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Welcome! 
 

 

Thank you for joining us for  

this Training Event  

with  

The School District of Osceola County, Florida 



AGENDA 

Who are we and who should you contact? 

What does the School District purchase? 

When does the School District issue a quote or a bid? 

What are the important steps that you need to take to improve your 
quotes, bids and proposals? 

Where do you find bid and proposal information? 

Why are there rules and regulations in place? 

How can you be notified of upcoming bids? 

Ways that we can help you! 

Questions and Answers 

Staff Meet & Greet and Registration Assistance 



Introductions 

oCheryl Olson, CPPO, C.P.M., CPM, FCCN,  
o Director of Purchasing & Contracts, Property and Warehouse 

Services 

oNeil McDonald, CPPB 
o Purchasing Supervisor 

 

 



Who Should You Contact? 

 

When in Doubt, contact the Purchasing Department! 

 

You will be directed to the appropriate staff member for 

assistance. 

407-870-4630 

 









What Does the  

School District Purchase? 

Centralized Purchasing Department: 

  

All commodities, services and construction-

related services 

 

For the support and operation of all Schools and 

Departments in the District 



When Does the School  

District Issue a Quote or a Bid? 

Quote Limit: 
1. <$3,000= 1 written quote 

2. $3,000-$49,999 = 3 written quotes 

3. $50,000+=Formal, Competitive sealed solicitation 

4. If there is a Term Contract in place that is a result of a solicitation, the 
school/department must utilize it for the products or services that they 
need to purchase 

 

Solicitations (Types of Bids): 
1. Invitation to Bid (ITB)  

2. Request for Proposal (RFP) 

3. Request for Qualifications (RFQ) 

4. Invitation to Negotiate (ITN) 
 



Invitation To Bid (ITB) 

Utilized for the purchase of 

commodities and/or services that can 

be fully defined. Award is made to the 

lowest, responsive and responsible 

bidder.  



Request For Proposals (RFP) 

Utilized for the purchase 
of commodities and/or 
services that cannot be 
fully defined, and cost is 
not a major factor. A 
selection committee is 
appointed to review and 
score the proposals and 
presentations if required. 



Request For  

Qualifications (RFQ) - CCNA 

Utilized for the purchase of architectural, 

engineering, landscape architectural, 

surveying, mapping and construction 

management services in accordance with FL 

Statute 287.055. Cost cannot be a factor in 

the evaluation. 



Request For  

Qualifications (RFQ)-Non CCNA 

Utilized to pre-qualify vendors and ensure 

that they meet a minimum set of criteria in 

order to do business with The School 

District. Example: Work Experience, 

Staffing Certification, JLA Compliant, 

Business License, Financial Status, Etc.  



Invitation To Negotiate (ITN) 

Utilized for the purchase of complex 

commodities and/or services such as 

technology or volatile market areas. 

Procedures include negotiating with 2 or 

more top-ranked firms simultaneously to 

obtain a final, negotiated contract. 



Common Terminology 

Responsible:  The ability (capacity) of the vendor to 
perform the contract.  Deals with financial, resources, 
personnel, facilities, integrity and overall capability to 
perform. 
 
Responsive:  Means the contractor responded to the 
solicitation exactly the way they were instructed.  To be 
less than responsive, is to be non-responsive. 
 
Solicitation Opening:  An official act of opening bids to 
record vendor names and pricing (ITB), or simply vendor 
proposals (RFPs and RFQs) 



Purchasing Timelines 

Solicitations $50,000+ 

ITB 

ÅInvitation To 
Bid 

Å6-8 weeks 

RFP 

ÅRequest For 
Proposal  

Å12-14 weeks 

RFQ 

ÅRequest For 
Qualifications 

Å12-14 weeks 

ITN 

ÅInvitation To 
Negotiate 

Å20 weeks 



Steps to Win Solicitations, 

Contracts & Purchase Orders 

Be informed of various solicitations.  Bidder lists, vendor registration 
(Vendor Link),  alternate service providers, internet, etc. 

 

Obtain a copy of the solicitation and READ it.  Review the scope of 
work first.  All solicitations are available on the internet. 

 

Check for a pre-proposal meeting (could be mandatory). 

 

Review and understand the award criteria:  price, technical, approach 
and methodology, all or none and partial. 



Important Steps 

Look and acknowledge addendum/addenda.  If you donõt understand the 
scope, submit questions.  Submit any and all questions in writing to 
Purchasing.  

 

Fill out the appropriate forms and submit the required information before the 
required date and time. 

 

Follow the solicitation format, submit the information requested and within 
the number of pages. 

 

Understand the evaluation criteria.  Build your proposal based upon the 
various weight factors. 
 



Important Steps 

Check to see if a security bond is required for your bid. 

 

For ITBs, submit bid for the requested scope.  Alternate proposals are generally 
not accepted unless stated in the ITB (could be brand name or equal). 

 

You are responsible to get your proposal on-time to the location stated on the 
solicitation.  Plan for emergencies and the unexpected.  You are still responsible 
regardless of what service you use (i.e. USPS, Federal Express, UPS, etc.) 

 

For subcontractors, check out the planholders list or pre-proposal attendees list 
for subcontracting opportunities.   



Important Steps 

When submitting an alternate or equal, provide the necessary data with 

your proposal, so that it can be evaluated. 

 

If an ITB, attend the Bid opening or check the website for the tabulation 

usually posted within three working days.  If an RFP, check the website 

for the names of the companies that submitted proposals. 

 

Know the rules:  there is a òNO CONTACTó period with School Board 

employees and elected officials during the evaluation process.   The only 

person you can talk to is the Purchasing Representative. 



Important Steps 

After the award, you may want to make an appointment with the 

Purchasing Representative for a debriefing appointment.  An example of 

areas that may be available for the solicitation are as follows and vary by 

type: 

 Review other firmsõ submittals 

 Obtain feedback regarding your firmõs submittal 

 Listen to selection committee meeting audio tapes 

 Review selection committee membersõ evaluation sheets 

 

 



Where do You Find Quote  

and Bid Information? 

Purchasing Department Website: 

http://www.osceola.k12.fl.us   

 

http://www.osceola.k12.fl.us/















