
Why am I not receiving any bids since being placed on your Bidders/ Plan Holders list? 
There are several reasons why you may not have received bids. The most prominent reason is the number of vendors competing in your commodity code.  The bids may have been issued just prior to your application being received. The commodity may be on a yearly price agreement and not yet due for bidding. Please feel free to discuss this with a Buyer to determine the reason.  Or, please review the published bid advertisements.  If you have not received a specific bid for which you want to participate, request a copy or pick one up.

Which documents cannot be faxed to the procurement? 
Bids which have been issued through the regular solicitation process may not be faxed. Under special circumstances, a buyer may request facsimile bids which must be followed up by submission of the original documentation. 

How can I get my Environmentally Preferable product recognized by the County?

Provide documentation of the environmental, performance, and cost benefits of your products to the King County Environmental Purchasing Program.  The program forwards promising ideas to appropriate agencies for evaluation and purchase (Electronic formats are most effective).

Is the process for frequently purchased commodities different? 
Frequently used commodities are generally acquired by blanket purchase orders, which is a annual purchase order. 

What should I be careful of?

Promises of an Award: Because the county relies heavily on competitive bidding, no department knows which bidder will receive an award until sealed bids are opened and awarded.  This means that no one can give assurance that a vendor will receive a particular order.

Do Not Start Work Without an Authorized Contract. The authority and responsibility for purchasing rests with Procurement and Contract Services.  No service should be provided, and no goods should be delivered, before you receive a written contract from the County.  Until the county executes the contract, purchase order or blanket purchase order, the county has no legal obligation to pay for the order.

How do I get started?

After you have done the necessary research to determine that the County buys what you sell and that it is worthwhile for you to become aware of upcoming bids, you need to get your company into Procurements database.  To do this, you must fill out the Vendor Application Packet, forms that request information on you and the goods or services you provide.  Contact the Compliance Coordinator at (206) 263-9400 for further information or e-mail the WEBMASTER to request a packet.

How does Procurement Request Bids? 

After your first visit to Procurement, your next encounter with the process could be when you receive a bid request.  Except for certain emergency or urgent needs, Procurement initiates a request for bid.  These requests are generally of two types: 

For bids over $25,000, Procurement sends formal “Invitations to Bid” to potential bidders.  

For bids under $25,000, Procurement requests informal bids “quotes”.   These quotations may be in the form of a telephone, fax or mail quote, and are solicited from at least three prospective bidders. 

How do I learn about bids? 

Be listed on Procurement’s Database

If you are in the database, you will be included in our solicitations for bid wherever possible.  We also include those vendors that are in the database with Contract Compliance as well.

We are on the Internet: http://www.metrokc.gov/procurement
RFP’s are posted on Procurement & Contract Services Web site.  ITB’s and RFP’s are listed and the bid documents are viewable and printable from this site.  You can also e-mail the WEBMASTER, get a new vendor application, and review this entire package on line. 

If you do not currently have Internet access, public access is available at many of the County’s public library branches. 

How do I get a copy of a Bid? 

Procurement distributes bids in several ways.  You can visit the Procurement Office at the Chinook Building, 3rd Floor, 401 Fifth Avenue, Seattle, WA 98104-2333 to pickup a copy.  You can print a copy from the information on the WEB site.

Informal bids or quotations, may be mailed, faxed, e-mailed or telephoned to you.

How do I Submit a Bid? 

Because of the structural nature of government contracting, the County has little flexibility if the bid you submit does not include everything asked for.  So it’s critical that you submit a bid that’s right the first (and perhaps only) time, or else we may not be able to consider your bid.  Here are some things to keep in mind: 

· Be Timely - Submit your bid by the date and time specified.  Late bids cannot be considered. 

· Read the Bid conditions.  Each bid contains a number of bid conditions, some applicable to all County bids, and some tailored to the particular bid.  Prices must be firm for the period specified, from as short as 90 days to as long as 3 years.  For a contract, which could extend over several years, prices may change yearly.  For Procurement to consider a prompt payment discount when evaluating bids, the discount offered can be for no fewer that 20 days.  This means that a discount of 2%-10 days cannot be considered in the evaluation, though it would be taken when invoices are paid and you were awarded the contract. 

· Be Responsive. Bid on items and in quantities the bid requests.  If you add any qualifications or reservations to your bid, the bid may be considered conditional or non-responsive and can be rejected. 

· FAILURE TO ADHERE TO BID CONDITIONS MAY RESULT IN REJECTION OF THE BID.

What if my bid is late?
It is the bidder’s responsibility to insure that a bid/proposal is physically delivered to the correct location, prior to the time and date specified in the solicitation document. Late bids will not be opened, regardless of the degree of lateness or the reason related to the lateness, including causes beyond the control of the bidder.

I have a question regarding the specifications, can I get an answer from the buyer?
Any question concerning the solicitation should be directed, in writing, to the person whose name and fax number is listed in the solicitation. Correspondence must include the solicitation number and the opening date. No verbal response or interpretation that constitutes a material change to the solicitation is binding, unless it is issued as a written amendment to the solicitation.

Will I get a signed contract from the County?
The bid form, containing the vendor signature, constitutes an offer to the County. Issuance by the County of a Purchase Order constitutes acceptance of that offer, and together these documents create a binding agreement. However, in some cases, a separate formal agreement will also be issued.

We have more than one division of our company doing business with the County. Do we need a separate vendor applications on file?
If each division has a separate Accounts Receivable mailing address, and functions as though they are different companies, separate vendor applications must be submitted.

The Invitation to Bid has a recommendation to attend a pre-bid meeting and site visit. Do I really need to do that?
Most pre-bid conferences and site visits are not mandatory. However, in order to offer a responsive proposal, you should attend theses meetings. Ignorance of existing conditions are not an acceptable excuse for non-performance at a later date. Bidders should take every opportunity to get to know the project and the County’s requirements for that project.

What is meant by the term "taking exception" to a bid specification mean?
Whenever you modify a clause or technical requirement in a solicitation, you are "taking exception" to that requirement. This will almost always disqualify your bid. Such exceptions indicate that your firm cannot comply with the minimum requirements of the solicitation.

Can I deliver goods and services to a County department before I receive a copy of the purchase order?
No. Delivering goods and services to the County without a purchase order violates County policy. In an emergency situation, it may be necessary for the County to receive goods and services quickly. In those instances, you should insist on getting a verbal "emergency purchase order" number.

How does the Bid Evaluation Process work? 

Depending on the complexity of the bid, it can take from several days to several weeks to evaluate all the bids submitted.  Procurement makes certain that bidders are bidding on the same items and in the same units and quantities.  Sometimes a bid states “brand name or equal,” which means that if you bid on an item other than the one specified, your item must perform as well as the specified item. 

When bids have been analyzed, Procurement sends a summary to the requesting department for review and recommendation. 

Procurement awards to the lowest responsive and responsible bidder. 

For a bid with many items, Procurement in its discretion may award the entire contract to one bidder based on comparisons of the aggregate bids, or may make individual line-item awards to the lowest bidders.  This option will be stated in the bid package.
How Do Departments do their own purchasing of products up to $2,500? 

Low Value Purchase Authorization

All County departments are authorized to issue Limit Purchase Orders (LPO’s) or Direct Vouchers (DV’s).  County procedures require departments to solicit three bids (or quotations) for each order. 

To compete for these orders, vendors must make themselves known to departments, both directly and by making sure that they are in Procurements vendor database. 

Where and How to Deliver

For most orders, the delivery point is the location noted in the “ship to” where the item or service will be used.  You should note carefully the Delivery Address in the bidding and order documents. 

You are responsible for delivering to the final destination specified in the order.  

Deliveries to County departments typically are made by common carrier, by the vendor’s trucks, or through the U.S. Postal Service. 

Do not send the order to the Buyer in Procurement & Contract Services whose name may be on the transaction. 

Include the Order Number on the Outside of the Package 

You must include the Purchase Order, Blanket Order, or LPO/DV order number on the outside of the package.  This will enable the County to identify the correct department or individual as the recipient in case there are any problems. 

Inspection and Acceptance by the Department 

All goods and services are considered received by the County only after the requesting department inspects to be certain all items are received and in good condition, or that the service has been performed satisfactorily.  After inspection and any necessary tests have been performed, the department will approve the invoice. 

Problems:  Circumstances that may interfere with County’s accepting and paying for an order include: 

Short shipment; backorders.  The County pays for an order only after all items have been received.  Partial payments can be made but must be requested at the time the order is placed.  If you have made several shipments to fill an order, and mailed the invoice for the entire order before all shipments were received, you can expect payment only after the County receives the complete order.  

Wrong delivery address: The shipment was sent to Procurement.  Occasionally, vendors send orders to the Procurement instead of the requesting department.  This causes delays as Procurement determines the ultimate recipient.  If no purchase order number appears on the outside of the container, Procurement may be unable to identify the correct department and thus be forced to return the shipment.  

Failure to show the order number on the package.  If there is a problem with the delivery address, knowing the order number can be a significant help to the County in identifying the ultimate recipient.  

Paying the Invoice - This information is applicable to purchase orders, and blanket purchase orders signed by Procurement & Contract Services.

Where do I send the Invoice? 

Send your invoice to the “Bill to “ address specified in the order.  This will speed payment.  For all types of orders, the billing address is that of the County department receiving the good or service.  Include the Purchase Order, Contract, or Blanket Purchase Order Number on the invoice.  This will help us match the invoice to the correct order.

What does the User Department have to do? 

The County must verify that the order was received complete and in good condition.  The invoice is matched with the original order and any receiving document so that the County can determine that what was delivered is what was ordered. 

The receiving department completes a form indicating receipt of the complete order and requesting payment, and then sends the form to Accounts Payable for payment.
What If I have Questions about an Invoice and payment? 

Call the County Department you mailed the invoice to.  Have the Purchase Order number or other identifying County transaction number handy. 

What can I do to help the Payment Process Proceed More Quickly? 

If you observe the following tips, things should go smoothly: 

Make sure you sent the shipment to the correct County address.  In general, do not send the shipment to Procurement.  Note carefully the “Deliver To” address on the County Purchase order, Blanket Order, or LPO/DV.   Include the order number on the outside of the package. 

Send an invoice for the complete order, not a partial one, and do this only after the full order has been received.  In general, the County does not pay partial invoices without prior arrangements being made.  Invoices sent too early may become difficult to locate once the shipment arrives.  Send the invoice to the correct County address.  Pay close attention to the Purchase Order, Contract Order, or LPO/DV, which shows the “Bill To” address.  Include the correct Purchase Order number, Blanket Order number, or LPO/DV number on the invoice.  The County needs that identifying number to match shipments or services with the procurement documents.  
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