Basics of Procuring Health and Human Services
HRS Chapter 103F

State Procurement Office

Workshop No. SPO 200

The Basics of Procuring Health and
Human Services

Pursuant to HRS Chapter 103F

Public Procurement

* Governed by the Hawaii Revised Statutes (HRS) and
the Hawaii Administrative Rules (HAR)

e Taxpayer funds
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Public Procurement (continued)

 Statutes, its administrative rules and policies are
the single source that assures all purchasing
entities utilize the same process and procedures.

» Private sector, the businesses and vendors, have
come to understand these processes and
procedures, assuring fair and equal treatment.

» SPO procurement information at
http://hawaii.gov/spo

About The

Oversees Two Procurement Statutes

e HRS Chapter 103D — The Hawaii Public
Procurement Code (goods, services and
construction)

» HRS Chapter 103F — Purchases of Health
and Human Services
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SPO also does:

« Price and vendor lists
. Complex procurements for agencies (HRS Chap.103D)
« Inventory Management and Excess Property

« Surplus Property
« Also

- pCard
- Hawaii e-Procurement System (HePS)
- Travel Services

Administrator: Aaron Fujioka
Assistant Administrator: Vacant

BEFORE 103F

® HRS Chapter 42 and 42D
For grants, subsidies and purchases of
service

— No procurement uniformity for
purchases of services
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HRS Chapter 103F
Purchases of Health and Human Services

Act 190, effective July 1, 1998

Intent and Objective
1. Separated processes for grants and subsidies
and State purchases of health and human
services;

2. All purchasing entities use a single process to
obtain and pay for health and human services;
and

3. To ensure the fair and equitable treatment of
providers; broad-based competition

Purpose of HRS Chapter 103F

Procure, as competitively as possible, health and human
services for Hawaii’s communities, families and individuals
Single, Uniform Procurement Process

¢ Consistent

e Transparent (Fair and open process)

e Provides a framework to work from, but does not
limit agency autonomy.

* Foster broad-based competition

Optimize Resources
e Bestvalue
— Share information
— Planning and working together
— Little or no duplication or waste
— Collaboration is a good thing (collusion is not)
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APPLICABILITY

© Applies to all contracts made by state agencies to
provide health or human services

@ Does not apply to:
* HRS Chapter 42F contracts

» Transactions between government agencies

* Transactions exempted by the chief procurement
officer

ORGANIZATION

® Procurement Policy Board (PPB), a seven member
board, is responsible to adopt Hawaii Administrative
Rules (HAR) for HRS Chapters 103D and 103F and
establish policies/procedures to implement these
chapters.

® State Procurement Office (SPO) Administrator,
responsible:

Oversees Chapter 103F, Purchases of Health and Human
Services

Resource for state agencies
Awards/contracts database
Training

Procurement manual

VVVY 'V
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Organization (continued)

©® Community Council on Purchases of Health
and Human Services

e Maximum 9 members

Current members:

.

Oahu: Ruthann Quitiquit, Administrator and CEO, Parents
and Children Together

Oahu: Laura Smith, President/CEO, Goodwill Industries of
Hawaii, Inc.

Oahu: Zachary McNish, Alston Hunt Floyd & Ing
Hawaii: En Young, The Food Basket

e Advisory committee to the administrator

Organization (continued)

21 jurisdictions, each with its own Chief
Procurement Officers (CPO):

i

Legislative

« Speaker of the House
« Senate President

Judicial

i

« Administrative Director of the Courts

i

Executive

« Office of Hawaiian Affairs, Chairperson

« University of Hawaii, President

« Dept. of Education, Superintendent,

- Hawaii Health Systems Corporation, Chief Executive Officer

« All other Executive Depts/Agencies, Administrator, State Procurement Office (SPO

i

Counties

« Executive Depts, Finance Director of each respective county

« Councils, Chairperson of each respective county

« Depts of Water, Chief engineer of each respective county

« Honolulu Authority for Rapid Transportation, Executive Director
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Administrator
State Procurement Office

In addition to being the CPO for State Executive
Departments:

- Periodic review of the procurement practices of all
governmental bodies; and

« Procurement guide for vendors wishing to do
business with the State and its Counties.

Interagency Committee

® Comprised of heads of purchasing agencies or
their designated representatives

® Advisory committee to the administrator

SPO 11/8/13
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Purchase of Service Team (POST)

® Comprised of various staff from all State
departments that purchase health and human
services

® Since July of 1998 the State Procurement
Office, in conjunction with POST has
collectively addressed issues to improve the
State's ability to purchase quality services from
the private sector.

® Subscribe to POST:
http://dags1.hawaii.gov/mailman/listinfo/post

Departmental Coordinators

Assist the State Procurement Office in coordinating
activities and ensure all appropriate personnel are apprised
of SPO activities.
e AG- Shaleigh Tice
DOD — Tom Moriyasu
DOE — Andrell Beppu
DHHL — Kamana’o Mills
DOH — Sharon Abe
DHS — Susy Kawamoto
DHS, HPHA — Rick Sogawa
DLIR —Yvonne Chong
PSD — Marc Yamamoto
OHA — Ernie Kimoto
JUD —Jonathan Wong

e 6 6 o6 o o o o o o
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About HRS Chapters 103D and 103F

It’s not a choice for State Agencies

Chapter 103D

Chapter 103F

Applies to:

Goods, Services,
Construction

Health and Human
Services

Shall be utilized by:

State and County
Agencies

State Agencies
(optional for county
agencies)

Method of
procurement used
most often:

Competitive Sealed
Bids (Invitation for
Bids)

Requests for
Proposals (RFP)

HRS Chapters 103D and 103F

Methods of Procurement (Source Selection)

Chapter 103D (6 methods)

Chapter 103F (5 methods)

Competitive Sealed Bids (IFB)*

None

Competitive Sealed Proposals (RFP)*

Requests for Proposals (RFP)*

Sole Source

Restrictive Pu rchase*

. . %k
Professional Services

None

None

Treatment Services

Emergency

Crisis

Small Purchase (less than $100,000,

Small Purchase (less than $25,000)

$250,000 for construction)
Purchases between 515,000 and
$100,000 shall be purchased on HePS)

*Requires Procurement Notices posted on the internet .
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KEYS TO A SUCCESSFUL PROCUREMENT

v Procurement Knowledge
v Team Work

v Good Planning

v Good Management

v Good Record Keeping

“TROUBLE / HOT SPOTS”

Poor planning, too short timelines

Not obtaining proper approvals

Failing to provide adequate/appropriate disclosure
Rendering services without an executed contract
Poor contract administration

Exceeding the scope of the solicitation

Exceeding the small purchase threshold

Parceling

- Failing to extend contracts on a timely basis

10
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SUGGESTIONS & HELPFUL HINTS

Attend training and take refreshers
Be clear on what you are procuring
Ask SPO for assistance /consultation
Don’t make it up as you go along

Don’t use the procurement process to determine
your needs; identify your needs first

Work as a team
Have a system of keeping track of contracts
Be professional

PROCUREMENT CODE OF ETHICS

Diligently follow procurement laws and rules.
Act in good faith.

Ensure fair and equitable treatment to persons
involved in public procurement process.

Ensure all persons are afforded equal opportunity
to compete in a fair and open process.

Foster public confidence in government
procurement.

Avoid the intent and appearance of unethical
behavior and practices.

11
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PROCUREMENT CODE OF ETHICS (continued)

v Avoid soliciting or accepting money, loans, credits,
discounts, favors, or services from present or
potential vendors which may influence or appear to
influence purchasing decisions.

v |dentify and eliminate conflicts of interest; refrain
from activity that would create or appear to create
conflict of interests between personal interest and
interests of the government agency.

Ethics Commission: http://hawaii.gov/ethics,
phone (808) 587-0460

Procurement Delegation and Training

You are required to have written delegated
procurement authority and appropriate training:
v Procurement Delegation No. 2010-01 (12/7/10)
Amendment No. 1 (4/4/11)
v Procurement Delegation No. 2010-02 (12/7/10)
v Procurement Circular No. 2010-05 (12/7/10)
Training website:
http//hawaii.gov/spo, Training for State and County
Procurement Personnel

12



Basics of Procuring Health and Human Services

HRS Chapter 103F

SPO 11/8/13

Delegation and Training

Step 1: Obtain Written Delegation of Procurement
Authority

Step 2: Determine Your Procurement Position Level

Step 3: Determine Your Procurement Training
Requirements

Step 4: Register for Workshop(s)
Step 5: Attend Workshops

Department/CPO Jurisdiction
http://hawaii.gov/spo/procurement-notices-solicitations-and-
awards-posting/department-cpo-jurisdiction-accounts-
managerscounts Managers

HRS Chapter 103F, Purchases of Health
and Human Services

13
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Definition of Health and Human Services
(HAR Chapter 3-140)

Services to communities, families, or individuals which
are intended to maintain or improve health or social

well-being through methods including, but not limited
to:

a) Assessment, treatment, diagnosis, prevention and
education services provided directly to a target
clientele; or

b) Insurance coverage for assessment, treatment,
diagnosis, prevention and education services
provided directly to a target clientele.

How do | know if a procurement is subject
to HRS Chapter 103F?

1. The procurement must be for services (as
opposed to goods)

2. The service must be intended to maintain or
improve health or social well-being and may
include assessment, treatment, diagnosis,
prevention or educational services.

3.  The service is to be provided directly to a
targeted clientele.

14
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Partl.

Part 1l

HRS CHAPTER 103F
Purchases of Health and Human Services

General Provisions
(§8103F-101 to 103F-106)

Application of the chapter; definitions; education & training;
exemption from 103D; preventing impairment of federal funds;
and authority of the procurement policy board

. Planning Organization

(88103F-201 to 103F-203)

Interagency committee on purchase of health and human
services; community council; and collaboration of providers

Part lll. Procurement Organization

(88103F-301 to 103F-302)

Powers and duties of the administrator; and delegation of
authority of the administrator of the state procurement office

Part IV.

Part V.

HRS CHAPTER 103F (continued)

Source Selection and Contract Formation
(88103F-401 to 103F-414)

Methods of selection; competitive purchase of services; restrictive
purchase of services; treatment purchase of service; small purchases;
crisis purchase of services; amendment and cancellation of requests;
modification and termination of contracts; types of contracts, multi-
term contracts, multiple awards; time line; interim measure for assuring
continuation of services; and allotment

Protests
(§8103F-501 to 103F-504)

Protested awards, right to request reconsideration; award of contract
suspended during a protest; exclusivity of remedies

15
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Hawaii Administrative Rules
Chapters 3-140 to 3-149

3-140 Definitions

3-141 General Provisions

3-142 Planning

3-143 to |Chapters on each method of procurement
3-147 (5 methods of procurement

3-148 Protests and Requests for Reconsideration

3-149 Contracting

HAR Chapter 3-140: Definitions

Administrator: The administrator of the State Procurement
Office.

Chief Procurement Officer (CPO): Those officials designated by
HRS §103D-203.

Contract: All types of agreements, regardless of what they may
be called.*

Procurement Officer: Any person with delegated authority from
the head of a purchasing agency, the chief procurement
officer, or a designee of either, to enter into and administer
contracts, and to make written determinations with respect
thereto.

*Applies to all procurement contracts made by governmental
bodies whether the consideration for the contract is cash,
revenues, realizations, receipts, or earnings, any of which is
received or is owed, including in-kind benefits.

16
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HAR Chapter 3-140: Definitions (continued)

® Public Funds: Funds from any combination of federal,
state, and local government sources.

® Request for Proposals: All documents whether attached
or incorporated by reference, soliciting providers to
submit a detailed plan to provide health or human
services to the public, on behalf of a state agency.

LAD Flamias2 141
MAR LUINIApLET O-191
GENERAL PROVISIONS

Purpose and Scope (Subchapter 1)

General Grounds for Rejection (Subchapter 2)
(Failure to cooperate or deal in good faith; inadequate
accounting system)

Record Keeping (Subchapter 3)

(Retention of books/records; confidentiality)

General Operating Procedures (Subchapter 4)

(List of providers; cost principles; no exemption from laws
governing treatment of persons with disabilities; no exemption
from anti-competitive practices; selection of procurement
method; availability of forms; public notice)

Waivers and Exemptions (Subchapter 5)

Procurement Violations (Subchapter 6)

17
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Exemptions: HRS Chapter 103F-101

1) Contracts to award grants or subsidies of state
funds appropriated by the legislature to a
specific organization or individual.

2) Transactions between or among government
agencies, including but not limited to
agreements, contracts, and grants.

3) Transactions that the chief procurement officer
determines are exempt under rules adopted by
the policy board. (HAR 83-141-503)

HAR Chapter 3-141: General Provisions (continued)

HAR Exemptions:

Subawards and subgrants to organizations directed
by the funding source;

Grants and subsidies as defined in HRS Chapter 42F

Affiliation agreements with hospitals and other
health care providers required for UH clinical
programs; and

Services of psychiatrists and psychologists in criminal
and civil proceedings required by court order or rules
of court.

SPO 11/8/13
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HAR Chapter 3-141: General Provisions (continued)
HAR Exemptions (continued)

= Certain federally funded contracts

» Federally funding source imposes conditions which
conflict with HRS Chapter 103F and its rules;

» Implementation of a federal program for health and
human services that:
v |dentifies target population;

v" Defines requirements for provider to be qualified
to participate in the federal program; and

v’ Price of the health and human services is dictated
by federal law

= Further exemption by the CPOs

HAR Chapter 3-141: General Provisions (continued)

Procurement Violations
Failure to follow procurement statutes and rules.

Reporting and corrective action procedure for failure
to follow procurement procedures for health and
human services, HRS Chapter 103F and its
administrative rules. (Form SPO-16)

19
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HAR Chapter 3-141: General Provisions (continued)

Examples of procurement violations reported:

Failure to extend contract prior to expiration

Failure to post procurement notice

Failure to request extension of time on a CPO approved
exemption

Federal grant applications

* No request for information (RFI) was done

e Failure to submit a request for exemption or restrictive request for a grant
application naming a specific provider, if not doing an RFI.

Exceeding the small purchase limits

Extending a contract when the contract does not allow it
Additional services provided that is not part of the contract
Trying to get an after-the-fact restrictive/exempt CPO
approval

Using a government to government exempt contract as a
pass-through

HAR Chapter 3-142
PLANNING

Planning involves various activities to determine services
to purchase

* Request for Information

 Each Other

Collaboration of Providers

» Procurement Awards, Notices & Solicitations (PANS)
»Procurement Notices System (PNS)
»Request for Proposals Website (RFPW)
» Awards/Contracts Database

20
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HAR Chapter 3-142: Planning (continued)

Requests for Information (RFI)
HAR 83-142-202

Purchasing agency shall conduct at least one RFl in
preparation for an RFP.

Recommendation: Conduct 2 RFl’s if it is a new
service or if modifying the service or configuration of
services.

Describe the information being sought.
Set the procedure for responding.

HRS Chapter 103F

Five Methods of Procurement

21
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HRS Chapter 103F
Five Methods of Procurement

0 Competitive (RFP)

O Restrictive (Sole Source)
O Treatment

a Small Purchase

a Crisis

(HAR Chapter 3-143)
(HAR Chapter 3-144)
(HAR Chapter 3-145)
(HAR Chapter 3-146)

(HAR Chapter 3-147)

HAR Chapter 3-143
Competitive Purchase of Service

O]
®

®

NOTE: RFI required (HAR §3-142-202)

Method of procurement used most often.

Request for Proposals (RFP) solicited for
selection of providers and awarding contracts for
delivery of health and human services.

Public notice required

Term of contract: As stated in the request for
proposals.

Protestable

22
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Competitive Purchase of Services, HAR Chap. 3-143

HRE Chapter 109F
Competitive Purchase of Services
HAR Chapter 3-143

Recpeest for brdorm otion Fris
COMasCTed by Statle FUrchssing Soency
AR §53-142-202

- - -
ooy et fow B roposats GRF ) D uiopmed
by State Purchasng Agency
ARG 4D-201

-
Pl © NOoe Of IKEFF Frowded
HAR §3.143-202

R e

-
Orientation 1or Apslicants
03 Sgperecy
HAR §3 143 203

by State P urchassng

i
[ recest anarceg=ranon of rrenosms
HAR G631 45208, 3145515

-
Canbuation of Proposats
O T T ——
rLArt §3-1 43205

HCe OF Msemacl Protest (as needec)
(Fnrﬂunn e Decision) . - HAR ttu—u(ev 3143
to Applicants
AR 523 43-200 _
I ol xequesi B I SOONMEcher Sion
- ~ (o= rveecded)
Purchasing Agency P osts Awerd(=) 10 the Procurement HAR ££3-143-401_. 3148402
Rotices, ard PANS) 7 o
Dras wom Motice of Sumerd Procurement Ciculer Mo _ .
2010-01 J [ ¥ rotest remecmes orvod abie:
‘ s 5% i e P
- - 0Z The remeay Goteanines the res
| P -u( AP N———— ] PrOCLrSmert Sleg )]
A Crapter -1 ~ -

s A S

Application for Federal Funding
HAR §3-143-614

> Applying for federal funds does not exempt a purchasing
agency from Chapter 103F.

> When federal funds do not specify any specific provider by
federal law or federal grant award to the state, competitive
purchase of service shall be used, unless an alternate method
is allowed by statutes or rules.

> If federal grant application requires identifying specific

provider(s), then a request for information (RFI) may be
utilized as established under HAR §3-142-202.
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PUBLIC INSPECTION OF COMPETITIVE PURCHASE OF
SERVICE RECORDS
HAR §3-143-616

Available for inspection to the extent permitted under
current law governing information practices, after
execution of a contract by all parties.

Forms for request and reply furnished by Office of
Information Practices.

http://www.state.hi.us/oip/
Tel: 808-586-1400

HAR Chapter 3-144
Restrictive (Sole Source) Purchase of Service

Basis for a restrictive purchase include, but are not limited to:
1) Service in a particular geographic area available from only one
provider.
2) Service with a unique cultural approach designed for a limited
target group available from only one provider.
3) Only one provider satisfies limitations imposed by funding
source.

Approval Required: Head of purchasing agency makes a written
determination. Chief procurement officer (CPO) approves/disapproves
the determination in writing. Request posted by SPO 7 days prior to CPO
action.

Term Limit of Contract: Not to exceed 2 years

Protestable

24
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Restrictive Purchase of Services, HAR Chap. 3-144

HES Chapter 103F
e strictive Purchase of S ervices
HAR Chapier S-384

[ Himact ot Pusrchumsing Aoy makes ssitften chetemm aation
R e RS g b O ©F Semy AC § S ey et
AR §3-1 $4.201

* -
s st e pmed i Rinvm §1a o B ez OOF e A b 1 e W od
10 Clhia rocLIrem et Oflcer (S5 © 3 for agppronel
A $3144-201

[ Upon recetpt by CPO, NOtICE: PReSkecl O T
RErTE TOr B MIENEmLET OF 7 canns pror 1o
vy apprceal sction tak en
HAR §3-144-303

Protest

B G e S T8
HAR §3148.004

oS el
FLAR §53-143-401,

- + ~
l Rocpssct for reconsidonntion
3148402

e e Tl L e
Prrocaumrmrm el ot c g, At s, vl 5ol bl o bon
O SIS el Tl At oAl e s T oD

[ P T — -

Frocusrem ent Croulas RO 200 G-t ~ -
- Frotoot rorm oo oo latslc
HAR $§3-148-202, 3148300, 3-
145 AUZ | Ive remnedy Getennines
the rext procurement step

e 53 -

R p————r e —— —~ —
HAR Chapter 3149

SPOM sew AN

HAR Chapter 3-145
Treatment Method of Procurement

For health and social work professional services
@ Bases for use:

1) Services are for $100,000 or less;

2) Contract term 1 year or less; and

3) Serviceis only needed sporadically, or
problem could get worse if have to wait till
competitively procured.
® Includes but not limited to medical treatment, counseling,
physical, occupational and other therapeutic services, and
referral and case management for those services.
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HAR Chapter 3-145: Treatment (continued)

® The State Procurement Office solicits for providers to submit

statements of qualifications to the office of the
administrator.

® Committees of at least 3 qualified employees evaluate

submissions and other pertinent information, and a list of all
qualified applicants is prepared.

® When the need to purchase arises, the head of the

purchasing agency selects most qualified provider and a
contract is negotiated. If negotiations fail, another provider is
selected from the list.

Treatment Purchase of Services, HAR Chap. 3-145

HES Chhapter 103F
Treatment Purchase of Services
HAR Chapter 2-14%

R TT——
Frocursmenrt OMos (5P O
HAR 3.9 A

I

LA O | S By S
AT 539 anzuz

v Slete Agences

- e e 10 Stete 1
=on ‘

[ P omrmipt mewd R omgistraticsr oof <3 mtemmomct = oof (o ambif cotion= by SO
e £3.1 46 203

|

LTI O OF STl em & 1S OF LI 4nl BCMIONS By 1 6 amwy Com m iTlees
HAR $3445.20s

1

List of €O ambi fieed Brronacdee s Crangpilecd memd B oetect cr ths SO WA ebhoite
HAR 53 146 204

|

[ Asneec anses, Nead O PUICHaSING ®EEMNCY CONmCIS M IMINIm Wm ol Ireee ‘

provicers, selects mos gualified fom list and negotiotes o contract
HAR §3-145-205

1

[ P larchasing maency pomsts avend 10 the Procursm et Mot ces, Averds, seed Sol i et ons ]

(PANS) datal:ase within 7 days fom Notice of Awveard
Procurement Circutar No. 2010-01

l

‘ e ] ‘
HAR €3.145.205
| HAR Chaster 3129 1

SO des LA
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HAR Chapter 3-146
Small Purchases of Services

® Monetary Cap: Less than $25,000

@® In accordance with requirements and rules for

small purchases. Generally, this means obtaining
3 quotes.

Parceling is not permitted. Dividing the purchase
of same, like or related services into service
purchases of smaller quantities, to evade the
statutory competition purchase of service
requirements is not allowed.

Note: This is not a mini RFP process.

Small Purchase of Services, HAR Chap. 3-146

RS Chapter 2037
Small Purchase of Services
HAR Chapter 3 146

ot ol PrCHases waren o |
Servwces totals less than
Considened panoeing

5 2008

P urchasing acency posts snasrd to the
L T T e
Solacstetions (P ANS ) ciatabhase withen 7 days
from Motioe of Sl
Procissiment Clrcltos Mo, 200 O-01

|

T ortroct( =) anmeordod
HAR Cresptes 3143

SO des 4
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HAR Chapter 3-147
Crisis Purchase of Services

®

Services for a crisis that seriously threatens life, health

or safety; are not already available, and needed
immediately.

Both of the following must be met:

v' The crisis results from domestic violence, physical or mental

illness or injury, homelessness, etc. and results in a serious
threat to life, health and safety.

v' The crisis generates an immediate and serious need for
health or human services that cannot be met by any other
purchasing agency that provides health and human services,
or under other provisions of HRS Chapter 103F.

Crisis Purchase of Services, HAR Chap. 3-141

MRS Chapter 1031
Crisis Purchase of Services
HAR Chapter 2-147

Head Of PUNChasing SGency SUDIMES wilten detenT instion for
P ase Of SorAce approwl o CHeT procurement offcer (C B

S
P
HAR §3 447 201¢c)

v
As pracicable. CPO aporovel shall De oblarved J
-t

Pl e

HAR §2 147 2010

'
Az practicable . COmpetition under the

POt con 5. Snmmachs . sl Solicitation (P ANS) o
7 Dans from Mdtics of
Procsanent Cxalon No. 2010-01

*
Contract(=) Soves e
HAR Chapter 3-149

. Cn 41w
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Summary
HRS Chapter 103F
Five Methods of Procurement

® Competitive (RFP)
® Restrictive (Sole Source)
® Treatment

® Small Purchase (Beware of parceling)

® Crisis (The client’s, not yours)

Protests

and Requests for Reconsideration
HAR Chapter 3-148

e Only 2 methods of procurement may be
protested:

— Competitive (RFP)

— Restrictive (Sole Source)
. Basis for Protests

Failure to follow:

1. HRS Chapter 103F
2. HAR Chapter 103F
3. The RFP

(Forms and instructions are on the SPO website.)
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Protest & Request for Reconsideration, HAR Chap. 3-148

Chapter LOIF, HRE Purchases of Health and Husman Services
FRGIEST AND REGUEST rOR RECUTNSIDERATION FRUOCESS
For ke Compennve Purckases of Services Method of Procuzement (FFF)

I STATEMENT oF Frxprves & Decismon Isstsp ]

-

NOTICE OF PROTEST
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4
SETTLEMENT & SCHEDULING CONFERENCE

(o SPO-EI-502
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Dradisar 3 workiug dars ofseceapt of Hiomise of Frome

SCHEDULING ORDER
(Tors SPO-2-50Y
Ecmed br . Fead of Seata speacy or desi gues Whea Saze orsex: dav

>
1 REQUESTS & RESFONSES FOR CLARIFICATION
Form: SPOH.L08 mnd SP0. 580

Fiad by Brocersor & procerensent affcer yoe aryiicedi

*

PROTEST
I — (Famu €D0.M-806)
Fled b Phosivias
Desdline

*
RESPONSE
- - (Fame SSOM.807)
Fidad by: Precasemen =fficas

x

Reriy
-y (Foms €20 M 508
Tledby: Presessos

Por
Sctetulicg
Ousiar

x
DEcIsioN
- D e [ —

REQUEST FOR RECONSIDERATION
(F i SPE-H-8 52

Fued by Freseer Deadiime I Wesking Dors of Revwips of Ew sy H

Notr. Praresis mey be resolved By mutnc] agreesnent 41 amy i
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HAR Chapter 3-149
Contracting

. Contracts subject to availability of funds
- Contract requirements

- Termination of contracts

- Extension of existing contracts

« Use of multi-term contracts

- Contract amendments

« Parceling

« Monitoring and evaluation of contracts
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RFP Templates
Competitive Purchase of Service
HAR Chapter 3-143

(Regular) RFP Template (revised 8/2012)
e For most procurements

Short-Form RFP Template
e When the service is clearly defined and
e Award is based on:
— Meeting minimum qualifications, and
— Price

RFP Template (continued)

section | Cover letter
Mail-in and delivery information

Administrative Overview

Service Specifications

Proposal Application Instructions

Proposal Evaluation

| | WIN| P

Attachments

Proposal Application Checklist
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Contract Templates

® 6 contract templates available:
1 for each method of procurement and one for
exempt procurements

® The method of procurements and exempt
contract templates are available in electronic
format online at Forms Central,
http://hawaii.gov/forms

® Remember-itis an AG form.

PROCUREMENT CIRCULARS and DIRECTIVES

® CIRCULARS are issued by the CPO of the Executive

Branch to provide guidance and rules for Executive
Branch agencies. Circular numbers may be assigned
by subject and not necessarily by issuance date.

DIRECTIVES are issued by the Administrator of the
SPO on behalf of the Procurement Policy Board to
transmit information and documents to the Chief
Procurement Officers. Directive numbers are usually
assigned by date of issuance.
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http://hawaii.gov/spo

PG~ STATE PROCUREMENT OFFICE P
pe-r Ty i i S, e e Trmmmanins Svacoss

Welcome to th

ffi Boards & Councils
T s L as the cantr: nt FPrezursmant Polizy Soard
- Community Council an
human services. Each jurisdiction has autharity to purchase, however the State e
) * of Haalth and Humar
Procuremant Office remains the central source or matters of orocurement policy

Brecurmmant Neticme fnr

Where can I find information on...

Heslth & Human Service
mEos

Contract Awards & Info
Prize & Vendor Lis:
Coatraces

Ch ef Procurement
Officers

Procurement Circulars e
Procurement Directives p e

Posting of Procurement Notices
On the Procurement Awards,
Notices and Solicitations
(PANS) Website
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Procurement Notices (PNS)

Procurement Circular 2003-04 (5/09/03; eff. 7/1/03)
Amendment 1 (5/28/03)

Procurement Circular 2010-01 (6/15/10)

Purpose

To provide the public with a single location for viewing
Chapters 103D and 103F procurement notices.

User Guide: Part of Procurement Circular 2003-04.

Procurement Notices (continued)

Mandatory
® You must post the RFI and RFP notice on the
procurement notices website

(There are step-by-step manuals on the SPO website.
Download and use them!)
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Procurement Notices (continued)

Notice of the RFI shall be posted on the
Procurement Notices Website

“...Public notice shall be given for all requests for
information in accordance with HAR Section 3-
141-407 and shall be posted for a minimum of
seven days...”

Procurement Notices (continued)

RFP Public Notice Requirement

HAR 83-143-202

@® Notice of the RFP shall be placed on the
Procurement Notices website . Proposal

submittal deadline shall be at least 28 days from
the date RFP is first available.

® Public notice of the RFP in newspapers is

optional (If you choose to do so, follow pricelist
requirements.)
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Posting the
Request for Proposal
On PANS

Posting RFPs (RFPW)
Procurement Circular No. 2004-04 (8/25/04)

® Effective October 1, 2004, state agencies began
posting RFPs for health and human services to the
RFPW. This site contains all RFPs for the Executive
Branch (current and closed).

® Refer to the Request for Proposals Website (RFPW)
Posting Guidelines for step-by-step instructions.

® Post the RFP on the RFP website (RFPW) on the date
of the public notice.
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Posting Awards to the
Awards/Contracts Reporting
System

Awards/Contracts Database

Procurement Circular No. 2010-01 (6/15/10)

Effective 6/1/05, mandatory online reporting.
Mandatory to report at time of award (not

execution).

Reports are more timely and accurate.

« Good method of keeping track of your contracts.

Used for planning/collaboration/coordination.
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Contracts Database Reporting System (CDRS) (continued)

What Must be Reported on the Awards

Database?

All forms of agreements: i.e., agreements,

formal contracts, MOAs, MOUs, POs

Awards for all methods of procurement:

Competitive Restrictive, Treatment, Crisis, Small

Purchases

Purchases of Health and Human Services Exempt

From HRS Chapter 103F

Reporting Deadlines

Data

Deadline

New contracts, MOAs, etc.

Purchase Orders

5 working days of execution

working days of issuance

Amendments NS working days of execution

Funds Actually expended

60 days of close of fiscal year
and 90 days of contract
expiration

Major Accomplishments

90 days of contract expiration
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Reporting Deadlines

Data

Deadline

New contracts, MOAs, MOUs,
etc

7 days from award

Purchase Orders

7 days from issuance

Amended information (contract
extensions, changes in funding,
etc.)

7 days from award of amendment
or supplemental agreement

Funds actually expended

60 days of close of fiscal year and
90 days of contract expiration

Major Accomplishments

90 days of contract expiration (may
also be reported at the end of each
fiscal year)

The Health and Human Services Procurement
Awards, Notices and Solicitations User Guide
is a step-by-step manual.

(http://hawaii.gov/spo, “For State and County Personnel,

”

“Posting Procurement Awards, Notices and Solicitations,”

» ot

“Toolbox...,

Guide for Reporting/Posting Awards.”
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SPO Website

http://hawaii.gov/spo

Procurement Awards, Notices and Solicitations (PANS)

® Current Solicitations
Right column under ‘Information’ ‘Procurement Notices for
Solicitations’

® Health & Human Service RFPs

Right column, under ‘Information,” Health & Human Services
RFPs

® Awards/Contracts Database
Right column, under ‘Information,” Contract Awards & Info

Where is it on the SPO website? (continued)

http://hawaii.gov.spo

® Exempt, Restrictive, and Crisis Awards

Right column, under ‘Information,” Contract Awards &
Info, select Contracts for Health & Human Services, then
Requests for CPO Approval...

® Treatment List

(No current list available)
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State Procurement Office
1151 Punchbowl St., #416
Honolulu, HI 96813

Thank You!

Corinne Higa
587-4706
corinne.y.higa@hawaii.gov

SPO 11/8/13
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