DEPARTMENT OF SOCIAL SERVICES

PROCUREMENT PROCEDURES

for Personal Service Agreements (PSAs) and Purchase of Service (POS) Contracts

1. Program staff contacts procurement staff a minimum of six (6) months to one (1) year before anticipated contract start date, except in an emergency situation
2. A procurement staff member is designated as Official Contact (OC)

3. OC sends Procurement Request Form and Ethics and Confidentiality Statement to program staff
4. OC receives completed Procurement Request Form and Ethics and Confidentiality Statement from all program staff and any outside individuals participating in Procurement Document (PD) development
5. OC meets with program staff regarding procurement request

6. OC distributes Ethics and Confidentiality Statement to all procurement staff, and receives completed Ethics and Confidentiality Agreement from all procurement staff
7. OC establishes and maintains official project file of printed copies and electronic copies of all documentation associated with the procurement
8. Program staff enters Request for Purchase of Service (POS) or Request for Personal Service Agreement (PSA) via the Office of Policy and Management (OPM) PSA and POS Request Web Site
9. OC reviews Request for POS or Request for PSA and checks, “Reviewed”
10. OC notifies Contract Administrator (CA) (or designee) by e-mail when PSA Request or POS Request is ready to be submitted to OPM
11. CA (or designee) submits PSA Request or POS Request to OPM
12. CA and OC receive OPM approval of PSA Request or POS Request by e-mail
13. OC forwards OPM approval of PSA Request or POS Request to program staff
14. OC works with program staff to write PD.  If PD is a Request for Proposals for a POS procurement, it must be written in accordance with the standard RFP for POS procurements
15. OC writes Minimum Submission Requirements (MSR) Checklist

16. OC works with PS to write Evaluation Tool
17. CP Manager
 approves final PD, MSR Checklist, and Evaluation Tool
18. If anticipated contract cost is more than $50,000, OC coordinates publication of legal notice in print media

19. OC posts PD on Department of Administrative Services (DAS) State Contracting Portal and Department of Social Services (DSS) Request For Proposals/Quotations/Applications web page.

20. Program staff sends distribution list of prospective Respondents to OC as applicable
21. OC distributes legal notice to prospective Respondents as applicable
22. OC provides a hard copy of PD to interested parties on request

23. OC receives Letters of Intent (LOI) from prospective Respondents as applicable
24. OC schedules, prepares for, and facilitates Procurement Conference as applicable

25. OC receives questions from interested parties
26. OC compiles and repackages questions from interested parties into a new document without any identifying information about the interested parties
27. OC works with program staff to prepare answers to questions from interested parties
28. OC prepares Addenda to PD as needed, especially answers to questions from interested parties
29. CP Manager
 approves Addenda to PD

30. OC posts Addenda to PD on DAS State Contracting Portal and DSS Request For Proposals/Quotations/Applications web page
31. OC distributes Addenda to those who:  were on any list used to distribute the legal notice or PD; submitted a LOI (if any); submitted questions; and attended the Procurement Conference (if held)

32. OC works with program staff to establish Evaluation Team and Technical Advisor(s)
33. OC writes Evaluation Instructions

34. OC delivers memorandum to Security, with a copy to designated contract administration staff, two business days before submission due date alerting them to expect hand deliveries

35. OC or designated contract administration staff receive submissions and provide deliverers with a receipt using a standardized form created for such purpose

36. OC stamps submissions with date and time received, and keeps them – unopened – in a secure location until submission deadline
37. OC immediately notifies a Respondent in writing that a submission received after the deadline has been disqualified

38. OC prepares a list documenting the date and time that any late submissions were received and places it in the official project file
39. OC retains late submissions – unopened – in a secure location for the duration of the evaluation process 
40. OC, and another procurement staff or program staff, open and conduct a preliminary review of each submission, to verify that it meets the MSR, as specified in the PD
41. OC contacts any Respondents who submitted deficient submissions and allows them a specified period of time (for example, 24 to 48 hours) to correct minor deficiencies
42. OC receives corrections to deficient submissions

43. OC prepares list of Respondents
44. OC enters Respondent information in monthly State Elections Enforcement Commission (SEEC) 
45. OC schedules, prepares for, and facilitates Distribution Meeting.
46. Evaluation Team members individually evaluate and rate submissions

47. OC forwards Financial Statements and IRS Form 990 included with each submission to the Quality Assurance Division for analysis and rating as applicable

48. OC checks each Respondent’s references using a standardized form created for such purpose

49. OC coordinates with Technical Advisor(s) and Respondents to respond to clarifying questions from Evaluation Team as applicable
50. OC schedules, prepares for, and facilitates demonstrations, interviews, presentations, or on-site inspections with Respondents as applicable
51. OC schedules, prepares for, and facilitates Evaluation Scoring Meeting(s)
52. OC prepares Procurement Summary and Recommendations Report to the Commissioners
53. CP Manager
 approves Procurement Summary and Recommendations Report

54. OC e-mails Procurement Summary and Recommendations Report to Commissioners, CA
, and program staff as applicable
55. OC hand delivers Procurement Summary and Recommendations Report to Deputy Commissioner for programs
56. OC coordinates with program staff as needed to respond to clarifying questions from Commissioners

57. OC receives signed Acknowledgement Form indicating approval or rejection of the recommendations of the Evaluation Team
58. If Department receives fewer than three acceptable submissions, OC prepares a Request for Non-Competitive Purchase of Service (POS) or Request for Non-Competitive Personal Service Agreement (PSA) via the OPM PSA and POS Request Web Site
59. OC notifies CA (or designee) by e-mail when the Request for Non-Competitive POS or Request for Non-Competitive PSA is ready to be submitted to OPM
60. CA (or designee) submits Request for Non-Competitive POS or Request for Non-Competitive PSA to OPM

61. CA and OC receive OPM approval of Request for Non-Competitive POS or Request for Non-Competitive PSA by e-mail
62. OC forwards OPM approval of Request for Non-Competitive POS or Request for Non-Competitive PSA to program staff

63. If selected Respondent is an individual, OC completes and e-mails PSA Vendor Authorization Form to DAS

64. OC prepares offer/no offer notices to Respondents, obtains Commissioner or Deputy Commissioner signature as applicable, scans, and e-mails to Respondents, with a copy to Commissioners, CA
, program staff, and contract administration staff as applicable
65. OC posts procurement results on DAS State Contracting Portal.
66. OC responds to requests for Debriefing as applicable
67. OC schedules, prepares for, and facilitates Debriefing meetings as applicable
68. CA and procurement staff perform responsibilities/activities for the facilitation of Appeals as needed
69. Contract administration staff work with Public and Government Relations staff to respond to requests for information under the Freedom of Information Act (FOIA) as applicable
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