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Dear Vendor:

The purpose of this guide is to explain the purchasing
process by which the Supply Division procures needed
goods and equipnment for City agencies/departnents.
Conmpetitive bidding is the basis for this process,
providing City agencies/departnents wth the maxinmm
val ue at the | owest cost to taxpayers.

To be included on the Vendor's List, or for additiona
i nformati on, Please call or wite to:

Supply Comm ssi oner

Room 324 - City Hal

1200 Market Street

St. Louis, Mssouri 63103

Tel ephone Nunber: (314) 622-4580

Thank you for your interest. W look forward to
provi ding you an opportunity to do business with us in
the future

Si ncerely,

Freddie L. Dunlap
Supply Comm ssi oner

The procurenent function of the Cty of St. Louis
(Jurisdiction) is covered under Article XV, Sections
26, 27, 28, 29, 30 of the Cty Charter, and under
Chapter 5.56 of the Revised Code.



VENDOR' S LI ST

The Supply Division maintains a business directory
for supplies and services for St. Louis Gty
agenci es/ departnents. Business firns interested in
submtting bids should request to be placed on the
Vendor’s List. Please send wus vyour firnms nane,
address, tel ephone nunber, F.I1.D. nunber and the type
of commodity you sell

It is the vendor’s responsibility to notify the
Supply Division of any changes in its ownership,
officers and/or address at the tinme the change
occurs.

TGO CONTRACT HOLDERS
AND PROSPECTI VE Bl DDERS

The City of St. Louis is under no obligation to give all
potential vendors an opportunity to bid. The business firns
desiring to do business with the Cty of St. Louis should
take the initiative by making sure they obtain the Request
For Quote.

The Cty of St. Louis wll deal only with conpanies that
are stable and have service available when required. Bids
are not solicited from so-called back-yard operators,
tenporary sales offices, or such vendors who stock no
supplies or parts, nor offer other followup service.

The Cty of St. Louis may require a vendor to supply
cat al ogs, brochures, nanes of officers, contract and service
personnel, nunber of enployees, F.I.D. nunber, a copy of the
nost recent annual report or a statement of gross annual
sales, a definition of the marketing area served, and
previ ous experience in selling to governnent.

The Gty of St. Louis will disqualify a vendor or contract
hol der for | ack of performance. For exanpl e:
1. Delivery of commodities or equipnment which does

not neet specifications, or failure to replace
defecti ve merchandi se.

2. Failure to make delivery within the tinme specified.

3. Failure to keep the offer firmfor the length of tinme
agreed in the bid.

Term nation of Award/ Contract: The Gty of St. Louis and
t he Supply Conm ssioner reserves the right to cancel any or
all awards/contracts whenever the Gty shall determ ne that
such termnation is in the best interests of the Cty. The
Supply Conmi ssioner will provide the vendor with an offici al
witten Notice of Termination thirty (30) days prior to the
effective date of term nation.

For contracts, unless otherwise stipulated, it is hereby
agreed that the City of St. Louis will receive the benefit
for any reduction in prices during the life of the Contract,



but will only pay the Contract or Bid prices should any
i ncreases occur during the sane period. No exact anount of
usage 1is guaranteed. Any quantities Ilisted are only
estimates. Paynents are subject to annual appropriation.

REI NSTATEMENT TO VENDOR' S LI ST

At any time after receiving formal notice of renoval or
suspensi on, the vendor may submit in witing or in person an
expl anation of the circunstances, which were the cause of
renoval or suspensi on, or substanti ate t hat such
circunstances have been corrected. On the basis of such
proof, the Supply Conm ssioner may nmodify or rescind the
renmoval or suspensi on.

CAUTI ON TO VENDORS

The vendor nust furnish with bid all descriptive
mat eri al (such as catalogue cuts, illustrations,
drawi ngs, or other information) necessary for the Supply
Division to (a) determ ne whether the product offered
neets the specifications, (b) establish exactly what the
vendor proposes to provide. The information furnished
may i ncl ude specific ref erences to i nformation
previ ously provided.

Unless the vendor clearly indicates with bid that
he/she is offering an alternate product, bid shall be
considered as offering the product referenced in the
Request For Quotes.

Failure of Vendor to fill in “ Name of Firni and Manual
Signature on the Request for Quote (RFQ, may cause
di squalification and/or rejection of bid.

Surplus Property is sold by the Supply Division, by
conpetitive bidding.

The City of St. Louis has a centralized purchasing
function. Vendors shall not nmake sales to City Enpl oyees
Wi t hout a purchase order approved by the Supply Division
and Conptroller, except for purchases under $500. 00.

The Supply D vision does not purchase for the Board of
Education, St. Louis Zoo, Police Departnent, Human
Devel opnent Corporation (H. D.C), Housing Authority or
Public Library.

Bids and Proposals are solicited through * Advertised”
procedures. Advertised procedures are used when the val ue of
the purchase is estimted at $500.00 or greater.

Ofers on “ Advertised Bids” wll be solicited by Request
For Quote and will be advertised in the Cty Journal (which
is a Gty owned publication) prior to the date offers are
due. The advertisenent will state the date offers are due,
t he general nature of the goods or services to be purchased,
where bid forns may be obtained, and the tinme and pl ace bids
wi |l be opened.



You may subscribe to the Gty Journal by making application
at the Register's Ofice, Room 118, Gty Hall. Yearly
subscription is $26. 00.

After bids or proposals are opened, the evaluation process
may take approxinmately 30 days before an award is nade.
After bid is awarded, a vendor may review copies of bid in
the Supply Division, Room 324, Cty Hall.

Al bids will be accepted on “ OFFICIAL BID FORM only.
Exceptions will be determned by the Supply Comm ssioner
when a proposal is submtted in a Seal ed Envel ope, so marked
as to indicate its contents prior to being opened. The
proposal submtted in this nmanner nust be fronted by the
“ OFFICAL BID FORM manual |y signed and indicating by
reference to “ See Attached” .

Vendors shall not offer nore than one bid on each item Two
or nore quotations on the sanme item nay cause a rejection of
the bids. Vendors nust determ ne which one of their nany
styles or types best neets the specifications.

EXCEPTIONS TO SPECIFICATIONS: In the event that any
recogni zed vendor shall wish to bid, but finds it inpossible
to conply exactly with all of the specifications set forth,

a bid nevertheless will be accepted. Al variances fromthe
specifications mnust be specifically listed on a separate
page (or pages) in the bid proposal. Exceptions nust be

listed in the sane sequence as the specifications and
identified by section nunber. Page (or pages) to be headed
“ Exceptions to Specifications” .

STI PULATION: Quote may be submitted on conpany’ s official
guotation formw th the understanding that the City s quote
form must al so be conpl eted and si gned.

ALL CTY TERM5 AND CONDI TI ONS SUPERCEDE THOSE OF THE
VENDOR.

RECEI PT AND OPENI NG

OF FORMAL SEALED BI DS

Vendors and the public are invited, but not required to
attend the formal bid opening. No decisions related to an

award of a contract or quote will be made at the opening.
Buyers will not repeat prices after an opening via tel ephone
request. Please do not make such request. Vendors may

i nclude a sel f-addressed stanped envelope with their bid in
order to receive a bid tabulation after the award has been
made.

It is the vendor’s sole responsibility to ensure that a
bid is physically delivered to the Supply D vision prior to
the tine and date specified. Late bids wll not be opened
and will be rejected unopened regardl ess of the degree of
| at eness or the reason, including causes beyond the control
of the vendor.



Li kewi se, vendors nust ensure that bids submtted as the
result of an Request For Quote are sealed prior to delivery
to the Supply Division Ofice. Either an envel ope or box may
be used. The container nust bear the official quote nunber
and the official opening date in the |left-hand corner.

The Supply Division will not accept faxed bids.

M STAKES | N Bl DDI NG

| f bidders discover that there is a mstake in their bid,
it may be corrected before the specified time of bid
openi ng. The vendor should request a new RFQ Form Altered
or erased prices wll not be accepted. After the bid
opening, all bids nust stand as read. Unless the proposal
specifically indicates a lunp sum price, unit price wll
govern.

| NSPECTI ON

Al  nmerchandi se purchased by the Cty of St. Louis is
subject to inspection. Sonme specifications may contain a
cl ause stating where and when inspection will take place.

AVWARD PCLI CY

Criteria for Award: Awards will be nade to the | owest
responsi ve bi dder consi dering price, responsi bility,
qualification and capability of vendor, availability of
funds, and all other relevant factors, provided the bid
nmeets specifications and other requirenents of the Request
For Quote.

BI D SECURI TY DEPCSI T (Bl D BOND)
AND PERFORMANCE BOND

Bid Security Deposit: If a bid security deposit is
required, this requirenent will be stated in the Request For
Quote. At the tinme the bid is submtted the bidder nust
furnish a bid security deposit in the form of a bond or
certified check nade payable to the Gty of St. Louis. No
personal or conmpany checks are acceptable. The bid security
deposit guarantees that the successful bidder wll accept
the contract or purchase order if offered and furnish the
commodities or services as stated in the bid. Failure to
accept the contract and/or furnish the commodities or
services offered will cause the anmpbunt of the bid security
deposit to revert to the Cty of St. Louis.

Bid security deposits of wunsuccessful vendors wll be
returned after the award is nmade. If a performance bond is
required in the Request For Quote, the successful bidder’s
security deposit will be held until a Performance Bond is
recei ved by the Supply Division.



Performance Bond: If a performance bond is required, this

requirenent will be stated in the Request For Quote. The
per formance bond nust be issued for the anmount stated in the
award letter. No personal or conpany checks wll be
accept ed. A Cashier’s Check can be accepted in lieu of a

surety bond.

The performance bond shall be conditioned on full
performance of all obligations inposed upon the vendor by
the contract with the Cty of St. Louis. The performance
bond shall provide that if the vendor fails to perform any
such obligations the Gty of St. Louis nay recover from
either the vendor or surety conpany (or both) any and al
damages suffered because of the breach of contract. The
bond will be for at |east 50% of the contract (bid proposal)
price and due 15 days after notice of award.

PAYMENT PROCEDURE

After delivery of commodities or services ordered, the
vendor nust prepare and submt an original and four copies
of the invoice to the agency or institution specified in the
purchase order or contract. Vendors can expedite paynent by
preparing and miling in strict accordance wth the
instructions given on the order. Al invoices nust include
departnment nunber and purchase order nunber. For |arge
orders requiring partial or periodic deliveries and
i nvol vi ng si zabl e anounts of nobney, separate invoices my be
submtted for each delivery.

When nerchandise is received by the departnent, it is
i nspected and checked against the specifications and a
receiving report is prepared. The receiving report is then
mat ched with the vendor’s invoice and the order form If al
of these docunments are in order, the invoice is certified
for paynent and paynment request is forwarded to the Supply
Di vi si on.

Payment will not be made to a party other than the vendor
whose nanme appears on the purchase order unless specific
authorization is granted by the Supply Division.

Payment Delays: Do “ not” send the invoice to the Supply
Division, as this will result in the delay of paynment since
invoices will either be returned to the vendor or forwarded
to the appropriate departnent.

Vendor conplaints for non-receipt of paynment should be
handl ed as fol | ows:

1. Vendor <contacts the ordering departnent’s accounts
payabl e cl erk.

2. The clerk notifies vendor of paynent status.



3. If vendor is not satisfied with the paynment status from
the clerk, vendor should contact the departnent
super vi sor

4. 1f the vendor is not satisfied with paynent status from
the supervisor, vendor should contact the departnent
head.

5. If the vendor is not satisfied with paynment status from
the departnent head, vendor should contact t he
departnent’s Director, Appoi nti ng Aut hority or
Comm ssi oner.

6. If the vendor has exhausted all five steps above,
vendor shoul d contact the Supply Division as foll ows:

a. Purchasi ng/ Procurenent Manager at 314-622-4775
b. Deputy Supply Conm ssioner at 314-622-4585
c. Supply Conm ssioner at 314-622-4330.

7. If the vendor is not satisfied after exhausting all
of the steps listed above, the vendor should contact the
Fi scal Manager in the Conptroller’s Ofice at 314-622-4912.

NOTE: No paynent shall be nade to the vendor if said vendor
is not current with taxes due the Collector of Revenue and
t he License Coll ector.

GENERAL | NFORMATI ON
FOR THE VENDOR

Correspondence Concerning Bid Invitations: Any question
concerning the Request For Quote should be directed to the
Buyer whose nane and tel ephone nunber is listed on the quote
docunent. The person correspondi ng should specify the bid or
guotation nunber and the bid opening date that appears in
the invitation.

Bid Errors: Prior to submission of bids, errors may be
corrected by lining out and entering the substituted words
or figures. The change should be initialed by the person
signing the bid. No bid shall be altered or amended after
the bid opening. In the case of errors in the extension of
price, the unit price wll govern.

Modi fication or Wthdrawal of Bids: Bids may be nodified or
wi thdrawn by witten or faxed notice received prior to the
bid opening date and tine specified in the Request For
Quote. Any such change may be made only by substitution of
another bid or stating that the bid shall be changed by
speci fied amount (such as the subtraction of 75 cent per 100
wei ght) without giving the final figure resulting from the
change. A bid nay al so be withdrawn or nodified in person by



a vendor or his authorized representative, provided his
identity is nmade known and he signs a receipt for the
invitation, but only if these actions are acconplished
before the specified tinme of bid opening. Tel ephone requests
to wwthdraw a bid will not be considered.

After bid opening, a vendor will be permtted to wthdraw
his bid at the sole discretion of the City where there is an
obvious error in the bid supported by cost data, or where
enforcenment of the bid would inpose an wunconscionable
hardship due to an error in the bid resulting in a quotation
substantially bel ow the other bids received. Such w thdrawal
will be considered only after receipt of a witten request
fromthe vendor. No change in bid prices or other provision
of bid shall be nade.

Tie Bid: The Supply Division will resolve bids which are
equal in all respects and ties in price by coin toss, unless
one vendor is located in the Gty of St. Louis. The coin

toss will be held in front of at |east three people. Each
of the three people present will docunment the result by
their signature on the docunent. Local preference is

applicable only in the case of tie bids.

Cancel l ati on of Request For Quote: The Supply Division may
cancel a Request For Quote any tinme prior to award.

Sanples and/or Literature: Any sanples or descriptive
literature requested in the Request For Quote nust be
provi ded free of charge. Sanples, which are not destroyed by
testing, wll be returned at the vendor’'s expense upon
request. Sanples submtted by successful vendors nay be kept
for the duration of the contract for conparison wth
shi pment recei ved.

Speci fications: Unless a vendor specifies otherwise in his
bid, it is assunmed that the vendor is bidding in strict
accordance with the specifications in the Request For Quote.
Wien nerchandise is received that does not neet these
specifications, it will be returned to the vendor, shipping
charge coll ect.

New Equipnment: Al supplies and equipnent offered and
furni shed nmust be new and of current production unless the
Request For Quote specifically permts offer of used itens.
Re- manuf act ured, refurbished or reconstructed itens are not
consi dered new.

Recycl ed Products: The City of St. Louis seeks to buy
recycl ed products whenever possible and strongly encourages
vendors to supply products with recycled content, especially
those products containing post-consuner nmaterials. Each
vendor should specify the percentage of total recycled
content and post-consuner material in bids submtted. Bid
docunents may specifically request recycl ed products.

Trade-Ins: The City may request bids for new equipnent
involving trade-ins or used equipnment. In such cases, a



trade-in price quotation wll be requested for trade-in
purchases and a separate price quotation w thout trade-in
for the requested equipnment. The City reserves the right to
purchase equi pnment either with or without the trade-in.

Product Testing and Denonstration: Manuf acturers and
vendors often offer denonstrations of their products at
agency level. The Gty recognizes the value of such tests
and denonstrations; however, in order to assure proper
testing and valid eval uation, vendors are required to obtain
prior approval for such test/denonstrations from the Supply
Di vision or the Departnent Head.

Substitutions: Substitution is defined as shipnent of an
item that materially conforns to the specifications but is
technically different fromthe item bid. Substitutions shal
require the approval of the Supply Division prior to
shi prent .

Any products delivered that do not neet the specifications
will be returned to the vendor at his expense. Wen a
shi pment or product is returned, the vendor nmnust nmake
i mredi ate repl acenment with acceptabl e nerchandi se.

Back - Orders: If it is necessary to back-order any itens,
the vendor should notify the departnment and advise of
expected delivery or shipnent date. If this date is not
acceptable, the Cty may rescind the order.

Default by Vendor: In case of any default by the vendor,
the Gty of St. Louis may procure the product or service
from other sources and hold the vendor responsible for any
damages incurred including, but not limted to, excess cost
or handling charge. The Supply D vision shall have the right
to renmove from Vendor’s List any vendor who defaults on any
contract.

Subl etting: Subletting or assigning of any bid or contract
under these specifications cannot be nade wthout the
approval of the Supply D vision.

Packagi ng: Al packaging shall conform to the award
standard, acceptable to the trade and required by Interstate
Commerce Conmission (1CC regulations. A packing slip or
i nvoi ce must acconpany shipnment and reference the purchase
order nunber and the departnent nunber.

| nspection: Al materials, equipnment, and supplies are
subject to inspection and tests. Itens that do not neet
specifications will be rejected. Failure to reject upon
recei pt, however, does not relieve the vendor of liability.
When subsequent tests after receipt are conducted and reveal
failure to nmeet specifications, the Cty my seek damages
regardl ess of whether a part or all of the merchandi se has
been consuned.

NOTI CE OF ACCEPTANCE OF BID



The successful bidder wll receive an official witten
noti ce of acceptance of bid. On formal contracts, acceptance
notice is normally in the formof a letter from the Supply
Comm ssi oner . Vendors will be required to obtain a bond
for at least fifty percent (509 of the contract (bid
proposal ) price. The bond wll be due fifteen (15) days
after Notice of Award.

UNAUTHORI ZED ORDERS

Only the Supply Comm ssioner is authorized to conmmt the
Cty for the purchase of goods and services, except as
provided for under professional services procedures.
Comm tnents by any other enployees of the Gty of St. Louis
are not binding on the Cty and Vendor’s invoices covering
such comm tnent nmay not be honored.

MINORITY AND WOMEN BUSINESS AND ENTERPRISES
UTILIZATION STATEMENT AND POLICY

A. Mayor’'s Executive Order #28, Section Six — Supply
Contracts

1) The goal of the Gty of St. Louis is that 25% of the
value of all contracts let and purchases made by the
Supply Conm ssioner shall be let or nade with Mnority
Busi ness Enterprises (MBEs) and that 5% of the val ue of
all contracts let and purchases nmade by the Supply
Conmi ssioner shall be let or made with Wnen’ s Busi ness
Enterpri ses (WBEs).

2) AIl contracts let by the Supply Dwvision for the
purchase or |ease of materials, equipnent, supplies,
coommodities or services, the estimated cost of which
exceeds $500. 00, shall be subject to this goal.

3) The nethods by which the Supply Comm ssioner shall
pursue this goal shall include but not be limted to
the foll ow ng:

a) The Supply Conmm ssioner shall solicit bids from
mnority business enterprises and wonen s business
enterprises certified to supply the required
mat eri al s, equi pnent, supplies or services;

b) St. Louis Airport Authority (SLAA) shall provide the
Supply Comm ssioner with a |list of mnority business
enterprises and wonen’ s busi ness enterprises
qualified to provide each of those commodities that
the Supply Comm ssioner indicates are required by
the Cty;



c) The Supply Conmmi ssioner shall notify SLAA prior to
solicitation of bids whenever no such qualified
busi nesses are avail abl e;

d) SLAA shall attenmpt to identify such qualified
busi nesses, and if successful, shall notify the
Supply Conmi ssioner of their availability;

e) The Supply Comm ssioner shall provide such mnority

busi ness enterprises and wonen’ s busi ness
enterprises every practical opportunity to submt
bi ds.

4. Joint ventures or nentor-protégé relationships between
prime contractors and subcontractors with | ocal MBE and
WBE firnms are encouraged.

5. Participation of MBE and WBE firns |ocated outside the
St. Louis Metropolitan Statistical Area (SMSA) shall
not count toward the goals established in this order.

B. SUPPLY DI VI SI ON PQOLI CY

It is the policy of the Supply Dwvision that all
bi ds/contracts awarded adhere to the Muwyor’s Executive
O der #28. Al'l vendors are encouraged to conply wth
this policy and all other provisions of Executive Order
#28. A copy of Executive Order #28 is available upon

request. Each Vendor/ Contractor (bidder) nust conplete,
sign and return the MWBE Form Failure to conplete,
sign and return the MWBE Form will result in the bid

being declared non-responsive and your bid may be
el i m nat ed.

C. OBLI GATI ON

The bidder agrees to make a good faith effort to ensure
that M WBE busi nesses have an opportunity to participate
in the performance of contracts or subcontracts financed
in whole or in part wth Cty funds. The bidder wll
take all necessary and reasonable steps to ensure that
said businesses have an opportunity to conpete for and
perform under this bid/ contract. The bidder shall not
di scrimnate on the basis of race, color, creed, national
origin or sex in the award and performance of
bi ds/contracts. To request a Directory of D sadvantaged,
Mnority and Wman Owmned Business Enterprises certified
by the Cty of St. Louis contact the M. Jackie Taylor,
Certification Manager, at 314-551-5002.




ST. LOUIS DOMESTIC PRODUCTS PROCUREMENT ACT (BUY AMERICAN)

The City of St. Louis has enacted an ordinance relating to
t he purchase of donmestic products by Cty governnent, wth
penal ty provisions. The ordi nance amends Section 5.58.010
Revi sed Code of the City of St. Louis, 1986, as anended by
addi ng thereto new subsections dealing with the requirenent
that the Supply Comm ssioner or his designee give preference
to goods or commodities manufactured in the United States of
Anerica, stating exception to said policy.

Vendors are advised of legislation enacted by the City of
St. Louis which requires all manuf actured goods or
cormodities used or supplied in the performance of a
contract or any subcontract to be nmanufactured, assenbled or
produced in the United States, unless obtaining Anerican
made products would increase the cost of the contract by
nore than ten percent.

This legislation does not apply if the total bid is |ess
t han one thousand dollars ($1,000). Bids received will be
eval uated on the basis of this |egislation.

OPEN COVPETI TI ON

It is the intent and purpose of the Supply D vision
that specifications permt free and open conpetition.
However, the vendor has a responsibility to advise the
Supply Division if, in his opinion, any |anguage or
requirenent, or conbination thereof, i nadvertently
restricts or limts the requirenent to a single source.
Such notification nmust be submitted in witing not |ess
t han seven (7) days prior to the bid opening date.

In addition, the Supply Dvision strives to design
specifications for conpatibility with standard trade
practices and to use procedures that will acconplish its
m ssion in accordance with the |aw and prudent business
practices. Potential vendors are encouraged to notify
the Supply Division whenever, in their judgenent,
specifications are not considered as pernitting open
conpetition or conplying with standard trade practices,
or inpose an inpractical or unreasonable procedura
bur den. Al l suggestions or objections should be
submtted in witing and received by the Buyer at |east
seven (7) days prior to any official opening date and
time.

Vendors should be aware that the Supply Division
constantly nonitors all procurenment activity to detect
any possibility of deliberate restraint of conpetition,
col l usi on anong vendors, price-fixing or any other anti-
conpetitive conduct by vendors which appears to violate



Cty, State and Federal antitrust |aws. Any suspected
violation wll be referred to the Cty Counselor’s
O fice for appropriate action.

OFFI CE HOURS

The Purchasing Departnent is open for business from 8:00
A M to 5:00 P.M, Mnday through Friday, with the exception
of | egal holidays.

The following Supply D vision personnel are available to
assi st you:

BUYERS:

Sharon Col eman 314-731-5236
Bi Il Ful kerson 314-622- 4250
Charl ene WI ey 314-622-4716

PURCHASI NG PROCUREMENT MANACGER:
Wesl ey R Bokal 314-622-4775

DEPUTY SUPPLY COW SSI ONER
Rose M lina Neyl and 314-622- 4585



