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Week I - Introduction to Public Procurement

Types of Procurements

Goods and General Services Professional Services

(e.g., office supplies, printing services, janitorial) (e.g., professional development, after-school programs)

Informal Process: Informal Process:

« Below $119,100 + Below $25,000,

. Three (3) written bids/quotes « Three (3) written proposals
« Lowest responsive, responsible bidder « Evaluation of experience,
qualifications, and price

Formal Process:
« Above $119,100 Formal Process:
- Invitation for Bids (IFB) process - Above $25,000,
« Lowest responsive, responsible bidder « Request for Proposals (RFP) process
« Evaluation of experience,
qualifications, and price




Week I — Introduction to Public Procurement

No-cost Memorandum of Understanding

A No-cost MOU) is a contractfor goods and/or services where
there is no exchange of money.

If there is any exchange of funds, it NOT a No-cost MOU. This
Includes:

»> Grants » Stipends
» Revenue > Gift Cards



Week 2 — Vendor Registration & Eligibility

What do you need to register?

v Firm name, address, and contact information
v Firm’s Taxpayer Identification Number (TIN)/Federal Tax ID

v' Social Security Number (SSN) for those vendors who are conducting
business as individuals

v' A copy of the firm's recent W9
v Number of employees and average annual sales data

v’ North American Industry Classification System (NAICS) Code(s)



Week 2 — Vendor Registration & Eligibility

What are the benefits OISBE LOS ANGELES UNIFIED SCHOOL DISTRICT

Small Business Enterprise (SBE) Programs

Certification?

o Bid Preference on Informal
(Maintenance and Repair or Non-Faciliti

“For bids enly amounts under the annually ad

v Bidding preference on
contracts

v" Increased visibility

v Competitive edge in bidding

v Access to training and i

business development

Qualifications Evaluation Scoring Points
nal 5 = Bag i
Desgn-Bulld

SBE Program
25% Participation Goal
(Based on SBA Size Standards)

Payment Assistance and Accelerated Dispute Resolution Process

Up ta 5%)

resources: e P e e o)
v  Prompt Payment: get paid
faster!

10% Bid Preference on Informal Contracts
(Mairtenan d Repair or Non-Facilities Goods and Services)

Up to 15% of the Qualifications Evaluation Scoring Points
Facilities Professional Services  Best Value Construction = r-Build Construction

LALSD Bond Assistance Program (In Development)

E-mail Notification for Upcoming Projects

Program (VBE)
5% Participation Goal

Veteran Business Enterprise




Week 2 — Vendor Registration & Eligibility

CERTIFICATE OF LIABILITY INSURANCE

@
Insurance Re ulremen ts THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

ns or be endorsed
ent. A statement on

> Proof of insurance is required before a

S8:

INSURER(S) AFFORDING COVERAGE

contract or purchase order may be =

INSURER C :
INSURER D :

[
Issued
INSURER
COVERAGES CERTIFICATE NUMBER: REVISION NUMBER:
THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD

L]
l I | I INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
I CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

NS POLICY EFF | POLICY EXP
TYPE OF INSURANCE m POLICY NUMBER MI/DDBIYYYY) | (MMDBIYYYY) LIMITS

depending on the event, location, or el 7
SCope of work et T T

OTHER:
AUTOMOBILE LIABILITY

> A compliant Certificate of Insurance 5 g e

HIRED
AUTOS ONLY

(Col) includes an additional insured

| loeo [ [rerenmons

WORKERS COMPENSATION

endorsement for the Commercial e
General Liability Policy, Abuse

coverage, and the Commercial
Automobile Policy

POLICY LIMIT | §

DESCRIPTION OF OPERATIONS / LOCATIONS | VEHICLES (ACORD 101, Additional Remarks Schedule, may be attached if more space is required)

CERTIFICATE HOLDER CANCELLATION

‘SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN
ACCORDANCE WITH THE POLICY PROVISIONS.

AUTHORIZED REPRESENTATIVE

©1988-2015 ACORD CORPORATION. All rights reserved.
ACORD 25 (2016/03) The ACORD name and logo are registered marks of ACORD




Week 3 - Finding Bid Opportunities

You may access open solicitations a few ways:

>

vV V VY V

Ariba Discovery:
https://discovery.ariba.com/profile/AN0I650823748

City of Los Angeles RAMP: https://www.rampla.org/s/

Procurement./ausd.org and click on “Solicitations”

Instagram: @/ausajpsd

LinkedIn: LAUSD Procurement



https://discovery.ariba.com/profile/AN01650823748
https://www.rampla.org/s/
https://www.rampla.org/s/

Week4 — Understanding Solicitations

What are the Components of a Solicitation?

CDCOO0DO0000 D0 O

Solicitation Overview [ Introduction

Instructions to Bidders/Proposers

Scope of Work (SOW) [ Specifications
Evaluation Criteria

Pricing/Cost Proposal

Contract Terms and Conditions

Vendor Qualifications / Minimum Requirements
Required Certification Forms

Attachments / Exhibits



Week 5 - Submitting Bids & Proposals

Best Practices for submitting your bid/proposal

v Prep early. Read the entire solicitation before beginning your
response.

Create a checklist of required documents.

Note submission deadlines and format requirements.
Attend pre-bid or pre-proposal meetings if available.
Submit questions before the deadline for clarifications.

AN N N RN

Double check pricing calculations.



LAUSD Ethics Office Ask Ethics: (213) 241-3330 hn:»s:a'a'www.lausd.cnlrga'emjr: wee k 6 - E t h ics & c o m p I iq n ce

LOS ANGELES UNIFIED SCHOOL DISTRICT
Contractor Code of Conduct
Adopted: 12/00; Revised: 11/02, 11/06

Preamblae

Les Angeles Unified Schoel District's Contractor Code of Conduct was adopted to enhance public trust and confidence in '
the: integrity of LALUSD s decision-making pre . This Code is premised on three concepts:
including, but not limited to, voidance of current or future contra

1. Contractors Was qdopted to
that is pursuing or conducting business with andlor on behalf of LAUSD, including, out limi , 5,

suppliers, manufactur nd any other vendors, bide 08 A Confractor's “Repre 0 Droad)

defined to include any subcontractors, em 5, agents, or anyone else

2. Mission Support

L and confidence in
e y the integrity of

All LAUSD
t fidence in our contracting relationships and we expect every individual, regardle

p J f
po sociated with an LAUSD procurement process or contract, to commit to ’ o ®
E of conduct in all phases of any relationship with LAUSD. s e c I s I o n |
Given that the busi practices and of Contracto i ir Re reflect upon

ion
rict cbeervar h the standards in this Code, all 3 £ , E and any other
governing LAUSD policies or agreements is not only a minimum requirement for all Contracte

and the )
Representatives, but an ethical obligation as well. m q I n ro ce s s
In addition to any specific obligati nder a Contractor's agreement with LAUSD, all Contraci y ()

vith the following requirements:

r— Contractors shall adhere to the high and integrity in all

alf of LAUSD. A I e, Con S M BHE caution and aveid even
] information, time

ly, and completely.

a record of integrity and busi ethi accordance

¥ consider

ors including, but not limited to:
administrative agreemen




Week 7 - Contract Award & Management

What happens after contract award?

» Selection or Award Notification

» Opportunity to Debrief

» Board Approva
> Notice to Proceed or Purchase Order

> Performance Monitoring/Evaluation



Week 8 — Invoicing & Payment

“Three-way Match”

A Purchase Order (PO) is sent from a buyer to a seller detailing the
goods or services being purchased. Work should begin without
an approved PO!

A Goods Receipt (GR) is entered into Ariba to document that a job
has been completed. The school or office that issued the purchase
order must generate a GR to ensure timely payment to the vendor.

An Invoice is an itemized document sent by a seller to a buyerto
request payment for goods or services rendered.



Week 9 - Building Long Term Relationships

Prepare for Future Opportunities

v’ Strong performance builds trust
v Communication is critical to success
v’ Competitiveness ensures long-term opportunities

v' Relationships are key to growth with LAUSD






Resources & Support

Procurement Services Department is the central hub
for vendor engagement for LAUSD.

Procurement Services Department
https://procurement.lausd.org/

Vendor Services Unit
Email: psg-vsu@lausd.net
(562) 654-9404



https://procurement.lausd.org/

Resources & Support

You may access open solicitations a few ways:

> Ariba Discovery:
https://discovery.ariba.com/profile/AN0I650823748

> City of Los Angeles RAMP: https.//www.rampla.org/s/

» Procurement/ausd.org and click on “Solicitations”

> Instagram: @/ausdpsd

> LinkedIn: LAUSD Procurement



https://discovery.ariba.com/profile/AN01650823748
https://www.rampla.org/s/
https://www.rampla.org/s/

Resources and Support

Ariba and Ariba Discovery  Virtual drop-in sessions are
Support held twice per week to assist

you with Ariba and Ariba
Discovery. Sessions are
conducted every Tuesday and
Thursday from llam-12pm

Tuesdays, 11:00am — 12:00pm (PST)
Thursdays, 11:00am - 12:00pm (PST)




Resources & Support

LAUSD Small Business Enterprise Program
https://facilities.lausd.org/apps/pages/small-business
Email: sbe@lausd.net

U.S. Census Bureau (for NAICS code(s))
https://www.census.gov/naics/



https://facilities.lausd.org/apps/pages/small-business
https://facilities.lausd.org/apps/pages/small-business
https://facilities.lausd.org/apps/pages/small-business
mailto:sbe@lausd.net
https://www.census.gov/naics/

Resources & Support

Marketing Do’s and Don’ts

Do create a marketing package with Don’t show up to a school uninvited

your services, contact information or start services without a
and availability and request an contract or a purchase order.
appointment.

Contractors are not prohibited from
If the school/office is interested in contacting schools/offices to
procuring the Contractor’s products inquire about whether their
and / or services, school/office products and / or services are
administration will initiate a desired. However, Contractors are
Procurement request which may not to engage school/office
include competitive bidding. administrators in person but rather

via phone or emadil.



Thank you!
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