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RFPRFPRFPRFP
RFP is asking you to specify how you would solve the problem and how 
much you would charge for implementing your solution.

You would issue an RFP when you know what you would like to 
accomplish, but aren’t married to any particular technology or 
implementation.p

For example, your requirements might be:

N d t bl ti t» Need a stable operating system
» Need web‐based e‐mail
» Need a relational database that supports transactions
Issuing a request such as this would solicit different proposals.
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UnderstandingUnderstanding

“Professional Services”Professional Services
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WikiPedia

Professional services are infrequent, technical, or unique 
functions performed by independent contractors or consultants 
whose occupation is the rendering of such serviceswhose occupation is the rendering of such services. 

Examples of professional services contracts include: accountants, 
actuaries, appraisers, architects, attorneys, brokerage firms, 
b i lt t b i d l tbusiness consultants, business development managers, 
copywriters, engineers, law firms, physicians, public relations 
professionals, recruiters, researchers, real estate brokers, 
translators, software engineers and web designers. , g g

While not limited to licentiates (individuals holding professional 
licenses), the services are considered "professional" and the 
contract may run to partnerships firms or corporations as well ascontract may run to partnerships, firms, or corporations as well as 
to individuals.
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Fair and Open ProcessFair and Open ProcessFair and Open ProcessFair and Open Process
The Law defines the term “fair and open process” as follows: "fair and open 
process" means, at a minimum, that the contract shall be: publicly advertised in 
newspapers or on the Internet website maintained by a public entity in 
sufficient time to give notice in advance of the contract; awarded under a 
process that provides for public solicitation of proposals or qualifications and 
awarded and disclosed under criteria established in writing by the public entity 
prior to the solicitation of proposals or qualifications; and publicly opened and p p p q ; p y p
announced when awarded. The decision of a public entity as to what constitutes 
a fair and open process shall be final. (N.J.S.A. 19:44A‐20.7)

In practical terms, the minimum requirements of a fair and open process are:
• P bli l d ti d ( ith ti ll i OR t d th• Publicly advertised (either conventionally in newspapers OR posted on the 
entity’s website) with “sufficient time to give notice,” and
• Awarded under “a process that provides for public solicitation of proposals OR 
qualifications,” and
• Established on the basis of an award and disclosure process documented in 
writing prior to any solicitation, and
• Publicly opened and announced when awarded.

Guide To The “New Jersey Local Unit Pay-To-Play” Law
Department of Community Affairs
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Fair and Open ProcessFair and Open ProcessFair and Open ProcessFair and Open Process
The requirement of “sufficient time to give notice” is met at a minimum by the 
standard for newspaper publication of bids; 10 calendar days. This applies for 
either newspaper or web site advertising.

The notice should include:
• a description of the requested goods or services;
• the time, date and place proposals must be submitted;, p p p ;
• contact information for obtaining the proposal document;
• the name of the agency requesting the proposal; and,
• a statement that the proposal is being solicited through a fair and open 
process in accordance the N.J.S.A. 19:44A‐20.4 et seq. (or 20.5 if a municipal 

tit )entity).

For notices placed on web pages, the agency’s home page must either provide a 
direct link to information on contracts being solicited, or there must be a link to 
a page where such contracts are listed. Such links must be sufficiently 
prominent and clear to the user and not disguised or inartfully labeled.

Guide To The “New Jersey Local Unit Pay-To-Play” Law
Department of Community Affairs
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Online DemoOnline Demo
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January 1, 2006, “Pay-To-Play”

The Law affects how all municipalities and counties, local authorities, including 
fire districts, and all their subsidiaries, boards, commissions, and agencies 
(together, referred to as agency or agencies in this handbook) award contacts 
in excess of $17 500 for goods and services It affects all agencies subject toin excess of $17,500 for goods and services. It affects all agencies subject to 
the provisions of the Local Public Contracts Law.

The Law reflects the following principles for contracts having an anticipated 
value in excess of $17,500*:

A municipal or county government agency cannot award a contract without 
using a fair and open process if the contractor…

i ib did i li i l i…is a contributor to a candidate committee or a political party committee 
where a member of the party is serving in an elective public office of that 
municipality or county, and, either...
…made “reportable” contributions (those in excess of $300) during the year 
prior to the award and/orprior to the award, and/or…
… makes contributions during the life of the contract.
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Practical Solutions…Practical Solutions…

D ’ d D ’tD ’ d D ’tDo’s and Don’tsDo’s and Don’ts
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Do’sDo’s
• Make sure your email address contains an email signature
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Do’sDo’s
• Create Microsoft Outlook inbox folders and rules
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Do’sDo’s
• Require all questions be in writing and respond to all vendors.
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Don’tsDon’ts
• Copy an RFP, RFQ or Bid Specification  from another Municipality.



Pitfalls and Practical Solutions Pitfalls and Practical Solutions 
to Developing Specificationsto Developing Specificationsto Developing Specificationsto Developing Specifications

Don’tsDon’ts
• Allow an existing vendor or potential vendor to supply a draft RFP.
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Don’tsDon’ts
•Publish an Official Document in any other format other than .PDF
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Final ThoughtsFinal Thoughts
• Submit Notices to online professional bid companies.
• Keep a directory of past bidders by categoryp y p y g y
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