PROCUREMENT SERVICES REQUEST

	[image: image1.png]_—

N d
o ) N q A
/,/,_/mz/

— — .

v N7

\ o X »

R //,,a,,,%//%h?% %
; N ﬁw//

BN
N
SQ
N





	
	STATE PROCUREMENT OFFICE

PROCUREMENT SERVICES REQUEST

	1.  TO:
    Administrator, State Procurement Office

	2.  FROM:
	     

	
       Name of Requesting Department

I.    By submittal of this request to the State Procurement Office (SPO), the department head authorizes the SPO to conduct the 
        procurement of the goods and or services specified herein. 

II.   SPO Procurement services include:

a) Preparation of the IFB or RFP* solicitation, incorporate specifications and or scope of work provided by the department.

b) RFP: Brief department Evaluation Committee (EC) on SPO RFP Policies and Procedures.
c) Issue notice and solicitation; addendums and BAFO [RFP], as applicable.

d) Conduct pre-bid or pre-proposal conference with department EC chair, if applicable.

e) Receipt and initial evaluation of offers.
f) Award, issuance of Notice of Award, posting of award, execution of contract(s).

g) Upon written request for debrief [RFP], manage debriefing with EC chair and or members.
h) Resolution of any protest (Ref. HRS §103D-701) with guidance provided by the department Contract Administrator (CA) or EC chair for protest on specifications and or scope of work. 

i) Contract management with CA for contract extension(s) or amendments, and contract controversies.
III.  Department responsibilities includes, but not limited to:

a) Develop solicitation/contractual requirements, specifications, scope of work, including contract period, special provisions, etc.

b) Obtain applicable approval(s). [i.e. Budget Execution Policies, Comptroller, Governor, etc.]
c) RFP: Review and compliance with SPO RFP Policies and Procedures. 

d) Certification of CA and EC members’ qualifications by Department Head.
e) Reasonable SPO expenses, as applicable. [i.e. travel costs for pre-proposal conference on neighbor island]

f) EC chair to assist in conducting pre-bid or pre-proposal conference.

g) EC to evaluate offers; score based on established RFP criteria.
h) EC participates in discussions and or BAFO, if applicable; conduct discussions with offeror(s), as applicable.
i) EC participates in debriefing, if applicable. 
j) CA shall manage the day-to-day operational aspects of the contract; ensuring services performed pursuant to contract or goods received in good order; and processing of invoices for payment. 

k) CA shall notify SPO of any contractual changes or controversies in a timely manner; document contractor non-performance of contract requirements, breach of contract, etc. 

IV. Questions or assistance in completing this form may be directed to the SPO at (808) 586-0554.  



	3. Clearly describe the goods or services to be procured [Attach specifications or scope of work. If RFP, include evaluation criteria and numerical rating]:
      

	4. Restrictive Specifications are goods limited to single manufacturer (brand name), available from multiple sources.    
     FORMCHECKBOX 
NO    FORMCHECKBOX 
 YES   [Attach SPO-014, Restrictive Specifications Request] (Ref. HAR §3-122-13)

	5. Estimated Cost
	6. Fiscal Year
	7. Funding
	8. Encumbrance
	9. Method

	     
	    
	 FORMCHECKBOX 
 General

 FORMCHECKBOX 
 Special  

 FORMCHECKBOX 
 100% Federal

 FORMCHECKBOX 
 Partial Federal
	   FORMCHECKBOX 
NO  
   FORMCHECKBOX 
YES    Quarter:  FORMDROPDOWN 

	  FORMCHECKBOX 
 IFB  (Ref. HRS §103D-302)
  FORMCHECKBOX 
  RFP*  (Ref. HRS §103D-303)

	10. *RFP Determination:   FORMCHECKBOX 
 HAR chapter 3-122, Procurements Approved for Competitive Sealed Proposals  (CSP) #       
[#1 - Consulting services in the areas of software and telecommunications; #2 - Travel agency services to include air and ground transportation, and lodging services; #3-Computer software and hardware systems; #4 – Design and build construction projects.]
OR

	 FORMCHECKBOX 
 HAR §3-122-43 and §3-122-45(c)

Justification for use of CSP procurement method:       


	11.  Bonding:      FORMCHECKBOX 
 None      OR          FORMCHECKBOX 
 Bid bond       FORMCHECKBOX 
 Contract performance bond       FORMCHECKBOX 
 Contract payment bond

	Justification [Ref. HAR §3-122-224]:      

	12.  Initial Term of Contract
	13. Contract Extension Period(s)

	From
	     
	To
	     
	Number    
	Length of Each      

	14. Type of Contract [Ref. HAR chapter 3-122, Subchapter 16]:      
15. If applicable, justification for use of Multi-Term [Ref. HAR §3-122-149]:       

	16.  Department Point of Contact 

	Name: 

     
	Phone:

      
	Email: 

     

	17.  Contract Administrator (if other than #16 above) [CA has procurement delegation and applicable training.]

	Name: 

     
	Phone:

     
	Email:

      

	18.  Attachments  

IFB or RFP:
 FORMCHECKBOX 
 Specifications (detailed description of goods or services)   

 FORMCHECKBOX 
 SPO-014 Restrictive Specifications Request, if applicable  

 FORMCHECKBOX 
 Special Provisions (instructions, directions or terms unique to goods/services to be procured)
 FORMCHECKBOX 
 Others:       [i.e. List of potential offerors, etc.]

	RFP:

 FORMCHECKBOX 
 Scope of Work [details of  services to be performed in contract)

 FORMCHECKBOX 
 Determination for less than 30-day notice, if applicable     [Ref. HAR §3-122-16.02]
 FORMCHECKBOX 
 List of evaluation committee (EC) members and         Chairperson with qualifications [Ref. HAR §3-122-45.01]
 FORMCHECKBOX 
 SPO-024 Affidavit Serving on a Evaluation, Review of  Selection Committee

 FORMCHECKBOX 
 Others:       [i.e. List of potential offerors, etc.]


	19.  Contract Award Type:

 FORMCHECKBOX 
 Indefinite Quantity [SPO Price List or Vendor List contract]
 FORMCHECKBOX 
 Indefinite Quantity [Requirement contract specific to user agency]                                 [Ref. HAR §3-122-143, Indefinite  Quantity]
	 FORMCHECKBOX 
 Firm-Fixed Price [require Contract Encumbrance]                                 [Ref. HAR §3-122-136, Fixed  price ]

 FORMCHECKBOX 
 Multiple Award determination [Ref. HAR §3-122-145]

 FORMCHECKBOX 
 Other:      

	I certify that the information provided is to the best of my knowledge, true and correct.


	20. Department Head
	     
	
	

	
	Signature
	
	Date


	Reserved for SPO Use Only

	21.   Administrator determines:
              
  Questions on SPO procurement services may be directed to Purchasing Specialist        

    at  phone       and email      


 FORMCHECKBOX 

APPROVAL

 FORMCHECKBOX 

DISAPPROVAL                 FORMCHECKBOX 
  
NO ACTION REQUIRED
22.  Administrator






 

      _______________


            






Signature




Date
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