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DOING BUSINESS WITH THE PORT
OF PORTLAND

Welcome

This information is intended to help you, the
supplier, take advantage of the many contracting
opportunities available with the Port of Portland.
As a supplier, you are welcome to visit our office
when you have questions or need information.
Our business hours are 8 a.m. to 12 p.m. and 1
p.m. to 5 p.m., Monday through Friday. We are
closed each day from 12 p.m. -1 p.m.

You are also welcome to attend any public bid
openings that are of interest to you. The Office of
Contracts and Procurement is located on the 5"
floor of the Port of Portland Administration
Building 121 NW Everett, Portland, OR 97209.

Department Policies

The goal of the Office of Contracts and
Procurement is to obtain the maximum value for
each Port dollar spent. Contracts are
competitively awarded based upon fair and open
purchasing methods in strict compliance with all
applicable laws, rules, and policies. Staff
members do not accept personal gifts from
suppliers nor do they conduct purchasing
transactions for personal benefit or gain.

The Port uses a centralized Contracts and
Procurement department to procure all goods
and services with the exception of purchases of
$5,000 or less. The Office of Contracts and
Procurement employs an electronic purchasing
system to assist in the acquisition of these goods
and services.

Vendors should always request a Purchase
Order number or contract number and hard/or/fax
copy of the Purchase Order before supplying
goods or services. Any time a vendor assumes
the responsibility of supplying goods or services
to a Port employee without receiving the
appropriate purchase order, that vendor also
accepts the possibility that the Port may refuse to
accept the transaction and make payment.

Keeping Informed
The following tips should assist you in staying
informed of the many contracting opportunities
available with the Port.

1. Routinely review the solicitations advertised in
the Portland edition of the Daily Journal of
Commerce (DJC). The Port advertises most of its
formal solicitations with the DJC.

2. Register as a supplier on the Port’s Supplier
Registration and On-line Solicitation (SROS)
system. Go to www.portofportland.com and click on
“‘Business Opportunities”. Once there you can
register as a supplier, update your registration
information, and view current business opportunities
available. You will also receive electronic
notification of new opportunities that match your
area(s) of interest.

3. Identify your competition. Obtain a copy of a
solicitation's plan holder's list by accessing the
SROS over the internet, dropping by the office, or
calling the Office of Contracts and Procurement
directly. The plan holder’s list provides the names of
those businesses that have received copies of a
particular solicitation.

4. Review contract award information. Research
which businesses were awarded past contracts.
Agreements, tabulations, award evaluations, and
technical information can be copied for you for a
small fee. This information is available to you for
your use in preparing future bids or responses. The
award information for current construction and
goods and service solicitations can be obtained by
visiting the SROS and selecting “solicitation results”
for the specific solicitation approximately one hour
after the bid opening.

5. Visit the Port's website at
www.portofportland.com  and select the Business
Opportunities link to gain further information.

Supplier's Responsibilities

Prior to submitting your bid or response, carefully
read the entire specification including the standard
terms and conditions, and instructions to
bidders/respondents. This material can and does
change without notice.

In order to ensure that your submission is
considered responsive, be certain to include all
required elements with your bid or response. Also,
ensure that your bid or response reaches the Port in
advance of the closing date. Late bids will not be
considered for any reason.

Be certain to keep the Port informed of any changes
in your business ownership, business name,
address, and telephone and fax numbers. This will
assist us in contacting you if the need arises.
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Update your firm’s registration information on the
SROS whenever new information is available.

If you are awarded a contract, be certain that you
comply with all contract requirements. Firms who
breach public contracts may be disqualified from
responding on future public agency contracts.

How Purchases of Goods and
Services Are_Managed

Purchases made by the Port fall into four
categories. The categories and information on
each can be found below.

1. Construction

2. Goods and Service

3. Professional/Personal Services
4. Purchases of $5,000 and Under

As a supplier, you may be asked to submit bids
or responses on either a formal or informal basis.
You can obtain exceptions to the general rules
set forth below by contacting the Contracts and
Procurement Department directly.

Construction

Construction purchases fall into three major
categories: Formal purchases, which are those
with a cost over $100,000; Informal purchases,
those with a value between $5,000 and
$100,000; and purchases of $5,000 or less.

¥ Formal purchases generally use a bid
solicitation called an "Invitation to Bid" (ITB). This
document is issued when the Port knows exactly
what product or service it needs. In most cases,
a contract is awarded to the bidder who can
provide the product or service, meeting the
specifications, at the lowest price. These
contracts are advertised, either through a
published advertisement, or through the SROS,
are based on competitive (sealed) bidding
practices, and have public bid openings. Specific
information on each solicitation can be found at
www.portofportland.com by selecting the
Business Opportunities link.

¥ Informal purchases, the most common
type of purchase, require the purchasing staff to
obtain quotations from at least three suppliers for
each purchase whenever possible. These types
of purchases are not usually posted on the
SROS. However, buyers source potential
suppliers primarily through the SROS registered
suppliers listing. Your chances of receiving a
request for quotation are greater if you have
registered with the Port.

¥ Purchases of $5,000 or less do not require
competitive quotations.

Goods and Service s

Goods purchases include hard goods such as heavy
equipment, uniforms, and office furniture and
computer-related items. Service purchases include
vehicle repairs, laundry services, and ground
maintenance etc Service purchases do not include
Professional/Personal services (see below).

The requirements for Goods and Services
purchases are the same as those found in the
Construction Purchases section above. Please refer
to that section for more information.

Professional/Personal Services
Professional/Personal Services include the services
of doctors, lawyers, engineers, ministers,
management consultants, etc. These solicitations
fall into three categories: Formal solicitations, those
with a cost of $100,000 and over; Informal
solicitations, those with a value between $5,000 and
$100,000; and contracts of $5,000 or less.

Formal purchases generally use a solicitation called
a "Request for Proposal" (RFP). This document is
issued when the Port knows the end requirement
but is open to the method in achieving that end
requirement. In most cases, a contract is awarded to
the respondent who can provide a quality service at
a fair price. All of these solicitations are advertised
either by legal advertisement, related trade
publications or by posting to the SROS, or all
methods listed.

Note that the RFP solicitation process may also be
used in Construction and Goods/Services purchases
instead of standard IFB. The specific requirements
for each purchase will dictate which solicitation
process is used.

¥ Informal solicitations require the purchasing
staff to obtain responses from at least three
suppliers for each purchase. Generally, an informal,
unadvertised RFP solicitation is used in these
instances. Buyers source potential suppliers
primarily through the SROS registered suppliers
listing. Your chances of receiving a request for
proposal are greater if you have registered with the
Port.

¥ Purchases of $5,000 or less do not require
solicitations.

Insurance

Services performed for the Port may require proof of
insurance. It is the supplier's responsibility to review
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the terms and conditions of each contract to
ensure they can meet these requirements. In
some instances, the supplier will need to provide
proof of insurance before work may begin.

Small Business Enterprises

The Port of Portland is committed to ensuring
that all firms have an equal opportunity to obtain
contracts. The Port will provide as much
assistance as possible in answering questions
and explaining policies and procedures prior to a
firm's submission of a bid or response.

Mentor Program

Approximately ten years ago, the Port undertook
an assessment to determine why small minority
and women-owned businesses (often referred to
collectively  as Disadvantaged Business
Enterprises or DBEs) were not participating in
Port projects. As a result, barriers were identified
and the Port defined its commitment to assisting
businesses in overcoming these barriers through
its DBE policy. One solution that evolved was the
Mentor Program, an idea conceived and
developed by the Port's Contracts and
Procurement Manager, the late Ron Stempel.

The mission of the Port's Mentor Program is, "To
build effective working relationships between
leaders of mature established companies and
emerging minority and women-owned companies in
order for the latter to benefit from the knowledge and
experience of the established firms."

The Mentor Program is a community-based effort
involving leaders of major Prime and subcontractor
companies, financial and bonding institutions, the
Associated General Contractors, minority and
women-owned businesses, and support service
organizations, as well as public agencies such as
the City of Portland and Portland Community
College.

For more information on the Port's Mentor Program,
please contact the Small Business Program
Manager at (503) 944-7587.

Affirmative Action

The Port of Portland's Contracts and Procurement
Department must operate according to federal and
state laws. As a public employer, the Port is
committed to affirmative action and the
implementation of equal opportunity regulations.
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PERSONNEL

Administrative Services

Bobbi Matthews, CPPO, CPPB

503 944-7590
Senior Manager, Administrative Services

Rhonda Boyd

503 944-7611
Administrative Assistant

Contracts and Procurement

Craig Johnsen, CPPO, CPPB
503 944-7354
Manager, Contracts & Procurement

Patrick Mitchell
503 944-7589
Administrative Assistant

Michael Smelser, CPPB

503 944-7623
Buyer/Purchasing Agent Ill
General Aviation

Marine

Engineering Informal Projects

Gretchen Harold, CPPB

503 944-7586
Buyer/Purchasing Agent Ill
Environmental

Property Devel. and Mgmt.
Finance & Administration

Sharon Woodhouse, CPPB

503-944-7551

Buyer/Purchasing Agent Il (Temp, Part Time)
Aviation Customer Svc.

Legal

Executive

Julie Shibata, CPPB

503 460-4593
Buyer/Purchasing Agent IV
Aviation-PDX

Rick Pilakowski

503 460-4014
Buyer/Purchasing Agent I
Aviation and Marine MRO

Nathan Mosley, CPPB
503-944-7620
Buyer/Purchasing Agent IV
Engineering Formal Projects
Navigation

Vehicles

Margaret Marriott, CPPB
503-944-7585
Buyer/Purchasing Agent IV
Information Technology
Communications

Human Resources
Marketing

James Kanoff

503-944-7584

Contract Administrator Ill

Contract Administration Training
Port Wide Contracts Administration
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Disadvantaged Business Enterprise Program

Rhonnda Edmiston
503 944-7587

Small Business Development Program Manager

Anna Naval

503-944-7593

General Business Analyst

Small Business Development Program Facilitator

General Information

Contracts and Procurement Department/DBE Program
121 NW Everett, 5" Floor

Portland, OR 97209

or

PO Box 3529

Portland, OR 97208

Phone: 503-944-7599 or 800-547-8411, ext. 7599
Fax: 503-548-5812

Website: www.portofportland.com
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