
Session 3: 
Improving Your Winning 
Percentage - Submitting 

Effective Offers



Solicitation Types

• Informal (Less than $35,000)

• Small Dollar Request (under $5,000)

• Written Request for Quotes (RFQ) 

• Formal (Greater than $35,000)

• Invitations for Bids (IFB)

• Request for Proposal (RFP)

• Other

• Request for Qualifications (RFQu)

• Request for Information (RFI)



What is a Responsive Offer

One that is received by the City by the 
specified due date and time.

One that is signed by an Authorized 
Representative of the Offeror.

One that possesses certifications/ licenses 
required by law and the Solicitation.

One that meets any minimum criteria listed 
in the Solicitation.



What is a Responsive Offer 
(continued)

One that satisfies required  attendance 
events (Mandatory Pre-Offer Conference)

One that returns all applicable Signed  
Addendum(s) with the offer.

One that is received from a vendor who is 
registered in the City’s e-Procurement 
system.

One that provides all required pricing (All or 
None)



Responding to Small Dollar 
Purchases

• Varies by Department

• Follow the format and instructions of the requestor 

• Verbal Request

• Email Request

• Departmental Form

• Make sure all additional cost (i.e. freight, set-up fees, 
artwork, etc.) are included to ensure that the total 
does not exceed the Small Dollar Threshold 



Responding to Written Request 
for Quote

• Complete Contact information. 

• Awarded to lowest bidder. 

• Meets specifications.

• List estimated delivery (ARO).

• Ensure price takes into account all applicable requirements 
and notes additional cost. 

• If alternate is submitted, provide literature and/or 
information that supports product meets specifications. 

• If errors/discrepancies are found  in the specification, 
contact Buyer for clarification prior to the due date.



RFQ 
Example



Responding to Invitation for Bid 

• No exceptions are allowed

• Must conform to the minimum

specifications stated in the SOW

• Ensure price takes into account all 
requirements 

• Insurance, Bond, Surety, etc.

• Fixed Pricing / Initial Contract Term

• Follow all submittal instructions 

• Email submission is currently not an option

• Use City provided Form (Do not change format)

• Provide Electronic media if requested 

• Provide additional requested material



Responding to Request for 
Proposal

• Address all stated Evaluation Criteria

• Conform to the minimum specifications stated in the SOW

• Ensure price takes into account all applicable requirements 

• Insurance, Bond, Surety, etc.

• Fixed Pricing / Initial Contract Term

• Follow all submittal instructions 

• Use City Forms

• Electronic media 

• Number of Copies

• Follow Instructions

• Confidential information

• Provide all requested material



Other Solicitations 

• Request for Qualifications (RFQu)

• Selection method if experience

or qualifications are the only basis for evaluation.

• Develop a Qualified Vendor List (QVL).

Request for Information (RFI)

• Develop standards or specifications.

• Develop an IFB or RFP.

• Style will vary by Department

• Follow the format and instructions of the Solicitation.



• Familiarize yourself with the entire solicitation.

• Pricing information is a matter of Public Record and is 
available upon request.

• Checklists are often provided to assist vendors and 
ensure all required items are provided.

• Be aware of must/shall/will – these words indicate 
mandatory requirements.

• Check website often to be aware of changes. 

• If unsure about requirements always ask.

• Register on the Vendor Management System (VMS).



Examples
• OFFER AND ACCEPTANCE:

•

• TO THE CITY OF PHOENIX:

• The Undersigned hereby offers and agrees to furnish the material and or service(s) in compliance with all terms, conditions, 
specifications, and addenda issued as a result of this Request for Proposals and any written exceptions in the offer.  

•

•

• Arizona Sales Tax No.

•

• Use Tax No. for Out-of State Suppliers

•

• City of Phoenix Sales Tax No.

•

•

• Proposer certifies that Proposer has read, understands, and will fully and faithfully comply with this Request for Proposals,
any attachments and any referenced documents.  Proposer also certifies that the prices offered were independently 
developed without consultation with any of the other proposers or potential proposers.

•

•

•

•

• Authorized Signature Date

•

•

• Printed Name and Title
•













Questions and Comments

What you think matters!



Contact Information

Procurement Division

251 W. Washington Street, 8th Floor

Phoenix, AZ 85003

Main Phone:  (602) 262-7181

Email:  central.procurement@phoenix.gov


