7 Stages for Open Entity Contracts 

The APO/CUPO identifies a need for an Open State Entity Contract through analysis of purchases. The need for an Open State Entity Contract is justified by the following:

1) the need cannot be met through a statewide contract, an existing entity contract, or a mandatory source;  

2) the need exceeds (or is expected to exceed) the $5000.00 threshold within a given fiscal year and must be competitively bid; and
3) the exact quantities or total number of orders are not known.

The following describes the action steps for the APO/CUPO for creating an Open State Entity Contract according to 7-Stage Process:

1. Purchasing Stage 1-Needs Identification
1.1. Through purchase analysis (through PeopleSoft and WORKS), the APO/CUPO determines that an Open State Entity Contract is needed as described above.  
1.2. The APO/CUPO’s analysis of previous and anticipated future purchases should assist the APO/CUPO in identifying associated stakeholders and the benefits associated with a state entity contract (e.g. savings associated with aggregated spend).  The APO/CUPO should review purchases and future needs of all of the State Entity’s divisions/business units.
2. Purchasing Stage 2-Pre-Solicitation
2.1.
APO/CUPO assembles a sourcing team, which consists of existing stakeholders (i.e. end users, project facilitator, etc.).  APO/CUPO facilitates meetings by the sourcing team to prepare for the solicitation preparation stage:

· review existing solicitations, contracts, etc. to identify suppliers with whom the state entity has conducted business and also analyze the market to identify additional sources of supply, market dynamics, and industry standards (i.e. minimal warranty terms, etc.)

Discussion: Analysis of the market and sources of supply provides critical information to the sourcing team, including understanding how items may typically be bundled or sold, which will assist the source team in organizing the solicitation.  For example, if all suppliers provide all of the needed items, then the sourcing team may consider making a single award.  However, if the market analysis reveals there are suppliers that provide some but not all items, then the needed items may be best organized into categories or subcategories with split awards.

· establish a core item list for current needs and possible future needs.  The core item list contains the essential items expected to be purchased by the State Entity as a whole.
· determine what other items in addition to the core items list should be included in the Open State Entity Contract.  For example, are there value added items such as extended warranties or additional services which should be included?  Is it desirable to establish a minimum percentage discount off of the supplier’s catalog?

2.2. 
APO/CUPO should determine best sourcing method* based on items to be sourced.
*The remainder of this document has been developed based on the assumption that the RFQ is the desired sourcing method and that the APO/CUPO will utilize eQuote to conduct the RFQ.
3. Purchasing Stage 3-Solicitation Preparation
3.1.
To fully develop the RFQ, the sourcing team must address several key questions in conjunction with the APO/CUPO:
· What are the bid factors?  For example, will the RFQ request references or minimum experience?  Is there any required certification which the supplier must possess?  

· What are the key requirements and terms?  For example, are there certain minimum performance levels which must be met by the supplier such as delivery or response times?  How will the State Entity address requests for price increases?  The RFQ/contract must stipulate that cost will remain fixed throughout the duration of the contract.  In addition, the RFQ/contract must state that no price increases will occur unless it is approved in writing by the State Entity.  The APO/CUPO may wish to include a price escalation clause, which establishes the basis for determining whether a price increase may be granted (for example, whether there is an increase in pricing according to a designated product index) as well as the limits to the number of price increases which may occur as well as the amount.  
· Should the APO/CUPO schedule a site visit and/or pre-bid conference?  If so, should supplier attendance be mandatory?  How much time should be permitted for supplier questions?

· How will pricing be requested?  There are three common approaches for requesting pricing, and all three approaches require a core items list (representative market basket).  The first approach is to send the core item list as part of the solicitation and have offerors bid on the specific items referenced on the core items list.  The second approach is to request the offerors provide their catalogs and provide a discount off their catalog price.  The third approach is to standardize on and reference a specific manufacturer’s catalog and request offerors bid a discount off the catalog price.  There are strengths and weaknesses for each approach that need to be explored by the sourcing team prior to selecting an approach.  Additionally, the sourcing team must decide if the core items will be identified by line item within eQuote OR if the APO/CUPO will attach an Excel sheet with the list of the core items.  

· Note: SPD will update eQuote training and the eQuote manual to address these options.
· Note: Items requiring particular branding will require Sole Brand Justification (SPD-NI003b).

· What other documents will be included with the RFQ?  For example, for all contracts with an estimated value in excess of $100,000, the APO/CUPO must request verification from the Department of Revenue that the supplier is not a prohibited source.  Therefore, in this example, the APO/CUPO must attach the Sales and Use Tax Compliance form.  In addition to identifying necessary forms, the APO/CUPO must attach an approved contract which identifies any renewal options and how those renewal options will be utilized.  (Note: SPD must provide prior written approval in the event the State Entity desires to establish a contract which will exceed five (5) years.)
3.2
The APO/CUPO must finalize the evaluation process with the sourcing team.  For example, the APO/CUPO and the sourcing team must understand that any requirements of the RFQ must be evaluated on a pass/fail basis and, as a result, any supplier incapable of meeting the identified requirements will be disqualified as nonresponsive.  By discussing this with the sourcing team, the APO/CUPO can confirm whether certain identified requirements are actually desirable/needed.  With respect to the pricing evaluation, the APO/CUPO and the sourcing team should determine whether certain items will include estimated quantities for the purpose of evaluation.  Utilizing estimated quantities will allow certain products to have greater weighting for purposes of determining the supplier providing the best pricing.  For example, if the sourcing team determines certain items will be purchased with much greater frequency than other items, weighting the more popular items with a greater quantity will provide a better analysis of which supplier will provide the best savings based on the State Entity’s expected buying pattern.
4. Purchasing Stage 4-Solicitation Process
4.1.
Post RFQ in accordance with GPM guidelines to eQuote and ensure you indicate Pre-Bid Conference information in the bid description.  Attach all documents applicable as suggested above.
4.2.
Address all supplier questions in writing and post answers to questions publicly as an attached document to the RFQ prior to the closing of the RFQ.  

4.3.
Make any necessary changes to the RFQ in writing by posting an addendum to the RFQ prior to the closing of the RFQ.  The APO/CUPO may need to extend the RFQ closing date in the event an addendum is posted near the current RFQ closing date.  Remember no changes may be made to the RFQ after the RFQ has closed.

4.4.
Receive all bids through eQuote.  eQuote terminates suppliers’ access to the RFQ once the RFQ closing date and time has expired.
5. Purchasing Stage 5-Evaluation Process
As noted in the Georgia Procurement Manual, the RFQ must be awarded to the lowest priced, responsive and responsible bidder with whom the State Entity is able to reach agreement as to contract terms.  There may be more than one awarded supplier in the event the State Entity elects to make split awards.  Although the majority of the evaluation may be conducted by the APO/CUPO, the APO/CUPO should utilize its subject matter experts to determine whether alternate precuts may be considered equivalent (to the extent the RFQ named certain brands but permitted equivalent products to be offered).

6. Purchasing Stage 6-Award Process

Public notice of the results of the RFQ must be provided as required by the GPM through the posting of the Notice of Intent to Award (as appropriate) and the Notice of Award.  The Notice of Award should not be issued until the State Entity has either issued a PO or the State Entity’s contract has been fully executed.  Please note the Notice of Award must be issued within one day of the PO being issued or the contract being signed (whichever comes first).  Any supplier challenges to the process will be resolved in accordance with the protest process defined by the GPM.
7. Purchasing Stage 7-Contract Process

7.1.
Contract will be maintained in accordance with the GPM and posted to the Agency Contract Index on the Georgia Procurement Registry (as appropriate).

7.2. 
Contract Kick-off meeting should be conducted with the vendor and stakeholders to review the terms and conditions, order process and general contract information. This will help with getting the contract off to a good start.  Please review GPM Chapter 6 “Contract Administration” for additional guidance in contract management.
7.3.
Annual evaluation will be conducted with end users utilizing the Contract Assessment Report (SPD-CP025).  In the event the State Entity desires to renew the Open State Entity Contract, the renewal shall be exercised in accordance with the terms of the contract and the applicable provisions of the GPM, which identifies the applicable forms such as the Notice of Award Amendment Form (SPD-CP024).
Forms are located at: http://doas.ga.gov/StateLocal/SPD/Seven/Pages/Home.aspx.
