GEOSPATIAL INFORMATION SYSTEMS COUNCIL

VENDOR CONTACT GUIDELINES

The following procedures are meant to provide guidance regarding meetings with vendors.  This list is not exhaustive.  Any meeting between a vendor and GIS Council members or staff with regard to Council business should be pre-approved by the Chair or her designee.

1. Review and understand all state ethics rules.  Ask questions if necessary:  every question is important, even if the answer just confirms what you think is right.
2. You can talk to a vendor in order to implement a contract that has been awarded to that vendor.  
3. Never have only one individual meet with a vendor; have at least two, one of whom should be a contracts person [one responsible for preparing the Invitation To Bid (ITB) or Request For Proposal (RFP) as distinguished from the technical people.]  
4. Whether vendors visit a state office to give a presentation or GIS Council members or staff support visit trade shows, GIS Council members or staff should never make any promises/commitments to vendors about using their product or services.   We may get educated on what is available, but nothing more. (Note that, under current ethics interpretation regarding gifts to the state, your agency may not be able to “accept” a seminar presentation from a vendor.  Check with legal counsel or the Office of State Ethics.) 

5. If a vendor is to provide substantive help to the GIS Council on a procurement, this help should be provided pursuant to a contract with that vendor and the contract must provide that the vendor shall not submit a bid or proposal.  If they help on the front end, then they cannot participate on the back end. 

6. There must only be one point of contact (one person) with vendors once it has been decided to issue an ITB or RFP.  That person is responsible for answering all questions that come in from the outside, for asking questions of vendors and for coordinating the entire procurement in general.  If the Department of Administrative Services is the contracting authority, GIS Council members or staff should not talk to any vendors at any time.   

7. No conduct of any GIS Council member or staff must ever be such that it can be construed as favoritism towards any vendor.  

8. When in doubt, consider issuing a request for information (RFI). A request for information can be as simple as a single paragraph requesting information on products or services. The RFI can be placed on the state contracting portal openly and publicly and vendors will have the ability to provide information on their products and services.
