The Procurement Process
Procurement hereafter refers to a purchasing and contracting process.  Each buyer, agency, or industry has its own procurement process.  Nevertheless, this process is often similar from entity to entity.  Some entities have a MBE/WBE (minority/women business enterprise), DBE (disadvantaged business enterprise, or HUB (historically underutilized business) program in the procurement process.  As an example, the City of Austin (COA) has a MBE/WBE program for its purchases.  The intent of this program is to promote MBE/WBE participation in the City’s procurement and to ensure them an equal opportunity to compete for City contracts.  The City establishes annual goals of MBE/WBE participation for different categories of procurement. 
Categories of procurement   
1.    A bidding process applies to the purchase of commodities or construction-related services.  Vendors submit a sealed bid and other required documents to compete.
2.    Request for proposal (RFP) process is the purchase of professional services such as the implementation of a quality management program or a computer software system, etc.  Vendors submit a document of proposal in response to the RFP. 
3.    Request for qualification (RFG) process specifically applies to engineering or architectural services.  Vendors submit a document of interest and qualification in response to the RFQ.
Not all of the entities use the same terminology for a procurement process.  For example, “request for qualification” can be confused with “request for quotation or proposal.”            Nevertheless, the  procurement process can generally be classified into these categories.
Procedure for a bidding process   
1.        Notice of invitation or request:  The purchaser generally makes efforts to notify vendors using a database or vendor list.  It may not be put out as a public notice in a newspaper under certain conditions.
2.        Specification of request:  A request provides a detailed specification concerning the project, the required service, and other requirements such as bonding, MBE/WBE    program compliance, experience of vendor, etc.  Vendors can approach the purchasing office or project manager to acquire details of the specification.
3.    Pre-bid or pre-proposal conference:  The purchaser generally sponsor a pre-bid or 

       pre-proposal conference to dissimilate information and respond to questions or  

       concerns for the project.

4. Preparation of bid or document:  Vendors collect data, organize team, and prepare quote or a document to respond to a request.  For bidding, a contractor mostly needs to review plans and report prepared by a contracted engineer or architect for cost estimate.
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5.        Selection of contractor:  For a bid, the selection depends on the bidding price or the best value in some cases.  In any event, the bidder shall comply with the specifications of the requested products or services.  As to the RFP or RFQ, there is usually a selection committee who makes the recommendation.  The final decision depends on the top administration, or the City Council in the case of a purchase by the COA.  
6.    Negotiation of contract:  A selected vendor has to negotiate with the purchasing 

       personnel concerning the scope and terms of the project, and enters a contract with 

       the purchaser to begin its service.
Process of a proposal for professional services

1.    Request for proposal (RFP)

        A.  Notice of request

        B.  Pre-proposal conference

        C.  Specifications for proposal

D. Requirements of proposal

                 2.    Submission, evaluation, and approval of proposal

        A.  Participations of MBE/WBE as required

        B.  Description of approach for project

        C.  Presentation of past projects and/or experience

        D.  Submission and subsequent evaluation of proposal 

        E.  Negotiation process

Process of a request for qualification for services of engineers, architects, accountants, etc 

1.     Request for qualification      

        A.  Notice of request

        B.  Pre-submission conference

        C.  Project description

2.     Submission of qualification

        A.  Participation of MBE/WBE, etc.

        B.  Description of qualification and approach, if necessary

        C.  Submission and evaluation of qualification

D. Negotiation process
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  Guideline for Establishing a Minority Contractor Business

Following is a brief guideline for the establishment and development of a minority contractor business:
1.          Initiation and preparation for establishing a contractor business
       (1)  Evaluate what the talents and resources one has, and what the market conditions are.
       (2)  Determine which type and scope of service to pursue.
       (3)  Develop a business plan that includes business goals and key objectives, description of business, personnel and specialties, and financial data including a balance sheet.
2.    Registration of business
       (1)  Determine a trade name to fit to the type of service.
       (2)  Select a structure of business entity, such as a proprietorship, a corporation, a small  corporation (subchapter S-corporation), a partnership, a limited liability partnership, or a limited liability company.
       (3)  A proprietorship is usually an individual doing business as “an assumed trade name” registered with the county office where the business is located.   Other types of entity generally require a registration with the Secretary of State.   One may find an attorney or a City of Austin contracted service provider to accomplish this registration.
       (4)  Obtain an Employer Identification Number (EIN, or a tax ID) from US Internal Revenue Service.   For proprietorship, a social security number is generally sufficient for  conducting a business.
       (5)  Some contractors may need a sales tax permit if there is taxable sales or purchases.   Others may need a specific license for conducting its contractor business.
3.    Certification with public agencies
       As a minority contractor, it is most important to be certified as a MBE/WBE, DBE, HUB, and SDB with the City of Austin, State of Texas, and federal government as possible, in order  to take advantages of the following:
           Place business in various databases and/or vender lists.
           Receive procurement information from the certification agencies.
           Invited by a prime contractor for inclusion as a subcontractor.
           Obtain better access training and networking opportunities.
4.          Marketing business

Page 1

       (1)   Develop and distribute a brochure to purchasers and the related contractors.
       (2)   Set up business website and use internet to locate data and business opportunities.
       (3)   Establish data file of contacts where business and referral information can be  secured.
       (4)  Attend networking and procurement events sponsored by various service providers.
       (5)  communicate with offices of diversity purchasing programs and project managers, or potential prime contractors for the targeted projects.
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Asian Construction Trades Association (ACTA)

A Brief on Various Requirements for Participation in 

Bidding or Submitting Proposal (English Version)

In order to submit a bid or proposal to the City of Austin purchasing office or to a prime bidder who asks for sub’s participation, the subcontractor should have specific knowledge as briefly described below.

1.     Be able to read and understand civil and architectural drawings or plans associated

        with the project, such as:

(1)   Site plans including topography map, project location, drainage, utility,

         landscaping, and erosion and sedimentation control plans. 

(2)   Building, remodeling, or structure plans consisting of a plan view of the

         structure, structural drawing, and schedules of building items (schedule refers

         to information of a similar group of items such as doors, windows, or room

         finishes)

(3)   Mechanical plans presenting various mechanical systems; drawings generally

         including a plan view of the system, elevations, and details for installation..

(4)   Electrical drawings showing various electrical and communication

  Systems; drawing generally including a plan view, system elevations and

  details, and load calculations.

(5)   Plumbing plans providing plan view, schedules, and elevations and details of

         the piping systems for the project.

(6)   Nomenclature, types of lines, and commonly used symbols being key elements

         for plan reading or drawing.

(7)   Specification describing requirements accompanying the drawings; plans

                 providing general requirements, and requirements for different types of work

  and materials.

2.     Be able to estimate costs associated with all elements specified in the plans or

        drawings of the project.  Costs are generally associated with the following:

(1)  Types of construction, residential, commercial, or industrial.

(2)  Types of structure, masonry, concrete, steel, or wood frame structure (cost

         data often available in building cost reference books). 

(3)  Various elements of the structure or building.

(4)  Quantity of an individual element.

(5)  Unit cost representing cost per labor; or quantity (length, area, or volume).

(6)  Cost depending on unit cost, and types and quantities of materials.

(7)  Evaluating overall costs of planning, construction, scheduling, and the

 overhead expenses.

(8)  Considering area modification factors and cost historical indices.

(9)  Including costs of insurance, bonding, and work comp.
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3      Be able to understand and response to a bid or proposal

        (1)    Reception of bid or proposal information through various means.

(2)    Participation in pre-bid or proposal conference.

(3)    Securing detailed information from purchasing office or a project officer. 

(4)    Reading plans in detail and evaluating cost for each element.

(5)    Consideration of bidding requirements; costs, financial, and degree of

(6)          difficulty in submitting a bid

(7)    Bidding or proposal submission before the deadline. 

(8)    Bidding as a prime, sub, or joint venture
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