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SEALED BID PROCESS , PROCUREMENTS/ $25,000+ 
RCW 36.32.245/ KCC 4.16.120  

Department of Executive Services 
Finance and  Business Operations Division 
Procurement and Contract Services Section 
206-263-9400 TTY Relay: 711 

 
 User Agency (UA) 

• Identifies Need 
• Secures Funds 
• Develops 

Requisition 

Requisition includes: 
• Specifications/Scope 

of work/Technical 
Requirements 

• Performance 
period/Delivery 
schedule quantity 

• DBE Requirements 
• Insurance 

Requirements 
• Federal 

funding/Grant 
Requirements 

• Funding Source 
Identified 

• Independent 
Estimate 

Submit 
Requisition to 
Procurement 

(PCSS)

UA & PCSS 
Conference 

• Discuss Special/ 
Supplementary 
Conditions 

• Review Contract  
Provisions 

• Discuss 
Responsibility 
Criteria 

• Discuss Method of 
Award 

Review ITB 
• PCSS 
• UA 
• PAO, (If 

necessary) 

Mail to 
Potential 

Bidders on 
Mailing List 

Pre-Bid 
Conference 

 
Written Questions 

& Answers 

Issue Addendum 
When 

Necessary 

Bid Opening 
• Date/Time 

Stamp Bids 
• Announce Bid 
• Bid Tabulation 
• Bids Open for 

Public Inspection

Responsiveness 
& 

Responsibility 
Determination 

Price 
Reasonableness 

Determination

Bid 
Recommendation  

to UA 

UA Acceptance PCSS Notifies 
Apparent 

Successful Bidder 

King County 
Issues Purchase 
Order or Contract 

Draft ITB Advertise 
• RCW 36.32.235 
  36.32.245 
• CON 7-2-1 (AP) 


	SEALED BID PROCESS , PROCUREMENTS/ $25,000+
	RCW 36.32.245/ KCC 4.16.120
	 
	Department of Executive Services Finance and  Business Operations Division Procurement and Contract Services Section 206-263-9400 TTY Relay: 711

