PHASE I: CONTRACT FORMATION

Activity 16: Sealed Bidding

Determine that all the
conditions for sealed bidding
are met.

!

Determine whether to follow
two-step sealed bidding
process.

| N

If no, If yes,

!

Prepare the noncommercial

item invitation for bids (IFB)

using the uniform contract
format or a simplified format.

!

Publicize the IFB to interested
parties.

!

When applicable, hold a pre-
bid conference.

!

When applicable, amend the
IFB.

!

When necessary, postpone
bid opening.

!

Determine whether
cancellation of the IFB prior
to bid opening is appropriate.

Receive bids.

!

Accept modifications to or
withdrawals of bids.

!

Open bids.

!

Record bids.

!

Announce the apparent low
bidder.

!

Determine whether there is a
minor informality or
irregularity in bids.

| AN

If no,

If yes,

"

\V4

Determine whether to reject
unreadable electronic bids.

| AN

If no, If yes,

\V4

Determine whether there is a
mistake in bid.

I

Initiate the first step by
preparing a request for
technical proposals.

)

Continue the first step by
synopsizing the request for
technical proposals.

)

Continue the first step by
receiving technical proposals.

!

Continue the first step by
evaluating technical
proposals submissions.

!

Determine whether there are
a sufficient number of
acceptable proposals to
ensure adequate price
competition.
/ N

If yes, If no,

I

Continue the first step by
obtaining any required
reviews prior to obtaining or
opening discussions.

!

Request clarifications or
proposal revisions.

!

Continue the first step by

evaluating clarified and/or

revised step one technical
proposals

!

Determine whether there are
a sufficient number of
acceptable proposals to
ensure adequate price
competition.
- |

If no,

i

Discontinue the two-step
sealed bidding process, and
acquire the goods or services
through contracting by
negotiation.

If yes,

I

Correct minor informality or
irregularity.

I

Notify the bidder.

Request verification.

!

Determine appropriate action
on a bidder request for
permission to correct an

alleged mistake other than an
apparent clerical error.

VAR

Permit withdrawal of bid.

| N
If no, If yesl
Permit correction of bid.
v A/

Determine whether the bid
conforms to the essential
requirements of the IFB.

!

Determine responsibility and
reasonableness of price.

!

Obtain any required reviews
or approvals prior to the
contract award.

!

Issue the notice of award.

!

Make the award.

!

Report the award to the
Federal Procurement Data
System—Next Generation

(FPDS-NG).

!

Notify unsuccessful bidders.

!

Ensure complete
documentation of award is in
the file.

!

Synopsize contract award.

!

Respond to any protest.

!

If less than three bids were
received, take appropriate
action to increase
competition for future
requirements.

!

Should there be an alleged
mistake after award, request
the contractor to support the

alleged mistake.

!

Determine if there was a
mistake and if the contracting
officer should have been able

to detect it.

!

Determine the appropriate
action regarding the alleged
mistake.

!

Prepare a case file and obtain
legal clearance before issuing
a decision on any alleged
mistake.



