	Term Contract Processing


Overview

· For the procurement of goods and/or services over a specific period of time. 

· Minimum duration:  2 years.  Board approval required if more than 10 years.

· Typical duration:  3 years, plus two 1-year extensions.

· Additional goods and services of a related nature may be added to term contract up to 20% or $50,000, whichever value is lesser.
· Relate to specific commodities and/or services from one or more Vendors.

· Also known as “Indefinite Contracts” or as “5-digit contracts” (as opposed to “Definite Contracts” [CD]).

· Usually exceed $50,000.

· Relate to Citywide purchases under a Citywide Blanket, rather than departmental orders under a Departmental Blanket.

	Task
	Steps

	1.
Develop draft of the contract proposal

Purchaser
	1. Review Contract History:  Notes in file, prior correspondence, contract modifications, Vendor performance reports, etc.

2. Necessary appraisals:  Analyze, investigate, request current usage (survey) from User Departments, ADPICS usage reports, Purchasing, Vendor’s usage reports to ascertain whether the contract is still necessary.

3. Read current contract.  Review items and evaluation methodology to ensure that the criteria are currently applicable.

4. Specifics:  List of items, (simple item list to complex description), detailed scope of services.   Purchasing should make sure that items and scope of services are not exclusionary.  Consider how the line items are organized:  how easy will it be for bidders, OCA and departments to find things?  OCA’s preference is for line items to be in an Excel spreadsheet instead of a Word document.
5. For service contracts where the same services are provided at multiple locations (e.g., janitorial services at several buildings), consider formatting the SOW as an Excel spreadsheet instead of a Word document.  This will avoid a lengthy and repetitious document, and will facilitate comparing the services among the locations.

6. Interpret and make notes from a copy of previous contract proposal and contract documents to draft preliminary Special Conditions and Bid Sheets utilizing information gathered and received.

7. Using the current boilerplate, add Special Terms and Conditions that are specific to the contract proposal.  Assign a new Contract Proposal number in sequential order relative to the previous Contract Number.  The sequence is 0-9.

8. Some Special Terms and Conditions may be specified by the User Departments or initiated by Purchasing.

9. If this is a service contract, consult with a Contract Monitoring Division (CMD) compliance officer to set subcontracting percentage goals.

10. Forward the annotated copy of the contract proposal to Support Staff to process into a draft.

	2.
Generate the contract proposal

Purchaser
	10.
Generate the Contract Proposal incorporating changes identified above.

11.
Not used

	3.
Obtain final changes from user departments
Purchaser
	12.
Review the Draft of the Contract Proposal with the User Department(s).  (If applicable.)

13.
After the department returns the draft, review the requested changes.

14.
Amend the Draft and draft the final Contract Proposal document.

	4.
Create the contract proposal from the final draft

Support Staff
	15.
Incorporate any changes into the document.

16.
Return the document to the Purchaser for review.

	5.
Set up the contract proposal package

Purchaser
	17.
Purchaser reviews/approves final Contract Proposal document.

18.
Prepare the bidders list from a list of vendors previously used and verified.  Include recommendations from User Departments, CMD/DBE list, the ADPICS commodity listing, the web, yellow pages, and any company that expressed an interest.

19.
Establish a schedule of events:  Coordinate availability of a conference room for the Pre-bid Conference to coordinate with the Contract Proposal Due Date.  Use these two dates to determine the Advertising Date.

· Room 431A – appointment book available at Front Desk

· Room 421 – call Building Services at 554-4933

20.
Fill out Term Contract Instruction Sheet (P-155) as appropriate.

21.
Forward Contract Proposal bid package to the applicable Senior Purchaser/Supervisor/Manager for review/approval.

22.
Receive approval from Manager and make any necessary final changes.

23.
Forward the Contract Proposal bid package to Support Staff for mailing of the Bid Package Notification Letter.

	6.
Pre-bid conference

Purchaser
	24.
Schedule Pre-bid Conference approximately two weeks after the Bid advertisement date.  Prepare Pre-bid Agenda.  Provide Pre-bid sign-in sheets.  Vendors have opportunity to provide input and ask questions.

25.
Coordinate availability of Contract Monitoring Division, Office of Labor Standards Enforcement, and Minimum Compensation Ordinance staff to attend and participate in Pre-bid Conference as applicable.

	7.
Advertise the contract proposal

Support Staff
	Advertising in the official newspaper is optional.  

26.
Official advertisements for Contract Proposals are transmitted electronically to the California Newspaper Service Bureau according to the advertising schedule.
· Log onto Internet and type adtech.dailyjournal.com

(www or http is not necessary.)

· Type in user name and password.

· Double click “New Order”.

· Type your name in “Attention Name” box.

· Type Contract Number in “Ad Description”.

· Double click “Proceed”.

· Click (() to select newspaper.

· Click “Yes” on “Are you ready to create order?”

· Click “Proceed” on next page.

· Select template.

-
Input due date

-
Enter contract number and title

	7.5
Develop bidders’ list
	[Except for LBEs, should we have a bidder’s list at all, or rely on bid database?]

OCA’s preference is to notify potential bidders by e-mail rather than by using the Postal Service.

Sources of potential bidders:

· Previous bidders’ list.

· Previous bidders

· All LBEs certified for this category of product or service

· Vendors who have expressed interest in the next bid opportunity.

· Suggestions from departments.

· Internet searches

For the list of e-mail addresses, keep it in two places:

· Maintain the list as a Word document.

· Create stationery in e-mail.  

OCA’s preference is to e-mail Change Notices to the original bid list plus bidders who have notified OCA that they have downloaded the bid package.  This means adding downloaders to the mailing list, both in Word and in e-mail.

	8.
Begin preparing contract proposal package and jacket
Support Staff
	27.
Prepare mailing labels from the Bidders List.

30.
Prepare a Sign-In Sheet for the Pre-Bid Conference and forward to Purchaser.

31.
Prepare labels to identify the Contract Jacket Folder.  Also include a 4-part file folder with labels identifying each section. (See Task 24.)

	9.
Manually process and distribute contract proposal

Support Staff
	32.
Reproduce Contract Proposal Package, and distribute as listed below:

Recipient

# copies
Purpose, action
Bidders’ list

1

Mail a bid package







notification letter to







each company on the list.

Front desk

1

Place a copy in the







Public Review Binder.

Purchaser

1

Provide a copy to aid in







creation of Pre-bid conf.







agenda and any Change







Notices.

Contract jacket
1

Prepare and attach an 







Office copy List place







in inside Folder.

User department
1

E-mail a copy to each

representative



dept representative listed







on the P-155.

Contract jacket
1

One extra copy to

folder




accommodate other requests.

33.
Place Contract Jacket Folder in the Front Desk Bid Cabinet drawer labeled “TERMS” sequentially by Bid Due Date.

34.
E-mail Contract Proposal to ”OCA” for posting on OCA/Purchasing website on the date of official advertisement and mailing of Bid Package Notification Letter

	10.
Contract proposal addendum

Purchaser
	35.
If necessary, generate an addendum subsequent to the Pre-bid Conference.  Also, can be generated up to approximately 5 days prior to Bid Due Date to address any changes to the Contract Proposal.  Includes changes in specifications/scope of work, extension of Bid Due Date and other relevant information.  The addendum will be posted on OCA/Purchasing website by Support Staff.

	11.
Receipt of bids

Support Staff
	36.
Time-date stamp and initial sealed Bid envelopes upon receipt.  If a Bid arrives via UPS or FedEx, note the tracking number on the outside of the time-date stamped, sealed envelope.

37.
File in the appropriate Bid Folder in the Front Desk Bid Cabinet.

	12.
Public bid opening (over $50,000)

Purchaser
	Refer to Public Bid Opening procedures for paper-based and electronic bids in the Purchasing manual. Below is a summary for paper based bid openings. In case of any discrepancy, the Bid Evaluation procedures in the purchasing manual supersede this section.
38.
Public bid opening on specific date and time. (Monday or Friday)
39.
Open Bids in the presence of another Sr. Purchaser/Purchaser conforming to the assigned Purchaser Rotation Schedule.

40.
Number each page of Vendor’s bid according to the sequence in which the bids are opened, i.e. Bidder 1, Bidder 2, etc.

41.
Record each bid in the Bid Register Binder making note of Bid Securities received.

42.
Announce each Bidder’s name and prices offered adhering to their previous numbered sequence.  (If Bid Sheet item list is extensive, read only selected item prices)

43.
Check off Bidders on the Office Copy List as bids are opened and read.  Add additional bidders to the list as their bids are opened and read.

44.
Insert all opened bids into the Contract Jacket Folder.

45.
Deliver the Contract Jacket Folder to Support Staff.

	13.
Post-bid opening procedures

Support Staff
	46.
Record all bid securities on a Bid Deposit Record Form.

47.
Make copies of all bid securities and attach to the prepared Bid Deposit Record Form.

48.
Insert into identifying envelope and deliver the original Bid Deposit Record Form and bid securities to a Manager/Supervising Purchaser for storage in the safe.

49.
Place the copies of the Bid Deposit Record Form and the bid securities in the Contract Jacket Folder.

50.
Make copies of all the Contract Monitoring Division (CMD) compliance documents submitted by all Bidders.

51.
Forward original compliance documents to CMD.

52.
Place the copies of CMD compliance documents in the Contract jacket Folder in the Bid Evaluation section.

53.
Return Contract Jacket Folder to Purchaser.

	14.
Bid evaluation

Purchaser
	Refer to Public Bid Evaluation procedures in the Purchasing manual. Below is a summary. In case of any discrepancy, the Bid Evaluation procedures in the purchasing manual supersede this section. 

54.
Enter bid responses into a Bid Analysis spreadsheet or worksheet.

55.
Determine the lowest evaluated bidder according to price and minimum qualifications.  Apply the bid discount attributable to sales tax only to taxable items and only to bidders located in San Francisco.

56.
Confirm that bid product/service meets the specifications/scope of work and review bids for completeness and responsiveness, i.e. submittal of Bid Security and required documents; then do one of the following:

· IF the lowest bid meets the specifications or conforms to the scope of work, then ensure that bid requirements, i.e. insurance, bonding etc., are met through issuance of a Notice of Conditional Award, and the Bidder conforms to City ordinance requirements prior to issuing a Contract Acceptance.

· IF the lowest bidder offers an alternate to the specifications or scope of work, send copies of the Evaluation Spreadsheet, and the bid documents to each applicable User Department for approval.

Do one of the following:

· IF department approves alternate, ascertain that Bidder meets all bid/legal compliance issues as stated above prior to issuing a Contract Acceptance.

· IF department refuses alternate, notify the Bidder in writing of the refusal and allow a 3-day deadline for the Bidder’s response.  After the deadline has lapsed, Purchaser should determine the next lowest evaluated Bidder.

· IF department does not unanimously approve or disapprove the alternate, set up a pre-award conference with User Department to resolve differences or determine the next lowest evaluated Bidder.

· IF Purchaser and Department has determined that all bids received are not acceptable, then the Purchaser and the applicable Department will review and modify the bid specifications/scope of work, if applicable, and re-issue the contract proposal assigning the next sequential contract proposal number.

57.
Check references.

58.
Prior to Award, consult with Supervisor/Manager and/or City Attorney to review and resolve any protests received.

59.
Compile awarded vendor information.  Attach to Contract Jacket Folder with spreadsheet and present entire Contract Jacket Folder to Supervisor/Manager for review and approval.

60.
Forward Contract Jacket Folder to assigned Support Staff.

	15.
Prepare notice of intent to award

Purchaser
	61.
The Notice of Intent to Award is mailed to all Bidders who submitted bids advising them of the intent to award specific items to an intended Awardee and offering them an opportunity to protest an award within three business days.

Forward a draft to Support Staff for word processing.  After completion, this notice is posted on OCA/Purchasing’s website.

	16.
Prepare notice of conditional award

Support Staff
	The Notice of Conditional Award letter indicates specific final requirements that must be met prior to award.  (Certificates of insurance or a Performance Bond)

62.
Prepare a Notice of Conditional Award letter for each awarded vendor in accordance with the Purchaser’s instructions.

· Attach specific requirements from the Contract Proposal Special Conditions that are relevant to the requests made in the Notice of Conditional Award.

· Attach samples of Certificates of Insurance and Additional Endorsement forms.

-
When received, forward to Risk Management for approval.

· If a Performance, or Labor and Materials, Bond is required, fill in the form(s) with the Vendor/Contractor name, address, and amount of bond.  Enclose with above attachments if indicated.  Vendor is to forward to their bonding company for completion.

· After receipt of a original embossed bond document:

-
Forward original to Risk Management for approval, then

-
Make three copies and

-
Keep one copy for the pending file

-
Forward original and two copies to Controller’s Office for approval using their routing form. (Controller will keep one copy for their records.)

-
Forward original and one copy to City Attorney with a copy of the original contract proposal.

-
After City Attorney approval:

-
Mail one signed copy to the Vendor/Contractor.

-
Make a copy of the original bond and place it in the contract jacket with a note stating “Original in Safe”.

-
Fill out an “Approved Performance Bond” routing form and forward original bond to a manager to be placed in the safe.

63.
After receipt and approval of the required compliance documents (i.e., insurance certificates and endorsements, bond certificates), prepare Contract Acceptance for Supervisor/Manager’s signature.

	17.
Prepare contract award
Support Staff
	Refer to Public Bid Award procedures in the Purchasing manual. Below is a summary. In case of any discrepancy, the Bid Evaluation procedures in the purchasing manual supersede this section. 

64.
Prepare the Contract Award document.  Include the Contract number, term of contract, awarded items, and term of the Contract.

65.
Print 2 copies of the Contract Acceptance.

66.
Obtain signatures from the appropriate Supervisor/Manager.

67.
If time does not permit, email or Fax one copy to each Vendor requesting immediate signature, and send both copies via U.S. Mail with a routing slip instructing Vendor to sign and return the original copy and to retain the other copy.

68.
Begin to prepare AWARD copy using the Contract Proposal as a guide.  (See Task 20.)

69.
After receipt of signed original copy of Contract Award(s) from ALL vendors, prepare a draft of Contract Award Sheets and Company Information for creation of a Citywide Blanket.

	18.
Prepare draft of contract award sheets and company information

Support Staff
	70.
Reformat Contract Proposal Bid Sheets into Award Sheets and enter awarded item prices from Purchaser’s draft copy.

71.
Prepare draft of Company Information page for each awarded vendor to include all vendor information and newly created Citywide Blanket number.

72.
Forward to applicable Support Staff for creation of Citywide Blanket.

	19.
Create a citywide blanket in ADPICS

Support Staff
	73.
Enter the appropriate data into ADPICS to create a Citywide Blanket for each awarded vendor.  Consider how to make the blanket easy for departments to use.

· If there are more than 14 line items, it’s probably best not to have separate line items in the blanket.  Instead, have a single line item, with specs describing the array of all line items.

· How detailed should the commodity code be?

· Is there a commodity code that describes the item with enough specificity?

· Consider calling a major user for information on how they use the blanket and for any suggestions they may have.
74.
Do not post until signed Contract Award is received from Vendor.

	20.
Create term contract award document

Support Staff
	75.
If not yet started, use the Contract Proposal document to create the Term Contract Award document:

· Insert “AWARD” above the contract title and change contract term if necessary.

· Incorporate pertinent information from Contract Proposal Change Notices to create a cohesive document.

· Print final Contract Award and make two copies.  (Master Binder and Purchaser’s Binder)

	21.
Notification of term contract award  via e‑mail

Support Staff
	76.
Use the Distribution List for the previous contract as a basis to create a new Distribution List and add or delete User Department names as applicable.

77.
Prepare an e-mail group using information from the newly created Distribution List.  cc OCA mail box.  Support Staff will post the Award on the website.

78.
Create an e-mail notification memo draft and save for future use.

79.
Attach Term Contract Award to the memo.

80.
Print e-mail memo and place in “Purchaser’s” binder along with hard copies of the Distribution List and Contract Award.

	22.
Return bid securities

Support Staff
	81.
Retrieve Bid Securities from the safe.

82.
Return each Bid Security to Bidder via Certified Mail accompanied by a form letter.

83.
Retain Certified Mail receipts and reconcile with return cards as received.

84.
Place all documents in the Contract Jacket Folder.

	23.
Contract Monitoring Divison diversity tracking

Support Staff
	CMD compiles information relevant to LBE participation in all City contracts.

85.
Transfer information from submitted bids to the CMD Diversity Tracking form; include ADPICS vendor number if available.

86.
Enter information from CMD Diversity Tracking form into CMD Diversity Tracking System.  Date and initial.

	24.
Finalize contract jacket folder

Support Staff
	87.
Organize documents for filing in a 4-part file folder:

Section I.

· Originating document (draft of Contract Proposal), Term Contract Instruction Sheet and Mailing List

Section II.

· All correspondence, i.e. verification of advertisement, Notice of Intent to Award, Notice of Conditional Award, certified mail letters etc.

Section III.

· Submitted original bids, copies of CMD documents

· Pre-bid Conference information

· Bid evaluation documents including Award spreadsheet

· Insurance certificates, approved Performance Bond, approved Labor and Materials Bond

· Signed original Contract Acceptance

Section IV.

· Copy of final Contract Proposal, Bid Notification Letter, and any Change Notices

· Award

· CMD Diversity Tracking Form

88.
Place finalized folder in Term Contract cabinets in numerical order.
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