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· Proposal and bid requests for budgeted expenditures

· $0-$5,000 – proposals not required
· $5,000-$25,000 – requires no Request for Proposal (RFP) but does require at least 3 telephone or faxed proposals from vendors

· $25,000+ – requires an (RFP) from the church with at least 3 written proposals in response

· Unbudgeted expenditures must be approved by the Finance Team / Church with expenditures guided by the limits above

· Building Project

· Architects, general contractors, and consultants will be selected through an RFP process with no less than three written proposals.

· Expenditures will be guided by the building committee, architect, and general contractor with proposals and bids used where appropriate

· Project budgets will guide expenditures

· Ministry Teams administering budgets shall follow the above procedures

· Bid Bond?

· All proposals / bids are confidential

· $10,000+ Advance purchase requisition required in accounting office

· It is not required that the lowest proposal / bid be used, only the best overall proposal / bid

· A vendor selection form (similar to specimen attached) should be attached to proposal copies

· Either the church administrator or director of accounting shall proof all requests for proposal and replies
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Procurement Services

Germantown Baptist Church

Vendor Selection Form

This form should be used to document the purchase of goods and/or services greater than $10,000 unless purchased from a strategic vendor.  Submit this form, along with original quotes, to Procurement Services, Germantown Baptist Church, 9450 Poplar Avenue.  For a list of strategic vendors, please visit  

Date:      FORMTEXT 

     

Requisitioner:
Department:     

Quotes obtained by:  FORMCHECKBOX 
 Procurement Services  FORMCHECKBOX 
 Department/Ministry  FORMCHECKBOX 
 Other (explain)                                                               
Proposal / Bid Information (List three best):
	Supplier Name
	Quote Date
	Item or Model #
	Price
	Comments

	     
	     
	     
	     
	

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Supplier/Consultant Selected:
Supplier Name:     
 
Contact:                                                                                                     

Address:                                                                                                    

City                                      State/Province:           Zip:                          
Country:                                                                Phone:                                                               

Reason for selection:

 FORMCHECKBOX 
  Supplier provided the best overall offer (explain below) 
 FORMCHECKBOX 
  Emergency/Urgency (explain below) 

 FORMCHECKBOX 
  Contract with vendor for goods or services (explain below)
 FORMCHECKBOX 
  Compatibility with existing equipment (explain below)

 FORMCHECKBOX 
  Supplier is sole manufacturer/provider (explain below) 
 FORMCHECKBOX 
  Other (explain below)


 FORMCHECKBOX 
  Supplier is sole acceptable manufacturer/provider (explain below) 

Explanation (attach additional information as necessary):

     

To be Completed by Procurement Services

  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No The vendor quotes/explanation have been reviewed and appear reasonable for the proposed specifications/scope of work based on:

Fee Reasonableness (for items subject to FAR regulations):
 FORMCHECKBOX 

Bids Received:
 FORMCHECKBOX 

Comparison of similar products in industry


 FORMCHECKBOX 

Market Research
 FORMCHECKBOX 

Comparison to an independent Government estimate


 FORMCHECKBOX 

Current price lists, catalogs, or advertisements
 FORMCHECKBOX 

Other basis - 

Buyer/Procurement Specialist:                                                                           Date:                              PO #:                               
