
City of Allentown 
Procurement Process Flow

Abbreviations & Definitions
2026

COA: City of Allentown

Cooperative Contracts: A "group buying" agreement that allows multiple governments or public organizations to skip the bidding process by purchasing goods or services 
through an already established, bulk-rate contract negotiated by another agency/state.

ITB (Invitation to Bid): A formal call for Contractors or Vendors to submit priced bids for commodities and capital projects, usually awarded to the lowest priced responsible 
bidder. 

PIF (Project Information Form): A document used to gather initial details, goals and requirements for a planned project

PDGS (Pennsylvania Department of General Services): The state government agency responsible for managing government procurement, buildings and state-owned property

PennBid: An online platform used by Pennsylvania local governments and public agencies to post, manage, and receive bids for public contracts.

PO (Purchase Order): An official document issued by a buyer committing to pay a Seller for specific products or services.

Power Apps: A development platform that allows businesses to connect to data sources like SQL, Excel and SharePoint

Purchasing = Procurement

RFP (Request for Proposal): A document inviting vendors to propose a solution and cost estimate for a project, where selection is based on quality and strategy, not just the 
lowest price.

Single/Sole Source Waivers: An official “permission slip” to bypass the competitive bidding process because only one specific vendor is capable of providing the required 
product or service due to unique expertise, patents, or an emergency.
 
Expense Account 50044 & 50046: COA Professional Services GL expense accounts that trigger a mandatory Legal review for requisitions Page 1 of 8
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I.  Project Information Form (PIF) 
& Advertising Process

2026

A Department identifies a need for a 
commodity or service and completes a 

Project Information Form (PIF).

The Department completes a PIF 
and forwards it to Procurement 
with all necessary information.

Is the PIF 
complete?

Yes No

Procurement requests the 
missing information from 

the Department. The 
Department resubmits the 

PIF to Procurement via 
email.
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Procurement approves the PIF 
digitally via Power Apps.

Once Procurement receives all 
Solicitation Package information, 
Procurement drafts the ITB/RFP and 
works with the Department to 
finalize the solicitation package and 
prepare pre-bid meetings. 

Procurement logs onto the PDGS and 
inputs keywords to generate a list of 
pre-approved, certified state vendors 
that match the solicitation criteria. 

Procurement emails the official 
advertisement details to the vendors who 
match the solicitation criteria.

Procurement prepares the 
Solicitation Package, requesting all 
necessary information from the 
Department to successfully 
complete the ITB and RFP 
processes. 

Procurement uploads the completed 
Solicitation Package directly to PennBid, and 
then prepares the solicitation 
advertisement, which will be distributed to 
prospective Vendors. 

Solicitation 
process begins
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II. Bidding for Commodities, 
Capital Projects and RFP’s Process

2026

Good or service is a 
cooperative contract or 

single/source waiver.

Good or service spending 
threshold is $40,000+ .

Goods or service spending 
threshold is $0.01-$39,999.

Formal advertising, bidding 
and written contracts 

required.

Formal bid and advertising 
not required; Department 
finds quotes if not bidding 

and advertising.

Quotes or 
bidding/advertising process 
are not required. The quote 

is included in cooperative 
contract or documented 

with a single/source waiver.

Procurement posts ITB on 
PennBid.
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If Advertising and 
Bid performed

The ITB must remain open for a 
minimum of four (4) weeks on 

PennBid with a specific 2-week 
period allocated for vendor Q&A. 
If an emergency, timeline may be 

reduced to three (3) weeks.

No changes to bid 
submissions are 

permitted.

Is the required 
2-week Q&A 

window 
compromised?

Yes

No

Procurement schedules a bid 
opening and invites Controller 

(Mandatory), Department (Opt) & 
Vendors (Opt). If City Controller is 
not present, Bid opening must be 

rescheduled. 

Procurement opens all bids in 
PennBid to ensure all information is 

present. If any information is 
missing, Bidding Process must be 

restarted.

Procurement:
• Stops bidding process.
• Updates and reposts the 

ITB.
• Issues an addendum so all 

vendors are notified of 
the change.

When evaluating bids, if the second 
lowest bidder is located in Allentown 

and their price is within 5% of the 
lowest bid, then the award may be 

given to the Allentown vendor.
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III. RFP Scoring Process
2026

Procurement reviews the Technical 
and Cost proposals to ensure they are 
submitted separately and remain 
strictly independent.

Procurement submits the 
Technical Proposals to the 
Voting Committee for review.

During each evaluation meeting
• The Voting Committee discusses 

and scores the proposals.
• Members record their scores in 

Excel
• Score sheets are then uploaded to 

the RFP’s Teams channel, while 
Procurement compiles and 
maintains the official "master 
copy” in the “master file”. 

If a Voting Committee member 
leaves during the scoring process or 
there was conflict of interest, 
Procurement disqualifies the 
departed members technical and 
cost scores.

Procurement identifies the top-scoring 
Vendor, making sure the Committee 
agrees on the choice and that every 
member followed the RFP scoring rules 
correctly.
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Is the 
Committee 

divided on who 
is awarded the 

bid?

The Vendor with the highest score is 
awarded the bid.

The Committee chooses the top 
three, highest scoring vendors to 
initiate the oral presentation phase. 
If the Committee is still divided and 
have not reached a decision, 
Procurement schedules another 
evaluation.

Yes

No

After the Technical proposal, 
Procurement submits the Cost 
Proposals to the Voting 
Committee for review.
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IV. Awarding Bid for RFPs, 
Commodities,  and Capital 

Projects  Process
2026
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Procurement compiles all the bidding 
documentation for the required goods 
or services and sends it to the 
Department for review.

Procurement requests an email confirmation from 
the Department identifying the selected vendor 
and confirming the Department's agreement with 
the recommendation based on the RFP evaluation 
results or the bid tabulation sheet review.

Procurement conducts background 
checks to ensure the selected 
Vendor(s) qualify. 

Procurement and the Department 
work together to determines the 
award structure. If a high volume of 
goods/services is required, the 
contract may be awarded to multiple 
vendors utilizing a pricing hierarchy by 
line item or group. 

Procurement prepares the resolution 
for City Council’s approval. 

If City Council approves the resolution 
and Procurement receives the fully 
executed resolution, Procurement 
officially awards the solicitation and 
proceeds with the contract 
development process
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V. Contract Writing Process

2026

Procurement completes and sends the 
draft agreement to Legal for review.

Legal: 
• Approves the draft agreement and 

works through employee workflow 
for their approval.

• Legal sends the draft agreement to 
the Vendor for review and 
signature.

• Vendor signs and returns the 
agreement.

• Semi-executed contract works 
through the secondary employee 
workflow for approvals. 

• Legal verifies accurate 
documentation (bonds and COI). If 
not received, the contract cannot be 
executed.

Legal forwards the paper 
contract to the Mayor and the 
Finance Director for approval 
and signatures.

Procurement verifies the contract is 
fully approved and signed.
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Does the 
Vendor agree 
with the 90-
day window 
extension if 

needed?

Yes

Bid cannot be executed 
and process restarts.

No

The Department enters all the 
necessary contract information into 
the MUNIS Contract Module. Once 
fully filled out, the Procurement 
Sourcing Specialist is notified of the 
data entry.

Procurement writes the draft 
agreement, attaching all the necessary 
information. 
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VI. Requisition Process
2026

The Department enters all 
requisition information into 
MUNIS.

Submitter enters all missing 
requisition information into MUNIS, 
and the requisition entries go through 
approval workflows.

Procurement receives the 
requisition for final approval.

Does the 
Procurement 

Sourcing 
Specialist 
approve?

The Purchasing Agent 
receives the requisition and 
approves it.

Requisition is converted into 
a PO.

Procurement explains in 
MUNIS why the requisition 
was rejected.
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Once submitted in MUNIS, the 
requisition is approved through a 
predetermined approval queue. 

No

Yes
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VII. Emergency Purchase Process
2026

The Departments contacts 
Procurement to report the need for an 
emergency purchase. 

The Department determines target scope of 
repair needed. Once the scope of repair is 
identified, the Department contacts a qualified 
vendor to immediately perform the work.

The Vendor performs the work. If the primary 
vendor runs out of necessary supplies, the 
Department will reach out to other contracted 
vendors to secure what is needed.

After the work is complete, Procurement 
receives the quote from the Vendor. 

Does final 
cost exceed 

$0.01-$3,999 
spending 

threshold?

The Department has five (5) days to fill 
out the formal Emergency Procurement 
Waiver to justify bypassing bidding 
process and/or finding quotes. To be 
approved, the waiver must include all 
necessary information.

If the Department misses the five (5) 
day window, the emergency 
purchase cannot be justified and 
approved.

Procurement creates the PO.

Yes

No
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