The following are things to think about when writing a bid specification.

Why do you need a bid specification?  Let’s face it.  No one wants to do more work than necessary when putting together an invitation for bid.   You’re collecting the clauses, forms, and necessary requirements for the bid submission and making sure you’re following the correct bid procedures.  Oh yea, where’s that literature we received from the salesperson?  I’m sure it’s all we’ll need, since it describes everything we want, and we really only want this item.
If you use the product literature provided by the salesperson for your spec, you’ll likely be using a propriety spec.  Most suppliers add a bell or whistle to their product to set it apart from their competition.    After all, they want you to buy their product and not the competition’s product.  By adding a feature, or making the product smaller, larger, or faster they can show how their product is better than all the rest.  Unfortunately these may be features that are not important to you.
If your goal is to have a competitive invitation for bid, and spend your budget only for a product that meets your needs and not your wants, than you need to properly describe your needs.  You need a good bid specification.

What is a bid specification?  According to the ASQ’s Quality Glossary, the term specification is defined as:
“A document that states the requirements to which a given product or service must conform.”
Before starting your specification, you must list what the product needs to do, or what service you need to receive.  Start by talking with the people who will use the product or service, and make sure their needs are met.   Keep in mind this is the group that will use the product or service after you complete the procurement.  
What should you include in your bid specification?  Consider adding the following to your specification if it applies to the product or service you plan to purchase.
· the intended use of the product, or the intended need for the service provided

· detailed product requirements (materials used, color, horsepower, minimum and maximum parameters) 

· detailed service requirements (what must be provided, what service performed)
· performance requirements (what must it do, how is the work performed) 

· product certifications, professional licenses or required training
· “build inspection” at manufacture’s facility during production
· any space or weight restrictions

· who handles the installation
· what utilities are available

· warranty (time period, parts and labor, onsite service and repair, extended warranty)
· training requirements, instructional and maintenance materials such as manuals or DVD’s
· delivery instructions
· quantity needed

· when and where is it needed
· responsibilities (who hooks up the utilities, removes debris, disposes of the old equipment)
Be very careful about specifying equipment by make and model number.    The practice is not considered proper in public contracts since it is unfair to competing vendors. If you say "or equal" you're relying on someone else's idea of equality.
If you need assistance, please contact the Quality Assurance Division and we’ll be glad to work with you in developing your specification.  If the specification is properly written before the requisition is submitted to DGS it will save time for everyone.
