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Bid (RFB)

What are Solicitations any order over $75,000.00

Proposal (RFP)

* Bid solicitation is to
request for a bid package
from Vendors for a
item(s) or contract.

* Samples are Research
Camera and Printing
Brochures.

* Proposal solicitation is a
stage of the business
buying process in which
the buyer invites qualified
suppliers to submit

proposal.

A Sampleis Maintenance
Services to the University

Sole Source

Sole Source procurement
refers to the process of
acquiring goods or
services that are unique
to a particular vendor.
This means that the
vendor is the only one
capable of supplying the
required commodity or
service.




Solicitation

What is the difference between the RFB and RFP?
+ A RFB is a straightforward price offered for a product or service.

+ A RFP highlights the bidder's value proposition and convinces the Department how and why
their offer is the best.

Create a RFB or RFP by following these steps: Department needs (equipment or service), create
your information on your needs, and share the final document specifications with Procurement.

The specifications for your bid or proposals are added to the Bid or the Proposal template.
Will be emailed back to the Department for Approval. After it is approved.

RFB or RFP will be posted on the BidNet Direct website for two weeks for RFB and three weeks
for RFP.
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Sole Source

A Sole Source Justification
IS a document that explains
why a certain vendor or
contractor should be chosen
for a project even though
they didn’t have to go
through a bidding process.

Sole Source

The University of Alabama in Huntsville

Sole Source Justification
Requirements
Section 41-16-20 of the Alabama Code Federal requirements of the Office of Management
Budget (OMB circular A110 & A133) mandates that all contracts of whatever nature for labor,
services or work or for the purchase or lease of materials, equipment, supplies or other
personal property, involving $75,000.00 or more made on behalf of the University of Alabama
in Huntsville be let by free and open competitive bidding by sealed bids. However, in rare and
unusual cases the Associate Vice President of Finance & Business Services or the Director of
Procurement & Business Services may waive the competitive bid process and approve a sole
source purchase. Completion of this sole source justification form is required for appropriate
review.

Definition

Sole Source is procurement in which only one vendor is capable of supplying the commodity or
service. This may occur when the goods or services are specialized or unigue in character.
Written Justification must be provided. 'Sole’ means 'the one and only’.

Sole Source Justification

The declaration of a "sole source” purchase must be exercised judicially and always with good
faith. The goods or services "unigueness” alone cannot qualify the producer or supplier of the
good or service as a "sole service” of a good or service under Alabama's competitive bidding
laws.

A Sole Source Justification must show that an equitable evaluation of comparable products
has been made and that rejection of unsuitable products is based on technical deficiencies or a
combination of other reasons. In cases where no other comparable source is known, whether at
the manufacturer or distributor level, technical description of the product must be provided
which is adequate to allow Procurement to make a thorough search and evaluation. It is
important to remember that a sole source justification cannot be based on quality or price, since
guality is subjective and price must be evaluated via competitive bidding.

If any of the exception(s) below describe the reasoning for this purchase, thus
eliminating competition, proceed to complete the Sole Source Justification:

Product or service is unique

Available from only one sole source

Compatibility of equipment or supplies (list equipment)

Item specifically reguired for use in conjunction with grant or contract
Requirement is of a proprietary nature

Approximately five business days are required to evaluate and process a sole source request.
You are asked to consider this when submitting a reguest, and allow sufficient time prior to
deadlines (guote expiration, grant expiration, etc.) for the sole source request to be evaluated.

Sole Source Justification Form (PDF fillable format)
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Sole Source Determined by Procurement

According to Section 41-16-51 of the Alabama Code, the University is required to obtain all material,
equipment, supplies, and services through competitive means whenever possible. Procurement may
permit sole source purchases if the requestor can provide sufficient justification for their use.

The reasonableness of sole source purchases is determined by Procurement after evaluating the
requestor's research, assessment, and documentation of alternative supply sources. If similar products
are rejected, it must be solely because they fail to meet specific and necessary specifications. If the
requestor is unable to find another supplier for a similar product, they must provide documentation that
they have made a good-faith effort to look for other sources. The evidence must include a list of the
unique technical specifications required for the product and the potential companies that were
contacted during their search for alternative sources. Procurement may use this information to conduct
its own market search. Sole source justification cannot be based on quality or price. Quality is a
subjective evaluation based on opinion, and price considerations must be evaluated through
competitive bidding under public procurement law.
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Sole Source Justification form

The University of Alabama in Huntswvills
Procurerment Serdoea

Reguest for
Sale Sowrce Justification

Requisition Mo,

VENDOR MAME & ADDRESS TELEPHONE MO.

ITEM DESCRIPTIOMN:

JUSTIFICATION FOR S30LE S0OURCE PROCUREMEMNT:

Use the following nformation 8s a guideline 1o support your solefsingle source justification. In detad in
the space provided, address the questions pertaining 1o youwr eguipmenl. Submit this completed form, writlen quobes,
and any ather penlinent documenation as an atlachmenl 1o the purchass reguisition.

1. Does the poduct have specsl design andior performance fealures, which are essenlial o your
neads, such &% unigue capabiliies, size constraints, podtabity, of insbument response  lime? M pes
izl the technical reasons for requesting the purchase of & specific brand, lype or vender of eguipment
SEFVICES, OF SUpENES.

2. List comparable productsfserdcss and he ressons why they are nol  socceplabda Give  vendor
name, lelephons Aumber, Mmosslicalalog AUMDber, price and reasan far rejectian.

Coninued on nest page
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Sole Source Justification form

3 Iz e reguesled ilem(s) am inlegral repar of replacement parVaccessory compaiible with  existing
eguipmenl and avalable from the reguesled source only?  If yes, B2 the exisling equipment, manufaciuner, model
niusmiber and serial number.

4. Iz the requested ilemfs) essential in maintsining experimeant conlinuity? If yes, sxplain and spesify how e
purchase of olher Goods or Services would jespardize research.

5 Explain in delal any additonal  delesmining  factors  ®al omake this  producl  wnigue.  Altach  any
documents 1o support your stalements.

6. Determinaion thal anbopaled cosl will be M and reasonable.

As ihe Principal Investigalor, | cerify thal the above information 18 bue snd cuvend lo the best of my
krowledge.

hummlmw Do
“Egrataro of DFOOIOHDGpa =Nt Chakpa rsenDomn Dame
Aasocialy Vica Prassent Finance & Busness Seovices of Diracior, Pr 1 & Busewss Sar Diate

Mote: Mo Sale Soures decurmentation will be approved without this afficial farm ineluding
signatures by the appropriate officials.

Revigod 3-14
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How to help your Vendor on BidNet Direct Registration

.

Find government bids
matching your business.

FPopuke seaches:  Tonatngtien = Heakh Savicee  Seosity Sereces Priotiog

Grow Your Government Business
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https://www.bidnetdirect.com/public/user-registration

Bidnet Direct to Improve Visibility and Participation

In an effort to improve visibility and participation, the University of Alabama in Huntsville has joined the Alabama
Purchasing Group to solicit bids from vendors.

This system will provide you with convenient online access to our bid information, plus other agencies in Alabama,
and allow you to submit your responses electronically!

It's easy to participate. Simply visit us on the Alabama Purchasing Group website

at bidnetdirect.com/alabama/universityofalabamainhuntsville, and click on the link

to complete your registration. If you are already registered as a vendor on this system, you do not need to register
again.

To register at no charge, simply follow the registration path and select the “Limited” package, select

"Alabama" for your state, enter your information, toggle the advertising option to OFF, and select "Finalize
the registration™. You will receive notifications of matching solicitations and addenda even when selecting the
Free, Limited Access package. Access option which will provide you with automatic e-mail notification at no
charge. This option will alert you anytime you match with new bid opportunities from the University of Alabama in
Huntsville and any other participating agencies.

To receive additional bid opportunities Statewide or from other Purchasing Groups, select one of the other
registration options or call the bidnet direct Support Team at 800-835-4603, Option 2 for assistance. WWe welcome
your participation and look forward to doing business together!
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Registration for vendors

BidNet Direct fact sheet (this explains the registration options for vendors and has support
information if the vendor needs any help)

Vendor Registration Guide (this will walk the vendors through the registration process)
These are the two items you can edit and let me know once they are approved.

Vendor Letter that will be emailed to your current vendor list (feel free to make any edits
you'd like and send back to me or let me know the current version is approved)

Press Release - feel free to edit this as well and send back or let me know the current

version is approved. There is a quote -this is just in there as a placeholder unless that's what
you'd like to use.
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