Empire Procure Connect

Supplier users - Accessing Bid Solicitations and
Initiating Quotes

Empire Procure Connect Supplier Bid Solicitation Response

Log into Government Bids Opportunities and RFP | BidNet Direct

Overview

Supplier users may be able to access recently published Bid Solicitations and initiate a Quote; this can be
achieved in two ways:

1. By clicking the corresponding link included in the Bid Notification email.
2. Using BidNet Direct's Search functionality.

This guide describes both methods.
Use Case #1: Accessing from the link in the notification email
After receiving the notification for the recently published Bid Solicitation, open the email and locate the

corresponding link (URL) to the document:

Subject Bid Notification - Bid # 00000391, RFP - Landscaping Services

To macndustriestest

From test@periscopeholdings.com

Received  Mon Oct 02 2023 10:53:33 GMT-0500 (Central Daylight Time)
Sending IP

Parts

Attachments

A formal bid nonfication has been sent to you by County of Onondaga

You can access the Bid Solicitation by clicking the Bid Solicitation URL at the bottom of this email
The mnformation from the request 15 below

Bid Header

Requesting Department: PROCUR - Procurement Department
Buyer Name: Admu ator System

Buyer Phone: (333 3
Buyer Email: b
Bid Number: 00000391

Descniption: RFP - Landscaping Services
Opening Date Tume: 01312024 02:00.00 PM
Available Date Time: 09042023 11:00:00 AM

dev@phimasl mailinator com

Thank vou for your participation

Internal Bid Solicitation URL : https. bsocmopure dev buvspesd com bso _{s,l:} adAck sdo?destmation=detal& idld=00000391

periscope.

om0 by el
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Click the link shown in the email and, if not logged in, the system will open the BidNet Direct login screen:

bidngtdect, —

Login
Usermame

=
Password

=

Eorgol your password?

> Need Help?

sccount? Register

After entering the credentials, or if you had previously logged in, the system will automatically redirect you to
the Bid Solicitation page:

periscope: D @

Bid Solicitation: 00000391

Header Information

Bid Number: X003% Description: 57 . Lanscaping Services Bid Opening Date: $1/2024 020000 PM
Purchaser: Agmanestrstor Syrter Organization 2y of Onondags

Department: PROCUR - Procurement Department Location: PROCY - Precurement

Fiscal Yoar: 2 Type Code: Allow Electronic Quote:

Alternate Id Required Date Aveilable Date w2023 % AV
Info Contact: 8id Type: Informal Bid Flag:

Purchase Method: pen Marker Rolling Enroliment Enabled Open Enroliment Enadbled

Pre Bid Conference

Bulletin Desc

Ship-to Address Bill-to Address

Required Quote Attachments
Item Information

frem @ 1. (988 - 52) RIP- Landscoping Services

‘ﬁ'nﬁcun’n‘
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Optionally, click on the "Go Back to Search" icon on the left to return to BidNet Direct's home page:

*
perisc .
powere) by

Bid Solicitation: 00000391

Header Information

Use Case #2: Accessing from BidNet Direct

After logging into BidNet Direct, enter the parameters in the Search box to locate the Bid from which the
Quote will be created:

bidnetdirect. SOLICITATIONS ~ CONTRACTS  REPORTS  PARTICIPATING ORGANIZATIONS [>)
e Ly el Govvveece

Solicitation Search

STATUS

R 5,652 980 8 " 4,664

O Closed Solicitations (§64936)
O Awarded Solctations (53270)

Member Agency Buds State & Local Bigs Federal Bigs

» NIGP CATEGORIES

™
». CRARZATION Fresh Milk and Dairy for South Dakota - ¢
South Dakota Federal Not“caton Required 10/30/2023 02:00 PM COT
» LOCATION
~
The Deferse Log 0 AT  bdends § o noeds of i . o 8
» PURCHASING GROUP 20mers by 8nter g 17 e ery B > ser (108 Fre and ’s“""" = -
» PUBLISHED DATE
Painters Course ~ T
» CLOSING DATE ah Feceral Notfcation Requrec 10/18/2023 12:00 PM COT
©
Uneh

Publsived Date 10

» SOLICITATION TYPE oicanon F 4238 ANTE RSE TRAMNING - ANXG il AFB Awcsys Requrement
» OENERAL REQUIREMENTS

66--DIAPHRAGM ASSY
» KEYWORDS on B el

» Feders st Pecure: 10/09/2023 07.00 PM COT
° -
OLAPHRA 1A Loe % EA Deive Pernsytvania

Publehed Date 10/91/2023

15--SKIN AIRCRAFT
gina Federsl Notfcation Requre 10/0%2023 07.00 PM COT

°

3 U1 EA Desiver To Vegre

PRoCURE“_
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Locate and select the desired Bid from the Results list:

STATUS

* Open Solcfations ($652) 28 2 O 26

O Cosed Solicitations (864936)
O Awarded Solicitations (53270)

AS A ad Samees Total Bids Member Agency Buds State & Local Bids Federal Buds

» NIGP CATEGORIES

» ORGANIZATION RFP L . o

01/31/2024 0200 PM CST
» LOCATION

©
Landscaping “+~ ¢ New York
» PURCHASING OROUP Publshed Dete 9%/04/2023

» PUBLISHED DATE
RFP -LandscapingServices @) T
N } Y 01/31/2024 02.00 PM CST
» CLOSING DATE 1 R8P - Landscaping Senvices

o
» SOUCITATION TYPE AFP - Landscaping Co . Ce2 New York

Publaied Date 99/04202)

» OENECRAL REQUIREMENTS
2 results found

» KEYWORDS

The system will open the corresponding Bid Solicitation page:

periscope.

Bid Solicitation: 00000391

Header Information

Bid Number: <39 Description: P L 2nrg Servce 8.d Operung Dete
Purchaser: A o Syite Organization
o . PROCUR . P ement Depatment Location:
Fiscal Year: a8 Type Code Allow Electronic Quote
Alternate Id: Required Date Available Date
Info Contact: Bid Type: Informal Bid Flag:
Purchase Method: pen Marker Rolling Enroliment Enabled Open Enroliment Enabled
Pre Bid Conference:
Bulletin Desc
Ship-to Address Bill-to Address

Required Quote Attachments

Item Information

Teem @ 1. (988 - 52) RIP - Landucaping Services

Optionally, click on the "“Go Back to Search" icon on the left to return to BidNet Direct's home page:

Bid'Solicitation: 00000391

Header Information

PRDCURE*_
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Field mapping

. ?)
periscope. ) @
9 RFP -LandscapingServices
Bid Solicitation: 00000391
01/31/2024 0200 PM CST

Header Information \ 7

81 Number 0« Description 7 - Landncaping Servce 8id Opening Date: 1/31/2024 020000 M

Purchaser A - - Organization > J gy

Department PROCUR . P rovent Depatvert Locotron

Fiscal Year: ) Type Code Allow tlectronic Quote

Alternate Id Fequired Date Availadie Date 04203 0 AV

Info Contact 8. Type y Informal Bid Flag

Purchase Method o Market Rolling Enroliment Enadled Open Enroliment Enabled

Pre Bid Conference

Bulletin Desc o

1 New Yerk
Shipto Address Bddi-to Address Published Date OWO4/2023
Required Quote Attachments

Item Information ’
em® 1. (988 - 52) RFP - Landeceping Services
The image above identifies the Bid Solicitation fields displayed in BidNet Direct’s Search results.

Initiating the Quote from the Bid Solicitation

After accessing the Bid Solicitation, scroll to the bottom of the page and click "Create Quote":

Bid Solicitation: 00000391

Header Information

810 Number:

Description 7 . Landscapng Servce 8id Opening Date 2024 020000 PM
Purchaser . 200 Spite Organization: anty of aga
P PROCUR - Procurement Deparment Lecation: -
Fiscal Yoar: 3 Type Code Allow Hectronic Quote
Alternate id Required Date Availabie Date
Info Contact 8id Type N Informal Bid Flag.
Purchase Method: Rolling Enroliment Enadled. Open Enroliment Enabled.
Pre Bid Conference.
Bulletin Desc
Ship-to Address. Bill-to Address:
Required Quote Attachments
Item Information
feem @ 1. (988 - 52) RIP- Landscaping Services
sageg
eatgOuote View 81 Hoider Lt Fotow BAQLA age [
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In the 'New Quote' page, fill out the data and click "Save & Continue":

New Quote

General - »”» 4 N wte - s AT achre - Back to Bid

Buaw 00000391

The system will create the Quote with its corresponding number:
Quote Validetion Errors
Quote Validation Warnings

Quote 00000106 - Chester Industries LLC

i % - acmacy - T . ’ v BacktoBid

00000391

Note:
Click Yes (or No) on the Acknowledge Receipt and View Solicitation screen
Clicking Yes opts you into being notified when an amendment occurs against the document

If an amendment occurs, the user who acknowledges receipt of the Bid Solicitation is emailed that
a change occurred and needs to log into the system and locate the Bid Solicitation to view the
change.

PRDCUREA
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Create the Quote:

1. Generaltab

Captures header level data
¢ Description field (required): Description of Sellers response
¢ Delivery Days (optional): Days to deliver items or services
¢ Discount Percent (optional): Discount percent for all ltems

¢ Is “No Bid” (optional): Checkmark to formally respond to bid without actually bidding on
items.

This selection acknowledges you do not want to participate and will not be eligible for
award

on any items on the bid. If you elect to do this, skip straight to the summary tab after saving
this

screen.

¢ Shipping Terms (optional): Configurable dropdown to allow Sellers to identify their
preferred

Shipping Terms

* Freight Terms (optional): Configurable dropdown to allow Sellers to identify their preferred
Freight

Terms

¢ Ship Via Terms (optional): Configurable dropdown to allow Sellers to identify their
preferred Ship

Via Terms

¢ Payment Terms (optional): Configurable dropdown to allow Sellers to identify their
preferred

Payment Terms
¢ Promised Date (optional): Date to deliver ltems to Organization
* Info Contact (optional): Contact information for questions regarding Quote
e Comments (optional): Field to enter in notes to Organization
Click Save & Continue
¢ The Quote will be saved in the system as In-progress

* The Quote is assigned its own unique document id number

Pnocunui
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¢ Ared validation error message appears stating the Terms & Conditions needs to be

acknowledged. Updating this will be covered below on the Terms & Conditions Tab. Until
the Vendor takes action on this tab, a red validation error will appear at the top of the
Quote.

(e b st o v gy

oeCes 200080 e

2. ltemstab
Captures the Supplier’s response (e.g., pricing) for each Item on the Bid Solicitation
* Enter the price for each Item being bid against in the Unit Cost field

¢ Sellers can export all the Items by clicking the Export button located at the bottom of the
screen, enter their Price for each Item under the Unit Cost column and removing “Y” under
the No Bid column, save the CSV File to their computer, then upload it by clicking the
Upload button, and selecting the file from their computer

Item Number Print Sequence Quote item Questions Exist Description Quantity UOM Unit Cost Discount % Tax Rate Freight No Bid No Charge See Quote Attachments  Alternate Description

1 1 1.0 Laptops 40 A 999 o0 0.0
2 2 2.0 Computer Monitors 4.0 EA 00 0.0 0.0 Y

* [tems not being bided against, leave the Unit Cost as $0

e Click Save & Continue
e Click Notes subtab

Vendor Quote Guide
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Bock 1 B

quen "

3. Note subtab
Allows the Seller to capture internal notes regarding individual Items that may be reviewed

by the
o Seller (or other Sellers in the Supplier’s organization) at a later date.

Organization users cannot see the Seller’s notes.

¢ Click item number

Beck to 84

e Enter information in the text box

e Click Save & Exit

00536 - IT Hardware and Computer Supplies
A s Back to Bid

© The Guote notes LaD 1 10r WNSOT LSS 10 eter et NTOTMADON ADCUL T QUOte Offy SUINCOTE LSers WHO Nave ACCeSS 10 TS Profie Can view The INformaticn A33ed 10 I LAD. ThS INSormaton 1S NSL viemabie Dy T agency

Cancel & Ent

Save & Cortinne Save & Exx Rezec

Vendor Quote Guide



Empire Procure Connect

The seller may also capture notes applicable to all items (i.e., the Quote in general) on the
notes tab

Click Questions tab

4. Questions tab

o Allows the Seller to answer questions asked by the Organization as part of the Bid
Solicitation

e Ifaquestion isrequired, the Seller will see a red validation error at the top of their Quote
until the

e questionis answered

e Provide an answer to the Question

e Click Save & Continue

e Click Subcontractors tab

Bock to by

5. Subcontractors tab

o Allows the Seller to select subcontractor(s) associated with their Quote and enter planned
participation information (if requested on the Bid Solicitation). A subcontractor must be
registered as a Supplier in the system for the prime Vendor to add the subcontractor to the
Quote

e Click Lookup & Add Vendors
¢ Enter the Company’s name in the Vendor Name field
e Click Find it
¢ Select the Supplier
* Click Save & Exit
¢ Enter information in the text box
¢ Click Save & Exit

e Select Vendor Category Participation Type

PRDCURE4
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e Enterthe Estimated Dollars - The dollar amount to be paid to the subcontractor by the
vendor

e Click Save & Continue

e Click Notes tab

@ Do BACH RIS PERCRIA, I R ey HNGYY NSRRI e Il It Mt TN s SRS N U Qeted §308 05 b5 tee T T Ve 4 8 Ene @ eI, 2 oot (T of 1 (BRI Eul Seiec) wra Wr T B type e ke Ot € It e (e Mg 1 yen
7o 1 1 Orter 13 30 coed To W & sencice 1o 0TS TN G 6 06 ST T (WNCS” MACTRD A 175 5 ach

Quone Total $3 966 5¢

6. Notes tab

o Allows the Seller to capture internal notes applicable to all Items listed on the Bid
Solicitation. Organization users cannot see the Seller’s notes. The Supplier may also
capture notes regarding each Item on the Items Tab/Notes subtab mentioned above.

e Enter note information in the comment box

e Click Save & Continue

e Click Terms & Conditions tab

\4 - Back e B

© ™a 0% P 100 8 9 ver e Lo 13 oeme I PPN SO 0 CUER Ol MANORIR LOe") AP P SSEEE) 33 ENY PPN LN o e PCETUIOS BP9 1 U The FTTIURON B NGt iswae by e aguRcy

7. Terms & Conditions tab

Allows the Seller to respond to the terms and conditions associated with the Bid Solicitation. The
Terms & Conditions and all other Bid Attachments are shown on the tab (and in the Bid
Attachments).

¢ Any attachment shown on the tab may be downloaded by the Seller.

¢ The Seller has the option to accept or to not accept the Terms & Conditions of the Bid.
Until the Vendor takes action on this tab, a red validation error will appear at the top of the
Quote.

e ClickYes

PRDCUREA
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e Click Save & Continue
e Click Attachments tab

Quote 00000536 - IT Hardware and (_urru%ﬁupplugs

Genera tems  Questions  Subcontractors Notes  Terms & Conditions™ Atachments  Summary Back to Bid

The following list constitutes all the attachments for the bid which may include supplemental terms and conditions.

Fle Name Dezcripuon

y RFP - IT Hardware.docx  (view detalls) 11,884 bytes

the terms & conditions of the bid?

Do you accept

® ves Yés with exceptions No

you d0 NOL fully ACCept the terms & Conditions, please Note the exceptions below

Save & Contnue

8. Attachments tab

o Allows the Seller to capture any supporting documentation related to their Quote that may
be helpful to the evaluators.

e Examples include: proposal documents, product specifications, warranty
documents and completed/signed forms required by the Bid Solicitation.

e Click Add File

¢ Click Choose File (Google Chrome) or Click Browse (Internet Explorer, Mozilla
Firefox)

Add File

© Nome 13 e Angiay ~arme 43¢ Toe fle That al ATPAST WhEre BIICAMTENT TePOTINY FeT e DD AYer I (37 De Merern M e arTe 0N THA AN CAN 0OFEAR MENITLTITE CRAFACTES. DA, BT S36CA CRATACTETS D TD & MAOmUT enge of 200

© Marvarg o meen "Contcenmal’ sl ermure e SOUTEE I3 Sy 3een Dy raewsnt Dersornel and wil ncr te Juglyped Puticly

=X

Ovoses Fie | 2 e chomen

e Select the file
¢ Click Open

e Complete the fields — The Seller may update the Name for the attachment and
enter a description

Vendor Quote Guide CONNECT l
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that displays to the Organization user

¢ Click Save & Exit — Repeat previous steps to add additional attachments

Additional features:

¢ Confidential — Allows the Seller to make their attachment confidential from the pubilic.
Documents containing sensitive information, such as tax information, would be deemed
confidential.

= Click Confidential associated with the document
= Click Save & Continue
¢ Delete — Allows the Seller to delete an attachment
= Click Delete associated with the document
= Click Save & Continue
e Required Quote Attachments — Sellers may be asked to supply required quote
attachments. This request will appear in the Required Attachments section. To upload
required quote attachment, click the Required Upload link.

Quote 00000284 - Wellness Inc

General Items  Questions  Subcontractors  Terms&Conditions  Attachments  Evaluations  Preference  Reminders Summary  Back to Bid

Marking an item "Confidential” will ensure the document is only seen by relevant personnel and will not be displayed publicly.
Files ®

@ Click Add File t0 add file attachments.

No Flle Attachments

Required Attachments

@ Click Required Upload to add file attachments. These are atachments required for the Quote, and must be included below to Submit Quote.

Name Description Attached By Attached Date Delete
Pricing Agreement Price list of products Required Upload
col Centificate of Insurance Required Upload

Save & Continue Add File

Copyright © 2024 Periscope Holdings, Inc. - Al Rights Reserved

e Click Summary tab

@ Vg o7 raw Cortmis” i oreare e £5CRnt 1 By 1000 By IRETE paricene! 33 i Gt Do S1pAayed P4y
Files

17 Modwers and Computer Scppies M50 banpcess cocs  hiow fonets S
Forma

© O Ad Parm 13 ot oo, SaT e
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9. Summary tab

= Allows the Seller to review all the information entered on the previous tabs for review prior
to

= submitting the Quote.

= Once the Quote is submitted, the Seller cannot edit the document; however, the Seller may
withdraw the Quote (for editing and resubmission) at any time before the Bid Opening Date
and Time.

= Click Submit Quote

¢ Click Ok in the popup window confirming you want to submit your Quote

~

Print Submit Quote Cancel Quote

Copyright © 2020 Periscope Holdings, Inc. - All Rights Reserved

* The screen refreshes, leaving you on the Summary Tab.

¢ The status changes to Submitted — The Quote is officially submitted ending the process

Locate a Previously Submitted Quote:

Withdraw and Resubmit a Previously Submitted Quote:
1. In BidNet Direct, locate the Solicitation.

2. Click the Solicitation link

3. From the Solicitation, if a quote has been submitted, click View Quote(s)

y

Follow BidQ &A View Quote(s) Print Page Exit

4.1f multiple quotes have been submitted, user will be prompted to select the quote.

= You’re directed to the General tab
= You canreview an information on any of the tabs

PRDCUREA
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1. Click Summary tab

uAle | RN

2. Click Withdraw

= The Withdraw button is located at the bottom of the Summary tab
Withdraw Quote

3.Click OK

= A popup window displays asking “Are you sure you want to withdraw this quote?
=  Your screen refreshes, leaving you on the Summary tab
= The status of your Quote changes to Withdrawn

Header Information \

Quate » e PURCHY LoseNTE Storen
Orgarizeticn Prcnas o age

4. Click Reopen Quote

= The Withdraw button is located at the bottom of the Summary tab

Reopen Quote

5. Click the appropriate tab(s)

= Goto any of the tabs that a modification or addition needs to be made
= Once all the modifications are made to your Quote, go to the Summary tab to resubmit your
Quote

PRDCUREA
Vendor Quote Guide CONNECT



Empire Procure Connect

6. Click Summary tab
7. Click Submit Quote

e Click Ok in the popup window confirming you want to submit your Quote
e The screen refreshes, leaving you on the Summary Tab.
e The status changes to Submitted — The Quote is officially submitted ending the process

Additional Features

"Follow" button

Follow BIAQ&A View Quote(s) Print Page Exit

The "Follow" button allows users to opt into email notifications about the Bid Solicitation:

Acknowledge Receipt and View Solicitation

Bide 00000391
Bid Description RFP - Landscaping Services
Click Yes to ack ledge the d load of the bid. When you acknowledge a bid, you may receive any future correspondence regarding this document.

If you do not want to acknowledge click No, and the bid will be displayed.

Do you want to continue?

In the ‘Acknowledge Receipt and View Solicitation’ page, click "Yes" to acknowledge the download
of the Bid; after this, the user may be receiving future correspondence emails regarding the
document.

PRoCURE“_
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"Bid Q & A" button

If the buying organization has allowed for online Q&A, the solicitation will have a Bid Q &A button.

Follow BIdQ&A View Quote(s) Print Page Exit

The Bid Q & A section of the document is where BidNet Direct suppliers can submit any questions
about this particular opportunity:

Open Market Bid 00000391
Add new questions:

Question 5 JDject Juestion (max 2000 characters

Do we need to partner with subcontractors?

Save & Exit SJ.*e{’. Continue Reset Cancel & Exit
vy
}

Similarly, this option can be used to review any potential answers to those questions:

Open Market Bid 00000391
Current Q & A for this bid:
Question # Created Date User Created Question Subject Question Answer
10/02/2023 Martt Chester/Chester Industries LLC Subcontractors Do we need 10 partner with
subcontractors?

Add new questions:

Question Subject Question (max 2000 characters

Save & Exk Save & Continue Reset Cancel & Bxt

PRoCURE“_
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"View Quote(s)" button

Follow BIAQ&A View Quote(s) Print Page Exit

This option is used when Suppliers need to navigate back to an ‘In Progress’ Quote, orto a
previously submitted Quote, for its review or withdrawal.

After clicking on "View Quote(s)", the system opens a window with the list of quotes associated
with the Bid Solicitation and, if needed, the user can click on the desired Quote number from the
list to begin its review and/or modification, depending on the use case:

Quote # Description Date Last Modified Status
00000107 RFP - Landscaping Services 10/02/2023 12:16:07 PM Submitted

00000106 RFP - Landscaping Services 10/02/2023 11:51:46 AM In Progress

"Print Page" button

This option provides access to the printable version of the Bid Solicitation:

BID SOLICITATION
Defauit Organization
- 5000 Plaza on the Lake

Austin, TX 78746

BID OPENING DATE AND TIME
01/31/2024 02:00:00 PM
BID NUMBER
30 910 NUMBER cocec3n

BUYER  Admunitrator System
Phones. (3333333333
DELIVERY REQUIRED:
Chester industries LLC

125 Main Strest
Austin, TX 78757
us

Defauit Organization

mo00zm<
Cww=Xn

TOTAL:

WE AGREE TO FURNISH ANY OR ALL OF THE ITEMS QUOTED AT THE PRICES SHOWN. QUOTE MUST BE HELD FIRM FOR PERIOD OF
0 DAYS.

PRDCUREA
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"Exit" button

Follow BAQ&A View Quote(s) Print Page Exit

By selecting the "Exit" button, the user will be sent back to the Solicitation Search page in BidNet
Direct:

bidnetdirect. SOLICITATIONS  CONTRACTS REPORTS PARTICIPATING ORGANIZATIONS )
e Ly el convvveece

[

Solicitation Search

STATUS

— 153 90 3 60

O Closed Solicitations (864949)
O Awarced Solictations (53270)

A% anced Sanesp Total Bads State & Local Bads Federal Bids

» NIGP CATEGORIES My Purchasing Groups i m

» ORGANIZATION

MC Test Bid (NEW)

09/29/2023 12.00 AM COT
» LOCATION

New York

Publahed Date 0% 132023

~ PURCHASING GROUP !

3 Empire State Purchasing Growp
SK _EPRO_00000372_SK again
2 09/14/2024 08 21 AM COT

» PUBLISHED DATE term ¢ New York
¢ ort

Publahed Dute 0% 132023

» CLOSING DATE

SK _EPRO_00000371_new test
» SOLICITATION TYPE a 09/18/2024 0619 AM COT

» GENERAL REQUIREMENTS Q
ve New York

Publahed Date OW132022
» KEYWORDS

RFP - Landscaping Services
k 01/3V/2024 0200 PM CST

9 Service New York

Pubiohed Date 20042023

RFP - Landscaping Services
01/3V/2024 0200 PM CST

o
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