STATE PROCUREMENT OFFICE

COMPETITIVE SEALED PROPOSALS

HRS CHAPTER 103D

CHECKLIST
Conducting Competitive Sealed Proposals
ACRONYMS:


AG
= Attorney General

BAFO 
= Best and Final Offer


CPO
= Chief Procurement Officer


CSB
= Competitive Sealed Bidding


CSP
= Competitive Sealed Proposals


DHRD
= Department of Human Resources Development

EC
= Evaluation Committee


HAR
= Hawaii Administrative Rules


HOPA
= Head of the Purchasing Agency (Usually the Department Director)


HRS 
= Hawaii Revised Statutes


ICSD
= Information & Communication Services Division

PO
= Procurement Officer


PPB
= Procurement Policy Board


RFP
= Request for Proposals


SPO
= State Procurement Office

	PRE-PROCUREMENT

	 FORMCHECKBOX 

	Obtain written procurement delegation – Procurement Delegation No. 2010-01, Amendment 1

	 FORMCHECKBOX 

	Attend mandatory training, as applicable – Procurement Circular No. 2010-05

	 FORMCHECKBOX 

	Identify requirements, the goods, services and construction items to be procured

	 FORMCHECKBOX 

	If applicable, obtain Governor’s approval to procure goods, services or construction– Executive Memorandum (Budget Execution Policies and Instructions) No. 11-10 or as updated  Note:  See Comptroller’s Memorandum No. 2011-30 for Clarification of Executive Memorandum relating to equipment purchases

	 FORMCHECKBOX 

	If applicable, obtain Governor’s approval for consultant/personal services – Executive Memorandum (Budget Execution Policies and Instructions) No. 11-10 or as updated

	 FORMCHECKBOX 

	If applicable, obtain ICSD T-205 approval for purchases related to information technology (IT) services, facilities and resources – Administrative Directive AD 11-02 (cancels AD No. 77-02); or ICSD T-201 approval for purchases related to telecommunications services and facilities – Administrative Directive AD 1987-1  Note:  See Comptrollers’ Memorandum No. 2011-05 for delegation of approval authority for certain computer hardware and software acquisitions

	 FORMCHECKBOX 

	If applicable, follow procedures for contractual services as determined exempt from Civil Service - DHRD Civil Service – Exemption of Contractual Services (DHRD 10/13/06 memo)  Note:  See DHRD Memorandum updated 5/3/07 checklist

	pre-solicitation

	 FORMCHECKBOX 

	HOPA written determination to procurement file that not practicable or not advantageous utilize CSB method of procurement or pre-approved by PPB to conduct as CSP - HRS §103D-303(a) & HAR §3-122-43

	 FORMCHECKBOX 

	PO written determination that evaluation of proposals to be conducted by selected evaluation committee members;  Complete form SPO-044, Evaluation Committee Member Qualifications (HAR §3-122-45.01) 

	 FORMCHECKBOX 

	Complete form SPO-024, Attestation Serving on an Evaluation, Review or Selection Committee (HAR §3-122-45.01) from all committee members

	 FORMCHECKBOX 

	If applicable, CPO approval for restrictive specifications – form SPO-014, Restrictive Specifications Request (HAR §3-122-13(b)(3))

	 FORMCHECKBOX 

	If applicable, PO written determination for alternate offers (HAR §3-122-4)

	 FORMCHECKBOX 

	HAR Chapter 3-122, Subchapter 16, Types of Contracts, as applicable
· CPO written approval to use a cost-reimbursement or cost-plus-a-percentage-of-cost contract (HAR §3-122-133(a)(1) and §3-122-137);
· Notice given to State Auditor, President of the Senate, Speaker of the House of Representatives, and chairpersons of Senate WAM and House FIN prior to award of a cost-plus-a-percentage-of-cost contract (HAR §3-122-133(b)(1))
· CPO written approval to award multiple contracts on award of an indefinite quantity requirement of one or more similar goods or services (HAR §3-122-145)
· PO written determination for multi-term contract (HAR §3-122-149)

	 FORMCHECKBOX 

	If applicable, obtain PO written determination that less than 30 calendar days will provide for adequate competition (HAR §.3-122-16.02) 

	 FORMCHECKBOX 

	Develop RFP, including specifications, scope of work, evaluation criteria, terms and conditions, provisions

	 FORMCHECKBOX 

	Develop scoring (evaluation) sheet to be used by the EC based on the evaluation criteria in the RFP

	SOLICITATION – RELEASE 

	 FORMCHECKBOX 

	Post notice on Procurement Notices System (PANS);Procurement Circular 2010-01

	 FORMCHECKBOX 

	Complete form SPO-020 Attestation and file in contract file

	 FORMCHECKBOX 

	If applicable, conduct pre-proposal conference (HAR §3-122-16.05); re-cap of conference provided via addendum

	 FORMCHECKBOX 

	If applicable, written questions due and State responses to written questions issued via addendum

	 FORMCHECKBOX 

	Receive proposals (HAR §3-122-51); return un-opened late proposals

	 FORMCHECKBOX 

	Evaluation of proposals based on RFP criteria and numerical rating (follow RFP evaluation procedures)

	 FORMCHECKBOX 

	Determine proposals acceptable, potentially acceptable, unacceptable

	 FORMCHECKBOX 

	If applicable, hold discussion, oral presentations, conduct showroom/factory visits

	 FORMCHECKBOX 

	If applicable, BAFO conducted; CPO approval required to conduct more than one BAFO (HAR §3-122-54)

	 FORMCHECKBOX 

	If applicable, PO written determination to waive the notice of intent to offer (HAR §3-122-111(b))

	 FORMCHECKBOX 

	If applicable, PO written determination for sole offeror (HAR 3-122-59)

	 FORMCHECKBOX 

	If applicable, CPO approval for alternative procurement method, form SPO-015 Use of Alternative Procurement (HAR §3-122-59(c))

	 FORMCHECKBOX 

	Prior to award, verify vendor compliance with State laws through Hawaii Compliance Express (HCE) for the highest rated offeror – Procurement Circular No.2005-04, or as amended

	
	

	post solicitation – award

	 FORMCHECKBOX 

	Notice of award shall be posted and issued the same date as follows:

· Issued to awardee

· Post award on SPO Procurement Reporting System (PANS); Procurement Circular 2010-01, or as amended
· Notification letters to non-selected offerors

	 FORMCHECKBOX 

	Prepare public inspection file – All documents, including written determinations, shall be placed in the procurement file and made available for public inspection, upon request, except for those portions identified by the offeror as confidential in accordance with HRS Chapter 92F

	 FORMCHECKBOX 

	Conduct debriefing upon written request (HRS §103D-303(h)) and HAR §3-122-60] See RFP Evaluation Committee Procedures – Debriefing.

	 FORMCHECKBOX 

	Respond to protests, if any.  See instructions for Protest.

	 FORMCHECKBOX 

	Contract execution; utilize AG forms for Competitive Sealed Proposals 

	 FORMCHECKBOX 

	As applicable, issued Notice to Proceed 

	Public inspection file (The existing contract file, except those portions the offeror designates confidential)

	 FORMCHECKBOX 

	Register of proposal received - HAR §3-122-51. 

	 FORMCHECKBOX 

	Listing of all vendors to who copies of the RFP were distributed.

	 FORMCHECKBOX 

	Name of the successful offeror and dollar amount.

	 FORMCHECKBOX 

	Basis on which the award was made.

	 FORMCHECKBOX 

	Copy of the solicitation.

	 FORMCHECKBOX 

	Copy of the successful offeror’s proposal.

	 FORMCHECKBOX 

	Copies of all unsuccessful offeror’s proposals.

	 FORMCHECKBOX 

	Copy of the executed contract resulting from the CSP, i.e. AG Forms.

	CONTRACT EXECUTION 

	 FORMCHECKBOX 

	AG-004 Contract for Goods or Services based on Request for Competitive Sealed Proposals; 

	 FORMCHECKBOX 

	AG-008 General Conditions;

	 FORMCHECKBOX 

	AG-009 Contractor’s Acknowledgement;

	 FORMCHECKBOX 

	AG-010 Standards of Conduct Declaration;

	 FORMCHECKBOX 

	AG-011 Attachment – S-1, Scope of Work;

	 FORMCHECKBOX 

	AG-012 Attachment – S-2, Compensation and Payment Schedule;

	 FORMCHECKBOX 

	AG-013 Attachment – S-3, Time of Performance;

	 FORMCHECKBOX 

	AG-014 Attachment – S-4, Certificate of Exemption from Civil Service;

	 FORMCHECKBOX 

	AG-015 Attachment – S-5, Special Conditions.
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