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SECTION IV – SUBMISSION REQUIREMENTS & INSTRUCTIONS 
 
1. SUBMISSION REQUIREMENTS 
 
BIDDER must include the items listed below as part of their submission to be considered for 
award:  

• Attachments & Exhibits Checklist – BIDDER must initial next to each attachment and 
exhibit listed in the two (2) tables in Section IV, Paragraph 5, to confirm BIDDER’s 
submission includes each applicable completed form.  

• Cover Letter & Onsite Personnel – As described below (Attachment D): 
o A cover letter, including BIDDER’s name, address, phone number(s), and email, 

along with the signature of BIDDER’s authorized representative; and 
o A list of all onsite personnel and their contact information.  

• Compliance Documents – As described below (Attachment E): 
o A signed copy of BIDDER’s existing W-9; 
o A copy of BIDDER’s Certificate of Insurance; 
o A copy of BIDDER’s Florida Certificate of Authority or Florida Business Tax 

Receipt to prove authority to do business in the State of Florida. If incorporated 
elsewhere, similar document(s) from other state are acceptable; and 

o A copy of licenses, certificates, or registrations, as defined in this solicitation.  
• All other required attachments, exhibits, and forms, according to Section IV, Paragraph 5 

of this solicitation.  
 
Failure to submit all information may result in disqualification or lower ranking due to not meeting 
these requirements.  
 
Required Attachments and Exhibits provided to BIDDER by the TRIBE shall not be altered by 
BIDDER and shall only be filled-in as instructed by the TRIBE, unless otherwise instructed by the 
TRIBE. Bids which include altered files may be disqualified, as determined by the TRIBE.  
 
2. PRICE  

 
Prices stated in bid responses to this solicitation shall remain fixed and firm for all services to be 
performed for a minimum period of two (2) years from the Bid Due Date.   
 
3. SUBMISSION INSTRUCTIONS 

 
Electronic submissions in response to this solicitation must be emailed to the Contact Person(s) 
listed in Section IV, Paragraph 4 by the Bid Due Date and time detailed in this solicitation.  

• The TRIBE has an email size limit of 15MB per email. Larger files must be split into 15MB 
emails and sent separately.   

• Physical correspondence, flash drives, or any other physical media shall not be accepted. 
Links to file sharing websites or portals will not be accepted. 
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The Subject Line of all emailed correspondence from BIDDER to the TRIBE regarding this 
solicitation will follow the format shown below, accordingly: 

• Subject Line for questions: ITB 28-2024 – [BIDDER’s Company Name] – Question 
• Subject Line for submission: ITB 28-2024 – [BIDDER’s Company Name] – Submission 

o If there are multiple emails for your submission, please number them sequentially 
in the following manner to ensure all emails are received: Submission 1 of 3, 
Submission 2 of 3, Submission 3 of 3, etc. 

 
All parts, pages, figures, and tables should be numbered and labeled clearly. If submitting separate 
files, the File Name of each submitted attachment and exhibit must include the assigned letter; for 
example, Attachment A’s File Name must state, at a minimum, “Attachment A.” BIDDER may 
include additional information in the File Name, if needed.  
 
Submissions must be clear, concise, organized, legible, and easy to read and navigate. Submissions 
not organized in the order shown above may be returned to BIDDER and required to be 
reorganized and resubmitted.  
 
In order to fairly evaluate all responses, bidders should not include additional information other 
than what is asked to be provided. This includes any information related to BIDDER’s organization 
that was not specifically asked to be provided. 
 
4. CONTACT PERSON(S) 

 
Responses to this solicitation, in addition to all questions, inquiries, and communication, must be 
routed through: 
 

To: KylaRedmond@semtribe.com  
Cc: BidSubmissions@semtribe.com 

 
Bidders shall not contact any other employee of the TRIBE for information with respect to this 
solicitation. Any violation of the restriction imposed above regarding correspondence may 
constitute grounds for rejection of a response at any time. 
 
All questions submitted by prospective bidders will be answered via an official addendum to 
ensure all prospective bidders have access to the TRIBE’s answers.  
 
5. ATTACHMENTS & EXHIBITS  
 
BIDDER must initial next to each Attachment and Exhibit listed in the tables below to confirm 
BIDDER reviewed all Attachments and submitted all required Exhibits.  

 
 
 
 
 
 

mailto:KylaRedmond@semtribe.com
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5.1. ATTACHMENTS: 
 

Attachment Description Submission Instructions BIDDER’s 
Initials 

Attachment A Scope of Work 

Review information. Initial in 
next cell to confirm this 
document has been reviewed. 
No further action needed.  

 

Attachment B Insurance Requirements 

Review information. Initial in 
next cell to confirm this 
document has been reviewed. 
No further action needed.  

 

Attachment C Map 

Review information. Initial in 
next cell to confirm this 
document has been reviewed. 
No further action needed. 

 

Attachment D Cover Letter & Onsite 
Personnel  

To be submitted by BIDDER. 
Review this attachment’s 
requirements in Section IV, 
Paragraph 1 “Cover Letter & 
Onsite Personnel.” This file 
must be clearly labeled in 
BIDDER’s submission as 
Attachment D. 

 

Attachment E Compliance Documents  

To be submitted by BIDDER. 
Review this attachment’s 
requirements in Section IV, 
Paragraph 1 “Compliance 
Documents.” This file must be 
clearly labeled in BIDDER’s 
submission as Attachment E.  
 
If BIDDER does not have an 
existing signed W-9, BIDDER 
may request a W-9 template 
from the Contact Person(s).   

 

Attachment F Landscape Plan & 
Irrigation Zoning Layout 

Review information. Initial in 
next cell to confirm this 
document has been reviewed. 
No further action needed.  
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5.2. EXHIBITS: 
 

Exhibit Description Submission Instructions BIDDER’s 
Initials 

Exhibit A Schedule of Values 

Review all tabs and fill-in required 
information. Provide two (2) 
copies of this document, as 
described below: 

• A filled-in and signed 
version in PDF format 

• A filled-in and unsigned 
version in .xlsx Excel 
format 

 

Exhibit B Worker’s Compensation 
Exemption Affidavit 

If applicable, complete, sign, and 
submit.  

 

Exhibit C Statement of 
Qualifications Complete, sign, and submit.  

Exhibit D 
Contractor Certification 
Regarding Debarment and 
Suspension 

Complete, sign, and submit. 
 

Exhibit E Non-Collusion Affidavit 
of Prime Bidder Complete, sign, and submit.  

Exhibit G Acknowledgement of 
Project Conditions Complete, sign, and submit.  

Exhibit H-1 
List of Recently 
Completed Projects and 
Contract Amounts 

Complete, sign, and submit. 
 

Exhibit I List of References Complete, sign, and submit. 
 

 

Exhibit L Drug-Free Workplace 
Form Complete, sign, and submit.  

Exhibit Z Acknowledgement of 
Receipt of Addenda 

Complete, sign, and submit form 
ONLY if an addendum has been 
issued. 
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