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I'TB (Invitation to Bid) Workflows

Procurement Tracker Workflow Procedures

Agency Instructions Only

If you encounter an error during this process, or have an idea to make this process easier, please submit a
request via this link: https://www.generalservices.state.nm.us/statepurchasing/ask-for-help.aspx

1.0 Invitation to Bid (ITB) Procurements — Overview

1.1 This procedure is used to process an Invitation to Bid (ITB) through Procurement Tracker.
Based on the specific type of ITB, once the ITB is properly completed it should result in an
award of either a Statewide Price Agreement (SWPA) or an Agency-Specific Contract, Price
Agreement, or Purchase Request.

1.2 This procedure is NOT used to process ITBs for Facilities Management Division’s (FMD’s)
Construction Projects. FMD Construction ITBs are covered in a specific procedure document
that is titled “FMD Construction ITB Workflow Procedures”.

1.3 Workflow Summary: The eleven ITB workflow steps for an ITB where SPD is working with an
agency on an SWPA or to create an Agency-Specific ITB are as follows: Initial, Receive,
Buyer Assignment, Buyer Review, Agency Procurement Review, Advertise Procurement, Bids
Due Date, Send Bid Tab to Agency, Agency Recommendation, Contract Award, and Final
Review.

1.4 These procedures guide you through the agency specific steps where SPD requires actions from
the agency contact. These are the steps in which you will interact with the system: Initial,
Agency Procurement Review, Advertise Procurement, Bids Due Date, Send Bid Tab to
Agency, Agency Recommendation, Contract Award, and Final Review.

Agency Initiated (SPD working with an agency on an SWPA or an Agency-Specific) ITB

Here is the workflow from SPD’s perspective:

Current Workflow Status | RECEIVE - NONE

[sTEP1 ] STEP 3 STERP4 STEP 5 STER 6 STER 7 STEP 8 STEP 9 STEP 10 STEP 11

052172018 052112018 0572112018 A NA NA NA A NA NA NA

INITIAL RECENE BUYER BUYER REVIEW AGENCY ADVERTISE BIDS DUE DATE SENDBID TABTO  AGENCY CONTRACT AWARD FINAL REVIEW

ASSIGNMENT PROCUREMENT PROCUREMENT AGENCY RECOMMENDATION
REVIEW
Agency Days: 0 Buyer Days: 0 Other Days: 0 Total Days: 0
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2.0 ITB - General Information

2.1 An Invitation to Bid (ITB) is a formal procurement process that is intended to result in a
contract/agreement, although that may not always occur depending upon customer needs and
changing requirements and priorities. Any ITB is based upon a specific defined objective that
requires certain items or services, which then becomes part of the contract between a vendor
and their customer(s) (the agency or all government entities allowed by law).

2.2 1TB numbering follows a specific system, as shown below:
H-HHHH - -
| _Last 5 digits of the Purchase Requisition used to request the procurement or auto
numbering reset at the turn of each calendar year.
Calendar year in which the procurement is initiated
Procuring agency’s Business Unit code or 5 zeroes (e.g., 35000; 42000; 80500; 00000)
Current fiscal year (FY) followed by a zero (0) (e.g., FY19 = 90) (91 = rebid and 95 =

supplemental)

2.3 People who perform the actions in this procedure may perform one or more of the following
roles:

e Approver: individual responsible for approving a document either with a physical or digital
signature; an approver might be from an agency external to SPD, could be a vendor or
supplier, or might be in SPD, depending upon what specific document needs approval (e.g., a
contract, a letter, a price list in an Excel spreadsheet).

e Buyer: individual at SPD who is responsible for processing the procurement in Procurement
Tracker, in eProNM (also called the SciQuest or Jaggaer system), and as a physical file, and
who coordinates all activities associated with the procurement through approval and
subsequent amendment as it becomes a formal contractual document.

e Front Desk: individual at the SPD front desk responsible for ensuring File Tracker numbers
are assigned to physical procurement files and that files of active procurements are found in
the file room and pulled so an assigned buyer can begin processing an amendment or other
activity for the procurement, or are appropriately filed in their short-term storage location.

o Requestor: individual requesting (initiating) the procurement; may be the responsible agency
procurement buyer/manager or designee.

3.0 Workflow Procedures: ITB Procurements

3.1 Navigate to the General Services Department Home Page:
http://www.generalservices.state.nm.us/default.aspx

3.1.1 From the Home Page, click on the Purchasing heading to display a Mega menu.

Printing & o Risk & Health Benefits Surplus Property Transportation

Welcome to the General Services Department
——  THEHEART AND SOUL OF THE STATE GOVERNMENT ——
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3.1.2 Inthe pull-down menu, click on the type of procurement you wish to process in the
Agency Online Forms column.

Facilities Management Printing & Graphics Risk Management & Health Benefits Surp

Solicitations and Awards For Suppliers For Government Entities Agency Online Forms

Active Solicitations and Bid Tabulations  Vendor (Supplier) Resources Debarment Notices Submit Amendment
Recent Awards Online Bidding RFP Documents and Templates Submit Emergency
Statewide Price Agreements Vendor (Supplier) Login Policies and Guidance Memos Submit GSA

Sole Source / Emergency Procurements  Vendor (Supplier) Registration Procurement Reform Task Force Submit ITB

Vendor (Supplier) Preference Vendor (Supplier) Preference List Sample Contracts and Required Forms Submit ITB Construction

Application . )
Helpful Links Submit RFP

NIGP Commodity Codes )
Submit Sole Source

Rules and Regulations Chief Procurement Officer Training

3.1.3 Choose Submit ITB to open the following to begin your ITB:

S NEW MEXICO

Y GENERAL SERVICES DEPARTMENT

Submit ITB

Home > GSD State Purchasing = Submit Forms Online > SubmitITB

ITB Upload Checklist

Please obtain the following before you attempt to submit your ITB request:

1. Agency Contact Details. (The agency contact in charge of this ITB.)

2. ITB Title.

3. Will the Award be Agency Specific or Statewide Price Agreement?

4. Commodity Codes. Search this spreadsheet for applicable codes.
5. ITB Template. (Word)

6. The total number of items.

7. ltems Excel spreadsheet. Get Spreadsheet

8. SHARE requisition number.

9. SHARE requisition document. (PDF)

. Agency Memo. (PDF) (Explain to us why you need this ITB.)

. Horizons Declination. (PDF) (If applicable.)

2. Services Determination. (PDF) (If applicable.)

13. Recommended Sources. (Excel) (If applicable.)  Get Spreadsheet

=
=1

14. Any other suppaorting documents.

About Us Mailing Address Contact Us

PO Box 6850
Santa Fe, NM 87502

a. Note that this screen tells you the documents you will need for your procurement, as
well as the type or format that must be uploaded.
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b.  Use the links included on the page to retrieve templates or information required for
your ITB submittal, such as current commodity codes.

C. You may not need all the documents that are listed. As an example, if your ITB is for
tangible goods, you will not require a services determination or a Horizons declination.

d.  You should prepare all of the documents that will be needed for the procurement before
you begin the submittal, since Procurement Tracker does not allow you to stop and
save your initial submission when you are part of the way through the submittal. If you
have to get one signed and scanned, you will come back to Procurement Tracker and
find this waiting for you:

NEW MEXICO

7 GENERAL SERVICES DEPARTMENT

Your Session has been expired.
You have been brought here because your current user session has expired.

For security reasons we cannot keep the session open indefinitely, so, if you haven't made any changes for a while, you will automatically be logged out.
Every time you perform a new action or load a new page your session is renewed.
Therefore, as long as you are doing something, this should not happen.

Go To Login
Go To State Purchasing Web Site

Thank You.

e.  When you have all of your documents prepared and are ready to start your submittal,
press the Start Submission button at the bottom left side of the screen.

3.2 Initial Step Workflow Procedures

Note: A yellow highlight is used to indicate the initiating action of a workflow step.

Note: The Initial step in the workflow is performed by an agency external to GSD/SPD. The person
performing the Initial step is called the Requestor.

Workflow Step 1: Initial (Agency: submit forms online)

Current Worlflow Status : RECEIVE - NONE

steP1 | STEP 3 STEP 4 STEP & STEP 6 STEPT STEP 8 STEP 9 STEP 10 STEP 11

052112018 DE2112018 052112018 WA A ha & & & Ly MA

INITIAL RECENE BUYER BUYER REVIEW AGENCY ADVERTISE BIDS DUE DATE SENDBIDTABTO  AGENCY CONTRACT AWARD FINAL REVIEW

ABEBIGNMENT PROCUREMENT PROCUREMENT ABENCY RECOMMENDATION
REVIEW
Agency Days: 0 Buyer Days: 0 Other Days: 0 Total Days: 0
Procurement Tracker: ITB Workflow Procedures Page 5
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3.2.1 Enter the required information into the following ITB Upload screens as directed via the
online system wizard, beginning with the Contact Details screen:

ITB Upload

Contact Details
Contact Details 1/4

Enter the contact information for the person overseeing this procurement.

Agency * Start typing and select an option

35000 - GENERAL SERVICES DEPARTMENT v
First Name * Last Name *
Kimberly Hunt-Brown
Email * Phone *
Kimberly.Hunt-Brown@state.nm.us 505-827-0474
f |

I'm not a rabot

reCAPTCHA

a.  Tocomplete the Agency field:

1)  Type the three-digit agency code for your agency and click on the correct choice
from the menu items displayed, or

2)  Click on the dropdown menu and scroll until you see your agency’s name and click
on the correct name.

b. Enter the Contact Information for the person overseeing this procurement.

1)  Select the name of the procuring agency from the dropdown menu options. Can
also start to type the Agency name and the field will auto populate.

2)  Enter afirst name.

3)  Enter alast name.

4)  Enter the email address.
5)  Enter a telephone number.

c.  Click the box to indicate you are a human being in the reCAPTCHA box.

o |
\/ I'm not a robot

reCAPTCHA
Privacy - Terms

d.  Click the Submit button when you have finished entering information on this screen to
move to the next screen.

Procurement Tracker: ITB Workflow Procedures Page 6
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3.2.2 Complete the ITB Details screen.

ITB Details 2/4

ITB Title, Commaodity, ITB Document
ITE Title *

Will this be an Agency-Specific Award or Statewide? *
= AGENCY SPECIFIC

STATEWIDE PRICE AGREEMENMNT
Commodity Codes *
Select a Commodity Code - Add Commodity

Selected Commodity Codes

DRAFT ITB Document (MS Word Document) *
ITE Contract Template

ITB Price Agreement Template

ITE Purchase Template

No file Choose file Upload

Total number of items

Items Upload (MS Excel Spreadsheet) * Template download

No file Choose file Upload

a. Enter the details of the ITB procurement.
1)  Enter the title for the ITB in the ITB Title text box.

2)  Click the appropriate circle to choose whether the ITB is going to be an Agency-
Specific Agreement or if it will be a Statewide Price Agreement.

° When the SWPA option is chosen, Procurement Tracker will automatically
generate an SWPA number to be used for the RFP and subsequent price
agreement.

3)  When the Agency-Specific option is chosen, the SHARE Purchase Requisition
number will be used in part to generate the number for the RFP.

4)  Enter one or more commodity codes as follows:

a) Use the smart search function by entering a descriptive term for the
commodity code to retrieve a list of commaodity codes that might apply to the

procurement, then select any appropriate commodity codes by clicking on the

Procurement Tracker: ITB Workflow Procedures Page 7
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desired code and then clicking on the Add Commaodity button. Add one code
at a time.

Commodity Codes ™

30533 - Drafting Supplies: Brushes (Dust and Wash), Cleaning Pads ~
and Power, Paper Shears, Paper Weights, Steel Erasers,

Transparent Protective Film and Tape. etc.

30564 - Opaquing and Transparentizing Liquids, Erasing Fluids, and .

FPastes
b) Alternatively, if you know the number for the commaodity code, type that
number in the field and click on the Add Commaodity button.
C) Add any and all the applicable choices, since the more choices you include,

the larger the pool of vendors who will be notified by the system when your
procurement is posted, and who can then respond to your solicitation.

d) If you included a commodity code but then decide you do not want to include
that code, click on the unwanted commodity code in the Selected Commaodity
Codes field to highlight it and then click the Remove Commodity button.

Commodity Codes *

Start typing here cnmmciy

91222
91223
91225 - Construction, Golf Course
91226

b.  Upload documents for the ITB to meet the following requirements:

1)  The required format for the document, such as Word, Excel, or PDF, is listed with
the document.

1@ Document (M5 Ward @ Consrazt Template | ITE Price Agrepment Template | ITS Purchas
ko e WrCnoose fe

2)  Click on Choose file to access your files, then click on the appropriate file to

upload.
a) If you have accidently uploaded the wrong file, click remove, and then repeat
the Choose file/upload process with the correct file.
b) If you try to upload a document in a format that is not allowed (MS Word

instead of MS Excel, for example), you will receive an error message and
will need to upload the document in the correct format.

Recommended Sources (MS Excel Spreadsheet) (If Required) Template download

No file @ Choose file

C) You must upload a file for each of the required documents [indicated with a
red asterisk (*) on the screen]. If you press Submit and you did not upload all
of the required documents, you will receive an error message telling you
what is needed, and Procurement Tracker will not allow you to proceed.

Procurement Tracker: ITB Workflow Procedures Page 8
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Procurement Assignment Email or Memo (PDF DGBUH’IEI‘I‘Z@

NASPO Assignment Memo. pdf (61 KB)

d) If you have uploaded the wrong document, click on the XRemove button, as
shown in the example above, to delete that document from Procurement
Tracker. Then follow the upload steps described previously and upload the
correct document into Procurement Tracker.

C. Upload the Draft ITB document.
1)  The Draft ITB must be a Word document.
2)  Use the appropriate template (link) to develop the draft ITB:
° ITB Contract, for an Agency-Specific Contract
° ITB Price Agreement, for an Agency-Specific Price Agreement

° ITB Purchase Request, for a special one-time purchase

DRAFT ITB Document (MS Word Document) * ITE Contract Template | ITB Price Agreement Template | ITE Purchase Template
items Upload (M5 Excel Spreadsheet) * Template download

'-l._:nmse fle m

File type nod sooepled (_xcix only).

> Submit

State of New Mexico - General Services Department

d.  Upload the Items document.
1)  The Items document must be an Excel workbook using the eProNM format.

2)  Use the template link to develop the Excel Items spreadsheet. Download and use
the spreadsheet from the website each time you create a new ITB.

e.  When the correct files have been uploaded, press the Submit button to move to the next
screen.

3.2.3 Complete the Requisition screen.

Procurement Tracker: ITB Workflow Procedures Page 9
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ITE Upload

Contact Details 1/4

ITB Details 2/4

Requisition 3/4

Requisition #, SHARE Req document
SHARE Requisition # * last 5 digits

Requisition D {PDF D

WrChoose fle

Agency Memo (PDF Document) *
No fi ‘WrChoose file

> Submit

State of New Mexico - General Senvices Department

a. Enter the last 5 digits of the requisition number on the SHARE requisition being used
to process the procurement request.

b.  Upload the PDF copy of the SHARE requisition being used to process the procurement
request.

C. Click the Submit button to move to the next screen.
3.2.4  Complete the Other screen.

Requisition 3/4

Other 4/4

R/S Upload, Other Upload
Horizons Declination (PDF Document) (if Required)

@rChocse file m

Services Determination (PDF Document) (if Regquired)

Recommended Sources (M5 Excel Spreadsheet) (If Required) Template download

R

Other Document (PDF Document) (If Reguired)

il

a. Enter additional required or supplemental documents that are associated with the ITB
and that will be needed to process the procurement.

Procurement Tracker: ITB Workflow Procedures Page 10
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1)  If the ITB is for services, Horizons has the right of first refusal in accordance with
the State Use Act the Agency must upload the Horizons Declination PDF
document.

2) If the ITB includes services, a determination will need to be made as to whether
those services will fall under the definition of a General Services or a Professional
Services.

a)  Obtain a written determination from spd.determination@state.nm.us that the
work to be procured is General Services.

b)  Upload the PDF of the Services Determination email.
3)  Create a Recommended Sources list.

a)  Download the template provided at the link, and develop the Recommended
Sources list. We will notify your recommended sources via email only.

b)  Upload the completed Recommended Sources spreadsheet.

b.  Upload any other required or supporting documents to be used with the ITB. These
must be PDF documents.

C. Press the Submit button to submit the initial ITB information.

Contact Details 1/4

ITB Details 2/4

Requisition 3/4

Other 4/4

RIS Upload, Other Upload
Horizons Declination (PDF Document) (if Required)

(]

Horizons Declination Letter - Spectacles for Cats.pdf (52 K

Services D

Services Determination Letier - Spe

Recommended Sources (M5 Excel Spreadsheet) (If Reguired) Template download

Excel_Form_Recommended Sources for Cat Glasses.ds (74 KB

—

Other Document (PDF Document) (If Required)

State of New Mexico - General Services Department

3.2.5  Once the required uploads are done and all the necessary information has been captured,
Procurement Tracker will display a Thank You screen similar to the following example:

Procurement Tracker: ITB Workflow Procedures Page 11
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X BComert v ESelect
S NEW MEXICO

& GENERAL SERVICES DEPARTMENT

Thask you for pour submission.
The procurement wil be reviewed by oe of our buyers.

Agency
Procurement Number :
Commodites
82920 - Eye Giasses inciuding Sunglasses (incluging Frames Cases Farts e
Nt Step Fecee
Upleaded Fles Lourey Usme: Egeney Uemn - Spertacies for ot péf (85 KE)
Forzem Deciracon. Moo Ceciraton Lo - Specace o Lo pel (3898,
Fscommended Sourses: Exoel Form_Fiscommended Souroes for Cal Glasses. oty (T4 KB
Complated dabs Mondyy, Uy 21 2012 1126 A0
Completed by Iamberty nure-orwnsane nmus

THANK
you

a.  Note that the information contained in this screen example shows the following:
o The Agency that submitted the procurement

. The assigned, automatically-generated procurement number, Agency-Specific or
Statewide Price Agreement, which it will have within Procurement Tracker and
that will be referenced on all associated documents for the procurement and
resulting contract.

o All Commodity Codes and their description

o The next step in the workflow process

o A list of all of the uploaded files, including their format and size
o The date this procurement was initially submitted

o The name of the person who completed and submitted the file

b.  The procurement is now processed for receipt by SPD’s front desk and is how on Step
2, Receive.

Workflow Step 2: Receive (SPD: Front Desk)
3.3 SPD Front Desk personnel will receive and process the ITB request.
Workflow Step 3: Buyer Assignment (SPD CPM)

3.4 CPM will process assignments to buyers through Procurement Tracker.

Procurement Tracker: ITB Workflow Procedures Page 12
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Workflow Step 4: Buyer Review (SPD Buyer) = may loop to Agency (Workflow Step 5) and back to the
SPD Buyer until the ITB is finalized

3.5 The SPD Buyer reviews and processes the procurement assignment.

3.5.1 Review the file to make sure that everything is both complete and correct.
a. Ensure all appropriate documents have been uploaded into Procurement Tracker.

1)  Verify that the soft specifications/ITB template (electronic files) have been
received.

2)  Ensures the items spreadsheet is in the correct format.

3)  Verifies that any informal or supporting ITB documents that must be included with
the ITB package have been uploaded.

b.  Request missing documents or updated documents, as necessary, from the Agency.

3.5.2  Finalize the procurement package through the agency then continue with Workflow Step
6: Advertising.

Workflow Step 5: Agency Procurement Review (Agency)

3.6 Procurement Tracker will send you an email stating that the Buyer needs the requested
documents or other additional information, or that approval on the final ITB is needed.

3.6.1 The email will request that you send everything that is included in the comment box.

—_— —

E Dutton-Leyda, Travis, GSD
GSD-SPD Procurement Specifications Needed for B0-60600-18-55555

Greetings,

Please submit your draft ITB in Word and items in Excel, for the referenced ITB in order for SPD to move forward with the assignment. Please
respond using the link below.

80-60600-18-55555
Note: We need something

Send us a response

GSD/SPD State Purchasing Division

3.6.2 The note in the email will specify any additional information required by the buyer.
a. Click the link in the email.

. You will be prompted to verify your email address.

Procurement Tracker: ITB Workflow Procedures Page 13
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Email address verification.

You are trying to access a secured page.
Please enter your valid email address

Enter Email Address

b.  You will then receive another email with a security code. Enter the code on this screen.

Enter your verification code.

An email has been sent to the email address that is registerg
have been moved there.

I 544064

>> Submit Code Resend the code

c.  Then you will gain access to view the documents and send back the updated ITB
template and/or items spreadsheet

3.6.3  You will either need to provide the correct draft ITB or items in Excel. Scroll all the way
down to the bottom of the page to view all the documents.

NEW MEXICO
GENERAL SERVICES DEPARTMENT

Pleese submit your soft specilications in Word and items in Excei, for the referenced procurement in order for SPD to move forward with the assignment

80-80800-18-55555 Current Workflow Status : AGENCY SOFT SPECIFICATION

Procuremant Numbesr Agency Procuremant Typs Bureau
B0-GO600-18-55555 G0GO0 - COMMISSION FOR THE BLIND LL1:] m
STATEWIDE Price Agresment (YES/NO) Agreement Type Buyer

NO CONTRACT Travis Dutton-Leyda

Procurement Description
GLASSES FOR CATS

Agency Buyer Email Phone
KIMBERLY HUNT-BROWN TRAVIS DUTTON-LEYDA@STATE NM.US (555)555-5555

Created By Created Date Updated By Updated Date

Kimberty Hunt-Brown S21/2018 11:25.47 AM Travis Dutton-Leyda 1112018 10:61:63 PM

Pleass upioad the ITS Tempiats * Required
& Choose fils

Please upioad your Items
item Temptate Downioad

W Choose fiie

Submit Soft Spac Clear

| Document Titie T Recaipt Dats e Se S
| NASPO_VaiuePoint RFF Tempiate_Final (12-13-17) docx. Procurament DBYOB/Z018 05 18:24 P Travis Dution 168728 DOGX View
: Excel_Form_Recommended Sources for Cat Glasses. Recommended Sources O5/21/2018 11:25:48 AM Kami Brown 76288 XLS View
Ptz Decinaton Loter - Spocacies or Gars - oz0r 11287 A P e FoF vew
|'Agency memo - Spectacies for Cats Agency Memo D5/271/2018 11:25:47 AM Kami Brown 59712 PDF View
| Spectactes for Cats SHARE Requisition Q5/21/2018 11:25:47 AM Kamit Brown 27866 PDF View
:Em:z-l_Fotm_REmrns_Gasscs ttermns. D521/2018 11:25:47 AM Kami Brown T7B24 XLS View
| Spectacies for Cats Drat B | 08/21/2018 11:26:47 AM. Kami Brown 13082 Docx View
Procurement Tracker: ITB Workflow Procedures Page 14
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Repeat this process by completing the step as many times as SPD requests and until

you have finalized the draft ITB and approved it for advertisement.

required format at the initial step.

Once the SPD buyer has reviewed the ITB and is ready for advertisement and pub
release, you will receive an email requesting final approval to go public.

You may not see the above screen if you submitted all required documents in the

lic

Maon 11/12/2018 7:59 AM
Dutton-Leyda, Travis, GSD

GSD-SPD ITB Review and Approval for 80-60600-18-55555
To Dutton-Leyda, Travis, GSD

Action Items

Greetings,

We require you to review the attached ITB and approve it.

If you agree to the changes we have made and you have no additional changes please approve.
If you are requesting further changes, please upload your revised ITB with track changes.
Please respond using the link below.

80-60600-18-55555

Send us a response

GSD/SPD State Purchasing Division

Review the finalized ITB and approve or reject the ITB with additional commen

NEW MEXICO
JENERAL SERVICES DEPARTMENT
ng rack changes. A
Please respond using the link beiow. alasd s InStrUCtlons
80-60600-18-55555 Current Workflow Status : AGENCY PROCUREMENT REVIEW
Procurement Number Agency Procurement Type Bureau
80-60600-18-55555 60600 - COMMISSION FOR THE BLIND me T
STATEWIDE Price Agreement (YES/NO) Agresment Type Buyer
GONTRACT Travis Dutton-Leyda
Procursmant Deseription Procurement info
GLASSES FOR CATS
Agency Buyer Email Phone
KIMBERLY HUNT-BROWN TRAVIS.DUTTON-LEYDA@STATE NM.US (555)555-5555
Ifyoh, approve the ITB, e, @ v L L e e
f.ysm.appro S0 you reject th&tTB,you be required to’uploEd a
workflow will move to the :
advertise'step new version that your agency approves. Use the
. document obtained from the library below and
_ E e make sure all changes are tracked.
i Document Title Document Type Receipt Date Operator Size Type
! Computers.docx Procurement 11/12/2018 07:59:10 AM Travis Dution-Leyda 55009 DOCX View
:NASFO_Va'uEan RFP Template_Final (12-13-17).docx Procuremepl o« 06/3018,05:18:24 PMy Travis Dution 168728 DOCX View
et s e mia e DOCUMIENE Jibrary. cligk View' on 0T
| Horzons Decinaton Lo - speciaces or cas the most recent procurement Kar Brown wie  PF ew
[ Agency Mermo - Specides for s document.to downlead-and. Kar Broun w2 PP vew
| spectacies for Cats reviewthe lTB. 0672172018 11:2547 AM Kami Brown 21866 POF View
IExu:\ Form_Records_Glasses ftems. 0572172018 11:25:4T7 AM Kami Brown 77824 XLs View
ESpemtles for Cats. Dran (7B 052172018 11:25:47 AM Kami Brown 13062 DOCX View
-
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b. If you reject the ITB, you will continue to repeat the process described previously until
the final version is approved.

c.  Once you approve the ITB, the SPD buyer will advertise and release it to the public.

Note: Procurements will only be advertised after steps 1 through 5 are complete. To expedite the process,
respond immediately when SPD reaches out for additional info or approval.

Workflow Step: 6 [Advertise Procurement]

Note: According to Section 13-1-104, NMSA 1978, State Purchasing is required to advertise in three
newspapers of general circulation; as a general rule, State Purchasing has chosen to advertise in the Santa
Fe New Mexican, the Albuguerque Journal, and the Las Cruces Sun-News.

3.7 The SPD Buyer will take the necessary actions to post the approved ITB procurement package
on the public-facing websites (GSD and eProNM), and to publish the ITB notice as required in
the newspapers.

3.7.1  Once the ITB has been released, you will receive an email such as this. Currently you
will wait until the due date unless you need to amend your ITB.

Greetings,

Your ITB has been posted on our website. Release Date: 11/22/2018. Due Date: 11/29/2018.

GSD/ST'D State Purchasing Division

GSDV/SPD: hitp://www.generalservices.state.nm us/statepurchasing TTBs RTPs and Bid_Tabulation.aspx

https://bids. sciquest com/apps/Router/ PublicEvent "CustomerOrg=StateOfNewMexico

If you need to submit an amendment to this solicitation, use the link below. Emailed documents will not be accepted.

Submit Amendment

Note: Amendments to an ITB may be submitted while the ITB is published because of issues that
arise, or from vendor questions about the ITB related to areas such as scope, schedule, or unique
specifications.

3.7.2  During the time while the ITB is being advertised, and until the bid opening date, you
may need to amend your ITB. Process ITB Amendments as follows:

a.  AnITB Amendment may result from questions that are asked about the ITB during the
advertising process. Questions and answers will be shared with all individuals who are
interested in responding to the procurement by means of the public-facing SPD
website.

b.  If the question and answer change a material aspect of the procurement (e.g., scope of
procurement, schedule for completion of procurement project, required human resource
loading levels), an Amendment to the procurement document will be processed and
published with the procurement that will include in detail all the specifics of the
change.

C. Submit each ITB Amendment to SPD via the link in the email above.
Workflow Step: 7 [Bids Due Date] (SPD)
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3.8 This step will auto-complete on the due date. (The due date can change if the ITB is

amended.)

Workflow Step: 8 [Bid Tab Publish] (SPD)

days to the GSD website.

Workflow Step: 9 [Agency Recommendations] (Agency)

3.10 You will receive an email with a link to download the Bid Tab and supporting materials.

3.9 SPD prepares the Bid Tabulation (Bid Tab) and will publish the results for a minimum of 30

Greetings,

you must upload a justification as to why it is in the best interest to the state. The justification must be on your department's letterhead and
signed.

80-60600-18-55555

Download BID TAB

GSD/SPD State Purchasing Division

Use the link below to obtain the BID TAB. Below is the SPD recommendation for award. If you have additional or alternate recommendations

a. Download the Bid Tab and supporting materials.

b.  Review the Bid Tab for accuracy against the bids and award recommendations in the

notes in the email above.

C. If you agree with the award recommendations, click approve.

80-60600-18-55555 Current Workflow Status : AGENCY RECOMMENDATION

Procurement Number Agency Procurement Type Bureau
B0-60600-13-55555 60600 - COMMISSION FOR THE BLIND v L
STATEWIDE Price Agreemant (YESINO) Agreement Type Buyer

NO CONTRACT Travis Dutton-Leyda

Procurement Description
GLASSES FOR CATS

Agency Buyer Email Phone

KIMBERLY HUNT-BROWN TRAVIS.DUTTON-LEYDA@STATE.NM.US (556)555-5555

sApprove if you agreeyitiy the e b
award recommendations. E ’ :
PR Reject the award recommendations if your

agency believes the award should be made

differently. You will be required to provide a
'|ustification.

| Document Title Document Typ Receipt Date Operator size Type

; Computers.docx 22018 128233 PM Travis Dutton-Leyda 85008 DoOCx | Veew
‘ Items_Template_Downiad_v3.xsx 111202018 12:52:33 PM Travls Dutton-Leyda 33866 JLSX View
| Computers.docx BID(s)Supporting Materfa 114122018 12:45:27 PM Travis Dutton-Leyda 55089 DOCX  View
| SuppsierimporErrorFile_12835008.xis BID 4R 1111212018 12:45:27 PM Travis Dutton-Leyda ae84 s View
| Gomputers.doex Download th%aﬂﬂ Tab and a|ny2ma 11:42:26 AW ‘Travis Dutton-Leyda 55099 DOCX  View
ix:m“rulels.oocx 5Upp°rtmg m&tﬂnﬂ by CHCRingwm:w‘uAM Travis Dutton-Leyda 55009 DOCK WView
i\IASF‘O_u'aluaPn\m RFP Tempiate_Final wihe.view butten.m. OB/DB/2018 05:15:24 PM Travis Dution 188720  DOCKX  View

Workflow Step: 10 [Contract Award] (SPD)

3.11 SPD will create the award. After the award is finalized and signed by the SPA, Procurement

Tracker will email a PDF of the executed award to you.

Workflow Step: 11 [Final Review] (SPD)
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3.12 The SPD CPM will review the files to make certain that everything is complete and correct.

3.13 The process is complete.

Current Workflow Status : RECEIVE - NONE
m STER 3 STER 4 STER 5§ STER 6 STER 7 STEP & STEP 9 STEP 10 STER 11
0521/2018 052112018 052112018 NA NA NA NA NA NA NA NA
INITIAL RECEMVE BUYER BUYER REVIEW AGENCY ADVERTISE BIDS DUE DATE SENDEID TABETO  AGENCY CONTRACT AWARD FINAL REVIEW
ASSIGNMENT PROCUREMENT PROCUREMENT AGENCY RECOMMENDATICN
REVIEW
Agency Days: 0 Buyer Days: 0 Other Days: 0 Total Days: 0
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