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Open Procurement_INFO_Template_v03.docx and save as  

IMSAGLOBAL\Procurement\Shared Procurement Cases\Houston, Bob\Uniforms INFO 2018_MM_DD.docx 

Update the title and header in INFO 

Procurement Documentation 

Uniforms INFO 2018_MM_DD 

 

Procurement Item: ___Uniforms for Security Officers_____________________  

 

1. IPHEC Contract Search (no Key Word Search Function) 

https://tinyurl.com/IPHEC-Contract-Search On the Home page, choose Opportunities drop down “Awards” 

 

Print Screen and paste to INFO 

Scroll down the page to find “Uniforms”.  Click on Description link or MORE + to open. 

 

Print Screen and paste to INFO 
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If “Extended to Other Community Colleges” is “YES”, click on vendor(s) name link for contact info. 

 

Print Screen and paste to INFO 

Repeat for all contracts  

Note: If a contract is included you still have to open the contract and look for the exact item you need.  If no contract 

attached contact the vendor. 

Write summary in INFO 

IPHEC RESULT:  

Search Term(s): uniform 

Result:  Found janitorial uniforms but not security 
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2. MASTER CONTRACT SEARCH using Key Word  

https://tinyurl.com/State-Master-Contract-Search 

 

Search for “Uniforms”

 

Print Screen and paste to INFO 

Open the contract number 
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Look for “SWC – Statewide Contract” in the Agency field indicating this contract is open to everyone. 

(Ignore the R0 indicator)

 

Print Screen and paste to INFO 

Repeat for all contracts 

Note: If you can order, you still have to open the contract and look for the exact item you need or contact the vendor.  

Best to save as a PDF and then use the “Find” Tool 

Write summary in INFO 

SMC RESULT:  

Search Term(s): uniform 

Result:  No Master Contracts found that we can order from 

 

2. ICI Illinois Correctional Industries 

 Check the Mandatory List first found at: 

 IMSAGLOBAL\Procurement\Higher Education\06 FAQs Notes and Updates\CPO Notice 2017.04 

Illinois Correctional Industries List Effective April 3 2017.pdf 
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Scroll down past the Memo portion to find the table of items 
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Use the Edit  Find feature of Adobe Reader to search 

 
Print Screen and paste to INFO 

 

 

Then search the Full Search Catalog 

https://tinyurl.com/ICI-Full-Catalog 

Search for “Uniforms”, if no results try “uniform” 
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Print Screen and paste to INFO 

 

ICI RESULT:  

Search Term(s): uniform, uniforms 

Result: Found janitorial uniforms but not security 
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3. IPG DATABASE SEARCH which includes Small Business Set-aside Program  (SBSP) vendors 

https://tinyurl.com/IPG-Vendor-Search 

Enter uniforms in NIGP search 

 

 

Add Uniforms, Blended Fabric , Uniforms, Cotton, Uniforms, Synthetic Fabric, Uniforms, Wool and Woolen Blends 
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Click Finished 
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Go to the bottom and click “Search” This will get all registered vendors including SBSP 

 

  

 

 

 



Demo Procurement Process Search Aug 2018_v5  11 

 

Print Screen and paste to INFO 

Click “To Excel” 

Save as “Uniforms_Registry_2017-MM-DD.xls” 

 

Print Screen and paste to INFO 

 

 

SBSP RESULT:  

Search Term(s): Uniforms 

Result: Uniforms_Registry_2017-MM-DD.xls 
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4. BEP VENDOR DATABASE SEARCH  

https://tinyurl.com/BEP-Search  

    

 

Click BEP and/or VBP Certification Directory 

 

Same as SBSP - Enter Uniforms in NIGP, Add NIGP codes, Finished, search 
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Print Screen and paste to INFO 

Click “To Excel” 

Save as “Uniforms_Directory_2017-MM-DD.xls” 

 

 

Print Screen and paste to INFO 

BEP RESULT:  

Search Term(s): Uniform 

Result:  Uniforms_Directory_2017-MM-DD.xls 
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5. Actions/Notes:   

Open IMSAGLOBAL\Procurement\Higher Education Folders\02 Forms and Templates\ 

Request_for_Quote_IMSA_CommoditiesTemplate_v01.docx 

OR 

Request_for_Quote_IMSA_Services_Template_v01.docx 

 

Click “View”, select “Edit” 

Enter Specification Data  

Save as “Uniforms_Request_for_Quote_2017_MM_DD.docx” in your procurement folder. 

Also save or print as a PDF that you will send to the vendors. Why? – because not all vendors will have microsoft word but they 

can all read  a PDF 

 

Quote attachment:   Uniforms Request for Quote 2017_MM_DD.docx 

Open IMSAGLOBAL\Procurement\Higher Education Folders\02 Forms and Templates\ Email_Body_Template_v01.docx 

And edit/add  the date and time and your signature block  (Note you can also use the Zimbra – Options – Signature feature to 

add your contact info if you have that set up) 
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Open the two spreadsheets 

Open Zimbra, click New Message 

Enter a good Subject “Purchase Security Uniforms” 

Copy and past your Email Body 

Put yourself in the “Address To” line 

Attach your Uniforms 2017_MM_DD Request for Quote.pdf 

Click on “Show BCC” 

From the spreadsheet(s) copy and paste the emails addresses into the Bcc: Line 

(Zimbra will remove duplicates if the same email apears in both spreasheets) 

You can add other non-preferred vendors emails if you wish 

Send 

Open the sent file and capture the screen  (Be sure to capture the Sent message to show the Bcc’s) 
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Screen shot of the Email(s) Out: 

 

Print Screen and paste to INFO 

 

Response Attachment(s) or Screenshot(s): 

If you receive 

Emails,  screenshot here or print them as a PDF and put in your procurement file and add the file name here 

Hardcopy US Mail  or FAX – scan/print them as a PDF and put in your procurement  file and add the file name here 

If only a verbal response, ask for something in writing 

 

Notes: I received 6 responses 

 

6. Bid/Quote Tabulation  Recommention 

Create your own spreadsheet and save as:  

Uniforms_Tabulation_2017_MM_DD.xlsx 
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Final Recomendation: Place the order with ServiceWear Apparel, Inc. because they are 11% cheaper. 

Add file names of waivers, exemptions etc. here if applicable. 

Uniforms_Internal_waiver_2017_MM_DD.docx 
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Final Results in my Procurement Folder (Plus quotes and proposals  from vendors) 

 

 


