VIlI. COMPETITIVE BIDDING AND THRESHOLDS

A Competitive Bidding

Executive Order #3-20 and this Administrative Bulletin establish a statewide policy favoring a
free and open bidding process for the selection of Vendors. Executive Order #3-20 states:

“The State of Vermont recognizes the important contribution and vital impact that small businesses
have on the state’s economy. In this regard, the state prescribes to a free and open bidding process that
affords all businesses equal access and opportunity to compete for state contracts for goods and services. The
state also recognizes the existence of businesses owned by minorities and women and directs all state agencies
and departments to make a good faith effort to encourage these firms to compete for state contracts.”
Competition in the procurement process serves both State agencies and potential bidders by ensuring the
procurement process produces an optimal solution at a reasonable price, and allowing qualified Vendors an
opportunity to obtain State business. In addition to complying with existing statutory and regulatory
requirements, State procurements shall comply with the following general principles:
e Notice: It is the State’s intent to ensure Vendors are aware of opportunities to compete for State
business;
o Process: Clear and understandable process: make the process more accessible to Vendors with clearly
defined procurement criteria;
¢ Predictability: provide a consistent process while conducting the procurement; and
e Transparency: document the procurement process clearly and consistently, including information
gathering and decisions made relating to the procurement.

Although Vermont does not have a statute, rule or administrative requirement which mandates preference
be given to State residents or products, all other considerations being equal, preference will be given to resident
bidders of the State and/or products raised or manufactured in the State.

B. Bidding Monetary Thresholds

In some cases, State or federal statutes or regulations require bidding at lower amounts. Such statutes shall
take precedence over this Bulletin and shall be adhered to. Agencies should consult with Agency counsel or the
Office of the Attorney General if there is a question about the applicability of State or federal law to Agency
procurements.

1. Services Below $100,000 - Standard or Simplified Bid Process

For a contract estimated to be under $100,000, an Agency may choose to follow
either a simplified bid (described herein at page 23) or standard bid process (described herein at page
23). If the Agency is unsure whether a contract will exceed the $100,000 threshold, in order to avoid
rebidding the work, the use of a standard bid process is recommended.

2. Services Greater Than $100,000 — Standard Bid Process

An Agency may enter into a contract greater than $100,000 only after adherence to a
standard bid process (issuance of a formal request for proposals), as set forth herein (page 23).

[END SECTION ViI]

Bulletin No. 3.5, July 1, 2016 Page | 22


http://legislature.vermont.gov/statutes/section/03APPENDIX/003/00020

	I. AUTHORITY
	II. PURPOSE AND POLICY
	III. DEFINITIONS
	IV. CONTRACTS FOR SERVICE: PERSONAL SERVICE; NON-PERSONAL SERVICE; INDEPENDENT CONTRACTORS AND PRIVATIZATION
	A. Contract for Services
	B. Personal Service Contract
	1. Description.
	2. Determination Process.

	C. Non-Personal Service Contract
	D. Privatization Contract
	E. Contracts for Information Technology
	F. Commodity Contracts
	G. Contract for Service Determination Process Graphic

	V. AGO Certification for Bargaining Agreement(s) Compliance
	A. Part 1 - AGO Certification
	B. Part 2 - AGO Certification
	VI. Alternatives to Contracts for Service and Special Agreement Types
	A. Memorandum of Understanding or Memorandum of Agreement
	B. Grants versus Contracts
	C. Capital Leases

	VII. COMPETITIVE BIDDING AND THRESHOLDS
	A. Competitive Bidding
	B. Bidding Monetary Thresholds
	1. Services Below $100,000 - Standard or Simplified Bid Process
	2. Services Greater Than $100,000 – Standard Bid Process


	VIII. THE BIDDING PROCESS
	A. Simplified Bidding
	1. General.
	2. Procedures for the Simplified Bid Process

	B. Standard Bidding (“Requests for Proposals” or “RFP”)
	1. General.
	2.   RFP Components
	3. Request for Information (RFI)
	4. Request for Comment
	5. Public Notice Regarding the Standard Bid
	6. Pre-Bid (Bidders’) Conferences and Adjustments to Bid Documents
	7. The Bid Opening
	8. Contractor Selection, Documentation and Apparent Conflict of Interest

	C.  Pre-Qualifying Vendors for Statewide or Retainer Contracts
	D.  Exceptions and Waivers
	1.   Sole Source Contracts
	2. One-Time Waivers (Other than Sole Source)
	3. Agency/Department Contracting Waiver Plan


	IX. CONTRACT DRAFTING
	A. Drafting the contract
	1. General Contract Restrictions
	2. Standard State Forms (Contract Templates and Attachments)
	a. Short Form Contract May Be Used for Certain Services Below $25,000
	b. Standard State Contract Forms (Templates and Attachments)

	3. Standard Contract Elements
	4. Description of the Work and Compliance (Attachment A)
	5. Payment Provisions (Attachment B)
	a. Payment Amounts and Frequency:
	b. Performance Measures and Accountability
	c. Retainage
	d. Liquidated Damages

	6. Insurance Coverage Limits
	7. Intellectual Property Ownership
	8. Change Order Process

	B. Obtaining a VISION Contract Number

	X. CONTRACT ROUTING AND APPROVALS
	A.   Contract Package and Routing
	1. Contract Package
	2. Content and Order of Package Documents
	3. Document Naming Convention for DII-approved electronic signature system:

	B.   Approvals - Required Prior Approvals
	1. Attorney General Review
	2. Secretary of Administration
	3.  Commissioner of Human Resources
	a.   Privatization Contracts
	b.  Contracts with State of Vermont Employees and/or Retirees

	4. Information Technology Activities and Information Security Contracts
	a. Contracts for cloud services (SaaS, PaaS and IaaS) regardless of dollar value (see IT Guideline for more information);
	b. Information Technology and Information Security contracts which will involve the electronic processing, storing, or transmission of Confidential Information;
	c. Sole Source Contracts for information technology activities and information security (must be approved prior to approval by the Secretary); and
	d. Information Technology and Information Security contracts over $500,000.

	5. Marketing Service Contracts


	XI. CONTRACT EXECUTION AND CONTRACT FILE
	A. Execution
	B. Contract Administration and Contract File
	C. Conflict of Interest
	D. Statewide and Retainer Contracts
	1. Statewide Contracts
	2. Marketing Master Contracts
	3.      IT Retainer Contracts

	E. Blanket Delegation of Authority (BDA)

	XII. SUBCONTRACTS
	XIII.  CONTRACT AMENDMENTS, APPROVAL AND EXECUTION
	A. Contract Amendments:
	1. Amendment Requirements:

	B. Amendment Approval and Execution:
	1. Contract Amendment Package:
	2. Appointing Authority Approval Required:
	3. Attorney General’s Office and Secretary of Administration Approvals Required:
	4. Chief Information Officer (CIO) Approval Required:

	C. Execution of Amendments:
	D. Amendment Number and VISION Record:

	XIV. NOVATION AND ASSIGNMENT
	A. Novation
	B. Assignment

	XV. ACCOUNTING FOR PAYMENTS TO CONTRACTORS
	XVI. COMPLIANCE REVIEWS
	XVII. FEDERAL FUNDING ACCOUNTABILITY & TRANSPARENCY ACT (FFATA)
	XVIII. PUBLIC RECORDS REQUESTS
	XIX. PUBLIC endorsements
	XX. APPENDICES
	Appendix I – Standard State Contract Templates, Forms and Other Links
	a. Standard State Contract Templates
	i. Standard Contract for Service Template
	ii. Information Technology (IT) Contract Template
	iii. Short-Form Contract for Service Template w/Term & Conditions

	b. Contract Amendment Template
	c. Form AA-14 – Contract Summary and Certification Form
	d. Contract File Check List
	e. Bulletin 3.5 Contracting Waiver Plan form
	f. IRS Publication 15 -A

	Appendix II: Attachment A – Statement of Work Guidelines
	Appendix III: Attachment B Payment Provision Guidelines
	Appendix IV: Attachment D – Examples of Common Additional Term & Conditions
	Appendix V: Acronyms Used in This Bulletin
	Appendix VI: Bulletin 3.5 Quick Reference Guide
	Appendix VII: Bulletin 3.5 Contracting Process Flow Chart




