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Session 2:  October 6, 2020  or  October 7, 2020

Respond to Solicitations
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Session 1 Packet   - Review & Reminders

1) City of Pittsburgh Beacon Guide 
2) Vendor Registration Guide 
3) City Low Bids

4) Commitment Forms 
5) Certifications  
6) EORC Sample

7) Financial Materials 
8) References & Resources: City, Allegheny 
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Session 2:   Today’s Agenda

1) Bidding on Solicitations  

• A = Request for Proposal (RFP)

• B = Invitation for Bid (IFB)

2) Cover Letter

3) Resume

4) References

5) Capability Statements

6) Ready for Session 3



# 1) Bidding on Solicitations – It’s All In The Details

General Header

• Solicitation Number

• Title of Project

• Start Date and End Date for Responses

• Description of Project

• Contact Information for questions about the 
solicitation
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#1) Bidding on Solicitations – It’s All In The Details
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#1) Bidding on Solicitations – It’s All In The Details

A = Request For Proposal (RFP):  Important Dates in the Solicitation

Hard Dates:
• Cut off date for written questions 
• Proposal submission deadline

Flexible Dates for the City:
• Proposal review and scoring
• Contract award date
• Council approval date
• Program Start date
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#1) Bidding on Solicitations – It’s All In The Details

B = Invitation For Bid:  Important Dates in the Solicitation

• Cut off date for written questions

• Solicitation opening date

– Allow sufficient time to enter in each line item

• Period of Contract

– First day of the contract is the start date
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#1) Bidding on Solicitations – It’s All In The Details

Scope of Services

• Background

– Overview of the project

• Scope Details  

– Detailed specifics about the project 

– Expectations of vendor
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#1) Bidding on Solicitations – It’s All In The Details

A = Request For Proposal 

1. Read the format requirements carefully
2. Provide the information in the specified order 

and in detail
3. Create a single Word or PDF document
4. Additional information provided must be 

relevant to the project
5. The failure to include all elements may result in 

the proposal being rejected
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#1) Bidding on Solicitations – It’s All In The Details

B = Invitation For Bid

1. Carefully read and understand the terms up front as 
there is no negotiating or redlining items

2. All contracts are fixed prices; 
during the contract term

3. Know the prices that need to be entered for each 
line item as those prices are entered directly into 
the system 

4. Avoid fatal bid errors that render a bid :

– Failure to sign the bid, bond or both

– Bid is signed by an unauthorized person

– Pricing is not stated
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#1) Bidding on Solicitations – It’s All In The Details

Submittal Requirements
• All applicants must be registered in Beacon
• Proposals are submitted electronically within the eProcurement tool 

located in Beacon

• A = For Requests For Proposal: one electronic copy of the proposal must be 
submitted by the submission deadline

• B = Invitation For Bid: prices are entered for each line item 

• Late proposals are not accepted
– Allow sufficient time for entering the information 
– Consider entering proposals a day early as it may take longer than 

expected to enter the information
– The system automatically locks proposals down at the deadline; there 

is no way to enter information after the proposal closes online
• All proposals become the property of the City of Pittsburgh
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#1) Bidding on Solicitations – It’s All In The Details

General Terms & Conditions

Please: read the fine print!
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#1) Bidding on Solicitations – It’s All In The Details

A = Request For Proposals:  What’s Next?

1. Proposals are evaluated using specific criteria

2. Once a proposal is accepted contract 
negotiations begin

3. Successful respondents enter into a contract 
with the City of Pittsburgh

4. Work commences once the contract is fully 
executed; respondents will be notified in 
writing
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#1) Bidding on Solicitations – It’s All In The Details

B = Invitation For Bids:  What’s Next?

• Submitted bids are automatically sealed

• Contract is awarded to the lowest responsible bidder

• Contract consists of the terms and conditions in the 
solicitation, the specifications, and the general 
conditions and instructions to bidders

• Work commences on the first day of the contract 
stated in the solicitation
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Session 2 Packet 

1. City of Pittsburgh Submission Guide

2. Sample Standard City Contract

3. Sample Request For Proposal

4. Cover Letter Template

5. Sample Body of a Cover Letter

6. Resume Template

7. Capability Statement Template
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#2) Cover Letter – Your First Introduction

Effective Cover Letters:

• Are customized and specific to the job posting

• Have a strong introductory paragraph

• List not only your skills relevant to the job, but 
the impact you’ve had

• End with a call to action:

Ex. You’re excited to provide more 
information and you’re looking forward to 
speaking with them
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#2) Cover Letter – Your First Introduction
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#3) The Resume – Your Experience and Skills

Contact Information – include alternate ways to 
contact you such as LinkedIn or Facebook

Profile Summary – include 1-3 sentences providing a 
broad overview of your background, years in the 
industry  and specific areas of interest

Qualifications Summary – provide details about 
certifications and qualifications you have including 
institution name and dates obtained
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#3) The Resume – Your Experience and Skills

Ownership Experience – details from the last 10 years to 
current position using bullet points and brief sentences

Other Employment Experience – projects and work 
history that show career progression

Key Skills – incorporate keywords from job posting along 
with defining your specific skill set

Education/Licenses/Certifications/Relevant Training –
degrees obtained, professional development, special 
certifications
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#4) Business References

• Include the following information:

1. Contact’s name

2. Phone number

3. Email address

4. Relevant dates of project

5. Brief description of project

• Use business references relevant to the project you are 
bidding on

• Communicate with your references that you are using 
them as a reference for the project
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#5) The Capability Statement

• A Capability Statement is a concise one-page document of 
your business competencies

• Consider it the resume for your business

• Create the Capability Statement in Word or another easily 
editable program so you can customize it depending on 
the targeted opportunity
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#5) Capability Statement Key Components

Core Competencies - These are short introductory statements relating 
the company's core competencies to the agency's/industry’s specific 
needs. Use key-words. This is NOT everything a firm is able to do, but the 
core expertise of a firm, specifically related to the agency/industry this 
firm is engaging with. 

Past Performance - List past customers for whom your firm has done 
similar work for. If the past projects do not relate to the targeted 
agency's/industry’s needs, do not list it.

Differentiators - A clear value statement detailing what makes you 
different from your competitors. A succinct, clear statement that relates 
to the specific needs is what will help the procurement and purchasing 
people, the program managers and end users understand why they 
should pick your firm over other competitors. Many companies fail to 
take this critical step.
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#5) Capability Statement Key Components

Company Data

Include one or two short sentences with a company description detailing pertinent history.  
Include: 1) the size of your firm, 2) your revenue, 3) the number of employees you have, 
and 4) the typical geographic area you serve.

❑ DUNS

❑ Socio-economic certifications: 8(a), HUB Zone, SDVOB, WBE etc.

❑ NAICS (all) Do not include code descriptions, just use the numbers

❑ CAGE Code

❑ Accept Credit and Purchase Cards

❑ GSA Schedule Contract Number(s)

Contact information 

– Name (a specific person)

– Address

– Phone (main and cell)

– Email (a personal company email) 

– Website
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#5) Capability Statement Helpful Tips

• A Capability Statement should show a firm's logo and other branding 
elements for recognition and be free of long paragraphs. Instead, 
use short sentences and bulleted lists for quick visual scanning.

• It is good to have a general capability statement. 

• Create a new document for each agency/industry, prime or teaming 
opportunity. This way each Capability Statement has all the 
information it needs for that opportunity, and only the needed 
information.

• A Capability Statement is preferably only one page, one side. Go to 
two sides only if absolutely necessary.



Tip:
Include your company 
logo, if applicable, in 
your capability 
statement design.



Tip:
If your capability 
statement uses 
specific color 
schemes, be sure to 
use the colors in 
your company 
branding.



Tip:
Drop in some images of 
your jobs if it makes sense 
for the industry you are 
targeting.
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Sponsors – Professional Referrals
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Maria Frollo, CPA

Wilke & Associates, LLP

1721 Cochran Road, Ste. 200

Pittsburgh, PA 15220

412-278-2200 

www.wilkecpa.com

John H. Prorok, Esquire

MAIELLO BRUNGO & MAIELLO, LLP

SouthSide Works 

424 South 27th St., Suite #210, 

Pittsburgh, PA 15203

412.242.4400 

jhp@mbm-law.net

mbm-law.net

Kyle Logue

Huntington - Assistant Vice President

Office: 412-395-7960

Kyle.Logue@huntington.com

5823 Forbes Ave PT 650

Pittsburgh, PA 15217

Huntington.com
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Request for 

Counseling 

Send a request to receive SBDC consulting to: 
SBDC@innovation.pitt.edu

You will receive an email with a link for instructions.

Interested in Additional Training? 
http://entrepreneur.pitt.edu/events/

@PittSBDC

mailto:SBDC@innovation.pitt.edu
http://entrepreneur.pitt.edu/events/


32

Tuesday October 20 at 8:30 am – 10 am  

OR Wednesday 21 at 1 pm – 2:30 pm

Close the Deal: Presenting Your Presence

I. Interview process and preparation

II. Capacity to fulfill solicitation 

requirements

Ready for Session 3 



University of Pittsburgh QR Code
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