STAFF REPORT

MEETING DATE: 6/25/13

SUBIJECT: Approve SRTA Financial and Accounting Policies and Procedures, Section 700 {Grants
and Project Cost Estimating), Section 800 {Purchasing and Contracting), and Section
900 (Grant Management)

AGENDA ITEM: 5-8

STAFF CONTACTS: Dave Wallace

RECOMMENDATION.:

It is recommended that the board of directors amend the agency’s Financial and Accounting Policies and
Procedures Manual to add three sections: Grants and Project Cost Estimating (700); Procurement (800); and
Grant Contracting and Management (S00).

DISCUSSION:
The attached sections are proposed for inclusion in the agency’s Financial and Accounting Policies and
Procedures Manual:

e Section 700. Grants support the agency’s various projects and p-rograms. Grants must be prepared to
ensure that proposals do not place the agency at undue risk of monetary loss, liability, or hardship.
Section 700 establishes protocols to apply for grants, estimate costs, and enter into funding agreements.

¢ Section 800. SRTA is required to adhere fo the procurement laws of state and federal funding agencies.
Section 800 establishes standards for purchases, service contracts, competitive bids, sole sourcing, and
change orders,

» Section 900. Section 900 establishes protocols for grant management which include accounting and record
keeping requirements.

Adoption of these policies will ensure continued SRTA eligibility for federal and state funding.

ALTERNATIVES:
The board of directors may modify the policies and procedures or request additional information.

FINANCING:
Adoption of the proposed policies and procedures will have no direct fiscal impact to the agency.
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cutive Director

Dani e, AICP, Exe

‘Attachment: Draft SRTA Financial and Accounting Policies and Procedures
Section 700: Grants and Project Cost Estimating
Section 800: Purchasing and Contracting
Section 900: Grant Management




Financial and Accounting Policies & Procedures

Section 700. Grants and Cost Estimating
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700. Grants and Cost Estimating

701. Intent

701.1. With appropriate grant funding resources made available, the intent of the agency is to apply for
grants through which the agency can better accomplish its, and partner agency, goals. Grant funding
also potentially reduces the agency’s use of local money.

izant that the project is consistent
Forant does not, among other things,
n, liability and/or undue hardship to

In applying for appropriate grant funding, agency staff must be cg;
with the agency Regional Transportation Plan and that the prop
place the agency at undue risk of monetary loss, timely co
personnel due to the use of a potential one-time funding s

As such, this section of the agency financial and acgdlinting policies rocedures provides guidance

702.1. Labor tates are to be estim
implemented.

703. Purchased Material:Co

703.1. Purchased material will be estimated from actual vendor quotes, engineer’s estimates or recent
agency experience.

703.2. At no time will the agency reduce, or intentionally underestimate, purchased material costs to
meet grantor’s budgets that would create an undue financial burden to the agency.

704. Consultant Costs

704.1. Consultant costing will be estimated using actual consultant estimates, engineer’s estimates or
recent agency experience.



704.2. At no time will the agency reduce, or underestimate, consultant costs to meet grantor budgets
that would create an undue financial burden to the agency.

704.3. In its grant submission, the agency will request the authority from the grantor to amend/update
the consultant fee schedule, as needed.

705. Other Costs

705.1. Proposals shall be sufficient in content as to demonstrate that all agency costs have been
considered.

706. Costing of Indirect

the full costs recapture provisions of a gr
cover those costs.

706.3, Indirect costs will
cost proposal.

707. Effective

shall include vendor quotes €l §e¥;s estimates and other calculations.

708.2. Documentation shall be in sufficient detail allowing for finalization of the budget in a timely
mannet once the grant has been awarded.

709. Grant Acceptance Criteria

709.1. An acceptable or model grant contains the following attributes:

1) The project is relevant to the goals and purposes of the agency, and includes specific references
to the agency Regional Transportation Plan (RTP) and Overall Work Program (OWP) work
elements, as applicable.



2) Projects cover all negotiated costs of the agency including overhead and indirect costs unless
otherwise approved by the board of directors.

3) Agency has the qualified personnel to prepare the project, or can hire or subcontract with
qualified personnel.

4) Grant does not place the agency in the position of incurring an undue risk of losses for failure to
perform or complete the grant in a timely manner.

5) Grant does not exceed the agency liability insurance linitg;#
to increase these limits as needed.

he board of directors may approve

6) Grant budgets are balanced.

7) The following limits shall be in effect fo fmining whethé
required prior to either grant submission g
a) The agency executive director may a

b) The agency board of directors shall app

ard of directors approval is

8) For those grant proposals 1‘equir:;§g y
resolution is required and will submit



Financial and Accounting Policies & Procedures

Section 800. Purchasing and Contracting
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800. Purchasing and Contracting

801. Intent

801.1. The intent of the agency is to establish procedures for the purchase of goods and services at the
lowest possible cost and of good quality. Under California Public Contract Code Sections 20216-20217,
the agency will obtain goods and services using the competitive bid process. It is imperative that the
purchasing function be open to all qualified bidders and that the processes not impair or discourage
competition. The procurement procedures are designed to:

3 ﬁsing all funds will be conducted in a
ons considered to be restrictive of

b) be objective in perf(;fiﬁmg the contract work; or
c) not perform without an unfair competitive advantage.

6) Specifying only a brand name product without listing its salient characteristics and not allowing
an equal product to be offered as a bonafide substitution, unless specifically specified by the
grantor;

7) Issuing exclusionary or discriminatory specifications;

8) Advance contract modifications or change order actions outside the original contract scope; and



801.2. Open Competition Required (continued)
9) Taking arbitrary action in the procurement process.

801.3. The procurement and contracting process will emphasize important state and federal requirements
relating to the procurement of goods and services including professional services, For procurement
activities or contract administration situations, the following apply:

* 49 CFR Part 18 and Part 19 (Common Grant Rules)

+ Federal Transit Administration (FTA) Master Agreement in gff
* 49 U.S.C. § 5302: US Code - Section 5302: Definitions ;
* FTA “Circular 4220.1F (Third Party Contracting Guide i
* FTA “Circular 5010.1D (Grant Management Requirg
« FTA “Circular 5200.1A (Full Funding Grant Agreém

revisions” ‘

* FTA’s “Best Practices Procurement Manual?:
» Applicable Federal Acquisition Regulations *

d revisions”

nd revisions”

ént and Master Grant Agreements) and
LS g

801.4. The agency will endeavor to condugt all procurenie; Iithat provides for
full and open competition. When condug are funded with FTA grants, the agency
will manage the entire procurement and contract:admini ioniprocess in compliance with FTA

Circular 4220.1F.

801.5. The following defi

nt contract provides for payment to the consultant of a

tion of the contract. The fixed fec does not vary with actual cost,
s in the work to be performed under the contract, This contract
dore t might otherwise present too great a risk to consultants, but it
provides the consultant onfy3 um incentive to control costs.
Time-and-Material (T&M) — This type of contract is used to procure supplies and services at specified
fixed hourly or unit rates (fully burdened) and/or material at cost. The labor hour (LH) contracts are a
variation of the T&M which excludes materials supplied by the consultant. The common grant rule for
government recipients permits the use of time and material contracts only when it is not possible to
estimate the extent or duration of the effort or cost involved and the contract provides a not-to-exceed
ceiling price that the consultant may not exceed except at its own risk. Both T&M and LH provide no
incentive for consultants’ cost control or labor efficiency; therefore, the agency will monitor that the
consultant is performing efficiently and using effective cost control measures. The contract will specify
a ceiling price that the consultant shall not exceed except at its own risk.

Period of Performance — The time of delivery or performance is an essential contract element and shall
be clearly stated in solicitations. The agency shall ensure that delivery or performance schedules are
4



801.5. The following definitions apply: (continued)

realistic and meet the requirements of the procurement. Contracts for services that are infrequent and/or
unique to a specific grant should allow enough time for sufficient project completion. These contracts
generally expire upon project completion. Contracts for services that are reoccurring, such as monthly
or annually (audit services or computer maintenance) should be of sufficient duration to ensure the
development of vendor proficiency and agency efficiency. Generally, one to three year contracts, with
an agency option for an additional one or two more years are-used. Periodic re-competition of confracts
preserves competition and keeps prices competitive.

tors that should be considered in
stic pricing standard, degree of

{lie work, urgency, period of

t's finandialiresponsibility, past performance,

801.6. Federal Acquisition Regulations (FAR) Part 16 requires
determining appropriate contract types are: price competition
uncertainty and impact on cost evaluation, type and compl'
performance, consultant’s technical qualification, co
concurrent contract work load, extent of subcontracti
contract administration. :

i+ These methods ,,Volve a contractor
, x ted profit. This percentage of profit
allowed to be charged is the costs of the | p i “1ofal project costs.

promof ¢ rnmental integrity and to guard against even the
loyees, b ird members, and any consultants hlred to assistin

access to governmeny
public confidence in

2) Agency employees and board members shall not solicit, demand, accept or agree to accept a
gratuity or an offer of employment in connection with any decision, approval, disapproval,
recommendation, or preparation of any part of a program requirement, specification, standard or
contract,

3) The agency has adopted a Conflict of Interest Code under which the following groups shall not
participate in or attempt to use their official position to influence any purchasing decisions in which
they or persons related to them have a financial interest:

a) The employee, officer, agent or board member;

b) Any member of his/her immediate family;
5



801.9. Conflict of Interest (continued)
¢) His or her partner; or
d) An organization that employs, or is about to employ, any of the above.

In cases where there may be a benefit, either direct or indirect, there is a responsibility to report in
writing such benefit to the agency. If anyone fails to report such benefit, he or she will be subject to any
disciplinary proceeding deemed appropriate by the agency, including possible dismissal. Members of
the groups listed in item (3)(a) above will be subject to the conflictif interest laws of the State of
California. Anyone who violates the standards of the law will bject to penalties, sanctions or other
disciplinary actions.

801.12. Orgamzatlonal
required, prior to entering in
conﬂict of interes

802.1. Procurement activi
plans, and end at project ¢ ‘he agency will use the FTA Best Procurement Practices Manual,
when applicable, as its guiding“piocurement document and applicable local, state and federal
procurement laws and regulations.

802.2. The following procurement requirements will apply to all procurement and contracting actions at
the agency:

1) Written record of procurement history: A written record of procurement history (procurement
summary memo) for consultant and capital purchases exceeding the small purchase threshold
(currently $3,000) will be included with the documentation for all procurements. The extent of
documentation will vary depending on the complexity of the procurement. At a minimum, the
following information will be included:



802.2. The following procurement requirements will apply to all procurement and contracting actions at
the agency: (continued)

a) Rationale for the method of procurement;
b) Selection of contract type;
¢) Reasons for consultant selection or rejection;

d) Basis for the contract price; and

¢) Rationale for the period of performance (contract,

ces fora p,g:f fiod based on business need and
* principle, @§iindicated in FTA Circular
and reasonably expéited business needs.

802.3. The agency may form a contract for goods and s¢;
consistent with the intent of the “full and open compg
4220.1.F, The agency will contract only for its cufi

1 " ;’blds or proposals,
ate or encourage geographlc preference.

:¢nsure future availability of
¢ exists. An option is a unilateral right in a
ad of time, elect to purchase additional

filysis. Options will be priced, evaluated,
riginal bid document and contract award. The agency will

ensure that proposét§:oi-bidders are required to provide prices for required options or that the
contract provisions identify an index and procedures for pricing and exercising the options in
future years before authorizing, advertising or issuance of solicitation.

2) Evaluation of Options: The option quantities or periods contained in the offer must be
evaluated in order to determine contract award. The agency will ensure that prices for
options included in the offers are evaluated before the agency makes a determination on
award of a contract.

3) Evaluation Not Required: The agency need not evaluate bids or offers for any option
quantities if there is a determination that evaluation would not be in the agency’s best
interests.



802.5. Options: (continued)

4) Exercise of Options: The agency must ensure that the exercise of an option is in accordance
with the terms and conditions of the option stated in the original contract award. An option
may not be exercised unless it has been determined that the option price is fair and
reasonable and in the agency’s best interest. If a contract has one or more options and those
options were not evaluated as part of the original contract award, exercising those options
after contract award will result in a sole source award.

5) Negotiating a Lower Option Price: Prior to exercising fhigioption, agency will perform market
survey and evaluate the option. The agency may off; ice reduction due to changes in
market conditions and execute a bilateral modifica} the contract reflecting lower pricing
before the options are exercised. :

&'be an assignmenf.clause in the contract issued
by the originating agency. If the contra¢fiContains an assignmeiiticlause, then the originating
agency must agree to assign the contrac¢t:options, together with all'#lie terms and conditions
of the contract, to the agency. The preferrédim i
between the original contracin i ,
contract may be issued. Thé
The agency may include fede

6) Option Piggybacking: It is essential tha

deral government recognizes that advance
0, public ut111ty connections and services, rent,

,C[ulsltlons Federal concurrence is required only
tomarily required in the marketplace exceed $100,000.

802.7. Progress Pi Anents: The ag‘ea_‘ y may use progress payments if progress payments are only made
to the consultant for ¢ogls mcun ed 1nithe performance of the contract. Sufficient documentation is
required to demonstrate™co (ithe amount of work for which progress payments are made.

802.8. Damages: Liquidated d 1y cs may be used if there is a possibility of suffering damages through
delayed contract completion, and the extent or amount of such damages would be difficult or impossible
to determine. The rate of the liquidated damages must be specified in the contract. If federally funded,
any liquidated damages recovered shall be credited to the project account involved unless prior written
concurrence is obtained from the federal government. The procurement file shall include documentation
as to the methodology used to calculate liquidated damages.

802.9. Duplicative or Unnecessary Purchases: The agency will conduct regular reviews of procurement
actions to identify duplicative or unnecessary purchases., Small and medium purchases will be reviewed
to determine if, and how, purchases can be consolidated to obtain purchases that are more economical
for the agency.



802.10. Procurements with Large Scopes of Work: The agency will review the scope to determine if the
procurement would be more beneficial to the agency if it were to be broken out into two or more
separate contracts. The ability to provide more contracting opportunities to small businesses will be a
part of this consideration.

802.11. Sound and Complete Agreement: The executive director will ensure that precise language is
used in describing the Order of Precedence or Contents of the Contract. All agreements, attachments,
forms, and documents will be identified by dates and reference numbers. To the extent that there are
different provisions in contract documents that address the same matter or subject and these different
provisions conflict, the document listed first that addresses the maitéi.or subject will control. If
additional conflicting provisions exist within the same level of act document, the agency’s decision
- shall be binding.

802.12. Cost/Pnce Analy51s A cost or price analysis W,

or every procurement action.

» FTA’s “Best Practices Procurement Manual”
*  The National Transit Institute Conrse
+  Pricing Guide for FTA Grantee,*
http://www fta.dot.gov/documen

hen adéq;late price competition is lacking and
{ modifications or change orders, unless price
0 8 catalog or market prlce of a commercial

,;fetc ) of the estimated cost (i.e., professional
ering services contracts). A cost analysis includes
pjections of the data and the evaluation of specific

obtain cost breakdowns from the offerors showing all the elements of their proposed total
costs and perform a cost analysis of each proposal.

When awarding a contract using the competitive proposal method, the type of contract
(e.g., firm fixed-price or cost-reimbursement) the agency proposes to award does not
affect the requirement for a cost analysis. For example, if a firm fixed-price contract via
the competitive proposal method is intended, the agency must analyze all of the proposed
costs contained in each offeror's price. The agency is not required to negotiate each
individual cost element in arriving at an agreement on total price. The final price the
agency negotiates with the chosen consultant on a fixed-price contract normally reflects
agreement only on the total price. Therefore, the overall objective should be to negotiate
total prices that are fair and reasonable,

9



802.12. Cost/Price Analysis (continued)

b) Cost Analysis for Sole Source Contracts: This is different from single bids. No
competition is present, and usually, there is no market to help set the price or estimated
cost. Since there is no price competition to indicate if the price or estimated cost is
reasonable, the agency will obtain a breakdown of the proposed costs and perform a cost
analysis. The cost analysis will be performed for all change order situations, as each
change order likely will be unique (1' e. differing subsurface or site conditions, design
errors and omissions, etc). When using federal and state funds, a justification for use of a

stockholdel‘é, shareholders f 401 examples of acceptance of their rates by other government
agencies within the last six m i'for contracts of $5 million or less.

802.14. Audits and Indirect Costs: As required by 49 U.S.C. Section 5325(b)(3), all federally assisted
contracts and subcontracts including program management, architectural engineering, feasibility
studies, preliminary engineering, design, architectural, engineering, surveying, mapping or related
services must be performed (i.e. a consultant cannot incur and invoice the agency any unallowable,
unallocable, or unreasonable costs prohibited by the Federal Acquisition Regulations (FAR) and/or the
contract terms and conditions) and audited in accordance with FAR Part 31 cost principles. The
recipient and the third party consultant, its sub-consultants, and sub-recipients must accept FAR indirect
cost rates for one-year applicable accountmg periods established by a cognizant federal or state
government agency, if those rates are not currently under dispute, and these established rates will apply
for purposes of contract estimation, negotiation, administration, reporting, change order, options, and
payments, not limited by administrative or de facto ceilings.

10



802.15. Buy America: Buy America regulations apply to federally assisted procurements exceeding
certain amounts. Buy America regulations requite the consultant to provide goods produced or
manufactured in the US, unless the federal government has granted a waiver authorized by those
regulations.

802.16. Equal Employment Opportunity/Affirmative Action: All procurement documents issued by the
agency require all interested vendors to certify:

1) That the vendor does not discriminate against any emplg yee or apphcant for employment,
because of race, religion, sex, age, creed, color, dlsab “or national origin;

2) That the vendor is in compliance with all execy s.and federal, state and local laws
regarding fair employment practices and noitdiscrimination:in employment;

3) That the vendor agrees to demonstrate;
opportunity in employment; and

vely and aggressi ¢ principle of equal

4)

He, found féchnically unacceptable,

without Justlﬁcanon m:

802.19. Best Value: Thisisa 1on process in which pr oposals contain both price and qualitative
components, and award is based upon a combination of price and qualitative considerations. Qualitative
considerations may include technical design, technical approach, quality of proposed personnel,
management plan, relevant experience, depth of firm expertise, and/or previous experience with agency
and projects. The award selection is based upon consideration of a combination of technical and price
factors to determine (or derive)} the offer deemed most advantageous and of the greatest value to the
agency.

802.20, Tag-Ons: “Tag-on” is defined as the addition of work (supplies, equipment or services) that is

beyond the scope of the original contract that amounts to a cardinal change as generally interpreted in

federal practice by the various boards of Contract Appeals. “In scope” changes, such as unseen steps to

achieve the same deliverables, are not tag-ons, nor are unanticipated amounts of work to get to the same

deliverables, e.g. needing to respond to three hundred comments received on a project versus the scope
11



802.20. Tag-Ons: (continued)

of work accounting for thirty responses based on past experience. The use of tag-ons is prohibited and
applies to the original buyer as well as to others.

802.21. Use of Brand Name: When it is impractical or uneconomical to make a clear and accurate
description of the technical requirements, a “brand name or equal” description may be used as a means
to define the performance or other salient characteristics of procurement. The specific features of the
named brand which must be met by offerors will be clearly stated.

i'requirements apply to all federally
se requirements are unique and

5¢ specific contract terms and/or

3 il ifunds are being utilized for the
procurement, The requirements of the Americans wi sabiliti d the equal oppottunity
provisions of the Civil Rights Act of 1964, as amgh
even if federal funds are not utilized.

802.22. Since the agency receives federal funds, federal proc
funded procurements undertaken in support of agency. Somg;
pertain only to federally funded procurements. Listed belgs

2)

‘ed to acknowledge the mandatory standards and policies
y ¥:that are contained m the State Energy Conservation Plan issued in
compliance With,the Engi'8y Policy and Conservation Act (42 U.S.C. 6321, et. seq.).

6) Each third party nt for contracts over $30,000 must certity that they will not enter

into contracts for over $30,000 with suspended or debarred consultants (Executive Order
12549; 49 CFR part 29)

7) Each third party consultant must comply with Civil Rights requirements concerning
nondiscrimination and equal employment opportunity (29 U.S.C. 623;42 U.S8.C. 2000,
6102, 12112; 12132; 49 U.S.C. 5332;29 C.F.R. Part 1630; 41 C.F.R. Parts 60 et. Seq.).

8) Each third party consultant must comply with appropriate Patent and Rights in Data
requirements (37 C.F.R. Part 401 and 49 C.F.R. Part 18).

9) Each third party consultant must comply with the Department of Transportation
Disadvantage Business Enterprise (DBE) regulations (49 C.F.R. Part 20).
12



802.22. Specific Contract Terms (continued)

10) Fly America. Each third party consultant must comply with 49 U.S.C. 40118 in accordance
with the General Service Administration’s regulations at 41 CEFR Part 301-10.

802.23. Insurance Requirements — Insurance requirements vary depending on the project type. They
may include provisions for personal injury, environmental liability and other areas. The insurance

requirements for each project are established by the agency.

1) In assessing risk management, the agency will consider thesfollowing project information:

a) Scope of work;
b) Contract amount;

¢) Whether the project requires the consul

overrun in contract time or for delivery of
ing rise to imposition of liquidated damages in a service
ontract. A liquidated damage clause may be used if it is

goods, or fo
contract, and
determined that:

2) The extent or amount of such damage would be difficult or impossible to determine.

802.25. Indemnification- All contracts shall provide that the consultant shall indemnify and save
harmless the agency, its officers, agents and employees from any injurics or damages received by any
person during any operations connected with the contract, by use of any improper materials, or by any
act or omission of the consultant or his sub-consultant, agents, servants or employees.

802.26. Termination

1) Termination for Convenience — All contracts shall contain a provision allowing for the
termination of the contract for convenience by the agency and prescribe methods in which the
consultant may calculate cost of work already performed, and termination settlement costs. All

13



802.26. Termination (continued)

contracts supported by federal grants that exceed $10,000 are to include provisions that allow
the agency to terminate the contract, and that stipulate the manner by which termination will be
made and the basis for settlement. The contract provisions may read as follows:

“Termination for Convenience — This Agreement may be terminated by either party for any
reason and at any time by giving no less than fourteen (14) days written notice of such
termination to the other party and specifying the effective date thereof; provided, however, that
no such termination may be effected by the agency unless.aii.opportunity for consultation is
provided prior to the effective date of the termination. tionally, termination for
convenience may be an immediate process, without a¢ days notification to the consultant,
if grant funding for the project is suddenly remove ;

- 1o terminate the contract, and tH‘
the basis for settlement. In addi

celpt of writ e}l notice from the other party
Sfaulting party may, in addition to any other

or Work upon Expiration or Termination — Upon
ation for cause or termmatmn for the convemence of a

purposes of copynght or ﬁatent law and only the agency shall be entitled to claim or apply for
the copyright or patent thereof.

Consultant shall only be paid for services completed and provided prior to the notice of
termination. Consultant shall be paid for the percentage of work completed under the
Agreement, as agreed to by the agency, to the total compensation authorized by the agreement,
less payments of compensation previously made.

802.27. Dispute Resolution — The agency’s cognizant agency requires that “grantees alone will be
responsible in accordance with good administrative practice and sound business judgment for the

settlement of all contractual and administrative issues arising out of procurements. These issues include,
but are not limited to, source evaluation, protests, disputes, and claims. These standards do not relieve

14



the grantee of any contractual responsibility under its contracts. The agency is not required to include a
dispute resolution clause in its contracts but every effort should be made to resolve disputes between the
consultant and agency.

Any dispute between the consultant and the agency relating to the implementation or administration of
the contract may be attempted to be resolved through the following process:

1)

2)

The parties will first attempt to resolve the dispute imformally in meetings or communications
between the consultant and the agency (for each individual contract). If the dispute remains
unresolved fifteen (15) days after it first arises, the consultant:may request that the agency issue a
recommended decision on the matter in dispute. The pro anager will issue the
recommended decision in writing and provide a co onsultant.

The recommended decision of the project ma
days of receipt of such recommended decisig
review to the executive director. In conn
agency will be afforded an opportunity to

al unless, within fifteen (15)
'Lts a written request for

judicial resolution of the disput
contract,

will ensure that curaie scope of work is developed for each procurement.

4) will not enter into a°Gghiract unless the executive director has ensured that all applicable
requirements of federal law, federal regulations and circulars, California law, and all other

applicable agency procedures (including approvals) have been met,

5) will ensure that consultants receive impartial, fair, and equitable treatment in accordance with
the policies specified in this manual.

6) will be the primary agency employee to determine that contract prices are fair and reasonable
prior to signing the contract or any changes thereto.

7) will not make any purchase or enter into any contract for an amount, which exceeds his or her
specifically delegated contracting authority.

15



803.2. The project manager — The project manager is a duly appointed agency employee who will be
directly responsible for the daily technical administration of a contract including monitoring the
consultant in its performance of the contract and performing those functions as specified by agency
policy. The project manager should be a responsible individual assigned to and familiar with the
procedures and requirements of the user department. As such, the project manager is the executive
director’s technical expert and is at his/her disposal to assist in ensuring consultant compliance with
technical requirements of the contract. Normally, the project manager approves or disapproves the
technical acceptability and timeliness-of the work completed and the invoices submitted by the
consultant for payment.

The project manager:

1) will ensure that sufficient unencumbered funds: ible for obligation for each contract.

\_onsultant sé}ectlon meetings for negotiated
oring consultant's performance, and managing

aiited equiptment malfunctions, failures or any
] rformance are submitted pursuant to the specific authority

The eXécutive director becomnes involved when, and if, the lapse
petitive, or unresolved, breach of consultant's civil or contractual
responsibility:

6) notifies the executiyéiditector that an apparent breach of the contract exists, if the consultant
fails to respond in a timely or adequate manner to rectify any problem. After investigating
the situation, the executive director and the project manager take any steps necessary and
available to enforce agency’s rights under the contract. This may include withholding
payment, imposing liquidated damages, negotiating and recommending a settlement,
terminating the consultant for default, or referring the matter for legal action.

7) attends pre-proposal conferences as the technical expert; conducts investigations of proposed
consultant's technical past performance; questions prospective consultants during
clarifications and discussions as to their technical capability to perform the contract; assists
with contract negotiations; ascertains the availability of funds prior to initiating the
negotiation and approval process for change orders, contract modifications and supplemental
agreements; and issues directions to correct or replace defective items of work.
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804 General Bid Process

804.1. Staff must determine the following:
1) Project scope;
2) Expected cost of the procurement;

3) Funding source and whether the procurement is budgeted.or non-budgeted; and

4) Whether the procurement will be informal (see 80 or formal (see 804.13).
804.2. Tor procurement type, staff should refer to the p llé ( k
regarding the procurement process should be immediafely:discussed W
ensure that the policies are being followed. i

herein. Any questions
he executive director to

804.3. The project manager is responsible for the adinihistration of.the procure ent which includes
obtalmng the requlred approval, 1f neceg/seuy, before initiati it ,rocurement PIoy X_ss The executive

: ‘the comple}ﬂty of the work to be performed, the
“the amount of subcontracting, the quality of its

804.6. If only one
its bid to be considere
appears unreasonable.

ole bidder must cooperate with agency as necessary in order for
lew solicitation of bids may be made if the single bid price

clude options in contracts. An option is a unilateral right in a contract
by which, for a specified time, a grantee may elect to purchase additional equipment, supplies, or
services called for by the contract, or may elect to extend the term of the contract. If the agency chooses
to use options, the requirements below apply:

1) Call for Options — In releasing the bid document, the agency will request bid information on an
option(s).

2) Evaluation of Options- The option quantities or periods contained in the consultant's bid or offer

must be evaluated in order to determine contract award. When options have not been evaluated
as part of the award, the exercise of such options will be considered sole source procurement.
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804.7. Options (continued)

3) Exercise of Options

804.08. Advance Payments - The agency does not authoriz
payments to a consultant prior to the incurrence of costs b

2)

3)

4)

a) The agency must ensure that the exercise of an option is in accordance with the terms and
conditions of the option stated in the initial contract awarded.

b) An option may not be exercised unless the agency has determined that the option price is
better than prices available in the market or that the option is the more advantageous offer at
the time the option is exercised.

I not participate in funding
bltant unless prior written

ted among qualified suppliers and purchases
quirements for competition above the $3,000 threshold.
Medium Ptir¢hases — For proourements’of $3,000 up to $30,000 (total for the life of the
agreement without options),; deast three (3) informal quotes from vendors is required. Oral
quotes will be aéeé ted. Th espons1b111ty for soliciting quotations rests with the executive
director. Approprlat ehtation, including but not limited to a list of the vendors contacted,
a fair and reasonable determination and the quotes received, will be filed with the project
documentation.

Large Purchases — For procurements above $30,000 (total for the life of the agreement without

options), the competitive procurement process of a Request for Proposals and/or Request for
Qualifications must be used.

California Multiple Awards Schedules Program (CMAS) — The agency may participate in this
program. Agency employees are responsible for understanding applicable codes, policies and
procedures of the CMAS Program. In order to protect the interests of the agency and insure
value, the agency must document a reasonableness of price (price/cost analysis) of CMAS-listed
vendors that the agency anticipates using under contract by compiling with the requirements of
Section 802.12 Cost/Price Analysis,

18



804.10. Request for Proposals (RFP/RFQ} — The Request for Proposals (RFP) competitive procurement
process is used when conditions are not appropriate for the use of a medium purchase. The latter is
generally the case in the purchase of services such as lease agreements, maintenance and service
contracts, rental contracts and professional service contracts. The RFP process is coordinated by the
project manager.

The RFP process is a competitive negotiated procurement process that requires evaluation of offeror’s
proposed costs and understanding of the contract performance 1equilements in accordance with
established evaluation criteria. The competitive negotiated plocurement process does not requlre award
to the lowest offeror. An RFP generally includes:

e Project, department and agency background;
Purpose of the engagement;
General firm qualifications desired,

Scope of work;
Project schedule;
Proposal requirements;
Criteria for selection;

Payment terms;
Additional services, as requested;
Contract extension terms, as desirab)]

1} Issuance of REP

iii) The location, day*and time of the pre-proposal conference (if one is held);
iv} The location, last day and hour proposals will be accepted {deadline); and
v) Whether federal funds are being used for the procurement.

2) REP Packet- The project manager will coordinate the release of the RFP packet. The RFP packet
will include the following:

a} Instructions To Proposers - General instructions concerning the proposal format, pre-
contractual expenses, contract conditions, pre-proposal conferences, federal conditions and
requirements (when using federal funds) and other information.
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804.10. Request for Proposals (RFP/RFQ) (continued)

b) Attachments - Required forms to be completed by the proposer and submitted with the
proposal including required federal certifications (when using federal funds).

¢) Exhibits - These can be documents which display key facts, specifications, maps, report
formats, and other important information to clearly define the goods or services needed in
order for the proposers to properly respond to the RFP. For professional services, a copy of
the standard professional service agreement should be included in the exhibits.

d) Scope of Work - Each RIP will contain a statemen e of work prepared by the project
manager which provides a clear and accurate desgi of the technical requirements for the
materials, products, or services being produced [ nt oT scope of work should only
state the actual minimum needs of the agengys.:

g) Date and time REP ets are distributed.

h) Names and addresses of vendors receiving the RFP and attending the pre-proposal
conference. The control record has two primary purposes:

A) Serves as a mailing list for the issuance of addenda.
B) Provides a record for verification in cases of vendor protests and other issues.

3) Pre-Proposal Conference- A pre-proposal conference may be used as a means of briefing
prospective proposers and explaining complicated specifications and requirements to them as
early as possible after the RFP has been issued and before the proposals are received. The pre-
proposal conference will not be used as a substitute for amending a defective or ambiguous
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804.10. Request for Proposals (RFP/RFQ) (continued)

invitation. Attendance by prospective proposers is not mandatory. Minutes of the conference
and the list of attendees will be issued to all prospective proposers who attended the conference,
or be posted in an accessible location, e.g. the Internet, with notice made to all attendees.

The pre-proposal conference will be chaired by the project manager, and will follow the
guidelines below:

a) Discuss basic requirements such as instructions to the pi¢

oposers, funding, contract type,
evaluation criteria, and specific points that should bg:addressed in each proposal;

b) Discuss the participation requirements for disa; usiness enterprises (DBE);

c) Discuss the scope of work; and,

d) Conclude by announcing when and Whe

he proposals are due any restating the

4) RFP Amendments- If after issu:
of proposals, it becomes necess

rﬂ'éinlng until the time Set for
I5t:be considered.

tequest unless such addendum has been issued in sufficient time

to permit all prosp Ssers to consider such information in submitting or modifying their

proposals.
The RFP will indicate that the agency is not bound by any oral representations, clarifications, or
changes made in the written specification by the agency’s employees, unless such clarification or
change is provided to potential proposers in written addendum form from the agency.

Each amendment issued to a request for proposals will:

a) Be serially numbered and dated.

b) Include the title, date and a description of the original RFP concerned.

¢) Clearly state the changes made in the RFP, and extend the due date, as appropriate.
21



804.10. Request for Proposals (RFP/RFQ) (continued)

d) Include instructions to bidders for acknowledging receipt of the addendum and information
concerning the effect of failure to acknowledge or return the amendment,

5) Cancellation of RFP- the agency has the right to cancel RFPs at any time.

6) Receipt of Proposals- Proposals will be submitted so as to be received at the location designated
in the RFP not later than the exact time set for the receipt of proposals. The only acceptable
evidence to establish the time of receipt at the agency’s offites is the agency date stamp, the
written time of receipt and the full signature of the ag mployee who received the proposal
verifying the time of receipt. The agency staff person Ving the proposal will sign the

mail or by written request, received by agéi
of the proposals. Negligence on the part of
of withdrawal of the proposal
withdrawn for a period of 60 d

ately evaluate project’s that may rely more heavily on non-
aluation, i.e. new technology projects.

CRITERIA POINTS
THE PROPOSAL

Comprehension of Project ' 10
Thoroughness of Proposal 10
Meeting the RFP Objectives 20
Project Delivery Time 5
CONSULTANT QUALIFICATIONS
Qualifications, Experience, and Credentials 25
Local Knowledge Demonstration 5
References 15
DBE Participation Level 5
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804.10. Request for Proposals (RFP/RFQ) (continued)

COST
Reasonableness of Cost 5
SUBTOTAL 100

Note: The project manager may determine point values.

11) The Executive Director Makes Final Determination- Afteg:the review and scoring of the
proposals, the executive director, or designee will submi evaluations committee’s
recommendation for agreement award to the agenc f directors, unless the agency has

already delegated its authority to the executive dirg . “Affer rev1ew and consideration of this

recommendation, the agency board of directors?

Be factual and“épiisistent with the evaluation of the unsuccessfu.l ploposer s proposal; and
c) Provide information on areas in which the unsuccessful proposer’s technical proposal
was deemed weak or deficient.

13} Public Record- All proposals subinitted in response to an RFP will become the exclusive
property of the agency. At such time as the executive director recommends a proposal to the
board and such recommendation appears on the board agenda, all proposals submitted in
response to the RIP shall become a natter of public record and shall be regarded as public
records. If there are any trade or proprietary secrets included by the consultant, the consultant
may provide a different copy of the proposal that would be acceptable to release to the public.
Proprietary information can include secret formulas, processes, and methods used in production.
It can also include a company's business and marketing plans, salary structure, customer lists,
contracts, and details of its computer systems. In some cases, the special knowledge and skills
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804.10. Request for Proposals (RFP/RFQ) (continued

that an employee has learned on the job are considered to be a company's proprietary
information,

14) Notice of Contract Award- Award will be made by mail, e-mail and/or personal delivery to the
successful proposer of a notice of award and the proper contract documents. The agency will
finalize the execution of the contract and send a copy to the successful proposer. In addition,
the agency will notify all unsuccessful proposers of its 1nten1: to award a contract to the
successful proposer at the same time it notifies the successfiil.proposer if the agency approval is
not required, and at the same time as the publication of thé:agency agenda if the agency
approval is required.

2) Scopes of work should not call for features or quality levels which are not necessary to meet
the proposal requirements.

3) All optional items should be identified by the agency, and the solicitation documents should
set forth the expected needs and the manner in which the related proposal prices will be
considered.

4) In order to foster free and open competition, specifications may not require a “brand name”
product without allowing an “or equal” product to be offered. The specifications would,
accordingly, describe the performance or other salient characteristics of the brand name
product.
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804.11. The following general rules apply to scopes of work and specifications: (continued)

5) Because standard specifications and requirements allow for more efficient operations and
result in lower prices, they should be used wherever suitable. Maximum use should be made
of industry, federal, state and local government specifications and requirements.

6) Technical Specifications:

a) Spemﬁcatlons will incorporate a clear and accurate description of the technical
requirements for the material, product, or service to:be procured. Specifications will also
seck to promote overall economy for the purposes ded, and encourage competition
in satisfying the agency’s needs. Description; not contain features that unduly
restrict competition. The description will i ‘statement of the qualitative nature of

salient phys
solicitation.

tunity to” ure any deﬁ01ency resulting from a technicality or minor
ve the deficiency if it is to the agency’s advantage to do so.

: rors in extension of unit prices or in mathematical calculations
will be corrected: e agency prior to award. In all cases of errors in mathematical
computation, the unit prices will not be changed.

b) Mistakes Discovered Before Opemng. A responder can correct mistakes discovered
before the time and date set for bid opening by withdrawing the original bid and
submitting a new bid prior to the time and date set forth for bid opening,

¢) Confirmation of Proposal. If the project manager knows or has reason to conclude that a
mistake has been made, the responder will be requested to confirm the bid. Situations in
which confirmation will be requested include obvious, apparent errors on the face of the
proposal or a proposal unreasonably lower than the other proposals submitted. If the
proposer alleges mistake, the proposal will be corrected or withdrawn if any of the
following conditions are met:
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804.12, Mistakes in Bids: (continued)

i) If the mistake and the intended correction are clearly evident on the face of the
proposal document, the proposal will be corrected to the intended correct proposal
and must not be withdrawn. Examples of mistakes that may be clearly evident on
the face of the proposal document are typographical errors, errors in extending unit
prices, transportation errors, and arithmetical errors.

ii) A proposer will be permitted to withdraw a low proposal if:
A)' A mistake is clearly evident on the fa he proposal document but the
intended correct proposal is not simil; ident; or

804.14. Multiple or Altelnat : 1s- Unless multiple or alternate proposals are requested in the
solicitation, these proposals Wi I} ‘be accepted. However, if a responder clearly indicates a base
proposal, it will be considered for award as though it were the only proposal submitted by the responder.
These provisions will be set forth in the solicitation and, if multiple or alternate bids are allowed, it will
specify their treatments.

804.15. Analysis of Limited RFP Response- If less than two proposals have been received, the project
manager may examine the reasons for the limited response. A price or cost analysis will be performed
to establish the reasonableness of the bid price before an award is made.
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804.16. Determination of Responsiveness

1) Any proposal which fails to conform to the essential requirements of the RFP, such as
specifications, delivery schedule, warranty, or the required proposal documents, will be
rejected as non-responsive.

2) A proposal will be rejected when the proposer imposes conditions, which modify
requirements of the invitation for proposal. Proposals may be rejected in cases, including but
not limited to, in which the responder: .

ditions such as increased costs, if a

a) Attempts to protect itself against future changes jnio
d evaluation.

total price to the agency cannot be determined.

b) Fails to state a price and in licu thereof states that pr

will be “price in effect at time of
delivery.” ;

¢) States a price but qualifies such price® ffect at time of

being subject to “priceii
delivery.” :

conditions or quahﬂes the proposal

Where not authorized by 1l ‘
nly if, prior to date of award,

son or firm debarred or ineligible will be rejected if the
ity has not expired.

g

furnish it in accordance with the requirement of the REP. The originals of all rejected
proposals, and any written findings with respect to such rejections, will be preserved in
the file relating to the procurement.

k) After submitting a proposal, if a proposer transfers all of his assets or the part of his assets
related to the proposal during the period between the bid opening and the award, the
agency may accept or reject the bid at its sole discretion.

804.17. Responsible Proposer Evaluation- Before awarding the contract, the agency will determine that
a prospective consultant is responsible and that prices are reasonable. Proposers may be asked to
provide any information required to determine the responsibility of the proposers. A responsible
responder is one who meets the standards set forth below:
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804.17. Responsible Proposer Evaluation (continued)

1)

2)

5

4)

5)

6)

Has adequate financial resources, or the ability to obtain such resources as required during
performance of the contract.

Is able to comply with the required or proposed delivery or performance schedule, taking into
consideration all existing business commitments,

Has a satisfactory record of performance. Consultants who are, or have been seriously
deficient in current or recent contract performance, whefi‘the number of contracts and the
extent of deficiency of each are considered, may be ¢ ered to be non-responsible
responder. Documented past unsatisfactory perfo b will ordinarily be sufficient to
justify a finding of non-responsibility.

Is otherwise qualified and eligible to recg

Has the necessary organization, exper

ability to obtain them,

Has the necessary production hnical equlp it and facilities, or the ability to obtain
them. Evaluation of the responisibilityiof prospectiVigigonsultants may be made based upon

the following sources:

banks and fifi nclall litutions, commercial credit agencies, other government agencies,
purchasing and “rage associations, and better business bureaus and chambers of
commerce.

e} Documented past performance on contracts with the agency or its member agencies.

804.18. Rejection of All Proposals- Any time prior to the bid opening date and time, the agency may
cancel or postpone the bid opening, or cancel the RFP in its entirety. Preservation of the integrity of the
competitive bid system dictates that after proposals have been opened, award will be made to that
responsible proposer who subinitted the lowest responsive proposal, unless:

1)

2)

there is compelling reason to reject all proposals and cancel the invitation; or

acceptance of the lowest responsible bidder would not be in the best interest of the agency.
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804.18. Rejection of All Proposals (continued)

Every effort will be made to anticipate changes in a requirement prior to the date of bid opening and to
notify all prospective bidders of any resulting modification or cancellation, thereby permitiing proposers
to change their proposal and preventing unnecessary exposure of bid prices.

As a general rule, after opening, an invitation for proposals should not be canceled and re-advertised due
solely to increased requirements for the items being procured. Award should be made on the proposals
and the additional quantity should be treated as a new procurement,

ward, and all proposals rejected,
1s. A written determination must be
iin the best interest of the agency for

Invitations for proposals may be canceled after opening but priot
where it is consistent with federal and state procurement reguli
included in the invitation for proposal file stating that cang
reasons such as, but not inclusive of, the following:

1) Inadequate, ambiguous, or otherwise ited in the invitation for
proposals.

2
3)

8

5)

6)

7 .v;de competition which was adequate to ensure reasonable
ysis may be used to establish the reasonableness of prices. When
. proposals, the agency will notify each proposer that all proposals

ng the reason for such action.

it is deterii
have been r

807. Sole Sourcing

807.1. A sole source procurement is defined as procurement where only one source is practically
available for the goods or services required. The purpose of the written sole source determination is to
show that the competitive bid process is not practical because only one source is practically available to
meet a specific need. Competition is not available in a sole source procurement thus distinguishing it
from a proprietary procurement where the product is restricted to that of one manufacturer, but is sold
through distributors and competition between them can be obtained. In addition, in sole source
procurements, written documentation must be provided that the proposed price is deemed to be fair and
reasonable.

807.2. Proprietary Specification: A propriety procurement is a procurement where the desired
good/service must be restricted to one manufacturer/consultant because the good/service is compatible
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807.2. Proprietary Specification: (continued)

with or is an integral component of existing equipment or products; is necessary to support a specific
need of a project or program; is covered by patent or copyright; must yield absolute continuity of results,
ot is one which a user has extensive experience, and the use of any other similar piece of equipment or
services would require considerable reorientation and training. In such cases, an equitable evaluation of
comparable products and/or services must be made and documented which shows that rejection of other
products/services is solely based on their failure to meet that need. In cases where no other comparable
source can be identified, a technical description of the product or service requested and a listing of those
sources which were considered as alternates must be documented, #Although all sole source
specifications are proprietary, all propriety specifications are n ¢ source.

807.3 A sole source procurement is a purchase accomplishigd throtg]
proposal from only one source; or, if after solicitation ofia nlimber of:

solicitation or acceptance of a
urees competition is determined

considered a sole source
e award of a contract is infeasible

to public health, welfare, safety, property or
"u111ng 1mmed1ate act10n by agency, as

4) After solicitation of of sources, competition is determined inadequate; or

5) The item is an associated capital 1naintenance item as defined in 49 U.S.C. § 5307(a) (1) that is
procured directly from the original manufacturer or supplier of the item to be replaced. The
grantee must first certify in writing to the cognizant agency: (I) that such manufacturer or
supplier is the only source for such item; and (II) that the price of such itein is not higher than
the price for such item by like customers.

A cost analysis, i.c., verifying the proposed cost data, the projection of the data, and the evaluation of the
specific elements of costs and profit, is required. The executive director will conduct negotiations, as
appropriate, as to price, delivery, and terms.

807.5. The board must approve all sole source contracts over $3,000
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808. Emergency Procurements

808.1 Emergency procurements (defined as purchases immediately necessary for the preservation of life
or property, or to prevent an immediate termination of a critical agency function or activity) will be
handled immediately and expedited as required. The executive director has the authority to approve the
purchase of all goods and services in emergency conditions. If the executive director is unavailable to
authorize an emergency procurement, the executive director’s designee may provide the necessary
authorization. Upon completion of the emergency procurement, the executive director will document
the actions taken and execute a proper requisition.

809. Addenda and Change Orders

809.1. An addendum is any change to a contract, task o s worléiorder for any professional services
i eding with an amendment, a

;iate. Any change in the

change orders as to thé:

1) Appropriateness of the:tgdilfication of the contract and whether it is unreasonable to do a
separate bid for the item*inder consideration.

2) The methods of calculating the amount of the amendment or change order are in conformance
with the terms of the contract.

The issuance of change orders for each individual contract will be handled by the executive director.

810. Blanket Purchase Orders

810.1 The executive director may issue a blanket purchase order for goods or services based, if possible,
on competitive quotations to procure items on an as-needed basis, for no longer than a year.
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900. Grant Contract and Management
901. Process

901.1. Copies of all grants and contracts and modifications thercof shall be maintained in the agency in a
form approved by the executive director.

901.2. The executive director shall review each contract and/or amendment to ensure compliance with
fiscal and legal provisions.

901.3. All contracts and amendments shall be signed by the
executive director as delegated by the chair, unless anothe
(e.g. accountant/finance officer, and/or project manag,

ot vice chair of the board, or the
2 is required by the granting agency

fhumbers (work el
fficer will retrieve

901.4. The executive director shall assign grant pr
inform the appropriate staff. The accountant/finan¢;
Assistance (CFDA) numbers for financial statement i

its) to each new grant and
og of Federal Domestic

901.5, Grant Contract Process

1) Grant contracts are negotiated. Bot}
1nvolved in this ncgon tion process.

et or amendment, the grant contract has no
-,“ent will be first signed by the board chair or v1ce-

alit contract or amendment is the date the agency Slgns it,
-earlier or later date, dependent upon the grantor. The back~and—

3) None of the grant fund$'will be expended until the grant contract is signed by the agency and the
agency has reached the effective date.

4} 'The project manager will:
a) Arrange for signatures on all grant contracts and amendments,

b) Work with the accountant/finance officer to convert the grant agreement budget into the
budget format using account codes so it can be entered into the accounting system.

c) Issue project names and numbers using a digital numbering system, i.e. work elements.



901.5. Grant Contract Process (continued)
5) The accountant/finance officer will:
a) Prepare and enter the agency budget for each grant into the accounting system.

b) Know the financial requirements of each particular grant (sometimes the travel
reimbursement rate is different, etc.).

c¢) Monitor the expenses on each grant (o be sure staff.¢f
the grant and with the budget as approved by the:

nplies with rules and regulations of
or.

d) Update the project financial reports as ne
within budget.

st.staff in keeping project costs

e) Invoice the granting agency for reifnbursement as soon as it

as permissible.

llowed, and as frequently

6) The project manager will:

a)

-would want to see as proof the grant was
udes backup memos, field report notes,
&4ses, media articles, all deliverables, etc.

5pumulated durtng the term of the contract.

gress reports, and draft and final reports.

7) Monthly or quarter
categories for each grafit:y

reports (budget vs. actual) reflecting income and expense
11 be prepared by the accountant/finance officer.

8) The executive director will meet as necessary with the agency project manager and
accountant/finance officer in order to:

a) Review all expenditures and incoine;

b) Compare actual spending with budgeted amounts and request budget modifications as
necessary; and

¢) Determine the accrued income and expenses prior to the end of the grant period.



901.5. Grant Contract Process (continued)

9) The agency project manager is responsible for compiling monthly or quarterly reports as
required by the grantor. The executive director shall review these and submit statistical reports,
as required.

10) The accountant/finance officer shall prepare and submit expenditure reports or financial forecast
reports as required by the funding source,

901.6. Contracts within a Grant Distribution and Approval- T tess for approval of contracts within

a grant is as follows:
1) Agency board authorization (if required) is received:

2) Draft contract is developed, and/or reviewg
counsel and the consultant.

¢t'control file) - The project control file will be

procurement process, throughout the term of the contract

‘work. The control file consists of the following sections:

1 Cépy of the REQ; REP or informal bid process, and any respective addenda.

2) Vendor list and copy. (if required).

3) Rationale for type of procurement used.

4) Independent cost estimate, if informal procurement followed.

5) Documentation of the publication or advertisement of the procurement,

6) List of all vendors responding to the procurement.

7) All documentation relating to the selection process, including, but not limited to: evaluation
score sheets, bids, rationale for selection and/or rejection of respondents, the basis for the

contract price, and documentation of the price analysis or cost analysis if sole source.
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901.7 Written Record of Procurement History (project control file) (continued)
8) Notice to proceed.
9} Final contract.
10) Agency board report, if required.

11) Purchase Requisition.

12) All correspondence.
13) Change Orders.

14) Cost/price analyses to support change orders;
15) Proof of insurance.

16) Original proposals to the procurement
17y DBE information, as necessary.

18) Returned mail.
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