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Session 3:
Improving Your Winning
Percentage - Submitting

Effective Offers




Solicitation Types

Informal (Less than $35,000)
« Small Dollar Request (under $5,000)
« Written Request for Quotes (RFQ)

Formal (Greater than $35,000)
* Invitations for Bids (IFB)
* Request for Proposal (RFP)

Other
* Request for Qualifications (RFQu)
* Request for Information (RFI)




What is a Responsive Offer

One that is received by the City by the
specified due date and time.

One that is signed by an Authorized
Representative of the Offeror.

One that possesses certifications/ licenses
required by law and the Solicitation.

One that meets any minimum criteria listed
in the Solicitation.




What is a Responsive Offer

(continued)

One that satisfies required attendance
events (Mandatory Pre-Offer Conference)

One that returns all applicable Signed
Addendum(s) with the offer.

One that is received from a vendor who is
registered in the City’s e-Procurement
system.

One that provides all required pricing (All or
None)




Responding to Small Dollar
Purchases =

Varies by Department

Follow the format and instructions of the requestor
* Verbal Request

* Email Request

* Departmental Form

Make sure all additional cost (i.e. freight, set-up fees,
artwork, etc.) are included to ensure that the total
does not exceed the Small Dollar Threshold




Responding to Written Request
for Quote

Complete Contact information.
Awarded to lowest bidder.
Meets specifications.

List estimated delivery (ARO).

Ensure price takes into account all applicable requirements
and notes additional cost.

[f alternate is submitted, provide literature and/or
information that supports product meets specifications.

If errors/discrepancies are found in the specification,
contact Buyer for clarification prior to the due date.




THIS IS NOT AN ORDER

Request for Quotation Company Name:
RFQ number/dae ]
R F 645639 02242015 IS—
Requisition Number Clty State,ZIp:
10234916 Phone:
Buyer/Phone City of Phoenix -
Reyna Xochicale 602-495-2458 Purchasing =
Fax: 602- 53&93007 ) 251 W. Washington Printed Name:
x ; l m e Emall: Reyna.Xochicale@Phoenix.gov ath Floor Signature:
m:; bef' o:et:m AI‘: gnm' Phoenix AZ 85003 Payment Terms:
03/01/2015 Federal Tax ID:
E-Mall Address:
semest*REQUEST FOR QUOTATION"™"
sesestTHIS IS NOT AN ORDER™*""*
CONTACT BUYER WITH ANY QUESTIONS
Page: 10f 1
em MFG Delivery nl Unit Total
em Description Name /Nbr Da® | Quantity |Uni Price Price
**Quowe s may be emalled to
na.xochicale@phoenix.gov**
00010 G PLASTIC 127 X 12" NON-ZIP 4 MIL CLR 50 BX
material #: 66624023258
G PLASTIC 127X 12" NON-ZIP 4 MIL CLEAR FOR
RISONERS PROPERTY MUST BE
UPPLIED BY VENDOR 1000/BX ONLY
Instructions / Information Grand Total $
1. Delvery - Al unit prices shall be quoted F.O.B. destination and must indiude all freight chamges.
P. Payment Terms - Unless other payment terms are specifically stated by the oflercr, payment terms shall be 29% 20 days, net 30 days.
Pay ment terms offering less than 20 calendar days will not be considered in the quote evaluation process.
B. Brand Names - Acceptable ahemates will be considered uniess otherwise specified. Please prowide sufficient iterature for the
ovaluation of any akemate product offered.
K. Tax - Do net include sales or use tax in quoted price unless otherwize specfied.
E. The Cay of Phoenix Solicitation Notice, Standard Terms and Conditions are incarporated by reference to this Request for Quotation.
See haps:www phosntx govinancesitel/docunents’ standic. pdf
B. This publicaion is aralable in $he following alternative formats: Large Print. Braille, Audio-Tape or Electronic Media.
Please call (802) 262-7 181 or fax (802) 534-19G3 for assistance. TTY (602) 534-5500.
Form:Z_2H_MEDRUCO




Responding to Invitation for Bid

No exceptions are allowed
Must conform to the minimum ' D
specifications stated in the SOW

Ensure price takes into account all
requirements

 Insurance, Bond, Surety, etc.

* Fixed Pricing / Initial Contract Term

Follow all submittal instructions

* Email submission is currently not an option

* Use City provided Form (Do not change format)
* Provide Electronic media if requested

Provide additional requested material




Responding to Request for
Proposal

Address all stated Evaluation Criteria

Conform to the minimum specifications stated in the SOW
Ensure price takes into account all applicable requirements
 Insurance, Bond, Surety, etc.

* Fixed Pricing / Initial Contract Term

Follow all submittal instructions

Use City Forms "That RFP process was so fun,
Electronic media let's do it again next year "

* Number of Copies

* Follow Instructions

* Confidential information
Provide all requested material

-No One, Ever

,m. 4,

PGl

u"t"‘ ket TN




Other Solicitations

Are you

Request for Qualifications (RFQu) qualified? |

 Selection method if experience

or qualifications are the only basis for evaluation.
* Develop a Qualified Vendor List (QVL).

Request for Information (RFI)
» Develop standards or specifications.
* Develop an IFB or RFP.

Style will vary by Department

Follow the format and instructions of the Solicitation.




Hads and Tops

R ——

Familiarize yourself with the entire solicitation.

Pricing information is a matter of Public Record and is
available upon request.

Checklists are often provided to assist vendors and
ensure all required items are provided.

Be aware of must/shall/will - these words indicate
mandatory requirements.

Check website often to be aware of changes.
If unsure about requirements always ask.
Register on the Vendor Management System (VMS).




Examples

OFFER AND ACCEPTANCE:

TO THE CITY OF PHOENIX:

The Undersigned hereby offers and agrees to furnish the material and or service(s) in compliance with all terms, conditions,
specifications, and addenda issued as a result of this Request for Proposals and any written exceptions in the offer.

Arizona Sales Tax No.

Use Tax No. for Out-of State Suppliers

City of Phoenix Sales Tax No.

Proposer certifies that Proposer has read, understands, and will fully and faithfully comply with this Request for Proposals,
any attachments and any referenced documents. Proposer also certifies that the prices offered were independently
developed without consultation with any of the other proposers or potential proposers.

Authorized Signature Date

Printed Name and Title




Signed Offer and Acceptance

TO THE CITY OF PIIOENIX:

The Undersigned hereby submits its proposal offers-and-agrees-10 furnish the material and or service(s)
in compliance with MW}}_@:UHICI]! ‘GENERAL TERMS AND

CONDITIONS FORSIIIR PROPOSAL”, included in repunse (0 -specificatiens—and-uddenda
ivsed-araresulof this Request for Proposalsnd-stiv-wititearexsephoi-iithecher,

Arizona Sales Tax No _—

Use Tax No. for Out of State Suppliers —

City of Phoenix Sales Tax No s T
Proposer certifies that Proposer has rcad: - :
this Request for Proposals, any attachments and any rcfercnced documents and has made reasonable
cltorts to accurately n.spond to the RFP Response is based upon information that vou have
! our requirements as expressed in the RFP may
diﬂ'-“m\ our intended or acwual reduirements - TIIIN is vowilling to attach oc incop orate the REP
or reonse into.any_conlract that may result belweeg us - '
be construed as o rep resentation or warranty_on be loes not intend (o creale or
imply warranties of fitness for a particular purpose, merchantability,
p.mdu.alml.mn.qrﬁmcs_h_m 2 l.amlnngaﬁx.01huamcwnlalm.n*or.\,v.arra_u

'l Dm\.xds.jmdm.b,m.xnmcs toyow Yo uld no! construe. nor d
ePonse 10 be legally binding wo

~Proposer also certifies that the prices offered were independently developed without consuitation
with any of the other proposers or potential proposers.

&




[COPY

CITY OF PHOENIX
@ SECTION Y - SUBMITTAL Pracurement Divigion
251 W. Washingion Streat

th Floor
Phoenlx, AZ 35003
Phone: (602} 262-7184

Please submil one ariginal end 3 copies of the Submiital (Sectian V) Pleage suhmit only Saction V, do
not submit 8 copy of tha antire IFB document. This offer will reman in effect far 3 period of 120
talendar days from the bid opening date and & imeveeabla unfess & is in he City's hest interest 1o do =a.

1 BID PRIGE AND DELIVERY SCHEDULE

Note: Prices offered shall not incrode applicabie stats and locsl laxes. The clty will pay al

appllcable faves, For tha pu [ dete the | t cost, th ill not tax
mto conglderalion. Taves musl ba lisled 25 a saparale ittm an all invp|eas
Delvery
Kem | Manufeciurer & ProductNo, | Quenlity | Calendsr Uni Price Total Price
No. Days ARO Excluding Tax Exciuding Tax
1 | Straamlight Surwnvor LED 1000 § les [5§ .
Alealine Model - Ot ’ N AT
Modeldo0sd0 N4 4T AT
2 | Streamfight 484 Lrx Div { 400 3 EE K
vith Wiplta LED and Akanne nr o - o
Wodel $68502 Ny IR
3 | Streamiight Rubber Hetmet 0 § . . ea |3 .
Sirap, Moge! #3075 o Y (el d”
4 | Gear Kesper, 3mall Flashlight 200 § feg {5
Retractor with Hegy Duty e s N -
Snap Clip Model #RT2-4412 io Dl He Bk,

r PAYMENT TERMS




Exceptions
Bid: City of Phoenix

Bid # IF5 (D

Pricing:

Pricing Is good until March 1%, 2014. If manufacturer has price increase then s

BN il have to pass on increase. We do not have confirmation that there will be a price
increase on these items,

Estimated Delivery:
21-30 days ARO

Warranty:

_does not warranty or repair any products, All warranty and repair work is

done through the manufacturers only. The agency must contact each manufacturer directly for any
warranty or repair issues. (|| | RS il 2sist in contacting the manufacturer,

If you have any questions or you are in need of additional information, please contact:




RN\ G| N AL-

CITY OF PHOENIX X QD l’c a& Py”tiny

Procurement Division

3 251 W. Washinglon Street = g
&th Floor al reﬁ({‘( s
Phoanix, AZ 85003

Phone: (602) 262-7181 (Q"&, ded 03 O\,\(}CD Ui’t{'
(nclmded - ?\(‘i'Cf@

a— ¢ Fop Deliverad
*

i producs listed below are to be considered o Y 4% “HES
e which product eodes 1o bid and shas il i Factoly R{\.’\f\'mUlf\’\ q%ﬁs)\/\hp .
afe lisrest O .
Description Prod # Sizes Quantity of one (1) sach .

34" wide, 17" long. Plaslic swivel hook, 3i4" wnde, 17 \ s
_lvarious colors. wfgginhd logo A jlong 3 2 ] 2 q pne cc lor ywn P'r" Vd’ - mﬁ“l
100% Colton, Various colors, 15 02 A - Pk ahe color 1(‘1["(1.\’]%" towiels

minimum, wi printed logoe 24", 30" x B0 . c

Ciip-on pedomtier wiprinted logo NIA A s ‘)_ "7 3 ene celol taphint - V"lc“;&"
— - -7

280z Polycarbonate Alternate Water Bottle, [L28 Moz 85" | of 7~ pne coker vmerad - L =<

1602 color achyiic outer shell impnnied ‘ ) et T

Travel Mugs. Acrylic insulated inner iiner,_|™'* — g 562 enecelof Wipng v '

1314 Tyvek Wristband wiprinted logo NIA 4™ wide s D, 34 cveceloy - “'tl and waé(f

Top E-Z UP® Instant Shelter® lops are fire Kl xg ! L\ Mpaint poie

resistant treated to meet fire code CPAI-84 8 > = /

Fabric is coated to resis! water, ultraviclet a1, e L‘Lcu“ h;,m.c 0.2—

rays and mildew Fabric is professional o <i0" EZWE 16

—manch High - St : weirk Aays-

- Sirength Steel White Powder #1m; by| cC

Coaled Rust Resistant Frame 10’ (3 0 Ln‘)‘ 1030. . or

15" (4 5 m) & 20° (8 0 ) sizes B xd 10 x10 T o s’ i i - v

High - Strength Steel @lasic Fowder - Ectpse Il Wwais e |i0 X 1S E.’L%\ : iht-@t ne

Coated Rust Resistant Frame for 10* {3 0 m)| 20 #1291 50 | fﬂ? 1A o 0@

size - p ; .

| Aircraft Grade Aluminum Rust Free Frame / ‘ side PECAL/

25% kghter than High - Strength Stee v~ (3

Frame 10° (3 0 m), 15 (4.5 m) & 20’ {6 0 m) i« i-%_

sizes ' O

Includes: Frame, Top wi printed logo. and A (B4 0C-

_Cover Bag _ _ s ' -




CITY OF PHOENIX
Procurement Division

251 W. Washington Street
SECTION YV — REVISED SUBMITTAL 8th Floor

Phoenix, AZ 85003
Phone: (602) 262-7T181

QOFFER

TO THE CITY OF PHOENIX:

The Undersigned hereby offers and agrees to furnmish the material and or service(s) in compliance with all
terms. conditions. specifications, and addenda issued as a result of this solicitation and any written
exceptions in the offer.

8
Arizona Sales Tax No.
Use Tax No. for Out-of State Suppliers o L -
City of Phoenix Sales Tax No P ——

Taxpayer's Federal Identification No.

Bidder certifies that bidder has read, understands, and will fully and faithfully comply with this Invitation for
Bid, s attachments and any referenced documents. Bidder also certifies that the prices offered were
independently developed without consultation with any of the other bidders or potential bidders.

2713715
Authorized Signature Date

¥ President

Printed Name and Title

Company Name R S
Address e
City. State and Zip Code _Glendale. AZ WIS
Telephone Number L= e —

Company's Fax Number <.
Company's Toll Free &

Emaill Address m

Indicate on a separate sheet if Purchase Order or Remit to addresses is different from abowve

NOTE: Any assignment of proceeds must go through the City of Phoenix, Division of Accounts, formal
assignment procedure. Please also refer to the Assignment Provision in the General Bidding Instructions
and Conditions of Purchase

Company Namc_ Sl

Bid Opening Date: February 13, 2015 at 2:00 PM local time Solicitation No. IFE YIS

Page 48 or 49




Questions and Comments

What you think matters!




Contact Information

Procurement Division
251 W. Washington Street, 8t Floor
Phoenix, AZ 85003

Main Phone: (602) 262-7181
Email: central.procurement@phoenix.gov




