Guidelines for Writing Effective Bid Specifications

1. Introduction

Specifications are one of the most important elements of the purchasing process. The
preparation of good specifications is probably the most difficult function in the process.
Inadequate or poorly written specifications are the cause of many bidder challenges and
can considerably delay the purchasing process. This information is designed to define
specifications and assist University of South Alabama (USA) personnel by providing
guidelines to good specification writing.

Specifications must be provided via email to the USA Purchasing Manager in either
Microsoft Word or Excel format for all non-Public Works projects. Included with
your bid request should be any applicable pictures, diagrams, and/or illustration as
well as a list of potential bidders (include company name and email address) you
would like to directly solicit.

The Purchasing Manager has final responsibility for specifications issued as part of formal
Request for Sealed Bids. The specification may originate with a USA department, an outside
consultant, another governmental entity, or a professional society or association, however,
USA Purchasing will review the specifications for suitability and competitiveness. Some
departments have the view that they are authorized to spend to the limits of their budgets
and should be able to buy whatever product or service they prefer. However, the
Purchasing Department’s view is to conserve public funds and to refrain from buying a
more costly product or service or larger quantity than is actually needed. USA Purchasing is
obligated to try to obtain both product and price competition.

2.
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7.4 Sampling, Inspection, and Test Procedures

When samples are required, it should be clearly identified as a requirement in the
specifications. All samples and test results should be retained for delivery compliance of
products ordered. When possible, a test inspection plan should be developed and included
in the specification.

8. Checking Your Specifications

To assure that your specifications meet the above criteria, use the following checklist:

» Specifications should be clear and accurate, yet simple. They should NOT be so specific
that a loophole eliminates competition and allows a bidder to take advantage of the
purchaser.

» Specifications should be understandable to both the bidder and the purchaser.

« Specifications should be as flexible as possible. Inflexible specifications defeat the
competitive bid process.

» Specifications should be legible and concise.

» Specifications should be capable of being checked. Specifications that are written in such
away that a product or service offered cannot be checked as meeting specifications is of
little value and results in confusion.

» The specification should be as fair to the bidder as possible and allow for competitive
bidding by several bidders.
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