Responding to Bids 101

Guidance for Pursuing Business Opportunities with the City of Tulsa
Invitation for Bid (IFB) Edition

ITY OF

A Tulsa
B ANew Kind of Energy.

Updated November 2021



Creating a Great Customer Experience

Making our procurement process as accessible and friendly as possible is a priority for
the City of Tulsa. We want your bidding experience to be clear, efficient, and
welcoming, no matter what product or service your firm provides.

We especially welcome businesses that are new to contracting with the
City — we’re so glad you’re here!
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Responding to Bids 101 will cover...

« WHAT: an overview of the Invitation for Bid (IFB) form’s
structure, content, and purpose. This does not focus on RFPs
and CSPs.

« HOW: checklists and guidelines for submitting bid packets to
the City Clerk’s office correcily.

« HOW: the 4 most common errors firms make in responding to
bids — and how to avoid them.

GOAL.: To learn how to respond to IFBs accurately and effectively, such that you

pursue business opportunities at the City best suited to your needs and strengths.




Housekeeping

Have a question? Put it in the chat! We'll save the last 10~
minutes to address your questions and comments. I'll
also address questions in the chat over breaks during the
“quiz” sections of the training.

Stay muted unless speaking.

This session will be recorded for future reference posted on
Tulsa’s “Selling to the City” website.



https://www.cityoftulsa.org/government/departments/finance/selling-to-the-city/current-bid-opportunities/

What is an IFB?

 Formal solicitation: An IFB is the document
the City uses to promote a business

City of Tulsa Finance Department opportunity, establish the City’s goals and
Invitation for Bid (IFB) needs for a product or service, gnd dgscrlbe
IFB 22-400 _ the parameters for bid submission. It is how
. °r:::':e[feq”“““' o the City purchases a product or service when

& 56075 it is over a certain price.

Solicitation Schedule
EVENT DATE e .
IFE Tssue Date 22021  Legal document: If the specifications are
Pre-Bid Conference or Webinar 9/28/2021at 9:00 AM CT H . =
e g met, [FBs are prlmarlly evalyated on price.
L R I a— When a vendor submits a bid, they are

agreeing to the City’s terms and conditions.

If ¥ou have any guestions or need additional infe tion, contact the Assigned Buyer:

Darin Johnson | darinjohnson@cityoftulsa.org . . . .
All questions should be smailed with IFE 22-400 on the subjsct lins. ° O p p o rtu n Ity fo r I n n ovat I o n : U po n read I n g

the IFB, you can reach out to your buyer with
questions and comments regarding the
specifications and what product or service

best suits the City’s needs. 5




But what does the IFB actually look like?
What’s the purpose of each section?




IFB Overview

Right away you know:
Finance Department

« What the City wants

Invitation for Bid (IFB) e e,

Cover Page

City of Tulsa

Supplies or Service Requested: Forklift reglstratlon!)
NIGP Commodity Code(s):
560-75 Solicitation Schedule
EVENT DATE
The rest of the page te"s IFB Issue Date 9/24/2021
Pre-Bid Conference or Webinar 9/28/2021at 9:00 AM CT
Location | Zoom/Teams link
Deadline for Questions 10/03/2021
° . - H Submitted fo assigned buyer via email. 10 Days prior fo [FB due dafe
Key dateS. pre bld . . Bid Sgbmission Date . 10/13/2021
conference, question e coan ne oy s oo g
dead I I ne’ bld su bm ISSIoN If You have any questions or need additional information, contact the Assigned Buyer:
[ )
ASSIQned buyer Darin Johnson | darinjohnson@cityoftulsa org
All guestions should be emailed with IFB 22-400 on the subject line.




Section I: Statement of Purpose

. STATEMENT OF PURPOSE: This section tells

1. Overview and Goals

The City of Tulsa is seeking to purchase Type “K” soft annealed copper tubing to reinforce safe ° W hat the C |ty hopes to pu rchase

stormmwater drainage in East Tulsa for iis Streets and Stormwater Department.

2. Term of Contract| and Why the C|ty needs the
The City intends fo award a one-year annual contract. The City may offer the Seller the opportunity .
for additional one-year terms. The City also reserves the right to make multiple or partial awards. prOd u Ct or service.

To do business with the City, You must agree to the terms and conditions of the City's standard
Purchase Agreement, indicated by Your Authorized Agent's signature on the Purchase Agreement.

« The terms of the contract:

The entire Invitation for Bid (IFB) including any additional information submitted by Bidder and
Accepted by City will be included as part of the Agreement between Seller and City. All sheets of

this IFB (including Sections 1-V) must be submitted. » One-year annual contract
Capitalized terms used in this IFB and not defined in the Agreement shall have the meanings as .

ascribed to them in Title 6, Chapter 4 of the Tulsa Revised Ordinances found at > Ag reeing to the standard

hitps:Mibrary municode comfokfulsalcodes/code of ordinances?nedeld=CD ORD TITEFIDE CH4PU P h A t

Authorized Agent urchase Agreemen

Several parts of the Bid (Affidavits, Purchase Agreement) must be signed by an “Authorized . .

Agent” An Authorized Agent means an agent who is legally authorized to bind the Seller under the » Authorized Agent for SIg natures

law of the State in which the Seller is legally organized. For instance, under Oklahoma law, the
Authorized Agent for each of the following types of entities is as stated below:




Section ll: Scope of Work and Specifications

This section tells you:

 What are the must haves for this product or service? What qualifications,
specifications, and/or experiences MUST the vendor demonstrate?

2. Specifications Note that these

Here are some _ | o specs are

sample specs for The Bid must meet or exceed the following Specifications. mandatory.

a utility vehicle CATEGORY SPECIFICATION(S)

(IFB 21-923). Equipment + This specification is for new current year model Utility Vehicles.
Polaris Ranger 570, John Deere XUV 590M or Acceptable
Equivalent.

Engine Cylinders: Two (2).

Four (4) stroke engine.
Electronic fuel injection.
Displacement: 550 cc minimum.
Fuel: Gasoline.

System Voltage: 12 Volts.
Battery: 325 Cold cranking amps.
Alternator: 15 amps minimurm.
Brake and taillights.

50 W headlight.

Electrical




Section lll: Bid Submission Instructions

ML BID SUBMISSION INSTRUCTIONS AND INFORMATION

This section tells you about:

. Bidder Registration: To ensure timely updates and alerts about business opportunities with
the City of Tulsa, interested Bidders should register a5 a Bidder with the City. To register,
interested Bidders should complete the City's online vendor registration form (linked here). If
you have any questions, email Jina Djahedian (jdjahedian@cityofiulsa.org) or check the City's
“Selling to the City” website (linked here).

. Pre-Bid Conference: If a pre-Bid conference is required, see the first page for time, location,
and teleconference link.
Attendance Requirament
O Attendance at the Pre-Bid Conference (in-person or virtual) is required to submit a Bid.
1 Attendance is not required to submit a Bid.

3. Questions and Concerns: As You prepare Your bid response, You may have questions or

points of clarification around this solicitation. Any questions or comments about this Invitation for
Bid must be sent via e-mail to the Assigned Buyer (listed on the first page) and be received at
least 10 Days prior to the Bid Submission Date. Please include the IFB bid number (as
indicated on the title page) on all communications. Bidders may only communicate with the City
through the Assigned Buyer — communication with other City staff could result in disqualification.

. 1ssuing of Addenda: The City of Tulsa may addend or amend its IFE at any time before the Bid
Submission Date. In addition to registering as a Bidder with the City, Bidders can check the
“Purchasing Bid Opportunities & Results” page on the City of Tulsa Website for the latest
updates (linked here). Any such amendments shall become a part of the Agreement. You must
acknowledge receipt of any Addenda or Amendments by signing and returning the

Registering as a vendor

Whether or not there’s a pre-bid conference:
an opening meeting (virtual or in-person) with
vendors that discusses needs and requirements
for a given IFB response.

Sending questions to the buyer: all questions
are due via email 10 calendar days prior to the
bid submission date.

Issuing addenda: subsequent changes to the
IFB based on bidder inquiries or change in
requirements.

We will cover vendor registration and Submitting bids

Opening bids: 8:30 a.m. CT Thursday, the day
after Bids are due. Openings are held in the City
of Tulsa Council Meeting Room, 175 East 2nd
Street, 2nd Floor, Tulsa, OK.

bid submission in more depth during
the webinar!




IFB Overview

Section IV: Bid Evaluation and Award

This section discusses:

How bids are evaluated: Given it's an
IFB, we’re looking for the lowest
secure bidder — the product or service
that best meets the City’s needs at the
lowest cost.

However, sometimes the lowest cost
bid does not win. This can be due to:

» Not meeting all the mandatory
specifications.

» Poor past performance on previous
contracts.

» Submitting an incomplete bid.

V. BID EVALUATION AND AWARD

1. Bid Evaluation: The Assigned Buyer and departmental staff will work together fo determine the
winning bid. Generslly speaking. the Bid award will go to the Lowest Secure Bidder: the
Supply or Service that can best meet the City's needs at the lowest cost In addition to price
and specifications. the Buyer and departmental staff may also evaluate Bidder history and
experience, delivery time. maintenance requirements, and performance data, among other
factors.

2. Bid Rejection or Withdrawal: The City may reject any or all Bids in whaola or in part. Ressons a
Bid may be rejected are az set forth in the City's Furchasing Ordinance and include, but are not
limited to the following:

» A submitted Invitation for Bid does not contsin all the necessary materials, signatures,
andor affidavits (listed on the included checklist):

* The Bid does not meet specifications and requirements in some material way;

# The Bidder holds cutstanding debt to the City;

#» The Bidder adds additionsl terms and conditions that modify IFB requirements or attempt to
limit Bidder's lisbility to the City.

City reserves the right to waive any formalities or minor irregularities, defacis, or errors in Bids.
Bid withdrawal, meanwhile, may only be accomplished by having an Authorized Agent request
the withdrawsl in parson at the City Clerk's office before the City's close of business on the Bid
Submission Data.

How bids are awarded: Bid award
recommendations are announced at
the Standard, Specifications, and
Award (SSA) committee meeting. If
approved by SSA, the award
recommendation is ultimately sent to
the Mayor for the Mayor’s final
approval.



Section V: Bid Processing and Payment

This section covers a lot! Some

V. BID PROCESSING AND PAYMENT important hlghllghts include:

1. Enmms Motice to Proceed. and Irrevocability of Offer: If the City Accepts Your Bid, You
will hawve ten (10} Days from notification of the Acceptance to provide a completed IRS form
W-2. You cannot start work until authorized to do so by the Purchasing Agentora

representative. Often a purchase order receipt will serve as notice to proceed. b Payments : If aWa rd ed the bld y
Bidd derstands and acknowledges that the offer submitted as the Bid is fi d H H H
Mrevoimble e R i o e i o et 3¢ submit all invoices to Accounts

Days after the Bid Opening Date.

2. Purchase Order Without Contract: If the successful Bid is less than Cne Hundred Paya b I e at

Thouzand Dollars (5100,000), the City, in its sole discretion, may Accept the Bid upon

written approval of the Mayor rather than execute the Purchase Agreement. Instead, the a pi nvo i Ces @Citvoftu Isa . O rq .

City will purchase the Supplies sndior Services by issuing a purchase order. In any event,

the terms of this Invitation for Bid will gowern the transaction and be enforcesble by the City
and Bidder |

3. Payments: Invoices should be e-mailed to City of Tulsa — Accounts Paysble at d Insurance: Make Sure to inCIUde
e your certificate of insurance in your

Payment will be made pat 30 Days sfter receipt of a properly submitted invoice or the City's . . gy .
Acceptance of the Supplies or Services, whichever is later. bld paCket If It S req u I red !

4. Insurance:

Seller and its subcontractors must ocbisin at Seller's expensa and keep in effect so long as R f . f ; t' th C 't H I I
City is purchasing Supplies or Services from Seller pursuant to this Bid, policies of e e re n Ces . O e I eS e I y WI
insurance in the minimum amounts set forth below and Workers' Compensation and

Emplayer's Liability insurance in the statutory limits required by law. ask for references _ make Sure to
include those if necessary!



mailto:apinvoices@cityoftulsa.org

Quiz Time!

Which of these statements is TRUE?

A. Abidder has 20 calendar days prior to bid submission to send
3 the assigned buyer questions.

B. IFBs generally award to the “lowest secure bidder” — the lowest
‘ cost product or service that best meets the City’s needs.

C. IFBs result in 2-year contracts.

D. If you’re awarded the bid, you should submit invoices to your
- assigned buyer.

5
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So how do | respond to an IFB
correctly? How and what do | need to
submit?

T l CITY OF
s 1UISA
B ANew Kind of Energy.



What should ALWAYS be in my bid packet?

Use the included bidder checklist S ————
as your guide. EVERY bid requires: e s o 15 o o 1 o v s o s g

returned to the City of Tulsa City Clerk’s Office in a mailed envelope with the affixed packing label

(found on the last page). Each of these documents will form the resulting Agreement between the
City of Tulsa and Seller.

] T h e I F B itself Remember: Bids must be sealed and either mailed or delivered. Please use the provided label to

clearly write the Bidder legal name and Bid number on the outside of the package, container, or
envelope. The package, container, or envelope should contain both of Your completed Bids, the
original and the copy. No faxed or emailed Bids will be considered. Bids received after the stated

e Exhibit A: De“very and PrlClng date and time will not be accepted.
« Exhibit B: Bidder Information Sheet Bicders Name:
i SpeCificationS BIDDER CHECKLIST

Notice of Invitation for Bid (Sections |-V, all preceding pages) 1-7

- Affidavit (notarized and signed!) :

« Purchase agreement (signed!) m
References (if applicable) 7
) ACknOWIedgement Of Recei pt Of Certificate(s) of Insurance (if applicable) nla

Affidavits 11

Ad d e n d a (S i g n e d ' ) Signatures of Authorized Agent and notarization required
H

If ALL these forms are not filled out completely and included in the packet,
you may be considered nonresponsive! 15




Bid Submission

How should | submit my bid?

You MUST mail or submit your hard copy bid to the following address:

Office of the City Clerk — City of Tulsa
175 E. 2NP St., Suite 260
Tulsa, OK 74103

NO faxed or emailed bids will be considered! Bid packets
must be received no later than 5:00pm CST on the bid
submission date listed on the first page of the IFB.

* Your bid packet should include TWO completed bids: one labeled “Original,” the
other labeled “Copy.” An electronic copy may also be required in some instances.

 Please include BOTH bids (original and copy) in the same envelope or package.
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Bid Submission

How should | submit my bid?

Use the included bid packet label to ensure the address is correct and that you

have the right information.

. P o . Remember: BOTH bids
Make sure this Is FROM: Beth Bidder (original and copy) should be

R i s L=l Beth's Auto and Trucking in this package!
name. 123 Cincinnati Avenue
: | Tulsa, OK 74104 [

; |
City of Tulsa - City Clerk’s Office |
175 East 2" Street, Suite 260

Tulsa, OK, 7410 ‘

Remember to write
the bid number and || )

description on your QTR ME It e -
label. | BID# IFB 30-400 | ) ]

BID DESCRIPTION: Heavy Duty Two-Post Lift System

} 17
N



Quiz Time!

Which of the following is FALSE?

A. Your packing label should include the bid #.

B. Your bid packet should include TWO copies of your bid:
~ one labeled “original” and the other “copy.”

C. You can fax or email your bid to the City Clerk’s office.

D. The Purchasing Agreement needs to be signed by an
~authorized agent.

-
P> A New Kind of Energy.



4 Most Common Errors Firms Make
in Bid Submission




1. Having the Wrong Person Sign Key Documents

The affidavits, Purchasing Agreement, and addenda acknowledgement ALL require

signature by an Authorized Agent.

ACKNOWLEDGMENT OF RECEIPT OF ADDENDA/AMENDMENTS What,S an Authorized Agent? It depends

| hereby acknowledge receipt of the following Addenda or Amendments and understand that such
iments are ince into the Invitation Eor Bid and will become a part of any

NDN‘COLLUSID:: mg&g&ll e lumber of all Addenda or Amendments: (Write “Mone” if applicable). o n yo u r ki n d Of b u S i n ess a n d Wh ere yo u
are legally organized.

An Authorized Agent means an agent who is

PR st legally authorized to bind the Seller under the
S EmiE R s~ "] | |aw of the state in which the Seller is legally
R i organized.

- S - Here are some examples under Oklahoma law:
e - « Corporations — the president, vice president,
e el conn ™ ) board chair or board vice chair can sign.
IIM:;;’;“““”““’”“:T;i.:’,i‘;i;:“‘““‘““”“ il - . Qeneral Partnerships — any partner can sign to

e bind all partners.

* Limited Partnerships — the general partner
And the affidavits ALSO require notarization! must sign. 2




2. Not Including Materials Necessary to
Demonstrate Work Qualifications

Make sure to read the specifications and scope of work carefully (section Il of the IFB) to

ensure your bid includes the necessary supplementary materials for demonstrating your
qualifications.

Examples: TAC 1212 Water Fittings: Vendors

needed to make sure to provide literature

in addition to the items required for the bid as listed on the checklist at the beginning of the bid package, us
checklist to ensure you have provided all required attachments based on the technical specifications. Bidj el GeEEE you e SPECS.
the Seller must include the following attachments, as required by the technical specifications:

Brochures and/or specification literature clearly describing the unit(s) and verifying that the unit(s) meet or
exceed the requirements of this specification. -

TAC 077H Motor Oil SAFETY DATA SHEETS (SDS)

Lubricants, and The Seller is required to provide SDS for each item when the first delivery of each item is made. Failure of the
) Seller to properly label hazardous substances and chemicals and provide MSDS shall render the agreement
Greases: Vendors needed  Iitpetpawstiomety

to make sure to provide
safety data sheets (SDS)
with deliveries. 21




4 Most Common Errors

3. Using the Wrong Unit of Measure in Your Quote

Make sure on your pricing sheet (Exhibit A) you are using the units requested in the IFB.

Take this example: TAC
1218A for water piping...

If the City requests
20’ and 60’ pipe
rolls...

|

Then make
sure your bid
pricing is by bid
roll NOT by the
foot!

Water Pipe
Est.
Item | Copper .
# (See Specification "Wpipe") Y:.:;;Iy Uit Cost
1 Copper Pipe, (Type K, Soft 60-foot roll) 3/4" 25
2 Copper Pipe, (Type K, Soft 60-foot roll) 1" 20
Copper Pipe, (Type K, Soft 20-foot joint) 1-
3 " 15
112
4 Copper Pipe, (Type K, Soft 20-foot joint) 2" 15
Est.
ltem | PVC .
# (See Specification "Wpipe") YE;;I? UnitCost
5 PVC Pipe (C900-Class 200) 20'x1/2" 50
[ PWVC Pipe (C900-Class 200) 20'x3/4" 50
T PWVC Pipe (C900-Class 200) 20'x1" 50
B PVC Pipe (C900-Class 200) 20'x1-1/4" 50

22



4 Most Common Errors

4. Labeling Your Bid Packet Improperly

Remember: bid packet submission mistakes are some of the most common errors

vendors make! Again, consider three things:

L. Mak hi | . _ I. BOTH bids (original and
. Make sure this is - : N

our firm's leaal FROM: Beth Bidder copy) should be in this

y g Beth's Auto and Trucking package!

name. 123 Cincinnati Avenue

| Tulsa, OK 74104 |
¢ |

i City of Tulsa - City Clerk’s Office |
S 175 East 2™ Street, Suite 260
lll. Remember t . Tulsa, OK, 7410 .‘

write the bid ]
number and - R\

(o [-KYeig[o]ie]aWeIaMY/eIV[ @ Bidder Submission For: ,
label | BID# IFB 30-400 | |
' Bl BID DESCRIPTION: Heavy Duty Two-Post Lift System ]

} 23
N




Quiz Time!

Which of the following documents does NOT require a signature
by an Authorized Agent?

A. Purchasing Agreement

B. Affidavits

C. Acknowledgement of receipt of addenda

D. They all require an Authorized Agent signature!

5
N J‘E e
Juiss ol A New Kind of Energy.




How can | hear about bid opportunities?

City of Tulsa Vendor Registration Form

Vendor Information

information about your business or

tion about your business or firm in

Company Name*

As shown on tax returns 2

nd organizational documents

Doing Business As (if applicable)

Register online!

Completely online submission —
including W9 and EFT forms.

You'll then receive email notifications
about bid opportunities based on what
commodity codes your firm selects.

Having trouble with bid registration?
Email Jina Djahedian at
[djahedian@cityoftulsa.org

25


https://survey123.arcgis.com/share/0df171c77c824d71b1674ecaf1da369f
mailto:jdjahedian@cityoftulsa.org
https://www.cityoftulsa.org/government/departments/finance/selling-to-the-city/register-as-a-vendor/

Questions? Comments?

Feel free to email Donny Tiemann (dtiemann@cityoftulsa.org) or
purchasing@cityoftulsa.org.

Thanks!

T l CITY OF
g» lulsa

FEFE A New Kind of Energy.



mailto:dtiemann@cityoftulsa.org
mailto:purchasing@cityoftulsa.org
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