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1.0
 GENERAL OVERVIEW


1.1
Introduction

The issuing agency is [INSERT USER AGENCY NAME].  This Project Definition outlines the terms and conditions, and all applicable information required for submitting a bid.  Bidders should pay strict attention to the bid submission date and time to prevent disqualification.  To ensure compliance with these mini-bid requirements and to prevent possible disqualification, bidders should follow the format and instructions contained in this document.

Authorized Users shall thoroughly review the requirements of the Backdrop contract as well as all contractor requirements to ensure contract compliance.

1.2
Scope of Work  (brief description)

The Authorized User is initiating a project under the auspices of the OGS Procurement Services Group (PSG) Backdrop Contracts for Security Guard Services.  The Authorized User is in need of:

· State the exact guard duties and responsibilities required by this project definition 

· State the region(s) required.  See Attachment 1 of backdrop contract.

· This project is expected to cover the period  _____________ (not to exceed three years after Backdrop Contract expiration and maximum mini-bid term not to exceed five years) and will commence upon project review and approval by OSC.
1.3 
Expected Deliverables

A contract with the [INSERT AGENCY NAME] shall include, but may not be limited to the following deliverables:

The issuing agency should include all the items the bidder will be expected to provide in order to consider this assignment complete (i.e. numbers of guards required, levels of guards, weekly hours required for each level guard, vehicle, guard interviews, types of reports, suggested report format [specify if electronic format is required], attendance at project meetings, etc.) 

1.4
 Project Objectives

The issuing agency should briefly describe the goals or course of actions associated with this assignment.  Contractors shall meet the requirements of the backdrop contract.

1.5 
Inquiries/Issuing Office

All inquiries concerning the Mini-bid will be addressed to

AGENCY CONTACT NAME 
TITLE 
AGENCY NAME / DIVISION 
ADDRESS ONE (INCLUDE ROOM NUMBER)

ADDRESS TWO 
CITY, STATE ZIP CODE 

TELEPHONE NUMBER

 FACSIMILE NUMBER

 EMAIL ADDRESS

All questions should be submitted in writing, citing the particular Project Definition section and paragraph number.  Prospective contractors should note that all clarifications and exceptions including those relating to the terms and conditions of the contract are to be resolved before the award of a Mini-bid.  Answers to all questions of a substantive nature will be given to all contractors in the form of a formal addendum that will be annexed to and become part of the ensuing Mini-bid contract. 


1.6 
Key Events/ Dates

	Event Date Time
	

	Project Definition Release
	INSERT DATE BID IS ACTUALLY RELEASED

	Closing Date for Inquiries (OPTIONAL)
	

	Pre-Bid Conference (OPTIONAL)
	

	Site Visit Date  (OPTIONAL)
	

	Bid Opening
	
	

	Mini-bid Contract Award 
	


1.7 
Pre Bid Conference

If the issuing agency feels there may be a need to further explain the components of the project to the Backdrop contractors, then the user agency may choose to have a pre-bid conference.  The following suggested pre-bid conference language may be used in the project definition. 

Attendance at the Pre-Bid Conference is [strongly encouraged or mandatory].

The [INSERT USER AGENCY NAME] will require all persons to sign an attendance roster.  The pre-bid conference will be held on (INSERT DATE, TIME, and LOCATION).  Notify the Agency Contact Person identified in SECTION - 1.5 Inquiries/Issuing Office of your plans to attend this conference before the scheduled date.

Specific questions concerning this Mini-bid shall be submitted in writing (facsimile will be accepted) to the agency contact person identified in SECTION - 1.5 Inquiries/Issuing Office, approximately five days before the conference to be answered at the conference.  Although questions will be permitted at the conference, answers may be deferred and included in the formal summary of the pre-bid conference, a copy of which will be sent to each Backdrop Contractor participating in this Mini-bid.

1.8
 Optional Backdrop Contractor Interview

As part of this Mini-bid process, the [INSERT USER AGENCY NAME] reserves the right to interview the guard company to determine the manner in which guards are assigned.   Authorized Users may interview proposed guards after contractor selection, prior to guard assignment.  Authorized User reserves the right to reject any proposed guard(s).

2.0
TECHNICAL REQUIREMENTS

The issuing agency shall be familiar with the terms & conditions of the Backdrop contract and shall specify the guard requirements that may be used to evaluate bidder's response.  The issuing agency shall specify minimum guard responsibilities and post orders for each guard to be included in the Backdrop Contractor’s response.  These qualifications and experience may be more stringent than that contained in the original RFP (but must remain within the contract scope) and may contain the optional requirements contained in EXHIBIT 2 - Technical Optional Requirements.  Authorized Users shall also indicate if monthly vehicles are required.
3.0
SPECIAL TERMS AND CONDITIONS

The issuing agency shall define any special terms and/or conditions associated with the project.

3.1  Mini-Bid Contract Term
The issuing agency shall indicate the projected beginning and ending dates for the project (not to exceed the maximum period of up to five years).

3.2 
PRICE ADJUSTMENT

On each anniversary date of the Backdrop contract OGS Procurement Services will adjust the contractors “Not to exceed” prices (increase or decrease) using the directions and formula identified below. The updated prices will be posted on the contract award notification on the OGS website. 

On each anniversary date of the awarded mini-bid contract the Contractor or Authorized User may submit for a price adjustment (increase or decrease) to their mini-bid quoted price. The contractor must submit the documentation that shows how they arrived at the adjusted price along with a letter of explanation.      

The increase or decrease is based upon fluctuations in the latest published copy of the Consumer Price Index for all urban consumers as published by the U S. Department of Labor, Bureau of Labor Statistics, Washington, D.C. 20212.  The index is also available through the Internet at the Bureau of Labor Statistics web site at http://stats.bls.gov/.  Go to “Inflation and Consumer Spending” then click "Consumer Price Index" and then click on “Tables created by BLS” then click on “Table Containing History Of CPI-U U.S.  All Items Indexes and Annual % Changes 1913 To Present.”

Price adjustments using the CPI involve changing the base payment by the percent change in the level of the CPI between the annual reference period and a subsequent time period.  This is calculated by first determining the index point change between the two periods and then the percent change.  The price adjustment shall be calculated as follows.  Obtain the Base Index that is the CPI for the 3rd month prior to the month of the anniversary date of the Backdrop Contract or awarded Mini-bid.  Calculate the Index Point Change by subtracting the Base Index from the CPI value for the 3rd month prior to the anniversary date of the Backdrop Contract or awarded Mini-bid (e.g.: If start date begins in December, use the September CPI).  The Index Point Change is then divided by the Base Index and this result is then multiplied by 100 to equal the Percent of Adjustment that is the price adjustment value.  This Percent of Adjustment (increase or decrease) shall be applied to the next Mini-bid Contract year, effective on the latter of the anniversary date or upon notification by the Authorized User  within 30 days after contractor request provided proper documentation is received.  The adjusted Index shall become the base index for the next subsequent contract adjustment period.  The following example illustrates the computation of the Percent of Adjustment:

	Current Period - CPI for 3 months prior to anniversary date
	136.0 

	Less Base Index - CPI for 3rd month prior to the month of the start date of the Backdrop Contract or awarded Mini-bid
	129.9 

	[image: image1.png]


Equals Index Point Change
	    6.1 

	Divided by previous period CPI 
	129.9 

	[image: image2.png]


Equals
	0.047 

	Result multiplied by 100
	0.047 x 100 

	[image: image3.png]


Equals Percent of Adjustment
	4.7% 


The Contractor has the sole responsibility to submit invoices at the adjusted rate within three months of the applicable anniversary date of the Mini-bid contract and shall provide a copy of the index and other supporting documentation necessary to support the increase or decrease to the Authorized User, as appropriate.  Should the Contractor fail to submit adjusted invoices and supporting documentation to the Authorized User with respect to the Mini-bid contract within three months after the applicable anniversary date, the Contractor shall be deemed to have waived its right to any increase in price for that year, but the State shall not be barred from making the appropriate adjustment in the case of a decrease determined in accordance with the above methodology.  Adjustments take effect upon written notification by the Authorized User to the contractor. 

note:  All awarded Mini-bids shall be entered into at prices not exceeding the then current maximum not to exceed prices in the Backdrop Contract.

4.0 
ADMINISTRATIVE REQUIREMENTS

Authorized User details its administrative requirements 

5.0 
METHOD OF AWARD AND EVALUATION CRITERIA (Best Value or Lowest cost)

Authorized User must indicate the Method of Award to be used for the procurement as either best value or lowest cost.  If Contractor’s bid is evaluated on the basis of Best Value, the bid that “optimizes quality, cost, and efficiency among the responsible and responsive bidders” shall be selected for award. (State Finance Law, Article 11, Section 163)  The Contractor(s) bid(s) must meet all the technical and non-technical Authorized User's optional requirements that are part of the evaluation.  (Refer to Evaluation and Selection). 

Mini-bids may also be evaluated on the basis of lowest cost.
5.1.
EVALUATION AND SELECTION

A.  Evaluation Criteria (best value) 
1)
 The Technical and Financial components of the bids shall be evaluated separately bearing the weight assigned by Authorized User:

a) Technical Component = [XX%]
b) Financial Component  = [XX%]
2) All Mini-bids deemed responsive to the bid criteria shall be ranked based upon the combined evaluations received for the Technical and Financial components of the bids. NOTE:  Percentage totals equal 100%.

Note:  Suggested relative weights for evaluating best value contracts may vary from 60 points for the Technical Requirements, and 40 points for the Cost to 70/30 if the service required by your agency is highly technical in nature. Consult the Procurement Council Procurement Guidelines (http://www.ogs.state.ny.us/procurecounc/default.asp) for suggestions on how to assign evaluation criteria.  

B. Technical Component = [XX%] of the Evaluation Rating
Mini-bid Evaluation and Criteria/Weight

An example of a Technical Evaluation may be organized as follows:

1)
 Overall Effectiveness and Ease of Implementation, Operation, and Maintenance =[XX%] of the Evaluation Rating – A score from 1 to 3 will be assigned to take into account the technical requirements.  Examples of score ratings are:




             1 = meets minimum requirements

2 = exceeds minimum requirements

3 = substantially exceeds minimum requirements

Examples of technical requirements may include but not be limited to:

· Resource commitment and level of staff available to meet the Authorized User's                  requirements

· Timeline for assigning guards to site

· Procedures to provide backup guards

· Number of guards available for duty

· Value-add to the Authorized User

· Additional criteria as desired


Insert the technical optional requirements from Exhibit 2 - Technical Optional Requirements as deemed necessary.

C. Financial Component = [XX%] of the Evaluation Rating

Example of a Best Value Cost Determination

	FORMULA

COLUMN A MULTIPLIED BY COLUMN B = COLUMN C
	COLUMN A


	COLUMN B
	COLUMN C

	REQUIREMENTS
	ESTIMATED MONTHLY GUARD HOURS REQUIRED
	RATE
	COST

	GUARD LEVEL ONE 

(HOURLY RATE)
	___________
	$__________

Hourly Rate*
	$__________

	GUARD LEVEL TWO

(HOURLY RATE)
	___________
	$__________
Hourly Rate*
	$__________

	MONTHLY VEHICLE RATE

 (IF REQUIRED)
	N/A
	$__________ Monthly Rate*
	$__________

	EQUALS TOTAL COST
	
	
	$__________


*ALL BIDS RECEIVED SHALL NOT EXCEED THE CURRENT BACKDROP CONTRACT RATES.

[INSERT AUTHORIZED USER] shall award the contract based upon evaluation of all aspects of the project according to the needs of the user and the best interests of the State.  The award shall go to the bidder whose proposal provides the best value as determined by the Authorized User.  If two offers are found to be substantially equivalent, price shall be the basis for determining the award recipient.  The basis for determining the award shall be documented in the procurement record.

D.  Evaluation Criteria (lowest cost) COST = [100%] of the Evaluation Rating  
User Agency may also elect to award on the basis of lowest cost.  Award based on lowest cost is evaluated on the basis of the Backdrop contractor meeting the agency’s requirements at the lowest cost.  

If procurement exceeds the Authorized Users discretionary threshold limit prior approval by the State Comptrollers Office is required.

CONTRACT NO.  CMS_____________ 

(To be completed by Agency)

EXHIBIT 1

THE MINI-BID CHECKLIST

	CHECKLIST ITEM
	ACTION TO BE TAKEN

	
	

	Identify geographic region for bid 
	Determine contractor eligibility

	Project definition developed
	Distribute to appropriate Backdrop Contractors

	Include:

· Attachment 4 - Bidder disclosure form (Procurement lobbying)

· Attachment 5 - Corporate acknowledgement form
· Attachment 6 – Article 15 (a)

· Appendix C – Contract Insurance Requirements
	

	Project Selection / Award   Does the selected contractor:
	

	1. Meet all the technical, mandatory, and optional requirements described in the project definition?
	If NO, bid must be rejected.

	2. Meet all of the other mandatory requirements stated in the Backdrop contract and project definition?
	If NO, bid must be rejected.  

	3. Did contractor provide a statement that they will within 30 days of Mini-bid award provide a certificate of compliance with insurance.
	

	4. Did the contractor proposed bid rates that do not exceed the backdrop, maximum not-to-exceed contract prices for the guard levels and vehicle?
	

	5. Has contractor provided current insurance certificates, licenses, etc.
	Work cannot begin until documentation is received and verified to be accurate 

If YES to items 1-5, advance to the next step.

	6. Is total value of project greater than your discretionary limit?
	Award must go to OSC.

	Include the following documents in your submission to OSC:
	

	1. Fully encumbered AC-340
	

	2. If award is best value use batch type TBV
	

	3. If award is based on cost alone use batch type TBP
	

	4. Project Definition
	

	5. Copy of any questions/responses developed during inquiry phase
	

	6. Bidders List
	

	7. Bid tabulation and Affidavit form
	

	8. Statement that bids do not exceed the hourly rates submitted under Backdrop Contract.
	

	9. Awarded Bid 
	

	10. Justification Letter (if applicable)
	

	11. Agency's authorized signatures 
	

	12. Procurement Record Checklist
	

	13. Forward copies of Attachment 4, 5, 6, 7 and Appendix C
	

	OSC returns Award
	

	Project Commencement Date
	Selected by User Agency & Contractor 

	Prepare Project Award Notification.  Issue an Award Letter notifying contractor project work may begin
	Submit to awarded contractor


TECHNICAL OPTIONAL REQUIREMENTS
Optional requirements an Authorized User may specify in a Mini-bid project definition for guard levels one and two.
Authorized User may add or amend any or all of the optional requirements as deemed necessary to meet the Authorized User’s site-specific requirements provided the additions are within the scope of the Backdrop Contract.

GUARD LEVELS 1 AND 2

	OPTIONAL REQUIREMENTS
	AUTHORIZED USER'S REQUIREMENTS

	1. Copy of satisfactory (negative) drug test result either through a urine sample or mouth swab (oral fluid) for, at a minimum, marijuana, cocaine, opiates, amphetamines, and phencyclidine, meeting Substance Abuse and Mental Health Services Administration (SAMHSA) standardized cut-off levels.  Tests shall be performed within the sixty (60) day time period prior to the initial assignment of each guard by the Contractor under the Backdrop Contract or as determined by the Authorized User as part of the Mini-bid award.
	YES                         NO

	
	

	2. Random drug testing which may be conducted once by the Contractor within each twelve (12) month period after original assignment for all guards assigned, for a minimum of the above listed drug classes.  These additional tests would be at the expense of the Contractor and limited to one additional test per guard per year.  If an Authorized User requests further drug screen testing, Contractor shall have such tests performed at the Authorized User’s expense.  Contractor shall reimburse Authorized User for costs associated with each positive result.
	YES                         NO

	
	

	3.
Guard company shall maintain a copy of guard's I-9 Employment Eligibility Form in the guard file.
	YES                         NO

	
	

	4.
Guard shall document completion of a high school degree or General Equivalency Diploma (GED)..
	YES                         NO

	
	

	5.
Medical exam performed within one year prior to assignment under the Mini-Bid Contract evidencing a medical exam of the guard, and attesting to the fitness of the guard to perform the essential duties of the position.
	YES                         NO

	
	

	6.
Valid current New York State driver’s license
	YES                         NO


	7.
Background Investigations for all guards assigned to site to include any or all of the following:

· Three-year prior employers check.

· Criminal records check for all out of state previous employment.

· Minimum of two personal reference checks.

· Credit check, or 

· Any additional background checks (at expense of Contractor) as deemed necessary by the Authorized User and identified in the Project Definition. (e.g. psychological or integrity testing).
	YES                         NO

	
	

	8.        Radio-equipped vehicle

 
Agency requests a vehicle is provided for a guard’s use, the Contractor shall provide a radio-equipped vehicle adequate for external patrol of the facilities.  A walkie-talkie may be used in place of a radio.  The Contractor shall maintain the vehicle in good repair and all insurance and licenses mandated by New York State Law shall be kept current and fees for such shall be the responsibility of the Contractor.  Vehicle repairs, gas, oil, tires, etc. shall be provided by the Contractor.


	YES                         NO

	
	

	9.
LEVEL 2 ONLY:  

Authorized Users may require additional training beyond the required Department of State training.  Training specified may include but not be limited to:

· Authorized Users specifying number of hours of site-specific training (either on the job or in the classroom) completed within thirty days of assignment.

Authorized Users may include any additional site-specific training requirements deemed necessary.  Cost of any additional training to be incurred by Contractor.

	YES                         NO

	
	


(continued)
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