Informal Competition Checklist for Compliance with RCW 28B.10.29

Note: This process is an alternative to the normal competitive processes that Purchasing Services performs and is only for non-complex purchases of goods and services. 

Complex purchases are, but not limited to: 
	· Scoring on criteria other than lowest price
	· Prevailing Wage
	· Multi-Year Contract

	· Equipment Leases
	· Anything Requiring Facilities Review
	· If unsure, contact Purchasing Services



Formal sealed, electronic, or web-based competitive bidding is not necessary for purchases or personal services contracts by institutions of higher education for less than one hundred thousand dollars per RCW 28B.10.029 (iii). 

Formal competition is conducted by Procurement and Contract Services.  This level requires sealed bids, public posting of bids, evaluation criteria, debriefing and other procedures.

However, for purchases and personal services contracts of more than $10,000, but less than $100,000, quotes must be secured from at least three vendors, including showing evidence that at least one minority-owned and one women-owned business were contacted to provide a quote. The intent is to assure establishment of a competitive price and to encourage the use of underutilized businesses. This is also known as informal competition.

Informal competition may be conducted by either Procurement and Contract Services staff, or in some instances, by department personnel who are knowledgeable of the state statute allowing informal competition within the range of $10,000 - $100,000 and who follow the guidance provided here for compliance with the statute. 

Written quotes are preferred, but in some rare instances, as with agricultural commodity spot pricing, quotes may be obtained over the phone. Quotes obtained by phone must be adequately documented, and include the name of supplier, name of person contacted, date of contact, and price given over the phone.  Please use the Informal Competition Log below when collecting quotes. For this process, bids should be collected by the initiating department, prior to submitting the requisition in Workday, by following the steps below.

All requests are subject to Purchasing Department approval.  The collection of informal quotes must conform with this guidance which is provided for compliance with RCW 28B.10.029 (iii), the statute allowing informal competitive solicitation. The quotes collected cannot be utilized if any of the following apply:

· Securing less than three quotations. 
· Evidence of contacting a minority-owned and a women-owned business is not provided, or firms are not verifiably certified.
· An internal service center exists that can provide the goods or services.
· Other policy or regulatory requirements are not met. 

Email: purchasing@wsu.edu for assistance.

Instructions

1. Check Internal Resources (provide documentation of contact).

If the services are available to be procured from an internal source (University Communications, WSU SESRC, Facilities Operations, Conference Management, etc.) contact that department and document the contact and response. Do not include internal service providers as vendor contacts.  Keep in mind that the use of some service centers is required by policy, so be prepared to justify why an internal WSU service center is not acceptable.

2. Develop a list of vendors or consultants to contact for the quote.  

Supplier Diversity: As part of securing the three vendor quotes, institutions of higher education must invite at least one quote each from a WA certified minority-owned vendor and a WA certified women-owned vendor that otherwise qualifies to perform the work. These firms, along with their State of Washington certifications, can be found in the database at the Office of Minority and Women’s Business Enterprises website.  

If you cannot find a certified women or minority owned business to solicit, contact Purchasing Services and do not proceed further down this informal bid process until Purchasing Services confirms that no certified underutilized businesses exist. 

Identify the vendors to contact for quotes and complete the Vendor Contact List below.

3. Receive and record at least three total quotes.

a. Include a quote from a minority business enterprise (or show evidence of soliciting and not receiving a quote)
b. Include a quote from a woman business enterprise (or show evidence of soliciting and not receiving a quote)

Vendors may be contacted for quotes by email and/or phone and in most cases, unless unpracticable, actual quotes should be provided by the vendor.  In any case the quotes provided must be documented.

Tips for Successful Collection of Competitive Quotations

· Only products without complex specifications and services without complex scopes of work are suitable for informal competition.
· Each supplier contacted is provided the same information about the products or services to be procured.   
· Quotes must be comparable and, to the extent possible, include the same quantities and/or services.
· Establish a hard due date for responses from the suppliers.
· Collect quotes in a written form, if practicable.  Email correspondence, screen print of pricing on website, supplier quotation form, consultant’s proposal are acceptable written forms. 
·  Record details of any verbal quotation on Informal Competition Log.
· Track contacts with Informal Competition Log 


Complete the Informal Competition Log 

A record of competition for all purchases and personal services contracts of more than $10,000, but less than $100,000 must be documented for audit purposes. The easiest way to document quotes collected is by receiving an emailed quote on the vendor’s normal quote or proposal form(s). 

In rare cases, phone quotes can be collected and recorded in the Record of Quotes Received table.  

Complete the sections below and include as an attachment to the departmental requisition or contract request in Workday, along with copies of all quotes/proposals received.  Quotes must be comparable and, to the extent possible, include the same quantities and/or services.




	Informal Competition Log
NOTE: Please allow Procurement & Contract Services to review all informally collected quotes prior to any further contact with any of the bidders.   Procurement & Contract Services will contact the chosen bidder on your behalf and will let you know if any problems are found with the bids collected. 

	Please provide a brief description of goods or services: 


	Supplier Name
	State of Washington W/MBE Certified  
(Check One) 
	Quoted Cost
	Quote Date
	Supplier Contact Name
	Supplier Contact's Email Address or Telephone No.

	
	WBE □   MBE □   N/A □
	
	
	
	

	
	WBE □   MBE □   N/A □
	
	
	
	

	
	WBE □   MBE □   N/A □
	
	
	
	

	
	WBE □   MBE □   N/A □
	
	
	
	

	
	   WBE □   MBE □   N/A □
	
	
	
	

	
	    WBE □   MBE □   N/A □
	
	
	
	

	Name of individual who collected quotations:
	

	Recommendation for Award

	Supplier Name
	Selection Justification

	
	





