Contracting with Local
Governments

A City of Raleigh Perspective



OVERVIEW QUESTIONS?

Where do | start?

Who do | need to contact?

When will I be contacted for quotes or bids?
How soon might | see an order or contract?

What are the terms and conditions and how
soon will I get paid?




Where to Start

Become a Raleigh Vendor at
www.raleighnc.gov/vendor




City of Raleigh Web Page
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Finance

The City of Raleigh is implementing an Enterprise Resource Planning (ERP}
system. The project provides an opportunity to enhance how we solicit, purchase,
and pay for goods and services, which will yield mutual benefits to the City and its
] vendors alike. Flease read our Request for Updated Vendor Information Letter for

details
All documents ~

Advanced

MWBE Program

MWBE Certification Application
Business License

Online Bidding

Purchasing Division

The online Vendor Information form in Step 1 below will be utilized to confirm
current information and gather the additional information required for the new
system and processes to function as designed

Business Licenses

In order for all vendor information to be processed and integrated into the new system before implementation,
we ask that you complete the online Vendor Information form even if you are already on our existing vendor
» Become A Vendor/Supplier | database

Bids & RFPs

Purchasing Schedule The City's currentvendor database has over 22,000 vendors. To increase the likelinood of receiving an
Commedities List opportunity to quote or bid with the City, please perform the following six steps, as applicable. (See
Surplus i Auction | Step Four to register for Online Bidding.)

Purchasing FAQs

Pt Prsprer Ly it Senle Step One - Vendor Information Form:

Complete and submit the online Vendor Information Form

Comprehensive Plan

A purchase order or contract will not be issued to a vendor until a completed Vendor Information Form for that

elopment Servi wvendor is received in the Purchasing Office. If you have problems with the online form or are unable to complete it

D lectronically, please call 919-998-5010 for assistance.
Inspectors Centinuing Ed The online Vendor Information form does not preclude the requirement to provide a W-9 form. Please send a
Mapping & Digital Data copy of your W-9 to VendorUpdate@ci.raleigh.nc.us or to fax #919-996-7434, or mail to City of Raleigh, Vendor
Update - Room 512, PO Box 590, Raleigh NC 27602-0590. C: and 1al information regarding your
FEVE | FzgenTran company may be sent in with your vW-9 farm.

Strategic Plannin
£l g lfvour company is already on our existing vendor database, vou still need to fill outthe online Yendor Information

Zoning & Rezoning form in order to be added to our new ERP And, if your information changes (e.g., new address, name
change, etc.), please submit a new Vendor Information Form so that we can update our records.

Step Two - MVWBE Certi il A i il {as
Itis the intent of the City of Raleigh to promote and encourage the use of minority and women-owned business
enterprises (MWBES) while maintaining the integrity of sound financial practices and supporting the growth and
development of such businesses. For more information and a certification application, see the Business
Assistance Program. For purchasing assistance, contact the Purchasing Division at 819-996-3240

Step Three - Business License:
Businesses operating within the city limits must obtain a City of Raleigh Business License

Step Four - Registration for Online Bidding:
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Step 1

I ——
= Complete a Vendor Information Form and W-9 Form.

22,000 Vendors

Receive 10-15 Vendor Information Forms
per day

Update your Vendor Information



Vendor Information Form
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Economic Development
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Strategic Planning
Zoning &

Primary Address:™
Street City
| | |

State, Territory or Canadian Prov. Zip
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line Development
nter i F

Primary Phone Number*
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Step 2

MWBE Certification Application
(if applicable)
Contact: Luther Williams
Business Assistance Program Manager
Telephone : 919-996-427/8
Email: Luther.willlams@ci.raleigh.nc.us
North Carolina State Certification




Step 3

—
© Business License

Contact: City of Raleigh Revenue Division
919-996-3200



Step 4

Registration for Online Bidding

(for Apparatus, Supplies, Materials, &
Equipment)

ENI Software
No Fees
Total electronic bidding



Online Bidding

‘2l City of Raleigh Procurement Center - Microsoft Internet Explorer
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City of Raleigh Suppliers - City of Raleigh is using ENI's e-procurement system for most
of our formal bids. The City of Raleigh Procurement Center will register, source, solicit,
and receive proposals and bids from our wvalued suppliers. This tool allows our staff to
source vyour products, equipment and services, and to contact you wvia email for
additional information, quotes, or proposals.

Register below by clicking "Become a Supplier." We encourage you to fill out as much of
your supplier profile as applicable, especially Forms A through D, which will be used to
source your company. There is no charge for suppliers to register to do business with
City of Raleigh. If you hawve any questions or need assistance please call ENI at 800-853-
7130.

City of Raleigh Employees - Sawve time and money for both our taxpayers and our
walued suppliers. Functionality awvailable to you includes: internal requisitioning, identifying
suppliers, sending and receiving RFPs,RFQs and RFIs including sealed bids, formulating and
sending Purchase Orders., and direct buying from wyour pre-qualified suppliers. as well as
pre-negotiated State agreements and supplier catalogs. Contact the purchasing
department for employee registration.

Suppliers Employees
+ Become a supplier + Log in to procurement center
« Suppliers Log In + Getting started FaYg.
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Step 5

= Purchasing Contacts: 919-996-3240

Purchasing Division Staff:

C. Ellis Wheeler, C.P.M., CLGPO, Purchasing Manager
ellis.wheeler@ci.raleigh.nc.us

Hays Poole, Contracts Administrator
hays.poole@ci.raleigh.nc.us

Beth Hales Smith, CLGPO, Buyer Il
beth.smith@ci.raleigh.nc.us

Tina Garner, CLGPO, Buyer Il
tina.garner@ci.raleigh.nc.us

Angie Cox, Buyer |
angie.cox@ci.raleigh.nc.us

Erin Sweeney, Contract Buyer
erin.sweeney@ci.raleigh.nc.us




Step 6

= Departmental Contacts
= 22 City Departments
= 3500 City Employees



Bid Opportunities

www.raleighnc.qov
Click on:
Business
Buy and Sell
Bids & RFPs

Current Bids (apparatus, supplies,
equipment)

Request for Proposals/Qualifications

Construction Bids




Bids for Apparatus, Supplies, and
Equipment

Formal Bids > $90,000
= Average 40 per year

Informal Bids $5,000-$90,000
= Average 700 per year

Quotations <$5,000



Bid Opportunities
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Current Bids - Apparatus, Supplies, Materials, Equipment

The City of Raleigh’s Current Bids for apparatus, supplies, materials, or equipment are
listed below.

See Bids & RFP's regarding additional information and opportunities for Requests for
and Construction Bids.
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Advanced

Business Licenses

= Become A Vendor/Supplier
» Bids & RFPs

- Purchasing Schedule

= Commodities List

= Surplus Equipment Auction
~ Purchasing FAQs

PUBLIC NOTICE

Pursuant to the General Statutes of the State of Morth Carolina, sealed proposals forthe

Related Information

Finance

Online Bidding

Requests for Proposals

Construction Bids
Purchasing Division
MWEE Program

following items or projects are invited and will be received by the City of Raleigh until the Bid
Opening date and time as listed below. This list serves as a public notice advertisement for Bids and Request for
Proposals. Bid documents and specifications are available to prospective bidders by contacting the contact person for
that listing during regular office hours of 8:30am to 5:15pm. Registration is necessary for Online Bidding as indicated
Per Morth Carolina General Statute 87-15, prospective bidders on construction contracts must be properly licensed. The
City Council or its delegate reserves the right to reject any or all proposals. Bidders must comply with nondiscrimination
provisions. The City of Raleigh is an equal opportunity agency and invites small and minority contractors to bid.

Last Updated: 3/13/20089

-~ Reul Pruperly o Sake [BIDS A s i L i or i
Comprehensive Plan PRE-BID OPENING
S BID # DESCRIPTION CONTACT CONFERENCE {view bid tab) AWARDED
Economic Development [2008-40- Trommel Screening Plant [Ellis Wheeler Thu, 05/21/2009
Inspectors Continuing Ed. 4647 Purchasing Division (2:00 pm
919-9965-3240 222 W Hargett St,
Mapping & Digital Data Room 508
Rental R 2008-39-  Backup Power Generator & [Ellis Whesler Tue, 05/19/2008
Strategic Planning 14646 ATS Purchasing Division 2:00 pm
919-9956-2240 222 W Hargett St,
Room 508
2008-25- Hand Weapon Support GearTina Garner Mon, 05/18/2009
4502 Furchasing Division 2:00 pm
919-996-3240 222 W Hargett St,
Room 508
[2008-37- Pipeline TV Inspection [Ellis Wheeler Tue, 05/12/2009
4642 System In Hi-Cube Truck Purchasing Division (2:00 pm
*Online Bidding Required® 919-998-3240 (222 W Hargett St,
Room 508
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Request for Proposals

Professional & Non Professional Services
Technology Projects

Administered by Using Departments
Award based on overall best proposal



Construction Bids

Administered by using Department or
Construction Management Division

MWBE Good Faith Effort Goals

LEED Certified Buildings (>10,000 sq ft)
Raleigh Convention Center
Public Utilities WWTP Administration Building

Clarence Lightner Public Safety Center
(2012)



Green Purchases

= Green Purchasing Policy
= LED Lighting

“ Project Get Ready

= 62 Hybrid Venhicles

= Bio-Diesel Fuel



Centralized Purchasing

Six Purchasers and one Contracts
Administrator

Approval of Requisitions
Issues Informal & Formal Bids
State Contracts

Buying Group Contracts

New ERP System



Placing Orders

Purchase Orders > $1000
Encumbrances
Email- Fax- Mall
3-Way Match (PO — Recelving — Invoice)

Procurement Cards
Small Dollar Purchases < $1000
VISA
500 Cardholders
$4,500,000 per year



Vendor Expectations

= Fair Business Practices
= Best Price First Time
= Customer Service



Review Questions

Where do | start?

Who do | need to contact?

When will I be contacted for quotes or bids?
How soon might | see an order or contract?

What are the terms and conditions and how
soon will I get paid?




QUESTIONS 7777




