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Mission Statement

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

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. 

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.

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.

MAIN LINE
850.595.4980

PURCHASING@MYESCAMBIA.COM

ADDRESS:
213 PALAFOX PLACE

SECOND FLOOR
PENSACOLA, FL 32502

PURCHASING@MYESCAMBIA.COM



PURCHASING@MYESCAMBIA.COM

PURCHASING THRESHOLDS

ESCAMBIA COUNTY USES BOTH INFORMAL & FORMAL
PURCHASING PROCESSES DEPENDENT UPON COST OF

SERVICE OR GOOD ANNUALLY. 

PURCHASING@MYESCAMBIA.COM

$4,999 or
less

annually

Department will obtain at least 1
written quote and submit a PO

request to Purchasing  or process via
Purchasing Card

Department will obtain at least 3
written quotes (OpenGov or via Email)
and submit a Purchase Order Request

to Purchasing

$49,999.99
or less

annually

Over
$50,000.00

annually

A formal solicitation must be conducted
in OpenGov by Purchasing, and then

approved by  Board of County
Commissioners to be awarded by

Purchasing

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



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

Create your OpenGov Account in the next steps:



VENDOR REGISTRATION
You will then be asked to complete your account information for setup, walk through the

prompts in OpenGov.

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.

Navigate to Company Profile 
once you’ve created your account & fill in the

details for your business such as NIGP codes &
Certifications for Small Business 

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: 

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


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



FORM GUIDANCE- VENDOR
SUBMISSION CHECKLIST



FORM GUIDANCE- VENDOR
SUBMISSION CHECKLIST

PLEASE UPLOAD
ALL FORMS IN 
ONE PACKAGE

WITH 
YOUR

SUBMISSION



FORM GUIDANCE- SIGNED BID FORMS
INVITATION TO BID

BID
FORMS 

MUST BE  
SIGNED

PRICING TABLE
TOTALS MUST

MATCH TOTALS
ON 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.



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. 



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: 



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

LOCAL PREFERENCE & SMALL BUSINESS
ENTERPRISE

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


Steps for the Intent to Award process
for Solicitations:

Purchasing prepares and obtains
vendor agreement
Department requests Board
Approval
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
Department issues notice to
proceed and sends vendor
executed Purchase Order
Department handles payment
inquiries after PO issuance

INTENT TO AWARD & PURCHASE ORDERS 

Important to note-
the Department

sends the vendor the
signed purchase

order received from
Purchasing in all

instances. All
inquiries after PO

issuance should be
routed to the
department

requesting the
service.

Steps for PO Issuance for Quotes:

Department submits quotes and
requisition to Purchasing
Purchasing sends PO to
Department
PO issuance to Vendor by
Department 



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! 

SUPPLIER EXCELLENCE ACADEMY

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
Visit Our WebsiteMain Line- 850.595.4980

purchasing@myescambia.com


