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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 

Award Process 

Steps to obtaining a Purchase Order through formal Solicitation or 

informal quote process 



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@MVESCAMBIA.COM 



ESCAMBIA COUNTY USES BOTH INFORMAL & FORMAL 

PURCHASING PROCESSES DEPENDENT UPON COST OF 

SERVICE OR GOOD ANNUALLY. 

$14,999 or 

less 

annually 

$49,999.99 
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 

VENDORS MUST CONTACT PURCHASING FOR ALL QUESTIONS 

RELATED TO ACTIVE FORMAL SOLICITATIONS NOT THE DEPARTMENT! 

PURCHASING@MVESCAMBIA.COM 



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 

MiyEscatr1bia, Home/ Office of Purchasing /Vendor Resouroes 

Register Here 

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

Businesses registered 011 OpenGov have an immediate advantage in acting on any advertised bid solicitations that fit the descriptio1 

their business. There is no cost to regist,er as a vendor on OpenGov. Once you have registered, you will be able to monitor the onlin 

Create your OpenGov Account in the next steps: 

Sigin up wiith j
i

ust a11 Email! 

We'll send you an email to activate your account 

Email Address 

Sign Up 

Already have an account? 

By dicking "Sign Up" you ag,ee to our Terms and Privacy Policy 



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

prompts in OpenGov. 

G) OPENGDV = 
PROCU � EH E IH 

Account Information 

First N me 

This field is required 

Last Name 

Comp n,y Nlame 

Company Phone Number 

Add Ext 

Q Outside line Uni1ed Stales & Canada? 

< Previ:o,us Ill 

X) 

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 

Test 

C.-Yau,�-

NO LOGO 

C�JO'IM'ORMAno«,_ 

CATEGOR'IC00U,_ 

CUTlfJCATl0IO,_,,. 

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. 



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

for Escambia County. 

https://procurement.opengov.com/portal/embed/escambiacountyfl/project-list?
departmentId=all&status=all

Example Below: 

0 OPENGQV ProJects Intake Contracls � Dashboards� Analytics� Calemlar ,._ AR � 
PROCUREMENT 

Escambia County 
Pensacola, FL 

All dates and times in Central Time 

+Subscnbe 

Questions? 

Pro1ects Calendar 

All Departments 

Project Title 

CEI Services for the Ferry Pass Community Center - Site Improvements Proiect 

Em 

Wilson Robertson Boat Ramp Landscaping Contract 

Em 

lnnerarity Point Park Landscaping Contract 

Em 

Procurement Portal 

Active 

Project ID 

P023-24 028 

Wilson Robertson Boat Ramp 01-08-24 

lnnerarity Park 1-8-24 

Advanced Search 

Addenda Release Date Due Date 

1/10/2024 216/2024 

1/10/2024 2/9/2024 

1/10/2024 2/912024 

You should now select "Subscribe" on the left side of the Portal to Subscribe to Escambia 

County solicitation notifications. 

OP-enGov SUP-P-Ort Tools: 

If you have any difficulty navigating OpenGov you can check out their support tools & 

video references below: 

In this portal you will find videos for bid 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://procurement.opengov.com/portal/embed/escambiacountyfl/project-list?departmentId=all&status=all


FORM GUIDANCE- VENDOR 

SUBMISSION CHECKLIST 

33. Vendor Submissions

AN forms downfo&ded in this section must be uµruded w • h your submission 

1. I ce1r1ify that! have reacll'throug h 1:he attac liled so I ic::itaitio11 and I u 111 cleirstandl al I mate:ria Is pro'l,lided. 

QYes
QMo

2. Co111rtirac::t Exe-cuti:on a1111cl Certifiicate(s) of lnsum111ce"'

Tlile co11trnct slil all be execul:eo by U1e success ul bidder a11d Sehaill be retumed, willh the Certific.ate(s} o lnsura11 ce
execulion_ F.ai lu re to do so slh all be just c::ause for ro:rteilure of lhe prn;posal g111.ar.a11tiJ.

Please co11firllil 

3. �ef:erenoes lfonill

Pilease download the !below doouments, cmnp ele, and upload_

� PEFERENCES_FORIM.pdf 

4. Deletion of Records Forllil

De.lell&II and D estnoyed OocumeJ11ls Le lier

PD PD 23-24_029 Sec::11.Jrily Senrices for Ui1e Ernie Lee Magaha Govemmenl Buirdtng 

To llile Esca bi.a Cou ly Offioe of Pur,clhaising 

011n-1muecenlly recieive� a lnvitailion lo Bid on t'he abov�1rne111lio111ed S[Peciii ation. 

We hereby aclmo• ·�tedge aind ,celflify that cur company has d es.troyed/detele� a y dig i al dm'lnl oaded ,coµies of ti e 
exem·p-1 mm the P ub[ic Record Law ai111� all o the in for ation, w'helher origmia r d up[icailed, sh all be d eSetroyed/4 

Please co11firm 

!!ii, E>V:erify Ceritifiication

Pilease download the !below documents, cmnp ele, and upload VJith your proposal s'Ubllilissian_

� E-Ve:rify.p,r 



FORM GUIDANCE- VENDOR 

SUBMISSION CHECKLIST 

7, Co 111ft ic.1 of Interest F,orm 

Please download the bellow dooume111ts, oamptele, artd upload 1uit your proposal w'bmissio _ 

0 Co'nmct_o _Interest.pat 

8, Drng-lFree Workplace f,orm 

Please download the bellow dooome111ts, ,c,a mptele, artd upload 1uith your proposal sti'bmissi cm_ 

0 Drug_free_workpl ace . pdf 

9, lntormaliio11 Sheet for1ransac1lions a11d Com,eyances Corporate lde111tifica1lion. 

Please download the bellow dooome111ts, ocmptele, artd upload wit your proposal st1bmission1-

@ lnfo:nmaliora_Sheet. pdf 

10., Sorn ti II i.z.ed Comp a 111ie.s Cerlificatio n 

Please dlo"�nload tl1e bellow documents, ,c,o ptele, and upload ll'Jitl your proposal stibmissio _ 

0 S crnli111 ized_ Gompaini es .pdir 

11. Certirfi calte of Aulhmilty to dlo B111 sines,s firom the Stat,e of FIio ridla ( S'U nBiz)i"'

lile pernon l1steci as lhe c,ar11lraict signature aut11omly musl be ljsted n Sun:bi registration for FEIN [Provided . Upload you

QYes 
QNio 

12., Copy of current Req 1.1 i redl lnsura nee dlec l:a ration page witlt1 Escambi!a County na imed interest ,or, letter ,of I ns,u 

U[llload 1.uith ','iOl.lr prnposal 

QYes 
QNio 

13,, Current W"'9" 

Please up toad as a parl of yo'IJT submiss ion paicikag e 

QYes 
QNio 

14., Proposal] Package"' 

Enler ymn proposal tn lhe foFr al req 1.1ired lby t l1 is soljcilation. 

PLEASE UPLOAD 

ALL FORMS IN 

ONE PACKACE 

WITH 

YOUR PROPOSAL 



SIGN AND RETURN THIS FORM WITH YOUR BID* 

SOLICITATION, OFFER, AND BID FORM 
Submit Offers to: 

Escambia County OpenGov Procurement System 

Project List (opengov.com) 

ESCAMBIA COUNTY, FLORIDA 

Invitation to Bid:  

Solicitation Number:   

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 Intent To Award shall constitute a waiver of any protest 
relating to this solicitation. All protests must be filed with the Escambia County Office of 
Purchasing. Protests will be handled according to the Escambia County Purchasing 
Ordinance. 

OFFER (SHALL BE COMPLETED BY OFFEROR) 

Delivery Date will be _____ days after receipt of purchase order 
Person to Contact Concerning this Bid: ___________________ 
Firm Name: _________________________________________ 
Address: _____________________________________________ 
City, ST. & Zip: ________________________________________ 
Phone: (        ) _________________________________________ 
Toll Free: (        ) _______________________________________ 
Fax: (        ) ____________________________________________ 

I certify that this offer is made without prior understanding, agreement, or 
connection with any Corporation, firm, or person submitting an offer for the same 
materials, supplies, or equipment, and is in all respects fair and without collusion or 
fraud. I agree to abide by all conditions of this offer and certify that I am authorized 
to sign this offer for the Offeror and that the Offeror is in compliance with all 
requirements of the solicitation, including but not limited to certification 
requirements.  

Reason for No Offer 
_______________________ 

Bid Bond Attached: 
$Dollar Amount of_5%_ 

(Printed Name and Title of Person 
Authorized in Sunbiz to Sign Offer) 

*SignHere____________
Signature of Person Authorized in 

Sunbiz to Sign Offer 
(Original or Digital Signature 

Accepted) 

* Failure to execute this Form
binding the Bidder’s offer shall
result in the Bid being rejected as
non-responsive.

By signing this form, I affirm that the Pricing Table is correct and binding. 

(End of Bid Form) 

https://procurement.opengov.com/governments/3340/projects?sort=created_at&sortDirection=DESC


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 Compan y: 

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 

De�arlment of state f Division of Corporations / Search Records / Search bv Entity Name I 

Previous On List Next On List Return to List 

Events Name Histo[}' 

Detail by Entity Name 
Foreign Profit Corporation 
JACOBS ENGINEERING GROUP INC. 

Filing Information 

Docume11t Number 

FEI/EIN Number 

P13217 

95-4081636 

µacobs Engineering 
1$earchl 

Title VP 

Stejska I, David 

Pensacola, FL 35202 

Title Audio rized R,epresentartiv,e 



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. 

Proof of Registration with Federal S.ystem of Award Management Entity I formiuito 

JACOBS NGIN 

GROU INC 

RING 

Unique, tity ID CAGE/ CAGE 
MKCAUUG2K7H6, 3T810 

Physkal Address 

Dallas, Texas 

75201-3136., United Stab!s 

Purpose of egistration 
AUAwards 

Version 

I Curren R� co rd 

BUSINESS IN F10RMAllON 

Doing Business As 
,(blank) 
Dlvlslon Na e 
(bl.ink) 
Congres.sior1.al D1istrict 
Texas3o 

URL 
(blank) 
Divisio,n Numller 
(Mank) 
State!Cou try of 
Incorporation 
DCllawarn, Unit:Cld
States 

Fxpimtio,'I Date 

Aug24,2.024 

M .i i ling Add rass 

Da1llas� Texas 
752!01-31.36, U1111iied Stab!'lii 

R,egistration Dates 

ActiivatlOl'i Date 
Sepl,2023 
Submission 
Date 
Aug 25, 2013 

Initial Registration
Date 
Aug:7,2001 



Vendors interested in responding to a Request for Proposals should 

review the Scope of Work for the Solicitation for Submission Format 

carefully when preparing your proposal. The Request for Proposals 

outlines a specific format the Selection Committee wants to see your 

proposals in, and not following this instruction could result in a lower 

score from the scorer if information is missing, unclear, or difficult to find. 

The last tab of the submission will always be your required Purchasing 

Documents listed under the Vendor Submission checklist of the 

Solicitation. 

Sample RFP Format Guidance: 

2 .2.. Submission Format 

SL.lbmi5sions will be ill he,· ollowi11g form a . 

Jab 1. Ad,equac:y of Per:sonnell to P,erform Sciope of Servfoes 

Propos,er mus provide he· s,ecuri y offioe·r job ,de,scrip .iom us,ed o r,ecrni s,ecuri1ty offioers. Propos,e·r 
t11L1st also ,de-scribe he· 111e hod by which me P'ropos,er ,enisur,e·s i :s s,ernrityoffioe·rs 111ee he· prnysical a11d 
o her r,equir,ernents o perform me s,enioe,s con ai11ed in the· RFP at all illile5.

Jab 2. 1Qual'iifiied Staffiing and SuperViiisi:on

Al I person 11 el us,e d by 17 e Con r.a ctor m LIS have, .a s a ,e, of Florid a Se cu ri1ty Li oens,e•, ,e•>:!cl LIi di 11g 

.admi11i5 ra ive, staff us,ed by he• Co11 ractor. Propos,e•r mus sL1bmi the specific s,ernrity offioe,rs and 
slllpervi5or{s) o ini .iall'y be, us,ed in .mis con ract, along wi .h .he,ir r,e,sL1me,J,e,xpe,rie,11oe .and Sernrity Lice115,e 
i11formatio11. P'ropos,er sholllld al5o i11clude he· policie,s .and prooedL11r,e,s in place wi hin its collilpany o 
r,e,spond o ,emerg,e11cy and no171-emerg,e11cy si LIia ions i11 bL11ildi11g,s ha it provide:5 s,ervioe:5 o. 

Jab 3. Staffiing Levell '6uarant,ee

I i5 ma11da ory .ha he, Con .ra .. or arways have two s,ernrity offioe,rs available. R,ealizing .ha ,employee,s, 
i11clL11di11g s,ernrityoffioers, will rnave vaca ions, trai11i11g ,days, sic�,days, ,e c., Propos,er mllst ,de,scribe- in 

,de ai� i11cluding br,eaks allowed 1dL11ri11g a srnift - how i1 will arways have, s,ernrityoffioe·rs ,available· a ,all 
r,eqlllir,ed time:5. 



LOCAL PREFERENCE & SMALL BUSINESS 

ENTERPRISE 

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

Escambia County has Local preference in bidding, please refer to 
Sec. 46-106. - Local Preference in Bidding to read through 
the Escambia County requirements and definitions.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 How to Do Business Workshops. 



Formal Solicitations:

The Department has decided to move forward with a Recommendation 
to Award following a Solicitation ... When will the vendor receive a 

Purchase Order? 

• Purchasing drafts a intent to award notice in OpenGov
• Department prepares Board Approval
• Purchasing to obtain vendor signed agreement
• Department requests Board Approval at a regularly scheduled BCC

Meeting.
• Once the board approval is received, Purchasing will receive a fully

executed agreement typically the week following the meeting.
• Purchasing will send the fully executed agreement to the Vendor &

the department and request any final contract documents needed.
• Vendors will have 10 days to obtain all remaining required

documents - this can include: updated COi, Performance and
Payment Bond Recorded at the Clerk's Office, etc. Review the
solicitation and your agreement for required items and verify with
your Purchasing Contact when the items are needed.

• Department to issue a notice to proceed and send the vendor a
Purchase Order once the board has approved the award, and
Purchasing has received all required items, and received risk
approval on any insurance requirements.

Quotes:

• The Department will issue a requisition request to Purchasing after
informal quotes have been obtained (written or in OpenGov) and all
required documents such as a W9 etc.

• Purchasing to process requisition to PO
• The Department will send vendor the signed purchase order once

received from Purchasing



•• •
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