Pre-Award
Procedures

GETTING TO THE AWARD

Jesse Sutton, Purchasing/Accounts Payable Specialist, Southfield Public Schools
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1. Project Development

Understanding Your Project...
= The Framework of the Project
- What is the Goal — The Big Picture®?

= What are the details needed 1o
make it happen?

Being thoughtful and intentional in
the beginning is key to a successful
outcomel



CommutilEEilisis

« Communication and Putting Your Team
Together

(Evaluation Team)

« Has this group of people worked together
before — are there things that need 1o be
discussed and/or mutually understood?

« Who is the end-user (infernal players)e
= Consultants (external players)?

« Who is your audience (possible vendor
POOI)?

= (Bid sites & invites)



Consultants & Project
Managers

= Bonds and Other Projects

= Does contract delineate who does
whate

= Are any tasks being overlooked?

= Shared or new
forms/documents/resourcese

= Processes
= Marketing extension



Evaluation Committee
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End user(s)

Technical expert

Specidlists (legal, engineer, consultant)

Other stakeholders and SMEs for the
project

Evaluation Team receives instructions and gives commitment to complete their RFP duties
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=  Evaluation Team Member Notice

«  Evaluation Team Member Agreement

Evaluation Team receives instructions and gives commitment to complete their RFP duties



Developing the Schedule

= Work backwards

= Best time of year for project/service &
service delivery dates.

= FY July 1 / GY October 1 / other start dates

= When is product needed and least
expensivee

« Target Board meeiing date
= Availability of evaluation feam members
- Assemble your Avengers EARLY

= Seasonal trends/other factors of vendor
eJeJe]




2. Bullding RFPs

COVER FAGE
Objective*
TABLE OF CONISNIS
PURPOSE/INTENT
INSTRUCTION FOR SUBMITTER
TERMS AND CONDITIONS (MSA TEMPLATE)
Master Service Agreement
SPECIFICATIONS (SOW TEMPLATE)
Scope of Work
EVALUATION CRITERIA
PRICING FORM®BIBERESEENSE)
REQUIRED FORMS
MSA & SOW RFP TEMPLATE




Cover Page

RFP NAME

RFP NUMBER (IF HAVE) o
DUE DATE AND TIME e

RFP #XX.XXXX

BUYER NAME
LOGO/ISD ORLEASNA
DATE RECEAS SIS Sies

Having a pre-cleared RFP template is helpful



Objective H

- Clearly state the objective to be met through the
award of the RFP.

- Example: The objective is to enter into a five-
year contract with the selected submitter o
furnish and maintain electronic document
Imaging solutions for various departments of the
district.

- Can be short, especially if you have a
Specification section



Table of Contents
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«
Oaklandschools
TABLE OF CONTENTS

- Noft required but helpful S

(INSEET TITLE OF RFF HEEE)

- List sections
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SECTIONIO: GENERAL CONTRACTUAL TEREMSE & CONMDITIONS. .o T
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SECTION V: SPECIFICATIONS

SECTION VI: OFFEROR QUESTIONS

2 Reference pqge numbers SECTION VII: FEE FROPOSAL

O o 2 3 |

SECTIONIX: NOTARIZED FAMIITAL and RELATIONSHIF DISCLOSURE AFFIDAVIT. .20

SECTION X:EXCEFTION TOSFECIFICATIONFORM oo 21

SECTION XI: OFFERORY INFORMATIONFORM 12




PUrpose
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- State accepting proposals from qualified
individuals, firms, partnerships, and
corporations having specific experience in
the area identifie GalaBED

Qakland=choals
SECTIONI: REQUEST FOR FROPOSAL FURPOSE AND SCHEDULE

* Background on
ISD/LEA

* Background on
department g .
overseeing project = o o e i o ““ﬂ

« Background on - '
project

osals for i, for i (mmer all hocaticen).

FPrepoask doe dﬂe

Tamathe dmerviass :.'El!!!ﬂ'i:liﬂ



INnstructions to Submitter .

Clearly state the proposal’s due date, time and where to deliver
State how the proposals are to be labeled
Public bid opening or not

Proposal acceptance/rejection clause
Provide questions contact and deadlines
Describe required bonds and insurance
Addenda process

Building closure policy

Withdrawal and exception process
Intferview and sample requirements

Pricing form instructions, if applicable

Debriefing process ﬁ
Notice of award policy

Protest and disputes policy .
Work hours




Terms and Conditions (MSA)

General indemnification and
Nondiscrimination

Termination for convenience
Ownership and Intellectual property

Infringement
Freedom of Information Act (FOIA)

Immunities

Independent contract status
Hold harmless

Conflict of interest

Governing law

Michigan school safety legislation

Iran economic sanctions act

Compliance with Federal, State and local
laws

Severability
Assignment and subcontracting clauses

Detailed description of bonds and
insurance requirements

Michigan right to know/hazardous material
law

Security clearance

Tax exempt

Invoicing and payment
Confidentiality agreements
Notice

Non-Waiver

Familial Statement




Special Terms and Conditions .

- Confract term
- Warranty requirements

- Confract pricing extended to others
(piggyback)
. Site visit and interview information

- Non-appropriations Clause

. School safety requirements

. Protection of building and vegetation
- Voluntary alternates

- Rebates and discounts



Types of Specification

- Design specifications
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Most traditional and restrictive

Essential when structure/product is to be constructed/ manufactured
to meet clients specific needs

Used in public buildings, highways, bridges

- Performance (functional) specifications

Best method of describing requirements

Describes what the item is expected to do

Less concerned about material and manufacturing
Evaluated on performance when put to use

- Combination specifications

Used on complex purchases
Combines two or more specification types

Design-performance specifications with design requirements kept to
minimum while performance characteristics are very detailed.



Writing Specifications .

- When writing specification ask yourselt:

« Who will receive the documente

= What do | want people to know?e

= What should be my tone or approach?
How detailed and exact should my information be?

= What can | assume about my audience’s knowledge of the
subjecte

« What might their questions be?

- A specification should:
= Allow for competition
|ldentify measurable physical, functional, and quality characteristics
Be specific in the sfipulation of all requirements, either directly or by
reference to other specifications, publications, or drawings

- Requirements should include:
Basic design, weights, grades of materials, physical dimensions,
percentage and types of ingredients, and function



Characteristics of Specifications,

- Appropriate use of words

- Technical writing principles and techniques
- General form and content

- Definitions of terms used In specifications

- Measurements

- Figures and tables

- Grades, classes, types, composition, efc.

- Reference to other specifications, standards, and
publications

- Sampling, inspection, and fest procedures
- Preparation for delivery



Critical Ingredients of :
Good Specifications

- Good specifications have to be:
« Consistent
= Easy to read and understand
= Easy torevise
= Formatted with good direction
= Common among agencies, departments, divisions, etc.
« Categorized
= Organized with good numbering system



Elements of SOW ,
(Specifications)

Items that may be included in Statement of work (SOW):
= Background

= General scope

= Objective

= Functional/performance/design specifications

= References to related studies, documentation, specifications,
or standards

= Data required
= Support equipment

= Entity and confractor’s furnished property, facilities,
equipment, and services



3. EvalUcliics
(Reaching the Goal)
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- Evaluation criteria must be within the RFP

« Technical criteria

« Qualification

= Experience

= Cerlified/licensed

= Vendor information (financials & equipment)
= Training

= Pricing

AVENGERS!!!



Commiitee
Functions

EVALUATION COMMITTEE & FUNCTIONS
Apply evaluation criteria from RFP only
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Evaluate proposals individually and/or discuss
Rank and/or develop a short list
Interview/obtain clarifications

Negotiate and finalize contract terms
Recommend award




Evaluation
Commiitee

ROLE OF PROCUREMENT - (REFEREE)

= Serve as commifiee chair

=  Votes, if voting member

=  Review proposals for responsiveness

= Ensures integrity of procurement process

= Ensures compliance with RFP requirements
» Schedules committee meetings

=  Schedules vendor interviews

»  Keeps minutes and files

=  Corresponds with RFP respondents

= Negotiates financial issues
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Fvaluating RFPs

ROLE OF USERS AND TECHNICAL
COMMITTEE MEMBERS

Develop Scope of Work (SOW)

Technical requirements

Develop budgefl esfimates

Develop technical questions for interviews
Negofliate technicdl RFP aspects

Provide technical input

23



Responsiveness

PROCUREMENIBREIEEEREROEOSALS FOR
RESPONSIVENESS ANDIBENTIFIES:

any minor irregularities and informalities

any substantive difference between RFP and the proposals
terms and condifions, inconsistencies and errors in
quantitative or other reasoning

Informalities examples:
Failure to provide information on number of employees
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Failure to provide correct number of copies

RESPONSIBLE BIDDER -

A VENDOR, BUSINESS ENTITY OR INDIVIDUAL WHO IS
FULLY CAPABEENGENIEEINSRREIENIEE REQUIREMENTS OF
THE SOLICITAHON"ANBSUBSEQUENT CONTRACT.

Capability financial and technical

Document the ability to provide good faith performance
(merchant with fair & honest dealings



INnformalities

- INFORMALITIES THAT MAY BE WAIVED:

» Failure 1o provide certain bidder information,
such as number of employees
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» Failure to provide correct number of copies

« Failure to provide adequate catalogues or
brochures for products purchased

= Failure to submit certain required forms or
documents regarding the proposal

=  Qualifications or abllity to perform (financial
statements, non-collusion affidavits)



Mandatory
Requirements
Review

MANDATORY REQUIREMENTS “MUST" OR
"SHALL" ARE ESSENTIAL NEEDS WITHIN THE
RFP DOCUMENT THAT MUST BE MET BY THE
PROPCOSIES

FAILURE TO MEET MANDATORY
REQUIREMENTS MAY RESULT IN GROUNDS
FOR DISQUALIFICATION



Responsible Bidder.

A CONTRACTOR, BUSINESS ENTITY OR
INDIVIDUAL WHO IS FULLY CABLE TO MEET ALL
THE REQUIREMENTS OF THE SOLICITATION AND
SUBSEQUEN TGS

ANALYZE PROFESEERSINSIFE FOLLOWING TO
DETERMINE IF VENDOR IS RESPONSIBLE:

Experience

Integrity

Capacity, Facilities, Equipment
Credit

Supplier experience

Reference checks



Proposal
Evaluations
Technigues

NUMERICAL SYSTEM EVALUATIONS
Fixed Weights
=  Variable weights

VERBAL EVALUATIONS

Go, No Go

= Tradeoff Analysis

=  Lowest price proposal
Adjective Ratings



Research: Price
ANalysis

PRICE ANALYSIS —EXANMINANONOF SELLER'S PRICE, BID,
OR PROPOSAL BYSCOMBARISON WITH REASONABLE PRICE
BENCHMARKS WITHOUT EXAMINATION AND EVALUATION
|g>RF|((::EOST ELEMENTS AND THE PROFIT MAKING UP THE

REVIEW THE COMPETITIVE PRICE PROPOSALS
COMPARE WITH CATALOG OR PUBLISHED PRICE DATA
COMPARE WITH HISTORICAL DATA

OBTAIN PRICING FROM OTHER DISTRICTS ON SAME
PRODUCHS

END RESULT IS TO ENSURE FAIR AND REASONABLE PRICING m
ON PRODUCTSIORSIER VIEESRRROC URED.

OUTCOME ASSISTS WITH NEGOTIATIONS o —=

31
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= General and Administrative cost
OUTCOME ASSISTS WITH NEGOTIATIONS

Research: Cost =

% - e

ANalysis 7

—]

COST ANALYSIS — REVIEW AND EVALUATE 2

ACTUAL OR ANTICIPATED COST DATA. PN

THE DATA INCLUDES: 51)
Lab el

=  Materials d

= Qverhead Z

1]



Total Cost of
Ownership

TOTAL COST OFGEEEEENEIEINE [OTAL COST OF
OWNERSHIP OSSR EAN OF THE ASSET.

TAKES INTO ACCEEIERIEEEOEFOWING COSTS:
Operating
Maintenance
Time value of money
Bl eleNel
Other associated cost
Residual value

OUTCOME ASSISTS WITH NEGOTIATIONS

HAINIL SAAVL SIHL
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Vendor Analysis

DEVELOP AAWVENBGOR SHORT LIST BASED
ON COMMITTEE EVALUATIONS.

Interview suppliers

Check references

IF INTERVIEWS AND REFERENCES ARE
SCORED THAN UPDATE COMMITTEE
EVALUATION FORM TO DETERMINE
VENDOR WITH BEST VALUE

w
S
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Determining
\Yel(e

THE BEST-VALUEARERROACH

source selection, weighted technical
evaluation factors used to rate proposal.

Best value is a process used in competitive
negotiated CORIEICIS 1O select the most

advantageous offer by evaluating and

COMPARING FACTORS IN ADDITION TO
COST GRS
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Best And Final
Offer (BAFO)

BEST AND FINARGEEERMSENSBE REQUESTED OF
THE SHORT EISTRAERIRESESRERDISC [ OSED WITHIN
RFP AS A POSSIBLE NEGOTIATION TOOL

BAFO IS A RECOIEINESSERIGO] VWITHIN RFP
PROCESS, WHIGESSNRSRVEND ORS TO
CHANGE PRIGHNEENSENERORPOS AL RECEIPT.

36

SPECIFIC ATIONSHERNENGASEE AL TERED

BAFO ARE RANKED ON THE MATRIX ISSUED WITH
RFP FOR BOTH TECHNICAEEVALUATION AND
PRICE



Cautions :

USING CONSULTANTS
To develop RFP SOW/specifications
To oversee the entire process
Knowing TCO of the project

SALE AND USE TAX

ltems incorporated into realty
Buying goods/installing later

District purchases boiler from cooperative bid and has it installed
by outside trades.

Coops and Construction

PERCENTAGE OFFBIDBS



Questionse

Jesse Sutton

Southfield Public Schools
Jesse.Sutton@Southfieldk12.org



mailto:lmbereko@Birmingham.k12.mi.us

Lunch - 12:00 - 12:45 pm

LUNCH BReak ©
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