
How to do business with the City
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Purchasing Office Role
 To assist departments with obtaining the materials, 

goods and services they need to operate.

 To ensure items and services are purchased in a 
price competitive environment.

 To ensure that the purchasing process is fair to 
vendors.
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Purchasing Policy Overview

 The City of Pensacola uses a partial decentralized 
purchasing system.
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Requirements by Spending Levels

 [$0-$500]- Multiple quotes not required, but encouraged.

 [$501-$10,000]- Require at least 3 quotes, if practical. 

 [$10,000- $100,000]- Require at least 3 quotes, if practical. 

 Formal bid may be beneficial if specifications are technical.
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Requirements by Spending Levels

$100,001 and Above
 Formal bid recommended and preferred.

 Bid is posted on web sites and advertised in newspapers (Notifications: 
Demandstar & Florida Online Bid System).

 Responses are delivered directly to Purchasing Office in a sealed envelope.

 Deadline is established for responses. No responses accepted after 
deadline.

 Bids are opened publicly. 6
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www.cityofpensacola.com/purchasing

Bid Notification with the City of Pensacola
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GSA & State Contracts
 Federal Government and State of Florida bid out certain goods and 

services.

 If goods or service are listed on GSA contract or the State of Florida 
contract, competitive bids or quotes are not required.

 If another governmental agency awards a contract for a good or service 
and the vendor will honor those terms for Pensacola, the department can 
“piggyback’ that contract.
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Types of Bids

 Invitation To Bid (ITB)- A solicitation for goods/services when price 
(lowest and most responsive meeting specifications) determines which 
bidder gets the award.

 Request for Proposals (RFP)- A solicitation where price is a key factor 
in determining award, but other factors may be considered too.

 Request for Qualifications (RFQ)- A request for firms to provide the 
City with experience and qualifications to work on a project.  Usually 
for engineering and architectural services (A&E). 
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Components of a Bid Package

 Advertisements- Newspaper ads.

 Cover Page- The first page of the bid package that contains basic 
information about the Bid/RFP/RFQ such as the name of the project, 
pre-bid information, bid opening information and how to get more 
information.

 General Conditions- Requirements and rules that govern how bid 
received, evaluated, and awarded. 
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Components of a Bid Package
 Scope of Work- A general description of the good or service that is 

being sought.

 Insurance Specifications- Insurance requirements that the responding 
vendor must meet to respond to the bid and provide the requested good 
or service.

 Product or construction specifications.

 Sample Contract. 
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Components of a Bid Package
 Construction plans (if needed).

 Drug Free Work Place Certificate.

 Federal Debarment Certification.

 Signature/Proposal page (Often where price is recorded).

 SBE, MWBE, and/or VBE Utilization documents (if assigned).
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Types of Business Enterprise Programs

 Veteran Business Enterprise (VBE)

 Small Business Enterprise (SBE)

Minority and Women Business Enterprise (M/WBE)
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Veteran Business Enterprise (VBE)

 Ordinance number 09-15 is intended to increase veteran-owned business 
participation in the City’s procurement program.

 VBE is defined as a business that has been certified by the Department of 
Management Services to be a certified veteran business enterprise as set forth 
in Section 295.187, Florida Statues, and has a principal place of business in 
Escambia or Santa Rosa County.

 Businesses who wish to use this preference must be certified as a VBE no later 
than the date of submittal of its bid, proposal, quote or qualification statement.  
Proof of certification is required.
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Florida Department of Management Services, Office of Supplier Diversity

To get started, type in Office of Supplier Diversity in your browser.
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Small Business Enterprise Program
• Benefits of SBE Certification:

 Increased opportunity to compete for contracts and 
subcontracts on City Projects.

 Opportunity to create new contractor-to-subcontractor 
relations, increasing business opportunities outside the 
City realm.
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Small Business Enterprise Program

Certification Criteria:

Located within Escambia or Santa Rosa County

Employ 50 or less full-time permanent employees

Net worth less than $1,000,000.00
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City of Pensacola Purchasing Website

https://www.cityofpensacola.com/purchasing
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What is the M/WBE Program?

The M/WBE Program is a program that has been
implemented by the City of Pensacola to increase
minority-owned and women-owned business
participation in the City’s purchasing and
contracting process.

Minority & Women Business Enterprise 
Program
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Minority & Women Business Enterprise 
Program

Benefits of M/WBE Certification:

 Increased opportunity to participate in city purchasing 
and construction opportunities.

 Being part of a business network with prime vendors.
 Being listed in the City’s M/WBE Directory.
 Opportunity to create new contractor-to-subcontractor 

relations, increasing business opportunities outside the 
City realm.
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Certification criteria: 

Be at least 51% owned by one or more minority or women individuals

Be owned by a U.S. citizen, or lawfully admitted permanent resident of the 
U.S. 

Owner(s) must have expertise normally required by the industry for the field 
in which certification is requested

Business must be for profit

Registered with Florida's Department of State Division of Corporations 
(Sunbiz.org)

Minority & Women Business Enterprise 
Program
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Minority & Women Business Enterprise
Program

Certification criteria: 

Business must be located with Escambia, Santa Rosa, Okaloosa, or 
Walton Counties in Florida, or Mobile, Alabama

Business must have licenses required by local, state, and federal 
law

Minimum of one (1) full year of business operations

Have its daily business operations managed & controlled by one or 
more minority or women individuals
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How is control determined?
Control of the M/WBE business is determined by a number of factors.  
Some, but not all of those factors are as follows:

M/WBE owner must be in charge or have ruling power over daily 
operations, policy, as well as short and long term decisions.

M/WBE owner must have an overall understanding, along with the 
managerial and technical know how, directly related to the type of 
business it is certified for.
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What documents are needed to apply for 
M/WBE certification?

If currently certified through Florida’s Office of Suppliers Diversity, FDOT, 
or Florida Minority Supplier Development Council, less documents are 
required for certification.

The complete checklist can be located online within our application

• Proof of Residency of all owners (Driver’s license or voter registration).
• Professional license(s).
• IRS Form Schedule K-1, G, etc.
• Article of Incorporation, Organization, etc.
• Commodities/Service form with 5 digit NIGP codes.
• W-9.
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How does the M/WBE Program 
change how we do business?
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Principle Changes to Purchasing Policy…

For eligible projects, bidders are required achieve a participation goal 
or make Good Faith Efforts (GFEs).  GFE and participation goals are 
intended to increase utilization of the program.

The City maintains a database identifying certified M/WBEs 
including the types of services and contact information provided by 
the business enterprise.
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The City will only give bidders credit 
toward the M/WBE goal for utilizing 
those M/WBEs that:
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Are City certified M/WBEs as of the bid 
proposal due date.

Will perform within the area(s) for which 
they are registered with the City.



What are Good Faith Efforts (GFE)?
Good Faith Efforts (GFE) are required activities to be 
performed by bidders, proposers, or departments to greater 
utilize M/WBE businesses.

GFEs are measured by assigned point values to specific 
actions that aid in the inclusion of minority- or women-
owned businesses in the procurement and contracting 
process.  Seventy (70) points are required for a bid to be 
responsive.
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How can GFE points be accumulated?

● Notification of Subcontracting ● Bonding Insurance Assistance (20pts)
Opportunities (10pts)

● M/WBE Contact (10pts) ● Negotiated in Good Faith (15pts)

● Making Project Documents ● Financial Assistance (25pts)
Available (10pts)

● Breaking Down Work (15pts) ● Joint Venture (20pts)

● Working with M/WBE Business ● Quick Pay Agreements (20pts)
Assistance Organizations (10pts)

● Host Pre-bid Meeting (20pts) ● M/WBE Participation on Non-City Contracts (15pts)
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The program Does Not…

 Impose a quota

 Set-aside projects

 Provide bid preference
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Visit our website at www.cityofpensacola.com/mwbe
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For additional information contact our office at:
850-435-1835

or
purchasing@cityofpensacola.com  
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