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User Guide

Purchaser’s Guide for DES Two Tier Contracts 
A. Process Overview

When services are required under this contract, your tasks as a user will be:

1. Define and determines job requirements

2. Develop an estimated  job value

	Small Project Process
If job is at or below $10,000

* Purchaser reviews options and selects provider that best meets the need

* Places order with the selected provider using own PO
If job is at or below $13,000, please reference Contract language regarding

Purchases from small, minority, women or veteran owned business


	Competitive Process
If job is greater than $10,000 

* Purchaser completes a Second Tier Solicitation (Work Request) describing their project using the tools in this guide (see embedded file next page).
* Second Tier Solicitation will include a detailed scope of work, clear deliverables, and request for firm’s qualification/experience, commitment to meeting needed schedule. Do not include proprietary language and terms. Be sure the work elements requested are commonly used terms.

  If the project spans more than one contract category, Purchaser may post to both lists.

* Second Tier Solicitation will include detailed evaluation criteria 

* Purchaser posts the completed Second Tier Solicitation to venders in the prequalified WEBS pool titled “Contract XXXXX (Name of Contract)” for the given category. 

* Responses go to the purchaser

* Purchaser evaluates responses using published criteria

* Purchaser selects successful  Contractor

* Purchaser notifies and documents successful Contractor in WEBS

* Purchaser provides debriefing to unsuccessful bidders, and processes protests in   accordance with DES-170-00 Policy .

* Purchaser places order with the selected Contractor using own PO


B. Beginning the Process

In defining the job requirements, consider several factors; complexity of work, available timeframe, sensitivity of the issue, location, on-going need and any other factor that will affect the final cost.

Using this information and the posted pricing for contract providers, estimate the value of the work. 
If the test is one of a series of on-going tests, estimate the total value of the extended annual work.

Using the estimate select the appropriate procurement process. If the project is one of what will become an on-going program with a common method, or purpose, consider using the competitive process to establish one contractor that will give you consistent reports and a partner in your project over a period of time. 

On the other hand if this sort of commonality cannot be foreseen, and the anticipated value is below $10,000, use the small project process (small project process).  

If you call a vendor to place your order and after a conversation you discover before you have issued your PO that the work will exceed $10,000….stop, do not complete the transaction. Tell the vendor the price exceeds $10,000.  Go to the competitive process. Be sure to include the original vendor in your process to allow him the opportunity to compete.   

C. Small Project Orders (small project process)
In selecting the provider, look back to the requirements considered in the estimation process. Consider best value. That is, what is in the state’s best interest for a particular application or set of circumstances?  Sometimes, hiring a more costly provider may result in more overall value once you consider the critical service components necessary to obtain your desired outcome.  

When you place your order, use your own PO format and tracking number. 

D. Competitive Orders

Competitive orders utilize a Second Tier process. The tool for completing this process is the Second Tier Solicitation (Work Request) form (See embedded form). 
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The form has a section where you will provide a description of the work you need to have completed. This Scope of Work section should include any details you would later check. These might include: additional competencies and approaches. When you are finished, take a look at your work and ask yourself, if a provider could meet all the requirements you have identified; would you accept them without reservation? If you cannot say you would approve just anyone that met those requirements, think again about what else it would take to insure that the work would be performed to your necessary requirements.

Next, think about how you will determine the capability of bidders to be certain they can/will provide the functionality and reliability you have required. Set these measures down as your detailed evaluation criteria. Include these when you publish your Work Request.  

The Second Tier Solicitation will be published to the second tier vendor pool. These vendors have not had their pricing evaluated. The competition for price will occur when the contractors respond to your opportunity.  

Allow time from the date of posting for the contractors to respond. Two weeks is reasonable. Document when the responses arrive by having vendors respond via email.  When the response due date has passed, evaluate all responses based on your pre-established criteria. Do not evaluate one vendor against another; evaluate each in relationship to your requirement.  
Post the Solicitation

Solicitations are posted to Washington’s vendor notification system (Washington Electronic Business Solution or (WEBS). Login at https://fortress.wa.gov/ga/webscust/ and go to “Manage Solicitations” and then click “ADD NEW SOLICITATION”
a. Step 1: Complete all required fields.
Complete all required fields in this section while remembering to choose “Selective” in the “Open/Selective” dropdown box.
In the Description field, reference the Master Contract #XXXXX specified in the “List Name” and the category name specified in the “List Description” for proper management and administration of the program.
b. Step 2: Select a county. 
While you will be selectively posting your solicitation to a prequalified pool of vendors (see next step), the WEBS system requires this field to be populated in order to advance to the next step. Only vendors listed in the Contract # XXXXX prequalified list that you select in the next step will receive the notification. Again, this is simply a system requirement. 

c. Step 3: Select the PREQUALIFIED LIST in WEBS; NOT commodity codes.
Select the “Prequalified List” tab and then select your category or categories titled 
“Contract #XXXXX (with the category that applies)”. This will notify all vendors within the prequalified list for your category(s).
In accordance with the intent of RCW 39.26 to promote open competition and transparency for all contracts for goods and services entered into by state agencies, DES recommends that all vendors are selected within the categorized prequalified lists and will not recommend a minimum number of vendors to notify. Should you choose to select fewer than all vendors within a prequalified list, you may be required to substantiate your award decision if requested by an auditor.
IMPORTANT: Please make sure that “desmipsmc” as a vendor so the Professional Consulting program will receive notification of the activity to allow for proper management and administration of the program.  “desmipsmc” does not count as a “vendor contacted” for audit purposes.
d. Step 4: Upload the Solicitation document.
a) Review all previous steps

b) Browse out to and upload the solicitation document

c) Click “Post Solicitation” at the bottom of the screen
Measure and Refine (if necessary)

Contractors from the prequalified list which you have chosen in WEBS will download and read your solicitation. Some will endeavor to submit proposals and some will have questions.

Feedback from the vendor community may result in solicitation amendments. Draft up amendments as appropriate and post to WEBS under the original solicitation number. There is a section toward the bottom of the page dedicated to amendments just below where you posted the solicitation. You browse out to and upload amendments just as you did the original solicitation.

Note: Make sure you post amendments in the “Amendment” section; not the “Solicitation” section. (See Imbedded Amendment form)
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Evaluate Proposals

Contractors will submit proposals.


Evaluate proposals and select apparently successful bidder (ASB) in accordance with your evaluation process detailed in the solicitation.
ASB Notification

Notify all Bidders of ASB selection via WEBS.

Note the complaint and protest (DES-170-00) requirements detailed in the Procurement Reform Policies.
Award

Negotiate and execute an order document (Second-Tier Contract) with ASB (Contractor upon execution).  Templates are available on the Contract XXXXX webpage. Upon execution of a second-tier contract, work may commence. 

        





Performance

Contractor performs work and submits proper invoices for payment in accordance with contract terms. Upon completion of work, Customer may complete a DES Vendor Performance Report. A template is provided on the Master Contract XXXXX webpage. DES may track performance for administrative purposes and share with other Customers.

E. Finalizing the Award 

If the project is straight forward, one time work, use your own PO process to order the work, referencing the bid submittal. If the project will be on-going or unusually complex, finalize the process by using the Second Tier Solicitation and the winning vendor’s response to create a Second Tier Contract file.  Get all needed signatures prior to start of work. 

F. Documentation Requirements

When the expected total cost of the job/service is at or below $10,000, no special documentation is required. Follow the requirements of your procurement office for normal procurement documentation. 

When the expected total cost of the job/service is greater than $10,000, the solicitation and selection process must be documented and the file retained for audit purposes. At a minimum, user will maintain a copy of:
 1.   The Second Tier Solicitation posted to the contract provider pool
 2.   The responses submitted as a result of the request

 3.   The evaluation criteria and process utilized to determine the awarded vendor

 4.   The order as sent to the selected vendor 

 5.   Any other documentation that adds clarity to the procurement.
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(Name of Contract) 









		This Second Tier Solicitation (Work Request) is issued under 

Master Contract XXXXX (Name of Contract).





		Second Tier Solicitation Number: (customer fill in)

		Date Issued: (customer fill in)



		Number of business days to respond to this request:

		(customer fill in)



		Responses are due by Close of Business on:

		(customer fill in)



		Please have your response submitted via email to:

		(customer fill in)



		Expected Work Period.  Work period is projected from:

		

(customer fill in)



		Late submissions cannot be considered.







 

		  Purpose and Objectives: 

(Customer fills in purpose and objectives) 







		Relevant Background Information: 

(Customer fills in background) 







		Scope of the Work: 

(Customer fills in scope of work)







		Timeline and Work Period of Performance:

(Customer fills in milestone requirements for when work be completed by or identify the period of time for maintenance services) 







		Experience, Qualifications and additional Certifications : 

(Customer fills in the specific capabilities the vendor must have to provide the services identified in this checklist) 	

Mandatory:

· 

Highly Desirable: 

· 



		References (OPTIONAL):

(Customer fills in the types of references requested.   This is an optional use field to be used at the customer’s discretion.) 	 










		Evaluation Criteria:

(Customer fills in the specific capabilities the vendor will be evaluated on and assign a weight to each capability.    (Examples of typical evaluation capabilities have been provide, customer should customize to fit their requirements and business needs.) 







		Capabilities (Examples below):

		Weight Assigned 



		Qualifications and experience of vendor staff

		(Customer fills in) 



		Qualifications and experience of the vendor

		



		Costs/Price

		



		Approach, methodology and availability of proposed staff 

		



		Oral Presentations and Interviews (if applicable)

		



		References 

		



		

		





  



		Performance Measures:

(Customer fills in any  additional measures specific to their business needs that apply) 







		Debriefs and Protests :

Recommended: Review enabling Legislation RCW 39.26.170 and Policy # DES-170-00 

(Customer fills in additional debrief and protest procedures)











		Agency / Customer Information 



		Project Manager: (Customer fills in all fields)

		

		Date:



		Phone:

		Email:

		Fax: 










		(This section is an example and can be used at the customer’s discretion.)

Instructions to Vendors:  Please ensure that you have included the following information in your response, as these are the items that will be used to evaluate your response:





		

1. In X or fewer pages (normally 3), describe your proposed solution, methodology and overall approach to the customer’s defined Scope of Work.  Include all of the following in your response:





		2.  The number of hours required for you to complete the Scope of Work;
Hourly rate proposed for consultant(s) to complete the work.  A firm, fixed cost for completing the Scope of Work;



		3. A detailed project plan and schedule to complete the Scope of Work.



		4.  In 2 or fewer pages, describe a similar project completed in the last 3 years by the consultant(s) submitted for this Second Tier Solicitation.  Include the outcomes achieved for the customer.  Identify this customer and provide contact information (name, telephone, email, etc) for this customer



		5.  Number of staff that will be available for this Second Tier Solicitation.



		6. Affirm that proposed consultant will be available to begin work no later than DATE. Indicate any known staff scheduling issues during the proposed project period including but not limited to other project engagements and holidays.



		7.    Commit that the staff proposed for this work will actually perform the contracted services. The bidder, by submitting a proposal, agrees that he/she will not remove the selected staff person without the prior approval of Project Manager. If removal is permitted, the bidder agrees that it will submit the name of the proposed replacement, who must meet the qualifications/experience requirements, for Project Manager’s review and approval before the individual is assigned responsibility for services of any Second Tier Contract awarded as a result of this Second Tier Solicitation.



		8. Résumé for each staff person submitted for this project, including subcontractors if applicable (include company names and phones numbers worked for past three years for each individual).



		9.  Availability of staff for possible interview with customer.



		10. Vendor's contact information for this Second Tier Solicitation.  Include project lead name, title, email, phone & fax numbers.



		A Second Tier Contract number will be assigned, and formal Purchase Order issued, after a vendor is selected to perform from this solicitation.











		

Please indicate Second Tier Solicitation # Customer fill in when responding to this solicitation.  
If you have any questions please either email Customer name at Customer email 
or you may call customer phone# (___) ___-____.











Vendor complete and return the following reference information with your response:

		Name of #XXXXX (Name of Contract) for whom this reference applies:



(Note: Vendor submission of this form constitutes permission for Customer to contact the reference indicated herein.)



		Contact Name of Reference:

		Contact's E-mail:



		Contact's  Phone Number:

		Name of the Vendor’s Consultant(s) who are known to this contact:





		Time Frame of Services Provided:

		Budget for Services Performed by Vendor:



		Description of Services Performed:





		(This space reserved for Customer use)
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 (Name of Contract) 









		This Second Tier Solicitation (Work Request) is issued under 

Master Contract XXXXX for (Name of Contract)





		Second Tier Solicitation Number: (customer fill in)

		Date Issued: (customer fill in)



		Solicitation Amendment Number:

		(customer fill in)



		Number of business days to respond to this request:

		(customer fill in)



		Responses are due by Close of Business on:

		(customer fill in)



		Please have your response submitted via email to:

		(customer fill in)



		Expected Work Period.  Work period is projected from:

		

(customer fill in)



		Late submissions cannot be considered.







 

		  Purpose: 

(Customer fills in purpose of Solicitation Amendment, changes,  additions or Q & A Information ) 







		Amendment (must be or need not be) signed and returned with proposal. All other Terms, Conditions, and Specifications remain unchanged. (Customer chooses if amendment is required or not). 







		For Contractor: 



Contact name, Contractor name

Phone

Address

City, state, zip

email.address@company.com





Signature ___________________________________



Date _______________





		For Customer:



Customer Procurement Coordinator name, Agency, Division 

Phone

Address

City, state, zip

email.address@agnency.wa.gov





Signature ___________________________________



Date _______________
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