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Office of Material and Procurement Services

DATE:

March 30, 2007

SUBJECT:
Small Purchase – Nonprofessional Services – Less than $20,000

In continuing with the authorization for agencies to solicit quotes for nonprofessional services, the need to clarify the best method to process these requests in eMARS is necessary.  For agencies requiring contractual agreements to process regularly scheduled payments, a PO2 should be issued.

1. Agencies must first develop terms and conditions for soliciting quotes and provide the same to all vendors solicited.  For purposes of the solicitation, the contract period cannot exceed 12 months.  A renewal clause must be included in the solicitation in order to extend any resulting contract.  Prices must remain firm for the initial contract period.  The contract can only be renewed for one additional year.  Prior to the contract expiring in the second year, the agency must go through the bid process again.  A template for Informal Solicitation for Nonprofessional Services can be found in terms and conditions. 

2. If your anticipated requirement exceeds your small purchase limit and is less than $20,000, solicit 3 quotes or post to the web.

3. Using the SR- Solicitation Response or the SRW Solicitation Response Wizard in eMARS tabulate and evaluate responses received to provide documentation justifying the award.  Award the PO2 from the EV document (which has been copied forward from the Solicitation, and has had the Solicitation Responses loaded into it. Add the SIGN terms and conditions to get signature lines. 

4. The PO2 will route to the Office of Material and Procurement Services based on its referenced cited authority.   The PO2 needs to contain the following:

· Add the Terms and Conditions to the PO2 via the “NPSVCS” section.  Note that a blank free form clause is not acceptable. 

· Reference FAP-111-55-00-06 as the cited authority. 

· At the header level of the PO2, attach the Determination and Finding (justification) for award, since the reviewer is unable to review the EV document. The Determination and Finding should include the document number, the vendors that responded to the RFB, and their pricing, the reasons for making the award, and the buyer’s name.  

Prior to expiration of this PO2, the agency should re-evaluate their needs and make any necessary changes.  If renewing the agency can submit a modification to the PO2 reflecting any changes for the next contract period (12 months) and submit for approval.  Should a new contract be needed, repeat the processing beginning with Step 1 above and submit for approval.   Please note that if the vendor requests a price increase that causes the total amount of the contract for that year to exceed $20,000, the contract must be re-bid on a competitive basis.

DETERMINATION AND FINDING (example)

(D&F)

Name of Solicitation- ie. Janitorial Services

Cabinet/Department Name

Solicitation Number : S-

Date of D  & F

List of vendors that responded: 
All bids were deemed responsive. 

VENDOR 4 bid a “no bid”.

Contract was awarded to: Name of vendor receiving award 

	Best Value Criteria: set up rows for however many criteria were considered- this is just an example
	Vendor 1
	Vendor 2
	Vendor 3
	Vendor 4
	Others
	

	Price (95) 
	$13,620

95 pts
	$14,722.80

87.9 pts
	$15,352.80

84.3 pts

	No Bid
	
	

	Delivery (5)

	4 days

5 pts
	7 days

2.9 pts
	21 days

1 pt
	
	
	

	TOTAL SCORE
	100
	90.8
	85.3
	
	
	



COMMONWEALTH BUYER:


Name of buyer


Title of buyer
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