
TIPS FROM A PROCUREMENT AGENT: 
Submitting “responsive” bids and proposals

DEPARTMENT OF PURCHASING AND CONTRACTING



Food for Thought

Connecting and Creating Procurement Partnerships

Active vs Passive Reading:
Active reading is involved reading. Active readers read ideas with a goal of learning something.

Passive reading includes the reading of words but the goal is just to get finished.  

One of the biggest reasons for non-responsive submittals is the failure to read appropriately.

Strategies for Active Reading:
 Read aloud
 Ask yourself some questions about what you read to confirm understanding.



Research
 Entity with whom you’d like to do business 

and grow

 Entity’s local requirements for bidding

 Entity’s contract needs

 Attend events put on by local entities

Don’t forget to check out:
 Entity’s website
 Local license requirements 

(business and professional)
 Applicable Local Minority 

vs Small business 
requirements

 Current and future local 
service, construction, 
supply needs



Read
 Entity’s website, posted solicitation and 

contract documents, and applicable 
rules, in full, so you know what to 
expect when you are ready to bid. 

 During procurement process –
solicitation, addenda, sample 
contracts, any entity correspondence

 Entity’s evaluation of your work.



Respond
 Provide what is requested and how it is 

requested
 Vendor use of the required documents 

checklist is a start 
 Vendor review and response to the 

entire solicitation, attachments, and 
exhibits is the key.

DeKalb County, GA specifics:
 Must complete the DeKalb First LSBE 

forms.
 Must obtain 20% LSBE participation or 

provide proof of demonstrated Good 
Faith Efforts. 

 Complete the Bidder/Contractor 
Affidavit.

 Include required 
licenses/certifications and resumes 
with your submittal.

 If applicable, include a Bid/Proposal 
Bond or requested surety documents.

 Complete the Required Documents 
Checklist.



Racing to Bid/Proposal Submittal



Responsive Check 
Includes 
Confirmation that: 
 Vendor obtained LSBE participation or 

demonstrated Good Faith Effort (GFE).

 Vendor attended the mandatory 
DeKalb First LSBE meeting.

 Price was submitted in a separate and 
sealed envelope.

 Price was not included in any other 
area of the bid/proposal submittal.

Connecting and Creating Procurement Partnerships



Connecting and Creating Procurement Partnerships

More Tips for 
Submitting a 
Responsive Bid 
or Proposal

 Always read and complete the 
Checklist for GFE if you did not meet 
the benchmark of 20% LSBE 
participation.  
 Attach all required 

documentation supporting the 
GFE.  

 Do not forget that you can call 
the LSBE Program Office for 
assistance (date/time and who 
you speak to should be included 
in GFE).  

 GFE will be verified by calling 
those you said you contacted.

 Pay specific attention to 
any attachment which is 
indicated as a “must/shall 
submit”.

 Do not complete and return 
the Sample Contract and its 
attachments.

 Provide financials with your 
proposal in the format 
requested.



Helpful Links

https://www.dekalbcountyga.gov/purchasing-contracting/bids-itb-rfps

https://www.dekalbcountyga.gov/purchasing-contracting/how-do-business

https://www.dekalbcountyga.gov/purchasing-contracting/isupplier-0

https://www.dekalbcountyga.gov/purchasing-contracting/profile-management-training

https://www.dekalbcountyga.gov/purchasing-contracting/dekalb-first-lsbe-program

http://live-dkc.pantheonsite.io/sites/default/files/dekalb_county_purchasing_policy.pdf

If you’ve never tried any of the above links, today is 
the day to start that Researching, Reading, and 
Responding.
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