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Part II Chapter 03 
Delegated Formal Competitive Sealed Bidding 

 
 

A. Requirements.  This procedure is utilized by Agencies when procuring materials or 
services directly from a supplier via the competitive sealed bidding method of award 
and ALL of the following requirements apply: 

 
1. The material and/or service is not listed on an effective DGS statewide 

contract or the purchase price is less than the minimum amount stated in the 
contract. 

 
a. If the Agency has uncertainty about the availability of a material or 

service from a statewide requirements contract, they should contact 
the DGS Commodity Specialist that is responsible for that commodity.  
The Commodity Specialist will verify if the material or service is on a 
contract or if it may be possible to add the material or service to a 
contract. 

 
b. If it is not on contract and will not be added to a contract, the Agency 

must obtain the written approval from the Commodity Specialist (or 
designee) prior to proceeding with the procurement.  This approval is 
attached to the purchase order. 

 
2. If the material and/or service is available from more than one supplier and 

does not constitute a sole source procurement. 
 
3. If the procurement has an estimated total cost within the range of delegated 

procurements thresholds identified in Part I Chapter 07, Thresholds and 
Delegations.  This procedure will also be utilized by Agencies receiving specific 
delegation from DGS BOP to contract for materials and/or services by using 
the competitive sealed bidding method of award. 

 
4. If the requirement is a material, the item is not available as a warehouse item 

from the DGS Bureau of Supplies and Surplus Operations. 
 

B. General.  The Agency shall process requirements from the thresholds established in 
Part I Chapter 07, Thresholds and Delegations.  Purchases must be made utilizing 
SRM to prepare an Invitation for Bid and the Purchase Order.  This procedure is also 
used by Agencies that have received specific delegation from DGS to contract for 
materials and/or services with a total cost exceeding the Agency threshold identified 
in Part I Chapter 07, Thresholds and Delegations and utilizing the competitive sealed 
bidding method of award. 

 
C. Procedures. 

 
1. Agency. 

 
a. Determines the need for the material and/or services. 

 
b. Review the purchase requests for compliance with: 

 
(1) The requirements listed in Section A. 

http://www.dgs.pa.gov/Documents/Procurement%20Forms/Handbook/Pt1/Pt%20I%20Ch%2007%20Thresholds%20and%20Delegations.pdf
http://www.dgs.pa.gov/Documents/Procurement%20Forms/Handbook/Pt1/Pt%20I%20Ch%2007%20Thresholds%20and%20Delegations.pdf
https://www.dgs.pa.gov/Surplus/Pages/default.aspx
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(2) Guidelines established by DGS to conform with procurement 

guidelines for post-consumer recycled content in accordance 
with the Environmental Protection Agency (see Management 
Directive 205.22. Recycling, Waste Reduction and Procurement 
of Environmentally Preferable Products). 
 

(3) Any Agency purchasing policy and procedures. 
 

c. Prepares an Invitation For Bid (IFB). 
 

d. Review the list of small diverse businesses on the DGS Bureau of 
Diversity, Inclusion and Small Business Opportunities to identify those 
small diverse businesses which may be able to provide the material 
and/or service. 
 

e. Complete and submit the online Request to Advertise form to advertise 
on the DGS BOP website. 
 

f. Notify of the website posting: 
 

(1) Identified small diverse businesses; 
 

(2) Suppliers who asked to be notified; and 
 

(3) Any other suppliers selected by the Agency. 
 

g. Open bids on the scheduled bid opening date in the presence of one or 
more witnesses.  Records the name of each bidder, the amount of 
each bid, and other relevant information.  The prepared written record 
of the bidders and bid information (bid tabulation) must be posted to 
eMarketplace as soon as reasonably possible. 
 

h. Reviews and evaluates bids for responsiveness.  Reviews the lowest 
responsive and responsible bidder’s status on the Contractor 
Responsibility Program file. 
 

i. Prepares purchase order for the lowest responsible and responsive 
bidder. 

 
j. Prepares a Notice of Award using the DGS BOP template and posts to 

eMarketplace once the purchase order has been released from held 
status to begin the approval workflow. 
 

k. Obtains approvals as required through workflow and Agency 
procedure, and issues order to supplier. 
 

l. Monitors fulfillment: 
 

(1) Material:  Receive the material or notification of the receipt of 
material. 
 

(2) Service:  Monitor the supplier’s performance. 

http://www.oa.pa.gov/Policies/md/Documents/205_22.pdf
http://www.oa.pa.gov/Policies/md/Documents/205_22.pdf
http://www.oa.pa.gov/Policies/md/Documents/205_22.pdf
https://www.dgs.pa.gov/Small%20Diverse%20Business%20Program/Pages/default.aspx
https://www.dgs.pa.gov/Small%20Diverse%20Business%20Program/Pages/default.aspx
http://www.dgsweb.state.pa.us/BOPDashboard/Award.aspx
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m. Processes a Goods Receipt to authorize payment of the supplier’s 

invoice. 
 

n. Maintains a record of the procurement and submits required 
procurement information to DGS. 

 
2. Comptroller. 

 
a. Processes invoice(s) for payment. 

 
 
References: 
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5. Notice of Award 

http://www.dgs.pa.gov/Documents/Procurement%20Forms/Handbook/Pt1/Pt%20I%20Ch%2007%20Thresholds%20and%20Delegations.pdf
https://www.dgs.pa.gov/Surplus/Pages/default.aspx
http://www.oa.pa.gov/Policies/md/Documents/205_22.pdf
http://www.oa.pa.gov/Policies/md/Documents/205_22.pdf
https://www.dgs.pa.gov/Small%20Diverse%20Business%20Program/Pages/default.aspx
http://www.dgsweb.state.pa.us/BOPDashboard/Award.aspx

