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• Brooke Cashion
Division Manager
Office of Procurement

Email: Brooke.Cashion@cincinnati-oh.gov

Meet the Presenters
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• Why register through Vendor Self Service?
• Receive automatic email notifications by commodity
• Update your vendor profile online anytime
• Submit online bids
• Stay in the loop for free! 

• Visit City website to register(https://vss.cincinnati-
oh.gov/vssprod/Advantage4)

Vendor Registration
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• Vendor Self Service 
• Your portal for researching and responding to bids
• (https://vss.cincinnati-oh.gov/vssprod/Advantage4) 

• Business Opportunities Portal
• Your portal for public records
• (https://www.cincinnati-oh.gov/noncms/cmgr/business-opportunities/)

Finding Business opportunities
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• ITB stands for “Invitation to Bid”
• Bids are invited for a specified project, product or service
• The solicitation is publicly advertised- VSS, Business Opportunities
• The bidding format is dictated by the ITB
• Bids are due back by the date and time indicated
• Bids are a matter of public record
• Contract is awarded to the lowest and best bidder 

Types of Solicitations - ITB
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Bid Form 
Example
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• Fair & competitive pricing
• Compliance with bid specifications
• Compliance with general terms and conditions
• Note that the parties may not negotiate in the bid process
• Reasonable delivery times
• Economic Inclusion 
• Goals met, if applicable
• Equal Employment Opportunity
• Bidder’s previous performance

Evaluating bids
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• Living Wage Requirements 
• Prevailing Wage Requirements
• Bid Surety (10%) & Performance Surety (100%) 
• Insurance (See Form 160 for limits)
• Workers Compensation
• Additional Materials
• SDS Sheets
• Price Lists
• Pictures/Samples

Additional Bid Considerations
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• Read the ITB carefully to understand the requested need
• Submit questions in writing before bids are due 
• Attend pre-bid meetings if applicable
• Research bids that have closed previously- Business Opportunities
• Consider all overhead costs and market volatilities 
• Consider the scope of the City’s need in relation to your firm’s 

capacity
• Submit competitive and realistic pricing 
• Adhere to the format of the ITB

Tips for submitting a winning bid
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• Incomplete bids
• Non-compliant bids
• Mathematical errors
• Unrealistic capacity or pricing
• Late bid submittals
• Misunderstanding the specifications
• Ignoring the City’s inclusion goals

• THESE CAN RESULT IN REJECTION OF YOUR BID!!

Pitfalls to avoid
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• RFP stands for “Request for Proposals”
• Traditionally used for professional or non-standard services and 

products and when price is not necessarily the primary award 
criterion

• Proposals are requested to solve a known problem
• The RFP describes the need and the evaluation criteria
• The solicitation is publicly advertised
• Proposals are due back by the date and time indicated- submitted 

via Bonfire, the City’s RFP portal: (https://cincinnati-
oh.bonfirehub.com)

Types of Solicitations - RFP
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• Different types of solutions may be compared
• An evaluation team reviews the proposals
• Proposals are scored and ranked
• Interviews may be conducted
• Negotiations may be held
• The evaluation team provides a recommendation to the City 

Manager
• Award is based on the “Most Advantageous” proposal
• Proposals become public record after a contract is executed

Evaluating Proposals

12



13

• Read the RFP carefully to understand the requested need
• Submit questions in writing before proposals are due 
• Attend pre-submittal meetings if applicable
• Adhere to any formatting requirements outlined in the RFP
• Communicate through clear direct language - Avoid “fluff”
• Evidence your capacity to provide a solution
• Quality content + Clear & professional presentation = Success

Tips for submitting a great proposal
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• Not addressing the need/Using off-the-shelf literature
• Not committing key staff to the project
• Not evidencing experience/capacity to be successful
• Not meeting submission deadline
• Not providing a signature to bind the proposal
• Not outlining exceptions to legal terms (or waiting until negotiation 

to do so)
• Focusing on low cost in lieu of best value solution to problem
• Ignoring the City’s inclusion goals

Pitfalls to avoid
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• RFQ stands for “Request for Qualifications”
• Traditionally used for professional or non-standard services
• Often results in a “pool” of vendors with contracts or in an RFP to 

further refine solicitation (2-step)
• The RFQ describes the need and the preferred qualifications
• The solicitation is publicly advertised
• Qualifications are due back by the date and time indicated

Types of solicitations - RFQ
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• An evaluation team reviews the qualifications submitted
• Statements of qualifications (SOQs)are scored and ranked
• Interviews may be conducted
• Negotiations may be held
• The evaluation team provides a recommendation to the City 

Manager
• Award is based on the “Most Qualified” submission
• SOQs become public record after a contract is executed

Evaluating Qualifications
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• Build a great team
• Outline the firm’s successes and the successes of the team’s 

members
• Evidence your understanding of the City’s needs and  deliverables
• Highlight anything that makes your team uniquely qualified
• Provide letters of recommendation
• Evidence your qualification with licenses, certifications, etc.

Tips for submitting a great SOQ
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• Describing team members who will not be involved with the project
• Not describing the role each team member plays
• Not describing the value each team member provides
• Building a team of individuals with little or no experience working 

together
• Not communicating effectively in the SOQ or associated interviews
• Not understanding the deliverables

Pitfalls to avoid
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• RFI stands for “Request for Information”
• Used primarily to gain information about products or industries 

when the City has little or no institutional knowledge
• Assists the City in developing ITB, RFP, & RFQ scopes and 

specifications
• No contract is awarded from the RFI
• May be used to gauge market capacity and available sources

Types of solicitations - RFI
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• Requires the City of Cincinnati to make payments to contractors 
within thirty days of receipt of a complete and responsive invoice

• Requires contractors to pay subcontractors for complete and 
responsive invoices within ten days after they receive payment 
from the City

Prompt Payment
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Questions
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How To Do Business 
With The City
Department of Economic Inclusion Forms

Our agenda today is to teach you how to properly complete the Department of 
Economic Inclusion Subcontractor Inclusion Bid Submission Forms. 
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• Dionne Cherry, Development Manager

• Jonah James, Development Manager

• Sylvia Jones-Hamm, Development Manager

Meet the Presenters
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The Department of Economic Inclusion (DEI) is responsible for evaluating 
the responsiveness of a bid based on the bidder's ability to achieve the 
City’s inclusion goals using City certified MBEs/WBEs/SBEs.

Introduction
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Required Forms
• For a bid to be responsive, the following DEI forms must be submitted in 

every bid package with MBE/WBE/SBE goals:  

• Subcontractor Inclusion Bid Submission Checklist
• MWP‐10 – MBE and WBE Participation Commitment Package Coversheet
• MWP‐20 – MBE/WBE Participation Affidavit
• DEI Form 2003 – MBE/WBE/SBE Subcontractor Utilization Plan

Up to date bid forms can be found on DEI’s website at:
Forms ‐ Inclusion (cincinnati‐oh.gov)

The first set of forms we will talk about today are required to be submitted with all bid 
packages. This set of forms includes the bid submission checklist, the form MWP‐10, 
the form MWP‐20, and DEI Form 2003. We will talk about these forms in greater detail 
later. 
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Instructions
• The bid form package includes detailed instructions about filling out forms
• Read instructions closely to make sure your bid is responsive by properly 

completing forms and submitting all necessary documents

Included with the bid package are instructions on how to 
properly complete the forms. We encourage you to read 
the instructions prior to filling out and submitting your bid 
forms to make sure your bid is responsive and that you 
are submitting all necessary documents.
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Checklist

Bidders are encouraged to use this checklist to make sure their bid package is 
complete.
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Form MWP-10 (Required)

The MWP‐10 is always required to be submitted with the bid package. This form is the 
MBE and WBE Participation Commitment Package Coversheet. It provides us 
information about the proposed bidder and the advertised goals.
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Form MWP-20 (Required)

The MWP‐20 is always required and provides us with the bidder’s proposed MBE/WBE 
participation commitments and the total contract bid/proposal amount. On this form, a 
bidder must meet or exceed the advertised inclusion goals. 
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DEI Form 2003(Required)

DEI Form 2003 is always required with a bid package. This form tells us about all 
subcontractors the bidder intends to utilize on the project. This list should include both 
certified and non‐certified subcontractors the bidder intends to hire. 
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Additional Form, If Applicable
The DEI form must be submitted when applicable to 
your bid:

• Form 2004-1 – Statement of Intent to Self-Perform

• Required when the bidder is a City certified MBE/WBE/SBE and 
intends to self-perform work to count towards the inclusion 
spend

The form 2004‐1 is required when the bidder intends to self‐perform on the contract 
and the spend with the bidder is to count towards the advertised inclusion goal.
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Form 2004-1

This is what the form 2004‐1 looks like. We will cover specific scenarios later. 
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Additional Form, If Applicable
The DEI form must be submitted when applicable to 
your bid:

• Form MWP-30 – Pre-Award Participation Waiver/Reduction 
Request Form
• Required when the bidder is unable to procure sufficient 

participation from city certified MBE/WBE/SBE to fulfill the 
advertised inclusion goals

• Good faith efforts must be properly documented and submitted 
with the bid package

• A waiver/reduction will not be considered if another bidder was 
able to meet the advertised inclusion goals in their submitted bid

The form MWP‐30 is required when the bidder is unable to procure sufficient 
participation from city certified MBE/WBE/SBE firms to fulfill the advertised inclusion 
goals.
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Form MWP-30

This is what the form MWP‐30  looks like. We will cover specific scenarios later.  
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Standard Bid Package

Scenario 1:

We are now going to do an overview of multiple scenarios and how to fill out  the bid 
forms related to each scenario. Scenario 1 is a standard bid package. 
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Required Forms For ALL Bids

This section will cover Form MWP‐10, Form MWP‐20, and DEI Form 2003, which are 
required forms for all bid packages. 
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Checklist

This is what a bidder’s checklist should look like for a standard bid package.
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Form MWP-10

A properly completed  MWP‐10 form will include, name of bidder, address of bidder, 
the city contacting agency, the advertised bid/proposal title, and the bid/proposal 
number. The bidder must choose what part of the bid this form package is being 
submitting for 1,2 or 3. The bidder must list the advertised goals per the solicitation.
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Form MWP-20

A properly completed MWP‐20 Form will include the following information. The 
advertised goals, the total MBE & WBE proposed spend and the total contract 
bid/proposal amount. Please be advised the proposed subcontractor amount and total 
bid amounts must be in dollar figures. Percentages and TBD are not acceptable 
responses. 
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DEI Form 2003 

A properly completed DEI Form 2003 will include the following information. In section 
1, Bid/proposal name, bid/proposal reference ID (which is the bid number), bidder 
name, total bid amount, the bidder’s primary contact information (which includes 
phone and email). Section 2 includes the information of all proposed subcontractors for 
the bid. This information includes, subcontractor name, City certification status, federal 
tax ID number, detailed description of work, and subcontract amount. In section 3, the 
bidder must select one of the 3 options regarding supplier subcontractor amount.

40



Intent to Self Perform

Scenario 2:

Scenario 2 is specific to a bidder's intent to self‐perform to help achieve the adverstised
inclusion goals. 
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Required Forms For ALL Bids 
+

Form 2004-1 ALL

This scenario includes the three forms required for all bids, plus the FORM 2004‐1 ALL.
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Checklist

This is what the check list should look like when the bidder intends to self perform. This 
submitted bid package must include the MWP‐10, MWP‐20, DEI Form 2003, and the 
2004‐1. 

The Checklist is a very important tool for keeping track of all required forms that must 
be submitted with every bid, the Forms MWP‐10, MWP‐20, and DEI Form 2003 must be 
submitted with every bid, and/or the Forms 2004‐1 and MWP‐30, if applicable.

43



44

Form 2004-1 ALL

A properly completed Form 2004‐1 ALL is required if the bidder intends to self‐perform 
to help achieve the advertised inclusion goals.  A properly completed form includes the 
following information. Bid/contract reference number, project name, total bid amount, 
which goal the Bidder will self‐perform, Bidder’s name, and Federal tax ID number
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Pre-Award Participation Waiver / Reduction

Scenario 3:

Scenario 3 is specific to a Bidder’s request for a pre‐award waiver.  This means that the 
Bidder has done all they can to achieve the advertised inclusion goals, but they have 
been unable too.
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Required Forms For ALL Bids 
+

MWP-30

This scenario includes the three forms required for all bids, plus the MWP‐30.
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Checklist

47

This is what the check list should look like when the bidder is requesting a pre‐award 
waiver/reduction of MBE/WBE inclusion goals. This submitted bid package must 
include the MWP‐10, MWP‐20, DEI Form 2003, and the MWP‐30. 
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Form MWP-30
48

A properly completed Form MWP‐30 will include the bidder’s name, bid title, bid 
proposal number, advertised MBE/WBE inclusion goals, the goals that are achieved by 
the bidder, and documentation of required good faith efforts. For all questions 
answered with “Yes”, the bidder must include/submit supporting documentation. 
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QUESTIONS
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We have enjoyed presenting to you all today.  We hope that we have presented this 
information in a way that is helpful.  We thank you all for joining us.  
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Department of Economic Inclusion

805 Central Ave.

Suite 610

Cincinnati, OH 45202

(513) 352‐3144

https://www.cincinnati‐oh.gov/inclusion/

Here is our contact information. If you would like to review this presentation later, it 
will be available on our web page. 
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