October 13, 2011
4:00 to 5:00 PM
Purchasing Department

The School District of Osceola County, Florida
Student Achievement - Our Number One Priority




Welcomel

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
guotes, 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
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Introductions

oCheryl Olson, CPPO, C.P.M., CPMCCN

o Director of Purchasing & Contracts, Property and Warehouse
Services

oNeil McDonald, CPPB

o Purchasing Supervisor




When in Doubt, contact the Purchasing Department!

You will be directed to the appropriate staff member for
assistance.




Purchasing/Contracts, Property, and Warehouse Department

Effective Date: 8/18/10

Cheryl Qlson,
CPPO, CP.M., CPM, FCCH _
Director of Carolyn Raggi
Purchasing/Contracts, Property and Searetary i
Warehousa
1
Medl McDonald Dan Brown
Supervisor of Warehouse Lead/
FPurchasing Driver
I 1
Kathy Brown Lisa Kesacker, Accounting I I Property Records I Courier Services I I Campus Grilla I bienaral Dellverias and
Senior Buyer CPPB Surplus Plekug
Senior Buyer Marta Santa Cruz || INQIH{: SEHEI?QT Willlam Cruz Orando Gonzalez Arcatio Rosa-
| " Coniract Expeditor || e L”‘ onirots Delivary Stores Clerk | || Delivery Siores Clerk
sad Tomes
Linda Hysell Cheryl Jessae I:Iell'.rzrly Skture-s
Senior Buyer Sanior Buyer Laura Elam Mall Grahel John Mylolt o
Seniar Accounting —— '""9"%"5;3"""”'5 Delivery Stores Clerk || Caralyn Conlin
| ] Clerk Dedivery Stores
Megan Pearison Kristing Rumping Clerk
Buyer | Senior Buyer ‘Waltar Palmar -
Contracts Sarvicas Dellvery Starss Clerk - Edwin Cotto
ey Dedivery Stores
Sandra Ceravolo Clerk

Zulema Martinez
Records Clark

Secratary Il
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THE SCHOOL DISTRICT OF OSCEOLA COUNTY, FLORIDA

PURCHASING DEPARTMENT BUYER RESPONSIBILITIES LIST
hito-fwww osceola k12 fl usidepts/Purchasing/SolicitationsStaffPublications.as

BUYER#3 BUYER #4 BUYER # 32
Kathy Brown Linda Ciraldo Hysell Lisa Kesecker
Senior Buyer Senior Buyer Senior Buyer
4078704528 407-343-8604 407T-8T0-4622
brownkifosceola ki flus ciraldolfioscecla ki flus keseckelfoscecta k12 flus
BUYER#1 Athletic Supplies/Equipment ABC Schoals
Neil McDonald Appliances Auctionser Senvice Contract Database Backup
Supervisor of Purchasing |4 Supplies & Equipment AV Supply Equip/Repair/ Copiers & Maintenance
407-870-4623 Classroom Supplies & Equipment Computer Peripherals -usiodial Equipment & Repairs
medenalnifilosseola k12 flus  |Driver's Educ. Cars & Products Band Uniforms Fund Raisers
ESE Back Fairs Health/Medical Supplies/Equipmen!

Actuary Senices Family & Consumer Science Books/Magazines/Subscriptions Homezoming Events
Auditors Services * FF&E Coordination * Camp Coniracts IMC Paper Supplies & Equipment
Cellular Towers Furniture (Al indoor and outdoor Classrings Intercom Systems
Drug Testing furniture ) Flags Lockers
Employse Assisiance Program Industrial Technical Education Food Service Supplies & Equipment [Office Supplies & Equipment
Financial Senvices Library Supplies Game Cficials Printers
Insurance Broker Senviges Music Supplizs/Equipment & Globes/Maps Proms
Purchasing Card administrator Insiruments Modular Labs Records Managemeni Boxes
Purchasing Card RisersiPaortable Stages Moving Senices Security Persannel

Transactions Shelving (All} Frinting Saoftwars

Tutor Condracts

SpeakersiLecturars

PraducenDirector, Senvices

Specizl Events & ticksts

Trainer Senvices

Pramotional llems & Shins

Storage Trailers Rentals

T Production Fumiture

Recruiting Services

Scanning & Testing Softwars

Recycling

Translation Services

Soience Suppliss & Equipment

Warshouse Inventory Bids:

* FFAE Project Coordinator:

Sewing MachinesMaintenance

Custodial Supplies

KEY: Celebration K-8 Student Graduation Hems Sichaol Furniture
Black-Regularly Assigned liems East Lake Elementary Student Pigtures Copy Paper
Red-Senvice Agreement items Gateway High School Student Planners

Highlands Elementary Surplus Bids

(Osceola High Schoal TECO's Culinary Arts

Partway Middle Unforms\WorkiSports/

5t Cloud High Sehoal Cheerleading, stc

TECO Vending

Thacker Avenus Elemantary Widea ! TV Studio

Zenith Water

‘earbooks
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THE SCHOOL DISTRICT OF OSCEOLA COUNTY, FLORIDA

PURCHASING DEPARTMENT BUYER RESPONSIBILITIES LIST
nitp:/fwww.osceola k1 2 1. us/depts/Purchasing/SolicitationsStaffPublications. asp
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1' BUYER £2 BUYER #23

y Cheryl Jessee Kristy Rumping _
Senior Buyer Senior Buyer
407-870-4627 407-870-4611

BUYER # 5 jesseacioscacla k12 flus rumpingkfioscenla k12 fluc
Marta Santa-Cruz Agriculiure Suppliss & Equipment Cabling/Hardwars-Tech Services
Contract Expeditor Audrtarium Orapss Computers/Accessorss/Maintenance
407-870-4621 Sleacher Inspections Construction Selictations

santacrmFoscecla k12 flus

Construction Solictations

Custodial Senices

*CALLS IN REPAIRS ON ALL® AIC Painting/Concreteletc. Figld Trips
*SIGNS OFF ON*= Contracior Senvices/Flumber/Elect! Flag Faoles
FF&E Budget Coardinator Cowvered Walkways FR&C Architects
Miscellanegus PO's Elevator FP&C Design Buid
Peity Cash Emergency Bids FREC Civil Engineers
Termite Contract Adminisirator Employees Benefit Cons. Senices FREC CM @ Risk < 52 M
Utiligy PO's Environmental Services FR&C Geotechnical Engineers

Law Enforcement Contract

Fencing

FP&C Plan Review & Building Inspections

Warshouse PO Eniry

Fire Alarm Systemns/InspectionManitoring

Fuel Bids

Fire Extinguishers/Sprnklsrs

(Garbage Senvioss

BUYER# & Flaor Coverings-Material & Installation OniyLight Bulbs/Resyeling/Ballasts
Laura Elam FP&C CM @ Risk > 52M LP Gas
Sr. Accounting Clerk FP&C HVAC TestiBalance Physicals iCOL Licenss {Bus Drivers}H
407-B70-4613 FREC Mech/ElectPlumb Design Purchasing Card Support
slamifoscecla ki flus FPEC Real Estate Satellite Dish Systems
F*SIGNS OFF ON-* FPEC Survey & Mapping Security Systems
Hotel & Workshops Grant Evaluators Sheds
Leaming Focused Gy Floors, Mew & Refinishing Signs
Telephone PC's Impact Fees Telephone Systems & Programming
FFEE Budget Recsiving Industrial Supplies/Hardware/Lumber Track Resurfacing
Printing of District POs Lawn Care Service Transportation Dept Materials
Printing of Warehouse Requistions Lawn Equipment & Repair Transporiation Senices (Buses/Vans)
Warehouse PO Requisitions: Locksmith Senvices Transportation Senice Related
Art Suppliss KAaint Dept WaterialsTools Trade Confracks Agreements
Custodial Supgliss Marquee's Trash Compactors
Food Supplies Playground Equipment & Installation Two Way Radios & Repeaters
Health Supplies PoriablesModular Buildings Vehicles/Forklifis/etc.
Office Supplies Roofing Video Sireaming
Sehoal Furniture Sod VoiceVideoCiata Cabling Installabons
Termite Bid Wirsless Communications (includes
Window Coverings Cellular Phones and Pagers)
Revised: 08.18.10
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What Does the
School District Purchase?

Centralized Purchasing Department

All commodities, services and construction
related services

For the support and operation of all Schoo
and Departments in the District

U
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When Does the School &~
District Issue a Quote or a Bid?

Quote Limit:

<$3,000= 1 written quote

$3,000$24,999= 3 written quotes
$25,000+=Formal, Competitive sealed solicitation

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

=rasas

Solicitations (Types of Bids):

1| Invitation to Bid (ITB)

2 Request for Proposal (RFP)

cll Request for Qualifications (RFQ)
4 Invitation to Negotiate (ITN)




Invitation To Bid (ITB)

Utilized for the purchase of
commoditieand/or serviceghat

befully definedAwardisimadé lu
lowest, responsiveand ré}s@ nsib

bidder \&2‘
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Request For Proposals (RFP)

Utilizedfor the purchase

of commoditiesand/or
servicesthat cannotbe
fully defined andcostis
é:_ not a major factor A
"?electlon committee is
_appointedo review and

l'Y - scor proposalsand
| presertl

lorigequired

1




Request For =
Qualifications (RFQ)CCNA

Utilizedfor the purchasef architectural,
engineering, landscape architectural,
surveying, mapping and construction
managemesgrvicems accordaneath FL
Statut87055 Costcannobeafactonn
theevaluation

U W




Request For =
Qualifications (RFQINon CCNA

Utilizedto prequalifywvendorandensure
thattheymeeta minimunsetof criterian
order to do businessvith The School
District Example Work EXxperience,
Staffing Certification, JLA Compliant,
Businedscensdsinancidtatugtc

U W




Invitation To Negotiate (ITN)

Utilized for the purchaseof complex
commoditiesand/or servicessuch as
technologyor volatile market areas
Proceduremcludenegotiatingvith 2 or
more top-rankedfirms simultaneousty
obtairafinal,negotiatecontract

U




Common Terminology

?Donslble The abl|lt¥)é acl ) of the Yendor to
perform the coptract Wlt flnanci resov o
8SF o%rr]rr\]el facilities mtegrlty and overaII capabl Ity

Responsive Means the contractor responded to the
SOlICI atloexact% e way they were Instructed. To
ess than responsive, I1St0 leésmonsive.

Solicitation Openln% 8ff|C|aI ac penin id
record vendor nam 3 and pricing ), or simply
proposals (RFPs an S

U




Purchasing Timeline ==
Solicitations $25,000+

‘ ITB ‘ ‘ RFP ‘ ‘ RFQ ‘ ‘ ITN ‘

AlnvitationTo ~ ARequest For ARequest For A lInvitation To
Bid Proposal Qualifications Negotiate

A 6-8 weeks A1214 weeks A1214 weeks A 20 weeks




Where do You Find Quo &
and Bid Information?

Purchasing Department Website:
http://www.osceola.k12.fl.us
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June 8-12 at Oscecla High Scheel from 2:00 a.m. - 2:00 p.m.
817 Bill Beck Blvd. Kissimmee, Florida 34744 Read More :-:-|
(407) 870-4600
. PATHS - Summer Reading Books Announced
Superinlendent Dr. Michael A. GI‘EQO The 2002 summer reading bock list for PATHS was anncunced on May 28. All

Wednesday, June 3, 2009 | Search |thi5 site

School District of Osceola County, Florida - Mission Staterment

Education Which Inspires
All To Their Highest Potential

"Welcome to the Osceola School District, where student
achievement is our number one priority. In partnership
with families and the community, we are dedicated to
excellence and committed to maximizing every student’s
potential.”

- Dr. Michael A. Grego, Superintendent

Quick Links Focus On Student Achievement News and Information
District Links | Parent Links | FAQ's Tremendous Districtwide Improvements Made By Osceola Important Dates
Students On 2009 FCAT = :thm Board
@ 2007 - 2008 School Grades Osceola County School District continues to make tremendous slmlTIwWITIE eetn
@ 2008-2009 Favorite Teacher Winners improvements districtwide as reflected by the release of the 2009 11213141516 Last Day of School
FCAT scores. As a result of all the efforts made by students, -
@& NNY FCAT Results - ) [ T T A 11112113
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ol District of Osceola County, Florida - Mission Statement

Education Which Inspires
All To Their Highest Potential

"Welcome to the Osceola School District, where student
achievement is our number one priority. In partnership
with families and the community, we are dedicated to
excellence and committed to maximizing every student’s
potential.”

- Dr. Michael A. Grego, Superintendent

Quick Links Focus On Student Achievement News and Information
District Links || Parentlmks || FAGs Tremendous Districtwide Improvements Made By Osceola Important Dates
Students On 2009 FCAT : School Board
@ 2007 - 2008 School Grades Osceola County School District continues to make tremendous slmliTtIwlTlIEl S —=
@ 2008-2009 Favorite Teacher Winners improvements districtwide as reflected by the release of the 2009 11213141516 Last Day of School
FCAT scores. As a result of all the efforts made by students.
@ 2009 FCAT Results teachers. schools. and district administrators and staff, Oscealas ||/ 4819 [1O]11]12]13
@ About the District gain scores, the percentage increase proficient, were greater than 14]15]16]17[18]19]20
® Academic Sport Chargpions the State in six out of the eight grade levels tested in reading and 2112212324 |25]26| 27
- mathematics. In science, Osceola closed the performance gap in |[2g] 29|30
@ BID Cpportunities all three grade levels (Grades 5. 8, and 11). As a result, the
@ Choice Options district is successfully closing the performance gap with the
@ Code of Student Conduct State. and will be striving to “reach for the top” over the next few @ Districtwide Event Calendar
vears. Below are the grade-level percentage increases for reading. ) ) )
College Acceptance Map for mathematics and science: @ 20058-2009 Annual Academic Calendar (POF)
Osceola County Students Read More >> | @ 2009-2010 Annual Academic Calendar (PDF) .
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strict of Osceola County, Florida | I o~ B - () sm - Page:

School News

School District of Osceola County, FL

817 Bill Beck Blvd. Kissimmee, Florida 34744
(407) 870-4600

School Uniform Dress Code Policy

Superintendent - Terry Andrews Student Registration Information

. September 8, 2011

\ . - “ 4 - 4 - - . P - - - -
é # Mission Statement;ﬁ,x Educ?n‘ which lns\itfs all to.their highest potential.’
’ // - *

:
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Quick Links Focus on Success

istrict Links I Parent Links l FAQ's -

September 2011

)| 2010-2011 School Grades | < I'!glgme, n! w,ea_.t!,lﬁr SIM|T|W|T|F
)][2011 FCAT Results | — Updales 1 1o
)| 2011-2012 Deficiency/Progress Reports and e
Report Card Dates /
- Acceleration Option for Students in 4th and 5th Grade - 516 7 8 9

'"2012 Graduation Schedule Level 4 or § on FCAT demonstrates schisvement sbove grade level. This 11|12 13 14 15 | 16
l"Academic Sport Champions y=ar the Florids Legislsture passed House Bill 7127 which sllows sligicls

- children in 4th and 5th grade to acosss middle school level courses for the 18 m 21 22 | 23
|| Athletic Sport Schedules 2011-12 school year. Your child’s sccomplishment on FCAT may gquaslify
|| BID Opportunities him/her for this opportunity. 256126 | 27 | 28 29 |1 30
) || Choice Cptions aal et '

D"Code of Student Conduct Online Application For Free and Reduced Price Meals For Students B B ]
Now Available ﬂlPubllc Hearing -Final Budget - 5:05PM

Applying for fres and reducsed orics measls for students is now 3 whols lot ;“Regular Board Meeting - 5:20PM

N P——— SeS S S S I——l_'ll_’_|_|_|\}3Local-intranet

D" District Budget Information
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Focus on Success

District Links Parent Links

2010-2011 School Grades < \‘ / I'!plg“!g“! weaﬂ‘gr

2011 FCAT Results

2011-2012 Deficiency/Progress Reports p“"‘"‘ .

andRepo A taes Acceleration Option for Students in 4th and 5th Grade

2012 Graduation Schedule Level 4 or 5 on FCAT demonstrates achievement above grade level.
This year the Florida Leqgislature passed House Bill 7197 which
allows eligible children in 4th and 5th grade to access middle school
level courses for the 2011-12 school year. Your child’s
accomplishment on FCAT may qualify him/her for this opportunity.

¢le|e]

Academic Sport Champions
Athletic Sport Schedule

[e[elelefefe]e]e]

BID Opportunities Read More >>
Choice Options
Online Application For Free and Reduced Price Meals For
Code of Student Conduct Students Now Available
District Budget Information Applying for free and reduced price meals for students is now a
- : whole lot easier for parents in the Osceola School District. Campus
Education Foundation Grille, the district's food service department, has launched the online

T 11 1 | Aarnrmhicatiarn mracace athicrh i factar Aand mamra cactiras tharm Ay rmee
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w Purchasing Department

Purchasing and Contracts Department
Director - Cheryl Olson, C.P.M., CPPO, FCCN
Supervisor - Neil McDonald, CPPB

Mission Statement

The mission of the Purchasing Department of the School District of Osceola County, Florida, is to provide for the fair and equitable treatment of all persons involved in publ
District, to maximize the purchasing value of public funds, and to provide safeguards for maintaining a procurement system of quality and integrity.

The Purchasing Department’'s goals are to assist all of the schools and the departments with their purchasing activities, to provide cost effective, efficient and compet
supplies, services, and equipment needed to provide quality educational services to the students of Oscecla County, to administer the Purchasing rules, regulations and sta
the School Board, Department of Educaticn and the State of Flarida.

The Purchasing Department is dedicated to praviding the School District with the services necessary to accomplish its operational missions in the most cost effective and effi
pravide fair and equitakle treatment of all vendors that wish to sell commaodities and services to the Zchaol District of Osceola County, Flarida.

Bid Information
o Public Motices for Bid Cpenings & Committee Meetings
wZole Zourcel3ingle Source Posting

Vendor Information and Applications Contracts Information

» Wendaor Application for Purchasing with VendaorLink [ Contract Agreements - List of Templates

" rs: Invitation to Register with o Contracts Checklist

w Contracts Database (Archive Priorto 5/6/11)
ounts Fayable Vendor Application wContracts Procedures Manual

Bids & Bid Results after 6/30M10
w Mew VendorLink Bid Opporunities & Contracts
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Home | Login | Register | Cannot access account? | Search Solicitations | Search Contracts | Yendor Directory | Help

Welcome to the Osceola County VendorLink eProcurement System.

Are you interested in deing business with Osceclza County Government or The Schosl District of Oscecla County? Do you want to learn about bid
oppeortunities? Do wou want access to bid tabulation sheets? Are vou curicus to know who the current planhelders are for 2 project? Do you simply want to
download an executed agreemant? If you answered “yes” to any of the previcus questions, then Osceclz County WenderLink is for you.

“fendeorLink, the bid neotificaticn and information pertzl hested by the Osceclza County Bozrd of County Commissioners and The School District of Gsceclz
County, provides e-mail notifications of sclicitatiens, a5 well as, downloads of selicitation documents, The benefit is that zll these services are free,

Ev registering on WenderLink today, you can receive e-mailed notifications of sclicitations and addenda when they are advertized and vou will be able to
dewnload solicitation decuments, Simply cemplete the user information fizlds and select commedity codes for the goods and/er services your firm provides.,
When the County or The Scheel District of Oscecla County posts a sclicitation that matches one of your commedity codes, vou will receive an e-mail
inwiting you to cbtain complets detzils by logging in te the site. Seme valuzblz infermatien avzilable on Wendorlink includes

* Inwvitaticen to Bid and Request for Propeszl decuments

* The seclicitation’s status [broadcast, under evaluation, awarded, stc.)

* Pre-bid or pre-proposzl mesting date and times

* Eid or proposal specifications

* Bid or prepesal dus dates and timas

* Addenda cutlining changes or clarifications te the original scolicitatien decument
+ & list of planhelders

* Tazbulation or Evaluzstion Score Sheets

* Recommeandatiens for Award

* Ewescuted Agreements/Contracts

Sheould wou have additional questions, please contact: Osceela County Board of County Commissienars — Procurement Services
(407)742-0900
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Search for Solicitations by entering the selected search terms and clicking on Search Solicitations.

Agency

Broadcast Date Greater Than

Broadcast Date Le=s=s Than

[

Department (First select an agsncy above)

Due Date Greater Than

Cue Date Less Than

Title ID Number

Status

[

Question End Date Greater Than

Question End Date Less Th

Scope of Services Commaodity Keyword

Fizcal Year

[

Anticipated Award Date Greater Than

Anticipated Award Date Les

Page Count:
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i Purchasing Department

Purchasing and Contracts Department
Director - Cheryl Olson, C.P.M., CPPO, FCCN
Supervisor - Neil McDonald
Mission Statement
The Mission of the School District of Osceola County's Purchasing Department is to assist the schools and the departments with all their purchasing activities; to provide cost effective and

competitive procurement of supplies and services needed to provide the educational services to the students of Osceola County; to administer the Procurement Policies and Procedures
established by the School Board, the Department of Education and the State of Florida.

The Purchasing Department is dedicated to providing the School District with the services necessary to accomplish its operational missions in the most cost effective and efficient manner and
to provide fair and equitable treatment of all vendors that wish to do business with the Schoal District.
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i Public Motices for Bid Openings & Committee Meetings | Contract Agreements - List of Templates . Vendor Application for Purchasing with VendorLink
i Contracts Checklist :: Vendor Application and V-9 for Accounting
Bids & Bid Results after 6/30/10 i Contracts Database :: Pre-Qualified Vendor Program for Construction Bids
i New VendorLink Bid Opportunities i Contracts Procedures Manual i Sole Source/Single Source Posting
:: Vendor Training Events
Bids & BileesuIts Prior to 7MM0 Publications
:: Construction , , ,
- Commodities & Services n How_tn do business with SDO.C Brochure n Purchas!ng Card Procedures Manual
i Jessica Lunsford Act Information i Purchasing School Board Rule 7.70
i Purchasing Quick Reference Guide- Under Construction  :: Purchasing Card Request Forms
i Purchasing Manual i Emergency Procedures Manual
:: CCNA and Design Build Pracedures Manual ;- Emergency Vendor List
. Continuing Service Contracts for Maintenance & Facilties  :: Emergency Vendor Debris Remaval o
i School District Tax Exempt Certificate
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