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Appendix F: Two-Tier User Guide

RFQQ 01013 – Armored Car Services 

A. Process Overview
When armored car services are required under this contract, your tasks as a user will be:
1. Define and determines job requirements
2. Develop an estimated job value

	Current Process
* If there is only one vendor in the pre-qualified bidder pool, purchaser may enter into direct negotiations with that vendor as follows:

* Purchaser completes a Work Request describing their project using the tool in this guide (see embedded file).

* Work Request will include a detailed scope of work.
* Purchaser sends the completed Work Request to the prequalified vendor (Loomis) via email.
* Vendor submits response to requesting purchaser.
* Purchaser reviews vendor’s submittal.

* Purchaser may conduct market research and compare submitted pricing for reasonableness and negotiate with vendor if necessary.
* Purchaser places order with the armored car service provider using purchase order, service agreement or contract.
* This process will change if more vendors are being added to the prequalified vendor pool.


B. Beginning the Process

In defining the job requirements, consider several factors, including complexity of work, available timeframe, sensitivity of the issue, location and on-going need.
Using this information and the posted pricing for armored car services, estimate the value of the work. If this service is on-going, estimate the total value of the extended annual work.

Using the estimate, select the appropriate procurement process. If the project will become an on-going armored car service, consider using the competitive process to establish one contractor that will give you consistent reports and a partner in your project.
C. Requesting Service 
The tool for completing this process is the Work Order Request form embedded immediately below. 
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The Work Order Request form has a section where you will provide armored car service providers with a description of the work you need to have completed. This Scope of Work section should include armored car service requirements such as the location, time frame, cash management, safes, ATM, etc.
In completing the Work Order Request form, focus on how you will determine the capability of bidders to provide the services you require. Set these measures down as your detailed evaluation criteria. Include these when you publish your Work Order Request.  

Send Work Order Request to the only vendor currently in the prequalified vendor pool.  The vendor has not had their pricing evaluated. The price will occur when the contractor respond to your opportunity.
D. Documentation Requirements
The process followed must be documented and the file retained for audit purposes. At a minimum, user will maintain a copy of:
1. The Work Order Request posted to the contract provider pool

2. The responses submitted as a result of the request

3. The process utilized to determine the reasonableness of the submitted vendor pricing
4. The order is sent to the selected armored car service providers
E. Reporting Requirements

Purchaser will report to DES, Master Contracts and Consulting (Procurement Coordinator) when entering into a contract with the vendor:
1. Submitted work request 
2. Amended work request

3. Finalized and closed out a work request
Purchaser will include, at a minimum, information regarding the State Master contract #, start and end dates, the vendor name, the estimated value and the actual value of the contract. This information will be submitted to the Contract Specialist via email. Questions regarding this user guide should also be addressed to the Contract Specialist. Contact information is provided in the State’s online contract portal.
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		Customer Agency Letterhead



		Contract #01013 Armored Car Services:  Work Request


This Work Request is issued under Contract #01013 with the Department of Enterprise Services, Master Contracts & Consulting



		Work Request Number:

		Agency assigned number

		

		DATE



		Category of Service:

		Armored Car Services

		 FORMCHECKBOX 


		Olympic



		

		

		 FORMCHECKBOX 


		Southwest



		

		

		 FORMCHECKBOX 


		North Central



		

		

		 FORMCHECKBOX 


		South Central



		

		

		 FORMCHECKBOX 


		Northwest



		

		

		 FORMCHECKBOX 


		Eastern



		Number of business days to respond to this request:

		i.e.  – 10 business days



		RESPONSE DUE:

		i.e. – January 5, 2009 (Monday) by 4:00 P.M.



		Please have your response submitted via email to:

		Agency assigned purchasing personnel





		Expected Work Period  


Work period is projected from:

		Start and end date - not to exceed 24 months



		Jobsite Location:






		Scope of Work/Services Required:  



		Brief overview – include detailed information as attachment

Special Requirements/Instructions:  Add or attach evaluation questions that may allow you to base your award on non-cost factors.





		Deliverables:


Brief overview – include detailed information as attachment.





		Projected Budget (if applicable):   



		Agency (Project Manager):

		

Date:



		Phone:

		

		Email:

		

		Fax:
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