
Chapter 2
SMALL PROCUREMENTS (> $5,000 < $100,000)
Prior to using this procurement process, read the Introduction to this Manual. 
	1
	DEFINE SERVICES, SCHEDULE AND 

	
	ESTIMATED PRICE


Develop a written Statement of Services and a Price Estimate for the proposed contract (see Chapter 7 for guidance). These are the most significant tasks to be accomplished in the procurement process. The Price Estimate must be prepared without input from any Contractor, which may be later considered for the contract and prior to obtaining proposals.
*
If your price estimate is more than $80,000, consider using the process in Chapter 3. A low estimate can result in loss of time, money and effort if a contract can't be awarded because the negotiated price exceeds $100,000 or if the price cannot be later increased above the Small Procurement limit for a necessary and warranted change in services or effort.
	2
	AUTHORITY AND FUNDING SOURCE


Orally confirm your authority to solicit proposals.
Identify the funding source. Is funding provided through State appropriations to your Agency, Reimbursable Services Agreement (RSA) from another agency, or by Federal participation (FHWA, FAA, other Federal Agency)? Become familiar with funding sources, amount(s) and applicable constraints. Identify AKSAS Collocation and Ledger Codes and if a CIP Project, AKSAS Project Number.

Ascertain if there are any requirements for coordination with funding agency(s), e.g., if an RSA, does the granting agency need to be involved in the procurement process? If FHWA Planning or Research (HPR, PL or PR) funding, you must have FHWA's prior, written approval of services. If an FAA project, orally check with FAA before proceeding, as FAA concurrence will be required after contract negotiations and prior to award.
	3
	OBTAIN PROPOSALS


All Small Procurement Requests for Proposals (RFPs) will be advertised on the DOT&PF Internet Home Page.

Access for posting to the DOT&PF RFP Home Page is restricted to the Departments’ Contracts Officers (named on the cover of this Manual). They will assign a unique RFP/PSA Number to your RFP when posting it. Contact one of them to add your RFP to the listings.

Ask your Contracts Officer for a printout of the RFP Home Page Introduction -- or for the Internet address so that you may obtain it yourself. Become familiar with the introduction and in particular the requirements for Addenda and Submittals. Examine the contents to ensure that the RFP Home Page does not conflict with requirements in this Manual or your particular RFP. Discuss any problems/questions with your Contracts Officer.

Public Notice may also be advertised in newspapers of local circulation where the services may be performed or be given directly to potential Offerors known to be qualified for the services required.

For DOT&PF solicitations, newspaper advertisement is not required and is not used unless the DOT&PF Chief Contracts Officer has given prior approval.
Generally, the Public Notice should be posted to the Internet at least five days - but no less than three days - prior to the date proposals are due. For contracts approaching the maximum Small Procurement Limit, more than a five day notice should be considered. The notice will provide a brief description of the services required, deadline for proposals, and information as to how the RFP may be obtained by electronic media, or in person.

If FHWA or FAA funding, at least one certified Disadvantaged Business Enterprise (DBE) - if a DBE is reasonably available and certified by DOT&PF for the required work - must be solicited for a proposal. The DOT&PF Civil Rights Office (telephone 269-0851) publishes a directory of Certified Disadvantaged Business Enterprises which can be used to identify DBEs.  The directory can be found on the internet at http://www.dot.state.ak.us/.

Small Procurement Request for Proposals (RFPs) may be obtained by electronic media or in person at the Contracting Agency's offices. The Contracting Agency is not obligated to mail or use other "hard copy" delivery services for Small Procurements.

Use the Small Procurement document files: "spdocs-a" (RFP), "spdocs-b" (Proposal Form), "sp-adend" (Addendum), and "spdocs-c" (Contract Award & NTP). These documents are designed for electronic transmission and an expedited contract Award.
*
The Small Procurement RFP (file: "spdocs-a") has provisions for an optional evaluation criterion (#5). A geographic location preference or another criterion of your choosing might be used.

Price is generally required to be a selection factor for Small Procurements. But, the statute (AS 36.30.270) for the major procurement process addressed in Chapter 3 of this Manual - Competitive Sealed Proposals - exempts Architects, Engineers and Land Surveyors (A/E and LS) from submitting price proposals during selection for services that must be performed by a registered professional, except under very limited conditions. (Read about "Price Competition" in paragraph 9 under NOTICES in Part A of the Competitive Sealed Proposals RFP Package, file: "rfp-a"). Consequently, price competition will not be used in Small Procurement for A/E and LS services without prior written approval of a Contracts Officer. If price proposals (not "bids") are obtained during selection for A/E and LS services, they will be evaluated by a registered professional.
*
FAA and FHWA will not participate in contracts whenever costs (total costs, hourly rates, man-hour estimates, etc.) are a selection factor - reference 49 CFR 18.36(t).
Since we are now using the Internet to advertise all Small Procurement RFPs exceeding $5,000, maintaining a list of RFP recipients (for Small Procurements) is not required. All changes to an RFP will be announced by a consecutively numbered Addendum for each RFP. Contact the Department's Contracts Officer to post the Addendum to the Internet.
*
Procedures for Addenda and also for Offeror's Submittals are described in the Introduction to the Internet RFP Home Page and in the Small Procurement RFP files. Do not assume any responsibility for assuring that any Offeror's proposal will be timely delivered.
	4
	EVALUATE PROPOSALS


The Evaluator (Contract Manager or other person conducting the Small Procurement) will read all proposals received. 

For all contracts, the Evaluator will select three of the Offerors that are among the best qualified to provide the services required. If less than three Offerors are selected - clearly not the desired case - the Evaluator will include a detailed, objective, written explanation in the Evaluation Report (discussed below).

If the Evaluator is not generally familiar with an Offerors' or a proposed Subcontractors' prior work experience and performance, the Evaluator will informally investigate experience and credentials, performance for similar projects, available written evaluations, and may contact persons knowledgeable of an Offeror's or a Subcontractor's responsibility. Factors such as overall experience relative to the proposed contract, quality of work, control of cost, and ability to meet schedules may be addressed. 

An Evaluation Report (memorandum addressed to the Contracts Officer) must be prepared by the Evaluator for all Small Procurements that may exceed $5,000. The report will summarize evaluation activities and shall identify the 3 Offerors from which the selection would be made, any of which would be suitable for performance of the contract. The Evaluation Report shall include factual information, both positive and negative, gleaned from all proposals received for use by the Contracting Officer as a summary of the proposals. In unusual situations where three Offerors are not recommended, the Evaluation Report will provide an explanation.

The Contracts Officer will review the proposals and Evaluation Report. If any discrepancies are identified, they will be appropriately addressed with any action taken documented with a written explanation for the procurement file. 

The Contracts Officer will provide the names of the three qualified Offerors and copies of their proposals - including the Evaluation Report - to the Contracting Officer who will select one Offeror for contract negotiation. The Contracting Officer will use discretion in selecting the Offeror most advantageous to the Purchasing Agency and in the best interests of the state. Additional information which the Contracting Officer deems necessary to make a decision, will be obtained only through the Contracting Officer.
	5
	TECHNICAL AND PRICE ANALYSIS


Obtain a price proposal from the selected Contractor if price was not a selection factor. Perform a technical and cost or price analysis (see Chapter 8) of the proposal and then develop negotiation objectives.

Insurance requirements may be waived as appropriate, if the conditions described in page 2, of the file: "psa-d" are applicable.
	6
	NEGOTIATION


Negotiate final statement of services, price and method of payment with Contractor (see Chapter 9).

The file: “rons” or another document that contains similar information may be used for this record.

	7
	SUMMARY OF SELECTION AND

	
	NEGOTIATION


2 AAC 12.400(d) requires a summary of the responses (proposals received) and a justification for the award signed by the Contracting Officer. 

	8
	WRITTEN CONTRACT


Use the file "spdocs-c," and complete it as indicated.
Transmit a complete set of contract records per the file: "clst-sp," to your Professional Services Coordinator. Keep a copy of all materials for your project files (see Chapter 13).

*
Your Contracts Officer will at this time review the contract records and, if there are no deficiencies, obtain the Contracting Officer's signature on the Contract Award (and a copy of the RONS, if used). Any deficiencies will be discussed with the Contract Manager and resolved prior to forwarding for signature. The Contracts Officer will then obtain the Contractor's acknowledgment and signature (usually by fax) on a copy of the Contract Award.

The Contracting Officer will provide a copy of the final Contract Award with all signatures to the Agency's Contract Manager for project files and keep all the other documents for the "official" procurement records required by statute and regulations.
	9
	ISSUE NOTICE OF AWARD


As soon as possible after Contracting Officer signs spdocs-c, request that your Contracts Officer notify each Offeror which firm has been awarded the Contract. Notice of Award may be issued in writing or by fax or other electronic means.

	10
	PROTESTS AND APPEALS


If there are any protests, see Chapter 10.

	11
	PROCUREMENT RECORDS


Assemble copies of the following items as required by 2 AAC 12.400(d):

*
Public Notice (e.g., screen print of Internet posting)

*
Copies of all responses (proposals received).

*
RONS 

or 

*
a written summary of all proposals.

*
a written justification for the award.

*
A list of RFP recipients is NOT required since we use the Internet for Public Notice and distribution of Small Procurement RFPs.
	12
	ENCUMBER FUNDS


Funds for the contract must be encumbered (see file: "encumber" and Chapter 14).
	13
	CONTRACT MANAGEMENT


Provide a signed copy of the PSA to the Contractor and manage the contract (Chapter 15).
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