LIST OF THE MOST REOCCURING
COMMODITIES PURCHASED

Accounting/Auditing/Budget Consulting
Automotive Accessories

Computers, Hardware, Software
Construction Related Services
Engineering Consulting

Electrical Equipment And Supplies
Fencing

Financial Services

Fire Protection Equipment And Supplies
First Aid Supplies, and Services
Furniture: Office

Janitorial/Custodial Services

Janitorial Supplies

Maintenance And Repair, Power Plant
Marketing Consulting

Medical Consulting

Office Machines, Equipment, And Accessories
Office Supplies

Paper

Personal Protective Equipment

Pest Control

Petroleum Production

Police And Prison Equipment And Supplies
Roofing

Roofing Materials And Supplies
Security/Safety Consulting

Traffic Consulting

Traffic Counting Services
Transportation Consulting

Tools, Construction

Vehicles

Vehicle Parts, and Services
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DOING BUSINESS WITH THE CITY

Buy Local

City of Pasadena, Department of Finance
Purchasing Division
Doing Business with the City

The Purchasing website lists current bid opportunities. Go to our bid notifi-
cation website, click on new vendor registration to add your company to our
data base. Vendors that are registered will be notified of bid opportunities
in the commodities for which they have registered. When you register, you
may also indicate if you are able to provide assistance to the City in the
event of an emergency.

Public Procurement Processes:
Generally, there are three types of public procedures used: Informal Selec-
tion; Competitive Bidding (Low Bid); and Competitive Selection (RFP).

Informal Selection is used to procure services, materials and supplies under

$75,000. The major components of Informal Selection include the follow-

ing:

e Contract award based on a variety of factors including, but not limited
to experience of firm, references, and price. Some purchases may be
awarded on price alone.

® 5% Pasadena business preference
® Insurance; and Pasadena Business License

Competitive Bidding is used to procure labor, materials and supplies of
$75,000 or more. The major components may include but not be limited to
the following:

e Use of Bid Specifications which include standard and technical require-
ments

Contract award based on lowest responsive and responsible bidder;

Bid Security in the amount of 5% of the bid price may be required;
1.75% Pasadena business preference for material and supply purchases;
Performance and/or Payment Bonds may be required;

Insurance; and Pasadena Business License

Competitive Selection is used for professional or unique service in excess of
$75,000. The major components may include but not be limited to the fol-
lowing:

e Use of Request for Proposals to select vendors

e Contract award based on a variety of factors including, but not limited
to experience of firm, and project team,
references, and price

® 5% Pasadena business preference
® 5% Small/Micro business preference

® |nsurance; and Pasadena Business Li-
cense
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ONLINE TRAINING VIDEOS

AND SCREENSHOTS

Each bullet below represents an URL link to
provide specific direction. Click on the items
below to access their respective training
videos, or screen shot for the eProcurement

System.

Training Videos

Registering a New Account

Log In Process

Subscribing for an agency's notifications
New Supplier Account

Submit a Bid or Proposal

Updating Your Company Designation on
a Solicitation

Vendor Selection of Category Codes
How To Subscribe To Organizations And
Find Active RFPs & Bids

How to Edit or Withdraw your Proposal

after it's been Submitted

How to Submit a Question
Viewing Bid Results

A

Buy Local

City of Pasadena, Department of Finance
Purchasing Division
Doing Business with the City

Vendor Registration:
Sign up for FREE to become a registered vendor with the City of
Pasadena and receive notifications of upcoming opportunities.

To register your business as a vendor to the City of Pasadena, click
or type in the URL below and look for the green button that says
"Subscribe."

https://procurement.opengov.com/portal/pasadena

A4

PASADENA

City of Pasadena
Pasadena, CA

If You Are Already Registered:

e Click Here to go to the City’s Portal and then click “Subscribe

e If you Forgot your Password, enter your email address and
then click on “Forgot Password?”

(3 OPENGOV

PROCUREMENT

n

Email Address

Forgot Password?

DOING BUSINESS WITH THE CITY


https://opengov.my.site.com/support/s/article/ca6d1285-1e48-4a21-bb0d-715edb7794ed
https://opengov.my.site.com/support/s/article/dceacbcf-203c-4b0d-aa57-550043bb0dc0
https://opengov.my.site.com/support/s/article/a9d24d60-2ba1-4393-93c5-7512795f080e
https://opengov.my.site.com/support/s/article/f7fe1d1e-d79c-449a-ad8b-1d736d40b9cd
https://opengov.my.site.com/support/s/article/dceacbcf-203c-4b0d-aa57-550043bb0dc0
https://opengov.my.site.com/support/s/article/8e675a48-dad3-4759-9bae-6b4cb7970d21
https://opengov.my.site.com/support/s/article/2f7dbe3d-9f16-4179-8358-d55fdb37b858
https://opengov.my.site.com/support/s/article/2f7dbe3d-9f16-4179-8358-d55fdb37b858
https://opengov.my.site.com/support/s/article/fb581c18-5508-40d7-b714-c753af6514a1
https://opengov.my.site.com/support/s/article/f7fe1d1e-d79c-449a-ad8b-1d736d40b9cd
https://opengov.my.site.com/support/s/article/f7fe1d1e-d79c-449a-ad8b-1d736d40b9cd
https://opengov.my.site.com/support/s/article/4f4218bf-7da6-4fc6-b0c3-7eade0776ebe
https://opengov.my.site.com/support/s/article/4f4218bf-7da6-4fc6-b0c3-7eade0776ebe
https://opengov.my.site.com/support/s/article/12c62371-147b-45f4-9bcd-cf2ce5f58259
https://opengov.my.site.com/support/s/article/1323740f-ec46-48ee-a820-954bdd03f739
https://procurement.opengov.com/portal/pasadena
https://procurement.opengov.com/portal/pasadena
https://procurement.opengov.com/portal/pasadena
https://procurement.opengov.com/portal/pasadena
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City of Pasadena
Department of Finance, Purchasing Division
Pasadena First Buy Local

Workshop Handout Materials Description

The following forms attached to this document are provided in advance for training purposes.
The forms included in this handout do not represent all forms that can be included in a future
solicitation, but they are the most reoccurring City forms. Taken together, they are designed to
ensure vendors comply with local, state, and federal regulations. In addition, they standardize
the information submitted by vendors, making it easier to compare basic information submitted
by a vendor.

This handout will be used as a training tool to orientate vendors on what to expect on future
solicitations.

The training along with this handout material serves several crucial purposes, but is ultimately
designed to enhance the quality of submissions and ensure an efficient and effective
procurement process overall.



Purchasing Division

100 N. Garfield, Room S348

Pasadena, CA 91101

Phone (626) 744-6755
https://www.cityofpasadena.net/finance/doing-business-with-the-city/
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Vendor Questionnaire (Form AA-1)
Affidavit of Equal Opportunity Employment & Non-segregation

By submitting this form you are declaring under penalty of perjury under the laws of the State of California and the laws of the
United States that the information is true and correct. Furthermore, you are certifying that your firm will adhere to equal
opportunity employment practices to assure that applicants and employees are not discriminated against because of their race,
religion, color, national origin, ancestry, disability, sex or age. And, your firm does not and will not maintain or provide for its
employees any segregated facilities at any of its establishments, and that it does not and will not permit its employees to
perform their services at any location, under its control, where segregated facilities are maintained.

Company Name:

Address:

City, State, Zip:

Contact Person:

Phone:

E-mail Address:

DBA (if applicable):

Remit Address (if different):

City, State, Zip:

Please state clearly and
concisely the type(s) of goods
and services your company
would provide on this contract

The following section is OPTIONAL and is for statistical reporting purposes only. Ownership (please check all that
apply):

CJAfrican American CJArmenian [INative ClFemale

American
ClAsian [IHispanic

[CIDisabled
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Purchasing Division

100 N. Garfield, Room S348

Pasadena, CA 91101

Phone (626) 744-6755
https://www.cityofpasadena.net/finance/doing-business-with-the-city/

Rrrrrrro™*

Licenses and Certifications

Review the solicitation document to identify the required licenses or certifications, and list them on this
form. This form is for quick reference only.

Company Name:

Project:

Address:

City, State, Zip:

Phone:

Email Address:

Agency, and Description Number

City of Pasadena (Pasadena Business License)

State of California, Department of Industrial Relations (Required
For all Public Works: Pursuant to Division 2, Part 7, Chapter 1)

State of California, Department of General Services (Small and
Micro Business Certification)

License/Certification | Issuing Organization Issue Date Status License or
Name Certification
Number
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Purchasing Division

100 N. Garfield, Room S348

Pasadena, CA 91101

Phone (626) 744-6755
https://www.cityofpasadena.net/finance/doing-business-with-the-city/

Project Workforce Utilization (Form AA-2)
This form is to be included in all bids for projects involving labor or services valued at $25,000 or more.

Instructions: Please indicate the job titles/classifications to be used in the performance of this contract should it be
awarded to your firm. Please indicate the number of employees in each job classification as well as the number of
new hires, if any, as a result of this contract.

Company Name:

Project:
Job Titles/Classification Estimated number of existing staff Estimated number of new hires to be
to be employed in this classification | employed in this classification if awarded
if awarded the contract the contract

Are any current employees or
potential new hires Pasadena
residents? If so, how many?
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Purchasing Division

100 N. Garfield, Room S348

Pasadena, CA 91101

Phone (626) 744-6755
https://www.cityofpasadena.net/finance/doing-business-with-the-city/

Current Permanent Workforce Utilization (Form AA-3) (OPTIONAL)

Company Name:

Project:

Completion of this form is OPTIONAL. Any information supplied by Proposers is for reporting purposes
only and will not be factored into the award of any contract.

Instructions: Please indicate the number of employees in each Job Classification belonging to the
following groups.

White (not of African-American (not of Hispanic Asian/Pacific Native Armenian Male Female
Hispanic origin) Hispanic origin) Islander American

CLASSIFICATION

Officials/Managers
Professionals

Technicians

Office/Clerical

Skilled Craft
Workers
Operators (semi-
skilled)

Laborers
Service Workers

TOTAL
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SIGNATURE PAGE AND LEGAL STATUS

Terms 30 days

Delivery shall be no more than NINETY (90) days after receipt of City purchase order.
Firm

Address

City, State, Zip:

Phone

Email Address

The undersigned certifies that he is an official legally authorized to bind his firm and to enter into
a contract should the City accept this proposal.

Bid proposal by

(Name of Firm)

Legal status of bidder: Please check the appropriate box
@Corporation State of Incorporation
‘O Partnership List Names
C_)DBA State full name

QOther Explain

Signature of Bidder Title

(Authorized Signature)
Address City State Zip

Telephone No.

Signed this day of , 20




Non-Collusion Declaration

NON-COLLUSION DECLARATION TO BE EXECUTED BY COMPANY AND SUBMITTED WITH BID/PROPOSAL

The undersigned declares:

lam ; (Insert "Sole Owner", "Partner", "President,

"Secretary", or other proper title) of (Insert name of Name of
Company], the party making the foregoing bid.

The party making the forgoing bid/proposal submitted herewith to the City of Pasadena declares:
That all statements of fact in such bid/proposal are true;

That such bid/proposal was not made in the interest of or on behalf of any undisclosed person, partnership, company,
association, organization or corporation;

That such bid/proposal is genuine and not collusive or sham;

That said Proposer has not, directly or indirectly by agreement, communication or conference with anyone attempted to induce
action prejudicial to the interest of the City of Pasadena, or of any other Proposer or anyone else interested in the proposed
contract; and further

That prior to the public opening and reading of bids/proposals, said Proposer:
a. Did not directly or indirectly, induce or solicit anyone else to submit a false or sham bid/proposal;

b. Did not directly or indirectly, collude, conspire, connive or agree with anyone else that said Proposer or
anyone else would submit a false or sham bid/proposal, or that anyone should refrain from bidding or withdraw his or her
bid/proposal;

c. Did not, in any manner, directly or indirectly, sought by agreement, communication, or conference with
anyone to raise or fix the bid/proposal price of said Proposer or of anyone else, or to raise or fix any overhead, profit, or cost
element of the bid/proposal price, or of that of anyone else;

d. Did not, directly or indirectly, submit his or her bid/proposal price or any breakdown thereof, or the
contents thereof, or divulge information or data relative thereto, to any corporation, partnership, company, association,
organization, bid depository, or to any member or agent, or to any individual or group of individuals thereof to effectuate a
collusive or sham bid, except the City of Pasadena, and has not paid, and will not pay, any person or entity for such purpose or
to any person or persons who have a partnership or other financial interest with said Proposer in his or her business.

Any person executing this declaration on behalf of a Proposer that is a corporation, partnership, joint venture, limited liability
company, limited liability partnership, or any other entity, hereby represents that he or she has full power to execute, and does
execute, this declaration on behalf of the Proposer.

| certify under penalty of perjury of the laws of the State of California that the above information is correct.

Signed: Title:

Typed Name:

Date:




CITY OF PASADENA, DEPARTMENT OF FINANCE, PURCHASING DIVISION
CONFLICT OF INTEREST

DISCLOSURE AND CERTIFICATION REGARDING CONFLICT OF INTEREST

The City of Pasadena strives to provide full and open competition that is free of real or perceived unfair
competitive advantage or conflict of interest. This document is intended to provide guidance on when a
conflict of interest may exist, and how Proposers may propose to mitigate conflicts to contract with the
City. In this document, “Proposer” means the person(s) or entity submitting a bid or proposal to any
solicitation, any subcontractors, and all related entities including parent companies, subsidiaries, and
companies owned, controlled, or owned and controlled by the same or closely related people.

When does a conflict of interest exist?
An organizational conflict of interest occurs when any of the following circumstances arise:

a. Lack of Impartiality or Impaired Objectivity. When the Proposer is unable, or potentially unable, to
provide impartial or objective assistance or advice due to other activities, relationships, contracts, or
circumstances.

b. Unequal Access to Information. The Proposer has an unfair competitive advantage through obtaining
access to nonpublic information during the performance of an earlier contract.

c. Biased Ground Rules. During the conduct of an earlier procurement, the Proposer has established the
ground rules for a future procurement by developing specifications, evaluation factors, or similar
documents.

Conflicts of interest may exist at an organizational level, and at a personal level. Conflicts of interest may
be “actual,” meaning they currently exist, or they may be “perceived,” meaning a reasonable person
with all the material facts believes there appears to be a conflict, whether or not the organizations or
individuals involved are in relationships that actually create or experience bias or unfair advantage.
Actual, potential, and perceived conflicts of interest are collectively referred to as “conflicts of interest”
in this document.

Please note that the information provided serves as a guide only, and a conflict may arise in other
situations not described in this document.

For federally funded procurements, please see: 49 C.F.R. 19.43; 2 C.F.R. 200.319(b)(5).
Disclosure of Conflict of Interest

A Proposer shall either: (1) disclose all conflicts of interest and propose a plan to mitigate the conflicts to
successfully perform work for the City; or (2) certify that the Proposer is unaware of any facts or
circumstances which would give rise to a conflict of interest in performing work under this solicitation. A
disclosure will not automatically disqualify the Proposer from being awarded a contract.

Failure to disclose

If, in the City’s sole discretion, a conflict is discovered after award or execution of a contract, the City
may cancel the contract. In the event the Proposer was aware of a conflict of interest prior to the award
of the contract and did not disclose the conflict to the City, the City, in its sole discretion, may terminate
the contract for default whether the conflict can be mitigated or not.

Instructions for Preparation of Disclosure and Certification Regarding Conflict of Interest form

City of Pasadena, Department of Finance, Purchasing Division
Phone (626) 744-6755
https://www.cityofpasadena.net/finance/doing-business-with-the-cit:

Updated: June 2020
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The Proposer must determine if a conflict of interest exists. Proposers and their subcontractors or
subconsultants must complete and submit a Disclosure and Certification Regarding Conflict of Interest
form as part of the bid or proposal (see following page), including forms for all proposed first-tier
subcontractors. If the Proposer determines that a conflict of interest exists, it must provide a Mitigation
Plan to the City for approval. Proposers may disclose a potential conflict of interest at any time by
submitting the Disclosure of Conflict of Interest form to the RFP Administrator named in the solicitation
package. The City, in its sole discretion, will make the final determination as to whether a conflict of
interest exists and whether the Proposer’s Mitigation Plan is sufficient.

Disclosure and Certification Regarding Conflict of Interest

1. Certification. The Proposer hereby acknowledges that it has read the Conflict of Interest Guidelines
included in the solicitation and has, to the best of its knowledge and belief:

(Choose One)

Determined that there are no relevant facts or circumstances which could give rise to conflicts of
interest. (Proposer may provide an explanation or any supporting documentation).

OR
O Determined that one or more conflicts of interest exists. (Proposer must provide a Mitigation Plan).

2. Flow-Down. The Proposer must include a signed copy of this certification form for each of its
subcontractors and subconsultants with the terms “contract,” “Proposer,” and “City” modified
appropriately to preserve the City’s rights. The Proposer must submit all subcontractor/subconsultant
forms to the City with its proposal.

3. Continuing Obligations. The Proposer has a continuing obligation to the City to disclose conflicts of
interest to the City during the solicitation phase or, if awarded a contract, throughout the duration of
the contract. During the solicitation, the Disclosure and Certification Regarding Conflict of Interest
Form(s) and any related mitigation plan(s) must be submitted to the RFP Administrator. After the City
issues a Notice to Proceed, all documents must be submitted to the Contract Manager.

By signing below, the Proposer certifies that the information contained in this form is accurate to the
best of its knowledge, and that the Proposer agrees to comply with the requirements herein. The
Proposer has a continuing obligation to the City to disclose conflicts of interest to the City during the
solicitation phase or, if awarded a contract, throughout the duration of the contract.

PROPOSER NAME (PLEASE PRINT)

PROPOSER’S OFFICIAL TITLE (PLEASE PRINT)

PROPOSER’S SIGNATURE DATE

City of Pasadena, Department of Finance, Purchasing Division
Phone (626) 744-6755
https://www.cityofpasadena.net/finance/doing-business-with-the-cit:

Updated: June 2020
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DESIGNATED REPRESENTATIVES, KEY PERSONNEL., AND SUB-

. BYCONSULTANT

A. Consultant’s Designated Representative is:

CONSULTANTS

B. Consultant’s Key Personnel are:

Title Name

Responsibilities

Time Commitment

C. Sub-Consultants are: (please see next page for the additional consultants)

Discipline Firm Name & Address

Contact(s)

Time Commitment




TAXPAYER PROTECTION AMENDMENT

Under the provisions of the City of Pasadena Taxpayer Protection Amendment
("Taxpayer Protection Act"), the Contractor/Organization will be considered a "recipient
of a public benefit." The full provisions of the Taxpayer Protection Act are set forth in
Pasadena City Charter, Article XVII. Under the Taxpayer Protection Act, City public
officials who approve this Contract are prohibited from receiving specified gifts,
campaign contributions or employment from Contractor for a specified time. As well, if
this Contract is to be approved by the City Council, Councilmembers or candidates for
Council are prohibited from receiving campaign contributions during the time this
Contract is being negotiated. This prohibition extends to individuals and entities that are
specified and identified in the Taxpayer Protection Act and includes
Contractor/Organization and its trustees, directors, partners, corporate officers and those
with more than a 10% equity, participation, or revenue interest in
Contractor/Organization. Contractor/Organization understands and agrees that: (A)
Contractor/Organization is aware of the Taxpayer Protection Act; (B)
Contractor/Organization will complete and return the forms provided by the City in order
to identify all of the recipients of a public benefit specified in the Taxpayer Protection
Act; and (C) Contractor/Organization will not make any prohibited gift, campaign
contribution or offer of employment to any public official who negotiated and/or

approved this Contract.



Disclosure Pursuant to the
City of Pasadena Taxpayer Protection Amendment
Pasadena City Charter, Article XVII

Contractor/Organization hereby discloses its trustees, directors, partners, officers, and
those with more than 10% equity, participation, or revenue interest in
Contractor/Organization, as follows:

(If printing, please print legibly. Use additional sheets as necessary.)

1. Contractor/Organization Name:

2. Type of Entity:
o non-government o nonprofit 501(c)(3), (4), or (6)

3. Name(s) of trustees, directors, partners, officers of Contractor/Organization:

4. Names of those with more than a 10% equity, participation or revenue interest in
Contractor/Organization:

Prepared by:

Title:

Phone:

Date:

Rev.07.10.2007




RELEVANT EXPERIENCE FORM

Please complete the next five (5) pages to demonstrate experience with projects

of similar scope and size to that which is to be performed. This completed form will
be submitted with bid.

Project Name

Project Address/Location

Date of Start/Completion of Project

Contract Description

Contract Owner Information:

Owner

Name of Contact

Title

Address

Phone Number Email




Project Name

Project Address/ Location

Date of Start/Completion of Project

Contract Description

Contract Owner Information:

Owner

Name of Contact

Title

Address

Phone Number Email




Project Name

Project Address/ Location

Date of Start/Completion of Project

Contract Description

Contract Owner Information:

Owner

Name of Contact

Title

Address

Phone Number Email




Project Name

Project Address/ Location

Date of Start/Completion of Project

Contract Description

Contract Owner Information:

Owner

Name of Contact
Title
Address

Phone Number Email




Project Name

Project Address/ Locaton

Date of Start/Completion of Project

Contract Description

Contract Owner Information:

Owner

Name of Contact

Title

Address

Phone Number Email
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