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Pre-Bid Meeting
PEPPM Marketplace Bid 2024
Bid Due Date, Thursday, May 9, 2024, 3 p.m. Eastern Time
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Meeting Goals
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• Talk plainly about bid Terms & Conditions

• Highlight the benefits of participating with PEPPM

• Show how to submit a perfect, responsive, responsible bid

• Point out common bidding errors

• Answer most common questions about policy & procedures
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Marketplace Solution

A Simple Definition
A “Marketplace” or a 
“Marketplace Solution” is one 
in which an Awarded Vendor 
either works alone or gathers 
together a network of 
Authorized Resellers to sell 
diverse Products on a single 
website. It is overseen and 
managed by a single Awarded 
Vendor. 

• Is not a niche-supplier for a single category of 
Products, such as plumbing, landscaping, kitchen 
equipment, or books

• Drives down prices through reseller competition or its 
leverage based on volume of demand

• Lowers cost of acquisition by allowing public entities to 
consolidate purchasing from a single source or a single 
purchase order 
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How does the Marketplace Bid differ from 
typical PEPPM Technology Bids?

Marketplace Focuses on:
• Breakroom Supplies, Foodstuffs, 

Cafeteria Supplies, and Kitchen 

Equipment

• First Aid, Safety & Special Ed
• Instructional, Art, and Craft Supplies

• Maintenance, Repair, and Operations
• Office Supplies

Minimum of 300,000 Products 
pertaining to public sector agencies

• This is not a PEPPM technology solicitation for:

• Single Product Lines by Brand

• Technology Catalogs

• Watch for a Product Line bid solicitation in late summer

• Current PEPPM Contract End Dates
• www.PEPPM.org/contracts/
• Click on Contract Number (right column)
• Overview Tab lists Begin and End Dates
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1   2   3   4   5   6   7   8   9   10   11   12   13   14   15   16   17   18   19   20   21   22   23   24   25 26   27   28   29   30 

April

April 25

Snapshot Day>

Submission of Questions >
1   2   3   4   5   6   7   8   9   10   11   12   13   14   15   16   17   18   19   20   21   22   23   24   25   26   27   28   29   30 

April

April 18

3 p.m. ET Final Bid Deadline >
12  13  14   15   16   17   18   19   20   21   22  23   24   25   26   27   28   29   30   01   02   03   04   05   06   07   08   09 

April                                                                                           May

May 9

Avoid Unforeseen Problems; Submit Early  
> 12  13  14   15   16   17   18   19   20   21   22  23   24   25   26   27   28   29   30   01   02   03   04   05   06   07   08   09 

April                                                                                          May

May 7

Request for Exceptions >
1   2   3   4   5   6   7   8   9   10  11   12   13   14   15   16   17   18   19   20   21   22   23   24   25   26   27   28   29   30 

April

April 11

Important Dates
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Requests for Exceptions to T’s and C’s

• Bidders have had 15 days to review T’s and C’s

• Notice of exceptions must be in writing to BidQuestions@PEPPM.org 

• Exact, suggested changes must be attached

• Suggested changes must apply to all bidders

• The deadline for suggested changes is Thursday, April 11

• Any agreed-to exceptions will be posted in an addendum around April 19

• Before submitting a bid, Bidders must answer a question affirming they have checked for any 

amendments on the bid form 

• No material exceptions will be accepted on the Bid Due Date
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What is Snapshot Day?

• Snapshot Day is Thursday, April 25

• Bidders must capture the base Commercially Available Price for Core Items and Group 2 Products 

on that day

• Why? Because Marketplace pricing can change every day

• For fair market comparisons and bid evaluation, Bidders must capture their Base Pricing on 

Snapshot Day and submit it on appropriate pricing templates

• We advise working with your IT departments now to establish a process whereby you can 

“snapshot” base pricing on April 25 for Core Items and Group 2 Products

• After capturing Base pricing, Bidders will apply any discount Offer to those base prices on PEPPM’s  

official bidding templates
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Submission of Questions

• Submit questions about terms, policy & interpretation to PEPPM by Thursday, April 18

• Send emails to BidQuestions@PEPPM.org 

• Answers to frequently asked questions will be posted at www.PEPPM.org/bids

 

• For technical help on filling out the bid forms and spreadsheets, contact Epylon

• Phone lines will be busy on the last two days before the bid deadline

• Epylon Customer Service works in the Pacific Time Zone

• Email Service@Epylon.com or call  (888) 211-7438
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The Deadline is 3 p.m. ET, Thursday, May 9
• The bid deadline is 3 p.m. Eastern Time, on Thursday, May 9

• Anything past 3 p.m. ET is considered late and will not be accepted

• The bidding software clock is tied to the atomic clock and is exact

• Your own computer clock or watch can be off

• It is better to submit at least two days early — May 7

• Don’t throw away all your good effort by being late
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The Danger of Waiting

PEPPM often sees Bidders who have waited too long to complete their bids and end up being late 

submitting their bids because:

• They made an error on their spreadsheets and could not get them uploaded before the deadline

• Their spreadsheets were large and took a long time to upload

• They missed answering some questions and got an error message

• They could not get their references back in time

• Customer service lines for help were taxed to the limit during the final hours

• Their outgoing Internet lines were bottlenecked with traffic

Use every day to your advantage. Don’t miss the deadline! Submit one to two days early. D
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Award Date Scheduled near June 19

• Approval is expected at the June 19th CSIU board meeting

• Announcements would be made the same week

• $400 Award fee will be charged upon CSIU signing of Contracts

• Awarded Vendor will immediately start fulfilling post-award responsibilities

• Contract start date for sales will be Monday, July 1, 2024

• Contract sales can start when post-award paperwork is complete

• Term of Award is through June 30, 2027

• Possible two, one-year extensions
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Research Leading to a Bid

MARKETPLACE 
CAPABILITIES
What is 
common to 
marketplace 
functionality & 
capabilities?

DISTRICT
NEEDS
What do 
districts buy? 
We studied 
100,000 
Products.

LEGAL 
REQUIREMENTS
How can bid 
terms be 
written to be 
legal and 
accepted?

POST AWARD 
MANAGEMENT
How can we 
get reports 
and ensure 
correct bid 
pricing?

NURTURING A 
VENDOR POOL
How can we 
structure the 
RFB to be fair 
to multiple 
bidders?

ACCURATE 
EVALUATIONS
How do we 
accurately 
evaluate bids for 
upwards of a 
million Products?

June 2023<………………………………………………………………………………………………………………………………………….…………………….> March 2024 S
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• Public school districts

• Area vocational-technical schools (AVTS units)

• Intermediate units, including County Offices of Education and BOCES

• State-approved private schools

• Public libraries

• Nonpublic schools

• State-approved charter schools

• Community colleges and public universities

• Tax-exempt, nonprofit colleges, and universities

Eligible U.S. Education Organizations
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• Cities

• County governments, local municipalities, county/municipal/public authorities, and special districts

• State agencies and other political subdivisions

• Other tax-exempt, nonprofit public health institutions or organizations

• Other tax-exempt, nonprofit fire companies, rescue companies, or ambulance companies

• Other entities, including a council of governments or an area government

• Other organizations, institutions or entities permitted under applicable law to avail themselves of Agency 

Contracts
• Other tax-exempt, nonprofit educational institutions or organizations which do not fall within the definition 

of LEAs

Additional Eligible U.S. Organizations
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• Must be a U.S. company or otherwise authorized to do business in the United States

• Must operate a marketplace with Products in diverse categories

• The marketplace must have a minimum of 300,000 Products pertaining to public sector agencies

• May operate alone or with a network of resellers

• Must be able to oversee resellers and regulate terms by which they sell on the Marketplace

• Must be able to accept purchase orders or procurement cards from public agencies

• Must be the central point for ordering, customer service, and payment of invoices

• Qualifications are fully spelled out in Terms and Conditions, predominately in Section V. 

Bidder Qualifications
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Product Specifications
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The Three Groups
• Core List Products

• Groups 2 Products

• Rest of Products

• PEPPM has pre-identified nearly 3,000 items on the 
Core List to be Priced by Bidders

• Bidders will Offer at least 300,000 Group 2 Products -- 
but not more than million -- from their Marketplace that 
are “Suitable” for public sector buyers

• Rest of Marketplace items will not be under Contract, 
but stand eligible to become Contracted and bid-
protected items under certain circumstances
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Product Specifications

Vendor’s Entire Marketplace of Products

PEPPM’s List of Core Products

Group 2 Products; No More Than 1 Million Items Offered

(Not to scale)
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Core List Products

The Categories
• Breakroom Supplies, 

Foodstuffs, Cafeteria Supplies, 
and Kitchen Equipment

• First Aid, Safety & Special Ed
• Instructional, Art, and Craft 

Supplies
• Maintenance, Repair, and 

Operations
• Office Supplies

• Were curated from among the most frequently bid 
Products, whittling down from 98,000 items

• Represent Products from all five of the Core categories 
that have been purchased in the past

• May include many forms of a single Product because 
buyers want their unique configurations

• Bidders must price at least 50% of the Products on the 
Core List

• Effective Bid Prices must derive from Commercially 
Available Prices on Snapshot Day S
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Group 2 Products

The Types of Products
• Not limited to the 5 Core

Item categories

• Expected to be more diverse

• Some categories prohibited
• Includes prohibition on 

public works and 
construction

• Are self-defined and Offered by the Bidder

• Can include no more than one million Products from 
their marketplace as long as they are Suitable for 
public sector agencies

• The minimum number of items is 300,000, minus the 
number of Core Items a Bidder may have priced

• Effective Bid Prices must derive from Commercially 
Available Prices on Snapshot Day
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Five Major Components of the RFB

QUESTIONS
To Answer

1

Ts & Cs
To Read

2

PRICING
To Bid

3

ATTACHMENTS
To Inform

4

FEES
To Pay

5

Vendor Partner 
Agreement and 
References, plus 
Pricing Template 
with Three Tabs

Fill out three Excel 
spreadsheets:
● Quote Sheet Tab
● Core Items Tab
● Group Two Tab

127 questions to 
answer. You can 
always save your 
work and return.

Pay bid & award 
fees. Update 
your credit card 
info Profile.

Includes CSIU 
Terms and 
Conditions and 
Epylon Agreement
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Epylon’s eBid format has changed
• Work is divided into tabs for each major component of the bid

• Continuous long scrolling has been eliminated

• Do not neglect work and responses on any one of the tabs

• Your Pricing Template will be uploaded under the Product Lines tab

• You will get an error message if you have neglected a required response
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Read the Terms and Conditions
• They provide directions on how to complete your bid

• They will be the heart of your Contract, if you win an award

• They define your responsibility when using resellers

• They spell out your post-award responsibilities

• Any proposed exceptions to Ts and Cs must be submitted by April 11

• You will have to certify your acceptance of the final Ts & Cs

H
O

W
 T

O
 B

ID



Read the Terms and Conditions
• Download the Terms & Conditions; circulate to required decision makers

• A question on the bid form asks specifically if you have read and accepted the Ts & Cs

• Ts and Cs include Epylon’s Merchant Agreement for using its website
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Template for Quote & Core Items
• The downloadable Marketplace pricing template is located under the Product Line tab; the location 

looks like this:
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4 Tabs on the Marketplace Template
• The Marketplace pricing template workbook has four tabs (Excel format)

• They are the Instructions, Quote Sheet, Bid Response, and Group 2 tabs (shown below)

• To qualify with a valid bid, fill out the Quote Sheet, Bid Response, and Group 2 tabs correctly
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The Quote Sheet
• Make your Offer of any discounts for Core and Group 2 Products

• Define any categories, if any, for variable discounts

• Don’t miss the lower section for Group 2 Products starting at line 59
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The Bid Response Tab
• The Bid Response tab lists PEPPM’s Core Items

• The Bid Response tab calculates your Effective Bid Price

• Commercially Available Price on Snapshot Day minus any discount = Effective Price

• The pricing on the Bid Response tab is used to compare for lowest price

• The applicable discount from the Quote Sheet must correspond to the discount for Core Items 

listed on the Bid Response tab

• Price any equivalent substitutes with information in columns N through T

• Yes, you may Offer a price for both the exact item AND also Offer a price for a substitute

• If you Offer a substitute, PEPPM may require the delivery of a sample within two days of request
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The Bid Response Tab
These 

columns are 
optional fields 

for your 
substitutions

These columns can be
selected and copied

for your bid prep offline

Enter or paste
 base price and
discount here

Fields in these columns are 
required for any substitute 

Product you Offer
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Substitutions
At least one of these two fields 

must be populated --
 PREFERABLY BOTH

It’s OK if a long description is 
hidden beyond the cell width*

This is your 
Commercially 

Available Price on 
Snapshot Day
alongside any 
discount Offer

Column 
calculates 

automatically

*PEPPM may request samples for any substitutions Offered H
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Where can I provide notes?
• Use the Excel comment function to add notes in an unprotected pricing cell
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The Group 2 Products Template
• The location for placement of Group 2 Products is a tab within the Marketplace Pricing Template

• Base pricing must be captured on Snapshot Day

• Your bid may be rejected if the template is not filled out with at least 300,000 Products

• Group 2 Products represent not more than a million of your Suitable Marketplace Products

• You are not limited to PEPPM’s five Core List categories of Products; other categories are 
welcomed

• You can have unlimited other categories as long as the categories of Products are Suitable for 
public sector buyers, e.g. books, tools, uniforms, appliances, cameras, furniture, etc.
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The Group 2 Products Tab
• It is a very large spreadsheet  because it is built to accept one million itemized Products

• Be patient waiting for it to download and upload

• Don’t wait until the last minute to upload this file
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The Group 2 Products Tab
• If any of your items does not have a Manufacturer SKU*, then you must provide as many of these 

alternate ID numbers as possible: a Part Number, a Universal Product Code, a European Article Number

*An ISBN for books should go in the Manufacturer SKU field H
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Attach Pricing Template Here
• Upload Marketplace Pricing Template
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To Attach Marketplace Pricing 
Template within the “Product 
Lines” tab:
Step 1: Check the box for the 

Marketplace Solution 
Step 2: Click “Choose File” and 

find your completed PEPPM 
Marketplace Pricing Template 
spreadsheet to upload

Step 3: After the file has been 
selected, click on the “Attach 
Pricing Template” button



Attach Pricing Template Here
• Ensure the attached Marketplace Pricing Template is identified with a Red Asterisk
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Answer all Questions
• If a Question provides for only a Yes answer, you must answer “yes” or forego submitting your bid

• Some questions allow for attachments, such as the question about references
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Answer all Questions
• How to add attachments to questions

H
O

W
 T

O
 B

ID

To Attach files within the “Questions” tab:
Step 1: Check the box for the Question 

where the attachment is being added
Step 2: Click “Choose File” and find your 

attachment
Step 3: After the file has been selected, 

click on the “Attach Files” button
Step 4: Select or enter appropriate 

Response where applicable 
Step 5: Ensure the attachments appear in 

the last column for the question



Save Answers to Questions
• While working on your bid submission questions, periodically click on the “Save as Draft” button to save 

your work 
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NOTE: The completion of your bid response 
does not have to be done at one time. 
Use the “Save As Draft” button to save 

your work and return.



Required Documents Section
• Vendor Agreement and Reference forms are supplied by PEPPM and can be found on the Required 

Documents tab

• Completed forms should be attached to appropriate Questions
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Payment Section
• A $100 bidding fee applies at bid opening

• If Contract is awarded, a $400 fee applies at time of award

• Bid and Award Fees can be paid by credit card or checking account

• Update your credit card information under the “My Profile” button

• For sales under an awarded Contract, a 1% transaction fee applies

• Transaction fees are on net sales, before applicable shipping and any tax

• Transaction fees are billed monthly
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Bid Submission & Errors
• When you are ready to submit your bid, click on the “Review and Submit” tab

• Any Errors will be displayed in Red at the top of the screen
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Review and Submit bid:
Step 1: Click on the “Review and 

Submit” tab
Step 2: Review any Error messages
Step 3: Resolve any errors

In this example, 
the “You must respond to at least one 

product line” error is occurring because 
the “Bid” box was not checked on the 

Product Lines tab.



Bid Submission & Errors
• Common Error Messages: 

• Marketplace Solution product line does not have a SKU attachment
• On the “Product Lines” tab, upload the PEPPM Marketplace Pricing Template 

• Answer to question # is required 
• On the “Questions” tab, provide an answer for the identified question

• Please Sign for Payments
• On the “Payments” tab, Enter Card Holder Name and Click Sign 

• You must respond to at least one product line
• On the “Product Lines” tab, check the “Bid” box for the Marketplace Solution 
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Bid Submission & Errors
• When all errors have been corrected, the Review & Submit tab will give an overview of your bid 

submission

• Verify all attachments have been uploaded and all questions are answered accurately

• When ready, Click on the “Submit” button 
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Bid Evaluation
• Bids will be evaluated to determine if the Bidder submitted a Responsive Bid and that all required 

attachments and documents are present

• For those Bidders who submitted Responsive Bids, the responses to their questions will be examined to 
ensure the Responsive Bidder is also a Responsible Bidder and capable of providing Products to Eligible 
Entities under the Agency’s Terms and Conditions

• For those Bidders determined to have submitted a Responsive Bid and determined to be a Responsible 
Bidder, their pricing will be compared to competing Responsive Bids from Responsible Bidders to rank 
pricing from lowest to highest

• The lowest Responsive Bid from a Responsible Bidder will be recommended for an award
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Bid Responsiveness
• Criteria to determine a Responsive Bidder are listed in Section X.6

• More than 30 items are listed, and they frequently correspond to a question in the Question Section

• These items can be used as a checklist for a Responsive bid

• The first criteria asks if the bid was on time and not late
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Bidder Responsibility
• Criteria to determine a Responsible Bidder are listed in Section X.7

• Nine items are listed, and they frequently correspond to a question in the Question Section

• These items can be used as a checklist to ensure you are a Responsible Bidder

• It includes positive references attached on a PEPPM-approved form
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Post-Award Responsibilities
• PEPPM will require monthly reports of sales

• PEPPM will monitor bid pricing for all Core Items and Group Two Products
• When the price of any item exceeds the Effective Bid price by three times the annualized CPI, PEPPM will 

request a modification of Core or Group 2 Contracted Products
• PEPPM may require the Awarded Vendor to:

• Remove the designation of a Product as a Contracted Item
• Substitute a lower-priced brand equivalent as a Contracted Item
• Substitute an Authorized Reseller for a Product to continue to be on the Contracted Items List
• Request an Authorized Reseller to lower the price of the Contracted Item
• Find a lower-priced functional equivalent Product to be on the Contracted Items list
• Request that a Product be blocked or prohibited for sale
• Advise Eligible Entities to block Products or categories of Products
• Move a non-Contract item on the Marketplace website to protected Group 2 status
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Additional questions?
• Submit questions about terms, policy & interpretation to PEPPM by Thursday, April 18

• Send emails to BidQuestions@PEPPM.org 

• Answers to frequently asked questions will be posted at www.PEPPM.org/bids 
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