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Trainers

• Louis Christoffer 
• Procurement Officer

• Matthew Odom
• Procurement Officer



Agenda

• Procurement
• Types of solicitations & processes
• NDCC, Policy, & Procedure
• Process in Jaggaer

• Questions
• Submit in chat
• Anytime throughout training



Solicitations



Why Procurement?

• Procurement: The acquisition of commodities or services
• Purpose:

• To demonstrate prudent use of funds entrusted to UND by constituencies
• Best interest of UND

• Considering quality & service
• Within fair and ethical standards
• Competitively solicited

• Requester must give reasonable estimated value

Presenter
Presentation Notes
UND Policy: As a public institution, the University must demonstrate the prudent use of funds entrusted to it by its various constituencies. The general public, legislators, students, donors, granted organizations and individuals must be assured that funds are wisely spent and do not personally benefit University officials and employees.

UND Policy: Procurements made on behalf of UND must be completed in the best interest of the university, as economically as possible with consideration given to quality and service, and within fair and ethical standards. Reasonable estimated value must be assigned to a procurement to ensure the proper level of authority, competition, and documentation is achieved.

Estimated value: estimated cost, shipping, all renewals



Why Procurement?

NDCC 54-44.4 – Main Procurement Chapter
• State to provide comprehensive purchasing services based on sound 

procurement practices & principles
• Fair and equal competition to all qualified persons
• Each agency/institution responsible for own purchases 

• Competitive cost
• Consistent quality
• Within appropriate time
• Performance details required

Presenter
Presentation Notes
It is state policy to provide comprehensive purchasing services based upon sound procurement practices and principles wherein, through full competition with fair and equal opportunity to all qualified persons to sell to the state, each state agency and institution shall obtain its necessary commodities and services at competitive cost, consistent with quality, time, and performance requirements, except as otherwise provided by law.




Why Procurement?

• How does this benefit me?
• Saves UND time and money (Big Picture)
• Ensures proper usage of funds
• Develops relationship with suppliers & opens doors to deeper discounts
• Adherence to NDCC, NDUS Procedure, and NDSBHE & UND Policy

• Why does this matter to me?
• Purchases are made in compliance to policy, procedure, and law

Presenter
Presentation Notes
Spend less time searching and more time teaching/working

Purchases hold up in audit

Through relationships we develop better pricing and more favorable terms and conditions



Process Overview

Where do I start?
• Initial questions to ask yourself:

a. What is the cost? 
Answer: Over $10,000 over life of contract (includes extensions/renewals)

b. Existing contract or in Jaggaer?
i. State, co-op, UND
Answer: No

c. More than one supplier?
Answer: Yes

d. Is there funding? (is funding adequate and appropriate)
Answer: Yes

Presenter
Presentation Notes
Note: Decision tree on PPS site

Existing contracts 
- Elaborate on coop, state, and catalogs (why can we use them)

Funding: How do you know you’ve budgeted an appropriate amount?



Solicitations Types

4 types
• Invitation for Bid (IFB, or Bid)
• Request for Proposals (RFP)
• Request for Qualifications (RFQ)
• Request for Information (RFI)



Solicitations Types

Put timing table on this page and remove from each section (IFB, RFP, 
RFQ)



Solicitation Types – IFB

• A process by which bids are received and opened at a specific time in 
response to a solicitation for a well-defined commodity or service. 

• Award is made to lowest responsible bidder (lowest cost meeting specs)
• Timing – typically takes 4-6 weeks from request to order/contract

• Request to posting 1-2 weeks
• Posting at least 14-days
• Review of bids 1+ days
• Awarding 7 days, mandatory waiting period
• Paperwork 1+ days

Presenter
Presentation Notes
Request creation to posting: largely dependent on approvals and workload
Review of bids: depends on responses and dept. approval
Awarding: elaborate on protests
Paperwork: dependent on responsiveness of bidder



Solicitation Types – IFB

1. Start – What is procurement looking for?
• Complete sourcing request in Jaggaer

• What should the request include?
• Well-defined set of specifications – be as detailed as possible

• Do not assume anything!
• Bids cannot unnecessarily limit competition (no brand specific)

• Delivery Date – date the item must be delivered or service completed by
• Funding – funding should be determined prior to requesting a bid

Request is submitted. Now what?

Presenter
Presentation Notes
Specifications: 
If we don’t list the spec, then we can expect we won’t get it. Specs should be so clearly defined that anyone with industry knowledge will know exactly what you are looking for. We cannot reject someone for not providing something we didn’t ask for. 
We cannot issue solicitations that limit competition to one brand or product.
Do not provide specifications from a specific piece of equipment. Departments should be putting their own specs together and not copying and pasting from a spec sheet they received. Describe what YOU need and WHY. Requests suspected of this will be returned.
You can provide a range (min/max) values if needed

Delivery Date: 
This should be the date you need the product/service by – absolute last day you need it by. Do not be too restrictive here unless you have to be. If bidders do not meet delivery date then they will not be eligible for award, even if missed it by 1 day and are the lowest bidder.




Solicitation Types – IFB

2. Request goes through workflow
3. Procurement will review request and compile bid
4. Issuance of solicitation for public bid

A. During bidding process
• Only procurement may communicate with bidders
• Bidders may ask questions and UND may amend as needed

5. Public Bid opening
6. Procurement compiles bids and reviews for compliance
7. Department reviews and approves purchase

Presenter
Presentation Notes
Compiling bid:
While compiling bid, procurement officer may ask follow-up questions.
 Reiterate that requests with too few details will take longer and may get returned




Solicitation Types – IFB

8. Procurement issues award notice
9. Mandatory 7 day waiting period 
10.Procurement puts together file

A. Insurance certificate
B. Secretary of State Certification (if necessary)
C. Contract terms adjusted if needed

11.Contract signed
12.Department places order 

Presenter
Presentation Notes
Waiting period: elaborate on protests




Solicitation Types – IFB

Key Points:
1. Only procurement may contact potential bidders
2. Put thought into specifications 

A. DETAIL, DETAIL, DETAIL
3. Award is made to lowest responsible bidder
4. Provide appropriate delivery date
5. Approximately 4-6 weeks

Presenter
Presentation Notes





Solicitation Types – RFP

• Process by which sealed proposals are received and opened at a specific 
time in response to a solicitation for a certain commodity

• Awarded to highest score based on stated evaluation criteria (technical & cost)
• Best value to UND

• Timing – avg. time 8-16 weeks from request to contract/order
• Request to posting 2-4 weeks
• Posting at least 21-days
• Review of proposals 2-4 weeks 
• Presentations 2-4 weeks
• Awarding 7 days, mandatory waiting period
• Negotiations/Paperwork 1+ weeks

Presenter
Presentation Notes
RFP Timing is dependent on – 
- Depth of RFP
Request to posting: depends on approvals, depth of RFP, workload, & dept. review
Posting: may be longer if needed
Review of proposals: depends on # responses & evaluators
Presentations: depends on schedules
Awarding: protests
Negotiations/Paperwork: dependent on responsiveness of bidder

RFP timing is heavily weighted on the department’s responsiveness and evaluators time management to complete all evaluations.




Solicitation Types – RFP

1. Start – complete sourcing request in Jaggaer
A. What should the request include?

i. Well written scope of work – be as detailed as possible
• Do not assume anything!
• Cannot unnecessarily restrictive (no brand specific)
• Two types of RFP’s:

1. This is what we want done. Tell us how you are going to do that.
2. This is our problem. How are you going to fix it?

• Limit # of mandatory items unless absolutely necessary 

Presenter
Presentation Notes
SOW: 
Describe what YOU need and WHY. 
If we don’t list it, then we can expect we won’t get it. 
SOW should be so clearly defined that anyone with industry knowledge will know exactly what you are looking for. 
We cannot reject someone for not providing something we didn’t ask for. 
We cannot issue solicitations that limit competition to one brand or product.





Solicitation Types – RFP

ii. Evaluation Information
• Evaluation Questions – Used to evaluate proposals
• Two components to proposals:

1. Technical – evaluated by pre-selected team members
2. Cost – evaluated by Procurement

iii. Evaluation team members – 3-5 on avg. 
o MUST have time for evaluations or process is delayed unnecessarily 

iv. Funding – funding should be determined prior to requesting an RFP
v. Contract start/delivery date – date the item or service must be delivered or completed by
vi. Pre-proposals conference?
vii. Presentations or interviews?

Presenter
Presentation Notes
1. Evaluation Criteria:
Department, with assistance from procurement, will establish evaluation criteria (questions that evaluators will ask to determine best value).
Dept. should know what they want and what they will ask to determine the best valued product. 
Cost & technical proposals: elaborate on importance of establishing appropriate weight (cannot change later)
You explain how important each factor is through these weights

2. Evaluators
Evaluators schedules should be known prior to picking them to be on the team – they should not be picked if they don’t have time to evaluate
Make sure they know about it and have the time to do it – 2-3 hours per proposal received

3. Delivery Date: 
This should be the date you need the product/service by – absolute last day you need it by. Do not be too restrictive here unless you have to be. 

4. Pre-proposal conference: Describe benefit of pre-proposal conferences
5. Presentations: Describe benefit of presentations/interviews




Solicitation Types – RFP

2. Request goes through workflow
3. Request reviewed by procurement
4. Procurement creates RFP

A. RFP & Contract schedule established
5. RFP publicly posted

A. Question & answer period
B. Period for adjustment by UND if necessary

6. RFP closes & procurement compiles results

Presenter
Presentation Notes
Exact dates for some items may be determined after proposals are due.
Elaborate on
Why is schedule important
Evaluators should budget their time accordingly and know the investment they are getting into PRIOR to issuing RFP
Committee removals – this may require rebidding and holding up the process
Longer evaluators take to grade the longer the process takes and scheduling becomes more difficult. 




Solicitation Types – RFP

7. Evaluation Period
A. Initial Evaluation

i. Procurement will:
• Compile, review, and disseminate proposals to evaluators
• Evaluate cost proposals

ii. Evaluators will:
• Evaluate technical proposals individually and without bias
• Evaluators cannot share proposals or discuss with anyone

B. Evaluators submit scores to procurement
C.Procurement compiles scores and meets with evaluation team

i. Shortlist firms to interview if necessary 

Presenter
Presentation Notes
Tips on grading:
If you’re not sure start by giving max points and doc as you go – make notes as to why you doc points
Write down questions as you go through it and discuss with procurement so procurement can get questions answered (may be included in presentations)
Tell us anything seems non-responsive ahead of time, prior to continuing the review, so procurement can handle it appropriately 



Solicitation Types – RFP

D. If interviews needed
i. Interviews 
ii. Evaluators & procurement meet to discuss interviews
iii. Evaluators send updated scores to procurement
iv. Final scores tallied

8. Procurement announces winner to department
9. Department gives final approval to award
10.Procurement issues award notice

Presenter
Presentation Notes
Once scores are in, no changes can be made, even if the winner is someone other than who an evaluator wanted.



Solicitation Types – RFP

11.Mandatory 7 day waiting period 
A. Procurement puts together file

i. Insurance certificate
ii. Secretary of State Certification (if necessary)
iii. Contract terms adjusted if needed

12.Contract Negotiations
13.Contract signed
14.Department places order 



Solicitation Types – RFP

Key Points:
1. Only procurement may contact potential offerors
2. Put thought into evaluation criteria and weights
3. The schedule is determined at beginning of RFP
4. Proposal evaluations take 2-3 hours per proposal

A. Evaluators may be asked to step down or be removed from the evaluation team if they are 
not responsive or holding up process

5. Approximately 8-16 weeks

Presenter
Presentation Notes
Elaborate on dept. not being able to change at the end. The weights help determine value to UND.



Solicitation Types – RFQ

RFQ – Request for Qualifications
• Same as RFP except evaluate on qualifications only – no cost

• Mainly Architects or Engineers
• Timing – avg. time 8-16 weeks from request to contract/order

• Request to posting 2-4 weeks
• Posting At least 21-days
• Review of proposals 2-4 weeks 
• Presentations 2-4 weeks
• Awarding 7 days, mandatory waiting period
• Negotiations/Paperwork 1+ weeks

Presenter
Presentation Notes
RFQ Timing is dependent on – 
- Depth of RFQ
Request to posting: depends on approvals, depth of RFQ, workload, & dept. review
Posting: may be longer if needed
Review of proposals: depends on # responses & evaluators
Presentations: depends on schedules
Awarding: protests
Negotiations/Paperwork: dependent on responsiveness of bidder

RFQ timing is heavily weighted on the department’s responsiveness and evaluators time management to complete all evaluations.

Evaluation criteria may be determined by NDCC



Solicitation Types – RFQ

1. Start – complete sourcing request in Jaggaer
A. What should the request include?

i. Well written set of qualifications – be as detailed as possible
ii. Evaluation Information

• Evaluation Questions – Used to evaluate proposals
• Only graded on qualifications

iii. Evaluation team members – 3-5 on avg. 
o MUST have time for evaluations or process is delayed unnecessarily 

iv. Funding – funding should be determined prior to requesting an RFQ
v. Contract start/delivery date – date the item or service must be delivered or completed by
vi. Pre-proposals conference?
vii. Presentations or interviews?

Presenter
Presentation Notes
1. Evaluation Criteria:
Department, with assistance from procurement, will establish evaluation criteria (questions that evaluators will ask to determine best value).
Dept. should know what they want and what they will ask to determine the best valued product. 
Cost & technical proposals: elaborate on importance of establishing appropriate weight (cannot change later)
You explain how important each factor is through these weights
2. Evaluators
Evaluators schedules should be known prior to picking them to be on the team – they should not be picked if they don’t have time to evaluate
Make sure they know about it and have the time to do it

3. Delivery Date: 
This should be the date you need the product/service by – absolute last day you need it by. Do not be too restrictive here unless you have to be. 

4. Pre-proposal conference: Describe benefit of pre-proposal conferences
5. Presentations: Describe benefit of presentations/interviews




Solicitation Types – RFQ

2. Request goes through workflow
3. Request reviewed by procurement
4. Procurement creates RFQ

A. RFQ & Contract schedule established
5. RFP publicly posted

A. Question & answer period
B. Period for adjustment by UND if necessary

6. RFP closes & procurement compiles results



Solicitation Types – RFQ

7. Evaluation Period
A. Initial Evaluation

i. Procurement will:
• Compile, review, and disseminate proposals to evaluators

ii. Evaluators will:
• Evaluate proposals individually and without bias
• Evaluators cannot share proposals or discuss with anyone

B. Evaluators submit scores to procurement
C. Procurement compiles scores and meets with evaluation team

i. Shortlist firms to interview if necessary



Solicitation Types – RFQ

D. If interviews needed
i. Interviews 
ii. Evaluators & procurement meet to discuss interviews
iii. Evaluators send updated scores to procurement
iv. Final scores tallied

8. Procurement announces winner to department
9. Department gives final approval to award
10.Procurement issues award notice



Solicitation Types – RFQ

11.Mandatory 7 day waiting period 
A. Procurement puts together file

i. Insurance certificate
ii. Secretary of State Certification (if necessary)
iii. Contract terms adjusted if needed

12.Contract Negotiations
13.Contract signed
14.Department places order 



Solicitation Types – RFQ

Key Points:
1. Only procurement may contact potential offerors
2. Put thought into evaluation criteria and weights
3. The schedule is determined at beginning of RFQ
4. Proposal evaluations take 2-3 hours per proposal

A. Evaluators may be asked to step down or be removed from the evaluation team if they are 
not responsive or holding up process

5. Approximately 8-16 weeks



Solicitation Types – RFI

• Public solicitation where UND posts a problem and companies 
respond providing potential solutions. 

• Purpose of RFI
• Market research 
• Develop SOW on RFP 
• Non-binding – contract cannot be issued
• Bidders may choose not to respond because of the work involved

• Timing – depends on depth of request

Presenter
Presentation Notes
RFI – A contract cannot be issued from this. An RFI is where we post a problem we are having and companies provide solutions or ideas of solutions so we have a better understanding of what is in the market. Then we put together an RFP/RFQ or bid. 

RFP may be issued after RFI 



Summary

4 types of Solicitations
• Invitation for Bid (IFB, or Bid)

• Provide details set of specs and award based on low responsible bidder
• Request for Proposals (RFP)

• Provide detailed scope of work and award based on best value after evaluations
• Request for Qualifications (RFQ)

• Provide detailed set of qualifications and award based on highest qualified – no cost
• Request for Information (RFI)

• Market research to help develop RFP

Procurement Officer determines best method of procurement



Summary

Steps:
1. Create sourcing request
2. Request reviewed & turned into solicitation by Procurement
3. Solicitation publicly posted
4. Solicitation closes and responses reviewed or evaluated

A. RFP/RFQ: demos/interview with updated scores may be necessary
5. Award made

A. Negotiations if necessary
6. Contract signed / Order placed

Presenter
Presentation Notes
Reminder that procurement determines best method for purchasing commodity/service




Questions???



Resources

Top of Jaggaer Homepage

Links to training material – right side of Jaggaer home page
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