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eContract Philly’s
Online Registration and Application

The following screen shots are taken from eContract Philly’s online
registration and application process that you will have to follow if you
decide to apply for a non-bid contract opportunity with the City of
Philadelphia.

In the later pages (starting on page 34), this presentation will go over
how to submit disclosure forms for contracts that were not required to
be advertised (i.e. the contracted organizations have to submit the
online disclosure forms only).
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New Contract Opportunities

New Contract
Opportunities

Login/Register

Notice of Intent to
Contract

Amendments
Contract Renewals
Vendor Applications
(for Executed
Contracts)

Reports

Click on link to view open contract opportunities

About

Instructions Disclosure/Eligibility Links Need Assistance? Login/Register

eContract Philly

eContract Philly is an online interface to support the City in purchasing
non-competitively bid services. This website serves as the gateway for
the public and for vendors interested in applying for contract
opportunities,

On this site, you can:

Search and apply for new non-bid contract opportunities available throughout City
government

Find out with whom the City intends to enter into contracts, including the rationale
behind selecting that Applicant

See the names and disclosures submitted by all applicants for non-bid contracts

View renewal certifications for contracts and see when contracts are amended (if
above a certain level)

Have access to regular, public reports that summarize non-bid contract activity

View the list of debarred vendors

Please check back often since information will be updated on a regular basis
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About Instructions Disclosure/Eligibility Links Need Assistance? Login/Register

Opportunity List

The list below displays non-competitively bid contract opportunities with the City of Philadelphia. The Status column shows if the application period is open, closed or has been
cancelled. The list may be searched by department or type of service desired. Clicking on the opportunity number will link to more detailed information about the opportunity
and to an application page for vendors who are interested in applying. Vendors interested in applying should consult the Instructions Manual (located under the Directions link
abowve) for registration and application instruchions.

Departments: |A|—|— hd |

Service Type: |A|-L ~ |

Search Clear Search |

Search criteria returns 1095 items from a total of 1095 opportunities

Opportunity Description Dept/Agency Service Type Amount Opening Date Closing Date Status
21170531142830 A pre-proposal meeting to PRISOMNS General Consultant |$0 to 06/06/2017 |06/21/2017 |Open
review the requirements of Services $100,000.00

this RFP will be held in
Philadelphia, Pennsylvania
on June 14, 2017, starting
at 2:30 PM, at the following
location: Curran-Fromhold
Correctiona...

21170531161618 |AIRPORT COMPUTER INFO |COMMERCE Computer and To be 06/05/2017 |07/13/2017 |Open
SYSTEMS MANAGEMENT: to Information Svcs |determined
provide management
services and staffing
augmentation for its
computer and infoermation
systems at PHL and PNE.
The Office of Economic
Opportunity has set... =

The Opportunity list displays new notices of contract opportunity, Clicking on
one of the opportunities will take you to a page with additional detail on that
opportunity.
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Detailed Information for Opportunity: 21060410064957

Please read all of the information presented on this page and all attached documents, including selection criteria, before you submit your application.
Opportunity Information

Opportunity Number; 21060410064357 Status: Open
Opportunity Details: Request for Proposal Last Modified: 6/23/2006
Selection Criteria 6:36:36 AM
Pasting Date: 5/24/2006
Type of Service; General Consultant Services Closing Date: 6/30/2006 5:00:00 PM
Contracting Department: RECORDS Amount: $0 to $30,000.00

Opportunity Description:; Restoration and repair of media film. Copying of film to appropriate media whether tape or dvd.
Consultation, training and education services,

Primary Contact Information Secondary Contact Information
MName: Betty Palmer Name: David Werbo
Department: RECORDS Department; RECORDS
Location: 156 City Hall Location: City Hall Rm 171
Phone: [215)686-2268 Phone: [215)686-2225
Fax: [215)686-2273 Faw: [215)686-2273
Email: Betty. Palmer@phila.gov Email: David. Werbo@phila.gov
| Return to New Opportunity List || Apply for Contract |

Please review the Opportunity Details attachments for more information
(including selection criteria) on the opportunity. The Opportunity Details page
can be updated at any time, so make sure to check back often.

Click “Apply for Contract” to start an application. You will be asked to login to4
apply.
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Reqistration

CContract=allllW

About Instructions Disclosure/Eligibility Links Need Assistance? Login/Register
fome Login/Register
New Contract Login
Opportunities E-mail address:
Login/Register I

Password (PIN):

Login Change Password (PIN
Notice of Intent to na (PIN)

Contract Don't have an account yet? Register now!
Amendments Foraot your Password (PIN)?
Should I register?
Contract Renewals
Vendor AppncatiOHS Notice to all eContract Philly Account Users and New Registrants: Applications made on eContract Philly in response to 2 particular contract
(for Executed opportunity must be made by the individual or business entity that will, if awarded the contract, enter into and perform the contract, Except in the
specizal case of joint ventures, applications posted on eContract Philly by applicants for other individuals or business entities intended to perform the
Contracts) contract will not be considerad, even if the other business entity is an affilizte of the zpplicant. Therefore, when responding to any contract r.\pportumt*,
on eContract Philly, it is important that (1} the account utilized is in the name of the individual or business entity that will perform the contract: (2) in the
Reports case of an individual applicant, the sodial security number of the individual who will perform the contract is provided, and in the case of 2 busme_s entity
p applicant, the EIN number of the business entity that will perform the contract is provided; and (2) in the case of 2n individual applicant, the application

is signed electronically by the individual that will perform the contract, and in the case of a business entity applicant, the application is signed by an
owiner, officer or other person who is propery authorized to sign, bind, and make the required dizclosures on behalf of the business entity that will
per.‘am- the contract. Please make sure you use the correct EIN or Social Security number prior to creating a new account on eContract Philly and, for
existing users, please make sure that the EIN or Social Security number that was utilized to create the account has not changed. For special rules
zpplicable to joint venture zpplicants and any other questions zbout registration, please contact our helplines at 215-586-4914 or
econtraczphilly@phila.goy. Please allow sufficient time prior to any application deadline for 2n adeguate response to your inquiry.

After you click the Apply for Contract button, you will be asked to login.
> If you are already registered with eContract Philly, enter your User ID and password.
» If you are not registered, you will need to do so.
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Reqistration

Vendors with an Existing Professional Services Contract

- ContiiaCli=iq!l|W

Home

New Contract
Opportunities

Login/Register

Contract Awards
Amendments
Contract Renewals
Vendor Applications
(for Executed

Contracts)

Reports

About Instructions Disclosure/Eligibility Links Need Assistance? Login/Register

Login/Register
Register

EIN/SSN:
I

The City of Philadelphia has a contract on record with this EIN/SSN. If you would like to register using existing contract information, please confirm the
following information from one of your contracts with the City of Philadelphia. If you already registered once, you do not need to do so again. Please
request a Password [PIN) reminder if you do not remember your login information.

Contract #:

Contract Amount:

Verify Contract

|f you cannot verify your contract information, please contact eCentract Philly or you may continue your registration here.

[ Click Here for New Registration ]

The system will recognize your organization’s EIN as one that is associated with a current
contract with the City of Philadelphia. The system will prompt you to enter information
about a current contract (contract number and amount) for verification purposes. If you do
not remember your contract information, please contact econtractphilly@phila.gov or 215-
686-4914 for assistance. It is imperative to use the correct EIN (or SSN as appropriate)!
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Finding Your Contract Information

SS (!) |v‘6"06 Amd. |

City of Philadelphia
Managing Director's Office

Contract Number 0620035-01
Original Contract Number 0620035

STANDARD AMENDMENT AGREEMENT

THIS STANDARD AMENDMENT AGREEMENT (“Amendment Agreement”™)
SN
is made as of lhis&?jday of 2006, by and between the City of Philadelphia (“the

City”), by and through its ging Director’s Office (“Department”), m_
_‘Providcr"). a for partnership, with its principal place of business al_

BACKGROUND

The City and Provider entered into a certain Contract, Contract Number 0620035,
dated November 30th, 2005, which includes the General Provisions, the Provider Agreement and
any and all exhibits and attachments thereto (collectively, the “Base Contract™), wherein Provider

agreed 1o render various S

The City and Provider desire to enter into an amendment to the Base Con

Contract Number 0620035-01, and it is nocessary to increase the amount of compensation payable

under the Base Contract by TWENTY-FIVE THOUSAND DOLLARS, in order for Provider to

der the Services and provide the Materials as specified under the B

and

JAN 27 2006

The first page of your
contract will have two
places to find the
information you need
to register.
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CITY OF PINLADCLFIIA «  OFFICE OF THE DIRECTOR OF FINANCE

MISCELLANEOUS ORDER

« ACOOUNTING BUREAL FINANCE OFFICE USE ONLY
DOCUMENT # MPXX18000002
BAICH ¥

Department  FINANCE

Requsitione

UATE m-u_mzw\ TCH DATE
R2017

COOE

Req. Teepnore o [N

FUNDING SOURCE (i ANOTHER DOCUMENT)

Oupartmental Authotizec Signee ORDER TERMINATION DATE
GO02016
CIVIL SERVICL TTEM NO 1001
Vendor Name and Address ITEM NO. DESCRIPTION
ABC Company 1007 - Ronl Estate Comsutants ard Services
e T Loy THIS ORDER 1S SURJECT TO THE ATTACHED "MISCELL ANEOUS ORDER

1000 Gonmantown Bko
Plymouth Meeting, PA 19462
Vendor No Suf

Federal 1D Number

TERMS AND CONDITIONS® INCORPORATED HERFIN AND MADE A PART
HERLCOF.

— T

CONTRACTOR'S SIGNATURE

DESCRIPTION
Test
SUFFIX 2]

FUND 100
DEPARTMENT 35
DIVISION 21
RCOUTPUT 22/
INDEX CODE Q55066
CLASS CODE L)
USER CODE
GRANT HISALL
GRANT DETAIL AL
PROJECT FUNI1OO
PROJECT T

UNT 310,000 00

Here is where you
would find the
necessary
information if you had
an MP
(Miscellaneous
Purchase Order, or
Miscellaneous
Order). Your MP was
not assigned an MP
number until you
received your formal
copy from the City’s
Finance Department.




eCanEEPhilly

Reqistration
New Vendors Without an Existing Contract

Login/Register

Register

EIN/SSMN:

I|
Register

MNotice to all eContract Philly Account Users and New Registrants: Applications made on eContract Philly in response to a particular contract opportunity must be made
by the individual or business entity that will, if awarded the contract, enter into and perform the contract. Except in the special case of joint ventures, applications posted on
eContract Philly by applicants for other individuals or business entities intended to perform the contract will not be considered, even if the other business entity i1s an affiliate of
the applicant. Therefore, when responding to any contract opportunity on eContract Philly, it is important that (1) the account utilized is in the name of the individual or
business entity that will perform the contract; (2) in the case of an individual applicant, the social secunty number of the individual who will perform the contract is provided,
and in the case of a business entity applicant, the EIN number of the business entity that will perform the contract is provided; and (3] in the case of an individual applicant, the
application i1s signed electronically by the individual that will perform the contract, and in the case of a business entity applicant, the application is signed by an owner, officer or
other person who is properly authorized to sign, bind, and make the required disclosures on behalf of the business entity that will perform the contract. Please make sure you
use the correct EIN or Social Security number prior to creating a new account on eContract Philly and, for existing users, please make sure that the EIN or Socal Security
number that was utilized to create the account has not changed. For special rules applicable to joint venture applicants and any other guestions about registration, please
contact our helplines at 215-686-4%914 or econtractphilly@phila.gov. Please allow sufficient time prior to any application deadline for an adequate response to your inquiry.

You must enter your EIN (or SSN) to register. If you are applying on behalf of
your company, do not use your personal SSN to register. You should use your
company’s EIN. After clicking Register, you will be asked to review and accept
the Terms and Conditions for using the eContract Philly website. °
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Reqistration

Vendor Information

* Required Fields
EIN/SSN: 111111111

*Companyll
Name:
*pddress 1:

Address 2:

*City: *State: * Zip:l |— |

* Phone:[l |} | |— I

Contact Information
To update the below contact infermation, begin typing in the corrected information and click the Update button when you are finished.
To update your company information, please use the Contact Us link to request a change.

*First Name: *Last Name:
Title:

#Email:

*Confirm Email:
*phone:( | D | [ |
Fax:([ D[k

L] MNotify me of new contract opportunities by email.

Reqister

After agreeing to the Terms and Conditions, you will be prompted to fill out the above
fields. Use the correct EIN/SSN. You will be given the opportunity to register for e- malll
notification of new contract opportunities. Click Register when completed.
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Reqistration

eContract Philly

Thank You

Your information has been recorded. An email with your Password {(PIN) has been sent to your registered email

account,

If you do not receive this email, please check with your mail administrator to ensure econtractnoreply@phila.gov
is not being filtered as spam or junk mail.

If, after 24 hours, you still do not receive this email, please use the Contact Us link on the left menu.

OK

Print this Page

After clicking Register, you will receive a message like the one above that an
email, confirming your registration and providing you with your system-
generated password, will be sent automatically to the email account you

gave.

11
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Login/Register

Login
E-mail address:

Password {PIN):

Login Change Password (PIN)

Don't have an account yet? Register now!

Forgot your Password (PIN)?

Should I register?

Notice to all eContract Philly Account Users and New Registrants: Applications made on eContract Philly in response to a particular contract opportunity must be made
by the individual or business entity that will, if awarded the contract, enter into and perform the contract. Except in the special case of joint ventures, applications posted on
eContract Philly by applicants for other individuals or business entities intended to perform the contract will not be considered, even if the other business entity is an affiliate of
the applicant. Therefore, when responding to any contract opportunity on eContract Philly, it is important that (1) the account utilized is in the name of the individual or
business entity that will perform the contract; (2) in the case of an individual applicant, the social security number of the individual who will perform the contract is provided,
and in the case of a business entity applicant, the EIN number of the business entity that will perform the contract is provided; and (3) in the case of an individual applicant,
the application is signed electronically by the individual that will perform the contract, and in the case of a business entity applicant, the application is signed by an owner,
officer or other person who is properly authorized to sign, bind, and make the required disclosures on behalf of the business entity that will perform the contract. Please make
sure you use the correct EIN or Social Security number prior to creating a new account on eContract Philly and, for existing users, please make sure that the EIN or Socal
Security number that was utilized to create the account has not changed. For special rules applicable to joint venture applicants and any other questions about registration,
please contact our helplines at 215-585-4914 or econtractphillv@phila.gov. Please allow sufficient time prior to any application deadline for an adequate response to your
inguiry.

After receiving your User ID and password, you will have to return to
the Login page in order to login and be able to apply for any contract 12
opportunity.
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Vendor Record

Vendor Record

Vendor: Dummy Test Company

The two tabs below, Current Application and Professional Services Contracts, will allow you to view a summary of contract opportunities for which you have applied and any
existing Professional Services Contracts (including Miscellaneous Purchase Orders, or MPs) that you have with the City of Philadelphia. Select one tab or the other to see either
vour current applications or your current contracts. Select an opportunity or contract to open its Detailed Information page.

‘ Current Applications ‘ Professional Services Contracts

, _— Posted | Posted End .
Opportunity Description Dept/Agency Start Date Date Amount Status Submission Date

21170608095341 |SAMPLE FINANCE 06/07/2017|08/15/2017 To be|Open Incomplete
determined

When you login to your Vendor Record, you are automatically sent to the Current

Applications list. Notice the Submission Date column which displays the date your
application was submitted, whether the application remains incomplete, or whether
you have withdrawn your application for some reason. 13
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Required Elements of Online Application

« Application form contains:

— Document attachment for documents required by
particular opportunity, such as proposal, budget,
letter of intent, resumes

— Disclosure Forms

» Applicant Campaign Contribution
Applicant Use of Consultant
Consultant Campaign Contribution
Applicant Proposed Use of Subcontractor
City Employee Request
City Employee Advice

14
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After you have attached your document(s) and completed ALL disclosure forms, you must still sign the application. Follow the directions below in order to submit your apphication.
Opportunity >e Dapt/Agency Posted Start Data P Submission Date

FINANCE 65/7/2017 00 |8/15/2017 5:00:00 |To be determined
PM

0 Attach your proposal, budget and any other documents you are submitting as part of your contract application here

Disclosure Forms

Please select & disciosurs Torme. A Blue check | v indcates miormation lor that deciosrs lorm exists, 1t & your respeasbify 1o ensure the scturssy sed thoroughness of the rfcemation before signeg and subnutting you
appiication

Yo My Gick on & biwe checi { V) to view entered information and/er to update 48 necessiry and required under the Phladeiphis Code

Once al forms are checked and your oroposal submissons are sttacked, chck on the 0 next to “Sgn and Submst Appication” to be able to submit your apglication

0( ampaign Contribution Disclosers
Y CONSAN Mformation submile Prendus discios:

contav informadion submilted on 8 previdus disdosure

Qv ity Employee Participation Advice Disclosure
Q\n;l\ and Subadt Application

The online application requires you to complete each area preceded by the “X”
symbol and then sign and submit the information. Clicking on the “X” will take you to
a page where you can complete the form.

15
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Vendor Attach Documents

Vendor: Dummy Test Company Closing Date: 06/22/2020
Opportunity: 21170608095341 Dept/Agency: FINANCE

Attach Documents to be submitted with your application
*Required Fields

Word, Excel, MS Project, ZIP and Adobe PDF documents are the only files that may be uploaded (8MB limit per file. If yvour
file is larger than 8MB, you must break it up into smaller files). If you encounter problems uploading your files, please
contact the eContract Philly helpline immediately at 215-686-4914 or econtractphilly@phila.gov. MOTE: This is

not a live helpline. Every effort is made to respond to a phone message or email within 1 hour of receipt. Howevwer, this is

not a guarantee. The unavailability of timely help through the helpline will not extend an advertised deadline for electronic
submission of your application on eContract Philly.

*
Upl{_:-ad Browse...
File:

*File Type: |Proposa|
*File |
Description:

[Add ]

Documents Descniption Date Uploaded

Back to Application

Clicking on the “X” next to the “Attach your proposal” section takes you to this

page where you can attach your proposal, budget, work samples, etc. Click

Browse to select the document you want to attach. Please be mindful of your
document size and format — documents over 8MB will not be accepted nor will
documents in formats other than Word, Excel, MS Project, ZIP or Adobe PDF. 16
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Vendor Attach Documents

Vendor: Dummy Test Company Closing Date: 06/22/2020
Opportunity: 21170608095341 Dept/Agency: FINANCE

Attach Documents to be submitted with your application
*Required Fields

Won
file i Open Xk
coni

”Dtt = v A » ThisPC » Desktop » Proposals v | QO Search Proposals 2
no

subr

Organize + Mew folder =~ ™ @
[ Desktop ~
|if| Documents

; Downloads
J'! Music

Mame Date modifiec

[ Proposal.pdf 1/9/2006 10:21

=/ Pictures

m Videos

i Local Disk (Z:)

File name: | Proposal.pdf v| Allfiles ()

When you click Browse, a separate window will appear so that you can look
for and choose the documents you want to attach as part of the application.
Click Open once you have found the documents you want to attach.
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Vendor Attach Documents

Vendor: Dummy Test Company Closing Date: 06/22/2020
Opportunity: 21170608095341 Dept/Agency: FINANCE

Attach Documents to be submitted with your application
*Required Fields

Word, Excel, M5 Project, ZIP and Adobe PDF documents are the only files that may be uploaded (8MB limit per file. If vour
file iz larger than 8MB, you must break it up into smaller files). If you encounter problems uploading your files, please
contact the eContract Philly helpline immediately at 215-686-4914 or econtractphilly@phila.gov. NOTE: This is
not a live helpline. Every effort is made to respond to a phone message or email within 1 hour of receipt. However, this is
not a guarantee. The unavailability of timely help through the helpline will not extend an advertised deadline for electronic
submission of your application on eContract Philly.

*Upload
File:

*File Type: |F‘r|:|p|:|sal V|

“Filel
Description:

C:\Usersh\danm'\Desktop\Proposals'Proposal. pdf Browse...

[Add

Documents Description Date Uploaded

| Back to Application |

After you click Open to choose which document you would like to attach, be
sure to fill out File Type and File Description before clicking Add to complete
the attachments. You must confirm that your document has been attached —

once attached, the document’s details will appear at the bottom of the screen.
18
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After you have attached your document(s) and completed ALL disclosure forms, you must still sign the application.
Follow the directions below in order 1o submit your application,

V" Attach your proposal, budget and any other documents you are submitting as part of your
contract application here

Disclosure Forms
Please seuct & disciosura form. A biue chack (V) i

are form. A biue chack ( dicates irfoemation f
and thorougheess of the informaton before sgming and submtting your applcation

av dick on u bive check { V) to view ertered information and/or o o

paign Contribution Disclosure

tain information submitted on s previous disclosuns

wployes Regoest DNscosure

n information submmittad on & previous disclon

iployee Particdpation Advicn Disdlosure

After adding your documents, the red “X” next to the “Attach your proposal” sentence

will become a blue check. Then, to start filling out the required disclosure forms, click

on one of the red “X” symbols directly next to the disclosure form. The following pages
show each disclosure form sequentially. 19
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Vendor Contribution Disclosure

Vendor: ABC Engineers Closing Date: 04/30/2006
Opportunity: 21060321152724 Dept/dgency: 0OES S

Contribution Disclosure Information
* Required fields

* |s the Applicant an individual or business? O Individual O Business

Back to Application J

This is the entry point for you to disclose any political contributions given in the
two years prior to the application deadline. First, you must choose whether the
application is being submitted by an individual Applicant or by/on behalf of a
business Applicant. Depending on the answer, one of two sets of questions
regarding contributions will appear. Note that “Business” includes non-profit
organizations. Answers submitted on behalf of a Business must be the 20
Business’s answers.
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IABC General Consultant Firm
1515 Market
JPhiladelphia, PA 19102

After you have attached your document(s) and completed ALL disclosure forms, you must still sign the application. Follow the directions below
submit your application.

Opportunity Description Dept/bgency Posted Start Date Posted End Date Amount

21090428122440 | Subrogation & Claims Services | FINANCE 4/27/200912:00:00 |5/30/2009 5:00:00 | To be determined {Open
AM P

&3 Attach your proposal, budget and any other documents you are submitting as part of your contract application here

Disclosure Forms

Plzasz szlect 3 dizclesurs form, A blus check | V: incicates infermation for that disclosure form exists, [tis your respensibilty te ensurs the accuracy ang
theroughness of the infermaticn beforz signing and submitting your application.

You may click on 2 blus check :\/: te view entered information and/or te updates 3s necessary and required under the Philadelphiz Code,

Once zll forms are checked and your propesal submissions are attached, click on the X R Sign and Submit Application” to b ablz to submit your application.

V’Campaign Contribution Disclosure

tion submitred on 3 previous disclosurs

If you or the organization you represent have ever disclosed contributions on a
prior disclosure form, you may see a checkmark next to the Campaign
Contribution Disclosure form. This means that information for that disclosure
form was carried forward from a prior disclosure. It is your responsibility to
ensure the accuracy and thoroughness of the information before signing
and submitting your/your company’s application.
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Vendor Contribution Disclosure

Vendor: Dummy Test Company Closing Date: 06/22/2020
Opportunity: 21170608095341 Dept/agency: FINANCE

Contribution Disclosure Information CO ntrl butl on QU eSt| ons
for Individuals

* Required fields

* Is the Applicant an individual or business? '® Individual Business

% (O ves ® g Hawve you, the Applicant made any contributions?
O ves @ g Hawve you, the Applicant , solicited or served as an intermediary for any contributions?
(D ves ® g Has a member of your immediate family made any contributions over and above $3,1007

O ves ®) g Has a member of your immediate family solicited or served as an intermediary for contributions over and above $3,1007

Back to Application

For contract opportunities and contracts with the Board of Pensions and Retirement (["Pension Board™) and Sinking Fund Commission: Applicants are required to comply with the disclosure
requirements imposed by Pennsylvania &ct 44 of 2009 (text can be found here). It is vour responsibility to review the disclosure requirements and to provide accurate disclosure information as
the requirements differ from Chapter 17-1400 of the Philadelphia Code. In addition to the disclosure information required by Chapter 17-1400, applicants for these opportunities are

required to disclose contributions made within the past five years; disclose contributions made by the applicant or an affilisted entity; disclose contributions made by an officer, director,
executive-level emplovee, or owner of at least 5% of the applicant or an affiliated entity.

22
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Vendor Contribution Disclosure

Vendor: Dummy Test Company Closing Date: 06/22/2020
Opportunity: 21170608095341 Dept/Agency: FINANCE

Contribution Disclosure Information
* Required fields

* Is the Applicant an individual or business? Individual '® Business Contrl butlon Qu eStlonS
(L Has the Applicant made any contributions? fo r B u S I n eSS eS

Has the Applicant solicited or served as an intermediary for any contributions?

Has an officer, director; contrelling shareholder, or partner of the for-profit Applicant made any contributions? See note below. (Mon-profit
organizations, please select No.)

Has an officer, director, contrelling shareholder, or partner of the for-profit Applicant solicited or served as an intermediary for any
contributions? See note below. (Mon-profit organizations, please select No.)

Has an affiliate of the Applicant made any contributions?
Has an affiliate of the Applicant selicited or served as an intermediary for any contributions?
Has an officer, director, controlling shareholder, or partner of a for-profit affiliate of the Applicant made any contributions? See note below.

Has an officer, director, controlling shareholder, or partner of a for-profit affiliate of the Applicant solicited or served as an intermediary for any
contributions? See note below.

Has the Applicant or an affiliate of the Applicant reimbursed another indivdual er business for a contribution that the individual or business
has made?

Has an officer, director, controlling shareholder, or partner of a for-profit Applicant , reimbursed another indivdual or business for a
contribution that the individual or business has made? See note below.

Has a political committee controlled by the Applicant or by an affiliate of the Applicant made any contributions?

Has a political committee controlled by an officer, director, controlling shareholder, or partner of the for-profit Applicant , or of a for-profit
affiliate of the Applicant , made any contributions?

Back to Application

MNotes:

Applicants must disclose all contnibutions te candidates or incumbents which are attnibuted to an immediate family member of an officer, director, controlling shareholder, or partner of the for-
profit Applicant or the for-profit affiliate of the Applicant. Please disclose the full amount of contribution, although only the amount above $3,100 will be attributed to the officer, director,
controlling shareholder, or partner (and, by extension, the applicant business).

For contract opportunities and contracts with the Board of Pensions and Retirement ("Pension Board”) and Sinking Fund Commission: Applicants are required to comply with the disclosure
requirements imposed by Pennsylvania Act 44 of 2009 (text can be found here). It is your respensibility to review the disclosure requirements and to provide accurate disclosure information as
the requirements differ from Chapter 17-1400 of the Philadelphia Code. In addition to the disclosure information required by Chapter 17-1400, applicants for these opportunities are required to
disclose contributions made within the past five years; disclose contributions made by the applicant or an affiliated entity; disclose contrlbuhons made by an officer, director, executive-level
employee, or owner of at least 5% of the applicant or an affiliated entity.
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If you answer YES to any of the contribution
guestions, you must complete the required
information shown below.

Contribution Disclosure Information
* Required fields

¥ Is the Applicant an individual or business? "® Individual Business

# ®yes | ‘Mo Have you, the Applicant made any contributions?

* Name of Contributor: |

* Relstonsti o P |

Applicant :

% Name of Recipient: | |

* Date of Contribution: | |{mﬂl-'ldd"}'_}'_}'_}":'

®
& amount o s 44

Cves ®No  Have you, the Applicant , solicited or served as an intermediary for any contributions?

(O yes @y Has a member of your immediate family made any contributions over and above
= TES RO gz 1007

(Oyes @y Hesa member of your immediate family solicited or served as an intermediary for
- - contrnbutions over and above $3,1007

Back to Application

A drop-down menu
provides distinct
categories for
Relationship to
Applicant.

.é.fh_hate v

Applicant

Consultant

Controlled political committee
Controlling Shareholder
Director

Family Member

Officer

Other

Parent

Parther

Reimbursed Contrbutor
Solicited Contributor
Subsidiary

24
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Vendor Consultant Disclosure

Vendor: ABC Engineers Closing Date: 04/30/2006
Opportunity: 21060321152724 Dept/bgency: OES S

Consultant Disclosure Information

*Required Fields

[] Check here to certify if no consultant(s) was used in the year prior to the application deadiine for this contract opportunity. (Click ‘4dd" after checking this
box)

List all consultant{s) used in the year prior to the application deadline for this contract opportunity. Please be sure to refer to the definition of Consultant before
completing this form.

*Consultant Name; ;’W’inston Rogers

*Address 1: 11201 Lanie Street
Address 2: :
*City: | Philadelphia
*State: PA v *Zip:“1”91 23 |-
*Phone: (}215‘ ) |B66 - 4321 |

* Amount Paid or | y ' .
to be Paid: [Too0d (A |__Add %l [ Cance'J

Name Address ity State Zip Phone Amount Paid

You must either certify that you/your company did not use a Consultant or enter
information on the Consultant(s) used in the required fields. Review the definition of
Consultant prior to completing this disclosure form by clicking on the underlined
“Consultant.” Click Add to enter your/your company’s response. 25
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Vendor Contribution Disclosure

Wendor: Dummy Test Company Closing Date: 08/15/2017
Opportunity: 21170608095341 Dept/Agency: FINAMCE

Contribution Disclosure Information for Consultant: Dummy Consultants
* Required fields

* Is the Consultant an individual or business? ) Individual ) Business

Back to Consultant Disclosure

For contract opportunities and contracts with the Board of Pensions and Retirement ("Pension Board") and Sinking Fund Commission: Applicants are required to comply with the
disclosure requirements imposed by Pennsylvania Act 44 of 2009 (text can be found here). It is your responsibility to review the disclosure reguirements and to provide accurate
disclosure information as the requirements differ from Chapter 17-1400 of the Philadelphia Code. In addition to the disclosure information required by Chapter 17-1400,
applicants for these opportunities are required to disclose contnbutions made within the past five years; disclose contnbutions made by the applicant or an affiliated entity;
disclose contributions made by an officer, director, executive-level emplovee, or owner of at least 5% of the applicant or an affiliated entity.

This is the entry point for you to disclose, on behalf of a Consultant, any
political contributions your Consultant has given in the two years prior to
the application deadline.

If you used a Consultant, you are required to disclose that use and the
political contribution information for that Consultant you used.
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Vendor Application

John Jones

Dummy Test Company
100 Market St.
Philadelphia, PA 55555

After you have attached your document(s) and completed ALL disclosure forms, you must still sign the application. Follow the directions below in order to submit your
application.

Opportunity Description Dept/Agency Posted Start Date Posted End Date Amount Submission Date
21170608095341 SAMPLE FINANCE &/7/2017 12:00:00 |8/15/2017 5:00:00 |To be determined

AM PM

¥ Attach your proposal, budget and any other documents you are submitting as part of your contract application here

Disclosure Forms

Pleazs select 3 disclosure form. A blue check (| ‘/) indicates information for that disclosure form exists. It is your responsibilty to ensure the accuracy and thoroughness of the information before signing and
submitting your application.

You may dick on 2 blue check ( V'j to view entered information and/or to update as necessary and required under the Philadelphia Code.
Once all forms are checked and your proposal submissions are attached, click on the @ e "Sign and Submit Application” to be able to submit your application.

V(ampaign Contribution Disclosure

(Mazy contain information submitted on a previous disclosure)

Qconsultant Disclosure - Consultant Contribution Data Missing

@Sub-Contraclor Disclosure

If you disclose that you used a Consultant but did not submit contribution information for
that Consultant, you will receive a notification on the main application page that this

information is missing. Until you submit the Consultant contribution information, you will
not be able to submit your/your company’s application. 27
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Vendor Subcontractor Disclosure

Vendor: ABC Engineers Closing D ate: 04/30/2006
Opportunity: 21060321152724 Dept/dgency: OES S

Subcontractor Disclosure Information
*Required Fields

[] Check here if no subcontractor(s] are to be used. [Click ‘Add' after checking this box]
List all subcontractor(s) you are planning to use if awarded this contract.

*Name: [Rabertson Auditars
*address 1: [ 251 Lyons Street
Address 2: i —
*City: | Philadelphia
"State: [PA v | *zip[19117
*Phone: ["215‘ 1] 555 L[1212

*Amount to be Paid: | (f#ﬁ###) *or Percentage to be Paid: [1(f | Add %[ Cancel ]

Name Address City State Zip Phone

Amount Paid  Percent Paid

You must certify that you are not planning on using a subcontractor or enter
information on the subcontractor you plan to use. Click Add to enter

28
your/your company’s response.
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Vendor City Employee Request Disclosure

Vendor: Dummy Test Company Closing Date: 06/22/2020
Opportunity: 21170608095341 Dept/agency: FINANCE

City Employee or Officer Request Disclosure Information
Bequired Fields

[ check here if no City employee or officer asked you, the Applicant, any officer, director or management employee of the Applicant, or any person representing the Applicant to
give money, services, or any other thing of value (other than contributions) during the two years prior to the application deadline for this contract opportunity. (Click 'Add’ after

checkang this box)

HMame of Employes: |Jc:-hn Jones

Title of Employee: |.ﬂ-.550-::iate

Lunch
Money, Service or Thing
of Value Requested:

Bate Requested: 06/01/2019 (mm/dd/yyyy)

Money, Service, or Thing $75 Lunch

of Value Given:
(if none, leave blank)

*Date of Payment: |DE;‘I31.1"2E| 19 |(mrm‘u:|dfywy]

BLUE indicates added within the last 7 days

g 5 CE. O I . -
Money, F'J-'-Eqmu::r'ize I;'r Value Money, Service, or Value Given Req. Date Payment Date

You must certify that no requests were made or enter information in
the required fields. Click Add to enter your/your company’s response. 29
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Vendor City Employee Participation Advice Disclosure

Yendor: ABC Engineers Closing Date: 04/30/2006
Opportunity: 21060321152724 Dept/bgency: OES S

City Employee or Officer Advice Disclosure Information
* Required Fields

* Name of Employee or Officer: ||

* Title of Employee or Officer:
*Date of Advice: (mm/ddiyyyy)

Individual or Business Recommended
: i) ncel
to satisfy participation goals: Cance

*

Name of City Employee or Officer Title Date of Recommended Individual/Business

Advice
Brent Myers | Compliance Officer 01/25/2006 |Robertson Auditors dit | Bemove

You must certify that no advice was received or enter information in the
required fields. Click Add to enter your/your company’s response.
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Dummy Test Company
100 Market St.
Philadelphia, PA 55555

After you have attached your document(s) and completed ALL disclosure forms, you must still sign the application. Follow the directions
below in order to submit your application.

Opportunity Description Dept/Agency Posted Start Date Posted End Date Amount Stat Submission Date

21170608055541| SAMPLE 6/7/2017 8/15/2017 To be determined
12:00:00 AM 5:00:00 PM

¥~ Attach your proposal, budget and any other documents you are submitting as part of your contract application
here

Disclosure Forms

Plzzss select 2 disclosure form. A blue check V':. indicates information for that disclosure form exists, Itis your responsibilty to ensure the accuracy and thoroughness of the
information before signing and submitting your application.

You may dick on 2 blue check [ V} to view entered information and/or to update as necessary and required under the Philadelphia Code.

Once all forms are checked and your preposal submissions are attached, click on the @ net o "Sign and Submit Application” to be able to submit your application,

V'Campaign Contribution Disclosure
(May contain information submitted on 2 previous disclosure)

¥ Consultant Disclosure
¥ Sub-Contractor Disclosure

V'City Employee Request Disclosure
(May contain information submitted on 2 previous disclosure)

’/City Employee Participation Advice Disclosure

@Sign and Submit Application

Once you have attached your response documents and completed your
disclosure forms (all indicated by blue checkmarks), you can click on the red
“X” next to sign and submit whenever you are ready to submit your
application. Your application will not be considered until it has been signed 33
and submitted.
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Vendor Application

John Jones

Dummy Test Company
100 Market St.
Philadelphia, PA 55555

Opportunity Description Dept/Agency Posted Start Date Posted End Date Submission Date

21170608095341 |SAMPLE 6/7/2017 8/15/2017 To be determined
12:00:00 AM 5:00:00 PM

Vendor Signature on Application

In order for an application to be considered valid, it must be properly signed by the applicant. The Application may not be signed by anyone other than
the Applicant or an authorized officer or employee of the Applicant. Applications that are not signed will be rejected. By typing your name and title
in the signature space below, you, as the applicant, signify your intent to sign this application. Someone other than the proper signatory may not
type in another's signature. All signatories hereby declare and certify that they are the Applicant or are employees or officers of the Applicant duly
authorized to execute this Application and make disclosures on the Applicant’s behalf; and represent and covenant that, to the best of their knowledge
after appropriate inquiry, all of the information and disclosures provided are true and contain no material misstatement or omissions.

If application is being submitted by an INDIVIDUAL, SOLE PROPRIETOR, PARTNERSHIP, LIMITED LIABILITY PARTNERSHIP, LIMITED LIABILITY COMPANY,
or any other legally formed entity except a corporation (see below) sign the application here, with a signature by either the Individual, Owner, Partner,
Member or Manager. If the application is not signed by the above mentioned, by signing in the Authorized Signatory box provided below, you hereby
certify that you are authorized to sign in place of such officers:

Signature of Individual/Owner/Partner/Member/Manager || |

Authorized Signatory | |

If application i1s being submitted by a CORPORATION, sign the application here, with signatures by (a) President or Vice-President of the corporation AND
(b) Secretary, Assistant Secretary, Treasurer or Assistant Treasurer of the corporation. If the application is not signed by the above mentioned, you
hereby certify that you are authorized pursuant to a cerfified corporate resolution to sign in place of such officers.

President/Vice President | |

Secretary/Asst. Secretary/Treasurer/Assistant Treasurer | |

Authorized Signatory | |

Back to Application

Make sure to sign and submit your application. Signing your application does not
require any special software or functionality. Again, your application will not be
considered until it has been signed and submitted. You will receive an e-mail
confirmation of your submission.
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Vendor Record

Vendor: Dummy Test Company

The twiz tabs below, Current Application and Professional Services Contracts, will allovs you to view a summary of contract opportunities for which you have applied and any existing Professional Services Contracts

(including Miscellaneows Purchase Orders, or MPs) that you have with the City of Philadelphia. Select one tzb or the other to s=e sither your current applications or your current contracts. Select an opportunity or
contract to open its Dezailed Information page.

Current Applications Professional Services Contracts

Opportunity Description Dept/Agency F'cetggt:tart Fméﬂfnd Amount Submission Date

211706080595341 |SAMPLE 06/07/2017 |08/15/2017 06/08/2017

21170502151222 |SAMPLE - incomplete 05/03/2017 |06/14/2017 Incomplete

Check your Vendor Record to see your application submission date. The list

will also show whether an application you have started is still incomplete. 23
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Exemptions

Most contract opportunities will be advertised on the
New Contract Opportunity list, but there are some
categories of contracts that are not required to be

posted.

The two largest types of exemptions are for contracts
valued at $35,000 or less and contracts between non-
profit organizations and the City’s social services and

housing departments.

34
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Exemptions

* Although these contract opportunities may not be
advertised on the New Contract Opportunity list,
the City still requires:

— Certain disclosures from Contractors prior to the contract
being executed (signed)

— Contractors to meet eligibility requirements

— Disclosure forms to become public information after the
contract is executed (signed)
 The department contracting with you will provide
Information to you while your contract is being

prepared on how you submit your online
disclosures.

35
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Disclosing on Unadvertised Contracts

In order to submit disclosure for “exempted contracts” (a.k.a. unadvertised contracts), you
must register with eContract Philly.

CGontract = allliW

About Instructions Disclosura/Eligibility Links Nood Assistance? Login/Rag|star
rome Login/Register
Naw Contract Haglster

Opportunities FIN/GSN

Login/Reglster |

[ he City af Philadelphia has a contract on reeord with this EIN/SSN. 1F you would ke to register using existing contiact information, please conlim the
Tollawing Infarmation from ane af your cantracts with the City of Philadelphia. 1 you alieady iegisteied ance, you do not need to do so again Please
tocquest & Password (PINY eminded il gou da not iemembier our login nfamation

Contract Awards Contract #

Amandmants [

Contract Amount

contract Ranawals

Vandor Applications
(for Exacuted
contracts)

Raport It you oannat verily your oantiact infarmation, please contact aCanteact Philly of you may oantinue your gistiation hem
o

| Click Mare for Hew Registration |

The system will recognize your organization’s EIN as one that is associated with a current
contract with the City of Philadelphia. The system will prompt you to enter information
about a current contract (contract number and amount) for verification purposes. If you

cannot remember your contract information, please contact econtractphilly@phila.gov or
215-686-4914 for assistance. 36

Please see pages 6-11 for further directions on registering and logging into your Vendor Record.
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Unadvertised Contracts

Vendor Record

Vendor: ABC Company

The twe tabs below, Current Application and Professional Services Contracts, will allow you to view a summary of contract opportunities for which you have applied and any existing Professional Services Contracts

(including Miscellaneocus Purchase Orders, or MPs) that you have with the City of Philadelphia. Select one tab or the other to see either your current zpplications or your current contracts. Select an opportunity or
contract to open its Dezailed Information page.

Current Applications ” Professional Services Contracts

Effective
Date
MP¥X 16000002 | Miscellaneous COrder FINAMNCE 12/10/2015 |06/30/2016 £10,000.00 | Mot Last Updated
Executed 06/01/2017

MPXX 15000009 | Miscellaneous Order FINANCE 10/27/2014 |06/30/2015 $£20,000.00 |Mot Incomplete
Executed
MP¥X 15000008 Miscellaneous COrder FINANCE 10/27/2014 |06/30/2015 £20,000.00 | Mot Not Started
Executed
MPXX 14000024 | Miscellaneous Order FINANCE 05/05/2014 |06/30/2014 $30,000.00| Mot Last Updated
Executed 08/04/2016

Contract ID Type of Service Dept/Agency Ending Date Amount Status Disclosure Status

When you first login, you will always be taken to the main page of your
Vendor Record that looks like the above. Notice that there are two areas:
Current Applications and Professional Services Contracts.

To get to the unadvertised contract for which you have to submit disclosures,
click on the Professional Services Contracts list and select the appropriate
contract. Any future unadvertised contracts will also appear on this list when
it is time for you to submit the appropriate disclosures. &1
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Vendor Application

Unadvertised Contracts

Plymouth Meeting, PA 19462

After you have completed ALL disclosure forms, you must sign the application. Follow the directions below in order to submit your application.

Contract ID Type of Service Dept/Agency Effective Date End Date Amount Status Last Updated
|MP)<X1.5000008 Miscellaneous Order 10/27/2014 06/30/2015 $20,000.00 Not Executed

Disclosure Forms

Pleasz select 2 disclosure form, & blue chack | \/) indicates information for that disclosure form exists. It is your responsibilty to ensure the accuracy and thoroughness of the
informaticn before signing and submitting your application.

You may dick on 2 blue check V:. to vigw entered information and/or to update as necessary and required under the Philadelphia Code.

Once all forms are checked and your preposal submissions are attached, click on the & neao "Sign and Submit Application” to be able to submit your application.

‘/Campaign Contribution Disclosure
(Mzy contain | mati bmitted on 2 previous disclosure}

Consultant Disclosure

Sub-Contractor Disclosure

@Citv Employee Request Disclosure
i B

(Mzy contain i

itted on 2 previous disclosure)

City Employee Participation Advice Disclosure

@Sign and Submit Application

| Back to Vendor Record |

The online disclosure submission requires you to complete each area preceded
by the “X” symbol and then sign and submit the information. Clicking on the “X”

will take you to the appropriate page where you can complete the form.
38
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Vendor Application

Scott Chabala

Unadvertised Contracts
Plymouth Greene Office Campus

Suite G5

Plymouth Meeting, PA 19462

After you have completed ALL disclosure forms, you must sign the application. Follow the directions below in order to submit your application.

Contract ID Type of Service Dept/Agency Effective Date End Date Status Last Updated
|MP){X15CIGUDDB Miscellaneous Order FINAMNCE 10/27/2014 06/30/2015 $20,000.00

Mot Executed

Disclosure Forms

Please select 2 disclosure form. A blue check V':I indicates information for that disclosure form exists. It is your responsibilty to ensure the accuracy and thoroughness of the information
befare signing and submitting your apglication.

You may dick on 2 blue check ‘/) to view entered information and/or to update as necessary and required under the Philadelphia Code.
Onee all forms are checked and your proposal submissions are attached, click on the @ nzam "Sign and Submit Application” to be able to submit your application,

1""Campailgn Contribution Disclosure
(May contsin information submitted on a previous disclosure)
¥ Consultant Disclosure

¥ Sub-Contractor Disclosure

‘/Cit',' Employee Request Disclosure
(May contain infarmation submitted on 3 previous disclosure)

1""Cit‘,.' Employee Participation Advice Disclosure

@Sign and Submit Application

The disclosure forms are the same as those for new contract opportunities
that are advertised on the eContract Philly website. Again, each item
must be checked before you can submit your disclosures.

Make sure to sign and submit your disclosure forms in order to complete
the required disclosure process.






