Specific Allowance Request – Instructions









Updated 8/1/12

Recently, the Office of the State Comptroller has further defined the requirements for a request for approval on a Specific Allowance. Although each request will have its own traits …. Below are instructions for submitting the request to Contract Administration:
Most importantly, a Specific Allowance should only be used in cases where the request for allowance approval can be justified. Try designing the project and writing the specification sections such that all bidders can get prices on the item from vendors for their bids.

Single Site / Multiple Projects – identify whether this allowance will be for a single stand alone site (by checking Single Site box), or if it is going to be part of a larger project (check Multiple Projects and describe the project, in narrative, including all site locations. For this allowance, as in any allowance request, it has to be clearly demonstrated that this is the only vendor for the job. Include a clear statement why this cannot be bid competitively.)
Allowance Section (01210) – Indicate Section 1.04, 1.05, 1.06 or 1.07

Answer Questions #1 & #2

Purpose - a narrative summary of the basis for moving forward with this project and this allowance. Why is this allowance necessary? How was the decision made? In the capital planning stage, was an assessment made as to the best course of action needed for a resolution of the situation – i.e., to add, to upgrade or to replace the existing system. To add or upgrade in lieu of replacement, how long do you expect this item to last vs. the cost to replace?
 It must be demonstrated that the commodity / service is a “must need” item. 

Beyond explaining the purpose of the request, explain the reason for the “single or sole source” choice (“existing”, “compatibility”, “only system”), that it is “unique” in its characteristics. Even though other products are out there, this is the one that meets the form, function and utility needs – it does something better than the other products or that the others do not have critical characteristics.

Why is it better to do what is submitted in the allowance request vs. investing in a whole new system – this could be justified by a cost benefit analysis coupled with an engineering decision and assessment and/or consideration of the life expectancies.
Answer Question #3 - Include a clear statement, and supporting documentation, as to why this cannot be competitively bid.
Answer Question #4 – list the responsible OGS person, and the responsible Agency person 
Answer Questions #5 & #6

Include the vendor’s quote – the quote/invoice must show prices FOB Destination (not FOB point of shipment). If applicable, the quote must show a % discount “off list price”.
The statement “Reasonable based on comparisons with other similar projects and/or the consultant’s estimator” will no longer be enough. Prove it. Provide detailed Price Comparisons. A Table Format works, side by side columns showing the vendor’s detailed quote and (2-3) comparable lists. In this format, any item beyond 20% will require an explanation. 
If using a manufacture’s list price – include, in the narrative, a statement regarding, if applicable, the percentage discount off of list price or your effort to get a volume discount or, at minimum, a statement from the Vendor that we are being given the lowest pricing offered by that Vendor
If using “RS Means” or “Rental Rate Blue Book” or “The AED Green Book” for comparisons, OSC does not necessarily know what those books are. Add a sentence or two explaining their purpose.
Other sources for comparison columns include a competitor’s price list (remember the “state contracts” that we have with a number of vendors) and/or a review by the OGS Cost Control Unit.
Other acceptable price justifications may include:

Cost vs. benefit in monetary terms


Purchases made to other state agencies


Purchases made to other states


Purchases made to similar facilities


OGS pricing


Historical cost


Manufactures published price list


Manufactures costs plus profit


Cost comparisons on similar projects

Average weighted bid prices or similar average costs in the region 

In considering cost-reasonableness, document how maintenance (service and parts costs), upgrades and warranties were considered in the decision making process. Also, how will these items be handled in the future – bid competitive, non-competitive, from state contract, etc.

If labor is involved, prevailing wage may be a consideration in the assessment.
If referring to "is equal to or less than OGS rates", ie. "state contracts", INCLUDE a copy of those rates.
Call Frank Peris – Contract Awards (473-8285) with questions.
