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BID/RFP ADDENDUM 

Direct All Inquiries To 
Procurement Management Services 

 

Buyer's Name:     

PHONE:  (305) 995-    

Email:    
 

TDD PHONE: (305) 995-2400 
 
 

Date:    

Addendum No.     

BID/RFP No. BID/RFP TITLE:    
 

This addendum modifies the conditions of the above-referenced BID/RFP as follows: 
 
 
 
 
 
 

All information, specifications terms, and conditions for the above-referenced BID/RFP, are included on the document 
posted on the Procurement Management website at http://procurement.dadeschools.net 

 

The attached pages containing clarifications, additional information and requirements constitute an integral part of the 
referenced bid.  If your bid/proposal has not been submitted, substitute the pages marked REVISED and mail 
your entire bid/proposal package.  

 
I acknowledge receipt of Addendum Number    

 

 
PLEASE NOTE: If your firm has forwarded a copy of this bid/proposal to another vendor, it is your responsibility to 
forward him/her a copy of this addendum. 
 
 

 

(PLEASE TYPE OR PRINT BELOW) 
 

LEGAL NAME OF BIDDER:    

MAILING ADDRESS:       

CITY, STATE ZIP CODE:    

TELEPHONE NUMBER: E-MAIL I.D. FAX #       

 
 

BY: SIGNATURE (Manual):     
OF AUTHORIZED REPRESENTATIVE 

 
 

NAME (Typed):    
OF AUTHORIZED REPRESENTATIVE 

 

TITLE:    
 

 
 
 
 
 
 

FM-4254 Rev. (09-17) 



SECTION 4.0 - PROPOSAL SUBMISSION AND FORMAT 
 
This section identifies the format to be followed in assembling a response. Bidders must 
carefully follow the format and instructions outlined below, creating a tabbed section in the 
response for each of the sections in 4.1 below. Bidders are instructed to indicate a response to 
ALL requirements and specifications contained in this section in the order listed using the same 
numbering system. 

 
Proposal responses must contain each of the enumerated documents below, each fully 
completed, signed, and notarized as required. Proposals that do not include the required 
documents may be deemed ineligible and may not be considered for contract award. All 
materials (except for plans and schematics, if any) are to be submitted on 8½” X 11” paper, 
neatly typed on one side only, with normal margins, spacing and quantities as outlined in 
Section 1.9 of this ITB. 

 
The inability or denial expressed in a proposal, or omission in the proposal, to offer to 
comply/conform with the technical requirements of this section of the ITB may result in the 
proposal being considered non-responsive. 

 
4.1 CONTENTS OF PROPOSAL 

 
All proposals must contain the following tabs/sections: 

 
1) Cover Page 

 

Exhibit 1 found in Section 6 is to be used as the cover page for the Proposal. This form 
must be fully completed and signed by an authorized officer of the Bidder submitting the 
proposal. 

 
2) Table of Contents 

 

The Table of Contents should outline in sequential order the major areas of the proposal. 
All pages of the proposal, including the enclosures, must be clearly and consecutively 
numbered and correspond to the Table of Contents. 

 
3) Executive Summary 

 

Provide a brief summary of no more than two (2) pages, describing the basic services 
offered, experience and qualifications of the Bidder, staff and any other relevant 
information. 

 
4) Technical Qualifications 

 

Provide a response to all of the items listed in Section 2.0 of this ITB. If the Bidder is 
unable to provide a particular service, the Bidder is required to suggest an appropriate 
alternative in his/her response to that item. The Bidder must respond to ALL 
Requirements in the order listed in Section 2.0 of this ITB using the same numbering 
system.  The inability or denial expressed in a proposal, or omission in the proposal, to 



offer solutions or an explanation to the requirements of this section may result in  
the proposal being considered non-responsive. 

 
5) Qualifications of the Bidder including Corporate Past Performance, Key Personnel & 

Supplier Diversity  
 

Provide a response regarding the Bidder’s qualifications, including but not limited to, 
the following: full name, address and brief description of Bidder’s organization. Also, 
provide a description of the organization’s qualifications to provide the scope of 
services requested in this ITB, whereby resumés of Key personnel should be 
included within the Proposal. Lastly, please provide three (3) references whereby 
your company has successfully provided services requested within this ITB. 
In compliance to Board Policy 6320.02, Small/Micro, Minority/Women-owned and 
Veteran Business Enterprise programs, each bidder must provide its’ firms supplier 
diversity program plan, which details its commitment to small, micro and minority 
businesses. 

 
6) Price Proposal List 

The Price Proposal List, as outlined within Section 3.0, shall be submitted per 
the directions in that section. Be sure to include your signature as it appears on 
Section 3.0. 

 
7) Small Business Enterprise/MBE participation and Additional Pricing Incentives  

 
As stated in Section 1.14 and Section 1.45 of the ITB, the District has a strong 
commitment to SBE/MBE participation. As such, all Bidders who have obtained   
certification and verified by the OEO office, may be eligible for 5 points. Evidence of 
certification must be submitted with the Proposal. 
 
In addition, Board Policy 6302.06, Diversity, Equity and Inclusion in Business 
Operations and Practices provides additional administrative directives/pricing 
incentives to maximize small/local firms participation and award in various solicitations. 
These firms, who obtain pricing incentives through the completion of additional vendor 
programs, may be eligible for 5 point/percentages. Evidence of program completion 
may be submitted with the bid. 

 
8)  Required Forms & Attachments 

 

The Bidder must complete, sign and submit the following forms available in Section 
6.0 as part of the Proposal. If awarded a contract, the Bidder will be asked to 
submit a Bidder registration packet that will include all of the forms listed in Section 
6.0. 

Exhibit 1 Cover Page for Proposal 
Exhibit 2 Acknowledgment of Amendments 
Exhibit 3 Local Business Affidavit of Eligibility 
Exhibit 4 Florida Statutes on Public Entity Crimes 
Exhibit 5 Bidder Experience 
Exhibit 6 Anti-Collusion Statement 
Exhibit 7 Disclosure   of Employment   of   Former   School   

Board Employees 



Exhibit 8 Proposal Submittal Form 
Exhibit 9 Sample M-DCPS Certification Documents 
Exhibit 10 Submitted Bid Document Verification Form 

 
 
4.2 PROPOSAL PREPARATION REQUIREMENT 

 
(1) All ITB Bidders must submit one (1) unbound, one-sided original, one (1) 

bound copy of the complete proposal, one (1) electronic version on CD 
or memory stick. 

 
(2) All proposals must be submitted on 8½” X 11” paper, except for any 

drawings, charts, diagrams, and bound, tab divided by designated category. 
Binders will have clearly printed front, back and spine title covers, that clearly 
identify the proposal subject, due date and Bidder’s contact information. 

 
(3) The original, the soft copy and all copies must be submitted in a sealed 

envelope/container. Bidders shall include their complete name, return address, 
and telephone number on the left upper side of mailing label. The ITB title, 
number, due date and opening time will be clearly printed at the bottom left side of 
the label. Such outer envelope/container should be addressed as follows: 

 
4.3 PROPOSAL LABELING REQUIREMENTS 

 

The box below, with all appropriate information, must appear as a label to allow proper 
processing of proposal. The label will allow the Buyer to properly handle the sealed 
container without revealing the contents until the proposals are opened. 

 
 

In addition to the below label, all bidders MUST attach Exhibit 9, Proposal Submittal 
Receipt Form to the outside of the proposal. 

 
 

 

SEALED PROPOSAL ENCLOSED 
(To be opened by the Contact Person noted below)  

 
B i dder ’ s  N a m e : 
B i dder ’ s  A ddresss : 
B i dder ’ s  T el ephone  N u m b er : 

 BI D  BO X 
 

Mi a m i - D ade C ount  y P ubl i c S c hool  s 
P roc urement M anagem  e n t S erv i c e s  
A ttn:  Tellise Roberts 

      FF&E Supervisor I 
School Board A dminist  rat ion Building 
1450 N.E. 2nd Avenue, Suite 650 
M i am i,  F L   33132  

 
I TB N o . : ITB-18-078-TR 
I TB T it l e:  Student and Class Pictures 
P ropos al D ue D at e:  Thursday, October 3, 2019 b y  2 p m  E ST (l o c al  t im e ) 
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