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CHAPTER 3 – COMPETITION AND PROCUREMENT PLANNING  
 
A. COMPETITION OVERVIEW 
 
Competition is the cornerstone of our procurement system and the benefits of competition are 
well established.  PSD has a number of tools to facilitate the efficient and effective use of 
competition including various procurement methods such as the Invitation for Bid (IFB), 
Request for Proposal (RFP), and the Request for Qualifications and Information (RFQ/I).  These 
methods are further described in Chapter 4 of this manual. 
 
The principle of competition has one primary and two secondary purposes.  The primary 
purpose is to obtain the best quality and service at minimum cost.  The secondary purposes are 
to guard against favoritism and profiteering at public expense, and to provide equal 
opportunities to participate in public business to every potential vendor.   
 
Competition is a solicitation for any kind of asset (purchase or lease), whether material (goods, 
products, or construction) or immaterial (services) which enables all deemed responsible 
sources to compete in a fair and open environment.  While procurement is supposed to bring 
fairness, impartiality, transparency, and suitability to internal practices, a competitive 
procurement process will ensure the highest level of openness, thus maximizing the suitability of 
the requested assets or services, and the best return on investment.  
 
If you have not conducted formal procurement planning, this process is a way to establish the 
need for a separate procurement function and demonstrate its value to you and your School or 
Office.  Specific suggestions for useful procurement planning activities are discussed below 
under Section C. Procurement Planning. 
 
B.  COMPETITION CONCEPTS 
 
The competition concept is the premise that the public is best served and public funds (over a 
specified level) are spent wisely only after being subjected to the rigors of competitive 
procurement.   It is incumbent on the District leadership in reinforcing the use of competition 
and related practices for achieving a competitive environment.  As public officials, we must 
promote competition to its fullest extent through proper planning, make versus buy, 
coordination and communication, and taking the time to define each requirement carefully.  
Competition provides an equal playing field and opportunity. 
 
The benefits of competition include the following: 
 
1. saves the District monies; 
2. improves vendor performance; 
3. curbs fraud; and  
4. promotes accountability for results.   

 
C.   PROCUREMENT PLANNING (DD-8) 
 
Within the District, change occurs at a very rapid pace, coupled with seriously limited resources.  
Pressurize the environment with a compelling, urgent time line for improving student 
achievement.  Then, it seems evident that the Procurement planning cycle exists in an arena 
where planning is extremely difficult.  However, once done, a planning cycle can be attained, 
thus lessening pressure and the need for urgent or emergency requests.  Procurement planning 



April 2017 
7th Edition  Page 23 

calls for systemically strengthening acquisition streamlining within the District, while at the 
same time supporting the acquisition needs of the District in a timely fashion.  More time must 
be spent on acquisition data collection, analysis, planning, defining of requirements, and 
planning in order to change and increase competition levels.   
 
Procurement planning is a process in which Procurement can assist you to analyze and forecast 
your Procurement needs while organizing those needs by priority.  This process takes into 
account the time necessary to conduct competitive procurements and any required approvals to 
include Board approval 
 
DD-8  Grant funded contract requests 
 
DO check with Procurement prior to applying for a grant, to see what competitive 
processes can be started or planned in the early stages. 
 
DON’T let a contractor write him/herself into the grant application, whenever 
possible.  The service and price that you get may not be of good value. 
 
D.   PLANNING AND DEFINING THE REQUIREMENT  
 
Caution during Planning (DD-7) 
 
All too often a vendor is influential in presenting solutions, or District staff will view a single 
vendor as the preferred. Writing RFP specifications to match a specific vendor's product is 
prohibited.  Vendors who write the Statement of Work or the RFP violate the Contractor Code of 
Conduct if they submit a bid. 
 
Preparing specifications or statements of work is your responsibility because you have the 
greatest understanding of functional and performance requirements.  However, Procurement 
will review the statement of work in order to avoid exclusionary specifications and to encourage 
free and open competition. 
 
You and the leadership of your department or program need to clearly understand the scope of 
Procurement’s role and partner to accomplish several objectives: 
 
• to obtain the best value for your  school/office and the District which requires an evaluation 

of all the service quality, cost, schedule, and other objectives of the District's operating 
functions; 

 
• to comply with Federal, state, local, and District Procurement requirements; 
 
• to ensure an understanding of your precise authority in dealing with vendors who, while 

partners in many respects, have some interests that conflict sharply with yours; 
 
• to control through finite, professional boundaries, the possibility of corruption or unethical 

practices; and 
 
• to define specific deliverables with accountabilities. 
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DD-7  Statement of Work for Professional Services 
 
DO attach a Statement of Work to your RFPA for Professional Services.  You have 
the right to make your requirements known.  The heart of a professional services 
contract is the Statement of Work. 
 
DON’T use the contractor’s proposal as your Statement of Work.  The RFPA is a 
request for what YOU want, not what the contractor wants to sell to you. 
 
Best Practices 
 
The preparation of an advance procurement plan can begin with data already prepared for 
service and financial planning purposes.  Although projects funded with operating funds are 
often smaller and the operating budget does not usually offer as much specificity, the 
School/Office with the assistance of PSD may be able to identify many planned procurements 
from the operating budget as well.  Historical usage is another valuable source for the plan, 
particularly when compared to the operating budget. 
 
Another method available to assist with preparation of the plan is to conduct a survey of internal 
Schools/Offices.  They may provide more detail on the budgeted projects and may be able to 
identify projects that are not differentiated in the budget.  An annual survey of the major 
customers will encourage the customers themselves to plan their needs for goods and services. 

E.   MAKE VERSUS BUY  

The decision to outsource a service is often based on lack of internal resources, refocus of core 
competencies, or cost reduction.  The question is, “Is it in the District’s best interest to continue 
to (or start to) perform the activity itself using its own people, process expertise, and technology 
or to ‘buy’ the activity from the service provider marketplace?” 

A make-versus-buy cost analysis involves four basic steps: 
 
Step 1: Define the service. 
Step 2: Calculate the in-house costs that could be avoided by outsourcing the service. 
Step 3: Calculate the total costs of outsourcing. 
Step 4: Compare the cost savings from outsourcing to the costs incurred. 
 
 
F.  DISTRICT STRATEGIC SOURCING 

The District through PSD encourages cross school and office collaboration and adoption of 
industry best practices. This allows the District to aggregate requirements, streamline processes 
and leverage its buying power. As a result, best value and repeatable processes are created that 
can be used in any acquisition environment to drive down the cost of commonly purchased 
commodities and services. 

The primary goals of Strategic Sourcing are: 

• Strategically source District-wide to potentially include/partner with outside School 
Districts/Governmental Agencies 



April 2017 
7th Edition  Page 25 

• Establish mechanisms to increase total cost savings, value, and socioeconomic 
participation 

• Collaborate with industry to develop optimal solutions 
• Share best practices 
• Create a strategic sourcing community of practice 

It is incumbent upon the District to identify commodities and services that could be purchased 
more efficiently through strategic sourcing.  

Benefits 

Strategic Sourcing solutions provide easy access to common procurement vehicles that offer 
greater discounts as collective volume increases, business intelligence and best practice 
solutions. Additional benefits include: 

• Allows for cross-department participation 
• Assists with small business goals 
• Collect and analyze procurement data 
• Identify procurement trends 
• Re-engineer high cost business processes 
• Replicate cost-saving business processes 
• Share lessons learned and best practices 
• Realize cost efficiencies 
• Streamlines procurement process 
• Drives additional discounts 


	CHAPTER 1 - OVERVIEW
	MISSION STATEMENT
	Best Practices
	E.   MAKE VERSUS BUY
	C.1. Ordering Services Using Online Shopping Carts
	D.1.a. Difference between Sole Source and Single Source


	B.1. Selecting a Cardholder and an Approving Official
	It is the responsibility of the site administrator to:
	Responsibility of a Cardholder
	It is the responsibility of the Cardholder to:
	Responsibility of Approving Official
	B.2. Application
	Travel Credit Card
	B.3. Cards Per Location
	B.4. Training
	B.5. Restrictions and Controls
	B.6. Termination of Participation in Credit Card Program
	a) Prohibited Items
	b) Unofficial/Unauthorized Use
	c) Failure to reconcile transactions (Cardholder) or review reconciled transactions (Approving Official)
	o Exceeding the Single Transaction Limit or the cycle limit, unless an exception is granted by the Credit Card Program
	o Bid-splitting a single or multiple item or commodity with the same vendor over the  single transaction limit is defined as any one item whose purchase price (including tax and shipping) is greater than the single transaction limit.
	Solutions to bid-splitting
	d) Insufficient funds
	e) Failure to reconcile Toshiba Ghost Account (specifically) copier expenditures may result in suspension or termination of location’s Procurement (P-Card) privileges.
	f) Failure to attend mandatory refresher and mandatory training
	g) Failure to respond to request for auditing and internal control verification
	h) Failure to fulfill duties as a Cardholder or Approving Official
	i) Failure to notify the Credit Card Program Office when the cardholder or Approving Official change location or is no longer with the District
	B.9. Placing Orders with the District Credit Card
	B.10. Funding
	B.11. Cash Rebates
	B.12. Declined Transactions
	B.13. Incorrect Charges and Disputes
	B.14. Lost or Stolen Cards
	B.15. Cancellation of Cards
	Unauthorized Commitments (DD-3)




