
 INVITATION FOR BID (IFB) GUIDANCE 
 
Procurement by sealed bids is used when a) the procurement value is expected to be $150,000 or more; 
b) the requirements are clear, accurate and complete; and c) the contract will be awarded to the lowest 
priced bidder, determined to be responsive and responsible. 
 
1.  Prepare the bid packages.  The IFB must include all specifications and pertinent attachments, and it 
must clearly define the desired goods and/or services needed to allow bidders to properly respond.  The 
bid specifications cannot restrict or eliminate competition.   
 
Bid packages may be picked up or mailed and the institution must keep a list of the name and date that 
each vendor is given a bid package.  Proposals must be solicited from an adequate number of qualified 
sources.  Include in the bid package: 
 

Bidder Acknowledgement Page 
Anticipated contract period 
Goods and/or services needed 
Delivery and Price Schedule 
Certificate of Independent Price Determination 
Conflict of Interest Questionnaire 

 
2.  Publicize the Procurement 

 
The Invitation for Bid (IFB) must be publicly announced at least once and at least fourteen (14) calendar 
days prior to the date of the bid opening.  The IFB must be publicly advertised in a newspaper of general 
circulation and must include the time and place of the bid opening.  A copy of the advertisement from 
the publication must be kept on file for documentation.  The State agency must be notified at least 14 
days prior to the opening of the bids the time and place where it will occur. 
 
Below is a sample newspaper advertisement.   
 

  SAMPLE ADVERTISEMENT FOR BIDS 

Bids will be accepted for ___________ services/goods for the __________, a child care  
center located in __________, Colorado, to provide______________________________. 

 
Bid packets and specifications may be obtained at the center located at _______ and/ 
or calling ___________.  Bids will be opened at the above address on ______ at _______. 

 
3.  Bid Opening Procedures and Bid Log 
 
The bid opening must be held at the date, time and place specified in the newspaper advertisement.  All 
bids must be publicly opened, read aloud and recorded.  Any bids received prior to the deadline for bid 
submission must be kept unopened in a secure place, until the scheduled bid opening.  Any bids 
received after the deadline must be returned, unopened, to the bidder. 
 
4.  Award 



 
The established firm fixed price contract must be awarded to the bidder who was both responsive and 
responsible, and proposed the lowest price.  Responsive means the bidder is able to meet all of the bid 
specifications, and responsible means that the bidder can and will successfully fulfill the terms and 
conditions of the proposed procurement.  
 
The original IFB and all supporting documentation must be kept on file for three years plus the current 
year.   
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