonwealth as the result of default 

actions. 
 - May be removed from the vendor's list. 
 - May be ineligible to participate in other procurements. 
 
It is often difficult to prevent an unsatisfactory vendor from being considered for future 
contracts if corrective action (including default procedure) was not taken to try to correct 
past contract deficiencies. 
 
Sub-Section 10.2 - Contract Administration Procedures 
 
There is no more important aspect of the procurement process than contract 
administration. 
 
 DEFINITION: Contract administration is the process of ensuring that the contractor 

lives up to the agreement (contract) made upon acceptance of his/her 
offer; i.e., that the Commonwealth gets what it pays for. 

 
It is important to know that, once a contract exists between an individual or vendor and the 
Commonwealth, no one has the authority to grant relief from any provision of that contract 
without consideration. 
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Purpose The purpose of the contract administration procedure is to assist the 
Contractor in correcting minor problems before they become major ones.  
However, if the problem(s) persists after the Contractor is given adequate 
opportunity to correct the deficiency, The Contract officer may: 
 
?  Cancel the contract for reasons of default. 
?  Charge the defaulting Contractor with the difference between his/her 

contract price and the price of the new contract. 
?  Remove the Contractor from the Vendor's List until such time as this 

difference is paid. 
 
DOCUMENTATION:  Prior to placing a vendor in default, the problem 
must be fully documented in the file and adequate opportunity must usually 
be given to the Contractor to correct the problem. 
  
 

Contract  
Manager 

A Contract Manager will usually be assigned for contracts used only by 
one office or activity.  In the event that the contract is used by several areas 
or facilities, each person who orders from the contract must assume the 
role of contract Manager.  The Contract Manager is responsible for: 
 
?  Day to day coordination of deliveries; 
?  Assurance that the goods or services are delivered in accordance with 

the contract provisions; 
?  Receipt or certification that the goods or services that are billed were 

delivered; 
?  Reporting persistent or serious service or delivery failures by the 

Contractor to the Contract Officer; 
?  Assurance that the funding limits are not exceeded without 

identification of additional resources through the Fiscal Office and 
reporting these incidents to the Contract Office for approval. 

?  Forwarding copies of all correspondence to or from the contractor to 
the OGS/PO. 
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Reporting The reporting of persistent or serious service or delivery failures by the 
Contractor must be done promptly so that the Contract Officer can notify 
the Contractor and provide the required opportunity for the Contractor to 
correct the problem. 
 
NOTE: There is very little corrective action that can be taken at the end of 

the contract (nor can the Contractor be prohibited from offering a 
bid or proposal on the next contract) is he/she has not been 
formally notified and given an opportunity to correct the 
problem(s).   

 
Reporting can be handled in several ways: 
 
?  Serious problems should be reported to the Contract Officer (preferably 

in writing) for handling with the Contractor. 
 
?  The Contract Manager may wish to advise the Contractor in writing of 

the deficiencies.  A copy of this correspondence should be sent to the 
Contract Officer. 

 
?  Problems may be discussed with the Contractor via telephone.  A 

typed or handwritten note (indicating the date and time of the 
conversation) should be made outlining the points discussed.  If the 
problem persists, copies of the notes should be furnished to the 
Contract Officer for further action. 
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 APPENDIX 
 
 EXHIBITS/EXAMPLES 
 
Exhibit Number      Description  
 
 1      Services Requisition Summary 
       (Replaces Face Sheet) 
 
 2      Sole Source Request 
 
 3      Sample Commitment Letter 
       (For services amounting to less than $2,000) 
 
 4      VBO Advertisement Form 
 
 5      Newspaper Advertisement Format 
 
 6      Justification for Competitive Negotiation 
 
 7      IFB Format 
 
 8      RFP Format 
 
 9      Bid/Proposal Receipt Log 
 
 10     Oral Bid Tabulation 
 
 11     Proposal Evaluation Instrument 
 
 12     Proposal Evaluation Summary 
 
 13     Proposal Evaluation Consensus 
 
 14     Notice of Intent to Award 
 
 15     Standard Contract Format 
 
 16     Contract Notification/Cover Letter 
 
 17     Proposal Rejection Letter 
 
 18     Contract File Format 
 
 19     Assignment of Contract Administration 
 
 20     Contract Award Notice 
 
 21     Meeting and Conference Plan 
 
 22     Travel Guidelines 
 
 23     Contracting for Temporary Employment Services 
 
NOTE: Xerographic copies may be made of the SRS (Exhibit 1).  Most of the other exhibits are available on 

Word Perfect Disc. 
 


