VENDOR
GUIDE

Prepared by:.
Escambia County Office of Purchasing

 VWERNN\\\



TABLE OF CONTENTS

Purchasing Overview

About the Office of Purchasing, Contact Information, and Purchasing
Mission Statement

Purchasing Thresholds

A breakdown of Purchasing Thresholds & How they are handled by
Escambia County Office of Purchasing

Vendor Registration

How to Register in OpenGov, Subscribe to Notifications, Set
Commodity Codes, etc.

Form Guidance

Vendor Submissions Overview & Expectations, Commonly seen
mistakes, Sample Request for Proposal Submission Format, and tips
for a successful bid or proposal submission.

Local Preference & Small Business Enterprise

Overview of Local Preference in Bidding for Invitations to Bid

Intent to Award & Purchase Orders

Steps to obtaining a Purchase Order through formal Solicitation or
informal quote process

Supplier Excellence Academy

Learn more about Upcoming Webinars & In Person How to Do
Business Workshops with Escambia County.




OFFICE OF PURCHASING
OVERVIEW

The Office of Purchasing is in
Downtown Pensacola, Florida.
Escambia County utilizes a
electronic bidding portal for all
projects, quotes, and
solicitations. This system is free
for vendors to register in. Our
office is comprised of a number
of purchasing professionals who
are able to assist with vendor
questions related to OpenGov,
registration, and our purchasing
process.

MAIN LINE
850.595.4980
ADDRESS:

213 PALAFOX PLACE
SECOND FLOOR
PENSACOLA, FL 32502

MISSION STATEMENT

To provide efficient, responsive
services that enhance our
quality of life, to provide high
quality goods and services to
county departments and citizens
in an efficient and effective
manner, while maintaining the
highest standards of ethical
conduct and professionalism.
This mission is achieved by
ensuring transparency, fairness,
and accountability in all
procurement activities as we
work to obtain the best value for
taxpayers while promoting
healthy competition, supporting
local businesses, meeting
common needs, and promoting
a safe and healthy community.

PURCHASING@MYESCAMBIA.COM



PURCHASING THRESHOLDS

ESCAMBIA COUNTY USES BOTH INFORMAL & FORMAL
PURCHASING PROCESSES DEPENDENT UPON COST OF
SERVICE OR GOOD ANNUALLY.

$4,999 or Department will obtain at least 1
less written quote and submit a PO
request to Purchasing or process via

annually Purchasing Card

$49,999.99 Department will obtain at least 3

or less written quotes (OpenGov or via Email)

annually

and submit a Purchase Order Request
to Purchasing

A formal solicitation must be conducted
Over in OpenGov by Purchasing, and then
$50,000.00 approved by Board of County
annually Commissioners to be awarded by
Purchasing

VENDORS MUST CONTACT PURCHASING FOR ALL QUESTIONS
RELATED TO ACTIVE FORMAL SOLICITATIONS NOT THE DEPARTMENT!

PURCHASING@MYESCAMBIA.COM



VENDOR REGISTRATION

Escambia County Utilizes OpenGov for our Electronic Bidding Platform. This platform
is free for vendors to register in & allows you to set up a company profile that's
searchable by the agency & the departments for quotes, and registers you for
notifications for projects that relate to your designated commodity code.

Navigate to www.myescambia.com/our-services/purchasing/vendor-registration

MyEscambia Home / Office of Purchasing / Vendor Resources

Escambia County encourages local, small, women-owned, and minority-owned businesses to register as vendors with the county.

Businesses registered on OpenGov have an immediate advantage in acting on any advertised bid solicitations that fit the descriptior
their business. There is no cost to register as a vendor on OpenGov. Once you have registered, you will be able to moniter the onlin

Create your OpenGov Account in the next steps:

() OPENGOV

PROCUREMENT

Sign up with just an Email!

We'll send you an email to activate your account

Already have an account?

By dlicking "Sign Up" you agree fo our Terms and Privacy Policy:




VENDOR REGISTRATION

You will then be asked to complete your account information for setup, walk through the
prompts in OpenGov.

() OPENGOV =

PROCUREHENT

Navigate to Company Profile

Account Information oncc.e you've create.d your account & fill in the
details for your business such as NIGP codes &
[ Certifications for Small Business
First Name
- . ‘

This field is required

Last Mame
Company Name
Company Phone Number

Add Ext.

() Outside the United States & Canada?

< Previous Next >

NIGP Codes help ensure you will receive only solicitations and quote requests that fall
under your line of business. The current list of NIGP codes can be found by clicking here.


https://myescambia.com/docs/default-source/upload/purchasing/nigp-code-list.pdf?sfvrsn=64916c6b_1

VENDOR REGISTRATION

After you've completed your profile setup you will be available to view the OpenGov Portal
for Escambia County.

https://procurement.opengov.com/portal/escambiacountyfl

Example Below:

@ OPENGOV Projects  Intake  Contracts ‘ + New ‘ Dashboards ~  Analytics ~  Calendar & AR ~
PROCUREMENT —

Procurement Portal

Projects  Calendar
All Departments Active
Advanced Search
Project Title ProjectID Addenda Release Date Due Date
Escambia County GEl Services for the Ferry Pass Gommunity Genter - Site Improvements Project PD 23-24.028 1 110/2024 21612024
Pensacola, FL
All dates and times in Central Time
Wilson Robertson Boat Ramp Landscaping Contract Wilson Robertson Boat Ramp 01-08-24 0 111012024 21912024
=+ Subscribe
Innerarity Point Park Landscaping Contract Innerarity Park 1-8-24 0 11102024 21912024
Questions?
Fmerald Shares | anscanina Contract Fmerald Shores 01-08-74 0 1/10/2024 21917074

You should now select “Subscribe” on the left side of the Portal to Subscribe to Escambia
County solicitation notifications.

OpenGov Support Tools:

If you have any difficulty navigating OpenGov you can check out their support tools &
video references below:

https://opengov.my.site.com/support/s/article/ca6d1285-1e48-4a21-bb0d-
715edb7794ed

In this portal you will find videos for submissions, Q&A Portal, Acknowledging Addenda, and
updating your company information should you need it.



https://opengov.my.site.com/support/s/article/ca6d1285-1e48-4a21-bb0d-715edb7794ed
https://opengov.my.site.com/support/s/article/ca6d1285-1e48-4a21-bb0d-715edb7794ed

FORM GUIDANCE- VENDOR
SUBMISSION CHECKLIST

IMPORTANT

Every solicitation in OpenGov for Escambia County has a
Vendor Submission Checklist that needs to be completed in
accordance with the Solicitation Requirements (Scope of Work
details), this includes any required forms, grant requirements,
or requests for certifications from the department.

These forms must be downloaded, completed, notarized or
signed where indicated, and uploaded to your submission
packet.

It's important to note Bid Forms for Invitations to Bid cannot be
modified in any way, and that only Request for Proposals &
Requests for Letters of Interest allow room for negotiation.

Generally the last checklist item is your bid submission or
proposal package - you can upload ALL your forms & your
submission merged into one file.

The recommended file type for submissions is PDF.
Word is accepted if needed, and Excel for supporting
documents.




FORM GUIDANCE- VENDOR
SUBMISSION CHECKLIST

33. Vendor Submissions

All forms downloaded in this section must be uploaded with your submission

1. | certify that | have read through the attached solicitation and | underztand all materials provided.

() Yes
() Ne

2. Contract Execution and Certificate(g) of Insurance**

The contract shall be execuied by the successful bidder and shall be returned, with the Cerificate(s) of Insurance
execufion. Failure to do so shall be just cause for forfeiture of the proposal guaranty.

Fleasze confirm

*Response required

3. References Form

Please download the below documents, complete, and upload.

[ REFERENCES_FORM pdf

4, Deletion of Records Form

Deleted and Destroyed Documents Letier

PD PD 23-24 028 Security Services for the Ernie Les Magaha Government Building

To the Escambia County Office of Purchasing

Cur firm recently received an Invitation to Bid on the above-mentioned specification.

We hereby acknowledge and cerify thal cur company has destroyed/deleted any digital downloaded copies of the
exempt from the Public Record Law and all of the information, whethear originals or duplicated, shall be destroyedh

Fleasze confirm

5, E-Verify Certification

Plea=ze download the below documents, complete, and upload with your proposal submission.

(Y E-Verify.pdf




FORM GUIDANCE- VENDOR
SUBMISSION CHECKLIST

7. Conflict of Interest Form

Please download the below documents, complete, and upload with your proposal submission.

5 Conflict_of_Interest pdf

&. Drug-Free Workplace Form

Please download the below documents, complete, and upload with your proposal submission.

5 Drug_free_workplace. pdf

9, Information Sheet for Transactiong and Conveyances Corporate ldentification.

Please download the below documents, complete, and upload with your proposal submission.

L5 Infermation_Sheet. pdf

10. Scrutinized Companies Certification

Please download the below documents, complete, and upload with your proposal submission.

5 Scrutinized_Companies. pdf

11. Certificate of Authority to do Business from the 3tate of Florida { SunBiz)*

The person listed as the contract signature authority must be listed on Sunbiz registration for FEIN provided. Upload you

() Yes
() Mo

*Response required

12. Copy of current Required Insurance declaration page with Ezscambia County named interest or, Letter of Insu

Upload with your proposal

() es
() Mo
*Response required PLEASE UPLOAD

ALL FORMS IN
Please upload as a parf of your submission package ONE PACKAGE
o WITH
Do | YOUR
Response required SUBM|SSION

13, Current W-9*

14. Proposal Package*

Enter your proposal in the formal required by this solicitation.

*Hesponze required




FORM GUIDANCE- SIGNED BID FORMS
INVITATION TO BID

BID
FORMS
MUST BE
SIGNED

SIGH AND RETURMN THIS FORM WITH YOUR BID*

SOLICITATION, OFFER, AND BID FORM
Submit Offers to: ESCAMBIA COUNTY, FLORIDA
Escambia County OpenGov Procurement System Invitation to Bid
Southwest Pond 5Spillway & Retaining Wall
Project

Project List opengov.com)

Solicitation Number PD 23-24.025

POSTING OF SOLICITATION TABULATIONS

Solicitation tabulations with recommended awards will be posted for review by interested
parties at the Escambia County Office of Purchasing and will remain posted for a period
of two (2) business days. Failure to file a protest in writing within two (2) business days
after posting of the solicitation tabulation ghall constitute a waiver of any protest relating
to this solicitation. All protests must be filed with the Escambia County Office of
Purchasging. Protests will be handled according to the Escambia County Purchasing
Ordinance.

OFFER (SHALL BE COMPLETED BY OFFEROR]

Delivery Date will be 30 days after receipt of purchase order

Person to Contact Concerning this Bid: Peter Gaddy Reason for No Offer
Firm Mame: Gulf Manne Construcbon, Inc.

City, ST, & Fip: Pensacola, FL 32505 Bid Bond Attached:
Phone: | ) E50-B18-7806 & 5% bid amount
Toll Free: | |

¥.
[(Hame and Title of Person
Authorized to Sign Offer)

Fan: | ]

| certify that this offer s made without prior understanding, agreement
connection, with any Corporation, firm or person submitting an offer for the
materials, supplies, or equipment, and is in all respects fair and without coll
fraud. | agree to abide by all conditions of this offer and certify that | am a
to sign this offer for the Offeror and that the Offeror 5 in compliance
requirements of the solicitation, including but not lmited to certifcation
requirements. In submitting an offer to Escambia County Florida, the Offeror
that if the offer is accepted, the Offeror will convey, sell, assign, or tra
Escambia County Florida all rights title and interest in and to all causes of action it mi
now or hereafter acquire under the Anti-trust laws of the United States and the State
of Florida for price fixing relating to the particular commeodities or services purchased | pinding s offer shall
or acquired by Escambia County Florida. At the County’s discretion, such assignment | resuit in the Bid being rejected
shall be made and bacome effective at the time the County tenders final payment to a5 nen-responsive.

the Offeror.

f..r ' ! )
oraed | , /it 7 L
Signature of Person Authorized
to Sign Offer
1o (Original Signature Required)

LOT1 LOT 2
Option 1 $240.347 Retaining Wall § NO BID PRICING TABLE
Option 2 $287.123 TOTALS MUST

MATCH TOTALS
ON BID FORM

(EMD OF BID FORM)




FORM GUIDANCE- INFO SHEET

The individual your agency submits as the “Name of Individual who will
sign the Instrument on behalf of the Company” on Page 2 of the
Information Sheet in the Vendor Submission Package MUST be the Vice
President or President registered in SunBiz OR you must include a
corporate resolution of Authorized Signers/Signature Delagatory signed
by someone who is listed on the Sun Biz registration.

Purchasing will not be able to issue a contract arising from a
solicitation without this information matching or the signed Corporate
Resolution.

Upon Certification of Award, Contract shall be signed by the President or Vice Preside
other officer shall have permission to sign via a resolution approved by the Board of Dire
behalf of the company. Awarded Contractor shall submit a copy of the resolution toget
the executed Contract to the Office of Purchasing.

Name of Individual Who Will Sign the Instrument on Behalf of the Company:
David Stejskal

(Spelled exactly as it would appear on the instrument.)

Title of the Individual Named Above Who Will Sign on Behalf of the Company:

Vice President

Drvision of

Sunpiz, > CORPORATIONS

Title VP

Department of State / Division of Corporations / Search Records / Search by Entity Name /

Previous On List Mext On List Return to List Jacobs Engineering | StEjSkEIl: D'El‘l."ld

= PSRBT
Pensacola, FL 35202

Events  Mame History

Detail by Entity Name

Foreign Profit Corporation

JACOBS ENGINEERING GROUP INC. Title Autharized Representative
Filing Information

Document Number P13217

FEVEIN Number 95-4081636



FORM GUIDANCE- SAM.GOV

Projects involving Federal Funds or Grant Funding will require proof of registration in
Sam.Gov. Registration in Sam.Gov is free and once completed should look like the below.
121923, 207 PM SAM, gav

Proof of Registration with Federal System of Award Management ¢\ Information

JACOBS ENGINEERING Active Registration
GROUPINC

Unigue Entity 1D CAGE/NCAGE Expiration Date
MKCAUUG2K7H6 3T810 Aig24, 2024
Physical Address Mailing Address
[ [
Dallas, Texas Dallas, Texas
T5201-3136, United States 75201-3136, United States

Purpose of Registration
All Awards

Version

Current Record

BUSINESS INFORMATION

Doing Business As URL . .

(blank) (blank) Registration Dates

Division Name Division Number

(blank) (blank) Activation Date Initial Registration
Date

Congressional District  State/Country of Sep 1'_1'0_13 AugT. 2001

Texas 30 Incorporation Submission B

Delaware, United Date

States Aug 25,2023




FORM GUIDANCE- RFP/RLI
SUBMISSIONS

Vendors interested in responding to a Request for Proposals or Request
for Letters of Interests should review the Scope of Work for the
Solicitation for Submission Format carefully when preparing your
proposal.

The scope outlines a specific format the Selection Committee wants to
see your submissions in, and not following this instruction could result in
a lower score from the scorer if information is missing, unclear, or difficult

to find.

Sample RFP Format Guidance:

2.2.  Submission Format

Submissions will be in the following format.

Tab 1. Adequacy of Personnel to Perform Scope of Services

Proposer must provide the security officer job descriptions used to recruit security officers. Proposer
must also describe the method by which the Proposer ensures its security officers meet the physical and
other requirements to perform the services contained in the RFP at all times.

Tab 2. Qualified Staffing and Supervision

All personnel used by the Contractor must have a State of Florida Security License, excluding
administrative staff used by the Contractor. Proposer must submit the specific security officers and
supervisor(s) to initially be used in this contract, along with their resume/experience and Security License
information. Proposer should also include the policies and procedures in place within its company to
respond to emergency and non-emergency situations in buildings that it provides services to.

Tab 3. Staffing Level Guarantee

It is mandatory that the Contractor always have two security officers available. Realizing that employees,
including security officers, will have vacations, training days, sick days, etc., Proposer must describe —in
detail, including breaks allowed during a shift — how it will always have security officers available at all
required times.



LOCAL PREFERENCE & SMALL BUSINESS
ENTERPRISE

Escambia County encourages local, small, women-owned, and
minority-owned businesses to register as vendors with the county.
Please refer to Sec. 46-110.-Local Preference in Bidding to read
through the Escambia County requirements and definitions.

Escambia County adopted a Small Business Enterprise Ordinance
(sec_46-111) in July 2014 to establish a Small Business Enterprise
program with the purpose and intent of providing the maximum
opportunity for increased participation of qualified small businesses
in the county’s procurement processes.

You should also ensure you self-certify any Small Business
Designations your business qualifies for within OpenGov under
Company Profile when creating your account as outlined in the
Vendor Registration process. Local Preference only applies to
Invitation to Bid processes.

We encourage any interested vendor register in OpenGov for any

future bidding opportunities, and to monitor the Escambia County
Purchasing Page for changes to available resources.

https://myescambia.com/purchasing



https://library.municode.com/fl/escambia_county/codes/code_of_ordinances?nodeId=PTICOOR_CH46FI_ARTIIPUCO_DIV3PR_S46-111SMBUENPR
https://myescambia.com/purchasing

INTENT TO AWARD & PURCHASE ORDERS

Steps for the Intent to Award process

for Solicitations:

* Purchasing prepares and obtains
vendor agreement

* Department requests Board
Approval

e Purchasing receives fully executed
agreement post-approval

* Fully executed agreement sent to
vendor and department for final
contract documents

* Vendors have 10 days to provide
remaining required documents

e Department issues notice to
proceed and sends vendor
executed Purchase Order

* Department handles payment
inquiries after PO issuance

Steps for PO Issuance for Quotes:

* Department submits quotes and
requisition to Purchasing

* Purchasing sends PO to
Department

e PO issuance to Vendor by
Department

Important to note-
the Department
sends the vendor the
signhed purchase
order received from
Purchasing in all
instances. All
inquiries after PO
issuance should be
routed to the
department
requesting the
service.



SUPPLIER EXCELLENCE ACADEMY

Escambia County has officially launched the Escambia
County Supplier Excellence Academy to help vendors stay
educated, and informed on formal solicitation processes,

expectations, and best practices.

The Supplier Excellence Academy will be held monthly (with
the exception of holiday scheduling & Fiscal Year End) and
will offer 1 hour windows for webinars, lunch and learns, or in
person educational opportunities. Topics will vary by the
month.

These sessions will be recorded & posted to the Escambia
County Vendor Resources page under Purchasing.

View the Upcoming Schedule & Register now for
any upcoming webinar opportunities! R



https://www.eventbrite.com/o/office-of-purchasing-76080047323
https://www.eventbrite.com/o/office-of-purchasing-76080047323

PURCHASING
CONTACT INFORMATION

. Scan the QR Code to
@ Main Line- 850.595.4980 e

@ purchasing@myescambia.com




