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January 2, 2003
TO:

State Agency Supply Officers

FROM:
Bill Joplin, Assistant Director

SUBJECT:
Revised Fiscal Year 2003 Delegation of General Authorities 
Last May, we requested feedback from you on the capability of the General Authorities in helping you succeed at your jobs.  You overwhelmingly told us that the current format and content of the General Authorities is not user friendly, has become difficult to use with time, contains statements that appear to be conflicting and on the whole can be confusing. 

As a result of your input, purchasing and financial employees from a variety of agencies and backgrounds gathered together and formed a General Authorities Advisory Group.  Their goal was to address your concerns and enhance your ability to rapidly find the information you need to do your job.  The Group has been hard at work over the past three months and is nearing completion of a completely overhauled General Authorities.  
We anticipate introducing the new format of the General Authorities to you in the first quarter of 2003 with opportunity to comment.  Following that period, you will be provided training on the use and the requirements of the General Authorities.
In this update of the General Authorities, we have added a new Section P.16 Cooperative Purchasing and have revised certain provisions of Section P.I, Appendix A and Appendix F.  These revisions are effective January 24, 2003.  You may access the General Authorities and other procurement information electronically via our website at http://www.ga.wa.gov/purchase . 

Please note potential impacts upon your agency where applicable.  The changes to this document include the following:

· Addition of new Section P.16 Cooperative Purchasing Agreements.

· Periodic update to reciprocity penalties as required by WAC 236-38-085.  See Appendix F Bid Price Evaluation.  
· Change 90 days to 12 months per Chapter 43.88.160(5e) RCW.  Section P.1.p.
· Changes to Central Stores Best Buy process requirements.  See Part 1 Intro Item c and Appendix J
· Added Weapons, Firearms, Signal Guns, and Accessories as exclusions to goods and services from the General Authorities.  This category was inadvertently omitted from prior years.  See Appendix A.g
· Elimination of Appendix M, Organizational Chart
Other revisions are primarily of a clarification nature and include:

· Change of Bill Joplin’s title to reflect appointment as Assistant Director, Office of State Purchasing
· Change incorrect reference in G.4.l All Maintenance and Repair Services from G.3.b to G.3.d
The policies and procedures prescribed in the General Authorities are the minimum requirements that state agencies must meet.  An agency may adopt more restrictive or detailed policies as long as the agency meets the required minimum standards.
Please direct questions to Jack Zeigler of my staff at (360) 902-7283.

BJ:jz
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General Authorities Delegation

Introduction

This document delegates purchase authority for certain goods and services from the Office of State Procurement (OSP), Department of General Administration, to government agencies conducting their acquisitions under Chapter 43.19 RCW. These delegated authorities are called “General Authorities”. These General Authorities are for purchases defined by state law under OSP authority (Chapter 43.19 Revised Code of Washington (RCW)).  These procedures apply regardless of the source of funds (e.g. federal, state or local).

The General Authorities authorize agencies to make their purchases for the goods and services identified herein by following state procedures outlined in the General Authorities.  These procedures apply regardless of the source of funds (e.g. federal, state or local) and are to be consistently applied throughout all such acquisitions. Each agency may delegate these General Authorities to its field offices, as it deems appropriate.  

Higher educational facilities have primary statutory authority to conduct their procurements under RCW 28B.10.029.  An individual agency may also have “Specific Authorities” delegated for purchases unique to them. 

If an agency wants to make a purchase that is not covered by the General Authority, Specific Authority or any other statutory authority, then the agency must consult with the Office of State Procurement (OSP) to determine how the purchase should be conducted. 

An agency may request OSP to manage a purchase, even if an agency has authority to make the purchase, (see rate schedule in Appendix H)).  Agencies are encouraged to periodically review their purchases, and contact OSP for possible consolidated purchasing management efforts by OSP.

This document is presented in two parts: Part 1 identifies the goods and services covered by the General Authorities.  Part 2 identifies the state procedures for purchasing under General Authorities or for requesting OSP to conduct the purchase.

Effective Date

These General Authorities are effective January 15, 2003 through June 30, 2003 unless revised or revoked by OSP.  Contact the Office of State Procurement if you have any doubts regarding your authority to conduct an acquisition.

Rescission

This document cancels and supersedes all previous General Authorities issued by OSP and all oral and written communications regarding these General Authorities.  Unless specifically required by the terms of a state contract, state agencies are not required to forward field order copies to OSP.

Purchasing Policies


To enable OSP to comply with its statewide oversight responsibilities, agencies must provide a letter certifying that they have incorporated and have implemented these General Authorities within their agency purchasing policies and procedures.  Send to the Assistant Director, Office of State Procurement, 210 11th Ave, room 201 General Administration Building, PO Box 41017 Olympia, WA. 98504-1017.  Identify agency representative responsible for assuring compliance


Summary of New Procurement Legislation

The following bills were passed by the legislature and signed by the governor as of the date of publication:

HB 1268 Civil Service Reform

Provides for collective bargaining, several HR infrastructure/system changes and allows agencies and institutions of higher education to contract out for services, including services traditionally and historically provided for by state employees. The DOP and the Department of General Administration (GA) must provide training in the bidding process and in bid preparation.  GA must establish procedures to ensure that bids are submitted and evaluated fairly, and that there exists a competitive market for the service.  The employees' bid must contain the full cost of providing the service.  The agency or institution may contract with GA to perform the bidding process.

Important Dates:

· Effective July 1, 2004:  Transfers rule-making authority from the Washington Personnel Resources Board to the Department of Personnel (DOP).   (Section 203)

· Effective July 1, 2004:  Expands the scope of collective bargaining for state employees to include wages, hours, and other terms and conditions of employment.  (Section 303 )

· Effective July 1, 2005:  Allows agencies and institutions of higher education to contract out for services, including services traditionally and historically provided by state employees.  The DOP and the Department of General Administration (GA) must provide training in the bidding process and in bid preparation.  GA must establish procedures to ensure that bids are submitted and evaluated fairly, and that there exists a competitive market for the service.  The employees' bid must contain the full cost of providing the service.  The agency or institution may contract with GA to perform the bidding process.  (Section 208)

· Effective July 1, 2005: Transfers appeal authority from the Personnel Appeals Board to the Washington Personnel Resources Board.  (Section 213)

· Effective  July 1, 2006 .  Abolishes the Personnel Appeals Board.  (Section 233)

HB 2308 Recycling and Waste Reduction
GA directed to develop goals for state use of recycled or environmentally preferable products and services, contractor selection, and contract negotiations.

HB 2522 - Purchase of Clean Technologies.

This bill directs GA to expand existing efforts to purchase clean-fuel vehicles and to also purchase high-mileage vehicles.  GA is also directed to explore with agencies and poli-subs new ways to aggregate purchasing of clean energy.

HB 2657 - Washington Agricultural Products.

GA is directed to encourage state agencies and institutions to purchase Washington-Grown agricultural products when available.  GA is directed to work with Dept. of Agriculture and others on strategies to increase public purchasing of Washington-Grown agricultural products.

SB 6329 - Emission Control Inspections.

Hybrid motor vehicles that obtain a rating by the U.S. Environmental Protection Agency of at least 50 miles per gallon during city driving are exempt from vehicle emission testing.

SB 6832 - Interpreter Services. 

Transfers authority to contract for interpreter services on behalf of public assistance recipients from GA to DSHS, and directs DSHS to use "brokerage" method to reduce costs.  GA may be called upon to work in partnership with DSHS to consult on this matter.

Part 1 General Authorities

Introduction

An agency is to confirm whether they have a delegated authority for a purchase identified in the following sections G-1 to G-6.  In addition, the agency should check any Specific Authorities or statutory authorities they may have before making a purchase.  If the commodity or service is not identified in the General Authorities, a Specific Authority or a statutory authority, then the agency is to request OSP to conduct the purchase. 

If an agency does not have purchase authority, then OSP will conduct an acquisition process or they may issue a purchase authority to an agency.  When OSP conducts a purchase or writes a contract specifically for an agency, OSP will negotiate, if applicable, separate reimbursable fees for that service (see Appendix H).  Contact Jack Zeigler at (360) 902-7283 if you are uncertain about whether you have authority to purchase.

Guidelines to Review:

a. Exclusion Items: An agency is to request OSP to purchase the items listed in Appendix A.b.

b. Mandatory Purchases: An agency is to buy from mandatory state OSP contracts and Central Stores (Material Management Center).

With a limited number of exceptions (see Part 2, Section P.1. n) the General Authorities cannot be used when the same item or functionally equivalent item is provided on a mandatory-use state contract or is a mandatory purchase item from Central Stores.

Be fully aware that an inappropriate purchase decision made by your agency can result in impairment of a state contractor’s rights or those of a vendor supplying goods to Central Stores.  Pricing included on both state contracts and contracts negotiated for Central Stores by OSP are predicated on volume projections of statewide purchases.  In addition, certain items (e.g. file folders and binders manufactured by Correctional Industries and sold by Central Stores) are also mandatory purchase items.   Ignoring these considerations may cause serious legal implications. Contact the OSP at (360) 902-7400 if you have questions relating to a specific purchase or call Central Stores at (360) 902-7410. http://www.ga.wa.gov/purchase

c. Best Buy Program: If a better price exists for these items, then use the Best Buy program procedures described in Appendix B.  If your need for such goods or services will be of an ongoing nature, ask the OSP or Central Stores to consider adding it to a contract or to Central Stores stock.  This benefits your agency and other state agencies.  An index of state contracts is available via Internet website http://www.ga.wa.gov/purchase/

A Central Stores online catalogue is located at http://www.ga.wa.gov/centralstores.

To support choice in purchasing Central Stores is no longer requiring agencies provide the opportunity to match the best buy price. Effective immediately, the best buy process for Central Stores will no longer involve submitting a request and waiting for a response before making the purchase. Purchases being made which comply with the best buy provisions of the General Authorities, as they pertain to Central Stores products, will only require the filing of a best buy report with Central Stores following the purchase.

d.
Only Goods and Services: These General Authorities apply only to “purchased goods or services” under OSP’s statutory responsibility.  They do not authorize “personal services”, “public works”, or other types of purchases under other state laws.  An agency is to determine the applicable statute for these types of purchases.  See Appendix C for a listing of non-OSP purchasing statutes.  Agencies are reminded that the appropriate purchasing process must be utilized as required by state law.  Failure to utilize the appropriate rules/policies will subject the purchaser to audit exception(s).  For more information on purchasing processes, see Part 2 of this document or call OSP for assistance.
e. Professional and Technical Services: Although these General Authorities apply only to “purchased goods and services”. A Professional and Technical Services contracts section is available to provide assistance in developing personal services and information services contracts for state agencies and Washington State Purchasing Cooperative (WSPC) for information about this service, refer to Appendix H or call OSP at (360) 902-7192 or visit their website http://www.ga.wa.gov/pca/ps2.

f. Summary:  State agencies only have authority specifically provided to them by the legislature or delegated to them by OSP.  Agencies cannot purchase goods or services for other agencies or authorize other agencies to purchase goods or services for their agency unless they have been provided specific authority to do so.  Failure to act accordingly could result in audit exceptions to your agency.

G.1 Basic General Authority

Under $10,000

An agency may conduct a purchase if it is $10,000 or less, except when the good or service:

a.
Is on a mandatory OSP state contract

b. A mandatory item at Central Stores

An agency may conduct a purchase in excess of $10,000 subject to the provisions of General Authorities G2 through G5.

The $10,000 limit is calculated per purchase.  The limit excludes sales tax, freight charges and other government fees and taxes and reflects the cost of the acquisition to the agency before any trade in. Splitting purchases to avoid dollar limitations in these General Authorities is prohibited.  Upon notification from OSP and as allowed by statute, all authorities may be immediately revoked if purchasing authorities are abused or disregarded.

G.2 Utilities and Postage 

An agency may conduct purchases of any dollar value for the following goods and services, providing there is not a mandatory OSP state contract for the following items. 

Agencies are reminded that the appropriate purchasing process is to be used.  For more information on purchasing processes, see Part 2 of this document.

a. Utility services and maintenance

Such as, garbage, heat, sewer, cable TV, power, water, lights, fire protection, and recycle services. Includes payment of monthly telephone bills from long distance or local service providers.  Includes utility hook-up fees and/or service modification assessments by regional utility service providers.  This excludes public works extensions and installations, which are governed by other state regulations.  Recycling services may be acquired using this authority but only to the extent that competition is not available within the service area and where a mandatory state contract is not available.

b. Postal service

When not already provided by the Consolidated Mail Services, Department of General Administration.  Examples might be rental of postage meters, post office boxes, payment of postage expenses and the purchase of private express mail services.

Note: Payment of fees levied by other agencies (e.g. DIS Internet service charges, building permit fees, etc) should be handled as an interagency purchased service/payment per RCW 39.34.080 and are not subject to this delegation.  IT personal and purchased services such as the payment of fees levied directly by private contractors for website access services (e.g. AOL, etc) are subject to chapter 43.105 RCW.  Contact the Department of Information Services for additional information.

G.3 Selected Goods and Services 

An agency may conduct purchases of any dollar value subject to the limitations indicated below for the following goods and services, providing there are not mandatory-use OSP state contracts for the following items.

Agencies are reminded that the appropriate purchasing process must be utilized and the extent of competition sought and attained documented in the purchase file, see Part 2 of this document.

c. Fuel purchases

(state commodity codes 9180, 9130, and 9115) Fuel for areas where a state contract supplier does not deliver.  There is no purchase dollar limitation.  Fuels include natural gas, bituminous mix, propane, gasoline, diesel, wood, etc., for use in heating, cooking and lighting.

d. Alarm Systems

(state commodity code group 63) Alarm and signal systems installation, attendant monitoring and preventive maintenance services have no purchase dollar limitation.

e. Sand, gravel and concrete ready mix

(state commodity codes 5610-V02 and 5610-V03).  Bulk sand, gravel and bulk concrete ready mix have no purchase dollar limitation,

f. Purchased Service Activities

State commodity code group 97 service activities which are not covered by a mandatory state OSP contract have no purchase dollar limitation and may be purchased using this authority. You may access this listing of service activities via www.ga.wa.gov/pca/register.htm, download the vendor registration packet and look for group/class 9700.

Exclusions:

1) Janitorial Services: Janitorial services including carpet cleaning at state owned facilities on the Capitol Campus are to be purchased from the Capitol Planning and Management, Department of General Administration per RCW 43.19.125.

The state now has a statewide janitorial services program available.  This is a convenience use program and agencies are strongly encouraged to consider this program for obtaining janitorial services.  Under the program, OSP has already conducted a competitive pre-qualification evaluation and created pools of pre-qualified vendors by geographic area and 3 levels of work.  The three levels are based on the estimated annual value of janitorial work: Level I is work under $12,000; Level II is work between $12,000 and $41,000; and Level III is work over $41,000 per year.  The program is designed to save agencies time and resources by using a streamlined, competitive process to select pre-qualified vendors for specific janitorial service requirements.  

Note:  Janitorial services have been identified to OSP as a potential problem area.  If your agency determines that it will not use the new statewide janitorial services program, OSP needs to review your bid and award procedures for janitorial services with your purchasing office.  This discussion is necessary to ensure that a proper competitive bid and award process is in place.

2) Moving Services: (state commodity code 9730).  Unless superseded by a Specific Authority delegated to your agency, no authority is delegated for interstate, intrastate or international moves of offices, laboratories, or household Moving services are to be conducted by OSP, regardless of dollar value.  For in-house (within the same building) office moves), agencies are encouraged to utilize the state contract #03597, Internal Office Moves.  In the absence of a mandatory state contract, there is unlimited authority delegated for general freight services not related to such moves.
Note:  Expenses incurred via self moves (e.g. rental costs for U-Haul truck, direct hire by employee of commercial carrier, etc.) are delegated entirely subject to conditions outlined in OSP “Moving Expense Regulation and Guide” (see OSP website http://www.ga.wa.gov/pca/moving.htm) and OFM Policy chapter 60.
3) Carpet installation: Purchase of carpet with installation services should be accomplished under authority G.1.

g. Rental of equipment or materials

Rental of equipment or materials when no purchase for ownership is involved and not covered by a mandatory-use state OSP contract, has no purchase dollar limitation except (see page 22 Exclusions to General Authorities for additional information):

1)
Modular Buildings: (state commodity codes 2332 and 5410) the rental or lease of modular buildings is limited to 180 days or less. 

2)
Passenger Vehicles: The temporary rental of passenger vehicles is authorized when required rental vehicles are not available on state OSP contract or the state OSP contract does not cover your agency’s intended use.  Such rentals may be procured on a non-repetitive basis up to $10,000 for a period not to exceed 60 days.  For extended rental situations, agencies are responsible for making a written cost benefit determination on continued rental verses purchase and shall maintain such documentation on file for audit purposes.
G.4 Sole Source/Special Market Condition

An agency may conduct a purchase of any dollar value for the following goods and services. 

Sole Source or Special Market Conditions: In general, under certain conditions, these may be declared exempt from competitive requirements per RCW 43.19.1906 and can be purchased through the process for sole source or special market condition (see Part 2 of this document). The purchaser shall adequately document the purchase file relative to non-availability of competition for the specific purchase transaction conducted.  

h. Professional licenses and memberships

Professional association membership dues (e.g. chamber of commerce, etc) or professional licenses required by employer or state law where such transactions are valid reimbursable expenses.  Costs for a professional license(s) required as a prerequisite of employment for employee(s) are not considered valid reimbursable expenses per state policy.

i. Publications, subscriptions and information service directories

(e.g. Thomas Register, Kelly Blue Book, etc.) in print or electronic disc formats.  Note:  Be aware that most commercially available software programs (e.g. MS-Word, Excel, etc.) are to be purchased under DIS statutory authority (Chapter 43.105. RCW).  Refer to RCW 42.24.035 for advance payment authorization for postage, books and periodicals.

j. Registration/tuition

Registration/tuition for conferences and seminars, booth or room rentals, facilities and directly related services and materials:

1) Rental of facilities including furnishings and related materials for public hearings required by agency mission are included in this OSP delegated authority.

2) Entrance fees to professional management award programs (e.g. Malcolm Baldridge Awards, etc) which are determined to be in pursuit of agency mission are also included in this delegation.
3) Exclusions:  Payment for lodging and meals in connection with conferences is to be made in accordance with the Office of Financial Management “State Administrative and Accounting Manual” (Volume One, Chapter 10). 

· Food catering services should be purchased under G. 3. d. (Commodity group/class 9759).

· Term leasing of space/facilities for use as classroom for training purposes is the responsibility of General Administration, Division of Real Estate Services and is not included in this delegation.

k. Miscellaneous fees

Court imposed fees, fees for obtaining records, costs associated with review boards, juries and directly related materials and services, range fees for firearms training where competition is not available within the local area, Court ordered attorney fees, out of court settlement costs, title insurance, registration/cancellation fees, transfer fees or other transaction fees, temporary boat moorage fees where competition is not available within the local moorage area. 

Customs and brokerage fees and duties associated with procurement of goods from foreign countries where such costs are not paid by shipper.  For permits or licenses issued by governmental agencies, document as an interagency expenditure/purchased service per RCW 39.34.080 (see note under G.2).

Exclusions:  Arbitration, expert witness and other similar services requiring the rendering of a professional judgment are not covered by OSP’s authority; they are defined as personal services and subject to Chapter 39.29 RCW (see Appendix D).

l. Administration of testing program services

For those agencies that authorize the issuance of professional licenses, student program testing services and related testing services.  Such activities must be of a routine and ongoing nature and monitored by the agency.  Examples of such activities include collection of fees paid to the agency, scoring of exams, reporting results and providing reports.  Note that if the work performed by contractor is not routine and ongoing and involves the exercise of judgment, discretion or decision making in administration of the testing program, the purchase should be accomplished under personal service rules (chapter 39.29 RCW) (see Appendix D).  Note:  Agencies may also use authority G.3. b as authority for conducting this acquisition.

m. Broadcast & Media Production Services

(state commodity code 9769), Services related to broadcast and media production if they are covered by OSP’s authority, e.g. include audio/video production, radio/TV broadcast.  Such services are defined as purchased services under OSP authority when agency personnel draft specifications and bid requirements, develop, direct, oversee and implement production functions as well as daily activities.  Off-the-shelf videos not including services of a consultant are under OSP authority (G.1).  

Exclusion:  Media production services for which a consultant develops, directs, and oversees the production with agency staff merely reviewing the final product but not directly involved with the day-to-day production, are defined as personal services and are to be conducted per chapter 39.29 RCW.  See also Appendix D for additional information.

n. Legal/promotional advertisements and awards

Legal or promotional advertisements costs via newspapers, video or journals, prizes or award materials which are related to the agency mission are included in the OSP delegated authority.  Items for individual employee recognition awards are limited by RCW 41.60.150.  Specialty advertising materials including fabrication of signage or informational displays to promote agency mission or services should be purchased under authority G.1 (group/class 9905), but only when not otherwise in conflict with RCW 43.78.030 (Department of Printing statutory authority).

o. Original works of art

(state commodity code 9915) acquired under RCW 43.19.455 except those acquired as gifts or grants under RCW 43.46.060.

p. Costs for use of patented graphic design

or artwork and reproduction rights associated with that patent.

q. OEM repair services

Original equipment manufacturer (OEM) repair services and component parts, and technical and maintenance services (including start-ups, training and testing), and chemical supplies, which can only be obtained from the original equipment manufacturer or regionally authorized single distributor.

Where repairs are made by state agency personnel rather than repair shops, purchase of replacement parts should be made utilizing the appropriate competitive process under authority G.1 to the extent that competition is available.

Note:  Agencies are not required to have major equipment components torn down in the process of obtaining competitive quotes in complying with this authority and in determining the cause of equipment failures.  Such actions are not consistent with normal business practices and may not be cost effective.  If, however, such equipment does not typically have to be dismantled in order for repair shops to provide reasonable repair estimates, agencies should seek competition to the extent that such competition is available in the local area.

r. Technical inspection

survey or certification services, and related expenses required for vessels, boilers, vehicles, and related equipment.

s. All maintenance and repair services

except those for which competition can reasonably be attained (state commodity code V-99 suffix) provided that:


For each repair estimated to exceed $10,000, a written determination of the cost benefit of repair versus acquisition of new equipment is to be made by the agency and retained with the purchase file.  Where competition can be reasonably attained, the purchase should be made using authority G.3d.  Note:  This authority is related to maintenance and repairs required for many types of equipment not specifically covered elsewhere herein (e.g. lawnmowers, HVAC equipment, air conditioning equipment, fire extinguishers, etc.).  See specific commodity categories to which this authority pertains and refer to suffix code V-99.


Note: The above maintenance and repair service functions differ from typical “purchase service” activities, which are identified under Group/Class 97 (see G.3. b).  For example, carpet cleaning is a “purchased service” and does not fall under the above “maintenance and repair” service functions.

t. Expenses incurred in managing assets

Expenses incurred by an agency in obtaining, managing or otherwise disposing of assets (e.g., equipment, supplies or general commodities) seized pursuant to that agency’s statutory authority.  Disposal of equipment, supplies or general commodities must be handled through OSP’s Surplus Programs Office (253) 333-4900.  Disposal of real property (e.g. land, buildings) must be handled through Statewide Operations/ (360) 902-7373.

u. Hazardous waste disposal services

Hazardous waste disposal services are available on state contract 07198.  Contract services include on-site waste consolidation and packaging, supplies, removal, transport and disposal at approved disposal facilities.
For non-contract waste streams, use of these General Authorities is authorized.  A list of service providers may be obtained from the Department of Ecology regional office or via their web site at www.wa.gov/ecology.

Exclusions:
· Fuel storage tank removal/replacement is not included in this authority.  Excavation, placement, or movement of fuel storage tanks for which a city, county, or state permit is required is to be accomplished in accordance with the public works statute.  Acquisition of fuel storage tanks (state commodity code 5430) and all related dispensing equipment and accessories (state commodity code 4931) are within the statutory authority of OSP and are to be purchased through OSP.

· Asbestos, PCB and contaminated soil excavation and removal are excluded from this authority because they are a public works requirement.  Contractor’s licenses, performance bonds, insurance, permits and prevailing wages are required and are to be coordinated with the GA Division of Engineering and Architectural Services (public works).

v. Gasoline Charge cards

Obtaining, controlling and issuing of gasoline charge cards to purchase automotive fuel, lubricants, parts and services as necessary at commercial stations only when use of state facilities is not practicable or facilities are not available.  A universally accepted gasoline charge card is available from the State Motor Pool, Department of General Administration (360) 438-8240.

w. Groceries: (state commodity code group 89)

Groceries for temporary camps, training schools and field offices established for a period of less than 180 days duration.  Included are fresh foods, prepared meals, ice and kitchen supplies.

x. Boiler compounds

(state commodity code 6850).  Please note that OSP has awarded state contract 05299 Water Treatment Chemicals.  For additional information, call Robert Paulson at (360) 902-7425.

y. Plants, flowers, shrubs and tree seedlings

(state commodity codes 8730 and 8750).

z. Training services

While recognized as a unique area which presents specific challenges to the implementation of a competitive process, agencies are strongly encouraged to ensure responsible public expenditures by seeking competition for training services if the type of curriculum desired and availability of training resources lends itself to the use of a competitive process.

Employee Training: Employee training services, materials and other training related costs which are defined as purchased goods and services under OSP authority.  Training under OSP authority is that which is offered on a continual and recurring basis to all or most employees, e.g.: basic first aid, grammar review, writing skills, etc.

Materials used in presentation of the training may also be procured under this delegation. Prerecorded training aids such as audiocassettes, videotapes, etc. (state commodity code 69) are delegated without dollar limitation.

Non-employee training: This authority may be utilized in conjunction with routine and ongoing training required for non-state customers to enable them to comply with contractual requirements.  This authority is not intended to be used, where appropriate, in place of existing statutory authority for client service acquisitions.

Equipment training: Training provided incidental to the purchase of equipment, but not included in equipment purchase price, may also be purchased under this delegation.

Exclusions:

· DIS statutory authority: Excluded from this delegation are training services subject to RCW 43.105.020(5) for equipment maintenance and repair, operation of a physical plant, security, computer hardware and software installation and maintenance, data entry, key punch services, programming services, and computer time-sharing.  Contact the Department of Information Services.

· OFM statutory authority: Also excluded from this delegation is training which meets the definition of “personal services” and is regulated under Chapter 39.29 RCW. Training is categorized as personal services when it is not offered on a continual or recurring basis to all or most employees; i.e., when it is offered to specific categories or classes of employees, regardless of frequency, or is offered occasionally (six times or less per year) to all or most employees. Examples of training categorized as personal services: Management and staff training to meet special health care needs of clients, training on information systems/programs unique to the agency, specialized safety training, and employee counseling services, etc.

It is the intent of the Legislature that employee-training contracts be submitted to OFM for approval, with the exception of those that clearly fit the definition of purchased service training. If the training contains characteristics of both purchased and personal service training, it should be procured as a personal service under the requirements of RCW 39.29. (Refer to the State Administrative and Accounting Manual, Volume I, Chapter 15, “Personal Services Contracts,” for more information.)

aa. Basic health screening/diagnostic costs

(e.g. wellness, blood pressure monitoring, blood draw, etc; see Appendix D for additional information related to purchased and personal services.

ab. Repair or replacement of rental equipment

Costs incurred, where authorized by agency, to repair or replace rental equipment which was lost, damaged or stolen.
ac. Minor costs incurred in donating of agency owned used equipment

(e.g. transportation, filing fees, etc) where such equipment no longer has a useful value to the agency and State Surplus approval has been attained by the agency for the donation of the equipment.

ad. Third Party Expenses

Payment of invoices received from 3rd party building owners for facilities maintenance or improvements conducted by the building owner.  Agency must closely scrutinize their lease agreement to determine the actual party responsible for payment of such costs.  For example, installation of metal detectors, security cameras or security fencing at the specific request of the tenant agency where lease agreement requires building owner to install but tenant agency to pay.

ae. Interagency Contracting Expenses

Expenses incurred via contract with another public agency to ensure continuation of grant funding where such services or materials must be purchased from a specific source or manufacturer.  For example, a federal agency requires the purchase and use of a specific brand of equipment for performing specific services under a contract with that state agency and the use of other brands would cause loss of funding and/or termination of the contract by the federal agency.
G.5 Used Equipment/Materials 

af. General

An agency may purchase:

· Used equipment, furniture or materials of less than $41,000.

· Used vehicles of less than $11,500.

ag. Specific Criteria

The procedures outlined under this authority apply to used equipment or materials regardless of acquisition source.  Purchase of used or refurbished equipment or materials at auctions or from specialty dealers may be made provided that requirements outlined herein are completed.  Specifically:

1. 
Documentation:  The agency purchase file shall be fully documented with the determination made by the agency as to market competitiveness of pricing and proposed source selection based upon agency market search.  To facilitate audit review, it is recommended that the purchase file contain a statement as to the price of like goods if purchased new.

2. 
OSP Involvement:  Agencies must request OSP to acquire used equipment or materials that exceeds $41,000.  Agency to submit form A-15A Purchase Requisition, detailing the item and price along with two independent appraisals or related documentation which assesses market value of the commodity or equipment in question.  Guidebook publications, price guides, web search appraisals or similar appraisals from persons or firms not associated with the seller or purchaser may be accepted given purchaser knowledge of the specific equipment or commodity, material condition, etc and appropriate documentation included in the purchase file.  Appraisals shall indicate whether a physical inspection of the used equipment was conducted and that the price is competitive with the market for comparable equipment.  The appraisals will normally be made by individuals or firms knowledgeable of a particular market, not just knowledgeable of the equipment.  If a physical inspection is not conducted, appropriate documentation shall be included in the purchase file outlining the basis for determining market value of the equipment in question.  As appropriate, OSP may grant a written purchase authority, which will enable the agency to conduct the acquisition.

3. Interagency Acquisitions:  When purchasing or exchanging used equipment or materials from another State of Washington agency through the Department of General Administration, Office of State Procurement Surplus Programs Office, use the authority of RCW 43.19.1919.  When purchasing used equipment from other public agencies (e.g. City of Seattle, etc), use the statutory authority outlined under RCW 39.33.010.

OSP’s Surplus Programs Office has merged with OSP and we have implemented a streamlined trade-in approval procedure.  Contact OSP's Surplus Program at (253) 333-4907 for their requirements. Designated OSP staff may approve your SF267A. The lead point of contact for OSP is Ken Woodfork, State Procurement Officer.  For additional details contact the OSP Purchasing Manager, (360) 902-7400 or your State Procurement Officer.

Also, please note that the Department of General Administration has issued a Delegated Scrap authority to state agencies.  See OSP website to review this delegation of authority or contact Doug Coleman, Surplus Programs Manager at (253) 333-4907 for additional information.

· Small Dollar Transfers Between Agencies:  State agencies may now transfer surplus property of less than $500 value to another state agency without charging fair market value. RCW 43.19.1919 requires state agencies to maintain adequate records of such transactions and comply with inventory procedures and audit requirements for those assets.

If uncertain as to fair market value, contact the OSP's Surplus Program Office at (253) 333-4907.  For such transactions, a Surplus Property Disposal Request (form SF267A) need not be completed and submitted to OSP’s State Surplus Program.

4. Warranty:  Used or refurbished equipment, which has a full factory warranty, is to be purchased as new equipment per WAC 236-48-003 (39).  Agencies must follow required competitive procedures in conducting all such purchases.

G.6 Purchases Via Federal Programs

GA administers a program via RCW 39.32.070 in cooperation with the federal government by which authorized state agencies may purchase Counter-drug Enforcement equipment under the “1122 program” via contracts established by the General Services Administration (GSA).  Agencies who believe they may qualify for participation in this program should contact Doug Coleman, State & Federal Surplus Programs Manager at (253) 333-4907 to determine eligibility.

Part 2 Guidelines for Conducting Purchases Under General Authorities

Introduction

Agencies are to conduct their purchases as required by state law, purchasing regulations and policies, these General Authorities and agency policies and procedures.  After an agency determines from Part 1 of this document that it has authority to conduct a purchase, it should identify the correct process to follow. There are different processes for different dollar values and situations.  To identify the correct process, the agency should determine whether:

a. 
A sole source or special market condition exists which limits competition.  A sole source is one that is clearly and legitimately limited to a single source of supply.  An example is a pharmaceutical drug, which is under a multiple year patent and is only sold directly by the manufacturer.  A special market condition is one, which has caused competition to either be extremely limited or non-existent.  An example of a special market condition involves the following scenario: a corporate merger of two long time competitive rivals which drives up the pricing of a product and, at the same time, where similar competitive brands produced by other sources are temporarily not available on the market due to production problems, etc.  Follow the process of section P.2 below. Remember that General Authority G.4 lists many approved sole source or special market condition items (see Part 1 of this document) or

b.
The goods are produced by Correctional Industries under RCW 43.19.534 and available via a mandated state contract.  Consult OSP staff for guidance.


If neither of the above apply, then the agency should determine if:

c.
The purchase is $3000 or less. Follow the “direct buy” process as discussed in section P.3.
d.
The purchase is between $3000 - $41,000.  Follow the “record of competition” process of section P.4 as required by state law. Note: In most instances, an agency only has authority up to $10,000.  If the cost of the good or service exceeds the agency authority, forward the requirement to OSP via an A15A Purchase Requisition.  Contact OSP if you are uncertain whether your agency has authority to conduct the purchase.

e. 
The purchase is more than $41,000.  Agencies are to adhere to the sealed bid requirements of section P.5 if they have authority to conduct the purchase.  If not, OSP is to conduct the purchase.  Note: It is possible that agencies will have purchases of this size in carrying out the unlimited dollar authority of General Authority G.3 (see Part 1 of this document).

P.1 Basic Requirements

When conducting a purchase, the agency is to comply with these basic requirements:

a.
Include the number of the General Authority on the ordering document.  For example, membership dues should reference G.4.

b. 
Be aware that throughout this document the term “purchase” shall include purchase, lease and rental. Dollar limits in this document exclude sales tax and freight charges.

b. Seek voluntary Minority and Women’s Business participation.

d.
Comply with these General Authorities when conducting a purchase regardless of dollar amount or acquisition source.

e. Understand that the need to comply with Americans with Disabilities Act (ADA) requirements does not exempt the purchase from the required competitive processes and other requirements described herein.

f. Ensure compliance with prevailing wage requirements when applicable. See Appendix E.  Also, ensure that you apply reciprocity increases where applicable (see appendix F).

g. 
Adhere to state statutes regarding ethics:  Understand state laws and executive policies that prohibit conflicts of interest or acceptance of gifts while acting on behalf of the state.  Even the appearance of a conflict of interest is to be avoided. OSP recommends a policy to disallow the acceptance of supplier-paid trips, meals, candy, fruit, alcohol, calendars, plants, and other advertising items for individual use, but to allow the acceptance of reference catalogs, product samples for testing, and admission to product shows, provided they foster the best interest of the state and are of no economic gain to the individual. It is also a violation of state ethics laws (RCW 42.52.160) to use, or allow others to use, state property under your official custody, control or direction for the private benefit or gain of yourself or another person or organization.  Refer to Chapter 42.52 RCW or consult your personnel officer for further details.  Remain aware of the ethical and legal implications identified under RCW 9.18.120 for suppressing full and unrestricted competition when conducting your purchases.

h. 
Know that it is prohibited to purchase from state contracts or Central Stores for personal use or gain per RCW 43.19.1937.  State contract and Central Stores goods or services may be provided to volunteers for use while conducting work benefiting the state.  Do not use state funds to purchase equipment or supplies for personal use even in your office environment (e.g. microwaves, refrigerators, etc).  This will result in audit exceptions issued by the Office of State Auditor.

i. 
Conduct your purchases and maintain your purchase files in compliance with state statutes and administrative codes including Chapters 43.19 RCW, 236-48 and 236-49 WAC, (copies available through internet http://www.ga.wa.gov/regulat.htm).  Your actions are subject to audit by the Office of the State Auditor.

j. 
Understand that when you conduct your purchase, your agency is responsible for responding to any protest and for any legal costs incurred.  OSP is available only for guidance.  Ensure that you have a current policy which addresses this issue (e.g. who will review appeal, how, when, etc).  If OSP conducts the purchase or bids the contract for you, we will manage the protest effort for your agency.  That effort is included in the fee you pay for the procurement service.  See P.15 for additional information on this subject.

k.
Avoid piece mealing of requirements.  Segmenting of volumes to avoid competitive requirements may result in audit exceptions or revocation of this delegation, or both.  Where continued acquisitions of the same commodity are experienced by your agency, OSP should be consulted to determine the feasibility of writing a term contract for that commodity or service.

l.
Ensure full compliance with contract terms prior to authorizing payment for goods received or services rendered as required by state statutes.  Incorrect invoices must be promptly returned to the vendor for correction or otherwise disputed to avoid potential late payment fees (See RCW 39.76.010).

m.
Ensure that the state treasurer (telephone: (360) 902-9021) has approved the funding of any lease-purchase agreement and that all of their guidelines have been met prior to initiating the lease-purchase.

n. Remain fully aware of, and closely scrutinize agency purchases to ensure that items ordered are not included on a mandatory state contract(s).  Contact OSP for clarification prior to ordering.  Do not place orders on a contract or piggyback on an order awarded by another state agency, educational institution or political subdivision unless both that organization and yours have either statutory or delegated purchase authority to contract on your behalf.  Such practices will result in audit exceptions.  Per definition of “mandatory”, agencies are not required to use state contracts if:

· A valid purchase has been made under RCW 43.19.190(2) Best Buy process or

· The minimum order quantity specified in the contract exceeds the agency’s needs or

· The contractor cannot deliver required goods or services in time to meet agency needs.  Agencies must ensure, however, that they make valid attempts to program in sufficient advance planning to enable the contractor to meet their needs.  Delays resulting in last minute purchases from alternative sources will result in audit exceptions and could subject the agency to potential litigation.

o. Avoid overstating of purchase requirements.  It is the requesting agency’s responsibility to ensure that specifications are technically designed and biddable prior to submitting requirements to OSP.  “Biddable” means specifications that fully describe the agency requirements and address local, state, and federal requirements without need for further clarification or revision.

p. Remain aware of the statutory restrictions placed upon advance payment for services and lending of the state’s credit under RCW 43.88.160(5e) which limits advance payments for equipment maintenance services to 12 months and requires that a bond be posted.  Be aware that RCW 42.24.035 does allow advance payment for postage, books and periodicals in a manner consistent with normal business methods and in the case of subscriptions, for a period not to exceed three years.

q. Note that facsimile bids are not allowed.  Facsimile quotations, however, are acceptable.  Note the differences in process between Invitation for Bid and Request for Quotation as outlined by WAC 236-48-003.  Agencies desiring to utilize a process involving the use of digital signatures should adopt a policy that addresses the manner in which this process will be utilized within their agency.  This policy should ensure that adequate safeguards are implemented which facilitate the integrity of the procurement process per WAC 236-48-079.

r. Provide effective documentation and audit trail.

s. Continually look for additional suppliers to ensure a competitive environment for future purchases.  The marketplace is constantly changing, and suppliers are continually refining their products/services.  Expect a lower price as new products are introduced, even from current supplier.

t. Document all purchase actions/decisions, but be aware that they are generally considered public records.  If in doubt, consult your Public Records Officer or Assistant Attorney General.  Be aware of the statutory requirements for prompt response to public record requests and potential damages to your agency for withholding.

u. Ensure fair/open, professional process and “full and unrestricted competition” as required by RCW 43.19.1939.  Treat all bidders alike (give them the same information at the same time).  Enforce your policies/rules in a consistent fashion.  Honesty and timely/effective follow up will help avoid protests.  Respect and value supplier input while maintaining an arms length relationship with those suppliers. Do not allow a bidder to write your specifications.  Ensure they know what you expect of them.  Implement a “glass house” approach, as public procurement is open to intense scrutiny.  To facilitate consistent responses and to ensure that all bidders receive the same information, all questions raised by bidders participating in a competitive process should be directed to a single person directly assigned by the purchasing activity.  Do not provide any advantage to one bidder over another including releasing of pricing information prior to award per WAC 236-48-123.

v. For purchased services, include prevailing wage requirements where applicable.  Include insurance provisions where work is completed on state property or where otherwise required by Division of Risk Management.  Include your agency as an additional named insured party on certificate.  See Appendix E for additional information regarding prevailing wage requirements.  

w. Ensure that you utilize generally accepted procurement terminology when conducting your acquisitions.  For example, always utilize the phrase “or equal” instead of “or equivalent” when identifying the product standard against which you will evaluate all products bid.  The use of “or equal” is consistent with definitions provided in WAC.  Use of other terms with similar meaning may cause confusion among bidders.

x. Do not issue unpriced purchase orders to vendors as it will result in audit exception(s).  Do not allow work to be initiated or services to be performed by any bidder without prior issuance of a valid purchase order by your agency.  

P.2 Sole Source and Special Market Conditions

Purchases that are clearly and legitimately limited to a single source of supply and purchases involving special facilities, services, or market conditions may be acquired through direct negotiation with documented source selection and price reasonableness.  Declaration of sole source should result from a market search and analysis with all parameters fully documented in the purchase file.

P.3 Direct Buy Purchases

Purchases under $3,000, excluding sales tax and freight, may be made without soliciting competition based upon the purchaser’s experience and knowledge of the market to provide the required quality at the lowest cost.  Documentation to support purchase decisions, including price competitiveness, must be included in the purchase file where appropriate.  Regardless of direct buy threshold, agencies should seek competition if they have reason to believe that pricing quoted is not competitive with market rates or previous purchase costs.

When conducting purchases under Direct Buy provisions, agencies are encouraged to buy from locally owned small businesses to the extent that such acquisitions are cost effective.

P.4 Record of Competition Purchases

a. Purchases between $3,000 and up to $41,000 before trade-in allowance, are to be competitively solicited and documented with a Record of Competition. See Appendix G.  The $41,000 limit excludes sales tax and freight charges.  Note: in most instances, agencies only have authority up to $10,000.

b. Where available, a minimum of three suppliers shall be solicited.  If fewer than three sources are solicited, the reasons are to be explained in writing and included in the purchase file.  For higher dollar value acquisitions, agencies should consider soliciting additional potential sources to ensure optimal value for the taxpayer.  Agencies should continually look for and include where appropriate, additional suppliers to ensure a competitive environment for future procurements and to ensure compliance with legislative intent for promoting full and unrestricted competition (RCW 43.19.1939 and RCW 9.18.120).

c. Solicitation shall include a minimum of one certified minority-owned business and one certified woman-owned business as required by statute (RCW 43.19.1906).  If not, the reasons are to be explained in writing and included in the purchase file.

d. While establishing a standard of quality on a “Brand name or equal” basis is a fully acceptable procurement practice, the purchase specification should avoid favoring a particular product or brand.  Avoid the use of “or equivalent” in lieu of “or equal” when identifying the product standard against which you will evaluate bids received.  The latter term is defined in WAC and is appropriate purchasing terminology.  The purchase should also be based on the minimum requirements necessitated by program needs.  Avoid overstating your requirements in terms of lengthy specifications extracted from catalogues that often tend to limit the extent of competition available to you.

e. Price evaluation: See Appendix F and P.6 below for guidance in calculating price preferences and other price adjustments as part of the overall evaluation of quotes/bids.  Purchasers must apply these price preferences and adjustments where required.

f. Agencies may trade-in state owned equipment of the same commodity or equipment type with advance approval of the Office of Commodity Redistribution.  In such transactions, sales tax is paid only on the cost of the new equipment less trade-in value per WAC 458-20-247 and RCW 82.08.010.

P.5 Sealed Bid/Formal Competition Requirements

a.
The law requires a formal, competitive process such as sealed bids and other formal competition processes for purchases of $41,000 and above. When agencies are authorized to conduct such purchases, they are responsible for complying with the requirements of Chapter 43.19 RCW and Washington Administrative Code rules, WAC 236-48/49 series.  To ensure the integrity of that process and to promote a positive perception for the public, it is customary for agencies to conduct bid openings in a public forum.  Please note that recent changes to WAC 236-48-011 now allow purchasers to formally advertise procurements by posting on Internet websites.

b. 
Purchases exceeding $41,000 may only be solicited by telephone or e-mail when the agency has declared an emergency.  Purchasers must apply these price preferences and adjustments where required.

c. 
Price evaluation: See Appendix F and P.6 below for guidance in calculating price preferences and other price adjustments as part of the overall evaluation of bids and other types of competitive responses.

P.6 Price Evaluation & Award

Bids and quotes are to be evaluated to determine the lowest responsive and responsible bidder.  Per RCW 43.19.1911 and state procurement policy, the following elements shall be considered in the evaluation to the extent that they can be reasonably determined by the purchasing activity:

· The price and the effect of reasonable term discounts; the minimal acceptable term (in calendar days) will be identified in the solicitation document, given consideration of the agency’s ability to pay within that term and/or other factors considered appropriate.  For evaluation purposes only, the purchasing activity shall reduce the bid price by the total impact of the acceptable term discount.  Consideration may be given to business and occupation tax returns from in-state suppliers and local sales and use tax cost differences between in-state suppliers.  Price may be determined by life cycle costing or energy efficiency of the product throughout the anticipated life of the product if considered appropriate and indicated in the document.  In evaluating cost criteria, the purchasing activity may consider factors impacting the total acquisition costs such as past warranty servicing, training, equipment upgrades, supplies, expedited service, replacement parts, etc;

· The ability, capacity and skill of the bidder to perform the contract or provide the services required;

· The character, integrity, reputation, judgment, experience, and efficiency of the bidder; 

· Whether the bidder can perform the contract within the time specified; 

· The quality of performance of previous contracts; 

· The previous and existing compliance by the bidder with laws relating to the contract; 

· Quality of goods to be supplied and their conformity with specifications;

· Purposes for which goods are required and the times of delivery;

· Servicing resources, capabilities and capacity of bidder to perform requirements;

· Lack of uniformity or interchangeability, if considered appropriate;

· A multiple award approach based upon geographical location of customer(s), commodity category, or multiple line items if considered appropriate based upon customer needs;

· Weighted point assignment methodology approach for multiple categories if considered appropriate;

· The effect of reciprocity percentage increases or preferences outlined by statute or rule;

· Other information or factors considered appropriate. 

The chart provided in Appendix F provides guidance in evaluating the pricing portion of a bid/quote.  State law provides price preferences for certain firms that contract with Correctional Industries (Inmate Labor), and a preference for recycled content products.  There is also a reciprocity increase applied to bids received from states which have in-state preference laws and price adjustments for prompt payment, local sales and use taxes, and business and occupation taxes.  Please note that Correctional Industries is not entitled to Inmate Labor preference on bids/quotes that they submit.  Qualifying industries (class I, II and V) may be entitled to this preference in competitive solicitations if they otherwise meet criteria outlined under RCW 43.19.535.  Please also note that no price preference can be legally provided to MWBE firms (see P.1c for additional information).

Please note that there are limited circumstances under which agencies may reject bids and rebid a solicitation.  Those circumstances are outlined under RCW 43.19.1911.  The purchase file must include the appropriate written approval as required by that statute.

P.7 Requesting a Purchase by OSP

Submit a form A15-A Purchase Requisition to OSP if:

a. 
The item or service is a required OSP purchase (see Appendix A).

b. 
The item or service is not included in a General or Specific Authority.

c. You need OSP assistance, even though you have General or Specific Authority to conduct the purchase.  In this case, the form A15-A is optional if a letter, e-mail or other written document is forwarded to OSP which fully outlines the agencies desire to have OSP contract on their behalf and which clearly outlines program needs.  See Appendix H for current reimbursable rates charged by OSP for this service.

d. You are requesting a purchase authority be issued by OSP.

OSP will conduct the purchase or issue the agency a purchase authority to proceed or establish a term contract as appropriate.  Please note that when OSP issues a purchase authority to your agency, that authority is normally valid only up to a specified dollar amount and only through a date specified in the authority.  The acquisition must be conducted in a manner consistent with state procurement statutes, regulations and provisions outlined in these General Authorities.  A record of competition must be documented where required by these General Authorities in the purchase file (see P.4) and maintained by agency for audit purposes.  Should your agency anticipate exceeding either the timeframe or dollar threshold specified, you should contact OSP to request a modification before that authority has lapsed.

Please note that the amount of time required by OSP to complete a purchase depends upon the nature and complexity of the commodity or service, the amount of interaction required between OSP and the requesting agency in development of the bid package, whether a prebid conference is required and subsequent addenda issued and if protest(s) are anticipated.

OSP staff can conduct competitive telephone quotes up to the sealed bid limit.  Given availability of sufficient resources, OSP may also be able to implement expedited purchase action procedures to assist customers with short lead times.  If, for some reason OSP is unable to meet your required timeframe(s), we will communicate with you as early as feasible and discuss alternative actions to meet your needs.

P.8 Emergency Purchases

Use the authority of RCW 43.19.200 to conduct an emergency purchase when the situation meets the definition of an emergency established by state law.  RCW 43.19.200 defines an emergency as:

“...unforeseen circumstances beyond the control of the agency which present a real, immediate, and extreme threat to the proper performance of essential functions or which may reasonably be expected to result in excessive loss or damage to property, bodily injury, or loss of life.”

This statute also requires any agency conducting an emergency purchase to complete a Declaration of Emergency Purchase (form A‑16E supplied by Central Stores).  The completed form must be filed with OSP within three days of the purchase.  These purchases are periodically the subject of audits and/or reviews by the State Auditor, various legislative groups, the media and the general public, and agencies should carefully review before proceeding to ensure that legislative intent has been addressed.

P.9 Community Rehabilitation Programs (CRP)

Use the authority outlined under RCW 43.19.520-530 to purchase goods or services from qualified CRPs (formerly sheltered workshops).  Such acquisitions may be made without a competitive process provided that the requirements relative to “fair market price” (RCW 43.19.530) are met and fully documented by purchaser.  Acquisitions made via CRP’s should reference RCW 43.19.520-530.  Please note that agencies have unlimited delegated authority for purchased services, including those acquired through CRP’s.  Purchases of equipment and supplies from CRP’s, however, are limited to $10,000.  Acquisitions exceeding that threshold should be forwarded to the Office of State Procurement.

P.10 WTO Procurement Requirements

The State of Washington is a member of the World Trade Organization (WTO) (see page 2 for additional information).  State agencies acquiring certain goods above the current $483,000 threshold may be required to adhere to WTO requirements when advertising those bids.

Therefore, if your acquisition exceeds the above threshold, you are advised to check whether the purchase is covered by the agreement prior to advertising the bid.  The following details of the agreement should be reviewed.

a) Agencies covered: Washington State executive branch agencies, including;




General Administration (includes agencies using delegated authority) 




Department of Transportation




State Colleges and Universities

b) Contracts covered: All procurement contracts valued at or above $483,000. However, the following contracts/purchases are exempted:

· Exemptions

· Fuel

· Paper Products

· Boats, Ships, Vessels

· Transportation Services

· Dredging

· Public Utility Services

· Printing Services

· Research and Development

· contract/purchases conducted by the state on behalf of local government agencies

· contract/purchases not competitively solicited

· contract/purchases from Community Rehabilitation Programs or Correctional Industries

If the purchase is subject to the WTO agreement, the following guidelines should be followed, in addition to the requirements in P1 through P9:

a) Agencies should invite participation by member nations in bid solicitations by publishing a notice in the Seattle Daily Journal of Commerce or other accepted media. This is called a “Notice of Planned Procurement” (see Appendix K).

b)  Where feasible, allow a minimum of forty (40) days from the date of publication of the above notice to the date of publication of the bid.

c) While preparing bid packages, agencies shall ensure that;

· Sole source procurements are appropriately documented.  If in doubt as for sole source requirements, seek advice from OSP or refer to the Article 15 of the agreement.

· New bidders are given information in a timely manner regarding the state’s procurement practices.

· Specifications are drafted generically where feasible and restrictive specifications are eliminated to encourage participation by an optimum number of qualified bidders.

· All discriminatory practices favoring U.S. companies, to the extent allowed by legislation, are eliminated from bid solicitations and contract evaluations.

· Special contract provisions are included in bid documents which specifically identify which party is responsible for payment of custom duties, import fees, etc.

d) A “Notice of Award” (see Appendix L) shall be published in the appropriate publication no later than seventy-two days after the award of contract.

e) Agencies shall ensure that protests are handled in accordance with WTO guidelines.  Call OSP for additional information as necessary.

f) Include OSP on your distribution list for the following:

· Notice of Planned Procurement

· Notice of Award

P.11 Exceptions to the Competitive Process

Purchases meeting the following criteria and within an agency’s statutory purchase authority or within that agency’s purchase authority delegated by the Office of State Procurement need not be purchased via competitive means.  All other acquisitions must have a record of competition in the purchase or contract file.

a. Emergency Purchases (refer to P.8 above and RCW 43.19.200).

b. Purchases less than $3,000 (refer to P.3 above).

c. Single source or special facilities, services or market conditions (refer to P.2 above).

d. Used equipment (see G.5).

e. Interagency Purchases (refer to the appropriate provisions of chapter 39.32 through 39.34 RCW).

f. Purchases from Community Rehabilitation Programs and programs of the Department of Social and Health Services (refer to P.9 above).

P.12 Purchases from Central Stores  

Central Stores provides commonly used supplies to state agencies and serves its customers under the authority of RCW 43.19.1921 through 1927.  Ordering procedures, shipping and billing information as well as procedures outlining return of goods or return of damaged or defective merchandise are outlined via the following internet site: http://www.ga.wa.gov/centralstores/ a copy of the online catalogue can also be viewed from this website. A copy of the online catalogue can also be viewed from this website.  To receive a copy of the Central Stores printed catalogue, order commodity code number 9991-000-001 and/or call Customer Service at (360) 902-7410, or fax your request to (360) 753-4839 or 1-800-486-8253 or e-mail csmail@ga.wa.gov.
P.13 Purchases Made Using the State Sponsored Purchasing Card

Agencies using Purchasing Cards to acquire supplies must adhere to requirements outlined under the State Administrative and Accounting Manual, Volume One, Chapter 45.  Agencies must establish a policy as indicated in this chapter to ensure a system of accountability, control and distribution of purchasing cards within their agency.  Agency purchases are subject to audit.  OSP will provide an implementation guide to those agencies interested in participating in this program.

In those cases where the state-sponsored purchasing card is not accepted as a means of payment, state agencies may utilize a revolving account or store charge card sponsored by that department store or facility.  State agencies may also use the state-sponsored purchasing card to make acquisitions online provided that they first verify that a mandatory-use state contract does not exist for the commodity or service and that their agency has delegated authority to conduct the purchase.

P.14 Purchases for Resale

State agencies have primary statutory authority per RCW 43.19.190(2) for the purchase of materials, supplies and equipment for resale to other than public agencies.

P.15 Managing Protests

Per WAC 236-48-141, state agencies are required to make available to bidders upon request a copy of their policy which outlines how a protest review process will be administered within their agency.  That policy should state the person(s) to whom such protests will be addressed.  The protest procedure outlined under WAC 236-48-141 through 143 describes OSP’s process for addressing protests.  Agencies may adopt a policy which is similar to that process or one which more fully meets their internal needs for a timely and objective review process.  However, the reviewer should be a person who is not associated with the award process and who can lend an objective analysis to that process.  Reviewing and responding to protests can be a very time-consuming effort for state agencies.  Therefore, agencies should pursue an open and objective process which serves to minimize the likelihood of protests.  The following recommendations are provided to assist you in doing this:

· Develop specifications in an objective manner.  Do not copy from a brochure or literature.  Write only those specifications which are necessary to ensure that your program needs are met by the equipment purchased.  Specifications should reflect not only those needs but be stated in a manner which will promote “free and open competition”.

· Ensure that your bid document fully defines responsibilities of both parties.  If a bidder is able to fully identify their costs associated with a given project, they will generally be more willing to provide you with a better bid package.  If they are uncertain as to future costs, they will generally add a cushion to their bid price to account for that uncertainty.

· Actively communicate with bidders during the bid process on specification issues.  A prebid conference is an excellent forum for developing awareness of both supplier concerns and specification deficiencies.

· Be aware that the main objective of most bidders is an opportunity to participate in a fair and open process.  Ensure that your actions and words communicate this to bidders.

· Strive to resolve all concerns before bid opening and award.  Inform bidders that they must raise all relevant concerns regarding specifications or bid requirements before you open bids.  Advise them that if they fail to do so, subsequent protests based upon those issues will not be allowed.

· Thoroughly review all issues raised by bidders with your customers and team members.  Attempt to accommodate those concerns where feasible.  If changes in your bid document are necessary as a result of that review, publish an amendment and distribute to potential bidders.

· If you cannot accommodate the concerns of a bidder, inform that bidder as early as feasible in the bid process and do so in a positive, proactive manner.  In that communication, focus on deficiencies of their equipment which are not consistent with your customer’s program needs.

· Be timely in your response to bidders.  Provide bidders with sufficient time to put together a bid package that will meet your needs.

· Provide all bidders with the same information.  Treat them with courtesy and respect.  Encourage them to sharpen their pencils and provide the best bid possible to you.

· Document all decisions, pertinent conversations, etc.  

· Per WAC 236-48-098, send written notice(s) of rejection to non-responsive bidders.  Be specific and fully outline the reasons for rejection.  Encourage them to be responsive in the future.

· If you do receive a written protest, consult with your protest manager or supervisor.  Allow that person to fully review bid documents and become familiar with bid requirements and award criteria.

· Protest managers/supervisors should:

a. Protest Prior To Award

· Provide guidance to purchaser as necessary including review of bid requirements and process, specifications, conformance with statutes/regulations/purchasing policies, etc.

b.
Post Award Protest

· Interview all participants in the award process.  Review all documentation included in purchase file.  Meet with protester if necessary to get a complete understanding of concerns.

· Analyze the concerns raised by protesting bidder and determine if valid issues have been raised.

· Determine if award was made in accordance with bid requirements, purchasing statutes and regulations.

· Determine if the process itself was handled in a professional manner which reflected fairness, objectivity and equal access to participants.

· Determine if award decisions and actions were properly documented in the purchase file.

· Determine if the agency is likely to prevail if litigation is filed by protester.  What are the risks, liabilities and most likely outcomes?

· Determine if there are changes that should be made to current procedures or processes to preclude similar protests in the future.

· Contact applicable OSP State Procurement Officer or your Assistant Attorney General regarding potential legal issues to ensure that actions are/were consistent with statute.

· Provide written response to protester addressing each of his/her concerns.  Provide recommendations on how he/she may become responsive to future bids issued by your agency.

P.16 Cooperative Purchasing Agreements
Cooperative purchasing is the combining of the requirements of two or more government agencies or non-profits  to obtain advantages of volume purchases, reduction in administrative expenses or other public benefits.  A purchasing cooperative is set up by a lead government agency for use by government agencies.  Agencies then participate in cooperative purchasing through interagency agreements.

The decision to lead or participate requires a substantial review to insure the entire process complies procedurally and substantively with applicable laws and regulations including RCW 43.19, RCW 39.34 (The Interlocal Agreement Act, attached as Attachment A) and RCW 42.52 (The Ethics in Public Service Act).  

State agencies may only participate in cooperative purchasing with prior review and approval of OSP.  Contact the Office of State Procurement Policy and Protest Manager for additional information.
The following purchasing cooperatives and their related contracts have undergone review and are approved for use by all state agencies:

· WA State Purchasing Cooperative (WSPC)

· Western States Contracting Alliance (WSCA)

See Appendix A.h Cooperative Purchasing for exclusions.

Appendices

Appendix A: Exclusions To General Authorities

The following goods and services must be purchased by the Office of State Procurement (OSP) unless delegated by OSP to the individual agency by Specific Authority. For those purchase requirements listed below for which no specific instructions are given, submit a form A15-A Purchase Requisition to OSP.  If the commodity is subsequently included on a state contract issued by OSP, agencies should follow instructions for ordering as outlined in the contract.

a. Passenger motor, medium and heavy-duty vehicles, and motorcycles (state commodity codes 2310, 2320, and 2340); industrial and farm tractors (state commodity codes 2420 and 2421); unless otherwise indicated as an exception below, agencies should complete form A15-A and forward to OSP for all purchases of the above.

b. Used vehicle purchases from the private sector with an estimated cost of $11,500 or more.

c. Temporary rental of passenger vehicles when the estimated rental cost is $10,000 or more and/or the rental period is 60 days or more.  For extended rental situations, agencies are responsible for making a written cost benefit determination on continued rental vs. purchase and shall maintain such documentation on file for audit purposes.

d. Boats, marine motors and trailers with estimated cost of $11,500 or more (state commodity code group 19 and classes 2331, 2806, and 2816).

e. Trailers and prefabricated or modular buildings (state commodity codes 2332 and 5410).  No authority is delegated for the rental, lease, lease-purchase, or purchase of a trailer or prefabricated or modular building.

EXCEPT the rental or lease of modular buildings, state commodity codes 2332 and 5410, is authorized up to 90 days.

For trailers, prefabricated or modular buildings to be placed on land owned by the state when the contractor will be responsible for manufacturing, delivering and setting-up the trailer/building and the requesting agency will be responsible for all required permits, site preparation, construction of permanent foundation and bringing utilities to the building location, submit a form A15-A Purchase Requisition to OSP.

For prefabricated or modular building purchases requiring the contractor to be responsible for the entire job, i.e., all site preparation, permanent foundation and utility construction, as well as building manufacture, delivery, and set-up, submit a form A15-A Purchase Requisition to Department of General Administration, Division of Engineering and Architectural Services (E&AS).

For the lease or rental of a modular building when it is to be placed on land not owned by the state, agencies should contact the Department of General Administration, Division of Real Estate Services (DRES).

f. No authority is delegated for installation or removal of underground fuel storage tanks (state commodity code 5430), and all related dispensing equipment and accessories and installations (state commodity code 4931) as such services are generally considered a public works activity.  OSP will coordinate with the General Administration divisions of Engineering and Architecture Services and the Division of Real Estate Services as applicable.  Truck mounted fuel storage tanks may be purchased under authority G.1.

g. Weapons, Firearms, Signal Guns, and Accessories

· Firearms, Shotguns, Rifles, and Scopes

· Chemical Weapons, Tear Gas, Gas Grenades, Etc

· Weapons, Miscellaneous

· Repair Parts, Components, or Accessories for Firearms and Weapons

· Maintenance or Repair of Firearms, Chemical Weapons, Weapons

h. Cooperative Purchasing. See Section P.16.
No authority is delegated to purchase goods and services for any dollar amount through cooperative purchasing.
Appendix B: Exemption Programs

I.
Best Buy Program

The Office of State Procurement (OSP) provides competitive prices and warranties, guaranteed sources of supply and other beneficial supply terms through mandatory state OSP contracts and Central Stores. Volume pricing and terms can be extended to even the smallest purchaser because of the combined purchasing power and patronage of all state agencies and many political subdivisions.

However, pricing in the open market does fluctuate.  If a better price is routinely found, you must notify the appropriate OSP State Procurement Officer. For items on mandatory state OSP contracts, follow the Best Buy process to obtain the better price.  (Note: Although contracts designated as convenience use are excluded from the Best Buy program and agencies may use their General Authorities as applicable, agencies should also advise the appropriate OSP Contract Administrator when better pricing is routinely identified.)  For Central Stores items, follow the Best Buy process as outlined in Appendix B.
The following paragraph is included in state contracts issued by OSP:

LOWEST COST PURCHASE AUTHORITY

This contract is subject to RCW 43.19.190(2) and RCW 43.19.1905(7), which authorizes any state agency to purchase materials, supplies, services and equipment of equal quality to those on state contract from non-contract suppliers provided that an agency notifies the OSP State Procurement Officer, using the Best Buy form, that the pricing is less costly for such goods or services than the price from the state contractor.

If the non-contract supplier’s pricing is less, the state contractor shall be given the opportunity to at least meet the non-contractor’s prices.  If the state contractor does not meet the price, then the agency shall purchase the item(s) from the non-contract supplier using the purchase authority of RCW 43.19.190(2).

If a lower cost is identified repeatedly due to pricing differences, the state reserves the right to renegotiate the pricing structure of the applicable contract.  If such negotiations fail, the state reserves the right to delete such item(s) from the contract.

The process operates as follows:

Best Buy Request (Refer to Appendix J or online at Forms, Policies and Regulations)

1)
An agency determines that goods or services of at least equal quality and quantity to those on contract may be purchased at a lower total cost;

2)
The agency calls the contract supplier and provides an opportunity to meet the competitive price; if the contractor cannot meet the price, the agency may proceed with the purchase from the non-contract supplier;

3) The agency completes the Best Buy report (Appendix J or online at Forms, Policies and Regulations) and forwards it to the appropriate State Procurement Officer within two business days of purchase so that information about competitive situations and changing customer requirements and needs are incorporated into future contract decisions.

The above process is to be followed for each individual purchase including repetitive purchases off the same contract.

Central Stores Best Buy Program

To support choice in purchasing Central Stores is no longer requiring agencies provide the opportunity to match the best buy price. Effective immediately the best buy process for Central Stores will no longer involve submitting a request and waiting for a response before making the purchase. Purchases being made which comply with the best buy provisions of the General Authorities, as they pertain to Central Stores products, will only require the filing of a best buy report with Central Stores following the purchase.

1) The agency may proceed with the purchase from a competitive source without prior approval of Central Stores

2) The agency forwards a Best Buy form (see appendix J on the following web site: http://ga.wa.gov/pca/genauth.htm or http://www.ga.wa.gov/centralstores/) to Central Stores at fax (800) 486-8253 at least 2 business days after a purchase.    The agency contact name and phone number must be included on the Best Buy form.  All Best Buy forms will be assigned a referral number by Central Stores.  This referral number should be noted on all correspondence and/or communications.

3) The Best Buy form can also be accessed online at http://www.ga.wa.gov/centralstores/.  A referral number will automatically be generated for your records and referenced in further correspondence.  If the Best Buy form is submitted online, the agency will receive a confirmation acknowledgement with a referral number and response date.

II.
Testing Items Similar to State Contract & Central Stores

State Agencies periodically request authority to test goods not presently available on mandatory state contract(s) or via Central Stores.  The purpose of the testing is to increase general awareness of competitive products and to apply this knowledge in planning future acquisitions.  This process is normally given favorable consideration by OSP only when new products are introduced to the market which provide unique advantages to purchasers and will be considered for purchase upon expiration of the mandatory contract.  OSP may authorize such purchases for a short-term duration and in minimal quantities sufficient to complete testing requirements.

Agencies wishing to test or evaluate goods or services that are similar to those of a mandatory state contract or from Central Stores are to contact the OSP contract State Procurement Officer or Central Stores for a specific purchase authority.  Authorization to test such goods will be contingent upon the purchaser providing test results to OSP within thirty (30) days after completion of such testing.

III.
Correctional Industries Exemption

Under certain circumstances, state agencies may request exemption from a mandatory C.I. state contract that was established in accordance with RCW 43.19.534:

1)
When a mandated C.I. state contract exists and the product is manufactured within the State of Washington.

2) When an agency determines C.I. products do not meet their functional, reasonable, and/or performance requirements.  This should be used in unusual circumstances and should not be a regular issue.  This decision is at the sole discretion of C.I.

Refer to the Exemption from Correctional Industries’ State Contract Form for complete instructions (see Appendix I).  The completed form should be submitted directly to C.I. for approval.  Upon receipt, C.I. will review your request and respond within five (5) working days (unless a shorter or longer time frame has been mutually agreed upon).
Note:  In circumstances where C.I. cannot meet your required delivery timeframe (i.e. end of biennium, etc), C.I. may grant a one-time exception to the above (refer to Appendix I for additional information).  Contact Mike Pracna of CI at (360) 586-4046 to see if your request qualifies.  If approved, CI will issue an authorization letter to allow purchase from an alternate source.  The term of this exception is strictly for a one-time purchase, granted on a case-by-case basis by CI.

Appendix C: Non-OSP Acquisition Authorities

Interpreter Services

The Department of Social and Health Services has the statutory responsibility to contract for interpreter services on behalf of public assistance recipients under RCW 43.19.190 (2).
Printing

The state Department of Printing, PO Box 47100, Olympia, WA 98502-7100, operates under Chapter 43.78 RCW and, in general, is the mandatory supplier for printing services.  Exceptions are outlined under RCW 43.78.030.  Telephone (360) 753-6820.

Insurance - Bonds

Under the provisions of RCW 43.19.1935, the purchase of insurance, bonds and notary public commissions is the responsibility of the Department of General Administration, Division of Transportation, Risk and Mail Management, PO Box 41027, Olympia, WA 98504-1027. Telephone (360) 902-7303.

Public Works

Public works requirements, as defined in RCW 39.04.010, are the statutory responsibility of the Department of General Administration, Division of Engineering and Architectural Services. Such requirements should be submitted to Department of General Administration, Division of Engineering and Architectural Services, PO Box 41012, Olympia, WA 98504-1012 on a public works requisition form. Telephone (360) 902-7272.

Space/Buildings

The purchase, lease or rental of privately owned space/buildings on private property and alteration or repair thereon is the statutory responsibility of the Department of General Administration, Division of Real Estate Services, PO Box 41015, Olympia, WA 98504-1015. Telephone (360) 902-7373.

Maintenance Services, Capitol Campus

In state-owned buildings on the state Capitol Campus, maintenance services, including carpet cleaning, are to be purchased from General Administration’s Division of Capitol Facilities (Telephone: (360) 902-0950) (RCW 43.19.125).

Personal Services

A personal service is “professional or technical expertise provided by a consultant to accomplish a specific study, project, task or other work statement” (chapter 39.29 RCW). A personal service anticipates the rendering of a professional opinion, judgment or recommendation by an independent, objective advisor. Personal services are usually procured to resolve a specific problem or need and represent specialized skills for which the state is not permanently staffed. Personal/professional/consultant service acquisitions are the statutory authority of the Office of Financial Management, PO Box 43134, Olympia, WA 98504-3134, telephone (360) 902-0414, and are to be administered in accordance with chapter 39.29 RCW and the State Administrative and Accounting Manual, volume I, Chapter 15.  Please also note that OSP has a Professional and Technical Services Contracts section which provides assistance to state agencies and Co-op members in developing personal services and information services contracts.  For information on services provided, contact Steve Demel, unit manager at (360) 902-7192 or visit their website at www.ga.wa.gov/pca/ps2.
Vending or Cafeteria Services

Contact Department of Services for the Blind Business Enterprise Program for guidance and/or assistance.  Telephone (360) 586-1224.

Travel on State Business & Credit Card Services

Acquire travel and travel-related services (lodging, meals, transportation, etc) in accordance with State Administrative and Accounting Manual (SAAM) issued by the Office of Financial Management (OFM) and RCW 43.03.065.  Note that OSP has travel-related contracts available to state agencies.  See OSP Travel Web Page at:  http://www.ga.wa.gov/pca/travel/index.html
OSP has one contract for both the Purchasing Card and the Travel Card.  The users of the contract have three options.  1) Purchasing Card only, 2) travel Card only or 3) a combined Purchasing/Travel Card.  The single contract provides for added rebates to the contract users.  See State Contract 04298.

Note:  For certain areas which may have overlapping applications or which you may be uncertain where that authority belongs, we suggest you call either OSP or one of the above for clarification prior to proceeding with purchase.
Information Technology Hardware, Software and Purchased Services

1. 
Purchase of the following commodities (preceded by the four-digit state commodity code) is the statutory responsibility of Department of Information Services (DIS) chapter 43.05 RCW and not subject to these General Authorities:

a. 7010 ADP Equipment/Configuration

b. 7021 Central Processing Unit (CPU, Computer), Digital

c. 7022 Central Processing Unit (CPU, Computer), Hybrid

d. 7025 Input/Output and Storage Devices

e. 7030 Software

f. 7035 Accessories Equipment, including:

1. Cables with connectors for specific components

2. Diagnostic equipment for testing components

3. Line monitors

4. Items hardwired to a computer

g. 7040 Punched Card Equipment

h. 7050 Computer & Telecommunications Equipment Components

i. 7060 Test and Monitor Equipment

j. 7435-V02-V99 Word Processing Equipment and Accessories

k. 9714-V03 Data Processing Services (Data Entry or Storage)

l. 9729-V15 Telecommunication Systems

m. 9729-V30 Computer Programming

n. 9729-V35 Software Testing

o. 9729-V40 Systems Programming

p. 9729-V45 Applications Programming

q. 9729-V50 Data Base Design

r. 9729-V24 Data Processing - Technical

s. 9729-V27 Data Processing - User

t. 9729-V59 Management Information and Automation

The purchase of telecommunications equipment, installation, answering and paging systems, all call and cellular airtime service and maintenance (state commodity group 58) is the statutory responsibility of DIS. Questions regarding telecommunications delegated authority should be directed to DIS.

2. 
Purchase of the following are subject to RCW 43.19 and are thus subject to these General Authorities:

a. Memory typewriters, state commodity code 7430

b. Expendables: paper, ribbons, print wheels, etc.

c. Magnetic media: tapes, diskettes, disk packs, cartridges, etc.

d. Furniture (including ergonomic furniture and panel systems)

e. Security devices: security enclosures, sound control covers, cabinets, etc.

f. Cable wire, parts to make custom cables

g. Custom swivel stands, glare guards

h. Nonspecific test equipment: voltage meters, etc.

i. Facsimile machines.

j. Digital Copiers

k. Radios.

Appendix D: Service Activities

Refer to Authority G.3 (b). In general, state commodity code group 97 applies to GA Purchased Services.  Exceptions are indicated therein.  A copy of that listing is available via the following Internet web site: http://www.ga.wa.gov/pca/supplier.htm.  At that web site, download the vendor registration packet and look for group/class 9700.

1.
Personal and Purchased Service Activities:

The listing below was prepared by the Statewide Procurement Design Team (STAT) and should be utilized by your agency in determining under which acquisition authority rules/policies your proposed purchase should be conducted.  It is a guideline to facilitate your procurement decisions.

2.
Public Works Service Activities:

The statutory authority for Public Works procurements is Chapter 39.04 RCW.  For identification purposes, many of these service activities have been assigned a commodity code under group/class 9700.  Acquisitions in these areas are to be made under Chapter 39.04 RCW.  For additional information or clarification, contact the Division of Engineering and Architectural Services at (360) 902-7272 or the Office of State Procurement (360) 902-7283.

The following chart will assist in making the distinction.  If, however, a question still arises regarding the appropriate classification, contact either the Office of Financial Management (OFM), Contracts Office, at (360) 664-7730 or the Department of General Administration, Office of State Procurement, at (360) 902-7400 for clarification.

DISTINCTIONS BETWEEN PERSONAL & PURCHASED SERVICES

	Personal Services Characteristics

Services are professional or technical in nature and meet more specialized agency needs.  Work is predominantly intellectual and varied, as distinguished from more routine or mechanical duties.

Work is independent from the day-to-day control of the agency; consultant maintains control of work methods.

Work requires regular exercise of judgment, discretion, and decision-making; involves providing advice, opinions or recommendations; may have policy-implications for agency; often addresses management-level issues.  

Services are more temporary or short-term in nature in order to meet a particular agency need.

May require advanced or specialized knowledge, or expertise gained over an extensive period of time in a specialized field of experience.

Work may be original and creative in character in a recognized field of endeavor, the result of which may depend primarily on the individual's invention, imagination or talent.

Consultant generally assumes risk of loss if the requirements are not satisfied.

The fact that a service possesses one of these characteristics is not necessarily conclusive to a determination of personal services, but rather the service should generally fit the above criteria.
	Purchased Service Characteristics

Generally follows established procedures, as contrasted with customary and regular exercise of discretion or independent judgment.

Services contribute to the day-to-day business operations of the agency, rather than the management or policy side of the agency, and may meet more general needs of the agency.

Services are more repetitive in nature, following established or standardized procedure generally involving completion of an assigned task, rather than an entire project.

Work is generally performed based upon agency direction.

Decision-making and analysis, if required, is routine or perfunctory in nature.

The fact that a service possesses one of these characteristics is not necessarily conclusive to a determination of purchased services, but rather the service should generally fit the above criteria. 


EXAMPLES OF SERVICES

It is imperative when referring to the list below that the elements of the contract scope of work be examined, rather than focusing exclusively on the title of the service.  For example, a contract for conference coordination could be either personal or purchased service, depending upon the responsibilities of the contractor.  If the contractor is independently responsible for organizing, implementing and coordinating the conference with only minimal guidance from the agency, the contract would be a personal service.  If the contractor is following instructions or being directed in completion of tasks by agency staff and the agency has primary responsibility for coordination of the conference, the contract should be designated as a purchased service contract.  This list is a guideline to assist with appropriate classification.

	Examples of OFM Personal Services


	Examples of GA Purchased Services

	· Accounting services

· Actuarial services

· Analysis and assessment of processes, programs, fiscal impact, compliance, systems, etc.

· Appraisal services

· Art work, original 

· Audio/video media productions (design, development and/or oversight of)

· Auditing services

· Business analysis and assessment services

· Business process re-engineering

· Communications (including design, development or oversight of audio/video productions, brochures, pamphlets, maps, signs, posters, annual reports, etc.)

· Conference and trade show coordination 

· Consultation on programs, plans, projects, systems, etc.

· Counseling employees

· Curriculum development

· Economic analysis and consultation

· Environmental Planning/Technology

· Evaluation of processes, programs, projects, systems, etc.

· Executive recruitment

· Expert witness services for litigation/testimony

· Facilitation for groups, projects, retreats

· Facilities planning/coordination

· Feasibility studies

· Financial services

· Fund raising

· Grant writing

· Graphic design (creative or original in nature)

· Guest speakers 

· Investigations (harassment and other types of)

· Investment advisors and management

· Labor negotiations and labor relations services

· Legal and paralegal services 

· Legislative liaison services

· Lobbying services 

· Management consulting

· Marketing services, including identifying market opportunities, conduct of marketing programs, planning, promotion, market research surveys, etc.

· Mediation, negotiation and arbitration services

· Medical and psychological services, including evaluation and consultative services  (For blood draws, physicals, blood pressure checks, etc., see Health Screening under purchased services.)

· Needs assessment 

· Operational assessments

· Organization development

· Outreach services for programs

· Peer review

· Planning services

· Policy development and recommendations

· Productivity improvement

· Program development, assessment, implementation, coordination, evaluation, etc.

· Public involvement services and strategies 

· Public relations services  

· Publication development (See Communications)

· Quality assurance/quality control services  

· Recommendations on processes, products, projects, systems, etc.

· Recruitment, executive, also interns, etc.

· Research services--social, environmental, technical

· Retreat and workshop planning, conduct, coordination, etc.

· Scientific and related technical services 

· Strategic planning

· Speech and report writing

· Statistical analysis

· Studies, development and conduct

· Surveys (including development of instrument, conduct and analysis of results--if conduct only of standard survey instrument, would be purchased service)

· Trade development services

· Training--when it is:  (a) offered to specific categories or classes of employees; (b) offered to all or most agency employees but six times or less in a fiscal year. 


	· Advertising in newspapers, magazines, billboards

· Ambulance/emergency medical technician service

· Air/bus, vehicle charter/rental service

· Auctioning service

· Audiometric testing

· Boiler testing/water treatment service 

· Bookkeeping service

· Building alarm systems, service and repair

· Check collection service

· Clothing, textile fabrication repair service

· Commercial laundry services, dry cleaning, etc.

· Communications systems installation, servicing and repair

· Court reporting and transcription services

· Credit card service

· Document storage, duplication, retrieval, review and destruction service

· Drug testing and screening (standard tests)

· Engraving service

· Environmental monitoring:  noise level, safety, hazardous gas detection, radiation monitoring service, etc. (using standardized processes)

· Equipment installation, preventive maintenance, inspection, calibration and repair

· Equipment rental services

· Exam testing administration and scoring service Firefighting/suppression service

· Food preparation, vending and catering services

· Health screening, basic diagnostic (wellness, blood    pressure monitoring, blood draw, etc.)

· Herbicide application service

· Household goods packing, storage, transportation service

· HVAC system maintenance service

· Interpretive services:  written/oral/sign language, translation, etc.

· Inventory service

· Janitorial service, carpet cleaning, window washing, etc.

· Laboratory testing and analysis (standard tests only)

· Landscaping--tree planting, grooming service, lawn mowing 

· Lay witness (called to testify in a court case)

· Linen rental service

· Marine equipment inspection, certification and repair

· Medical equipment rental or repair service (wheel-chairs, walkers, etc.)  Includes measurements, adjustments and modifications to meet patient needs

· Metal/pipe/wiring detection service

· Office furnishings installation, refurbishment and repair service

· Package inspection, crating, delivery/courier service

· Painting service

· Parking lot sweeping/snow removal service

· Pest/weed control service

· Photographic/micrographic processing

· Aerial/ground photography and developing service

· Process serving

· Property management (rent collection, property maintenance, etc.)

· Recycling/disposal/litter pickup service

· Security/armored car services

· Shop welding/metal fabrication service

· Steam cleaning, high pressure washing, parts cleaning service

· Studio photography service (does not include portrait painting)

· Surveying and mapping service

· Telephone interview service (conduct of survey using prescribed survey instrument)

· Temporary employment service (clerical support, dictation, word processing, bookkeeping, etc.)

· Test fishing service

· Towing service

· Training--when it is offered on a recurring basis (more than six times per fiscal year) to all or most employees.  Also includes existing satellite down-link courses and teleconferencing training services.

· Travel service - air, surface, water transportation 

· Tree topping/debris removal service

· Utility services: garbage, fire protection, heat and sewer, cable TV, power, water, etc.  

· Vehicle inspection, lubricating and repair services

· Videotaping and recording service

· Warehouse dry/cold storage rental service

· Weather information service


Appendix E:  Prevailing Wage Requirements

Purchases for services made under delegated authorities may be subject to the Department of Labor and Industries (L&I) prevailing wage requirements (chapter 49.28 RCW). The most likely purchases made under chapter 43.19 RCW subject to prevailing wage requirements would be:

1) 
Janitorial services performed only by janitors, waxers, shampooers and window cleaners in state-owned, rented or leased-facilities.  Per WAC 296-127-023, the minimum prevailing wage rate(s) for the first year of the contract must be stipulated in the bid document.  Any such contracts of more than one-year duration must include wage increase provisions specifying that the wages which contractors must pay its employees shall be altered annually to recognize prevailing wage rate increases in subsequent years.

2) 
Installation when goods are being permanently installed as part of the construction, alteration, enlargement, improvement or repair of state-owned, -rented or -leased facilities.

3) 
Maintenance (except ordinary maintenance) when performed by contract, is defined as keeping existing facilities in good operational condition. Ordinary maintenance is work not performed by contract and; 1) that is performed on a regularly scheduled basis (e.g., daily, weekly, monthly, seasonally, semiannually, but not less frequently than once per year) to service, check, or replace items that are not broken; or 2) that is not regularly scheduled but is required to maintain the asset so that repair does not become necessary.

4)
Packaging, removal and/or disposal of hazardous waste on or from state property.

For such purchases, the bid or quote and contract document is to include the following:

1) 
Specify that the purchase requires the payment of not less than the prevailing rate of wage; and

2) 
Specify what the current prevailing rate of wage is for the applicable job classifications;

3) 
Contain a provision that unresolved disputes shall be referred to the Director of L&I for arbitration and resolution.

Sample language for inclusion in your agency bid/quote documents regarding prevailing wage requirements may be obtained from OSP by calling (360) 902-7425.

You may contact L&I at (360) 902-5335 for the applicability of prevailing wage requirements to specific acquisitions of goods and purchased services and for specific current prevailing wage rates for applicable job classifications/locations.  L&I’s web site for prevailing wage rates is www.lni.wa.gov/prevailingwage/prev_wage_rates.htm 

Appendix F:  Bid Price Evaluation

Listed below are the statutory bid price factors and preferences used, as applicable, in the evaluation process.  They are listed in the order in which they are to be applied to determine the “lowest bid” price(s) (RCW 43.19.1911) and the relative standing of all other bidders.

After establishing the price relationship of the bidders by applying the factors and preferences as applicable, evaluation of the responsiveness to the award criteria described in RCW 43.19.1911 and in the bid quote document is established beginning with the lowest net price(s).

The IFB/RFQ is to indicate whether the “lowest responsive bid/quote” will be computed by (1) line item; (2) groups of items, (3) the entire bid; or (4) if it otherwise allows the purchaser the discretion to make that determination independently.  It should also indicate other factors pertinent to the award so that all bidders can fairly weigh such factors in determining their bid responses (e.g., proposed geographical split, life cycle costing, weighted value analysis, etc.).

Sequence of Price Adjustments & Preferences for Price Evaluation

	PROMPT PAYMENT DISCOUNT AND TAX CONSIDERATIONS

	Description
	Amount
	How to Apply

	1.  Prompt Payment
	That amount indicated by bidder to be discounted for prompt payment (minimum acceptable timeframe to be indicated in bid document-see P.6).
	When comparing prices from the firms that offer a prompt payment discount, deduct percentage or dollar amount offered from bid total.  If the freight allowance is additional and separate to the offered price, add it in after the prompt payment discount.

	2.  Local Sales and Use Tax

(See Note 1)
	That amount periodically published by the Department of Revenue (phone: 360/786-6100).
	For comparison of bids or quotes where pricing is identical or close from firms located inside Washington only, apply the local taxes applicable to each firm’s location.

	3.  Business and Occupation Tax

(See Note 1)
	That amount periodically published by the Department of Revenue (phone: 360/786-6100).
	When comparing in-state and out-of-state bids where pricing is identical or close, for in-state bids, deduct from the bid the percent of business and occupation tax that applies to the commodity/service specified.

	PREFERENCES

	4. In-state Reciprocity


	That percentage given as a preference by other states to their in-state and/or small businesses as compiled and published by the Department of General Administration, Office of State Procurement (see below).
	RCW 43.19.704

WAC 236-48-085
	When comparing bids from firms in states that give a preference to their in-state bidders and/or small businesses, add to bid the percent of preference given in the same manner as listed in the following table.
Invitations for bid for acquisitions in excess of $41,000 only are subject to the in-state preference reciprocity provisions of RCW 43.19.700.  The Department of General Administration has established the following list of states which grant a preference to their in-state businesses and the appropriate percentage increase applicable against firms submitting bids from these states:


Note 1:  Refer to P.6 for additional information.  These are optional considerations and are not always used in bid evaluations.

	State
	Tie-Bid Preference
	Preference
(%)
	Scope of Preference 
and Conditions

	Alabama
	Yes
	Yes
	The awarding authority may award a contract to a "preferred vendor" if the vendor was a responsible bidder and offers a price not more than 5 percent greater than the low responsible bid.

	Alaska
	No
	5% 


10% 





7%




3-7%
	5% applies to State purchases from Alaskan vendors.

When Request for Proposals (RFPs) are used a qualifying Alaskan bidder shall have their proposed cost reduced by 5%. Also, an evaluation factor of at least 10% of the value of the rating system or weight must be assigned to proposals of qualified Alaskan bidders.

7% applies to agricultural and fisheries products produced or harvested in the State, including timber and lumber, and products manufactured from timber and lumber harvested in the State.

3-7% applies to products produced in-state on value added basis.

	Arkansas
	No
	15%
	15% preference against out-of-state prison industry bids.

	California
	Yes
"In case of the bid between a Small Business and a Disabled Veteran Business Enterprise (DVBE). The award goes to the DVBE."
	5% of lowest BB net bid price when SB is not lowest bidder 
	Small Business Maximum Amount Allowed Per Bid: $50,000

California is applicable only to small business firms certified for preference by the State of California and located in distressed areas and enterprise zones. Bidders from California must indicate on their bid whether certified as a small business under California Code, Title 2, and Section 1892.121.

	Colorado
	Yes
	None
	Tie bids from in-state and out of state vendors shall be awarded to the in-state vendor.

	Connecticut
	Yes
	None
	Tie bids from in-state and out of state vendors shall be awarded to the in-state vendor.

	Delaware
	Yes 
	None
	Tie bids from in-state and out of state vendors shall be awarded to the in-state vendor.

	Florida
	Yes 
	5%
	5% price preference to a responsible bidder who has certified that the products or material are made or materials recovered in this State. 

	Georgia
	Yes
	None
	Tie bid preference shall be given to compost and mulch made in the State of Georgia from organics which are source separated from the state's non-hazardous solid waste stream.

	Hawaii
	Yes
	Class-I -3%

Class II -5%

ClassIII-10%

15% 

4% 

5% 
	Preference applies to State and counties for commodities produced manufactured, grown, mined, or excavated in Hawaii in value as follows: 3% for Class I Products (i.e. 25% or more, but less than 50% value added in-state); 5% for Class II Products. (i.e. 50% or more, but less than 75% value added in-state); and 10% for Class III Products (i.e. 75% or more value added in the State).

Printing, binding, and stationary work

Tax Preference. Preference to ensure fair competition for bidders paying the Hawaii general excise and applicable use tax.

Qualified Community Rehabilitation Programs. Preference for qualified community rehabilitation programs located in Hawaii.

	Idaho
	Yes
	10%
Printing 
	In tie-bid situation, preference shall be given only to products of local and domestic production and manufacture or Idaho domiciled bidders.

	Illinois
	Yes
	10% Illinois Coal
	In the case of a tie bid between an Illinois vendor and a out-of-state vendor, the Illinois vendor shall be given preference over the out-of -state vendor.

Additionally, a 10% preference is given for use of Illinois coal. 

	Indiana
	No
	15% Small Business
	An Indiana Small Business Preference of fifteen percent (15%) may be applied for evaluation purposes. 

	Iowa
	No
	5% Coal
	

	Kansas
	Yes
	None
	Tie bids from in-state and out of state vendors shall be awarded to the in-state vendor.

	Kentucky
	Yes
	None
	

	Louisiana 
	Yes
	10%
	10% preference applies to State for commodities, produced, manufactured, assembled,  grown or harvested in Louisiana.

	Maine
	Yes
	None
	Tie bids from in-state and out of state vendors shall be awarded to the in-state vendor.

	Maryland
	Yes
	None
	Tie bids from in-state and out of state vendors shall be awarded to the in-state vendor.

	Massachusetts
	Yes
	None
	Tie bids from in-state and out of state vendors shall be awarded to the in-state vendor.

	Michigan
	Yes 
	Yes
	All printing is set aside for Michigan printers only. 

	Minnesota
	No
	Yes
	"All all-terrain vehicles purchased by the commissioner (of natural resources) must be manufactured in the state of Minnesota."

	Mississippi
	Yes
	None
	Tie bids from in-state and out of state vendors shall be awarded to the in-state vendor.

	Missouri
	Yes
	None
	Tie bids from in-state and out of state vendors shall be awarded to the in-state vendor.

	Montana
	Yes
	None 
	Tie bids from in-state and out of state vendors shall be awarded to the in-state vendor.

	Nebraska
	Yes
	None
	Tie bids from in-state and out of state vendors shall be awarded to the in-state vendor.

	Nevada
	Yes
	10%
	Up to 10% preference for recycled products manufactured within the State of Nevada.

	New Mexico
	Yes
	5%
	The bidder who offers materials grown, produced, processed or manufactured wholly in New Mexico gets a 5% preference when bidding against any business offering goods not made in New Mexico. 

	New York
	Yes 
	5%

5%
	Preference applies to State for Purchase of food products, the essential components of which are grown, produced or harvested in New York or where the processing 
facility is located in New York. 

An additional 5% preference may be granted if at least 50% of the secondary materials utilized in manufacture of that product are generated from the waste stream in New York State.

	North Carolina
	Yes
	None
	Tie bids from in-state and out of state vendors shall be awarded to the in-state vendor.

	North Dakota
	Yes
	Printing and Highway Grade Stakes
	"Where practicable, all state, county, and other political subdivision public printing, binding, and blank book manufacturing, blanks, and other printed stationery, must be done in North Dakota. The Office of Management and Budget or North Dakota Department of Transportation must award contracts for highway grade stakes to work activity centers, unless no work activity center bids on the contract."

	Ohio
	No
	5%
	The preference applies to purchases of supplies, services and spot purchases of printed goods. For major term contracts of printed goods, printing must be completed within the state of Ohio. 

	Oregon
	Yes
	Printing


	All printing is set aside for Oregon printers unless In-State printers are unable to supply. 

	Pennsylvania
	Yes
	Coal 
	Tie bids from in-state and out of state vendors shall be awarded to the in-state vendor.

	Rhode Island
	Yes
	None
	Tie bids from in-state and out of state vendors shall be awarded to the in-state vendor.

	South Carolina
	Yes
	7%
	In-State preference for procurements:
This in-state preference does not apply to:
(a)when price of a single unit involved is more than $30,000;
(c) requests for proposals;
(d) awards less than $10,000
Made In-State :
End products made, manufactured or grown in South Carolina shall be procured unless the cost is 7% higher than end products made, manufactured or grown in other U.S. states or foreign countries or territories.

	South Dakota
	Yes
	5% to 
Grade A 
milk processors only.
	Tie bids from in-state and out of state vendors shall be awarded to the in-state vendor.

	Tennessee
	Yes
	None
	Tie bids from in-state and out of state vendors shall be awarded to the in-state vendor.

	Texas
	Yes
	None
	Tie bids from in-state and out of state vendors shall be awarded to the in-state vendor.

	Utah
	Yes
	None
	Tie bids from in-state and out of state vendors shall be awarded to the in-state vendor.

	Vermont
	Yes
	None
	Tie bids from in-state and out of state vendors shall be awarded to the in-state vendor.

	Virginia
	Yes
	4% Coal
	Coal mined in Virginia gets a 4% preference.

	West Virginia
	No
	Up to 
2-1/2 or 5%
	(A). Preference applies to all purchases of commodities and services, excluding construction to individual resident vendor who has resided in West Virginia continuously for 4 years immediately preceding the date for bid submission, or a business entity which has maintained its headquarters or principal place of business within West Virginia continuously for 4 years immediately preceding the date of bid submission, written claim preference is required if vendor's bid does not exceed the lowest qualified bid from a non-resident vendor by more than 2-1/2% of latter bid.

	Wyoming
	Yes
	5% Commodities

10% Printing
	For printing, 10% preference is granted if 75% of the work is done in-state.


	Description
	Amount
	Statute/Rule
	How to Apply

	5. Correctional Industries Contractor
	10%
	RCW 43.19.535
	When comparing a bid that provides documentation that RCW conditions are met, add 10% to bid price from lowest otherwise responsible bidder before doing comparison.

	6.  Recycled
	10%
	WAC 236-48-096
	Add 10% to the bid/quote price if not responsive to recycled content requirements, and compare to the lowest bid responsive to recycled content requirements.


Appendix G: State of Washington Record of Competition

	Agency


	
	Confirming Procurement Document No.



	Requisition No. 


	State Procurement Officer


	Date


	Vendor No.


	
	
	

	Vendor


	
	
	

	Address


	
	
	

	City / State


	
	
	

	Contact Person


	
	
	

	Federal ID No.


	
	
	

	Phone Number


	
	
	

	M/WBE Solicitation


	WBE (   MBE (   N/A (
	WBE (   MBE (   N/A (
	WBE (   MBE (   N/A (

	F.O.B. Point


	
	
	

	Delivery Time


	
	
	

	Price Discount


	
	
	

	Payment Terms


	
	
	

	Item No./Description


	Quantity
	Unit
	Unit Price
	Extension
	Quantity
	Unit
	Unit Price
	Extension
	Quantity
	Unit
	Unit Price
	Extension

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Description and Comments (Note whether an award was made, and to whom.)

Appendix H: Single Purchase Requisition & Non-Base Level Contracts

	Office of State Procurement

Single Purchase Requisition & Non-Base Level Contracts

Effective July 1, 2002

	Service
	Base Fee
	Type of Service

	Purchase Order Value Between $0 and $41,000
	$180

(for initial 2 hours – $90 charged for each additional hour)
	Under the direct buy provision, competition is not required but encouraged for purchases $3,000 or less.  Items over $3,000 require competition using the request for quotation procedure.  Evaluation is based on price and vendor/product performance.  The purchase is usually a single to a few line items.

	Purchase Order Value Between $41,101 and $100,000.
	$360

(for initial 4 hours – $90 charged for each additional hour)
	Formal sealed bid process required.  Probability of complex bid/product evaluation.  May require pre-bid conference and consultation with agency and bidding community.  Bids are evaluated on price, vendor/product performance, in-state reciprocity, Correctional Industries and recycled content preferences, along with any other preferences provided by law.  Dollar value may create some posturing by bidders to precipitate protests.  Costs associated with Attorney General referral or litigation will be negotiated with the agency.

	Purchase Order Value Between $100,001 and $500,000
	$720

(for initial 8 hours – $90 charged for each additional hour)
	Formal sealed bid process required.  Usually requires purchasing manager review.  May require complex specification development, weighted value bid evaluation with multiple award criteria.

	Purchase Order Value Over $500,000
	$1,200

(for initial 12 hours – $90 charged for each additional hour)
	Formal sealed bid process required.  May require legal review or advice.  May also require OSP executive management approval.

	Cancellation of purchase requisition or purchase order
	$90
	A cancellation fee will be charged if the procurement process has started. The cancellation fee is in addition to any other fee(s) for work performed up to the point of cancellation.

	Initiating agency requests an add-on to existing purchase order
	$120
	An add-on includes the review of agency specifications, A-15 (Purchase Requisition), contractor negotiations and initiation of purchase order change.

	Request for another agency, political subdivision or higher education to add-on to an existing purchase order initiated for another entity.
	$240
	An add-on includes the review of agency specifications, A-15 (Purchase Requisition), contractor negotiations and initiation of purchase order change.

	Non-base level contract development
	$90 per hour
	Total charges for non-base level contracts will be determined by OSP and the customer on a case-by-case basis prior to commencing the work.

	Professional Services Solution
	$90 per hour

or

2.5% of work order value 
	Complete contracting services for all professional and technical services on an individual agency or statewide basis.

	Janitorial & Landscaping Contracts
	$90 per hour 

set-up fee (minimum of $300) plus $1,080 per location per year
	Set-up fee includes development of standard bid documents, cost evaluation, and bid award.  A contract administration fee of $90 per hour for 12 hours per year ($1,080) will be charged for each location described in the contract.

Additional OSP services:

· Conduct a site visit with agency representative ($90/hour)

· Conduct non-cost factor evaluations ($90/hour)

· Arrange and/or attend a pre-award meeting with the agency representatives and the vendor ($90/hour)

· Special advertising (cost of ad plus $100 for ad placement and invoice processing)

Options:

· Develop janitorial and landscaping contracts in-house – saving the $90 per hour set-up fee.

Administer janitorial and landscaping contracts in-house – saving the $1,080 annual per-location fee.

	Vehicle Purchases
	$85 per vehicle ($75 on internet orders)
	Added onto the purchase price paid to the vendor on each vehicle purchased.

	Moves
	$180

(for initial 2 hours – $90 charged for each additional hour)
	Applies to all inter-state, intra-state, office and lab moves.

Self-moves can be audited by OSP staff at the rate of $90 per hour (one-hour minimum).  Cancellation of move subject to $90 cancellation fee as noted above.

	Bid posting
	$270
	Posting and tracking a bid advertisement for a state agency on OSP’s website.


Appendix I: Department Of Corrections, Division Of Correctional Industries Exemption From Correctional Industries State Contract (Reference WAC 236-49-055)

Complete the following steps to determine if the exemption request form should be submitted to Correctional Industries.

Step 1:
Does a mandated CI state contract for a like or similar product exist?  Yes ____ No ____

If yes, continue with Step 2.  If no, the exemption form is not applicable.

Step 2:
Is the product/service manufactured in Washington State (as defined below)?

Yes ____ No ____ If no, exemption request denied.  Check with C.I. for standard or modified product(s) available on contract.  If yes, continue with Step 3.

Step 3:
a)
Does the CI product meet customer’s reasonable requirements (as defined below)?



Yes ____ No ____


b)
Is CI product/service of equal quality (as defined below)?



Yes ____ No ____ (If no, please submit technical specifications with this form).

b) Is C.I.'s price the same or lower than alternate product/service? Yes ____ No ____


If yes to all criteria in Step 3, exemption request denied and you must use the CI contract.  If no to any one of the criteria in Step 3, complete Step 4 and submit exemption request form to CI for approval.

Step 4:
Please complete the following prior to submitting the exemption request form to CI:

CI Information:

Alternative Purchase Information:

Item/Service Description: 

Item/Service Description:  



  

Model #: 

Model #: 





 

Price/Unit*: 


Supplier Name & Address:  




Quantity: 


Contact/Phone #: 





*CI'S UNIT PRICE INCLUDES REGULAR

Price/Unit:  






DELIVERY AND STATE SALES TAX TO

STATE AGENCIES OR INSTITUTIONS, IN

Quantity:  







ACCORDANCE WITH WAC 458-20-189.





Sales/Use Tax: ______________________
______



Delivery Charge: _______
__________________



Total:  










CORRECTIONAL INDUSTRIES

EXEMPTION REQUEST FORM
If CI product does not meet your requirements, please explain here (if more space is required, attach an additional sheet):

Note:  If you answered “no” to 3b, please submit technical specifications with your exemption request form. These can be obtained from the alternate source.

Upon receipt, CI will review your request and respond within five (5) working days after receiving the appropriate, completed documents (unless a shorter or longer time frame has been mutually agreed upon).  If faxing this form to CI, please call to confirm receipt by CI.  If CI doesn’t respond within five (5) working days, you may exercise your alternative purchase, and inform CI by telephone, fax or mail.

Submitted by:

Identify Agency/Division:  






Name/Title: 











Phone No.: _______________________ FAX No.: 







Date: ____________________________ Time: 








Submit to:  
Department of Corrections           
FAX:  (360) 753-0219


Correctional Industries    
Phone:   (360) 753-5703


P.O. Box 41115




Olympia, Washington 98504-1115

Approved/Denied by:












        Department of Corrections



Date

Customers have the right to appeal exemption denials through the Office of State Procurement.  Contact the Contract Administrator at (360) 902-7435.
Definitions: 

Exemption – Exemption from CI mandated contract applies when a product is manufactured within the State of Washington.  May also apply when products manufactured by CI do not meet the customer needs, which is reviewed by CI on a case-by-case basis.

In-State Manufacturer- Products whose major components are assembled, fabricated or otherwise constructed within the geographical boundaries of the State of Washington, State of Washington business address, and business license.

Reasonable requirements - Requirements determined by the customer to be necessary to their program needs.  Shall include, but not be limited to, delivery time, construction materials utilized, disability requirements, design configuration, or special requirements.

Equal quality - Having the same/greater strength, capacity, size, power, etc.  Meeting functional and performance requirements, as evaluated by OSP, based on the technical specifications.

Product /Service –  A product or product line and services.

Term of Exemption – If approved, the exemption is for the specified product or product line for a one-year period for the entire agency.  

One – Time Exception – In circumstances where CI cannot meet your required delivery timeframe (i.e. end of biennial requirements, etc), CI may grant a one-time exception.  Contact Mike Pracna of CI at (360) 586-4046 to see if your request qualifies.  If approved, CI will issue an authorization letter to allow purchase from an alternate source.  The term of this exception is strictly for a one-time purchase, granted on a case-by-case basis by C.I. 

Appendix J: Best Buy Report 

Office of State Procurement/Central Stores

BACKGROUND AND PROCESS    A condition in state contracts provides state agencies the ability to purchase a contract item from a non-contract supplier when the cost is less than the contract price.  Agencies are required by statute to notify OSP when it is more cost effective to purchase off contract.
If you have a purchase that qualifies under this Best Buy Process, the terms of the contract require that you:

1. If contract supplier cannot meet the non-contract price, proceed by purchasing the item from the non-contract supplier.

2. During the process of contacting the supplier, you may determine that the non-contract price is not for an equal product but will be suitable for your needs.  In this case, you may allow the contract supplier to quote the non-contract product and purchase it from them, or you may purchase the item from the non-contract supplier.

3. To support choice in purchasing, Central Stores no longer requires agencies to provide them an opportunity to match the best price.  Purchases being made which comply with the best buy provisions of the General Authorities, as they pertain to Central Stores products, will only require the filing of a best buy report with Central Stores following the purchase.
To report the total comparative cost of an alternative supplier’s product or service:  

a) State Contracts: Please complete and forward this form to the Office of State Procurement within 2 business days after the purchase via fax to (360) 586-2426 or e-mail Attn: (name of state procurement officer).
b) Central Stores:  Please complete and forward this form to the Office of State Procurement within 2 business days after the purchase via fax to (360) 753-4839 or (800) 486-8253 or email to Central Stores.
FILE BEST BUY REPORT (REQUIRED) In order for the Office of State Procurement to ensure that it provides competitive prices on goods and services that meet its customers’ needs, complete this Best Buy Report and send it to the State Procurement Officer or Central Stores so that information about competitive situations and changing customer preferences are incorporated into future contract/Central Stores decisions.
To: 





From:
Department of General Administration

Agency/Division: 




Office of State Procurement


Name/Title: 





PO Box 41017






Olympia WA  98504-1017



Address: 





Attn.: (check one)






· State Contract
 #________

Signature: 





FAX: (360) 586-2426

Telephone: (360) 902-7400

Phone No.:





· Central Stores


FAX: (360) 753-4839 or 


FAX No.: (
)




(800) 486-8253

Telephone: (800) 503-9898

Date:  







Item Description 

Item: 





  Brand: 


  Model No.: 


Alternative Supplier Name: 




  Supplier Phone No.: 


Address: 











Commodity Information




Alternative Purchase Information
Central Stores Commodity Code 



Manufacturer or

or  State Contract #/Item # 



Supplier Catalog No.: 




Person contacted






Price/Unit: 






Price/Unit: 





X Quantity: 






X Quantity: 





*Sales Tax:






Sales Tax: 





Delivery Charge: __________________________

Delivery Charge: 




(Delivery included in price of Central Stores commodities) 
Include: Discount (if any): 



+ 6.5% as of January 1, 2003 for Central Stores commodities or + 5% Cost of Procurement



Total: 





                                  Total: 





Appendix K: Notice of Planned Procurement

This notice is being published in accordance with the guidelines set forth in the World Trade Organization (WTO) Government Procurement Agreement. _______________ hereby notifies all potential bidders of the possibility that ______ may issue competitive solicitation for the commodities/services show below during the calendar year 20__. Commodities indicated are subject to terms of the Government Procurement Agreement. Bidders interested in participating in the bid process should submit a letter addressed to the (full address, and name of a contact person)

The State reserves the right, without additional notification, to: Change the month advertised, solicit at additional times or decline to solicit bids entirely. Questions concerning solicitations should be directed to the above address or telephone ________________ of fax __________________.

Commodity       Type              Month due for bid           Recurring Contract

                       (see note 1)                                         (yes/no)(see note 2)

Note 1:  Contract Type

            CB =Competitive Bid 

            MAC = Multiple Award Contract 

            NEG = Negotiated Contract 

Note 2: If contract is recurring or will be rebid at some time in the future, indicate yes. If bid is a single acquisition or is not anticipated to be rebid, indicate no.

Appendix L: Notice Of Award

This notice is being published in accordance with the guidelines set forth in the World Trade Organization (WTO) Government Procurement Agreement. ____________ hereby notifies all interested parties that contracts for the following items have been awarded during the __ quarter 20__. Additional information is available by sending a self-addressed stamped envelope to ______________.

Commodity            Award Date        Value          Term             Awarded to          Procedure Used











(e.g. Competition, Negotiations, etc)

1

