
T e rms a nd Defini ti o ns Commo nl y Us ed in Tec hni c a l Pr o po sa l s  
Note: Terms and definitions provided reflect commonly used terminology for software 
procurement and may not reflect the terminology utilized by each jurisdiction. Always defer to 
the terminology used by your procurement department. 
 
Agency Spec i f i c Contr ac t:    Agency Specific contracts are contracts where the specifications for 



or such other method as described in the bid document. (New York State Office of General 
Services, 2018) 
 
Best and Fin al Nego t i at io n s:    This is the process required for an Authorized User when making 
significant purchases from brand bid or negotiated contracts, or, in some cases, any purchase 
from a limited multiple award contract. A brand bid or negotiated contract covers the full 
product line of a specific brand of product (i.e. Compaq microcomputers, Cisco networking 
hardware and software, Hewlett-Packard printers, Oracle software, Polycom video systems, 
etc.). In addition, whenever an agency is making a first time major purchase such as purchasing 
a new system, or installing software for the first time, all options available to the agency should 
be evaluated, including an agency competitive procurement or use of a centralized contract. 
When the decision is made to purchase from a centralized contract, an agency should solicit 
best and final offers, based on the agency's statement of needs. Smaller purchases can be made 
directly from these contracts, but it is required that for certain minimum size orders and 
recommended for other smaller size orders, that Users either: Draft an informal statement of 
their needs and solicit best and final offers from competitive sources; or If the user can 
document a single source procurement, negotiate with the contractor of choice to finalize a 
best value purchase. The following awards include multiple contracts awarded by region. When 
making any purchase from these awards, it is required that the Authorized User solicit best and 
final offers from all contractors for the applicable region: Electronic Key Systems and Telephone 
Equipment; Digital Centrex Equipment; and Cable (installed). Awards that include multiple 
contracts outline the required Procurement Procedures for soliciting best and final offers. (New 
York State Office of General Services, 2018) 
 
Best and Fin al Off er (BAFO) : An invitation for the vendor to make a revised pricing 
 proposal. 
 
Best Val u e:    A Best Value award is one that optimizes quality, cost and efficiency, typically 
applies to 



 
Bidder s' Confer enc e: A meeting to discuss with potential bidders, technical,  
operational and performance specifications, and/or the full extent of financial, security  
and other contractual obligations related to a bid solicitation (Find RFP, 2018) 
 
Closin g Date: The deadline for all bid submissions (Find RFP, 2018)  
 
Cloud : The cloud is a term referring to accessing computer, information technology (IT), and 
software applications through a network connection, often by accessing data centers using 
wide area networking (WAN) or Internet connectivity. Almost all IT resources can live in the 
cloud: A software program or application, a service, or an entire infrastructure. For example, if 
a business wanted to build an IT infrastructure, typically it would install the servers, software, 
and networking resources it needed, but nearly all of those services and resources are now 
accessible by going to third parties that offer them in the cloud. (SDX Central, 2018) 
 
 





'filed' their requirements with centralized procurement. (New York State Office of General 



 
Mi n i -Bid Proc es s:  A formal mini-bid is the process whereby an Authorized User develops a 
project definition outlining their specific requirement and solicits bids from qualified back-drop 
contractors to determine the best value solution. From development of the project 
specifications to the project award takes from six to ten weeks, a fraction of the time when 
compared with the traditional RFP procurement. Project awards shall be based on "Best Value. 
(New York State Office of General Services, 2018) 
 
Mi n i -Bid Proj ec t Defini tio n: A Mini-Bid Project Definition is a bid document containing project 
specific bid specifications developed by or for an authorized user which solicits bids from 
Contractors previously qualified under a back-drop contract. (New York State Office of General 
Services, 2018) 
 
Mu l t i pl e Award: A Multiple Award is an award of a contract to more than one responsive and 
responsible bidder who meets the requirements of a specification, where the multiple award is 
made on the grounds set forth in the bid document in order to satisfy multiple factors and 
needs of authorized users. Those factors may include complexity of items, various 
manufacturers, differences in performance required to accomplish or produce required end 
results, production and distribution facilities, price, compliance with delivery requirements, 
geographic location or other pertinent factors. (ApB) A multiple award may be made as the 
result of a single IFB (e.g., books) or as the result of issuing a single contract for multiple IFB's 
for similar type products (e.g., PC's). (New York State Office of General Services, 2018) 
 
N ego t i at ed Contr ac t:    A contract established by agreements reached between a contracting 
entity and a vendor in lieu of issuing a bid document. While occasionally negotiation follows a 
competitive bid when only one bid is received, such resulting contracts are considered to be 
competitive procurements. (New York State Office of General Services, 2018) 
 
N o n -Resp o ns i bl e (Bid):  A response to a bid or offer from a contractor, business entity  
or individual that does not have the ability or capability to fully perform the requirements  
of the bid or offer. A business entity or individual who does not possess the integrity and  
reliability to assure contractual performance. (NIGP: The Institute for Public  
Procurement, 2018) 
 
N o n -Resp o ns i ve (Bid):  A response to a bid or offer that does not conform to the  
mandatory or essential requirements contained in the Invitation for Bids (IFB). Notice of  
Award: A written notification from the public entity to the successful bidder, or offeror  
stating that there is an award of a contract in accordance with a bid or proposal  
previously submitted, and that effective with receipt the vendor or contractor shall  
proceed with performance; allows work to start while contract is printed and readied for  
distribution. (NIGP: The Institute for Public Procurement, 2018) 



 
N o t i c e of Intent to Award:  As a result of a competitive process, a public notice is  
issued and in some instances, where local laws allow, a Notice of Intent to Award is  
issued and award will occur only upon receipt of the specified items. (NIGP: The  
Institute for Public Procurement, 2018) 
 
O f f er: A response to a solicitation that, if accepted, would bind the offeror to perform the  
resulting contract. (NIGP: The Institute for Public Procurement, 2018) 
 
O f f er or:  The person/entity who submits a proposal in response to a Request for  
Proposals (RFP). One who makes an offer in response to a solicitation. Also see Bidder  
(NIGP: The Institute for Public Procurement, 2018) 
 
Pr e -Bid Meet i n g : An in-person or phone meeting during which the agency reviews the  
project history, aspirations, requirements, response process, etc. Often questions are 
 taken and (sometimes) answered. Often questions are answered in writing by issuing 
 an addendum to the RFP. 
 
Pr ef er r ed Sour c es:  To advance special social and economic goals, certain providers have 
preferred source status under the law. The acquisition of commodities and/or services from 
preferred sources is exempted from statutory competitive procurement requirements. All 
state agencies, political subdivisions and public benefit corporations (which includes 
most public authorities), are required to purchase approved products and services 
from preferred sources. (New York State Office of General Services, 2018) 
 
Pr i c e:  Price, unless otherwise specified, means the amount of money set as consideration 
for the sale of a commodity or service and may include, but is not limited to, when 
applicable and when specified in the solicitation delivery charges, installation charges and 
other costs. (New York State Office of General Services, 2018) 
 
Pr i me Ven d o r Contr ac t:  A Prime Vendor Contract is a contract that establishes a single vendor 
or multiple vendors as the source for a broad range of goods and/or services associated with a 
given purchasing sector(s). OGS has currently let Prime Vendor contracts for food and 
household supplies, and industrial and commercial supplies and equipment. (New York State 





Req u es t for Quot ati o n (RFQ, RFQ s): An RFQ is normally sent out when a requisition  
is received for goods an



Public Procurement, 2018) 
 



 
So l e Sou r c e Pr oc ur emen t:  A situation created due to the inability to obtain  
competition. May result because only one vendor or supplier possesses the unique  
ability or capability to meet the particular requirements of the solicitation. The  
purchasing authority may require a justification from the requesting agency explaining  
why this is the only source for the requirement.  
network. 
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