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2.1.3.4

Select 

Vendor / PO

2.1.3.6

RFP Standard 

Template

2.1.3.2

Estimate > 

$20,000? *

2.1 

Estimating

Best Practices for RFP/Bids 
o Your fiduciary responsibility is the best value for K-C – be 

clear and honest while approaching all communications 
and interactions from that perspective

o Consider contract type for best value and end result i.e. 
T&M NTE, T&M, Fixed, Cost Plus, etc.

o Define insurance requirements
o Note abatement or environmental issues
o Uniformat II summary of costs
o As-built documentation requirements
o LEED documentation requirements
o O & M and warranty procedures (include asset summary 

with location, mfr, warranty start/stop)
o Optional operational costs (physical/license 

maintenance)
o What K-C will provide to develop the bid?

Evaluating Bids
o Consider all objective factors – low cost is not necessarily 

the primary driver
o Has the supplier accounted for all deliverables – is the 

bid an outlier?
o What is the supplier experience?
o Use a weighted matrix for an objective comparison of 

variables that could include (size, capability, reliability, 
experience, cost, accuracy of estimate, confidence, etc.)

Key Sourcing Rules (see CFI) 
o 3 competitive bids for any purchase over $20,000 
o No unauthorized employee shall commit funds on behalf 

of K-C
o COI/CDA must be in place for any supplier
o COI required in SAP indicating amount of coverage

Bid Exceptions
o 3 Bids in previous 12 months
o Less than 3 sources available
o The item is proprietary
o A sourcing strategy exists for the item or service
o Proprietary information would be given away if bid
o It is for trial equipment, service or prototype
o There is an immediate safety or health concern.
o The item prevents a risk of loss of production
o An Alternate to Bid exception has been authorized
o Requires  documentation  as to which reason and why. 

(a-h) require an email; (i) requires authorized AltBid form
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