
LIMITED SOLICITATION

The “limited solicitation process” permits an agency to make purchases of services between $5,001 and $25,000 and purchases of supplies between $5,001 and $50,000, with only limited competition. This option is designed to be an intermediate step between "small purchase" procedures and the formal Invitation for Bid or Request for Proposal. A second objective of limited solicitation is to increase purchasing efficiency by allowing field and program staff to process most of their own procurements.

This procedure requires a minimum of three written or oral quotations, if available. The limited solicitation procedure must be documented, using either the Limited Solicitation Summary Sheet for quotes obtained by phone, or the more formal Limited Solicitation Form for written quotes. Registered users of the State’s eMACS system have the ability to search by commodity for a list of registered vendors that may be able to supply the goods or services. For assistance, please contact the State Procurement Bureau at 406-444-2575 or emacs@mt.gov. 

This method does not apply to controlled items purchased through term contracts, requisition time schedules, the Montana eMarketCenter, or Print & Mail Services, unless specifically provided in the individual agency's delegation agreement.

See section 18-4-305, MCA, and ARM 2.5.603.
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	USE FOR PHONE QUOTES



LIMITED SOLICITATION SUMMARY SHEET - ($5,001 - $25,000 for Services, $5,001- $50,000 for Supplies)
This purchase is being conducted under the authority of section 2.5.603 of the Administrative Rules of Montana (ARM) and section 18-4-305, Montana Code Annotated (MCA). Purchases meeting the limits established in 2.5.603 ARM are considered eligible for a “limited solicitation” process. Reciprocal preference is not applied to purchases using the limited solicitation process. Agencies must identify all information for the items or services being requested, such as the manufacturer and model number, delivery and/or shipping requirements, and ending date for receipt of quotes. This information may be read to each vendor over the phone or provided in written form. All supporting documentation must be kept with this form.








Agency/Division: 			Date: 	

Procurement Official: 		F.O.B. 	

	
PRODUCT DESCRIPTION:








REQUIRED DELIVERY DATE: 	
	
BRAND/MODEL:



	
VENDOR NAME


CONTACT PERSON


PHONE/FAX #


FEDERAL I.D. #
	










	

	


	QUOTE PRICE
	



	

	


	AWARDED TO/
P.O. #
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	USE FOR WRITTEN QUOTES

	
State of Montana
LIMITED SOLICITATION FORM

Department of
	
(name)
	Solicitation Number: 	

Solicitation Title: 	

Agency Contact: 	


	Limited Solicitation is an informal procurement method for purchases of services between $5,001 and $25,000 and purchases of supplies between $5,001 and $50,000. This process is authorized by section 18-4-305, MCA, and ARM 2.5.603.

	
Company Name: __________________________________________________

Address: ________________________________________________________
                ________________________________________________________

Phone Number: __________________   Fax Number: ____________________

Federal Tax ID Number: ____________________

Responses to this solicitation will be accepted by ___________________________ (agency) at 
________________________________ (address) until _____________ (date) at 
__________ (time).


	

	Description of items/services: include purpose or use of product, description, including any performance or design requirements, brand names, delivery requirements, etc. (As needed, include standard statements on insurance or worker’s compensation requirements, etc. Use extra sheets as necessary.)










Price: $___________________________

Vendor Signature: ________________________________________

Additional vendor information attached: Yes ______  No ______

	SEE STANDARD TERMS AND CONDITIONS ON BACK
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[bookmark: OLE_LINK1]Insert the most recent Standard Terms and Conditions located at: http://emacs.mt.gov/AgencyProcurementForms.  

If a contract or PO is attached to this Limited Solicitation delete clauses from the Standard Terms and Conditions that are duplicates of those included in the contract or PO.
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