
ESCAMBIA COUNTY FLORIDA 
REQUEST FOR PROPOSALS 
PROPOSER'S CHECKLIST 
TITLE OF PROJECT 

SPECIFICATION PD XX-XX.XXX 
 
• HOW TO SUBMIT YOUR PROPOSAL 
 
PLEASE REVIEW THIS DOCUMENT CAREFULLY. OFFERS THAT ARE ACCEPTED BY THE COUNTY ARE 
BINDING CONTRACTS.  INCOMPLETE PROPOSALS ARE NOT ACCEPTABLE. ALL DOCUMENTS AND 
SUBMITTALS SHALL BE RECEIVED BY THE OFFICE OF PURCHASING ON OR BEFORE DATE AND HOUR FOR 
SPECIFIED FOR RECEIPT. LATE PROPOSALS WILL BE RETURNED UNOPENED. 
 
* Documents submitted with Proposal are to be on the forms provided in the Request for Proposals and photocopies of  
 other required documents 
 
THE FOLLOWING DOCUMENTS SHALL BE RETURNED WITH PROPOSAL: 
• SOLICITATION, OFFER AND AWARD FORM (IN DUPLICATE WITH ORIGINAL SIGNATURE) 
• PROPOSAL FORMS (IN DUPLICATE WITH ORIGINAL SIGNATURE) 
• BID SURETY (BOND, CHECK, ETC.) 
 
THE FOLLOWING DOCUMENTS SHOULD BE RETURNED WITH PROPOSAL 
• SWORN STATEMENT PUSUANT TO SECTION 287.133 (3)(A), FLORIDA STATUTES, ON ENTITY CRIMES 
• DRUG-FREE WORKPLACE FORM 
• INFORMATION SHEET FOR TRANSACTIONS AND CONVEYANCES CORPORATE 
• IDENTIFICATION 
• CERTIFICATE OF AUTHORITY TO DO BUSINESS FROM THE STATE OF FLORIDA 
• OCCUPATIONAL LICENSE 
• FLORIDA DEPARTMENT OF BUSINESS AND PROFESSIONAL REGULATION – LICENSE(S),  
 CERTIFICATION(S), AND/OR REGISTRATION(S) 
• CERTIFICATE OF COMPETENCY 
• WRITTEN OPINION OF AN ATTORNEY FROM A FOREIGN STATE AS TO BID PREFERENCES 
• CERTIFICATION AND ACKNOWLEDGEMENT LETTER FOR THE RETURN OF CDs AND COPIES OF  

BUILDING PLANS EXEMPT FROM PUBLIC RECORDS LAW 
• BEFORE YOU SUBMIT YOUR PROPOSAL, HAVE YOU: 
PLACED YOUR PROPOSAL WITH ALL REQUIRED SUBMITTAL ITEMS IN A SEALED ENVELOPE CLEARLY  
MARKED FOR SPECIFICATION NUMBER, PROJECT NAME, NAME OF PROPOSER, AND DUE DATE AND  
TIME OF PROPOSAL RECEIPT? 
 
• THE FOLLOWING SUBMITTALS ARE RETURNED UPON NOTICE OF AWARD: 

 
CERTIFICATE OF INSURANCE 
PAYMENT AND PERFORMANCE BONDS 
 
• HOW TO SUBMIT A NO PROPOSAL 
 
IF YOU DO NOT WISH TO PROPOSE AT THIS TIME, PLEASE REMOVE THE SOLICITATION, OFFER 
AND AWARD FORM FROM THE PROPOSAL SOLICITATION PACKAGE AND ENTER NO PROPOSAL IN 
THE "REASON FOR NO PROPOSAL" BLOCK, YOUR COMPANY'S NAME, ADDRESS, SIGNATURE, 
AND RETURN THE SOLICITATION, OFFER AND AWARD FORM IN A SEALED ENVELOPE.  THIS WILL 
ENSURE YOUR COMPANY'S ACTIVE STATUS IN OUR BIDDER'S LIST. 
 

THIS FORM IS FOR YOUR CONVENIENCE TO ASSIST IN FILLING OUT 
YOUR PROPOSAL ONLY. 

DO NOT RETURN WITH YOUR PROPOSAL 
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