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Buying BasicsBuying Basics  
State Procurement 101



What’s up with PublicWhat s up with Public 
Procurement?

•- Buying “Stuff” is very different 
than in the private sectorthan in the private sector.

•The Process is Different

•Objectives are Different

•Public Policy dictates how purchases 
can be made.



Why is Procurement Important?

•Safeguarding Public Funds  (integrity of spending public funds)

•Efficiency and Effectiveness (leverage $$; economies of scale, value)

•Public Confidence (ethical and prudent)

•Supplier Confidence (provides for real competition, fair)

•Public Policy and the Law  (open  fair and transparent to all •Public Policy and the Law  (open, fair and transparent to all -
Contracting Officer has no authority to deviate from laws
and regulations)



DAS P S i i h d i hDAS Procurement Services is charged with 
the purchase, lease or contract for all 

li t i l i t dsupplies, materials, equipment and 
contractual services required by any state 
agency .   
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Department of Administrative 
Services (DAS) Scope of 

C t tContracts
• Products: Food; office, industrial, agricultural 

supplies; office, industrial, agricultural, educational pp ; , , g ,
equipment; clothing; medicines; materials; 
furnishings; fuels; vehicles; police, emergency and 
safety equipment and supplies; financial products; y q p pp ; p ;
roadway materials; IT hardware/sofware, Telecomm 
hardware/software and more.

• Contractual Services: Equipment maintenance• Contractual Services:  Equipment maintenance 
agreements; HVAC services; janitorial services; 
rubbish removal services; food services; printing 
services; facility related services; mail and courierservices; facility related services; mail and courier 
services; environmental services and other 
professional services;
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DAS Procurement 
Contracting Summary

• Currently about 1000 active Contracts
• Average Contract Term 3-5 yearsg y
• Total Contract Value: $2.4 billion
• 27 Dedicated Contracting Staff

I t ti W b it 24/7 (i l d lth f li• Interactive Website – 24/7 (includes wealth of policy, 
procedural and general procurement information for 
your staff; including active contract information): 

d /M k lwww.das.ct.gov/Marketplace
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How does DAS ProcurementHow does DAS Procurement 
administer the Contracts?
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Bid Process
–Specification driven

–Advertised–Advertised 

–Sealed bid & public bid opening

A d d t l t lifi d ibl–Awarded to lowest, qualified, responsible 
bidder

No ability to negotiate–No ability to negotiate
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RFP Process
–Problem statement

S ki b t ll l ti–Seeking best overall solution

–Advertised, sealed response 

–Permits other criteria for award besides low bid
–Utilize evaluation teams & group scoring of RFP  g p g
–Negotiation permitted
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In What Circumstances are the 
Bid/RFP Processes Waived?

–Emergency conditions

–Sole Source

–Special market condition (ie., compatibility with 
existing equipment)

Reference: CGS 4a-58(b)

-INSTRUCTIONS FOR SUBMITTING WAIVER

REQUESTS CAN BE FOUND ON WEBSITE.
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How do Agencies makeHow do Agencies make 
Purchases?
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• Use active State Contract (See State Contracting Portal)

• If no Contract, review General Letter #71 (handout)
(Gives instruction for getting quotes and 
making purchases up to $50,000) –When Doubt, call DAS!making purchases up to $50,000) When Doubt, call DAS!

• If >$50,000, DAS must conduct public bidding
Process – Agency initiates Core-10 requisitiong y q
to get the contracting process initiated.

• IT/Telecomm purchases also must have technical
/ l b  D /B  f E   review/approval by DAS/Bureau of Enterprise Systems 

and Technology (BEST) prior to DAS/Procurement acting.
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Purchasing Workflow

Agency has need 
to purchase goods 

and/or services

If State Contract 
Exists, then 

agency must order 
against State 

Contract  (P-Card 
or PO depending 

upon $)

CSW

Purchasing Workflow

If State Contract 
does not exist, 

then:
Less than 
$2,500?

If over 
$2,500, but less 
than $10,000?

Agency can 
source product 

to vendor of 
choice and 

make purchase 
(P-card or PO)

Agency must 
obtain (bid) 3 
quotes from 
responsible 

sources of supply 
and award  to 

lowest qualified 
bidder.

Agency then 
creates purchase 
order for delivery 
of goods/services.

Greater than 
$50,000?

Agency sends  purchase 
requisition  to DAS/

Procurement for 
administration of bid/

After Contract 
Award is made, 

agency then 
creates purchase 
order for delivery

If over 
$10,000, but less 

than $50,000?

Agency must  post 
their request for 

quote on the 
State Contracting 
Portal and award 
to lowest qualified 

bidder.

Agency then 
creates purchase 
order for delivery 
of goods/services.

 

contract .
order for delivery 
of goods/services.



How to Use State Contracts:
• Find the Contract on the State Contracting 

Portal (session this afternoon on this).( )

• Read the Contract!• Read the Contract!

• Contact the Contract Specialist listed with 
any questions.

• Create your Purchase Order in accordanceCreate your Purchase Order in accordance 
with Contract.



Contract Components

• Contract Award Page (summary of contract 
term, vendors, instructional page), , p g )

• Contract
• Exhibit A (Description of Goods or• Exhibit A (Description of Goods or 

Services)
E hibi B (P i S h d l )• Exhibit B (Price Schedule)

*Tip – Use the Bookmarks!



 









Do’s & Don’ts of Interacting 
with Vendors

Become Familiar with State Ethics Policies 
- Guide to the Code of Ethics for Public Officials and State 
Employees
Guide to the Code of Ethics for Current or Potential State -Guide to the Code of Ethics for Current or Potential State 

Contractors
- OSE will provide training

Review Guidelines for Communicating with Vendors (handout)
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Questions?


