
Doing Business with the State
Tonya Prickett, CPPO

MBE Procurement Manager,
Department of Administrative Services, 

Office of Procurement Services
614-466-2705

tonya.prickett@das.ohio.gov



What the State buys…

Food

Vehicles

Computers

Clothing

Professional 
ServicesPharmaceuticals



• Competitive Procurement Process

• Invitation to Bid (ITB) … lowest responsive and 
responsible bidder 

• Request For Proposal (RFP) … best value

• Reverse Auction … prices decrease as bidding 
continues

How the State Buys…



Finding Opportunities 

Current Contracts and Procurement Opportunities are 
available on our Web site @ www.procure.ohio.gov



Registration

Click ‘Selling to  the 
State



Registration

Click ‘eBid Registration/
Log In



Registration

Click Here’ to continue



Finding Opportunities

Click ‘Selling to  the 
State’



Finding Opportunities

Select ‘Procurement 
Opportunities’



Finding Opportunities

Narrow your 
search by 
‘Category’ or 
‘Select All’ at the 
bottom of the 
screen.



Finding Opportunities

Select one of the links 
under ‘Doc/Bid#’ to 
see an overview of 
the opportunity



Finding Opportunities
Summary 
Page:
(for bids 
submitted in 
hard copy)



Finding Opportunities
,The Contact List’ for all Agency 
Procurement Officers (APO’s) 
for agencies, boards, 
commissions, and other 
institutions is available from our 
website @ 
www.ohio.gov/procure



Responding to an Invitation to Bid (ITB)

Example of the 
‘Invitation to Bid’ 
document (ITB)



Responding to an Invitation to Bid (ITB)

• Print a copy of the Invitation to Bid from website
• Complete Page 1 and sign in Blue Ink
• Complete Page 2, Buy America/Buy Ohio 

Certification
• Complete the Cost Summary Page(s) provided 

in the bid document
• Attach any relevant product/service literature



The Evaluation Begins

• Bids received are delivered to the 
assigned analyst

• Bidders may not communicate with the 
analyst or agency during the evaluation 
time

• Bidders may track the status of the bid 
on the website (Selling to the State) .



The Award

• The Invitation to Bid is awarded to lowest 
responsive, responsible bidder

• If the ITB is for a one-time requirement, 
the successful bidder is notified with 
receipt of a purchase order

• If the ITB is for an on-going (annual) 
need, bidder is notified by letter



Responding to a Request for Proposal (RFP)

• The Request for Proposal is awarded as a 
Best Value rather than Low Bid

• Offeror receives scores in the various parts 
included in the Request for Proposal



Responding to a Request for Proposal (RFP)

Cover Page
• RFP Title for Requirement
• Dates for Inquiry Period
• Date for Site Visit
• Proposal Due Date



Responding to a Request for Proposal (RFP)

Executive Summary
• Background Information & History
• Scope of Work (SOW) Details

– Deliverables
– Schedule of Milestones
– In essence, what the contractor must do to 

complete the project satisfactorily



Responding to a Request for Proposal (RFP)

Evaluation of Proposals
• Description of the method to be used for 

rating/scoring proposals
• Mandatory Requirements
• Scored Criteria:

– Technical
– Cost



Responding to a Request for Proposal (RFP)

Cost Summary
– Complete in the format provided 

(Cost per hour, per deliverable, etc.)
– Most RFP’s do not allow for any 

reimbursable expenses
– Cost Proposal is submitted in a sealed 

envelope separate from Technical Proposal



Responding to a Request for Proposal (RFP)

• Instructions for Proposal
– Link to Instructions is given in the RFP

• Terms & Conditions
– Link to Terms & Conditions is given in the 

RFP
– Offeror must complete form to confirm 

acceptance to T’s & C’s



Responding to a Request for Proposal (RFP)
Forms - Link to “forms” needed for RFP is given 
in the RFP 

• Offeror Required Information
• Contract Signature Page
• Offeror Profile
• Offeror Prior Project
• Offeror Candidate References
• Offeror Candidate Education
• Contract Performance
• Contractor Affirmation and Disclosure



Submitting Bid and Proposal 

• Clearly mark the Bid/Proposal # on 
Envelope

• Mail or deliver to:
General Services Division
Office of Procurement Services
4200 Surface Road
Columbus,  OH  43228-1395
Att:  Bid Desk



Proposal Opening

• Bids/Proposals  are opened at 1:00 PM 
EST on Monday, Wednesday and Friday; 

• Certified by an attending State Auditor
• Vendors must be certified by EOD at the 

time of Bid/Proposal Opening



Questions

Questions From Audience 


