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I.
 Purpose
To provide guidance in preparation and submittal of legal ads for formal



solicitations.

II.
Scope

These guidelines and model forms apply to the preparation and submittal 

of all legal ads for formal solicitations to the Pensacola News Journal.

III.
 Responsibility
A. Preparation

1. The Purchasing Agent must determine the appropriate legal ad with modifications as

    necessary to fit the solicitation at hand from the following shared H-drive file 

    documents:

a. Invitation to Bid/Request for Proposal – (SAMPLE)

      H:PR\MAST_DOC\Uniform Contract Format Vol. I\Legal_ITB.RFP.Sample.doc

b. Invitation for Bids – (CDBG SAMPLE)

H:PR\MAST_DOC\UniformContractFormatVol.I\Legal_CDBG.ITB.doc

c. Request for Proposals – (CDBG SAMPLE)

H:\PR\MAST-DOC\UniformContractFormatVol.II\Legal_CDBG.RFP.doc

d. Request for Letters of Interest – (SAMPLE)

H:\PR\MAST_DOC\UniformContractFormatVol.I\Legal_RLI.doc

2.  The Purchasing Agent shall assure the proper length of advertising time relative to the

     anticipated dollar value of the solicitation.  The guidelines for all advertising times

     adopted by the Office of Purchasing:

a. Sales of all County Property must be advertised two (2) times (i.e. land, off-road, equipment, etc.)

b. Contracts for construction of roads and drainage projects must be advertised two (2) times.  Per FS 336.44 “…at least once each week for two consecutive weeks”.

c. Advertising Construction Documents per FS255.0525:

Project Construction Cost

Required Days Between Advertisement


          and Solicitation Opening

     0-$200,000



  14

     $200,001-$500,000



  21

     $500,001 +



  30

*Note:  Other formal solicitations may use these dollar values and advertising time

guidelines; but shall provide for no less than 14 days between advertisement 

and solicitation opening.

d. Pre-Solicitation conferences must be a minimum of (5) days after advertising date

if advertised once, or any time after second advertisement if advertised twice.

3.  The Office Assistant prepares the legal ad for review by the Purchasing Agent

     to assure its accuracy and completeness.

B.             Submittal to the Pensacola News Journal (PNJ)

     
1.  The Purchasing Agent shall assure the advertisement schedule necessary to 

                  send the ad to the PNJ for the ad to run on a specific day.  As listed 


on the CHECKLIST FOR INVITATION TO BID/REQUEST FOR PROPOSAL 


(ITB/RFB) Form OF0015:


ADVERTISEMENT SCHEDULE AS FOLLOWS:
	
DAY OF APPEARANCE
	
DEADLINE FOR TEXT
	
DEADLINE FOR PROOF


RETURN w/CORRECTIONS
	
DEADLINE FOR ACCEPTANCE

	Sunday
	Thursday - Noon
	Friday 3:00 p.m.
	Friday 4:00 p.m.

	Monday
	Thursday - 5:00 p.m.
	Friday 3:30 p.m.
	Friday 4:30 p.m.

	Tuesday
	Friday - 10:00 a.m.
	Monday 8:00 a.m.
	Monday 9:00 a.m.

	Wednesday
	Monday - 10:00 a.m.
	Tuesday 3:00 p.m.
	Tuesday 4:00 p.m.

	Thursday
	Tuesday - 10:00 a.m.
	Wednesday 3:00 p.m.
	Wednesday 4:00 p.m.

	Friday
	Wednesday - 10:00 a.m.
	Thursday 8:00 a.m.
	Thursday 9:00 a.m.

	Saturday
	Wednesday 10:00 a.m.
	Friday 8:00 a.m.
	Friday 9:00 a.m.


2. The Office Assistant prepares the transmittal memo per Standard Form Memos/

                  Letters #2b FAX OR E-MAIL COVER SHEET TO PENSACOLA NEWS 



JOURNAL (PNJ).



The PNJ sends a proof of the legal ad to the Office Assistant who proof reads it, 

                  Works with the PNJ to correct any inaccuracies if necessary, receive and approve the 



final advertisement to the PNJ.



Note:  Advertisement information errors may be remedied by Addenda (i.e. 2000

                  vs. 2001).
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