Bid Protest Procedure

A protest shall be issued in writing and shall be filed with the Chief Procurement Officer. A protest
of a Request for Proposal shall be received at the Procurement Division not less than five (5)
working days before the Request for Proposal due date. A protest of a proposed award or of an
award shall be filed within ten (10) days after issuance of notification of award or issuance of a
notice of intent to award, as applicable. A protest shall include:

A. The name, address, and telephone number of the protestant;

B. The signature of the protestant or its representative;

C. Identification of the Request for Proposal or Contract number;

D. Adetailed statement of the legal and factual grounds of protest including copies of relevant
documents.

E. The form of relief requested.
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