4. An evaluation team, ideally comprised of three to five members, evaluates using criteria disclosed in
the RFP
5. Evaluation team members are required to sign a Statement of Confidentiality and Non-Conflict of
Interest and Substantial Interests to serve on the team. A breach of confidentiality or conflict of
interest or substantial interest is defined as any evaluation team member, whether position or
financial interest, that would affect either the solicitation of proposals or the selection of the
successful proposer. The statement ensures the confidentiality and integrity of the RFP process for
each specific procurement
C) Request for Qualifications (RFQ)
1. Used to prequalify vendors for services prior to contract negotiation
2. Respondents must satisfy the minimum RFQ criteria requirements to be prequalified
3. Architects, Engineers, and Land Surveyors (A&E) — Missouri State Statute RSMo. 8.289 requires the
RFQ process be used for prequalification prior to contract negotiation
D) Request for Information (RFI)
Used to gather information for an upcoming solicitation and scope of work, specifications, cost, or other
information is unknown; no award is made
E) The rationale for the solicitation type selected will be included in the procurement file.
1. Insolicitation where evaluations are required, evaluations will be retained in the bid file.
F) Bid, Proposal, and Response Submission Conditions
1. Competitive solicitations issued online shall require responses to be submitted online
2. Responses received late will be rejected; online system time is official time
3. Bids, proposals, or responses may be withdrawn, modified, or revised prior to close of the solicitation
4. Bids, proposals, or responses cannot be revised after they are opened; once opened, all documents
become property of the City
5. Non-responsive:
a. Any bid submitted that does not meet the minimum requirements set forth in the ITB including
Terms and Conditions will be deemed non-responsive
b. Any proposal or response that does not meet the minimum requirements set forth in the RFP,
RFQ, or RFI will be deemed non-responsive
6. Conflicts of interest, known and unknown, between the City and vendor is a condition where the
administration of award will not be given to the vendor, regardless of solicitation type.

6) Management Analyst Review

Prior to presentation to Council, the City Management Analyst must review and make a recommendation for
contracts where the cost is between $500,000 and $1,999,000, if they will be in effect for more than a year; and all
contracts valued at $2,000,000 or more regardless of term

7) Bonds
A) Bid Bond or Proposal Bond — Security requirement determined by the Procurement Manager
1. Bid Bond or Proposal Bond - provided by a surety company authorized to do business in the State of
Missouri
2. Cashier’s Check or Certified Check may be submitted in lieu of the bond; cash is not accepted
3. Failure to submit a bond as required in the solicitation will result in rejection of the bid or proposal
4. If the bidder or proposer fails to honor the bid or proposal for any reason, the security may be
retained by the City
5. Value of security is equivalent to 5% of the bid or proposal price
B) Payment, Performance, and Maintenance Bond — Required as determined by the Procurement Manager
1. Provided by a surety company authorized to do business in the State of Missouri
2. Issued in an amount up to 100% of the price specified in the bid or proposal
3. The City’s preapproved form shall be used or the bond will not be accepted

8) Public Improvements



