			[image: ][image: ccg.WMF]
[bookmark: _Toc448759361][bookmark: _Toc448759602][bookmark: _Toc454621721][bookmark: _Toc383682771]Invitation for Bid (IFB) Procurement Example
[bookmark: _Toc448759362][bookmark: _Toc448759603]An Invitation for Bid will be used to gather price information from vendors who are potential bidders. The State also evaluates on responsiveness to the request, quality,delivery and other criteria.

[bookmark: _Toc450043070][bookmark: _Toc450826871]Invitation for Bid Scenario – Asbestos Assessment
The Department of Transportation (DOT) is requesting an Invitation for Bid for Asbestos Assessment at statewide facilities.
Key information:
· Title: DOT –Statewide Asbestos Assessment
Process Flow:


[bookmark: _Toc454621723]Create Requisition
[bookmark: _Toc454621724]General Tab	
· Short Description: Asbestos Assessment
· Department: Default
· Location: Default
· Requisition Type: Open Market
· Type Code:  General Services

[bookmark: _Toc445286398][bookmark: _Toc454621725]Items Tab – Entering two Items
· Descriptions and Specifications: IFB 22028575 –Asbestos Inspection
· Quantity: 1
· NIGP Class Code: 910
NIGP Item Code: 40
[bookmark: _Toc445286403][bookmark: _Toc454621726]Vendor Tab – Not used on Req
[bookmark: _Toc445286405]
[bookmark: _Toc454621727]Address Tab

· Address: 801 Stratton Building, 401 S. Spring Street, Springfield, IL
[bookmark: _Toc454621728][bookmark: _Toc445286407]Accounting Tab -  select at BId

[bookmark: _Toc454621729]Attachments Tab
· Add Attachments:  Appropriate files and forms
[bookmark: _Toc445286409][bookmark: _Toc454621730]Notes Tab
· Description & Specifications: This will be a Blanket Bid and PO.
[bookmark: _Toc454621731]Reminders Tab
· Due Date: Today
· Comment:  This is Blanket Bid and PO
· Remind whom:  Laura Batson
· Days prior to remind: 0
· Select Send Email
[bookmark: _Toc454621732]Summary Tab
· Save for Approval
· On Ready for Purchasing, click Convert to Bid
[bookmark: _Toc454621733]Process Bid: General Validation Errors
[bookmark: _Toc454621734]General Tab 
· Type Code:  10 – Invitation for Bid (IFB) 
· Bid Available Date:  Now 
· Allows Agency to set a date in the future in which to publish and send the solicitation available after approvals have been received. 

· Bid Opening Date:  Put 1 hour from now. 
· This is date and time in which Quotes are due.  
· Based on your agency’s timelines for obtaining required approvals, be sure to allow adequate time when setting the Bid Opening Date. Assure that this is at least two weeks past the current date and time.  

· Purchase Method: Blanket
· Blanket Begin Date: Tomorrow’s date
· Blanket End Date: A year from today 

· Info Contact: Provide the solicitation contact information
· Pre-bid Conference:  Enter any Vendor Conference date, time, and location specifications
· Bulletin Desc:  Include a brief description of the procurement

· SPO Name:  SPO Assigned to your Agency
· Special Procurement Rationale:  blank
· 
· Is this subject to Small Business Set-Aside? :  N
· BE/VBE Participation Goal? : N
[bookmark: _Toc454621735]Accounting Tab 
· [bookmark: _GoBack]Account Code = Default
· Save Based on Percentages
· Save by Dollars -to automatically fill in the correct percentages based on the dollar amount entered
· Save by Percentages - to automatically fill in the correct dollar amounts based on the percent entered
· Rebuild for all Items 
[bookmark: _Toc454621736]Bidders Tab 
· Search Vendor Name:  Training
· Select: Training Vendor1
· Select Unrestricted Bid
[bookmark: _Toc454621737]
Questions Tab
· Add Question as Yes/No as not required: Are you registered through Illinois Procurement Gateway?
[bookmark: _Toc454621738]Update Bid: Verify Remaining Tabs
· Items Tab
· Address Tab
· Routing Tab
· Attachments Tab
· Notes Tab
· Amendments Tab = N/A
· Q & A Tab = N/A
[bookmark: _Toc449947170][bookmark: _Toc454621739]Summary Tab
· Save for Approval
· Publish Bid
[bookmark: _Toc454621740][bookmark: _Toc454621741]Publish Bid
General Tab
· Review = updates limited 
[bookmark: _Toc454621742]Q & A
· Add Question: Can you ship to multiple locations on one Purchase Order?
· Add Answer: Yes, but must notify the State
[bookmark: _Toc454621744]Amendment
· Add Attachments:  Appropriate files and forms
· Change Bid Opening Date
[bookmark: _Toc454621745]Summary Tab
· Save for Approval
[bookmark: _Toc454621746]
Open Bid
[bookmark: _Toc454621747]Bidder Tab
· Search Vendor Name:  Training
· Select: Training Vendor2
[bookmark: _Toc454621749]Summary Tab
· Summary tab – Select Bid Tab

Bid Tab: Quote
· Create New Quote
[bookmark: _Toc454621748]Bid Tab: General Tab
· Select Vendor
· Enter Received Date
· Are you registered and active in the Illinois Procurement Gateway?  Yes
Bid Tab: Items
· Enter quote for item(s)
[bookmark: _Toc454621750]Bid Tab: Header Questions
· Respond to questions
[bookmark: _Toc454621751]Bid Tab: Terms & Conditions
· Select Yes
· Save & Exit
[bookmark: _Toc454621752]Bid Tab: Attachments
· Would attach all document received by Vendor but not limited to the vendor response, Certifications and Disclosures and any other documents submitted
[bookmark: _Toc454621753]Bid Tab: Summary
· Submit Quote
· Bid Tab: Summary

[bookmark: _Toc454621754]Tabulate and Recommend Award 
[bookmark: _Toc454621755]Bid Tab: Items 
· Award by item
[bookmark: _Toc454621756]Bid Tab: Header Questions
· Review Responses
[bookmark: _Toc454621757]Bid Tab: Summary Tab
· Submit for Approval
[bookmark: _Toc454621758]Bid Tab: Summary Tab
· Approve
Reminder Tab
· Due Date:  This should be 30 days from the Notice of Award
· Comment:  Waiver Request
· Remind Whom:  General PPB e-mail (coming)
· Days Prior to Remind: 0 will send reminder immediately.
· Send Email: Check
Amendment Tab
· Create Amendment
· [bookmark: _Toc454621760]Add Attachments:  Appropriate files and forms
Bid Tab: Summary Tab
· Create Purchase Order
[bookmark: _Toc454621761]Process Purchase Order: General Validation Errors
[bookmark: _Toc454621762]General Tab 
· Type Code:  A – Competitive Sealed Bidding 
· Current Fiscal Year:  Choose the fiscal year in which the contract will be started in. 
[bookmark: _Toc454621763]Items Tab 
· Update End Date for Items 
[bookmark: _Toc454621764]Vendor Tab
· At least one fully registered active vendor distributor is required for Blankets Only.
[bookmark: _Toc454621765]Control Tab
· At least one control is required for master blankets/contracts for Blankets Only
· Add ORG
· Add Department
· Add Dollar Limit: Put amount of winning vendor
· Add Minimum Order Amount
[bookmark: _Toc454621766]Update Purchase Order: Verify Remaining Tabs
· General Tab
· Vendor Tab
· Routing Tab
· Attachments Tab
· Notes Tab
· Bidders Tab
· Change Orders Tab = N/A
· Reminders Tab
· Summary Tab = Save and Submit
[bookmark: _Toc454621767]Summary Tab
· Save for Approval
· Send Purchase Order
[bookmark: _Toc454621768]Process Change Order:  Add Updated Contract
[bookmark: _Toc454621769]Review tabs
[bookmark: _Toc454621770]Attachment Tab
· Add Attachments:  Appropriate files and forms
[bookmark: _Toc454621771]Summary Tab
· Save for Approval
· Send Change Order
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