State of Maine Competitive Award Authorization Form


Form Instructions:  Please provide the information requested in the form below.  This form must accompany contracts being proposed for approval that are the direct result of a competitive Request for Proposals (RFP), a subsequent contract renewal that was anticipated in the RFP or when Competitive Quotes are obtained.  If the renewals allowable under the original RFP have been exhausted, another competitive RFP should be conducted.
	Contract Administrator:
	
	Office/Division/Program
	

	Contract Amount: 
	$
	Contract (CT) Number:
	

	Start Date:
	
	End Date:
	

	Selected Bidder’s Name, City and State:
	

	Short Description of Service:
	

	1. Information on the Competitive Process Used  

	If a RFP process was used:

RFP#:                                FORMCHECKBOX 
  Initial contract.   FORMCHECKBOX 
  First renewal.   FORMCHECKBOX 
  Second renewal.   FORMCHECKBOX 
  Third renewal.  
If this is a first, second, or third renewal after an RFP, you need not complete the remainder of section 1 nor sections 2, 3 and 4.  Simply enter the original RFP number, check the appropriate box, sign and date the form and send it with the contract.  


	If competitive quotes were obtained:

 FORMCHECKBOX 
   This contract award is the result of obtaining Competitive Quotes.

The RFP process can be used for any contract award, but please note that as an alternative to the RFP process, Competitive Quotes can be used in determining awards for contracts if both of the following criteria apply: 

A.   The total contract amount is $10,000 or less; and 

B.   If the services sought are straightforward in nature, such that price, availability and pass/fail criteria are the determining factors in the award decision (i.e. no subjective evaluation factors needed to be used).

*Renewals are not allowed for Competitive Quote awards.  Once a contract expires that was the result of obtaining Competitive Quotes, new quotes are to be sought if the need for the services continues.


	2. Identify All Bidders
A. For RFPs, please list all bidders who submitted proposals before the stated Proposal Submission Deadline.

B. For contracts where Competitive Quotes were obtained, the following needs to be included in this section:

1)
List all vendors who were contacted for quotes;

2)
List all vendors who responded and the quoted amounts for each and;

3)
Clearly identify the selected vendor (place in bold).
Please note, in accordance with 5 M.R.S. §1825-A(3), competitive bidding must be conducted with a minimum of three vendors, unless three vendors are not available.  If three are not available, please mention below how this was determined.  If more than three are available, it is HIGHLY RECOMMENDED to contact all vendors to seek as many quotes as possible.

	


	3.   Review and Scoring Process.   

A.   For contract awards based on an RFP, describe the process that was followed in reviewing and scoring the proposals.  A consensus approach is encouraged, but not required.  Be sure to retain copies of all scoring documentation, in accordance with your Department’s archiving requirements.  
B.   If this contract award is the result of obtaining Competitive Quotes, then please specify below that the quote with the lowest price was selected from among the bidders that met the State’s requirements.
      Please attach to this document all Competitive Quotes received (not RFP proposals).

	

	4.   Reminder regarding Award Notification Letters.
Award notification letters should be sent out to bidders following all competitive processes.  If you are not already aware, please note that award notification letters must state that the award is conditional, pending SPRC Approval and negotiation of a mutually agreeable contract.  The letters must also include a notification of all bidders’ right to appeal the decision.  Please be sure to use the template on the Division of Purchases’ website:  http://www.maine.gov/purchases/files/Sample_Award_Notification_Letter.doc


	Signature of requesting Department’s Contract Administrator (or other relevant stakeholder):
	

	Printed Name:
	

	Date:
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