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$6,000,000,000.00
Each Fiscal Year, State agencies spend approximately

$6 billion on purchases for a wide variety of supplies and 

services required for the daily operation of their facilities.



• What does the State buy?

• Purchasing Requirements for State agencies

• How does the State buy?

• Navigating the State Procurement website

• Responding to ITBs and RFPs

Agenda



What the State buys…

Food

VehiclesComputers Clothing

Professional ServicesPharmaceuticals

What does the State buy?



How the State Makes Purchases



State Agencies are required, by law, to purchase from one of 
the following State Resources first, if the product or service is 
available:

• Ohio Penal Industries (OPI)

• Community Rehabilitation Program (CRP)

• Opportunities for Ohioans with Disabilities (formerly RSC)

• Office of Information Technology (OIT)

• DAS State Printing and Mail Services

• Department of Mental Health (DMH)

• Ohio Facilities Construction Commission OFCC)

Ohio Revised Code 123.035 –

Requisite Procurement Program



• State Agencies are required to look at DAS contracts for 

supplies and services 

• Some contracts are mandatory use and some are set up 

as optional use

Existing Department of Administrative 

Services (DAS) Contracts



Competitive Selection Process

• Invitation to Bid – lowest responsive and responsible

• Request for Proposal – “best value”

• Reverse Auction – lowest responsive and 

responsible

Establish a New DAS Contract



• State Term Schedule (STS) – agencies are now required 

to obtain at least 3 quotes

• Master Maintenance Agreements (MMA)

• Price schedules are negotiated and may be based upon:

o Federal Schedule Pricing

o Similarly situated, most favored customer pricing

o Other competitively bid contracts from state or local 

consortium, etc.

Negotiated Contracts



Using the State Procurement Website



• Registration

• State and Local Opportunities

• Agency Contacts

• Resources and Help

State of Ohio Procurement Website



procure.ohio.gov



Select Register to do 
Business with the State.



Select Register a New 
Account.



Select Supplier Based 
INSIDE the United States.



Follow steps 1-7 before 
continuing with 

registration.



Select Business or
Individual and continue 
completing registration.



Finding Category Codes



www.unspsc.org

Visit unspsc.org to 

maintain the proper 

classification of goods 

and services that you 

offer.



Search for 

Codes

Use the search to help you 

find your specific service or 

commodity code.

You can search by Code 

Number or Code Name.

When adding UNSPSCs to 

your supplier information, 

enter the last four digits as 

zeros to broaden your bid 

opportunities.



Add as many codes as 
applicable to your supplier 
profile that are related to the 
goods or services you provide.



If you are currently registered as a 

supplier and have questions regarding 

your account, please visit 

http://www.supplier.obm.ohio.gov/

for assistance.

http://www.supplier.obm.ohio.gov/


Finding Bid and Contact Opportunities



Select Bid Opportunities 
then All Opportunities.



Select ALL for Commodity 
Category and 

Opportunity Type.



To view the opportunity, click on 
the Document/Bid Number link.



The Procurement Opportunity Search 
Detail page provides information on the 
opportunity, links to the associated PDF 
files, and lists the inquiry period for the 
bid opportunity.



Any purchase that exceeds $25,000 must be submitted to DAS Office 
of Procurement Services (OPS) through the Request to Purchase 
(RTP) Requisite Program.  If the item is not available through one of 
the previously mentioned sources and the purchase total does not 
exceed $50,000 per fiscal year, per supplier, the entity may use their 
Direct Purchasing Authority as granted by the Ohio Revised Code.

Items not available through one of the previously mentioned sources 
and the purchase exceeds $50,000, DAS OPS will determine whether 
they will create the contract, or issue a Release and Permit to the 
agency to seek Controlling Board approval.

Direct Purchase Authority (DPA)



Select Agency Contacts for a list 
of contacts, including Agency 

Procurement Officers.

Use this list to market your 
business directly to agencies, 

boards and commissions. 



Select Cooperative Purchasing 
Program under the for Political 
Subdivisions tab to see a list of 

current DAS Cooperative Purchasing 
Program members.



Select By County link.



Click on the desired 
county to view 

associated members.



• Minority Business Enterprise (MBE)

• Encouraging Diversity Growth Equity (EDGE)

• Veteran Business (VBE)

• Buy Ohio

• Buy American

Preference Programs



.

MBE Projection Plans are 
available on the Equal 
Opportunity Division 

website.



Responding to an Invitation to Bid





• Print a copy of the Invitation to Bid from website

• Complete Page 1 and sign in Blue Ink

• Complete Page 2, Buy America/Buy Ohio Certification

• If certified Veteran Owned business, please indicate

• If the Bid is an MBE set aside, please provide your Ohio Certified MBE 
number

• Complete the Cost Summary Page(s) provided in the bid document

• Attach any requested information

• Respond to the requirements as stated in the solicitation document

• Be prepared to respond to any additional instructions (i.e., site visit 
requested or requested certifications 

Responding to an Invitation to Bid



• Place completed, signed bid document in a sealed envelope

• Clearly mark the Bid# on the outside of the envelope

• MBE and Veteran-certified suppliers must be certified at the 

time of bid opening

• Bids may be submitted via mail, courier or, hand-delivered

• Sealed bids MUST be received prior to the advertised open 

date/time to be considered for award

Responding to an Invitation to Bid



Mail or deliver to:

General Services Division

Office of Procurement Services

4200 Surface Road

Columbus, OH 43228-1395

Attn: Bid Desk

Submission of Bid



• Bids are opened at 1:00 PM EST on Mondays, 

Wednesdays, and Fridays as noted on the 

procurement website

• Bids are certified by an attending State Auditor

• Bidders may attend bid openings

Bid Opening



• Bids received are delivered to the assigned analyst

• Bidders may not communicate with the state 

regarding the solicitations during the evaluation time 

unless contacted by the Office of Procurement 

Services

Evaluation Process Begins



• The Invitation to Bid is awarded to the lowest 

responsive and responsible bidder

• The awarded contract will be posted to the Office of 

Procurement Services website

The Award



Responding to a Request for Proposal



• A RFP is awarded as a “Best Value” rather than Low 

Bid

• Offerors will receive scores as indicated in the 

solicitation (i.e., areas of experience, references, 

and proposed solution to Scope of Work 

requirements)

Responding to a Request for Proposal



• Executive Summary (with Calendar of Events)

• Structure of the RFP (Contents)

• General Instructions (Inquiries, Submittals)

• Evaluation (How the proposals will be evaluated/scored)

• Award of Contract 

Parts of a Request for Proposal



Attachments of a Request for Proposal

1. Work Requirements and 
Special Provisions (Scope of 
Work)

2. Proposal Requirements 
(Format/Components of a 
complete proposal)

3. General Terms and Conditions

4. Contract (Actual Contract to 
be signed)

5. Offeror Profile/Prior Projects 
(Company qualifications)

6. Offeror References (Company 

references)

7. Offeror’s Candidate 

References/Education/Training/Ex

perience (Individual Offeror 

employees who will be assigned to 

the job)

8. Offeror Performance Form (Past 

Performance Questionnaire)

9. Cost Summary Form



Clearly mark the proposal # on envelope/boxes

Mail or deliver to:

General Services Division

Office of Procurement Services

4200 Surface Road

Columbus, OH 43228-1395

Attn: Bid Desk

Submission of Proposal



• Bids are opened at 1:00 PM EST on Mondays, 

Wednesdays, and Fridays as noted on the 

procurement website

• Certified by an attending State Auditor

• Attendance to opening is optional

Proposal Opening



• Supplier Reference Materials

• Equal Opportunity Division

• Ohio Interactive Budget

• Ohio Shared Services

Additional Resources

• Developmental Services Agency

• Ohio Department of Transportation

• State Printing and Mail Services

• Ohio Facilities Construction 

Commission

https://procure.ohio.gov/proc/help.asp
http://das.ohio.gov/Divisions/EqualOpportunity.aspx
http://interactivebudget.ohio.gov/
http://www.ohiosharedservices.ohio.gov/
https://www.development.ohio.gov/
http://www.dot.state.oh.us/pages/home.aspx
http://das.ohio.gov/Divisions/GeneralServices/StatePrintingandMailServices/tabid/246/Default.aspx
http://ofcc.ohio.gov/


Ohio Department of Administrative Services

Office of Procurement Services

Bid Desk

(614) 466 – 5090

bid.statepurchasing@das.ohio.gov

For additional questions following this 

session, please contact:

mailto:Bid.statepurchasing@das.ohio.gov

