Organizational Tips &
Tricks of Bid Writing




When you make a mistake, there are
only three things you should ever do
about it: 1. Admit it. 2. Learn from it,

and 3. Don't repeat it.

— Bear. B.fufant —

AZ QUOTES




You have to write a bid. Where to begine?




Research!

» ASNA expo
» Network with other directors
» Field trip (road trip)

» Online resources (Hubert, Webstaurant,
Manufacturers)

» Discuss with maintenance staff



“Details matter.
It’s worth waiting
fo get things right.”

- Steve Jobs



Let’s get started!




To begin:

Isolate yourself from
all distractions

a Close your door
a Close your e-mail
O Set phone to Do Not Disturb



Bid Timeline

Back track from date of board meeting.



Bid Timeline

» Check Board Calendar for meeting date

» Have the bid opening no later than one week before
the meeting (to verify documents, specifications, etc.)

» Issue the bid at least 14 days before the opening date
(as a courtesy, | like to give 10 business days)




Bid Timeline

» When bid is issued, schedule one to three people to
attend the bid opening as witnesses

» Start working on the bid at least one week bhefore you
want to send it and be sure to go over specifications
carefully

» Compare bid document with the checklist and make
sure all forms are included




Bid Timeline: Example

Board meets Tuesday, October 26

Bid opening would be scheduled for no later than
Tuesday, October 19 (one week prior)



Bid Timeline: Example

Bid document would be released to vendors no later
than Tuesday, October 5 (Two weeks on the street)

Begin writing the bid Monday, September 27 (One
week before release)

Plan on five weeks from start to award




Delivery Time:

4-6 Weeks (before COVID)

2-4 Months (current)




Therefore....

“Never put off until
tomorrow what you can do
today.”

- Benjamin Franklin




What needs to go In a bid?




Bid Document

» Number the bid (fiscal year-xx)

» Date the invitation to bid is issued

» State the items for which you are seeking price
quotes



Bid Document

» Date of bid opening

» Time of bid opening

» Where bids should be mailed (name and address)



Bid Document

» Terms for contract termination

» Any standard district phraseology

» Affidavit of immigration compliance



Bid Document

» Terms of payment

» List of documents the bidder should include when
returning the signed bid packet

» List of general instructions to bidders



Bid Document

» Delivered bids should have the bid name,
number, and opening date on the outside
envelope



Bid Document

» Any bids inadvertently opened are rejected

» No oral, telegraphic, or telephone proposals will
be accepted

» Unit cost prices are not to exceed two decimal
places



Bid Document

» Bid will be awarded to lowest responsible bidder
meeting all requirements

» Delivery requirements

» Prices must be firm for the contract period

» Successful bidder will be responsible for damage
to buildings and grounds



Bid Document

» Code of conduct

» Buy Amercian

» Contact information for inquiries concerning
the bid

» Non-discrimination statement






[tem Specifications

» Name of equipment or item

» Number needed

» Preapproved model and manufacturer
» Standard features

» Warranty

» Utility requirements

» Additional requirements



Bid Document

» Itemized list bid proposal form

» Lists the name of the item for price quotes and
school location

» Preferred model number / acceptable alternates

» Total bid price



Bid Document

» Name of vendor/dealer

» Name of contact person

» Telephone number of contact person
» Signature of contact person

» Notarized



Page 8
Sylacauga City Schools

Bid #2019-02

PREFERRED:

TOTAL BID PRICE:

Combi Oven / Indian Valley Elementary

ITEMIZED LIST BID PROPOSAL FORM

Combi Oven — Indian Valley Elementary School
The undersigned offers this bid price, terms, and delivery as per specification.

Vulcan Model ABC7G-NATP

Vendor / Dealer:

Contact Person (please print):

Telephone:

Signature:

Date:

THIS BID MUST BE
NOTARIZED

Day of

, 2019

ALABAMA STATE LICENSE NO.

Notary Public




Vendors

» Compile list of at least two to three, preferably
more, vendors to receive bid

» If emailing, add a “read receipt” and print for
documentation



Advertise

I I SYLACAUGA CITY SCHOOL DISTRICT
a College Career Comuunity

CHILD NUTRITION
PROGRAM

Blended and Virtual Student
Meal Order Form

v

> Home
» CNP Docuinents
> Lunch Menus

Nutrition Presentations

~

Wellness Plans

-

» Summer Feeding

Uebsle (VDQB‘)T ~ Y

ALABAMA SMART SNACK POLICY

2 Alabama Smart Snacks Policy

BIDS

2 Walk-In Freezer Renovation 2021
2 Chemical Bid 2021-2022

2 Produce Bid 2021-2022

2 Milk Bid 2021-2022

BROCHURES

% School Breakfast Program page 2
¥ Letter to Parents
¥ USDA Smart Snacks

& School Breakfast Program




Bid File Ch

Sylacauga City Schools
Bid File Checklist

Approval from Angelice Lowe (if applicable)

Invitation to Bid - Document

General Requirements of Sylacauga City Schools

A copy of the bid specifications

Itemized List Bid Proposal Form

Buy American Attestation (Produce, Bread, Milk, Ice Cream)

Buy American Attestation Noncompliant Product List (if applicable)

Vendor Certification

Certification Regarding Debarment, Suspension, Ineligibilty and Voluntary Exclusion - Lower Tier

Affidavit of Alabama Immigration Compliance signature page

Notice of Alabama Immigration Law Compliance Requirements to all Contractors

E-Verify Memorandum of Understanding

Required Federal Provisions for Procurement in CNP Programs

The original bids of each vendor that submitted a bid

A bid tabulation sheet which identifies the low bidder

Documentation to support the conclusion that a bidder did not meet specifications. Reasons should be recorded in
Documentation to support that a bidder was not responsive

A copy of the advertisement that was posted on the bulletin board, website, or advertised in the newspaper
Any decision made by the BOE pertaining to the omission of a certain vendor should be documented in the bid file
A copy of the recommendation that was sent to the BOE requesting award of bid

Copy of Board Minutes awarding the bid
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Bid File Checklist

a Approval from Angelice Lowe (if applicable)
a Invitation to Bid - Document

QO General Requirements

QO Copy of Bid specifications

QO Itemized List bid proposal form (if applicable)



Bid File Checklist

O Buy American attestation (produce, bread, milk, ice
cream)

O Buy American noncompliant product list (if applicable)
QO Vendor certification
a Certification regarding debarment, suspension, etc.

a Affidavit of Alabama immigration compliance signature
page



Bid File Checklist

O Notice of ala immigration law compliance to all
contractors

Q E-verify memorandum of understanding

O Required federal provisions for procurement in cnp
Q Original bids of each vendor that submitted a bid

O Tabulation sheet identifying low bidder



Bid File Checklist

O Documentation supporting a bidder not meeting
specifications

O Documentation supporting a bidder was not responsive

O Copy of advertisement posted on bulletin board or sent to
media

O Any decision made by BOE to omission of a vendor
a Copy of recommendation for BOE approval

O Copy of BOE minutes disclosing how each board member
voted







Bid Opening Checklist

At the time bid is written, go ahead and
prepare the following:

Q Bid opening sign-in sheet
Q Bid opening posting

a Bid tally sheet

Q Bid requirements checklist



SYLACAUGA CITY SCHOOLS

BID OPENING

Combi Oven - Indian Valley

Wednesday, April 10, 2019 at 10:00 AM




SYLACAUGA CITY SCHOOLS
Combi Oven - Indian Valley
Wednesday, April 10, 2019 at 10:00 AM

Attendance at Bid Opening

Representing




SYLACAUGA CITY SCHOOLS

Combi Oven - Indian Valley
Wednesday, April 10, 2019 at 10:00 AM

Company Bid Amount




Company

SYLACAUGA CITY SCHOOLS

Combi Oven - Indian Valley
Packet Information
Wednesday, April 10, 2019 at 10:00 AM

Certification
Proposal Vendor Regarding
Form Certification Debarment,
etc

Affidavit of AL
Imm.
Compliance

Notice of AL Fod Syl
Compliance/C MOU Business
Proc.
ontractors License




Procurement Plan




Procurement Plan

» Keep updated for compliance

» Sept. 12, 2018 Memo from Dr. Mackey

» Aug. 9, 2021 Pre-Approved Capital List

» Aug. 20, 2021 Emergency Purchases



Procurement Plan

» Federal Micro-Purchase threshold
increased from $3,500 to $10,000

» Small Purchases - below $15,000

» Formal Procurement - $15,000 or greater



CNP CAPITAL EQUIPMENT
PRE-APPROVED LIST

ALSDE has pre-approved the equipment establishad an the cap®al equipment |ist below. The SFA may purchase those equipment items, following
competiive Faderal State, or local procurement procadures, as applcable, wthaut submitting a request %o ALSDE. For any capital equipment
expenditure of $5,000 or more not included on the pre-approved Est, please contact CNP School Programs at ALSDE for guidance,

SFAs must consult with the local Chief School Financial Officer to determine a sultable budgat for Child Nutrition. Ary aquipment replacements made prior
10 the aquipment’s projected end of usedul Ife or the explration of the warranty penicd, require documentationjustfication for the replacemant(s) If the
ravenues generatad by CNP opevations are less than the expenditures, non-federal funds must be ullized to covar those axpensas, Including equipment
ALSDE retalng peimary responsibiity for detarmining whather a capital project expenditure Is considersd an allowable cost. *Equipment that involves
rencvatian or Impravement of faciitios duch as: new kitchen axhaust sysiemsiocds and new walk-in refrigeration and freezers require ALSOE approval
threugh submission of the Flxed Assat Equipment Purchase Request Form

APPROVED SCHOOL FOOD SERVICE CAPITAL EQUIPMENT
Food Preparation Equip Dighwashe

ving Lines |

+  Commarcal Worklabies I Ranges [+ Commercal Dishwashers .
wrs and

+  Refrgerated Prep Tabkes | »  Overs! Combi Ovens «  3.Compariment Sinks + Passthry

*  Frut & Vegetable Sinks «  Steamens refrigarato

*  HoMkingProofing Cadinels +  CounteriopOrawer

4 Warmars '\
+  Commerca Food Mivars +  Handwash Snks «  Khosks, Vending Machines
«  Char Brobors +  Walor Hoater Boosters *  Brookfn
» * Piza Ovens *  Dish Tablos/Drain Rucks *  Dining tables & chairs

*  Blndens *  Indusiriol Floor Scrubbers
* Mot Water Digpensurs ¢ Wasto DisposalGroase Traps

+  Foor Troughs
| s Washers! Dryens {lor CNP uso oly)

«  Commercial Kettios **Parts for exsting Kitchen Exhaust *  Refigeratod Merchandisors
+  Brwising Skilats Syslema'Hoods |+ Mik Coolers,
| *  loa Machines (for CNF use
)

pment/Suppli wral Purpose
pphes

* Parts for Walkan Fraazars [+ Sorage (dryand |« Tray sealars «  Office Furnishings

and Refrigaration i refrigerated storage +  Vaowm Packaging Systems +  HVAC systems for kilchen
e SONEDIS I — + _ Shrink Wrap

«  Reach In Refrigecators and | Refriieration Parts. +  Dough Presses

Freezers Blast ¢ Compressors «  Muffin and Cookle deposiiors
Chillars/Flash Freazers +  Condensers «  Conveyer system
+  Generators

BACKGROUND

USOA mgulabion 2 CFR 200, defnes “aquipment” a8 tangitbile personsd propery (ncudng nformaton tnchnokgy systems) having a usedd ife of mare than ore year and o
per-unil acquisition cost which equals of excaeds the ksser captalzation lavel establshed & ancial statement purpases. $5,000, sel by State or level raguistions, 2
CFR Part 200 (Uniform Adminisia quirements, Cost Principles. and Audit Requiroments for Federal Awards). 2 CFR $220.430 (Equipment and clher capial
expenditres) require a School Food Authorty (SFA] fo ottain the por witten sppeoval of L slale agency before incurring the cost of a capiial axpanditure, On March 28,
2014, the USDA Issued Policy Memaorandum SP 31:2014: State Agency Prior Appraval Process for Scheol Foed Authority Equipment Purchases. This policy memo
alfows stale agencies to develop an approved list and criterla for capital expenditure purchases that are routinely purchased by the SFA. On June 2, 2016, USDA
Issued Policy Memorandwm S 38-2016 to include new regulation ctations and continue this lexibillty for State agencies.

G The Alabama State




Procurement Plan

For purchases over $5,000

Q For items not on 8/9/2021 memo list, must submit
equipment request form to Angelice Lowe for
approval

a Do not proceed until you have this approval



SYLACAUGA CITY SCHOOLS
PROCUREMENT PLAN

CHILD N

This procurement pl
1,2017 and from
competition. Source document.
reasonableness, the allow

Superinter
Sylacauga

m&m._ B!

/ Schools

Chief School Financial Officer
Sylacauga City Schools

,Il/ = A_QM« G
Kelley S. Wassermann

Director, CNP / Wellness / Communications
Sylacauga City Schools

DATE OF REVIEW:
AMMENDMENTS:

DATE OF REVIEW:
AMMENDMENTS:

DATE OF REVIEW:
AMMENDMENTS:

an for the Child Nutrition Program of Syl

hat date forward until amended. All procurements must

ation must be available to determine open competition, the
ability, and the allocation of costs.

FOR
JTRITION PROGRAMS

acauga City Schools is effective July
adhere to free and open
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Procurement Plan

Q Approvals

a General requirements

a Code of conduct and conflicts of interest
d Buy American

d Federal laws



Procurement Plan

Q Micro purchasing

a Small procurement

aQ Formal procurement

Q Equipment

a Professional services
ad Emergency purchasing



Purchasing Groups

» PACA

» US Communities

» Local Cooperatives
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Sylacauga City Schools
Bid File Checklist

[

87 Inviation to piq - cover letter

Approval from June Barrery (i applicabye)

B” Gereral Requirements of Sylacauga city Schools

G €Y f the bid specifications

@ nemized it 8id Proposal Form

0 Buy American Attestation (Produce, Mik, oo Cream)

Certification Regardm_q Debay

ment, Suspensvon, lneh‘g:buny and Vo,
Immigration

luntary Exclusion . Lower Tigr
B atigav of Alabama |,

82801-bG #etag
A0 1uiag ueajnp-p

&)

6102 iudv '40q 5

=
1
Q
3
@
Osted on the bulletin boarg o advertiseq j the Newspaper %
7/?% Any decision made by the BOE Pertaining o the Omission of 5 Certain Vendor should pe documented In the big file 3
A copy of the recommendahon that was sent to the BOE requesring award of bid
he fina) decision g¢ {0 which vendor wag awarded the id (Boarg Meeting m;
9 mmules) and the reasons f,
award (joy b‘:dder that met specmcarvons) Boarg Minutes Shoulq fully disclose the Vendor thay i
bid. Boar, Minutes shoyy disclose hoy €ach Boarg Member Voted on the

Was awargeq the
awarding of the bid,
Add Purchase to Procurement Tool




Equipment Asset Inventory

2 File folder for each piece of equipment filed by
school (Bid folder)

a Labeled with name of equipment, serial number,
asset id

a Folder contains copy of purchase order

a Copy of invoice

a Copies of all work orders for that equipment
0 Photograph of each piece in master binder



Tips and Tricks

» Desktop Folder called “BIDS”

» Contains subfolders of every bid | have
written since 2004

» Milk > Milk Bid 2007, Milk Bid 2009, Milk
Bid 2012, Milk Bid 2014, etc



Tips and Tricks

» Folder for every piece of equipment, coded by
school name

» IV 3-compartment sink 2020
» IV combi 2019

» IV freezer 2019

» IV slicer 2012

» 1V tilt skillet 2008



Tips and Tricks

» If you need to write a bid for a similar
piece of equipment for another school,
this makes it easy to see what you did
before (and may want to do differently.)
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which it will be effected and the basis for settiement. The USDA does not prescribe the form or content any contrac hat may arse rom s ofe. The bidder orproposer >mmodityfoods.org ‘www.commodityfoods.org
of these ciauses. Chedk ih an atfomey to detemine f state o oca law prescrbes the use f specfic requiring such compliance in s lower tier covered transactions.
language.
y or bid for an aviard exceeding $100,000 must file the required
« EQUAL EMPLOYMENT OPPORTUNITY: This clause would be required only for contracts that meet Loboying Amendment (31 U.S.C. 1352).
the definition of “federally assisted construction contract " You should consult vith the State agency or
an attomey to determine whether this clause should be included JA prescribes the form or content of these clauses. The following is a
«  DAVIS-BACON ACT CLAUSE: This clause would be required only for prime construction contracts
n excess of $2,000 awarded by non-Federal entities. You should consult with the State agency or an = e
attomey to determine whether this clause should be included. O e
« CONTRACT WORK HOURS AND SAFETY STANDARDS ACT CLAUSE: This clause would be
required only for contracts awarded by the non—Federal entity in excess of $100,000 that involve the
employment of mechanics or laborers. You should consult with your State agency or an attomey to
determine wihether this clause shouid be included

850 480 7332 info@commodityfoods.org www.commodityfoods.org




USDA Nondiscrimination Statement

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights
regulations and policies, the USDA, its Agencies, offices, and employees, and institutions
participating in or administering USDA programs are prohibited from discriminating based on race,
color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity 1n any
program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program information
(e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency (State
or local) where they applied for benefits. Individuals who are deaf, hard of hearing or have speech
disabilities may contact USDA through the Federal Relay Service at (800) 877-8339. Additionally,
program information may be made available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination
Complaint Form. (AD-3027) found online at:

https://www.usda. gov;’sites.:’default."ﬁlesw”documentstSDA-OASCR}%IZOP-Complaint-Form-
0508-0002-508-11-28-17Fax2Mail.pdf, and at any USDA office, or write a letter addressed to
USDA and provide in the letter all of the information requested in the form. To request a copy of the
complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by:

(1) mail: U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410;

(2) fax: (202) 690-7442; or

(3) email: program intake@usda.gov.

This institution 1s an equal opportunity provider.
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Kelley Wassermann, SNS

Director CNP/Wellness Communications
Sylacauga City Schools ‘

Kelley.Wassermann@scsboe.org







