BID AND PROPOSAL PROTEST PROCEDURE
Adopted October 12, 2004

Any actual or prospective bidder or proposer who believes they are injured as a result of a bid or
proposal posted by the City of Waco may file a protest. Only written protests may be considered. A
written protest includes a protest sent by email or facsimile to the purchasing services department of
the city.
. The protest must be in writing and delivered to the purchasing services department of the City of
Waco. The protest may be delivered in person to the department offices located at 1415 N. 4th St.,
Waco, Texas, 76707, or by certified mail, return receipt requested, to the following address:
Purchasing Services
c/o City of Waco
Post Office Box 2570
Waco, Texas 76702-2570
The department must receive the written protest within five (5) business days from the date of
receipt of notification of city staff’s bid award recommendation being submitted to the Waco City
Council for award.
The written protest must include the following information before it may be considered by the city:
(a) name, mailing address, and business phone number of the protesting party;
(b) identification of the bid or proposal being protested;
(c) a precise and concise statement of the reason or reasons for the protest which should provide
enough factual information to enable the city to determine the basis of the protest; and
(d) any documentation or other evidence supporting the protest.
The purchasing services department, in necessary conjunction with the department responsible for
the bid or proposal solicitation, will attempt to resolve the protest, including, at the purchasing
services director’s option, meeting with the protesting party. If the protest is successfully resolved
by mutual agreement, written verification of the resolution of each ground addressed in the protest
will be provided to the city manager or designee assistant city manager.
If the purchasing services department is unable to resolve the protest, the protesting party may
request the protest be reviewed and resolved by the city manager or designee assistant city manager.
. A request for the city manager’s review must be in writing and received by the purchasing services
department within three (3) business days from the date the purchasing services department informs
the protesting party the protest cannot be resolved. The request for review must be delivered in
person to the purchasing services department at the address stated above or by certified mail, return
receipt requested, to the mailing address stated above.
If a protesting party fails or refuses to request a review by the city manager within the three (3) days,
the protest is deemed finalized and no further review by the city is required.
. Applicable documentation and other information applying to the protest may be submitted by the
protesting party to the purchasing services department before review by the city manager. If the
protesting party requests a review by the city manager, such documentation will be forwarded to the
city manager or designee assistant city manager for consideration. The city manager or designee
assistant city manager may likewise notify the protesting party or any city department to provide
additional information.

The decision reached by the city manager or designee assistant city manager will be final, but the

protesting party may still appear before the city council during the hearing of the visitors session.




