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DUVAL COUNTY SCHOOL DISTRICT

PREQUALIFYING PROCEDURES 
POLICY STATEMENT:

· The Superintendent or designee shall prescribe uniform requirements for the prequalification of contractors on prime or negotiated school construction contracts in accordance with state law.

· The effective date of these Procedures is November 1, 2002.  All contractors must be prequalified by May 31, 2003.

· These Procedures are established according to the 2002 Florida Statutes, Chapter 1013.46.
OBJECTIVES:

· To establish uniform procedures whereby contractors may prequalify for projects for DCSD.
· To establish a list of prequalified contractors that are eligible to submit bids or Request for Qualifications to DCSD.

· To ensure that DCSD receives the highest quality performance, service, and value by awards to qualified contractors.

ASSIGNMENT OF RESPONSIBILITY:


· The Facilities Planning and Construction Department of the DCSD has been charged with the responsibility to maintain and implement these policies and procedures. 
PROCEDURES:

1.  PREQUALIFIED BIDDERS LIST (PBL)

A. DCSD is authorized by Duval County School Board Policy and Florida Statutes to maintain a list of prequalified contractors eligible to submit bids and be awarded projects in the following categories.
__________ General Contractor

__________ Mechanical Contractor

__________ Plumbing Contractor

__________ Roofing Contractor

Air Conditioning Contractor: __________ Class A;  __________ Class B
__________ Electrical Contractor

__________ Underground Utility/Excavation Contractor

__________ Other Contractors – Projects not covered under the above categories.

B.
The PBL will be an alpha/numeric list of all bidders who request to be placed thereon, and who have submitted information which documents the bidder’s qualifications and experience to justify recommendation for the inclusion of a said bidder on the PBL.  
C. The PBL will be maintained by the Facilities Planning and Construction Department.  All requests shall be forwarded to the Facilities Planning and Construction Department for appropriate processing.   A copy of the prequalified bidders list can be obtained from the Facilities Planning and Construction Department. 
D.
Upon solicitation of bids, any prospective bidder obtaining bid documents and not on the Prequalified Bidders List (PBL) must submit the prequalifying information using the appropriate form and be approved by  the Board as a prequalified bidder prior to the bid opening date.  DCSD shall act upon the application for qualification within 60 days after it is date stamped by the Facilities Planning and Construction Department.  This does not guarantee prequalification status (see 1-E below).

E.
Bids received from bidders not on the PBL on the date of bid opening shall not be evaluated or considered.  Such bids shall be returned to the bidder.

F. The fact that a company is on the PBL does not obligate DCSD to make an award to that company if it submits a low bid, which is responsive to the bid specifications.  DCSD reserves the right to reject all bids when it is in the best interest of DCSD.                                                                                                                

G. The inadvertent bid opening of a non-prequalified bidder shall result in the  disqualification of and non-acceptance of any such bid.

2. PREQUALIFICATION APPLICATION

A. A contractor desiring to be placed on the PBL must obtain an application through the Facilities Planning and Construction Department.

B. The Prequalification Application shall contain, but is not limited to, the following information and forms:

(1) Application for Certification with the $50 fee, unless adjusted by the District.

(2) A listing of the DCSD’s categories for which the Facilities Planning and Construction Department maintains a prequalified bidder list.  Contractors must indicate the category(ies) they are applying for.  The categories are listed in section 1-A above.

(3) A questionnaire including (but not limited to) the following information:

(a) Background information on the applicant.

(b) Details of construction experience.

(c) Copies of all local, state or federal occupational and trade licenses that are required for the category(ies) applied for. 
(d) The name of all insurance and surety companies and history of claims and litigation.

(e) Audited financial statements dated within the past twelve (12) months in which the company has been organized (i.e., fiscal year financial statements), which are to include the opinion of a Certified Public Accountant. The financial statements presented must include all of the following:

1. Opinion of the Certified Public Accountant on the statements b. through f.

2. Balance Sheet

3. Statement of Income

4. Statement of Retained Earnings

5. Statement of Cash Flows

6.  Notes to financial statements which are an integral part of the financial statements

The requirement for audited financial information may be satisfied by written verification of the applicants' current bonding capacity. Written verification must be from the applicants' Surety Company and the amount must be equal to or exceed the amount of any project for which the applicant seeks prequalification and Company produced financial statements for the past twenty four (24) months with any accounting reports and records provided to any bonding company and lending institution will also be required.

(f) Interim financial statements may be requested for additional financial review. 

(g) Professional References.

(h) List all current and completed projects within the last five (5) years exceeding $200,000 for construction projects and $50,000 for electrical projects.  
(i) Signed and notarized Public Entity Crime Statement.

(j) Completing this application does not guarantee a company will receive an Invitation to Bid or any other type of solicitation or a contract from Duval County School District, nor does it imply that a company has any type of procurement and/or contractual relationship with the Duval County School District now or in the future. DCSD reserves the right to reject all bids when it is in the best interest of the District.

All public advertisements for construction and facility projects are published in the Florida Administrative Weekly, Financial News & Daily Record and on www.demandstar.com.

(k)
In the event the Facilities Planning and Construction Department finds the application to be incomplete or if it does not contain the information requested for processing, the entire application will be returned to the applicant with a letter of explanation.  The applicant may resubmit the entire application after corrections have been made.

3.  PROCESSING OF PREQUALIFICATION APPLICATION 
Upon receipt of the completed application, the Facilities Planning and Construction Department shall:

A. Review and compile all information submitted and obtained and provide a recommendation to the Review Committee.

B. Establish a Review Committee to review the summary results determined in "3-A" above and evaluate the applicants for recommended approval or denial to the Board.  If recommended by the Review Committee, the recommendation will include the type of project(s), dollar volume, and limits allowed within the scope of the prequalification.  
The Review Committee may meet once (or as needed) a month and may include staff members from Facilities, Purchasing, Budgeting, outside Architectural and Construction Professionals and others as determined by the Facilities Division.
C. The Review Committee will forward recommendations (approval or denial) to the Board for authorization to issue Certificates of Eligibility to the applicants who meet all the prequalification requirements.  Applicants that are denied Certification by the Review Committee can appeal per section 7-C.

D. Upon approval by the Board, the Facilities, Planning and Construction Department shall issue a certificate valid for one (1) year or a specific project if applicable. The certificate shall include:

(1) A statement indicating that the contractor may bid on a project or projects during the time period specified.

(2) A statement establishing the total dollar value of work the contractor will be permitted to have under contract with DCSD at any one time as determined by the contractor's bonding capacity or ten (10) times the net quick assets.  Quick assets are defined as the total of cash, receivables and marketable securities.

(3) A Statement establishing the maximum dollar value of each individual project the contractor will be permitted to have under contract with the board at any one time. The maximum value of each project may be up to twice the value of the largest project previously completed but shall not exceed the contractor's bonding capacity or ten (10) times the net quick assets.

(4) A statement establishing the type of work the contractor will be permitted to provide.

(5) The expiration date of the certificate.
E.
If the proposed contractor's request is denied, the applicant will be notified 
in writing by the Facilities Planning and Construction Department and the applicant may appeal per Section 7 of these procedures.

F. If a special category or unique project requiring specific prequalification is   being proposed, approval by DCSD of the special category and prequalified bidders will be obtained in advance of bid opening.

4.
EVALUATION OF PREQUALIFICATION APPLICATION
Evaluation of the Prequalification process includes, but is not limited to, the following: 
A.
Technical


(1) Evidence of experience with construction techniques, trade standards, quality workmanship, project scheduling, management of projects Department of Education, and building codes for all projects completed in the last five (5) years. 

(2) Company must have been doing business under the same name for, at least, 3 years, or provide documentation in writing that a change of name had no effect on the structure of the organization, management or ability of the applicant to perform satisfactorily.

(3) Experience information provided within the application may be verified by contact with the firm(s) or person(s) for whom the bidder has performed similar work.

(4) Obtain and complete two (2) references using the forms provided.
(5) Current occupational and trade licenses in effect and in good standing.
 B.
Financial
(1)
The financial information submitted by the bidder will be reviewed by the Facilities Planning and Construction Department for completeness before evaluation.  Should any information be incomplete, the entire application and all attachments will be returned to the proposed bidder with a written statement of explanation. 

(2) Any history of rejection by a surety, or claims against said bond, may be grounds for denial.

(3) Any history of projects not completed on time, in default, pending litigation or non-performance may be grounds for denial.

5.
RENEWAL POLICY 
A. Each contractor is subject to reevaluation for contractual compliance, staff experience, financial status, bonding capacity and managerial performance at any time including upon the solicitation of bids, award of the bid or during construction.
B. Each contractor interested in remaining on the PBL must submit the following information within 90 days of their prequalification expiration date with a $50 fee, unless adjusted by the District.
(1) Notice of Intent, in writing, together with a document outlining all financial and managerial organizational changes. 

(2) New Prequalification Application completed and signed. If the information contained therein has not changed per the prior application, note "SAME AS ON ORIGINAL APPLICATION" on each page of application and sign at the bottom of each page.

(3) Current financial and /or bonding capacity information.  Financial statements or written verification of bonding capacity on file with the DCSD shall be updated annually.

(4) Upon receipt of the request, the Facilities Planning and Construction Department shall review the application and forward the information to the Review Committee for recommendation. Upon approval by the Board, the Facilities, Planning and Construction Department will issue a renewal certificate valid for one (1) year or a specific project if applicable. 

(5) The DCSD may allow prequalified contractors to request a revision of their prequalification status at any time they believe the dollar volume of work under contract or the size and complexity of projects should be increased if experience, staff size, staff qualifications, and other pertinent data justify the action.  Any revisions must be reviewed and recommended by the Review Committee and approved by the Board.
6. REMOVAL FROM PBL 
Contractors shall be removed from the Prequalified Bidders List under, but not limited to, the following circumstances:

A. The contractor is included on the State of Florida Convicted Vendor List pursuant to Section 287.133(3)(d), Florida Statutes (Facilities Planning and Construction Department has the responsibility to monitor this list and compare it with the PBL for possible action).
B. The contractor is convicted of a public entity crime within the past 3 years.
C. Delinquency.   The decision to declare a contractor delinquent may only be made by the Superintendent or Designee, and must be ratified by the Board at its next regular meeting following such decision by the Superintendent or Designee.  Should a contractor be determined to be delinquent, after notice and an opportunity for a fair hearing, the DCSD shall notify the contractor and his surety, in writing, that the contractor is disqualified from bidding work with the DCSD as long as the delinquent status exists. 

A delinquent condition may be determined to be in effect when one (1) or more of the following conditions occur without justifiable cause:

(1)  A substantial or repeated failure to comply with contract documents after written notice of such non-compliance.

(2) A substantial or repeated failure to provide supervision and coordination of subcontractor's work after written notice of such failure.

(3) Substantial deviation from project time schedules after written notice of non-compliance.

(4) Substantial or repeated failure to pay subcontractors after the DCSD has paid the contractor for the work performed by the subcontractors and in accordance with approved requisitions for payment.

(5) Substantial or repeated failure to provide the quality of workmanship compatible with the trades standards for the community after written notice of such failure from the DCSD.

 (6) Substantial or repeated failure to comply with the warranty requirements of previous contracts after written notice of such failure.

 (7) Failure to maintain the required insurance coverage after written notice of such failure.

D. Suspension or Revocation. The DCSD may, for good cause, suspend a contractor for a specified period of time or revoke the prequalification certificate and must be ratified by the Board at its next regular meeting.  Causes for suspension or revocation shall include, but not be limited to, one or more of the following:

(1) Inaccurate or misleading statements included in the application.

(2) Declared in default by a Board or DCSD.

(3) Adjudged to be bankrupt.

(4) Performance, in connection with contract work, becomes unsatisfactory to the DCSD based on the DCSD asserting and recovering liquidated damages in an action against the contractor.

(5) Payment record, in connection with the contract work, becomes unsatisfactory to the DCSD based on the contractor's failure to comply with the Construction Prompt Pay Act (Section 715.12, F.S.).

(6) Becomes delinquent on a construction project pursuant to (C) above.

(7) Any of the Contractor's local, state or federal occupational or trade licenses becomes suspended or is revoked.

(8) No longer meets the uniform prequalification criteria established in this section.

E. Contractors subject to removal from the PBL will be notified in writing at the mailing address included in this application by the Facilities Planning and Construction Department stating the reason they were removed.  Failure to receive notification shall not prohibit removal.
7. APPEAL PROCESS FOR CONTRACTORS   

The following guidelines apply to contractors removed from the PBL that desire to reapply:

A. A contractor removed from the PBL under Section 6.A may reapply upon removal from the State of Florida Convicted Vendor List.

B. A contractor removed from the PBL under Section 6.A may reapply 3 years after successful completion of any sentence. 

C.
A contractor whose application has been rejected or whose certificate has been suspended or revoked by a Board under Section 6.C or 6.D shall be given the benefit of reconsideration and appeal as follows:

(1) The aggrieved contractor may, within ten (10) days after receiving notification of such action, request reconsideration in writing. The contractor may submit additional information at the time of the appeal.

(2) Any contractor who is aggrieved in connection with the removal from the PBL for Delinquency, Suspension or Revocation may file a protest and shall deliver its written notice of protest to the Associate Superintendent, Administration and Business Services, or designee (hereinafter a Hearing Officer) immediately, but no later than ten (10) working days after receiving notification of such action.   

a. The Hearing Officer shall act upon a contractor's request within thirty (30) calendar days after the protest filing and shall notify the contractor of its action to adhere to, modify, or reverse its original action. The Hearing Officer may require additional information to justify the reconsideration.
b. The Hearing Officer shall call a meeting and hear all protests and receive all evidence within a reasonable time.  This does not preclude the Hearing Officer from calling a special meeting or granting a continuance under extraordinary circumstances.

c. The contractor shall receive notice of any protest hearing and a copy of the protest document.  

d. The Florida Rules of Civil Procedure may be relaxed at the sole discretion of the Hearing Officer presiding at the protest hearing.

e. The Hearing Officer shall issue his/her decision within two (2) working days of the completion of the protest hearing.

f. The Hearing Officer's decision shall result in a final order, which may include findings and conclusions.  The decision of the Hearing Officer shall be final.

g. The Hearing Officer shall act upon a contractor's request within thirty (30) calendar days after the protest filing and shall notify the contractor of its action to adhere to, modify, or reverse its original action. The Hearing Officer may require additional information to justify the reconsideration.
h. The DCSB does not encourage the use of faxes to accomplish delivery of the notice of protest and the protest itself.  Any contractor utilizing delivery by fax shall assume the risk associated with incomplete delivery or nonreceipt.
8.  RECORDS

The Facilities Planning and Construction Department shall maintain records of contractors removed from the PBL, as required by Public Records Law.
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