	COMMONWEALTH OF KENTUCKY

ABC Cabinet, DEF Agency

123 Street

Your Town, KY 12345
	Informal Solicitation 

for Nonprofessional Services


Please note: The Finance and Administration Cabinet Policy Procedure FAP 110-10-00: General Conditions and Instructions for Solicitations and Contracts is hereby incorporated by reference into this solicitation.

The Web site for entire Policies and Procedure manual: http://finance.ky.gov/ourcabinet/caboff/OOC/policies.htm 
	Solicitation Instructions
	(Month, Day, Year)

	Due Date for Response: Close of Business (Month, Day,Year) (Normally 10 days after issuing solicitation)
	Return Request For Quotation to the above referenced address (or the following address):




Terms and Conditions

1. Location of Service: DEF Agency, 123 Street (Floors 1,2, &3), Your Town KY 12345 

2. Period of Service: Day, Month, Year to Day, Month, Year (12 months later). This contract may be extended at the completion of the initial contract period for 1 additional one-year period.
3. Services provided by Vendor/Contractor/Proprietor: The service provider will clean and maintain in a clean and presentable manner all floors, offices and restroom facilities.  The services will be performed after normal working hours for the agency.  The facilities will be clean and ready for use at the beginning of each workday, which normally is Monday through Friday.  This includes, but is not limited to, emptying all trashcans, sweeping floors, washing and waxing floors when necessary, and cleaning and stocking all restroom facilities.  The service provider will inspect the facilities and review the scope of work with the agency contact person before submitting a proposal/offer.  (The agency may elect to develop and attach the scope of work hereto).

4. Items/Supplies/Equipment provided by Agency (if necessary) and Provider: The agency will provide all consumable supplies, i.e. toilet paper, paper towels, hand soap, etc.  The service provider will provide all cleaning supplies and equipment, i.e. floor and fixture cleaning detergents, floor waxes, brooms, brushes, mops, and floor care equipment.  (or include in the attachment)

5. Inspection and Acceptance of Services: The provider will have weekly or semiweekly inspections with the agency representative.  During this inspection the provider and agency will review the facilities and discuss any improvements or changes, if needed.  The agency representative will approve the provider’s invoice before payment is authorized.

6. Invoicing Instructions: The vendor is responsible to submit an invoice to the agency at the address indicated above on or before the 10th of the month following the month in which the service(s) were rendered.
7. Payment Terms: The Commonwealth shall pay all invoices in accordance with KRS 44.010, KRS 45.453 and KRS 45.454, which basically is “when due, and within 30 working days after receipt of approved invoice.”  Vendor/Contractor/Proprietor with the ability to accept credit card transactions must accept the Commonwealth Procurement Card (MasterCard) for payment of services

8. Total cost restriction: Cost of services shall not exceed $20,000 per fiscal year.

9. Taxes: The agency shall furnish the tax exemption number for applicable tax exempt purchases.

10. Governmental Mandates (Workman’s Compensation, Unemployment Insurance, etc.): The Vendor/Contractor/Proprietor is responsible for compliance with all applicable mandates concerning this agreement.  For the purposes of this contract the Vendor/Contractor/Proprietor is deemed to be an independent agent and is not considered to be an employee of the Commonwealth.  This agreement is governed by the laws of the Commonwealth of Kentucky.

11. Modifications to Contract: The agency reserves the right to modify this agreement for the addition or deletion of requirements deemed necessary by the agency with the mutual agreement of both parties; however modifications will not result in the expenditures against this contract exceeding $20,000 per fiscal year. 

12. Termination of Contract: Either party may terminate this agreement at any time for just cause, or either party may cancel this agreement with thirty (30) days written notice.

13. Method of Award: Award will be made to the lowest evaluated responsive, responsible best value offeror. The agency will issue a notification of award accepting the best value offer. Prompt Payment may be considered in award criteria.

14. Basis of Price Quotation: The provider agrees to provide the cleaning services as requested above for the monthly price of  $_____, and agrees to monthly payments made within thirty (30) working days after receipt of approved invoice by the agency. Approved invoice means the agency has approved the work provided during the period indicated on the invoice. 

15. Validity of Offer: This offer is valid for thirty (30) days and the provider offers *___% ___ Days, Net 30 WD prompt payment discount (i.e.2%10, N30WD)

The undersigned hereby swears and affirms that he/she has the authority to contract on behalf of the Vendor/Contractor/Proprietor, and agrees to the terms and conditions contained herein or incorporated by reference herein.

	X
	X

	Signature (Must be completed by Vendor/Proprietor’s authorized agent to be considered)
	Company Name/Complete Address/Phone Number/Date


Best Value - Ranking Approach

The Commonwealth intends to award a contract to the vendor, whose offer, conforming to the solicitation, is the most advantageous on the basis of "best value" for all products, services and requirements contained herein. An agency evaluation committee, or a designated individual, will evaluate the information provided by the vendor(s) in response to the established measurable criteria contained in the solicitation. With the ranking approach price is one of the measurable criteria components of the solicitation.  The measurable criteria are added together to determine the vendor’s total score.  The vendor with the highest score has the highest ranking.  Award is made to the vendor with the highest ranking.  If there is only one best value response to the solicitation, the evaluation process may be waived and award may be made to the only responsive, responsible vendor.

For example, if vendor “A” is evaluated by only one evaluator and received a total score of 95 points then that vendor would have a 95 ranking.  And if vendor “B” (responding to the same solicitation) received a total score of 90 points then he would have a 90 ranking.  If more than one evaluator is used, then the combined score of all evaluators for each vendor is the score to be used to determine the ranking for the vendor.  Again, award will be made to the vendor with the highest ranking.  If award is by line item(s) or subtotal(s), the line item(s) or subtotal(s) will be ranked instead of the total bid amount.

Measurable Criteria:
Price









90 points

Number of Dedicated Employees






10 points

Each vendor is responsible for submitting all relevant, factual and correct information with their offer to enable the evaluator(s) to afford each vendor the maximum score based on the available data submitted by the vendor.  The information will be furnished in the spaces provided below.  If adequate space is not available, the vendor must attach additional information that clearly cross-references the appropriate location in the solicitation (i.e. page number, paragraph, subject, etc.).

Price (90 points) - The vendor with the lowest price receives the maximum score.  The vendor with the next lowest price receives points by dividing the lowest price by the next lowest price and multiplying that percentage by the available points. For example, assume vendor A has the low offer at $13,000 then he would receive 90 points ($13,000/$13,000 = 1.00 x 90 = 90).  Assume $15,000 is the next low offer by bidder B, then he receives 78 points ($13,000/$15,000 = 0.87 x 90 = 78), etc.

Vendor’s bid Price: __________________________________________________________________________________________________

Number of Dedicated Employees (10 points) - A minimum four (4) dedicated employees (8 hours per day Monday through Friday except official state holidays) is required for this contract.  The vendor with the greatest number of employees (not to exceed 6 employees for evaluation purposes) receives the maximum points.  Assume bidder A has 6 employees dedicated to this contract, then he receives 10points (6/6=1.00 x 10 = 10).  Assume vendor B has 5 employees dedicated to this contract then he receives 8.3 points (5/6 = 0.83 x 1= 8.3), etc.

Number of Employees dedicated to this contract: __________________________________________________________________________

(Must be completed by bidder to be considered)

The vendor agrees that when delivery/service is not made within the contracted due date, one percent (1%) per day will be deducted from the vendor’s invoice for each day the vendor fails to meet the contracted delivery/service date. 

The Commonwealth reserves the right to negotiate all aspects of the solicitation with the evaluated best value vendor.

(Note to agency – make the appropriate changes to the above draft to suit or meet your requirements – remember best value criteria has to be objective and you must inform the prospective vendors how it will be evaluated – please refer to the above examples)

