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WELCOME to the Chief Procurement Office for General Services.

e The State’s Chief Procurement Office consists of four independent Chief Procurement
Officers (CPO). Each is appointed by the Executive Ethics Commission and confirmed by
the Senate. The four CPOs are:

o Chief Procurement Officer for the Department of Transportation
o Chief Procurement Officer for the Capital Development Board

o Chief Procurement Officer for Institutions of Higher Education

o Chief Procurement Officer for General Services

e Each Chief Procurement Officer appoints State Purchasing Officers (SPO) that are located
within the respective State’s agencies and universities that they serve. All SPOs have
received national procurement accreditation.

e Under authority of the Illinois Procurement Code, “the Chief Procurement Officers shall
exercise all procurement authority under this Code. The State Purchasing Officers
appointed under this Code shall exercise procurement authority at the direction of their
respective Chief Procurement Officer.” 30 ILCS 500/10-5.
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Procurement Values

e The Chief Procurement Office for General Services oversees more than S7 billion of
procurements each year for the State of lllinois. The following values guide every
transaction.

e Procurements made by the State are transparent, accountable, and in the best interest
of the State.

e Fair competition for contracts amongst vendors is pursued whenever possible. A
competitive bid process is used and an award is made to either the lowest-cost
responsible and responsive bidder or the responsible offeror whose proposal is
determined to be the most advantageous to the State.

e Preferences have been established to promote business and employment opportunities
with small business, businesses owned by veterans, minorities, women, and persons
with disabilities, and a few other categories.

e The Chief Procurement Officers, State Purchasing Officers, and State’s purchasing
professionals have the highest ethical standards and act in a manner that maintains the
integrity and public trust of State government.
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Under the IL Procurement Code, the CPO has jurisdiction to administer six key
procurement responsibilities: (1) competitive procurements, (2) emergency
purchases, (3) sole source purchases, (4) Small Business Set-Aside program, (5)
Protests, and (6) procurement compliance.
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6 Procurement Objectives

Competitive Agency Procurements

o To obtain the best price or value for the State and its taxpayers, the CPO requires fair
competition for awards whenever possible.

o The State uses Invitation for Bids (IFB) and Request for Proposals (RFP) to solicit
competitive offers.

o Available IFBs and RFPs may be seen on the lllinois Procurement Bulletin at
www. purchase.state.il.us.

Emergency Procurements

o There are times when an immediate action is necessary to protect public health,
welfare, or safety, or State property or critical services.

o Because emergency purchases are an exception to competitive procurements,
additional transparency and reporting requirements are mandated.
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6 Procurement Objectives cont.

e Sole Source Procurements

o There are times when only one economically feasible source exists for an item.

o Because sole source purchases are an exception to competitive procurements, the
CPO will hold a public hearing where the public is allowed to comment on the
justification of the intention to make a sole source award.

e Small Business Set-Aside Program

o The CPO has set-aside 64 procurement categories that the State must purchase from
registered small businesses.

o Additionally, the CPO has designated that all purchases of $50,000 and less must be
purchased from registered small businesses.

o FromJuly 1, 2010 to June 30, 2011, the State spent nearly $114 million with
registered small businesses as a result of this program.
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6 Procurement Objectives cont.

Protests

o The CPO has established procedures for an in-house hearing officer and legal team to
receive and expeditiously resolve protests.

o Contact:
Chief Procurement Officer
Attn: Protest Review Office
401 S. Spring Street
Suite 518 Stratton Office Building
Springfield, IL 62706
Phone: (217)558-2157
Facsimile: (217) 558-2164
Illinois Relay: (800) 526-0844

Procurement Compliance

o The Executive Ethics Commission has appointed Procurement Compliance Monitors
(PCM) to oversee and review the procurement process.

o The real-time auditing function of the PCM helps ensure that problems with a

transaction may be identified early, communicated appropriately, and effectively
resolved.

CPO - Promoting Public Trust
10/14/2011 /




s

(-

Small Business Set-Aside Program

PURPOSE OF THE SMALL BUSINESS SET-ASIDE PROGRAM (SBSP)

e Small businesses are a vital part of the State’s economic production, the vast majority of
employers, and a key to its well-being.

o From July 1, 2010 to June 30, 2011, the State spent nearly $114 million (out of more
than $7 billion) with registered small businesses as a result of this program.

o There are nearly 6,000 small businesses registered in the SBSP.

o There are approximately 1 million small businesses in lllinois.

SBSP PROCUREMENT OPPORTUNITIES
e To promote the SBSP preference, the CPO requires that:

o the State must purchase items in 64 designated procurement categories from
registered small businesses, regardless of the purchase amount. Attachment 1 —
SMALL BUSINESS SET-ASIDE CATEGORIES

o the State must purchase one-time commodity and services of $50,000 and less from
registered small businesses.
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Registering for SBSP

11 STEPS TO PARTICIPATION IN SBSP

e Step One:
Goto
www.Sell2.illinois.gov

e Step Two:
Click “Small Businesses”
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Registering for SBSP

Step Three: Click “Small Business Set-Aside Program (SBSP)”

\

Once you arrive at the
next page, you will see
the question “Do you
qualify?” towards the
bottom of the page.

You must meet these
criteria to participate in
the SBSP.
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Registering for SBSP

e Step Four: Click “Apply for the
Small Business Set-Aside Program”

= 2]l State procurements considered for set-aside program

Build yvour capacity:

* You can count en steady demand from the State

) ) ) Enhance your credentials:
You Wl” arrive at a page tltled = Create a track record of service that c3

“CERTIFY / VENDOR REGISTRATION” sector business

yernment and

Do you qualify?

You may be certified as a small business under SESP if you Ofowing criteria:

On this page, you will see 3 steps.

= An Illineis business
= 2nnual gross sales:
. . . * Retail/Service less than 56 million
= ‘Step 1: Register on the lllinois

= Wholesale less than £10 millien

Procurement Bulletin’ » Construction less than $10 million
= Manufacturing less than $10 million an s than 250 employees

= ‘Step 2: Apply for Small and
Apply for the Small Business Set-Aside Program

Diverse Business Programs’
= ‘Step 3: Apply for certification with Frequently Asked Questions

the Business Enterprise Program’ Need help?

Call the Small Business Set-Aside Program at 1{217) 558-37 23 or email
EEC.SmallBusiness @illinais.gowv.
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Registering for SBSP

e Step Five: In a new window
Click “Illinois Procurement
Bulletin” under ‘Step 1: Register
on the lllinois Procurement
Bulletin (IPB)’

You will be re-directed to a new
website that is located at
www.purchase.state.il.us/...

This website is the location for
the lllinois Procurement Bulletin,
also referred to as the “Bulletin”
or IPB.

The IPB logo will appear in the
upper left corner of the screen.

CERTIFY / VENDOR REGISTRATION

Registering as a vendor with the State of Illinois is easy! Then if gqualified, Certify for your
specific State program:

Step 1: Reqgister on the Illinois Procuremeny hy e-mail and

download documents

=quired if your business
EntEFFIFIEE Program [BER].

Step 2: Completion of the Small B Diverse Busink

iz eligible far the Small Business Set-&side [SESP] and,-"u:l & Busife

Step 2: Complete additional forms and provide required documentation tybe certified in the Business

Enterprise Program

Step 1: Register on the Illinois Procurement Bulletin (IPB)

Register to electronically receive email notifications and downlead postings from ¢ llingis
Procurement Bulletin, Each employee of a company must individually register, Go to Illingis
Procurement Bulletin Registration.

* Employees of companies can individually register en the IPE to electronically (via email}
receive and downlead postings.

» Employees of companies can identify area(s) of commerce for their business, by selecting
specific commodity/service class codels] to receive e-mail for any procurement activity in
their designated class code(s].

» Employees of companies can chose the type of pestings to receive by indicating either Both,
Solicitation Only, Motices Only or Mane.

*» Employees will only receive e-mail notifications under the class code(s) they designate and
the types of notifications selected.

Back to Top

CPO - Promoting Public Trust
10/14/2011




e Step Six: Click “Registration”

You will answer questions on
four successive pages and be
required to submit contact
information and item
categories in which you wish
to receive email notification of
open solicitations.

You will receive bid notices
via email so be sure to keep
your email address current.

The last page says that you
have received an email in the
email address you provided;
To complete registration, you
must go to your email and click
on the link provided.

Registering for SBSP
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Registering for SBSP

e Step Seven: Return to the

webpage at the right . CERTIFY / VENDOR REGISTRATION

Registering as a vendor with the State of Illincis is easy! Then if gqualified, Certify for your
specific State program:

The next four StepS will Step 1: Register on the Illingis Procurement Bulletin [IPE] to receive bid notices by e-mail and
. . download documents
require you to prlnt or open

Step 2: Completion of the Small & Diverse Business Application Form is enly required if wour business
documents from this page, is eligible for the Small Business Set-Aside (SBSP) and/er the Business Enterprise Program [BEP],

Step 3: Complete additional forms and provide required decumentatien to be certified in the Business
Enterprise Program

fill them out, and mail or
email them back to the
State.

Step 1: Register on the Illinois Procurement Bulletin (IPB)

Register to electronically receive email notifications and download postings from the Illingis

Procurement Bulletin, Each employee of 3 company must individually register. Go te Ilinois
Scroll down the page at the Procurement Bulletin Registration,

I’Ight to lStep 2: Apply for s Employees of companies can individually register on the IPB to electronically (via email)

S Il And Di Busi receive and download postings.
ma n IVerse business * Employees of companies can identify area(s) of commerce for their business, by selecting

) o d . 3 - - oS
Programs.’ 5|:|E:n:|ﬁc Fummudlt',r.- service C|.IEIEE codels) to receive e-mail for any procurement activity in
their designated class code(s).

* Employees of companies can chose the type of postings to receive by indicating either Both,
Solicitation Only, Motices Only or None.

» Employees will enly receive e-mail notifications under the class code(s) they designate and
the types of notifications selected.

Backto Top
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Registering for SBSP

e Steps 8 - 11: Click on each highlighted link. Fill out each document online or in hard copy printed
form.

Step 2: Apply for Small and Diverse Business Programs

* Go to the Small Business Set-Aside Program for information and qualification requirements
regarding this program.

* Go to the Business Enterprise Program for information and certification requirements regarding
this program.

To apply for the Small Business Set-Aside Program (SBSP) and/or Business Enterprise Progra
complete the following forms. You can participate in both programs if you meet each pr
requirements.

* Required: Tsmall & Diverse Business Application Form [PDF, 356KB]
* This list of commodities classifications/services codes must be used will help you t

Step 8
the proper supplycommodity/service codes to enter for #9 on Page 4 of the
Application Form.

« REQUIRED: Federal Taxpayer ID number - W-9 Form [PDF, 72 KB]
* REQUIRED if you are a Non-Illinois Business: Certificate of Authority for Qut-of-State WVendors
PDF, 152KE] to be submitted to S0OS address listed on form

+ REQUIRED if you have 15+ Employees: lllinois Department of Human Rights (IDHR) Employers
Report Form to be submitted to IDHR address listed on form ‘\
NOTE: You must obtain an IDHR number prior to submitting a Small & Diverse Business
Application Form if applicable to your company.

To apply for the Small Business Set-Aside Program (SBSP) and the Business Enterprise Program {BEP)
send abowve required forms and the required documentation per the Small & Diverse Business
Application Form to the following address. To apply for certification in the Business Enterprise Program
(BEP) go to Step 3.
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Registering for SBSP

Step 12: Mail (email or postal service) the following completed documents.

o Small and Diverse Business Application Form
o Federal Taxpayer ID Number W-9 Form
o Most recent Federal and State income tax returns (see the application for detailed instructions)

Mailing Address:

Email Address:

Questions?

Bureau of Strategic Sourcing
William G. Stratton Building / Room 801
Springfield, lllinois 62706-0002

scott.mckinnery@illinois.gov

Scott McKinnery

Small Business Specialist
217.558.3723
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Certification in BEP

e The Business Enterprise Program (BEP) promotes the economic development of diverse businesses —
those owned by minorities, women, and persons with disabilities. Last year, the State awarded
nearly $400 million to BEP certified companies.

e State agencies and universities are encouraged to spend at least 20% of their procurement budgets
with certified BEP companies.

* A company may be certified as a diverse business under BEP if the following criteria is met:

o At least 51 percent owned and controlled by persons who are minority, women or designated as
disabled

o Must be a United States citizen or resident alien

o Annual gross sales of less than $75 million
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Certification in BEP

e Certification in BEP requires completing ‘Step 3’ referenced on slide 13 and found at:
http://www2.illinois.gov/cms/business/sell2/Pages/Registration Certification.aspx

Step 3: Apply for certification with the Business Enterprise Program

If you are a non-Ilinois company, you may need to fill out an Application for Authority to Transact
Business in Illinois (through the Illinois Secretary of State):

EADDIication For Authority To Transact Business In Illincis [PDF, 152KEB]

If you are an Illinois company, depending on your current certification status, you may follow one of
the below steps:

EITHER

Complete the ™eer Full certification Application [PDF, 341KB]1, if you are not currently certified by
one of the entities below.

To continue your annual BEP certification, complete the o Change Affidavit {(NCA) Renewal
Application [PDF, 102KRB]

OR

Complete the ERECOGI’IitiOFI Certification Affidavit [PDF, 245KB], ONLY If you are currently certified
by one of the following entities:

+ Illinois Unified Certification Program (IL UCP) {IDOT)

* Chicago Minority Business Development Council {(CMBDC)
* Womens Business Development Center {WEBDC)
* City of Chicago

s Chicago Transportation Authority (CTA)
* METRA

* PACE
* Cook County
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Certification in BEP

e Application in BEP requires 4 steps:

o Step 1: First time applicants for BEP must complete the same forms and go through the same
registration process as those registering for the Small Business Set-Aside Program. Start at slide
#11.

o Step 2: Complete the “BEP Full Application” OR

o Step 3: If already certified by the lllinois Unified Certification Program, Chicago Minority
Business Development Council, Women's Business Development Center, City of Chicago, Chicago
Transportation Authority, METRA, PACE, or Cook County, then complete the “Recognition
Certification Affidavit.”

e Send certification forms to:
Business Enterprise Program
100 W. Randolph
Suite 4-100
Chicago, IL 60601-3218

e Questions?
(312) 814-4190 or (800) 356-9206
BEP.CMS@Illinois.gov
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Contact Us

e Thank you for your interest in the Chief Procurement Office for General Services. We
encourage you to learn more about doing business with the State of lllinois.

* If you have questions, comments, or recommendations, please contact us at:

Chief Procurement Office General Services
401 South Spring Street
712 Stratton Office Building
Springfield, lllinois 62706
(217) 558-2157
CPO@illinois.gov

www.purchase.state.il.us
www.Sell2.illinois.gov
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