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VendorConnect Database

• Internal and External Database
• Marketing

• View current and future bid/proposal opportunities
• Add your WMBE & Small Business Credentials 
• Register your company for opportunity notifications

• NAICS codes
• Rosters (Small Works, Goods & Services, Consultants)



VendorConnect Registration Guide



VendorConnect 
https://hosting.portseattle.org/sops/

https://hosting.portseattle.org/sops/


Upcoming PortGen Workshops

Date Course Format

June 24, 2020 DBE Compliance Workshop for Primes and DBEs Webinar 

July 21, 2020 CPO-Goods & Services Webinar

August 11, 2020
The Importance of DBE Participation & 
Reporting

Webinar

September 18, 2020 Maritime Division TBD

November 19, 2020 Corporate & Economic Development TBD

Please note dates are confirmed as of today, but can be subject to change.
https://www.portseattle.org/business/bid-opportunities

https://www.portseattle.org/business/bid-opportunities


Visit us at https://www.portseattle.org/business/bid-opportunities



Consulting 101
Tips for Becoming a Consultant with the Port



Types of Services Procured

• Financial
• Auditing
• Training/Coaching
• Graphic Design/Marketing
• Computer/Info Technology
• Architectural Design
• Engineering Design
• Planning

• Copywriting/Editing
• Construction Management
• Airport Dining and Retail 

Consulting
• Legal Services
• Maritime/Seaport 

Environmental Support
• And much more!
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Where to Find Solicitations

All procurements from Service Agreements, Goods and 
Services, Major Construction and Small Works can be found 
on VendorConnect:
https://hosting.portseattle.org/sops/#/Dashboard
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https://hosting.portseattle.org/sops/#/Dashboard


VendorConnect
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*You must use modern browser like Chrome, Firefox, or Safari.



VendorConnect

• View current and future procurement opportunities.
• Download Solicitation documents.
• Register for opportunity notifications.

– Upload capability statements and qualifications during 
registration.

• NAICS codes
• Rosters (Small Works, Goods and Services, Consultants)
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VendorConnect

• Join a Plan Holder list on a Solicitation.
– Automatic notifications of changes.
– Register for events.

• Ask questions.
– Give the Port an opportunity to address items that may need 

clarification.
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Pre-Proposal Conference

• For most procurements above $200k, a Pre-Proposal 
Conference is held.

• Find date and location information in Solicitation.
• Whether you’re interested in an opportunity as a prime or 

sub-consultant, Pre-Proposal Conferences provide a 
setting to network and learn more of the Port’s processes. 

• Meet other local small businesses and build connections to 
bid on future work together. 
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Personal vs. Professional Services

Within Service Agreements, all procurements are either 
defined as personal or professional in nature and that 
difference plays a role in how the Port procures.
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Professional Services

• Contracts for Architectural and Engineering Services.

• RCW 39.80: Services rendered by a consultant or any person, other 
than an employee of the agency, contracting to perform activities 
within the scope of the general definition of professional practice: 
– Architecture (RCW 18.08)

– Engineering (RCW 18.43)

– Landscape Architecture (RCW 18.96)

– Land Surveying (RCW 18.43)
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Professional Services

• Qualifications-Based Selection.

• Competitive process in which consultants are selected 
based on demonstrated competence and qualifications for 
the type of professional services required.

• Price cannot be a selection criterion. 

• Negotiate contract with highest rated (most qualified) 
consultant (rates must be fair and reasonable).
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Personal Services

• Contracts for services outside the architectural and 
engineering disciplines.

• RCW 53.19: Expertise provided by a consultant to 
accomplish a specific study, project, task, or other work 
statement which may not reasonably be required in 
connection with a public works project.
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Personal Services

• Cost information is requested as part of consultant 
proposal.

• Port utilizes “best value” criteria to determine selection 
(more on this later).

• After qualification rating is complete, pricing is analyzed.
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Contract Types

• Indefinite Delivery Indefinite Quantity (IDIQ) 

– General Scope of Work (SOW)

– Hourly Rates

– Service Directives: specific SOW and Level of Effort (LOE)

• Project Specific

– Specific SOW and LOE

– SOW and LOE negotiated upfront
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Terms and Conditions Requirements
• Typical Insurance Coverages Required:

– Auto

– General liability

– Errors and omissions

• Required Documentation 
– Certificates of insurance

– Policy endorsements

• Limits of Coverage Required (in Dollars)
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Terms and Conditions Requirements
• Washington UBI Number

• Washington State Workers Compensation (if applicable)

• Federal Taxpayer Identification Number (e.g. SSN, EIN)

• No Debarment
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Tips for Successful Proposals
• Structure proposal in the same order as the Evaluation Criteria.
• Identify how project examples are relevant to the Solicitation’s 

project. 
• For Project-Specific, select project experience that covers most or all 

elements of the scope.
• For IDIQs, select projects that are a representation of the range of 

projects that might come up in the IDIQ, with the majority 
showcasing the core competencies addressed in the scope.

• Be succinct where appropriate. In some cases, less is more.
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Tips for Successful Proposals
• Proofread for spelling mistakes, grammar, and overall flow. 

• Stay within the page count, otherwise sections over the 
page limit may be removed. 

• Research RFPs and proposals from other local, state, or 
federal agencies.
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Interview Process
• Plan ahead to ensure availability for the interview date listed in the 

Solicitation.

• Interviews often conducted at the Sea-Tac Airport or Pier 69 Headquarters.

• Panel consists of 3 to 5 subject matter experts and the Contract Administrator.

• Presentations are generally not allowed.

• Often one hour, with 8 to 10 questions. Expect at least one scenario question.

• Questions may not be given ahead of time and may be provided in writing 
during the interview.
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Interview Preparation
• Respond to each question with an example and use examples other 

than Port of Seattle experience.
• Use STAR Technique

Situation encountered
Task that needed to be accomplished
Action you took
Result 

• Develop mock interview questions with your team using the 
Solicitation and Scope of Work.
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Interview Preparation
• Interview team should consist of key personnel on the 

project and generally a mix of management and technical 
experts. 

• The person who will do the work should respond to the 
question. 

• Include subconsultants as part of the interviewing team if 
they will be a key team member.
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Discussions and Revised Proposals
• Following interviews, the Port may conduct “Discussions” regarding 

the technical proposal and/or Diversity in Contracting Inclusion Plan.

• During Discussions, the Port will identify any material weaknesses and 
have an opportunity to ask questions about the proposal. This will be 
an informal conversation and will not be rated.

• Based on the information acquired during the Discussion, the Port 
may issue an addendum requesting a revised proposal and/or 
Diversity in Contracting Inclusion Plan. This is a rare opportunity to 
improve on proposal.
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Selection Criteria Rating
• The selection criteria rating reflects the degree to which the written 

proposal meets or does not meet the minimum performance or 
capability requirements through an assessment of strengths, 
weaknesses, deficiencies, and risks of a proposal. 

• Assessment of technical risk, which is manifested by the identification 
of weakness(es), considers potential for disruption of schedule, 
increased costs, degradation of performance, the need for increased 
oversight, or the likelihood of unsuccessful contract performance.

29



Selection Criteria Rating
Rating Description

Outstanding
Indicates an exceptional approach and understanding of the requirements 
and contains multiple strengths that far outweigh any weaknesses. Risk of 
unsuccessful performance is low.

Good
Indicates a thorough approach and understanding of the requirements and 
contains at least one strength, and risk of unsuccessful performance is low.

Acceptable
Meets requirements and indicates an adequate approach and 
understanding of the requirements, and risk of unsuccessful performance is 
no worse than moderate.

Marginal
Has not demonstrated an adequate approach and understanding of the 
requirements, and/or risk of unsuccessful performance is high.

Unacceptable
Does not meet requirements and therefore contains one or more significant 
weaknesses or deficiencies, and/or risk of unsuccessful performance is 
unacceptable. 
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Consensus Process
• Evaluation Team rates each proposal and interview response 

based on the evaluation criteria.
• Deliberations may take hours as team discusses strengths and 

weaknesses.
• Entire process is confidential – only the procurement team has 

access to meetings and materials.
• Selection is made during this meeting and then Notice of 

Selection is issued. 
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Negotiations – Personal Services
• Price is an important factor; however, it is not the sole 

determining factor. 

• The Port will make a qualitative assessment of proposal 
differences and determine whether one proposal’s superiority 
under the non-cost factors is worth the potential difference in 
cost. 

• As proposals become more technically equivalent, cost may 
become more important in making the award decision. 
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Negotiations – Personal Services
• Cost information is requested as part of consultant proposal.

• After qualification scoring is complete, pricing is analyzed.

• Port may engage in Discussions with shortlisted firms prior to 
selection to clarify pricing or encourage consultants to submit 
more competitive pricing.

• Port may continue negotiations after award to lower price.
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Negotiations – Professional Services
• After award, consultant will be asked to submit rates via Firm Input Form.
• Port will use a variety of market data sources to analyze proposed rates and 

negotiate.
• The Port reserves the right to conduct negotiations after the selection 

decision to lower cost and price.
• If the Port does not receive the Firm Input Form within the specified time 

frame or is unable to finalize negotiations with the top ranked firm, the Port 
may either enter into negotiations and contract with the next ranked firm 
or cancel the procurement.
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Negotiations
• An overview of the rate negotiation process is provided for 

reference at: 
https://www.portseattle.org/page/procurement-
documents

• Firm Input Form Sample:
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https://www.portseattle.org/page/procurement-documents


Post-Award
• Report Monthly Amounts Paid (MAPs) to each subconsultant for the 

prior invoicing period. MAPs are submitted electronically utilizing the 
Port’s Contractor Database System (CDS). Refer to Section III of the 
Service Agreement for more information.

• Check with Port PM on requirements and expectations for invoices. 

• If Port PM is unresponsive, reach out to Contract Administrator for 
help.
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Questions?
Jason Gates, Contract Administrator
Gates.J@portseattle.org

Tiffany Ngo, Contract Administrator
Ngo.T@portseattle.org

mailto:Gates.J@portseattle.org
mailto:Ngo.T@portseattle.org


Lawrence Coleman
WMBE Program Manager

Coleman.l@portseattle.org

Diversity in Contracting Department



Diversity in Contracting Policy Directive 

Advance equity and address contracting disparities by increasing the utilization of 
Women Minority Business Enterprises and other disadvantaged firms

Goals - 5 year Benchmarks:
 Triple the number of WMBE firms doing business with the Port  
 Increase to 15% the amount of spend on WMBE contracts within 5 years

Divisions are assigned individual WMBE goals – Are monitored by WMBE Program Manager and Divisions

Diversity in Contracting Department



The Diversity in Contracting (DC) department drives equitable economic development by supporting  Women &  
Minority Business Enterprises (WMBE) and Disadvantaged Business Enterprises (DBE).

• Diversity in Contracting Policy Directive Deliberate affirmative efforts
• Community Engagement 
• Internal Trainings 
• External Trainings and Workshops  

• DC & Airport Dining and Retail partnership
• Promotion of Opportunities 
• On-line resources 
• Supplier Database

• WMBE Aspirational Goals and Inclusion Plans

• Federal Disadvantage Business Enterprise (DBE) Program
• U.S. DOT – CFR 49 Part 26 

Diversity in Contracting Department



Women and Minority Business Enterprise 
(WMBE) Program
The WMBE Program is aimed at providing a level 
platform to all businesses including women and 
minority business Enterprise (WMBE) firms to 
compete and succeed  on Port projects.

Guiding Document: Port Commission Resolution 3737
Contract Goal Type: Aspirational WMBE
Prime Requirements: Inclusion Plans, Affirmative 
Efforts, Contract Compliance.  
Contract Types: A/E, Good and Services, Construction
Dollar Value: Above 199K or when subcontracting is 
available
Certification: Self Identified or Certified

Disadvantaged Business Enterprise  Program 
(DBE)
DBE program is intended to remedy past and 
current discrimination against disadvantaged 
business enterprises, ensure a ''level playing field'' 
and foster equal opportunity in DOT-assisted 
contracts
Guiding Document: 49 CFR part 26
Contract Goal Type: Mandatory DBE
Prime Requirements: Inclusion Plans, Good Faith 
Efforts, Contract Compliance.  
Contract Types: A/E and Construction
Dollar Value: Over $1 Million Airport/Airfield Focused
Certification: Certified DBE at time of bid

Diversity in Contracting Programs



Port Organizational Structure



2020 Goals



Diversity in Contracting Inclusion Plan Elements

Diversity Coordinator
• Prime appointed contact responsible for implementing and monitoring efforts to meet 

WMBE utilization goals on this contract.  

Information to support Prime’s Diversity Team Development 
• Historical Data
• Potential Future Projects

Affirmative Efforts/Business Support Strategies 
• Provides the Port insight to your overall strategy to include and support WMBE firms
• Must answer with full and detailed responses
• Primes that are WMBE firms are still required to respond



Inclusion Plan Development Tips

• Responses should be clear and provide substantive responses. 
• The plan should be action orientated and discuss in details your steps.
• Think about a back-up plan. What adjustments could you make if the contract 

goals are not being met?
• Work with your team to ensure you can articulate your internal processes, 

such as payment, dispute resolution, or appeals processes, accurately. 
• Make sure to read Port Prompt Pay requirements in the solicitation
• WMBE Primes are still required to completely the Inclusion Plan just as Non-

WMBE firms. 
• Even if you have never managed WMBE subs, its perfectly fine to discuss in 

detail plans you have in the future. 



Mian Rice – Diversity in Contracting Director 
Rice.M@portseattle.org

Lawrence Coleman – WMBE Manager
Coleman.L@portseattle.org

Tamaka Thornton – DBE Manager
Thornton.T@portseattle.org

Tina Boyd – WMBE and Disadvantaged Business Coordinator
Boyd.T@portseattle.org

Michael Roberson – Sr. Administrative Assistant
Roberson.M@portseattle.org

Diversity in Contracting Contact Information

mailto:Rice.M@portseattle.org
mailto:Coleman.L@portseattle.org
mailto:Thornton.T@portseattle.org
mailto:Boyd.T@portseattle.org
mailto:Roberson.M@portseattle.org


Visit us at https://www.portseattle.org/business/bid-opportunities
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