Process for Non-Professional and/or Technical Consultant Service Contracts 

Under $25,000 (in accordance with KCC 4.16.030)

Process
For Non-Professional and Technical Consultant Service Contracts with an estimated value under $25,000, including taxes, the contracting agency must compose and send a short Request for Pro​posal (RFP) to three (3) to five (5) consultant/firms qualified to provide the service needed.  This may be done in “letter” form and at a minimum must include:

A description of the service needed;

The time schedule for the work to be completed;

The qualifications required to perform the service;

The criteria and associated weights to be used in rating Proposals received;

Grant requirements, if applicable;

The submission deadline;

Whom to contact with questions;

The date, time and place of a pre-proposal con​ference (optional);

The dollar range being considered for the service to be purchased (optional.  Note that it cannot exceed $25,000); and

The required format for the Proposal responses.

Responses to the RFP must include a resume or statement of qualifications demonstrating pertinent experience and must be in accordance with the required format.

Evaluation of Proposals

Once the Proposals have been received by the contracting agency, the technical evaluation committee (TEC) shall evaluate and rate the Proposals.  Evaluation points shall be awarded strictly on the basis of the criteria outlined in the RFP.  Each Proposal must be rated in writing on a rating form that includes space for comments by the raters.

To ensure an equitable, impartial and legally defensible evaluation process, the Proposals shall be evaluated by the TEC with a minimum of three appropriately qualified evaluators.

Price and schedule will be negotiated with the highest ranked offeror.  If the contracting agency and the selected offeror cannot reach agreement on the final price and/or a final work scope, the contracting agency may then negotiate with the next highest rated offeror, and as necessary, each subsequent offeror.

Should the contracting agency be unable to reach agreement with any of the offerors solicited, it should determine whether the estimated value is reasonable and/or whether the scope of work should be changed.

Once negotiations have been completed, a negotiation memo​randum must be prepared for the contracting file.  It must include:

The prices, fees, and/or total dollar amount quoted by each offeror contacted for the proposed work;

A summary of the selection criteria, point system and the final rating of each offeror;

The Consultant selected, with explanation why; and

The final Contract amount negotiated.

The following documents must be attached to the negotiation memorandum:

A copy of the original Request for Proposal (RFP) letter;

A copy of each Proposals received from offerors; and

The rating and evaluation materials, including a scoring summary sheet.  

Process Steps for Non-Professional and/or Technical Consultant Service Contracts 

$25,000 and Over

(in accordance with KCC 4.16.090; 4.16.155)

Role of PCSD in the Advertised Procurement Process

PCSD will issue RFPs for Non-Professional and/or Technical Consultant Service Contracts with an estimated value of $25,000 or more.  During the Solicitation process, only PCSD staff will have contact and receive questions from prospective proposers, and only PCSD staff will respond to proposer’s questions and requests for copies of the RFP document.  This is important to maintain fairness and integrity of the process, and ensure all proposers are given the same information in an appropriate manner.

Funding and Requisition Requirements per KCC 4.16.20

The requesting agency must perform the following tasks prior to submitting the requirement to PCSD:

Ensure budget appropriation;

Determine via the King County Office of Risk Management the insurance requirements.  See the Risk Management form.

Determine via Business Development and Contract Compliance any potential subcontracting (which PCSD will use when placing the Advertisement).  See the BD&CC Subcontractor form.

The requesting agency must submit a complete package of information to PCSD to initiate the formal RFP process.  The following information must be included:

A completed requisition signed by the approving official, including the following information
:

The Organizational Unit to be charged for advertising;

The Organizational Unit to be used for the Contract/project itself;

The funding source, the approximate amount, and certification that funds are appropriated (or notation if funding is contingent on Council approval);

The contact person for technical questions about the project; and

The contact person for policy decisions.

(Note: PCSD will accept a memo from IBIS departments with the above information, as long as the memo bears the signature of an official authorized to approve appropriate expenditures)

Insurance requirements from Risk Management;

An electronic file, sent either by e-mail or by PC disk, containing the Consultant / Project specifications in Word format.  Include any attachments required.

Hard copy of project specifications and any attachments, including:

Introduction/Background;

Scope of Work;

Time Frame (performance period);

Mandatory Requirements;

Minimum Qualifications of Proposer, i.e.:

Similar experience;

Known and documented expertise;

Documentation and demonstration of financial capability to perform specified work; and

Licenses, etc.

Evaluation Process

Specify whether award is to be based upon the Proposal evaluation only or a two-step combined Proposal-inter​view process

If the interview is a separate evaluation component, specify its weight. (A maximum of 40% of the total score is permitted.)

Specify the individual criteria and the corresponding weights for the Proposal evaluation (and for the interview phase, if the two-step process is to be used).

Conflicts of interest limitations, if applicable to the work; e.g. A prospective Proposer has a financial interest in the solution or helped draft the specifications.

Proposal format and maximum number of pages, as appropriate.

An electronic copy of the mailing list of prospective Proposers.

Independent Cost Estimate;

When applicable,

Grant requirements;

Waiver from competition; and

DBE requirements.

PCSD reviews requisition and conferences with requesting agency

PCSD reviews requisition to ensure the requisition contains a valid and authorized signature of the approving official.  This signature represents that the requisition is certified by the Department director or chief officer indicating that funds are available.  KCC 4.16.120; Ord. 12138 § 15, 1996.

Review and refine specifications/scope of work to ensure clarity and consistency within the requisition.

Determine whether there is a waiver from competition included in the requisition or whether it is appropriate to pursue a waiver.

Develop the Solicitation documents and ensure that the terms are appropriate to the specifications/scope of work.

Review and edit any special/supplementary Contract provisions.

Review and edit evaluation criteria.

Review and edit minimum qualification / responsibility criteria.

When possible, identify Technical Evaluation Committee members.

PCSD’s role is one of oversight and guidance during the evaluation process

PCSD will review the assignment of evaluators.  Generally the evaluation team is comprised of a minimum of three personnel from the requesting agency.  When appropriate, the agency may include and/or substitute other representatives from qualified stakeholders or peer professionals.

PCSD provides the evaluation team with instructions on the evaluation procedures and make certain there are no conflicts of interest.  Stress is placed on the importance of confidentiality and each evaluator’s obligation to maintain as confidential the information contained in the Proposals, and information discussed in and concerning the evaluation process.  PCSD can also assist in the definition of evaluation criteria and identify how the evaluation criteria will be ranked or evaluated.  

Contents of the RFP

Each of the following may be included as part of the RFP’s Section II, Scope of Services:

Technical Specifications or Scope of Work

The technical specifications or scope of work shall be a clear and accurate description of the services to be procured.

Preparation of the Proposer’s Submittal

King County has standard templates regarding how the proposer should prepare and present its Proposal to the County.  This proposal format language must be included in an RFP.  This section typically includes: time and date for submission of proposals; pre-proposal conference; cancellation of the procurement; modifications or withdrawal of proposal; protest and appeals procedures; and nondiscrimination and affirmative action requirements.

Proposal Evaluation Criteria and Contact Award 

Prepare instructions to proposers as to what information to submit in the Proposal.

Identify Evaluation Criteria.  Be specific.  At a minimum, identify:

All significant factors and sub-factors which the County reasonably expects to consider in evaluating competitive Proposals; 

The relative importance assigned to each factor and sub-factor; and

The relationship of price with all other evaluation factors. Price can be considered together with the technical evaluation or the technical evaluation may be completely separate from the price evaluation:

Mathematically combined with technical criteria according to a predetermined formula; 

As a criterion to be assigned a scalar score (e.g., 1-10), weighted, and added into the remaining scores; or 

As a separate factor to be considered with a technical score as a basis for a judgment concerning the most advantageous Proposal.

Prepare Instructions to proposers identifying how the evaluation criteria will be scored and rated.

The County generally uses a numerical evaluation process.  Individual evaluation factors are rated by numerical scale and relative importance is stated in terms of numerical weight.  Examples:

Scored on an unweighted scale, adding scores together for a total technical score criterion to be assigned a scalar score (e.g., 1-10); or 

Scored on a uniform scale, multiplied by a pre-assigned weight, then added for a weighted score.

The usual written evaluation process includes a 100-point scale (although others are sometimes substituted).  Oral evaluations, if conducted, cannot exceed 40 percent of the total points assigned.  (i.e., if 100 points are assigned for the written evaluation, a maximum of approximately 60 points is available for oral interviews.  As 160 total points would be available, 40 percent of 160 would be 64 points).  The standard format for written/oral evaluation points is 100 for written, 40 for oral. 

The following will be included as part of Section IV, General Contract Requirements.  PCSD will insert the appropriate information into standard RFP boilerplate 

Standard Contractual Terms and Conditions

King County has boilerplate language for the different standard contractual terms and conditions.  The templates contain a number of different clauses that require PCSD review, evaluation, and selection depending on the particular Contract requirements.  PCSD will select the appropriate template to use, in consultation with the requesting agency.

Special Requirements for FTA or EPA

The requesting agency must inform PCSD of any additional requirements that the County must comply with to qualify for, and maintain, funding from any state or federal agency.  Generally, these requirements are identified in grant documents.  Contact the Prosecuting Attorney’s Office for assistance, if needed.

Insurance Requirements
Risk Management is responsible for establishing insurance requirements for any procurement.  Risk Management has established some template Contract language concerning insurance, indemnification, and hold harmless requirements.  PCSD has this language, and will insert as appropriate the coverages required and dollar limits.

Required Forms 

The following forms will be required in the final contract.  These forms are noted in the RFP, and PCSD will make the forms available to any proposer who requests them:  

Personnel Inventory Report

Affidavit and Certificate of Compliance regarding Equal Employment Opportunity

Current or Former County Employees Disclosure Form

504/ADA Assurance of Compliance (for Service Contracts only)

Union or employee referral agency Statement of Compliance

When federal and/or state funding is involved in the procurement, the following certifications and representations may also be required.  Check the funding source documents for grant, federal, state and local requirements.

Disclosure Form for Lobbying 

Buy America Certificate (Solicitations valued over $100,000)

Good Faith DBE compliance

Certificate regarding Debarment, Suspension, and Other Matters – Primary Covered Transactions

Certificate Regarding Debarment, Suspension and Other Ineligible and Voluntary Exclusion.

Performance and Payment Bond

Internal Review of Draft RFP

The requesting agency and PCSD must review the RFP in its entirety to ensure clarity and minimize conflicts and ambiguities in the Contract terms.  

The requesting agency must consult with PAO or Risk Management prior to advertising the RFP, when the RFP contains deviation or modification from standard King County general terms and conditions.  

If required by the grant, provide time for the state or federal authority to review the RFP.  Validate the reviewing Agency’s review period.
Publish and Advertise
An advertisement shall be published, a minimum of 13 days prior to the date for receipt of proposals, in the County’s official newspaper and a legal newspaper of general circulation in, or as near as possible to, that part of the County in which such work is to be performed.  If the official newspaper is a newspaper of general circulation covering at least 40% of the residences in the part of the County where the work is to be performed, publication in the official newspaper is sufficient.  RCW 36.32.235.

Current standard procedure calls for PCSD will place the advertisement in the Seattle Times and Daily Journal of Commerce, as well as other newspapers serving the community.

If a requesting agency wishes to reach a larger or specialized audience in order increase competition and the possibility of multiple proposals, the agency should consider outreach through other media.  Media to consider include:

Specialized web sites serving a particular service industry.

Minority Consortium

Commerce Business Daily (CBD)

Trade Magazines

The advertisement shall include, at a minimum, the following information:

RFP number;

Character of the work and material and equipment to be furnished;

Time and location of a pre-proposal conference, if applicable;

Time and place for receipt of proposals; including a time after which Proposals will not be received; and

Contact person and/or phone number that proposers may call for questions or to receive a copy of the RFP.

Use of Solicitation Mailing Lists

The mailing list includes all business entities (names, addresses) that have expressed an interest in receiving a solicitation for the particular Non-Professional or Technical Consultant Services or entities that the County considers may be capable of filling the requirements of a particular procurement.  

Locate the appropriate mailing lists.

Identify proposers on the mailing list that are considered to be capable of fulfilling the requirements of the solicitation and mail the RFP to those proposers.

Mail RFC to entities that have requested a copy of the RFP.

Update the mailing list based on requests for copies of the RFP from entities not identified on the mailing list.

Use the mailing list to ensure that addenda is furnished to all entities that received the original RFP and entities that call and requested a copy of the RFP.

How to Handle Pre-Proposal Questions
The submission, review and answering of proposer’s questions provides a process for proposers to seek further clarification of the RFP and to identify potential ambiguities in the contract terms.  

All questions and concerns must be directed to PCSD.  Requesting agency personnel are prohibited from talking with proposers about the RFP or from answering questions.   The RFP will identify a single point of contact to whom proposers can call or send questions regarding the RFP requirements.  

For questions received via the telephone, direct the proposer to submit its question in writing to PCSD.  This allows the County time to review the question, clarify it when necessary, discuss the answer with the requesting agency, determine whether to issue addenda, and prepare an adequate response.  

PCSD will prepare addenda disclosing material questions and County responses to those questions.  

Pre-Proposal Conference
Pre-proposal conferences are generally used in complex acquisitions or when the County has incorporated new or specialized Contract terms.  The pre-proposal conference provides a venue for briefing prospective proposers, and is advantageous to the procurement process.  Conducting a pre-proposal conference allows proposers the opportunity to ask questions directly of department personnel, and learn more about the RFP and it’s background.  Under most circumstances, PCSD encourages the use of the pre-proposal conference to add clarity to the solicitation process.

Notice of the conference is included in the initial issuance of the RFP.  If the County determines, after issuance of the RFP, to hold a conference, the County must issue an addenda providing notice of the Pre-Proposal conference.

The RFP should encourage proposers to submit their questions in writing in advance of the conference to allow the County time to consider and properly address the question.  

The County encourages open discussion and questions being raised at the conference.  The County is not required to provide immediate answers to questions, as it may be necessary to review the specification, Contract documents, or to discuss the question with the requesting agency or with other County agencies before answering the question.

Develop an agenda for the conference. Examples of agenda items:

Overview of the scope of work; 

Point out special procurement or Contractual procedures; 

If applicable, explain the DBE program and the goals set for the procurement; 

If applicable, explain any grant requirements;

If you have received questions in advance, you can provide both the questions and answers;

Allow time for participants to mingle.

Ensure that appropriate and necessary County personnel capable of discussing the contract and the scope of work attend the conference. Consider including technical representatives or other appropriate personnel.

Clarify to attendees that remarks and statements made at the conference shall NOT modify the terms of the RFP unless a written addendum is issued.

PCSD will maintain notes on the pre-proposal conference, which may identify discussions, questions and answers and who attended the conference.  PCSD will note any questions that will require a follow up response via addendum.

PCSD will provide a copy of the pre-proposal conference attendee list as requested, and may provide certain questions and answers in a written addendum.   

Addenda

The primary purpose for Addenda is to issue (a) changes, modifications, or clarifications to specifications, contract terms, and proposer’s requirements, (b) disseminate follow up questions and answers and/or pre-Proposal conference meeting minutes; and/or (c) to change the time and date for receipt of Proposals.

Addenda Requirements

RFP number;

Addenda number;

Identify a contact person (phone number and address) in case an Proposer has questions or needs additional information;

If the time and/or date for receipt of Proposals has been changed, identify the new time and date for receipt of Proposals;

Advise proposers of the need to, and how to, acknowledge receipt of the Addenda; 

Advise proposers of specific changes.  Clearly identify what information is being deleted and/or added; and

The buyer must sign Addenda.

Addenda Distribution

Addenda must be sent to each firm that was provided the original RFP including, but not limited to, Proposers on the original mailing list, as well as proposers who called in to request a copy of the RFP.

Addenda must be provided to all potential proposers in a timely manner.  

Regarding the receipt of proposals, per KCC 4.16.025
Proposals shall be sealed and submitted in accordance with the directions on the RFP.  The RFP requires that proposers place the proposal in a sealed envelope, with appropriate identification information on the outside of the envelope.    

Proposals shall be mailed or delivered and received at the location designated in the RFP up to the time and date specified on the RFP.

As proposals are received, proposals shall be date and time-recorded and initialed by a County representative.

A proposal is late if it is not received by the time and date specified in the RFP.  Proposals received after the date and time identified for receipt of Proposals shall not be considered for award and shall be either kept by PCSD unopened or returned to the proposer.
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