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Award Checklist and Memo to File
Contract #05714
Executive Recruitment Consulting Services
Award Memo to File
Contract #05714
Executive Recruitment Consulting Services 

	  Procurement Coordinator:
	Rachelle Rehse           
	

	Contract type:  FORMCHECKBOX 
New  FORMCHECKBOX 
Rebid  FORMCHECKBOX 
WSCA  FORMCHECKBOX 
General Use   FORMCHECKBOX 
 Notes: 


	Contract duration:  Initial Term:   July 15, 2015 – July 15, 2016     
                                 Maximum life:     6 years
                                 Maximum Date:  July 15, 2021

	Estimated term worth:  $200,000                                   Estimated annual worth: $100,000

	Number of:  
Bidders notified: 6550
Number of minority owned: 85
Number of women owned: 146
Number of minority and women owned: 58
Number of WA small business: 1492
Number of veteran owned:  175
Bids received:  14
Bids rejected: 2

	Executive summary:


	Previous Contract #32010, Organizational Development encompassed 15 different categories of services, including Executive Recruitment Consulting Services.  Contract #3201 has now been segmented and some categories have been combined where others have become their own contract. This MTF in regard to Executive Recruitment Consulting Services which is now Contract #05714.

Executive recruitment is a service used to identify and recruit qualified candidates for executive management or other highly specialized positions in organizations. Executive recruitment professionals may be involved throughout the hiring process including, but not limited to, developing recruitment announcements, resume review, selection of pre-qualified candidates, establishing interview questionnaires, participating in interviews, review of candidate interviews, performing reference and background checks, and final selection for employment and any other services required to complete a recruitment project.
After the competitive process was completed as explained herein, Procurement Coordinator recommends that this contract be awarded to 12 bidders, establishing a prequalified list of contractors that customers can either choose from for “small” projects (under $10,000, or $13,000 if a small, micro, or mini business), or utilize to fulfill the 2nd tier “competitive process” (by posting the solicitation to WEBS). The new contract also allows for an annual open enrollment to add new contractors.
Vendors were able to submit 2 different price proposals, but were required to submit only 1. The two price proposals were a NTE hourly rate and a NTE commission rate (a percentage of the successful candidate’s annual salary). Some candidate provided both rates, others provided only one. After award, Procurement Coordinator will build two pre-qualified vendor pool lists in WEBS, one for hourly rates and one for commission rates.
As noted above, the rebid resulted in 12 qualified candidates. The lowest NTE hourly rate provided was $100 and the highest NTE rate provided was $275.   The lowest commission rate provided was 18% and the highest commission rate provided was 33.3%
Two of the vendors are certified by OMWBE as mwbes. An additional two vendors have claimed mwvbe ownership, but are “self-certified”.  One vendor is a certified veteran –owned business. These designations have been included in the “Current Contract Information” document.

	Bid development
	

	Stakeholder work:
 FORMCHECKBOX 
 Customer forum


	BiWeekly Broadcast was published on March 4, 2015 stating the following:
Stakeholder Participation Needed for Executive Recruitment Consulting Services Master Contract
DES is in the process of developing a new Master Contract for Executive Recruitment Consulting Services, #05714. Executive Recruitment was originally included in Organizational Development #32010, but will now be its own separate contract. DES is seeking stakeholder participation for this new contract. If you are interested in participating in the development of this contract, please contact Rachelle Rehse at rachelle.rehse@des.wa.gov or (360) 407-8122.

Additionally, an email was sent to an individual in each agency’s Human Resource Department to inform them of the upcoming opportunity to be a stakeholder on this contract. Responses were received from the following individuals, indicating an interest in providing input:

· Claris Nnanabu (LCB)
· Dan Myers (OFM)

· Angie Hogenson (OFM)

· Nancy Jacobksi (OFM)

· Pat Curry (DNR)

· Tammy Pitre (OFM)

· Robert Bamba (LCB)

The highlighted individuals actively participated in the bid development.



	NIGP Commodity Codes:
	958-02; 958-03; 958-05; 958-12; 958-13; 958-14; 958-15; 958-16; 958-20; 958-22; 958-23; 958-25; 958-26; 958-28; 958-30; 961-30; 958-36; 958-38; 958-39; 958-40; 958-41; 958-44; 958-45; 958-47; 958-50; 958-56; 958-58; 958-57; 958-60; 958-59; 958-61; 958-62; 958-63; 958-64; 958-65; 958-66; 918-75; 958-67; 958-71; 918-83; 958-70; 958-72; 958-74; 961-62; 962-69; 918-85; 958-76; 962-58; 961-56; 958-77; 958-78; 958-81; 958-83; 958-82; 961-63; 958-85; 958-87; 958-88; 958-68; 961-71; 958-89; 961-79; 958-90; 958-97

	Strategy: 
	To establish an enhanced qualified list of contractors  that can be either be selected from for “small” projects under $10,000 (or $13,000 if mwvbe),  or to conduct a 2nd tier competitive process  by using the new two tier process which is a result of a Lean project that was completed the first part of year 2013. 
This new contract adopted  the new Lean two tier contracting criteria below: 

· Minimize time it takes to create a two tier contract
· Minimize the time it takes for evaluation of bid responses
· Create a larger pool of prequalified vendors for the first tier
· Focus tier-one vendor qualifications by creating a “check list” of metric driven mandatory and desirable criteria
· Create a  vendor application process with clear and transparent policies

· Establish a user guide solicitation process for 2nd tier 

· Customers coordinate the 2nd tier competitive process by using the tools provided by DES, and posting to WEBS
· Implement an easier, more efficient “refresh” process to add  new vendors

· Per the Lean project, it is understood that per the buyer’s discretion, a monthly refresh would not be necessary.



	Vendor Outreach
	Under contract #32010 (the old contract) there were only 2 vendors that provided executive recruitment consulting services. On April 4, 2015 Procurement Coordinator reached out to 27 new vendors, all of whom were not currently registered in WEBS and had never done business with the state. Procurement Coordinator received a lot of feedback from this outreach effort from interested vendors.

	Bid Development:


	On April 20 2015 Procurement Coordinator conducted a stakeholder meeting. All of the individuals highlighted above were in attendance, as well as Contracts Assistant, Sonia Glenister. The meeting was 1 hour long and all the details of the service and technical requirements were finalized.

	Management Fee
	.074%: Program Administrative Management Fee per paragraph 2.9.1 of the Master Contract.

	Peer Review


	· Connie Stacy (DES)

· Bradley DeVol (DES) 
· Sonia Glenister (DES) 

	Bid Process

	Procurement Schedule:

	(from face page of RFQQ):

Projected Procurement Schedule:

Solicitation posted
May 18, 2015
· Posted and available for download from WEBS
Question & Answer perio…………………………………………………….May 18, 2015 - June 1, 2015
       Projected publishing date of answers
June 4, 2015
· Posted and available for download from WEBS
Response Due Date and Time
June 12, 2015 – 2:00 pm

 (Note:  electronic bid submittals must be received by DES on or prior to 2:00 pm, March 6, 2015. Time of receipt is defined as the time that the DES inbox (desmipsmc@des.wa.gov ) records that the response was received by DES, NOT the bidder’s transmittal). Any bids received after 2:00 pm will be rejected).

Announcement of Apparent Successful Bidders………………………..estimated to be June 26, 2015
Optional Bidder debriefs…………………………………..………………estimated to occur July 3, 2015
Begin issuing Master Contracts…………………………………………….estimated to be July 17, 2015


	Question and Answer period
	A “Question and Answer” period was provided, in lieu of a pre-bid conference, which concluded June 1, 2015.  The Two Tier guide advises that a Q & A period is can replace the pre-bid conference.

	Amendment(s):


	Two amendments were issued. Both on June 4, 2015. Contents of the amendments are embedded below:
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	Bid Evaluation – Responsiveness 

	Bid Closing Date: June 12, 2015
	Bidders were required to submit electronic responses to the designated email mailbox by 6/12/2015 – 2 pm. Fourteen beds were timely received in the designated inbox.


	Rejection: 2 Bidders
	The initial responsive check was conducted (checklist in each bidder’s folder) and 12 bidders passed this phase.  Two bidders were rejected; one for failure to include multiple required documents, the other for failing to mark a mandatory compliance checkbox.

	Received all required submittals?


	The initial responsiveness check ensured that the required submittals were provided. The required submittals are listed below:
· Appendix A – Certifications and Assurances
· Appendix B – Master Contract, Cover Page (fields completed)
· Appendix B – Master Contract, Page 1 (fields completed)
· Appendix B – Master Contract, Page 29 (fields completed)
· Appendix B – Master Contract, Page 30

· Appendix D – Bidder Profile

· Appendix E – Quotes & Qualifications, Pages 3 & 4

· Appendix G – Management Proposal

· Appendix G – Answer to Question 2

· Appendix G – Answer to Question 3

· Appendix G – Answer to Question 5

· Appendix G – Answer to Question 6

· Statements from Previous Clients (not a mandatory requirement)

· Statement/Copy of Organizational Policies Regarding Compliance w/ EEOC/ADA

· Sample of a Grading Scale/Scoring Criteria

· Curriculum Vitae/Resume for all consultants employed/contracted by your company.
 

	Specification compliance?
	Specification Instructions:

Bidders were to provide either, or both, a Not-to-Exceed hourly rate and/or a Not-To-Exceed Commission Rate, agree to the four mandatory requirements within Appendix E – Rates and Qualifications, and provide all of the documents listed in the section above. This was evaluated on a pass/fail basis.  

	Price sheet compliance? 
	The Not-To-Exceed (NTE) hourly rates and commissions rates were requested within Appendix E, Rates and Qualifications, which were evaluated on a pass/fail basis. 1 bidder submitted an hourly rate only, 4 bidders submitted a commission rate only, and 7 bidders submitted both an hourly rate and a commission rate.  Two pre-qualified vendor pools will be established for the customers to choose from. One list will have all the vendors that submitted hourly rates, the other list will have all the vendors that submitted commission rates.
The hourly NTE rates ranged from $100/per hour to $220/per hour.
The commission NTE rates ranged from 18% to 33.3% of the successful candidates annual compensation.

	Bid tabulation:
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	Past performance?
	There are two contractors on the current contract # 32010 for the Executive Recruitment Consulting Services category. One of those contractors is included in the award of this new contract #05714, and have no documented issues of non-performance for Contract #32010.


	Diversity Evaluation: 


	Washington procurement law does not allow for a preference or advantage to minority (MBE), women (WBE), veteran (VBE) or small (SBE) businesses. 
Accordingly, RFQQ #05714 did not provide any evaluation preference for MWBE Certification.  Paragraph 1.9, Minority and Women Owned Business Enterprises (MWBE) did, however, set a goal for 10 percent participation.  
Of the awarded contractors, 2 are certified as MBEs with OMWBE.  One contract submitted that they are WBE and another submitted that they are MBE; however, upon review of the OMWBE website, there are no such certifications. Therefore, these two vendors have been designated as “self-certified”.

	Bid Evaluation – Scoring

	Evaluation:


	There was no scoring of responses for this RFQQ. As noted previously, all elements of the qualifications were on a “pass or fail” basis.

	Results and recommendation

	Recommendations and Savings:
	Recommendation:  It is my recommendation that it is in the best interest of the State to award the contract to the following bidders:  
· Capability IT

· CBIZ Benefits & Insurance Services d/b/a EFL Associates

· Computer Consultants International, Inc. d/b/a CCI

· Chameleon Technologies

· Common Vision Corp.

· CPS HR Consulting

· Elyon Enterprise Strategies, Inc.

· Express Employment Professionals

· ICOREHR, LLC

· Isaacson, Miller, Inc.

· Karras Consulting
· RPA, Inc.
Savings: Previous Contract #32010 had only two vendors and these vendors were only permitted to submit a commission rate (18% and 25%). Although the commission rates submitted on new contract #05714 have not fluctuated from Contract #32010, Contract #05714 now allows for hourly rates, representing a huge savings for agencies who require services for small projects. 


	Stakeholders Outreach
	Continuous updates were sent to focus group members throughout the evaluation and award process. All supported the award as explained herein.  



	Award Activities  This section will be completed after review/approval by Cheral Jones, State Procurement Officer:

	WEBS
	 FORMCHECKBOX 
 Notify bidders of the ASV via WEBS

 FORMCHECKBOX 
 Archive bid in WEBS after awarded

	Communication
	__Send Award Announcement letters to all bidders, with copy of  their Master Contract’s signature page to sign/return to DES
__Email DES Communications an award announcement for Bi-Weekly Broadcast
__Notify all current contractors on Contract #32206 of the new contract


	Contract
	 FORMCHECKBOX 
 Model Contract updated to reflect Bid Amendment language 

	PCMS

	 FORMCHECKBOX 
 Populate PCMS Info Tab 

 FORMCHECKBOX 
 Complete PCMS Expanded Description Tab

 FORMCHECKBOX 
 Add Web remark in the PCMS Remarks Tab announcing the award of the contract

 FORMCHECKBOX 
 Complete PCMS Internet Tab to include relevant search terms 

 FORMCHECKBOX 
 Include relevant search terms in the PCMS Internet Tab

 FORMCHECKBOX 
 Complete PCMS Commodities Tab 

 FORMCHECKBOX 
 Complete PCMS Vendors Tab 

 FORMCHECKBOX 
 Complete PCMS Customer Tab 

 FORMCHECKBOX 
 Complete PCMS Fees Tab 



	Post contract to MCC Website


	Copy the following files into the G:\Shared Info\INTERNET folder:

 FORMCHECKBOX 
 Copy of the Current Contract Information document (#####c.doc) 

 FORMCHECKBOX 
 Copy of the price sheet (#####p.doc or xls) 

 FORMCHECKBOX 
 Copy of the specifications (#####s.pdf) if applicable 

 FORMCHECKBOX 
 Copy of the bid tab (#####t.doc or xls) 

 FORMCHECKBOX 
 Copy of the bid document (#####b.doc)
 FORMCHECKBOX 
 Copy of any amendments (#####a.doc)

 FORMCHECKBOX 
 Copy of the Memo-to-File award document (#####m.doc)

 FORMCHECKBOX 
 Develop and Copy a “FAQ” document (#####f.doc)
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Solicitation Amendment


RFQQ 05714 – Executive Recruitment Consulting Services 


		Amendment number:

		Two



		Date issued:

		June 4, 2015 





Purpose of the amendment(s):


1. A question regarding RFQQ #05714 was received by DES on June 2, 2015, but was not included in the first Q & A document. The contents of the questions and its corresponding answer are below.

2. The remainder of the contract terms, conditions, and specifications remains unchanged.


Note to bidder: This amendment need not be included in its entirety with your bid response. 


Procurement Coordinator:
Rachelle Rehse (360) 407-8122  








email: rachelle.rehse@des.wa.gov


		Q



		Can the proposal be sent as one PDF that contains all of the required documents and appendix?



		A



		Yes
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				Vendor Contact		NTE Hourly Rate		NTE Commission Rate		MWVBE

		Capability IT		Daniel Bigbee             (425) 679-5759		$100		25.0%		No

		CBIZ Benefits & Insurance Services d/b/a ELF Associates		Jan Asnicar                             (816) 945-5406		N/A		33.3%		No

		Computer Consultants International, Inc/ d/b/a CCI		Arshia Tayyab                       (800) 493-2105		$108		18.0%		MBE - M4F0020365    WBE - Self-Certified

		Chameleon Technologies		Michael Dodd                     (425) 827-1173		$200		20.0%		No

		Common Vision Careers Corp.		Sarah Ross                              (206) 999-4794		$129		N/A		MBE - Self-Certified

		CPS HR Consulting		Vicki Quintero Brashear    (916) 471-3481		$150		25.0%		No

		Elyon Enterprise Strategies, Inc.		Carl E. Engel                           (559) 930-9710		$118		18.0%		No

		Express Employment Professionals		Dory Chase                             (360) 357-7195		N/A		18.0%		No

		ICOREHR, LLC		Tim Collins                             (206) 801-3929		$120		18.0%		MBE - M3M0023955

		Isaacson, Miller, Inc.		Julie Roper                             (617) 262-6500		N/A		33.3%		No

		Karras Consulting		Dennis Karras                        (360) 867-1410		$220		23.0%		VBE - Certified

		RPA, Inc.		Kate Nolde                             (800) 992-9277		N/A		33.0%		No
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Solicitation Amendment


RFQQ 05714 – Executive Recruitment Consulting Services 


		Amendment number:

		One



		Date issued:

		June 4, 2015 





Purpose of the amendment(s):


1. Provide list of Bidder questions and the state’s responses (see attached)


2. The remainder of the contract terms, conditions, and specifications remains unchanged.


Note to bidder: This amendment need not be included in its entirety with your bid response. 


Procurement Coordinator:
Rachelle Rehse (360) 407-8122  








email: rachelle.rehse@des.wa.gov


		Q

		Quick question regarding the response for Appendix G, Management Proposal question #7: “A curriculum vitae or resume for all consultants employed/contracted by Vendor.”


Are you looking for copies of resumes for each consultant we employ or would a one-page overview suffice?






		A




		We are looking for each consultant’s relevant experience. A one, or multiple, page document outlining each consultant’s relevant experience will satisfy this document request.






		Q

		I have a quick question. I don’t meet full qualifications (i.e., having had five clients). Can I do this as a novice?






		A




		Appendix E, Rates and Qualifications outlines the mandatory minimum qualifications you must have in order to be considered for award on this contract. As for your specific example of “having had five clients,” this is not a mandatory minimum qualification and thus you may submit the requested information for as many clients as you have had.






		Q

		Can you tell me what type of roles (or example titles/levels) that might be recruited for under reference #05714 – Executive Recruitment Consulting Services?






		A




		Section 2.3 of the RFQQ outlines the roles/titles that may be recruited for under this contract. 


2.3 Contract Description and Scope


Executive Recruitment is a service used to identify and recruit qualified candidates for executive, management or other highly specialized positions in organizations.






		Q

		I had some questions regarding this solicitation.


1. Could you let me know the specific positions for which the recruitment process will take place?


2. What all IT job categories are included for the solicitation?






		A




		1. No. The specific positions that will be recruited will be determined by the Customer on an as-needed basis.


2. Any IT-specific executive job recruitment will be determined by the Customer on an as-needed basis.





		Q



		Under Appendix E, Rates and Qualifications, one of the mandatory requirements states “at least six years of experience providing executive recruitment services relative to the service description….” Can you clarify this requirement? Does the business itself need to have six years of executive recruitment experience or just the individual consultants?






		A




		The business itself does NOT need six years of experience; however, any consultants that will be providing services under this contract must have at least six years of executive recruitment experience. 
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