
FESHA Board of Directors OPERATING POLICY 19-06 
 

CONTRACTOR / VENDOR BID PROCESS 
 
 

This policy outlines the FESHA process for developing, publishing, receiving, evaluating, and awarding 
bids from contractors/vendors to supply goods or services.  This policy ensures the Board of Directors 
conducts solicitations and awards contracts in a fair and competitive manner.  Any bids or proposals shall 
be held in strict confidence and not shared in any manner with competing bidders.   
 
This policy should be used whenever the Board of Directors determine a previous/current 
contractor/vendor is not providing an acceptable level of service, a new service is to be provided, or 
whenever the Board decides to solicit additional bids for existing contractor/vendor supplied goods or 
services.  If a previous contractor/vendor is providing an acceptable level of service, that 
contractor/vendor may be asked to provide a bid for an upcoming service period.  If that bid is determined 
acceptable to the Board of Directors, this remainder of this process may be bypassed. 
 
Developing: 
When the FESHA Board of Directors determines it is in the best interest of the Association to engage a 
contractor or vendor to supply goods or services to the Association, the Board shall develop a Request 
for Proposal (RFP).  This RPF shall generally include the following elements as a minimum.  Other 
elements may be added as the particular situation dictates. 

1. Period of Performance:  This is generally tied to calendar dates as opposed to number of events. 
(January through December vice twelve (12) times.) 

2. Description of Service Needed:  A general description of the end state desired by FESHA.  
Normally specific events and frequency of events to get to the desired end state are left to the 
contractor to determine.  (Maintain neat appearance of flower beds vice weed every two weeks.) 

3. Assumptions and/or Restrictions:  A description of any restrictions the Board may impose on the 
performance of the contracted services (days or times of service, etc.) and any facilities, 
equipment, or supplies to be provided by FESHA. 

4. Contractor / Vendor Qualification:  A list or description of any requirements a contractor/vendor 
must meet to be considered.  (Proof of liability insurance, bonding, etc.)  

5. Selection Criteria:  A description of the factors FESHA will use to determine the best-qualified 
bidder. 

6. Contact Information:  The name and contact information of the person to whom questions can be 
addressed and the format of those requests, written, electronic, voice, etc. 

7. Due Date:  The date on which complete bid or proposal packages must be delivered to FESHA. 
8. Award Date:  The projected date on which FESHA will determine the winning bid. 
9. Other Information / Instructions:  This section will include additional information or data that 

FESHA determines should be provided to solicit the best services.  It will also include instructions 
for submitting any bid or proposal. 

 
Publishing: 
Normally any Requests for Proposal will be published on the Foxcliff South website at 
www.foxcliffsouth.com for a period of thirty (30) days.   In addition, if specific contractors or vendors are 
being considered, copies of the RFP may be delivered to them.  The objective is to give all potential 
bidders an equal opportunity to receive and react to the RFP.  Typically, electronic media will be used to 
the maximum extent possible to expedite the process and minimize costs to the Association.  If 
circumstances preclude the thirty (30) day publication time, it may be reduced with the specific consent of 
the Board of Directors. 
 
Receiving: 
The FESHA Office Manager will hold bids / proposals from contractors or vendors until the published due 
date.  All bid packages or proposals are to be treated as confidential and proprietary until bids are opened 

http://www.foxcliffsouth.com/


and evaluated by the Board or other Committee Members empowered by the Board to solicit bids and 
provide a recommendation to the Board. 
 
Evaluating: 
Based on the selection criteria listed in the RFP, the Board of Directors will review each bid package to 
determine the best-qualified bidder.  If a committee has been empowered to review packages and provide 
a recommendation, such recommendation is not binding on the Board.  Late or incomplete packages will 
normally be grounds to not award a bid to an otherwise qualified bidder; however, if time permits 
additional information may be requested. 
 
Awarding: 
Contracts will normally be awarded based on a “best value” methodology.  Price may not be the 
determining factor.  Past performance will normally be considered in the awarding of any contract or 
accepting any bid.  Failure of a contractor to maintain the qualifications required by FESHA (liability 
insurance lapses, contractor no longer has the equipment detailed in the accepted contract, etc.) shall be 
grounds for terminating the contract.  Such language will normally be included in the contract. 
 


