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BID/PROPOSAL/SOLE SOURCE PROCESSING SCHEDULE
	RFP Specifications/Request for Sole Source Due To Purchasing
	RFB Bid Specifications  and Sole Source Request 

Due To Purchasing
	Bids/Proposals Due
	Issue Papers Due from Purchasing to meet Board Agenda Packet Deadline
	Board Meeting

	12/19/2011
	12/26/2011
	1/16/2012
	1/30/2012
	2/8/2012

	1/23/2012
	1/30/2012
	2/20/2012
	3/5/2012
	3/14/2012

	2/20/2012
	2/27/2012
	3/19/2012
	4/2/2012
	4/11/2012

	3/19/2012
	3/26/2012
	4/16/2012
	4/30/2012
	5/9/2012

	4/23/2012
	4/30/2012
	5/21/2012
	6/4/2012
	6/13/2012

	5/14/2012
	5/21/2012
	6/11/2012
	6/25/2012
	7/09/2012

	6/18/2012
	6/25/2012
	7/16/2012
	7/30/2012
	8/08/2012

	7/24/2012
	7/31/2012
	8/21/2012
	9/4/2012
	9/12/2012

	8/20/2012
	8/27/2012
	9/17/2012
	10/1/2012
	10/10/2012

	9/24/2012
	10/1/2012
	10/22/2012
	11/5/2012
	11/14/2012

	10/22/2012
	10/29/2012
	11/19/2012
	12/3/2012
	12/12/2012


If you have any questions regarding procurement, please contact Purchasing via email or 608-258-2010.

RFB vs RFP Decision Matrix

	Row
	Criteria 
	 Request for Proposal 
	Request for Bid

	1
	You have minimum technical specification and vendor requirements that you must have
	Yes
	Yes

	2
	You want to consider price as a factor
	Yes
	Yes 

	3
	You want to weigh criteria besides price and minimum requirements to determine the winning vendor
	Yes
	No

	4
	You want price to be the defining factor assuming all  minimum qualifications and requirements are met
	No
	Yes


	5
	An evaluation committee must be formed and each member must rank each evaluation criteria as defined in the RFP which makes for a longer process.
	Yes
	No

	6
	You want to be able to negotiate before award
	Yes (negotiations only allowed with highest scoring proposer) 
	No 


Bids and Proposals:

· All purchases of, and contracts for, supplies, materials, equipment, and/or contractual services from one vendor totaling $25,000 or more during one fiscal year shall be procured using competitive bids unless the commodities are available through approved cooperative purchasing contracts. 

· To determine whether bids or quotes are required, the needs of the entire fiscal year should be reviewed.  Any known procurement of $25,000 or more from one vendor in the same fiscal year should be formally bid.

Sole Source Criteria
In order to request the Madison College District Board’s approval for $25K+ purchase as a sole source, at least one of the following criteria must be true and fully justifiable:

	Row
	Criteria

	1
	The item or service is only available from a single source

	2
	The federal grantor agency authorizes noncompetitive negotiation.

	3
	Emergency Procurements - When public exigency or emergency will not permit a delay incident to competitive procurement, districts may determine the procurement methodology most appropriate to the situation. Emergency procurements are limited to procurements necessitated by a threat to the continued operation of the district or to the health, safety or welfare of students,

	4
	When key employers in the district require that potential employees be trained on a specific brand of equipment, the district is authorized to procure that brand.
To procure a specific brand name of equipment, the district must have letters from key employers which state that individuals need to be trained on one particular brand. The district must obtain these letters prior to awarding the procurement.
If the specified brand is only available from one vendor, the procurement may be made as a sole source procurement under D.4.a above. If the specified brand is available from more than one vendor, the procurement shall be made by RFP or RFB.

	5
	After solicitation in a competitive procurement, competition is determined to be inadequate.  


Sole Source:
· When it is determined that there is only one vendor who can supply the needed supplies/items (procurement) costing $25,000 or more, sole source approval by the District Board is required.  A vendor written quote and justification of the sole source procurement must be submitted to the Purchasing Department by the date indicated on the purchasing schedule.

