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Purchases —

PUR-101

Chapter

INTRODUCTION

Design of This Manual

ORGANIZATION &
NUMBERING

LOCATING
INFORMATION

Chapters—The subject matter in the manual is divided into chapters. The
chapter title appears in the upper right-hand corner of the first page of a
subject and in the upper left-hand corner of any subsequent page.

Sections—Some chapters may be divided into sections. Each section
title, instead of chapter title, appears in the upper right-hand corner of
the first page of a subject and in the upper left-hand corner of any
subsequent page.

Subjects—Chapters and sections are arranged by subjects.

Subject Number—Each subject is assigned a number, which appears in
the upper right-hand corner of each page of the subject. For example,
Chapter 300 includes subject 303 followed by subject 304.

“PUR” Prefix—Preceding each subject number, this prefix stands for the
manual title Purchases.

Subject Title—The title of a subject appears in the upper right-hand
corner of the first page of a subject and in the upper left-hand corner of
any subsequent page.

Date—The latest issuance date of a subject appears at the bottom of
each page of the subject. This date agrees with the latest issuance date
shown for the subject in the Table of Contents (PUR-01).

Page Numbering—Each subject has its own page numbering, which
appears at the bottom of each page.

Indexes—One index appears at the front of the manual, and two indexes
appear at the back:

» Table of Contents (PUR-01)—This index at the front lists the titles of
the manual’s chapters and sections and their subjects, as well as
other information, in numerical order. It includes the latest issuance
dates of all the subjects. As the manual matures, these dates change.

01/15
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INTRODUCTION
Design of This Manual PUR-101

LOCATING
INFORMATION (CONT.)
» Glossary (PUR-02)—This index at the back gives a brief but detailed
description of commonly used terms and subjects pertaining to the
Cabinet’s procurement process to obtain goods and services.

» Table of Exhibits (PUR-9000)—This index at the back lists the
manual’s exhibits.

QUESTIONS Whom to Contact—For answers to questions about the contents of the
manual, please contact the Division of Purchases at (502) 564-4630.

For copies of the manual, please contact:

Organizational Management Branch
Transportation Cabinet Office Building
6" Floor West

200 Mero Street

Frankfort, KY 40622

SO®

01/15 Page 2 of 2



Purchases —

PUR-102

Chapter

INTRODUCTION

Manual Objective & Purpose

OBIJECTIVE

PURPOSE

MANUAL
AUDIENCE

The primary objective of the Transportation Cabinet’'s (KYTC's)
procurement policy is to meet KYTC needs at the best value possible
through efficient planning, standard specifications, purchasing in large
guantities, and open competition.

The KYTC procurement policy has been established to obtain:

» Availability of commodities and services to fulfill KYTC’s mission

» Uniform enforcement of contractual obligations of persons or firms
contracting with KYTC

» Opportunities for fair and open competition for all responsible
vendors who can furnish commodities and services meeting stated
specifications

» An understanding of procurement policies and procedures by both

KYTC personnel and prospective vendors

This manual is written for KYTC personnel directly responsible for

processing procurement documents in eMARS, and their management.

In addition to this manual, these employees shall also be familiar with:

» KRS 45A, The Kentucky Model Procurement Code, located at:
http://www.Irc.state.ky.us/KRS/045A00/CHAPTER.HTM

» Finance and Administration Cabinet Manual of Policies and
Procedures (FAP), located at:

http://finance.ky.gov/services/policies/Pages/default.aspx

01/15
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INTRODUCTION

Manual Objective & Purpose PUR-102
MANUAL
AUDIENCE (CONT.) Division of Purchases’ personnel shall have an intermediate-to-advanced

level of understanding of KRS 45A and FAP requirements. All other KYTC
personnel with procurement duties shall have at least a basic level of
understanding of KRS 45A and FAP requirements.

SOP
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Purchases —

PUR-103

Chapter

INTRODUCTION

Statutory & Regulatory Authority

MODEL PROCUREMENT
CoDE

FINANCE
ADMINISTRATIVE
PoLicy (FAP)

KENTUCKY SALES
& USAGE TAX

Statutory authority governing Kentucky procurement and contracting is
established by the Kentucky Model Procurement Code, KRS Chapter 45
and 45A, as further implemented by 200 KAR 5 (Purchasing) and KRS 57
(Public Printing and Distribution of Public Documents).

The policies and procedures of this manual are an expanded
implementation of these authorities to assist units in meeting their
purchasing requirements by the most economical and effective means.

The Kentucky Model Procurement Code is located at:

http://www.Irc.state.ky.us/KRS/045A00/CHAPTER.HTM

Policies and procedures detailed in the Finance and Administration
Cabinet Manual of Policies and Procedures (FAPs) were developed in
accordance with KRS 45A.045 and are incorporated by reference as an
administrative regulation pursuant to 200 KAR 5:021. FAPs are located
at:

http://finance.ky.gov/services/policies/Pages/default.aspx

KRS 139.470 (7) provides that the sales and use tax does not apply to
purchases of tangible personal property or services made by KYTC. KYTC
procurement staff shall supply a copy of the State of Kentucky Exemption
from Kentucky Sales & Use Tax Letter (Exhibit 9010) to vendors to be
retained in their records as evidence of nontaxable sales.

KYTC’s exemption number is ST-37-107.

01/15
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INTRODUCTION
Statutory & Regulatory Authority PUR-103

FEDERAL
EXcISE TAX KYTC is exempt from federal excise tax. States and local governments do
not have federal excise tax exemption numbers. See FAP 110-10-00 (5)(i).

SOP
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PUR-104

Chapter

Purchases —

INTRODUCTION

Division of Purchases’ Delegation

STATUTORY &

REGULATORY

AUTHORITY KRS 45A.035, KRS 45 A.045 (3), 200 KAR 5:302

DELEGATION The Finance and Administration Cabinet (FAC) is charged by statute with

the general responsibility and authority for procurement of items for all
state agencies. A provision within the statute allows delegation of
purchasing authority to other state agencies.

The authority and responsibility for the procurement function in KYTC is
assigned to the Division of Purchases. These responsibilities include:

» Enforcing purchase regulations
» Acting as liaison for KYTC with FAC’s Office of Procurement Services

» Advising and assisting all KYTC organizational units on matters of
procurement

This delegation includes the authority to advertise for bids, open bids,
and award contracts.

The FAC has granted the KYTC Division of Purchases a $20,000 delegated
authority on all commodity and nonprofessional service purchases and a
$40,000 delegated authority for small construction procurements. An
additional unlimited dollar delegation has been granted for various
commodities and services unique to KYTC. (See Exhibit 9012, “KYTC
Division of Purchases Small Purchase Authority” and Exhibit 9011, “KYTC
Division of Purchases Delegation.”)

Note: Commodities and services outside this delegation route to the FAC
for processing. Examples include small construction projects with an
estimated cost over $40,000, hand-held radios, and IT commodities and
services over $20,000.

01/15 Page 1 of 2
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INTRODUCTION

Division of Purchases’ Delegation PUR-104
IMPROPER
TRANSACTIONS Improper or irregular transactions are not valid or binding on the state.

Any person making such a purchase can be held personally liable for the
amount of the transaction. For example, if a requestor authorizes a
vendor to send goods and the Cabinet has no legal method (such as a
contract) to pay for the items, the requestor could be forced to pay for
those goods.

A legislative claim may be required if goods or services were obtained
without following proper procurement procedures. The Accounts
Guidance Manual (ACC-608) details the procedures to process a
legislative claim.

Efficient communications can prevent most irregularities and reduce

misunderstanding. The Division of Purchases invites inquiries concerning
doubtful transactions.

SO®
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Purchases —

PUR-105

Chapter

INTRODUCTION

Division of Purchases’
Structure & Responsibilities

GENERAL The Division of Purchases (composed of the Procurement Branch and the
Contract Oversight Branch) provides guidance, support, and uniformity in
the interpretation and administration of purchasing laws, policies,
procedures, and regulations for KYTC.

PROCUREMENT
BRANCH The Procurement Branch is responsible for procuring commodities and
nonprofessional services and:
» Assisting KYTC units in preparing bid specifications and the proper
method of procurement for each need or request
» Implementing programs and practices for purchases of supplies,
equipment, materials, and services
» Reviewing bid specifications, preparing solicitation terms and
conditions, issuing requests for bid (RFBs), and creating contracts for
all delegated items
» Assisting KYTC units in processing emergency and special authority
purchases
» Advising KYTC units of current market trends and product availability
» Notifying requesting units of contract expiration and renewal
deadlines
» Processing performance evaluations (PE) documents throughout the
contract period and at expiration (including responding to vendor
complaints)
» Modifying existing contracts as necessary
01/15 Page 1 of 2



INTRODUCTION

Division of Purchases’ Structure & Responsibilities PUR-105

CONTRACT
OVERSIGHT BRANCH

The Contract Oversight Branch is responsible for all memoranda of
agreement (MOAs), memoranda of understanding (MOUs), and personal
service contracts (PSCs).

The Contract Oversight Branch also:

>

Completes the request for proposal (RFP) process for establishment
of PSCs, excluding those for professional engineering and related
services

Note: The Professional Services Guidance Manual details contracting
policies and procedures for professional engineering and engineering-
related services.

Facilitates proposal evaluation committees

Acts as negotiator for the evaluation committee

Awards contracts based on the evaluation committee’s
recommendation

Provides oversight of MOAs and MOUs between KYTC and other
governmental entities and political subdivisions

Acts as a resource during Government Contract Review Committee
meetings when requested

Modifies contracts as necessary

SOP

01/15
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PUR-106

Chapter

Purchases —

INTRODUCTION

Responsibilities of KYTC Requesting Units

REQUESTING UNIT
RESPONSIBILITIES The requesting units shall:

» Require eMARS and procurement training for all employees that
process procurement documents (RQS, PO, DO, PRC, etc.) in eMARS

Note: Procurement training requests may be sent to the Director of
the Division of Purchases. The Finance and Administration Cabinet
offers eMARS training information at:

http://finance.ky.gov/internal/eMARS/training_resources.htm
» Maintain strict ethical standards

¢ Never accept gifts from vendors that have an annual value in
excess of $25.

¢ Refrain from communicating with vendors during the formal
procurement process (from the time the RQS is submitted until an
official award of contract is made). During this time the buyer of
record is the sole point of contact for both the vendor and the
requesting unit.

¢ Do not allow vendors to write specifications for commodities or
services. Specifications shall always be written to encourage
maximum competition. (PUR-302)

¢ When administering a request for quote, ensure all vendors
receive the same information. (PUR-201)

The General Administration and Personnel Manual (GAP-808) details
the KYTC code of ethics and conflict of interest policies. For answers
to specific ethics questions or for additional training to ensure
professional ethics standards are met, contact the Division of
Professional Development and Organizational Management.

01/15 Page 1 of 3
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INTRODUCTION

Responsibilities of KYTC Requesting Units PUR-106

REQUESTING UNIT
RESPONSIBILITIES
(cont.)

» Ensure adequate funding for all requested procurements

» Work with the Division of Purchases to administer all requested
contracts and shall also:

¢

Monitor contract usage to ensure EO1, EEO, and prevailing wage
rate compliance. Thresholds are applied to term contracts to
ensure contract usage does not exceed one or all of these limits.

Requesting agencies shall notify the Division of Purchases buyer of
record if the threshold is met.

Submit a new RQS at least 45 days prior to master agreement
contract expiration and 4 months prior to personal service
contract expiration. Failure to do so may create a lapse in contract
service.

Note: Failure to submit a new RQS in a timely manner is not a
valid reason to extend an expiring contract.

Monitor contract compliance and verify that goods and services
received meet specifications and that all delivery and completion
times are achieved.

Make all payments according to FAP 110-10-17.

Communicate all vendor performance-related issues to the
Division of Purchases buyer of record as issues arise. PUR-504
discusses vendor performance policies and procedures. Do not
wait until the end of the contract period to submit a complaint.

Communication shall include all relevant documentation (such as,
letters and emails to the vendor, dates and times of meetings and
phone conversations with the vendor, vendor responses to letters
and emails, etc.).

Note: Vendor performance will not be held against a vendor in
future procurements without adequate documentation.

» Maintain records according to FAP 111-28-00 and the General
Administration and Personnel Manual (GAP-1002)

01/15
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INTRODUCTION
Responsibilities of KYTC Requesting Units PUR-106

REQUESTING UNIT
RESPONSIBILITIES
(cont.)
» Prior to any procurement, check eMARS for master agreements
issued by the Transportation Cabinet, Division of Purchases, and the
Finance and Administration Cabinet, Office of Procurement Services

Note: See eMARS User Notes on the DOT intranet for instructions on
how to find contract items at:

https://intranet.kytc.ky.gov/org/OBFM/emars/Pages/default.aspx

Note: Requesting units shall purchase items covered by master
agreements from the contract, unless the vendor cannot supply the
items and the Division of Purchases grants approval, or unless
otherwise specified by the contract terms and conditions (for
example, minimum order). PUR-502 provides information regarding
delivery orders.

SOP
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PUR-107-1

Section

GENERAL PROCUREMENT

REQUIREMENTS & RESTRICTIONS
Hl‘ [: ﬂ Subject

EO1 Document/LOl Document

AUTHORITY

PURCHASES
REQUIRING AN
EO1 DOCUMENT

REQUESTING AN
EO1

Executive Order 2008-011 (Exhibit 9008), Executive Order
Implementation Memorandum 01/08 (Exhibit 9009)

All procurements exceeding $1,000 in a one-year period for like
commodities or services require an approved EO1 document in eMARS.
The Finance and Administration Cabinet (FAC) evaluates EO1 documents
for approval or denial. An EO1 document must receive approval before
proceeding with any purchase in excess of $1,000. The approved EO1
shall be attached to the associated requisition, purchase order, and all
payments.

The requesting unit must fully complete the following fields in eMARS for
an EO1 to receive FAC approval:

» Requesting Department

» Requestor ID

» Short Description (of goods and services to be purchased)
» Type of Request—Pick list allows the following choices:

Architectural & Engineering PSC
A & E PSC Sole Source

A & E PSC Not Practical to Bid
Personal Service Contract

PSC Sole Source

PSC Not Practical to Bid

PSC Start Date Request
Memorandum of Agreement
Grant

University Agreement

® & & & 6 O O O 0o
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GENERAL PROCUREMENT REQUIREMENTS & RESTRICTIONS
EO1 Document/LOI Document PUR-107-1

REQUESTING AN

EO1 (conT.)

Construction Services

Postal Services & Equipment
Printing

Real Property Lease

Temp Labor Task Order (not IT)
Other Services, Non Professional
Furniture

Equipment (not IT)

Other Goods

Vehicles

Vehicle Repairs and Parts

IT Hardware

IT Software

IT Services

IT Maintenance

IT Task Orders

ARRA — Federal Stimulus

L BN ZER JEE R SR R SN JEE JEE R JEE R SR JEE SR JER 4

» Procurement Method—Drop-down box allows the following:

Order from Existing Contract
Submit Requisition

Agency Authority

Special Authority
Emergency

Agency to issue RFP

Modify an existing contract

® & & 6 O o o

» Cost—Enter one of the following:

¢ Estimated cost for purchase
¢ Estimated annual cost if establishing a new master agreement

» Requested Document—Drop-down box allows the following:

One Time Purchase
Master Agreement

MOA

Personal Service Contract
Delivery Order

Payment

*® & & 6 o o
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GENERAL PROCUREMENT REQUIREMENTS & RESTRICTIONS
EO1 Document/LOI Document PUR-107-1

REQUESTING AN
EO1 (conT.)

REQUESTING AN EO1
FOR A PSC

¢ Blanket Waiver

Note: More examples of approved EO1 blanket waivers are listed
at:

https://intranet.kytc.ky.gov/org/obfm/EO1/Forms/Allltems.aspx

» Vendor—Use “TBD” if submitting a requisition for a competitive bid;
use “Multiple” if there are multiple vendors and provide explanation
in “Purpose and Justification.”

» Funding Source—Drop-down box allows the following:

General

Federal
Agency/Restricted
Multiple/Explain
Tobacco

Road

ARRA Stimulus

® & & 6 O o o

Note: EO1 documents do not encumber any funds.

» Purpose & lJustification—Requesting unit needs to provide full, but
concise information on the exact nature of the purchase or contract,
its relation to specific program requirements, and its impact on
providing delivery of services or necessary ongoing operations. The
requesting unit also needs to detail any impacts on their
requirements if the purchase is not made.

Effective February 2011, the letter of intent (LOI) process was
implemented to ensure personal service contracts (PSCs) are established
only when necessary for services that cannot be reasonably performed by
another state agency or university.

All PSCs require the approval of an EO1/LOI. For PSCs less than $10,000,
the EO1 receives final approval at the agency level. The FAC's Office of
Procurement Services reviews and approves EO1s for PSCs greater than
or equal to $10,000. They are not reviewed by the FAC’s Exceptions
Committee.

LOI shall be submitted no less than 2 weeks prior to the intended request
for proposal (RFP) issue date.

01/15
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GENERAL PROCUREMENT REQUIREMENTS & RESTRICTIONS
EO1 Document/LOI Document PUR-107-1

REQUESTING AN EO1

FOR A PSC (CONT.) For PSCs greater than or equal to $10,000, requesting units shall file an
LOI on the EO1 document. The EO1’s “Purpose and Justification” section
is used for the LOIl. To satisfy the content requirements for an LOI,
requesting units shall complete the following:

» Type of Request—Select “Personal Service Contract” or
“Architectural & Engineering PSC” to route through the appropriate
approval process

» Purpose & Justification—Include the following information:

¢ Description of needed service

¢ Brief explanation of why service cannot reasonably be provided
by a state agency or state university

¢ Estimation of planned amount of work involved

¢ Estimation of contract cost per fiscal year, including anticipated
amendments

¢ Agency contact person, if different from the requestor on the
document

Note: If additional space is needed, state “additional information
attached at the header” and attach a Word document to the
“Header.”

» For Agency Use

Use this field to request competitive exemption requests including
sole source, not practicable/feasible to bid, renewals, and time and
balance extensions. Include the following information:

Vendor Name

Contract Service Dates

Contract amounts per year including anticipated amendments
Justification:

* & o o

e Sole Source—Justification for sole source

e Not Practicable/Feasible—Explanation of why bidding is not
feasible

e Renewal—Current contract number and language from the
RFP allowing renewals

¢ Time and Balance Extension—Explanation of why the contract
must be extended beyond the original expiration date

01/15 Page 4 of 7



GENERAL PROCUREMENT REQUIREMENTS & RESTRICTIONS
EO1 Document/LOI Document PUR-107-1

REQUESTING AN EO1
FOR A PSC (CONT.) Also use this field to request an emergency or retroactive start date.
Include the following information:

Vendor name

Contract service dates

Contract amounts per year including anticipated amendments
Explanation of why the vendor was allowed to provide services
prior to the contract being filed with the LRC GCRC

* & o o

EO1 APPROVAL
PROCESS The following details the EO1 approval process:

1. The requesting unit prepares the EO1l document in eMARS and
submits it for approval.

2. The requesting unit’'s office head applies first-level approval in
eMARS.

Note: If the office head does not apply approval in eMARS, an
original hard copy with approval signature must be retained in the
requesting office.

3. The Division of Purchases reviews the EO1 for compliance ensuring:
» All necessary information is included
» Signatures are attached

Note: All agency-approved EOQ1s received by close of business on
Friday will appear on the agenda for the Exceptions Committee’s
following Thursday meeting.

4. Division of Purchases prints the EO1 and routes to Office of Budget
and Fiscal Management and the Office of the Secretary for signatures.

5. Division of Purchases applies final approval in eMARS.

6. Depending on the type of request and the dollar amount, some EO1
documents will show “Approved” after the Division of Purchases
applies final approval while others will route to FAC's Exceptions
Committee. (See Exhibit 9018.) This committee meets every
Thursday to review all EO1 documents submitted for approval the
previous week.
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GENERAL PROCUREMENT REQUIREMENTS & RESTRICTIONS
EO1 Document/LOI Document PUR-107-1

EO1 APPROVAL
PROCESS (CONT.)
7. The “Action” field (on the EO1 header page) will generally be updated
on Friday afternoon and will denote the EO1’s status in the approval
process as one of the following:

» Pending Review—The EO1 has been received by the Division of
Purchases and is pending Cabinet signatures and placement on
the Exceptions Committee’s agenda.

» Under Review—The EO1 has been placed on the agenda for the
Thursday meeting.

» Held—The Exceptions Committee requires more information or
has questions. When in this status, the Exceptions Committee
attaches a document comment with the reason for the hold. The
requestor shall create a modification to address Exceptions
Committee concerns. On the EO1 modification, the requestor
shall begin the “Purpose and Justification” field as follows:

¢ MODIFICATION

DATE

¢ REASON FOR MOD: Provide any additional information
requested or needed.

L 4

Note: Leave a blank line between the new information and the
original purpose and justification.

» Approved—The Division of Purchases or the Exceptions
Committee has approved the EO1.

Note: It is the requestor’s responsibility to check the status of all EO1
documents submitted. Exhibit 9019 shows example EO1 document

action field statuses.

8. Once the “Action” field states, “Approved,” the requesting unit may
proceed with the purchase following proper procurement rules.

MODIFYING AN EO1 Requesting units shall complete the following steps to modify an existing
EO1:

1. Openthe EO1in eMARS and click “Edit.”
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GENERAL PROCUREMENT REQUIREMENTS & RESTRICTIONS
EO1 Document/LOI Document PUR-107-1

MOoDIFYING AN EO1
(cont.)

2. At the beginning of the “Purpose and Justification” field, enter
“MODIFICATION” and the current date. Explain the reason for the
modification, including a reason for additional funds if applicable.

3. Revise applicable fields.

4. Submit the EO1 for review and approvals.

The EO1 will be reviewed and approved as explained above.

SO®
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PUR-107-2

Section

GENERAL PROCUREMENT

REQUIREMENTS & RESTRICTIONS
Hl‘ [: ﬂ Subject

Required Affidavit for Bidders, Offerors,
& Contractors

AUTHORITY KRS 45A.110

PURCHASES REQUIRING
AN AFFIDAVIT The following purchases require submittal of the Required Affidavit for
Bidders, Offerors, or Contractors (Exhibit 9015):

» Competitive bids for goods, commodities, nonprofessional services,
or professional services (signed by all bidders and notarized)

» Noncompetitively negotiated contracts (such as any sole source, not
practical or feasible to bid, or emergency contracts) (signed by
contractor, since no bid, and notarized)

» Small purchase awards, to include transactions without a written
contract (over $1,000) (if taking quotes, signed by awarded contractor
only and notarized)

» Stand-alone payments (PRCs) (signed by the authorized company
representative and notarized)

All affidavits shall be notarized in all circumstances, as the notary is
witnessing the signature of the individual who is swearing under penalty

of perjury.
PURCHASES NOT
REQUIRING AN
AFFIDAVIT The following purchases do not require an affidavit from bidders,

offerors, or contractors:

» Stand-alone payments for GAX, such as utilities, court-ordered
payments, or postage

» Procard payments
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GENERAL PROCUREMENT REQUIREMENTS & RESTRICTIONS
Required Affidavit for Bidders, Offerors, & Contractors PUR-107-2

PURCHASES NoT
REQUIRING AN
AFFIDAVIT (CONT.)

ACCEPTABLE
SUBMITTAL FORMATS

Purchases off master agreements (MAs)

Note: MAs require an affidavit when they are established; therefore,
agencies do not need to obtain affidavits for each individual purchase
off an existing MA.

Agreements between governmental agencies

Payments for dues and subscriptions

TPs for reimbursements to employees

Purchases or stand-alone payments in amounts less than or equal to
$1,000

Note: Procurement requirements shall not be parceled, split, divided,
or scheduled over a period of time in order to subvert the intent of
this procedure.

The Cabinet will accept signed affidavits from in-state vendors by fax or
email; however, affidavits from out-of-state vendors require an original
notary seal.

SOP
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PUR-107-3

Section

GENERAL PROCUREMENT

REQUIREMENTS & RESTRICTIONS
Hl‘ [: ﬂ Subject

Bonding & Insurance

STATUTORY &

REGULATORY

AUTHORITY KRS 45A.185—-KRS 45A.195, 200 KAR 5:305, FAP 111-27-00

BiD BONDS The Division of Purchases may require a bid bond when advertising for

bids as surety that a bidder will hold his or her offer firm for a specified
period of time. The bid bond must be received with the bid or prior to
the bid opening or the bid will not be considered. The following also
apply to bid bonds:

» The amount of the bond must be specified in the solicitation.

» In addition to signing the bid bond as principal, the bidder must have
the bond signed by a surety company licensed in the Commonwealth
of Kentucky. A list of such companies may be obtained from the
Kentucky Department of Insurance. If the surety on a bond has its
authority to do business in Kentucky revoked, or if for any reason it
ceases to do business in this state, the bidder must promptly obtain
another surety on the bond.

» The bond must be conditioned on full performance of all obligations
imposed on the bidder by the solicitation. This includes the
obligation to keep the bid price firm for as long as specified in the
solicitation, and the obligation to file a “performance bond” when
required by contract. The bid bond shall provide that upon failure to
perform any such obligations, the Commonwealth of Kentucky may
recover from the bidder and the surety, or either, any and all
damages suffered because of such failure.

> If a bidder is not the successful bidder, the bond will be returned
promptly after the award is made. The successful bidder’s bond shall
be returned after the contract is awarded or as soon as such bidder
has filed a performance bond, provided one is required.
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GENERAL PROCUREMENT REQUIREMENTS & RESTRICTIONS

Bonding & Insurance

PUR-107-3

PERFORMANCE
BoNDs

INSURANCE
REQUIREMENTS

The Division of Purchases may require the successful bidder to file a
performance bond in a designated amount with the Division of Purchases
or requesting unit when it appears to be in the best interest of the
Commonwealth. The bond, if required, shall be submitted prior to the
award of the contract. Failure to submit a bond when required shall
result in rejection of the bid. The following apply to performance bonds:

» The performance bond may be required up to 100 percent of the
amount of the contract, depending upon the nature of the
transaction.

» The successful bidder must have the bond signed by a surety
company licensed in the Commonwealth of Kentucky. A list of such
companies may be obtained from the Kentucky Department of
Insurance. If the surety’s license in Kentucky is revoked, the bidder
must promptly obtain another surety on the bond.

» The bond shall be conditioned on the bidder’s complete performance
of all obligations imposed by the contract. The bond shall provide
that if the bidder fails to perform any such obligations, the
Commonwealth may hold the bidder and his or her surety jointly and
severely liable for any and all damages resulting from the breach of
contract.

» If the bidder does not have stock of the commodity or equipment to
be purchased in the amount sought, nor the facilities to produce the
item in such an amount, to guarantee satisfactory service, the
Division of Purchases or requesting unit may require the bidder’s
source of supply to file a performance bond with surety, conditioned
on such source supplying the bidder as stated in the bid.

All service procurements require proof of general liability and worker’s
compensation insurance coverage as specified in the solicitation
document prior to award.

SOP
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PUR-107-4

Section

GENERAL PROCUREMENT

REQUIREMENTS & RESTRICTIONS
Hl‘ [: ﬂ Subject

STATUTORY
AUTHORITY

DOCUMENTS
REQUIRING VENDOR
EEO CERTIFICATION

KRS 45.550-640, Kentucky Equal Employment Opportunity Act of 1978

All contracts using general funds and exceeding $500,000, over the life of
the contract, require the vendor to be EEO certified through the Finance
and Administration Cabinet, Office of Equal Employment Opportunity and
Contract Compliance (EEOCC).

SO®
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PUR-107-5

Section

GENERAL PROCUREMENT

REQUIREMENTS & RESTRICTIONS
Hl‘ [: ﬂ Subject

Prevailing Wage Rates

STATUTORY &
REGULATORY
AUTHORITY

PoLicy

KRS 337.010, KRS 337.505-550

Prevailing wage rates are rates based on current industry wages within
specific geographic localities. State and federal labor laws require
vendors to pay at least these rates to their employees if the contracts fall
into certain categories. The Division of Purchases buyer shall evaluate all
procurements for services to determine if prevailing wage rates shall
apply according to KRS 337.010 and KRS 337.505-550.

As defined in KRS 337.010, construction includes construction,
reconstruction, improvement, enlargement, alteration, or repair of any
public works project by contract fairly estimated to cost more than
$250,000.

State-funded, Transportation-related, construction projects, as defined
by KRS 337.010, with a total estimated usage, over the life of the
contract, in excess of $250,000 require payment of Kentucky
Transportation prevailing wage rates.

Federally funded projects require payment of the higher of federal
prevailing wage rates or Kentucky Transportation prevailing wage rates.

Examples of nonprofessional service contracts that require prevailing
wage rates include but are not limited to:

Lighting Maintenance

Signal Maintenance

Electrical Maintenance

In Place Paving

Equipment Rental with Operator
Guardrail Maintenance

YVVVVYYY
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GENERAL PROCUREMENT REQUIREMENTS & RESTRICTIONS
Prevailing Wage Rates PUR-107-5

PoLicy (CONT.) Examples of nonprofessional service contracts that do not require
prevailing wage rates include but are not limited to:

» Right of Way Mowing

» Tree and Brush Removal

» Roadway Sweeping

» Landscaping (unless using a landscape architect)
EMERGENCY
PURCHASES Prevailing wage rates may apply to emergency purchases.

Any requesting unit needing to process an emergency purchase shall
contact the Division of Purchases immediately or on the next business
day if the emergency occurs on a weekend or holiday, to receive a
determination as to whether prevailing wage rates apply. If applicable,
rates will be provided to the vendor. PUR-308 provides more information
on emergency purchases.

SO®
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PUR-107-6

Section

GENERAL PROCUREMENT

REQUIREMENTS & RESTRICTIONS
Hl‘ [: ﬂ Subject

Recycled Content

STATUTORY &
REGULATORY
AUTHORITY

PoLicy

200 KAR 5:330
» Section 1-Definitions
» Section 2-Goods, supplies, equipment, materials, or printing

» Section 3—Construction, repair, renovation, and demolition of public
facilities

» Section 4-Projects financed with Commonwealth bond proceeds

Any entity entering into a contract for one of the above referenced
commodities or services shall consult 200 KAR 5:330.

For goods, supplies, equipment, materials, or printing, requesting units
shall determine if there is a minimum recycled content required for the
item being purchased. If the list in Section 2 includes the commodity
being purchased, the requesting units shall attempt to obtain a product
meeting the recycled content requirement. (Exhibit 9001)

If some suppliers are able to provide the required recycled content and
others are not, the requesting unit shall only evaluate the complying
vendors’ quotes or bids. If none of the vendors can comply, the
requesting unit shall document the attempt and continue with evaluation
of all vendors’ quotes or bids.

SOP
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PUR-107-7

Section

GENERAL PROCUREMENT

REQUIREMENTS & RESTRICTIONS
Hl‘ [: ﬂ Subject

Standards

GENERAL Requesting units shall include any standard requirements in their
specifications for any and all purchases.

Examples of common standards include, but are not limited to:

>

vV V V V V V V

AASHTO—American Association of State Highway and Transportation
Officials

ANSI—American National Standards Institute
ASTM—American Society for Testing and Materials
FHWA—Federal Highway Administration

Kentucky Standard Specifications

Kentucky Standard Drawings

Kentucky Approved Materials List

Manual on Uniform Traffic Control Devices (MUTCD)

SOP
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PUR-107-8

Section

GENERAL PROCUREMENT

REQUIREMENTS & RESTRICTIONS

Preference Laws

STATUTORY &
REGULATORY
AUTHORITY

OVERVIEW

RECIPROCAL
PREFERENCE

QUALIFIED BIDDER
PREFERENCE

KRS 45A.465(3), KRS 45A.470(1), KRS 45A.490-494, 200 KAR 5:400, 200
KAR 5:410

Effective February 4, 2011, all requests for bid (RFBs) and requests for
proposal (RFPs) using best-value scoring criteria are subject to the
reciprocal preference of Kentucky resident bidders and preferences for
Kentucky Correctional Industries; Kentucky Industries of the Blind,
Incorporated; and any other “qualified” bidder.

Any individual, partnership, association, corporation, or other business
entity claiming resident bidder status shall submit along with its response
the Required Affidavit for Bidders, Offerors, and Contractors Claiming
Resident Bidder Status (Exhibit 9020). The bidding agency reserves the
right to request documentation supporting a bidder’s claim of resident
bidder status. Failure to provide such documentation upon request shall
result in disqualification of the bidder or contract termination.

A nonresident bidder shall submit, along with its response, its certificate
of authority to transact business in Kentucky as filed with the Kentucky
Secretary of State. The location of the principal office identified therein
shall be deemed the state of residency for that bidder. If the bidder is
not required by law to obtain said certificate, the state of residency for
that bidder shall be deemed to be that which is identified in its mailing
address as provided in its bid.

Pursuant to 200 KAR 5:410, and KRS 45A.470, Kentucky Correctional
Industries will receive a preference equal to 20 percent of the maximum
points awarded to a bidder in a solicitation.
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GENERAL PROCUREMENT REQUIREMENTS & RESTRICTIONS

Preference Laws

PUR-107-8

QUALIFIED BIDDER
PREFERENCE (CONT.)

In addition, the following “qualified bidders” will receive a preference
equal to 15 percent of the maximum points awarded to a bidder in a
solicitation:

» Kentucky Industries for the Blind, Incorporated
» Any nonprofit corporation that furthers the purposes of KRS 163

» Any qualified nonprofit agencies for individuals with severe
disabilities as defined in KRS 45A.465(3)

Other than Kentucky Industries for the Blind, Incorporated, a bidder
claiming “qualified bidder” status shall submit along with its response to
the solicitation the Required Affidavit for Bidders, Offerors, and
Contractors Claiming Qualified Bidder Status (Exhibit 9021) which affirms
that it meets the requirements to be considered a qualified bidder. If
requested, failure to provide documentation to a public agency proving
qualified bidder status may result in disqualification of the bidder or
contract termination.

SO®
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Purchases —

PUR-107-9

Section

GENERAL PROCUREMENT
REQUIREMENTS & RESTRICTIONS

Secretary of State Registration

STATUTORY AUTHORITY KRS 45A.480; KRS 14A

OVERVIEW

PROCEDURE

Effective July 29, 2011, the Division of Purchases shall verify that any
vendor considered for an award (contract) is registered and in good and
active standing with the Secretary of State’s office. Any vendor
registered as a foreign entity shall submit a Certificate of Authorization
(Exhibit 9029) before an award can be made. “Foreign entity” is defined
as a business organized in a state outside of Kentucky.

Some types of vendors are exempt from registration by the Secretary of
States’ office including sole proprietorships and partnerships.

All requests for bid (RFBs) and requests for proposal (RFPs) shall include
the following language:

“Pursuant to KRS 45A.480(1)(b), an agency, department, office, or
political subdivision of the Commonwealth of Kentucky shall not
award a state contract to a person that is a foreign entity required
by KRS 14A.9-010 to obtain a certificate of authority to transact
business in the Commonwealth (“certificate”) from the Secretary
of State under KRS 14A.9-030 unless the person produces the
certificate within fourteen (14) days of the bid or proposal
opening. Therefore, foreign entities should submit a copy of their
certificate with their solicitation response. If the foreign entity is
not required to obtain a certificate as provided in KRS 14A.9-010,
the foreign entity should identify the applicable exception in its
solicitation response. Foreign entity is defined within KRS 14A.1-
070.

For all foreign entities required to obtain a certificate of
authority to transact business in the Commonwealth, if a copy of
the certificate is not received by the contracting agency within
the time frame identified above, the foreign entity’s solicitation
response shall be deemed non-responsive or the awarded
contract shall be cancelled.”
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GENERAL PROCUREMENT REQUIREMENTS & RESTRICTIONS

Secretary of State Registration PUR-107-9
ONLINE
REGISTRATION Businesses may register with the Secretary of State online at:

https://secure.kentucky.gov/sos/ftbr/welcome.aspx

SO®
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PUR-201

Chapter
SMALL & NONCOMPETITIVE

PROCUREMENTS
Hl‘ [: ﬂ Subject

Small Purchase Procedures

STATUTORY &
REGULATORY
AUTHORITY

GUIDELINES

KRS 45A.100 (2), FAP 111-43-00, FAP 111-55-00, FAP 111-58-00

Requesting units may use the small purchase procedure when the total
procurement requirement for a good or nonprofessional service is
estimated not to exceed $5,000. Requesting units shall not use this
procedure when restricted by other provisions of this manual, for
example goods and services covered by Finance and Administration
Cabinet (FAC) master agreements and KYTC master agreements. All
professional services, regardless of dollar amount, are required to go
through the competitive process unless an approved exemption has been
received from FAC’s Office of Procurement Services (PUR-202).

Note: All procurements exceeding $1,000 require an approved EO1
document (PUR-107-1).

Note: All procurements involving furniture or equipment require an EO1
regardless of dollar amount. (FAC defines equipment as any commodity
that is nonconsumable.) Requesting units shall send all furniture
requests to the Office of Support Services to procure the requested
items. Office of Support Services is responsible for inventory of all
furniture valued at $500 or greater. Requesting units shall coordinate all
equipment purchases with the Division of Equipment. All equipment
$500 or greater shall be inventoried by the Division of Equipment.

Procurement requirements shall not be parceled, split, divided, or
scheduled over a period of time in order to subvert the intent of this
procedure. Requesting units shall purchase goods and services based on
sound business planning with the goals of economy and efficiency in
mind and shall consider storage capacity and product shelf life when
purchasing commodities. If a requesting unit’s projected needs for like
items will cost more than what it can purchase under its small purchase
limit, the requesting unit shall submit a purchase requisition (RQS) to the
Division of Purchases.
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SMALL & NONCOMPETITIVE PROCUREMENTS
Small Purchase Procedures PUR-201

GUIDELINES (CONT.)

ETHNIC MINORITY
VENDOR

The Division of Purchases or Division of Accounts may conduct post
audits at any time and without notice. Each buying entity is accountable
and responsible for all their purchasing transactions (PUR-106).

Small Purchase Requirements
Expected Total Cost < $3,000 $3,000-$5,000
Required Quotes 1 3
Document Required PRC PO

Note: For purchases greater than $5,000, requesting units shall submit a
RQS (PUR-301).

In some cases, the Division of Purchases will authorize requesting units to
use their 3-quote small purchase authority for procurements between
$5,000 and $20,000. Requesting units with special circumstances and an
interest in using this method shall contact the Division of Purchases’
Director or Assistant Director to obtain permission before soliciting
guotes. Requesting units that have received permission to use this
method shall send at least one quote to an ethnic minority vendor.

Effective February 1, 2013, requesting units utilizing their small purchase
authority in excess of their one-quote limit will solicit at least one quote
from an ethnic minority vendor. The term “ethnic minority" means
African American, Hispanic American, Asian Pacific American,
Subcontinent Asian American, or Native American.

The Small Business Connection website,
https://secure.kentucky.gov/sbc/database.aspx, and the eMARY
VENDCMBT table provide minority vendor information.

Requesting units shall document the following information on the Excel
spreadsheet, “RFQ Determination & Finding” (D&F) (Exhibit 9026):

Quote issue date and quote due date

Names, addresses, and contact information for solicited vendors
Indication of which vendors are ethnic minority vendors

All prices quoted

A comment if no minority vendors were available

Justification for award

VVVVYVYY

For these types of procurements, requesting units shall process a
purchase order (PO) document in eMARS by:
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SMALL & NONCOMPETITIVE PROCUREMENTS
Small Purchase Procedures PUR-201

ETHNIC MINORITY
VENDOR (CONT.)
1. Attaching the following to the header:

Approved EO1

Copies of all quotes received

RFQ Determination & Finding spreadsheet (Exhibit 9026)

Required Affidavit for Bidders, Offerors, or Contractors (Exhibit
9015)

YV VY

2. Selecting one of the following for cited authority:

» KRS 45A.100-RFQ(M)-G (goods)
» KRS 45A.100-RFQ(M)-S (services)

PUR-403-1 details PO document components.

PROCUREMENT

CARD KYTC employees may use a procurement card for both the purchase and
payment of goods and services. The use of a procurement card is
another authorized payment option to the one-price quotation
procedure for small purchases.

KYTC Division of Accounts is responsible for administration of the
procurement card program for KYTC.

The Accounts Guidance Manual (ACC-604) and the KYTC Procurement
Card User Guide detail the policies and procedures for the procurement
card program.

STAND-ALONE

PAYMENT (PRC)

DOCUMENTS Authority to purchase goods or nonprofessional services on a single
quote with an estimated total cost under $3,000 is delegated to
requesting unit office heads when goods or services are not available on
a master agreement.

Requesting units may process these purchases with a procurement card
or stand-alone payment request (PRC) referencing the appropriate cited
authority.

Requesting units shall not use this purchasing method to procure any
service defined as a professional service (PUR-203) or printing-related
items (PUR-307-2).
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SMALL & NONCOMPETITIVE PROCUREMENTS
Small Purchase Procedures PUR-201

STAND-ALONE
PAYMENT (PRC)
DOCUMENTS (CONT.)

OPEN ACCOUNTS/
STANDING PO

Some frequently used cited authorities include:

» Subscriptions fees (paper or electronic format)—FAP 111-08-00-06

» Copyrighted material (reference books)—FAP 111-08-00-07

» Advertising fees—FAP 111-09-00-03

» Registration fees—FAP 111-10-00-01

» Dues and organization fees—FAP 111-10-00-06

The Division of Purchases will assist requesting units with their questions

regarding proper use of small purchase stand-alone payments.

Requesting units may create a standing PO with a vendor that is expected
to be used repeatedly for the same type of small purchase. This can
eliminate the need for multiple stand-alone PRCs, multiple EO1
documents, and multiple affidavits signed by the same vendor.

This method may be used for vendors that may not accept Procard as
payment and prefer to track the account balance.

The following apply to standing POs:

» The standing PO shall not exceed $3,000 in a fiscal year.

» Procurement requirements shall not be parceled, split, divided, or
scheduled over a period of time in order to subvert the intent of this
procedure.

» EO1s are required if the total purchase will exceed $1,000 in one year.

» The Required Affidavit for Bidders, Offerors, and Contractors (Exhibit
9015) is required and shall be attached to the PO document.

» PO documents used as standing POs shall use the terms template
Standing/Open Purchase Order (SOPO) in eMARS.

Vendors shall submit an invoice against the standing PO monthly.
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SMALL & NONCOMPETITIVE PROCUREMENTS

Small Purchase Procedures PUR-201
PURCHASE
ORDERS (PO) Requesting units shall create a purchase order (PO) document in eMARS

for any purchase between $3,000 and $5,000. PUR-403-1 details PO
document components. To process a PO, the requesting unit:

>

>

Inserts the pertinent information on the TC 73-102 form, “Agency
Request for Quotation” (Exhibit 9002), that includes:

Description of items
Quantity

Unit of measure
Delivery requirement

* & o o

Note: The same information must be provided to all vendors.

Attempts to obtain three or more written price quotes from potential
sources of supply for the referenced commodity or service

Note: If there are fewer than three quotes, requesting units shall add
a document comment justifying the reason for having fewer than

three quotes.

Scans all quotes as a pdf file and attaches at the header of the PO as a
“Standard File Attachment”

Attaches an “Approved” EO1 (PUR-107-1) to the header of the PO

Attaches signed and notarized Affidavit for Bidders, Offerors, and
Contractors (Exhibit 9015)

Seeks office or department head approval for the PO

After initial approval in the originating office or department, the PO
routes to the Division of Purchases for review and final approval.

SOP
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PUR-202

Chapter

SMALL & NONCOMPETITIVE
PROCUREMENTS

Subject

Competitive Bidding Exceptions

PoLicy

AUTHORIZED
EXCEPTIONS

SHORT-TERM
EQUIPMENT RENTAL

All special authority purchases shall require prior approval by the Division
of Purchases and the Finance and Administration Cabinet’s (FAC’s) Office
of Procurement Services before proceeding with the purchase.

All procurements over an agency’s small purchase authority shall be
competitively bid, unless covered in the referenced FAC’s policies and
procedures listed below:

» Exceptions Specified by Law or Regulation, FAP 111-08-00
> Not Practicable or Feasible, FAP 111-09-00

Note: Exemptions 1—11 under FAP 111-09-00 do not require prior
approval. FAP 111-09-00-12 (other goods and services) requires prior
approval if the total purchase is over $5,000.

> Sole Source, FAP 111-10-00

Note: FAP 111-10-00 requires prior approval for any purchase over
$5,000.

Short-term equipment rental (without an operator and for no more than
6 months) falls under FAP 111-09-00(6). There is no threshold to the
requirement; however, if the total amount is over $3,000, a purchase
order (PO) document should be processed in eMARS before equipment is
picked up. Otherwise the requesting office can proceed with a stand-
alone payment request (PRC). The Division of Purchases encourages the
end user to obtain quotes on equipment before renting to ensure good
stewardship of taxpayer money.

The requesting unit shall also complete a TC 74-552 form, Equipment
Rental Agreement Information (Exhibit 9025), for every piece of rented
equipment before the equipment is obtained from the vendor.

01/15

Page 1of 3


http://finance.ky.gov/services/policies/Pages/default.aspx
http://finance.ky.gov/services/policies/Pages/default.aspx
http://finance.ky.gov/services/policies/Pages/default.aspx
http://finance.ky.gov/services/policies/Pages/default.aspx
http://finance.ky.gov/services/policies/Pages/default.aspx
http://finance.ky.gov/services/policies/Pages/default.aspx
http://finance.ky.gov/services/policies/Pages/default.aspx

SMALL & NONCOMPETITIVE PROCUREMENTS

Competitive Bidding Exceptions PUR-202
SHORT-TERM

EQUIPMENT RENTAL

(conT.) The Division of Equipment will coordinate with the FAC’s Division of State

Risk and Insurance Services to obtain all liability and physical damage
coverage needed for rental equipment obtained by requesting units.
When equipment is returned, the requesting unit shall notify the Division
of Equipment in order for the insurance to be discontinued.

PROCEDURE The following details the procedure to process procurement requests
with competitive bidding exceptions:

1. The requesting unit’s office head submits a set of memoranda
requesting approval to the Division of Purchases. Both memoranda
can contain the same information, but shall give a brief description of
the item/services requested, cost, vendor, dates of service (if
applicable), and specific justification as to why the procurement
should be exempt from the competitive bidding process.

Each approval request shall include:

a. Cover memorandum (Exhibit 9007, pg. 2)—Routed from the
requesting unit’s office head through the Division of Purchases’
Director to the Transportation Cabinet Secretary

b. Official memorandum (Exhibit 9007, pg. 1)—Routed from the
Transportation Cabinet Secretary to the FAC's Executive Director
of the Office of Procurement Services

c. If applicable, sole source documentation provided by the vendor

2. The Division of Purchases’ Director will evaluate the request for
proper justification.

If information is missing or adequate justification is not given, the
director will reject the request back to the requesting unit for
correction.

If adequate justification is given, the director will then evaluate the
request to ensure it meets the requirements of the appropriate FAP.

If the request appears to meet the requirements of the applicable
FAP, the director will sign the cover memorandum and forward the
packet to the Transportation Cabinet Secretary’s Office for further
approval.
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SMALL & NONCOMPETITIVE PROCUREMENTS
Competitive Bidding Exceptions PUR-202

PROCEDURE (CONT.)
3. The Transportation Cabinet Secretary’s Office will evaluate the
request for approval. Once approved, the Secretary’s Office returns
the request packet to the Division of Purchases.

4. The Division of Purchases emails the memoranda to the FAC’s Office
of Procurement Services for their review. The FAC’'s Office of
Procurement Services will return approved memoranda to the
Division of Purchases, who will forward them to the requesting office
to be attached to a purchase order (PUR-201).

5. The requesting unit will submit the purchase order in eMARS. After
review and approval of the Division of Purchases, the document will
route to the FAC for approval in eMARS. After FAC approval, then
and only then is the procurement authorized. The PO document
status should read “FINAL.”

Procurements requiring exemption from the competitive bidding
process shall not be made prior to a complete and final contract
document processed in eMARS, unless otherwise provided for in KRS
45A.095.

Note: The request can be rejected at any point in this process if it does
not meet the requirements and or goals of the Commonwealth. If
rejected, the Division of Purchases will suggest an alternative method of
procurement.

SOP
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PUR-203

Chapter
SMALL & NONCOMPETITIVE

PROCUREMENTS
Hl‘ [: ﬂ Subject

Memoranda of Agreement (MOA)

STATUTORY &
REGULATORY
AUTHORITY

PoLicy

TYPES OF
KYTC MOA

KRS 45A.300, KRS 45A.660, KRS 45A.690, KRS 45A.695, KRS 158.782, KRS
174.058, KRS 176.400, KRS 176.410, KRS 177.035, KRS 177.106, KRS
177.280, KRS 179.265, KRS 180.300, KRS 277.065, FAP 111-44-00

Memoranda of agreement (MOA) are any agreements or contracts
relating to services between a state agency and any other governmental
body or political subdivision of the Commonwealth that involve an
exchange of resources or responsibilities to carry out a governmental
function.

Requesting units shall procure MOA in compliance with Finance and
Administration Cabinet (FAC) policies. MOA procured under specific
statutory authority procedures other than KRS 45A (see list below) are an
exception to this policy. MOA shall be created in eMARS per FAP 111-
44-00 and, if required, are filed with the Legislative Research
Commission’s (LRC) Government Contract Review Committee (GCRC).
No work shall begin prior to final approval of the PO2 or PON2
document in eMARS.

KYTC utilizes the following types of MOA:

» PON2—Agreements that require GCRC approval. This includes
all MOA that are not specifically listed as exempt per KRS 45A.690 1
(d) or one of the KRS that provides an exemption for certain
KYTC agreements. See the definitions for “PON2” in PUR-02.

» PO2—The following agreements are exempt from approval by the
GCRC per KRS 45A.690 1 (d) and therefore processed on a PO2
document:

¢ Agreements between KYTC and any political subdivision of the
Commonwealth for road and road-related projects
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SMALL & NONCOMPETITIVE PROCUREMENTS
Memoranda of Agreement (MOA) PUR-203

TyPes oF KYTC
MOA (CONT.)
¢ Agreements between the Auditor of Public Accounts and any
other governmental agency or political subdivision of the
Commonwealth for auditing services

¢ Agreements between state agencies as required by federal or
state law

¢ Agreements between state agencies and state universities or
colleges if the subject of the agreement does not result in the use
of an employee or employees of a state university or college by a
state agency to fill a position or perform a duty that an employee
or employees of state government could perform if hired

¢ Agreements between state universities or colleges and employers
of students in the Commonwealth work-study program sponsored
by the Kentucky Higher Education Assistance Authority

¢ Agreements involving child support collections and enforcement

¢ Agreements with public utilities, providers of direct Medicaid
health care to individuals except for any health maintenance
organization or other entity primarily responsible for
administration of any program or system of Medicaid-managed
health care services established by law or by agreement with the
Cabinet for Health and Family Services, and transit authorities

¢ Nonfinancial agreements

¢ Any obligation or payment for reimbursement of the cost of
corrective action made pursuant to KRS 224.60-140

¢ Exchanges of confidential personal information between agencies

¢ Agreements between state agencies and rural-concentrated
employment programs

¢ Any other agreement that the committee deems inappropriate for

consideration

Agreements based on the following statutes are exempt from GCRC
review and approval and therefore processed on a PO2 document:

4 KRS 174.058 — Shortline railroad assistance fund

¢ KRS 176.400 — Covered wooden bridges

¢ KRS 176.410 — County or multicounty covered wooden bridge
authority
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SMALL & NONCOMPETITIVE PROCUREMENTS
Memoranda of Agreement (MOA) PUR-203

TyPes oF KYTC
MOA (CONT.)
¢ KRS 177.035 — Cost of relocation of publicly and privately owned
utility equipment and appliances to be borne by department

¢ KRS 177.106 — Highway encroachment permit

¢ KRS 177.280 — Agreements of local governmental units respecting
facilities

¢ KRS 179.265 — Cost of relocating utility facilities paid by public

¢ KRS 180.300 — Contract with other governmental agencies for
acquisition and maintenance of bridges and tunnels

¢ KRS 277.065 — Allocation of costs of eliminating grade crossings
between railroad and governmental unit

PON2
PROCEDURES The following details PON2 procedures:

1. A requesting unit submits to the Division of Purchases a RQS in
eMARS that includes:

¢ Funding information

¢ Scope of Work (SOW) (PUR-303)
¢ Approved EO1 (PUR-107-1)

¢ Proof of Necessity (Exhibit 9027)

Note: Requesting units shall not gather signatures from secondary
parties (vendors).

2. A Division of Purchases’ buyer prepares the PON2 document in
eMARS and routes the original hard copy for signatures by all parties.

¢ Office of Legal Services (1-3 working days)
¢ Vendor/Other Party (1-2 weeks)
¢ Cabinet Secretary (1-2 weeks)

3. PON2 document is submitted and routed for approvals in the eMARS
system.

4. Upon final approval the contract is automatically filed with GCRC.

5. GCRC meets once a month to review contracts submitted during the
previous month. GCRC has the authority to approve or deny the
contract. If the contract is denied by GCRC, no payments can be
processed unless FAC overrides the denial.
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SMALL & NONCOMPETITIVE PROCUREMENTS
Memoranda of Agreement (MOA) PUR-203

PON2
PROCEDURES
(cont.)
6. The buyer emails the finalized contract to the requesting unit and
mails a copy to the vendor.

The Division of Purchases maintains the original contract files (following
records retention policies and procedures). The General Administration
and Personnel Manual (GAP-1002) details Cabinet record retention
policies and procedures.

PO2
PROCEDURES The following details PO2 procedures:

1. A requesting unit submits to the Division of Purchases a RQS in
eMARS that includes:

¢ Funding information
¢ Scope of Work (SOW) (PUR-303)
¢ Approved EO1 (PUR-107-1)

Note: Requesting units shall not gather signatures from secondary
parties (vendors).

2. A Division of Purchases buyer prepares the PO2 document in eMARS
and routes the original hard copy for signatures by all parties.

¢ Office of Legal Services (1-3 working days)
¢ Vendor/Other Party (1-2 weeks)
¢ Cabinet Secretary (1-2 weeks)

3. PO2 document is submitted and routed for approvals in the eMARS
system.

4. The buyer emails the finalized contract to the requesting unit and
mails a copy to the vendor.

The Division of Purchases maintains the original contract files (following
records retention policies and procedures). The General Administration
and Personnel Manual (GAP-1002) details Cabinet record retention
policies and procedures.
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SMALL & NONCOMPETITIVE PROCUREMENTS
Memoranda of Agreement (MOA) PUR-203

MuLTI-VENDOR
MOA

MOA with multiple state agencies or any other governmental bodies or
political subdivisions of the Commonwealth shall follow the following
procedure:

Requesting unit works with the Office of Legal Services to develop all
contractual language.

Requesting unit obtains signatures from the Office of Legal Services
and the Cabinet Secretary on each contract packet (one for each

secondary party).

Requesting unit shall collect signatures from all secondary parties
(vendors).

Requesting unit creates a RQS document in eMARS with one
commodity line for each secondary party.

Note: The eMARS vendor number for each secondary party shall be
listed in the commodity line item extended description.

Requesting unit shall attach the following to the header of the RQS
document:

4 Scanned copy of each contract packet
¢ Approved EO1

Requesting unit submits the RQS and applies first-level approval in
eMARS.

Division of Purchases’ buyer creates the PON2 document and then
submits it to obtain all eMARS approvals.

Upon final approval, the buyer emails the finalized contract to the
requesting unit.

Requesting unit maintains the contract folder with all original
signatures per FAP 111-28-00.

NS
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PUR-204

Chapter
SMALL & NONCOMPETITIVE

PROCUREMENTS
Hl‘ [: ﬂ Subject

Purchasing from the Department of
Corrections & the Office for the Blind

STATUTORY &
REGULATORY
AUTHORITY

PoLicy

PROCEDURES

KRS 45A.470, KRS 197.210, KRS 197.220

Requesting units shall give first preference to the Department of
Corrections when purchasing commodities or services. Second
preference shall be given to any products produced by Kentucky
Industries for the Blind, Inc. or any other nonprofit corporation with
which the Office for the Blind contracts under KRS 163.480(2).

Iltems may be purchased directly from such entities without competitive
bids. There are no dollar limitations on these purchases.

When purchasing from the governmental agencies and organizations
defined above, requesting units shall adhere to the following:

1. When procuring furniture or equipment, the requesting unit submits
an EO1 for approval regardless of the dollar amount (PUR-107-1).

Note: Requesting units shall send all furniture requests to the Office
of Support Services to procure the requested items. Office of Support
Services is responsible for inventory of all furniture valued at $500 or
greater. Requesting units shall coordinate all equipment purchases
with the Division of Equipment. All equipment $500 or greater shall
be inventoried by the Division of Equipment.

2. Once the EO1 has been approved, the requesting unit prepares a
delivery order (PUR-502) against the current master agreement or

memorandum of agreement and submits to the vendor.

3. The vendor will ship goods as requested.
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SMALL & NONCOMPETITIVE PROCUREMENTS
Purchasing from the Department of Corrections & the Office for the Blind PUR-204

PROCEDURES (CONT.)

4. Upon receipt of a correct invoice, the requesting unit verifies receipt
of material and submits a PRC or PRCI document in eMARS for
payment. The Accounts Guidance Manual details invoice processing
procedures.

SOP
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PUR-205

Chapter
SMALL & NONCOMPETITIVE

PROCUREMENTS

Purchase of Used Equipment & Products

STATUTORY &

REGULATORY

AUTHORITY KRS 45A.095, KRS 45A.380, 200 KAR 5:309

PoLicy Pre-owned, reconditioned, and demonstrator-type equipment and
products may meet the needs of an agency, when available at current fair
market prices. Value analysis may determine that “factory-seconds”
products are feasible.
Requesting units desiring to obtain such products or equipment shall
comply with FAP 111-53-00 in accordance with FAP 111-09-00 (12).
Requesting units shall coordinate all equipment purchases with the
Division of Equipment. The Division of Equipment shall inventory all
equipment costing $500 or greater.

PROCEDURE The following details the procurement procedure to obtain used

equipment and products:
1. The requesting unit obtains EO1 approval (PUR-107-1).

2. The requesting unit submits a purchase order (PO) document in
eMARS.

3. The Division of Purchases and the Finance and Administration
Cabinet, Office of Procurement Services reviews the PO for the
following information:

» Justification

» Proven value to the requestor

> Bona fide statement of the condition of the materials
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SMALL & NONCOMPETITIVE PROCUREMENTS
Purchase of Used Equipment & Products PUR-205

PROCEDURE (CONT.)
» Data with descriptions, model numbers, serial numbers, brand
names, accessories, and independent appraisals of all equipment
and other materials attesting to current market values

» Feasibility of purchase as compared to purchase of new or first-
guality products

4. If these requests are determined to be in the best interest of the
requesting unit with reasonable purchase costs, the Finance and
Administration Cabinet, Office of Procurement Services’ Director
approves the PO.

SO®
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Purchases —

PUR-301

Chapter

COMPETITIVE PROCUREMENTS

Purchase Requisition (RQS)

STATUTORY &
REGULATORY
AUTHORITY

LEAD-TIME

REQUIRED
INFORMATION

FAP 111-38-00

To obtain maximum competition and the subsequent lowest unit prices,
agencies shall submit requisitions in a timely manner to allow the Division
of Purchases sufficient time to process the requirement and award a
contract. Lead time is normally 45 days for a delegated sealed bid (RFB);
60 days for a delegated sealed bid (RFB) if federal funds are being used;
and 120 days for a request for proposal (RFP).

Procurements for nondelegated commodities and services require
additional lead time to allow for processing by the Finance and
Administration Cabinet (FAC).

The Division of Purchases does not assume responsibility for the time
taken within a district, division, or office for preparing, processing,
submitting, and applying the first-level approval of the requisition
document (RQS) in eMARS.

After EO1 approval, the RQS is the first official step in the procurement
process for the purchase of commodities or services, above a requesting
unit’s small purchase authority.

The RQS must provide complete information on the transaction and
receive approval by the requesting unit’s head, or their authorized
representative, in eMARS.

Note: The approved EO1 must be attached to the header when
submitting the RQS for approval, unless otherwise directed by the
Division of Purchases.
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COMPETITIVE PROCUREMENTS
Purchase Requisition (RQS)

PUR-301

REQUIRED

INFORMATION (CONT.)  Each RQS must include:

>

>
>
>

Description

Requestor information

Type of procurement requested (one time, term)

Delivery requirements—Vendors are generally given the opportunity
to submit guaranteed delivery days as part of the best value
evaluation criteria. If the requesting unit requires a specific delivery
period, they should attach a document comment to the requisition
stating the requirement.

Commodity line (CL) information to include:

¢

¢

¢

CL Description

Commodity Code—When purchasing a service, the commodity
code shall begin with a “9”. The following FAC website provides
an Excel spreadsheet (via the link, “Commodity Class Codes and
Descriptions”) that includes all possible commodity codes:

http://finance.ky.gov/services/eprocurement/Pages/doingbus
iness.aspx

Estimated or Actual Quantity (Commodities)—If submitting a RQS
for the establishment of a master agreement, enter an estimated
annual amount for the quantity.

Estimated Contract Amount & Service Dates (Services)

Unit of Measure—Be specific and consider how the product is
generally sold. If the industry usually sells an item by the square
foot, do not ask for a lane-mile price.

Extended Description—Enter short specifications or specifications
that only pertain to a particular line.

Ship To/Bill To Addresses

Specification/scope of work (SOW)—See PUR-302, “Specifications,”
or PUR-303, “Scope of Work,” for details.

Accounting information
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COMPETITIVE PROCUREMENTS
Purchase Requisition (RQS) PUR-301

REQUIRED
INFORMATION (CONT.)

» Suggested vendors—Agencies are encouraged to recommend
suggested vendors, including the firm’s name, address, phone
number, and email as part of the request. This information can be
supplied using the “Free Form Vendor” tab on the requisition
document (RQS) or on an attached Word document. Since
solicitations are sent via email, requesting units are strongly
encouraged to provide email addresses for all suggested vendors.

Requesting units are encouraged to direct vendors to the
Commonwealth’s electronic procurement website to register any
commodities and services that they wish to provide. Exhibit 9017
details website instructions for vendors.

» Approved EO1 (See PUR-107-1 for details.)

» Proof of Necessity (Exhibit 9027) for all personal service contracts and
memoranda of agreement

» Any other pertinent information regarding the procurement

Complete and accurate RQSs allow the Division of Purchases to identify
the best procurement method to meet requesting units’ needs.

The Division of Purchases will return any RQS that discourages maximum
competition or is inaccurate, unclear, or unnecessarily restrictive to the
requesting unit for correction.

PROCESSING THE
RQS DOCUMENT The RQS document is processed as follows:

1. The requesting unit prepares the RQS document in eMARS and
submits it for approval.

2. The requesting unit’s office or department head, or their designee,
applies first-level approval in eMARS.

The first-line approver shall ensure the availability of funds and the
accuracy of the funding codes for all lines submitted. The Division of
Purchases is not responsible for funding information.

3. The Division of Purchases carefully reviews the RQS for compliance
with the following:
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COMPETITIVE PROCUREMENTS
Purchase Requisition (RQS) PUR-301

PROCESSING THE RQS
DOCUMENT (CONT.)
» s anapproved and current EO1 attached to the header?

» Is purchase in compliance with purchasing procedures?
» Are the required fields accurately completed?

4. If all required information is provided accurately, the Division of
Purchases will apply final approval to the RQS. If information is
missing or incorrect, the Division of Purchases will reject the RQS. If
rejected, the Division of Purchases will add an explanation as a
document comment to the RQS.

Note: Failure by requesting units to regularly monitor their worklist
for rejected documents may slow the procurement process
considerably.

5. The Division of Purchases will review each RQS to determine if the
commodity or service is delegated to the Transportation Cabinet,
Division of Purchases. Exhibit 9011 lists KYTC's delegated
commodities. PUR-104 provides more information concerning
purchases delegation.

If the commodity or service is delegated to the Division of Purchases,
the RQS will be assigned to the appropriate buyer for processing.

If the commodity or service is not delegated to the Division of
Purchases, the RQS is assigned to FAC for processing.

6. The assigned buyer (for either delegated or nondelegated purchases)
thoroughly reviews submitted information. If all information
provided is correct, the buyer will proceed with the competitive
bidding process. See PUR-305, “Requests for Bid,” or PUR-306,
“Requests for Proposal.”

If additional information is needed, the buyer may require the
requesting unit to process a requisition modification or supply
additional documents directly to the buyer.

SO®
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Purchases —

PUR-302

Chapter

COMPETITIVE PROCUREMENTS

Specifications

GENERAL
SPECIFICATIONS

RESTRICTIVE
SPECIFICATIONS

To meet the minimum requirements of the Commonwealth, requesting
units shall address the following relevant characteristics when preparing
extended descriptions and specifications:

Common industry terminology

Kind of material (such as type, grade, alternatives, etc.)

Principles of operation

vV V V V

Justifiable restrictive conditions (such as entrance clearance
requirements, replacement parts for compatibility, etc.)

Dimensions, minimum and maximum sizes, or capacity
Intended use, including location and essential operating conditions
Compatibility with existing equipment

Acceptable brand name or an approved equal

YV V. V VY V

Other pertinent information that further describes the item, material,
or service required (such as Standard Specifications or Standard
Drawings, required inclusion on the Division of Materials’ List of
Approved Materials, etc.)

» Scope of work (for memoranda of agreement and personal service
requests)

In most cases, the Division of Purchases will not approve procurement
items with purchase descriptions written in a manner that specifies a
product or a particular feature of a product specific to one manufacturer
or vendor. Restrictive descriptions will only be accepted when it is
determined that the particular feature is essential to the
Commonwealth’s requirements and other vendors lack the essential
features necessary to meet the Commonwealth’s need.

01/15
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COMPETITIVE PROCUREMENTS

Specifications

PUR-302

RESTRICTIVE

SPECIFICATIONS (CONT.) Some examples of restrictive descriptions include:

» Brand name or equal—Generally, the minimum acceptable purchase

description is the identification of a requirement by the use of a
brand name followed by the words “or an approved equal.”
Requesting units should only use this technique when they know of
one brand that meets specifications and are unsure if any other
brands can meet the required characteristics. Requesting units shall
not model specifications after one product.

Use of “Or An Approved Equal”—To receive approval for this option,
requesting units must describe those characteristics of the referenced
products essential to meet the needs of the agency (for example,
“interchangeability of parts is required”). Purchase descriptions
should contain the following information:

4 Complete common generic identification

¢ Applicable model, make, or catalog number for each brand name
product

¢ Name of the manufacturer, producer, or distributor of each brand
name product

¢ An adequate commercial catalog description, or extracts thereof,
to identify the item being required

Sole Brand—Requesting units use this option for commercial
products or services described by brand names, makes, or model
numbers. These may be offered for sale by more than one source
(such as manufacturer, producer, or distributors).

When selecting “no substitutions” or “commodities must be compatible

interchangeable with existing equipment” as a restrictive

specification, the requesting unit must provide full explanations in a
document comment or attachment to receive procurement approval.

NS
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Purchases —

PUR-303

Chapter

COMPETITIVE PROCUREMENTS

Scope of Work (SOW)

Scope oF WORK

CONTENTS Requesting units submitting requisitions for professional services shall
attach a clear and comprehensive scope of work (SOW). The SOW is
designed to promote full and open competition by clearly defining KYTC’s
expectations of the services to be provided and shall include (when
applicable):

>
>
>

A\

A\

YV V V V

Functions and responsibilities of the second party
Performance requirements

Any valid and reliable benchmarks or test methods for determining if
the offered services meet the functional need

Dates of service

Language to exclude any and all services that cannot meet the
functional need

Description of costs that the vendor shall provide (What is included?
Is anything excluded?)

List of all information and data required to be included in the
vendor’s technical proposal (such as certifications, etc.)

List of any mandatory requirements
Renewal options
KYTC’s responsibilities and any invoice and payment requirements

Evaluation factors with points assigned to each (as shown in the
following example table) and an explanation detailing the scoring
criteria for responsive proposals. Cost shall be the primary evaluation
factor whenever appropriate.

Evaluation Factor Points

Previous Experience 40

Qualifications and Experience 15

Sample Training Program 5

Cost 40

01/15
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COMPETITIVE PROCUREMENTS
Scope of Work (SOW) PUR-303

REVIEWING THE

ScoPe oF WORK When reviewing a submitted SOW, the buyer shall ensure that the SOW
fully details all factors of the service an effect on the technical or cost
proposal. To ensure valid competition between vendors, no aspect of
desired service should be assumed.

SOP
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Purchases —

PUR-304

Chapter
COMPETITIVE PROCUREMENTS

Competitive Sealed Bidding

STATUTORY &
REGULATORY
AUTHORITY

COMPETITIVE BID
REQUIREMENTS

COMPETITION AMONG
VENDORS

BEST-VALUE
PROCUREMENT

MINIMUM TIME
ALLOWED FOR
BID RESPONSES

SOLICITATION
ADDENDUMS

KRS 45A.080, 200 KAR 5:306

Competitive sealed bids shall be solicited using the state’s electronic
procurement system. Competitive sealed bidding shall be required for all
purchases except those made in accordance with KRS 45A.100 or KRS
45A.085.

A solicitation shall be distributed to the vendor community by posting it
to the Commonwealth’s eProcurement website. Exhibit 9017 provides
website instructions for vendors and details how to access bids.

Contracts issued in response to competitive sealed bids shall be awarded
on the basis of best-value criteria, as defined in KRS 45A.070(3). A
solicitation shall clearly identify the procurement as a best-value award,
shall contain the measurable best-value criteria, and shall clearly explain
how the criteria shall be used in the evaluation and award process. Best
value shall be based on objective and quantifiable criteria that includes
price.

Standard procedure is to advertise solicitations 14 days on the
eProcurement website. When circumstances dictate a quicker response
time, a minimum of 7 days to advertise solicitations is required by law.

If a solicitation addendum is needed, the solicitation closing date must be
a minimum of 7 days after the posting of the final addendum.

SO®
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Purchases —

PUR-305

Chapter

COMPETITIVE PROCUREMENTS

Requests for Bid (RFB)

STATUTORY &
REGULATORY
AUTHORITY

GENERAL

MAIN COMPONENTS
OF RFB DOCUMENTS

FAP 110-10-00, FAP 111-35-00

The request for bid (RFB) is the document used to communicate between
the buyer from the Division of Purchases and any prospective vendors.
The information included in a RFB depends on the type of contract to be
awarded, the commodity or service requested, and any other special
requirements requested by the requesting unit.

All RFB (solicitation) documents shall include:

» Signature Page—This is an eMARS-generated page that contains:

® & & O O O o o

RFB number

Document Description

Issued Date

Closing Date and Time

Buyer Name and Contact Information
Vendor Address and Contact field
Remit To Address and Contact field
Signature, Federal ID, and Date fields

» Price Page(s)—This section provides the following for each requested
item:

® & & 6 O o o

Line Item Description

Unit of Measure (UOM)

Quantity (estimated or actual)

Unit Price Field

Extended Total Field

Extended Description (for information specific to that line item)
Ship to/Bill to Addresses

01/15
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COMPETITIVE PROCUREMENTS
Requests for Bid (RFB) PUR-305

MAIN COMPONENTS OF
RFB DOCUMENTS
(cont.)
» Specifications—The requesting unit submits this portion with the
requisition document. PUR-302 details specification requirements.

» Terms and Conditions—This is standard language incorporated into
the contract and addresses:

Proposed Contract Effective and Expiration Dates
Renewal Period, if applicable

Authorized Division/District

Delivery or Completion Date

Invoice and Payment Requirements

Price Adjustments

Registration with Secretary of State by a Foreign Entity
Equal Employment Opportunity Act (PUR-107-4)

® & & 6 O o o o

» General Information—This section gives the vendor information on
the solicitation process. Information found in this section may
include but is not limited to:

Restriction on Communications
Tentative Schedule of RFB Activities
Instructions on Locating any Addenda
Instructions on Bid Submission

* & o o

> Rules of Procurement—This section details some of the
Commonwealth’s legal rights for both the vendor and the contracting
agency pertaining to the bidding process. Reference is made to FAP
110-10-00, “General Conditions and Instructions for Solicitation and
Contracts.”

» Method of Award—This section explains how the bids will be
evaluated. Examples include:

Price
Delivery
Warranty
References

* & o o

01/15 Page 2 of 4


http://finance.ky.gov/services/policies/Pages/default.aspx
http://finance.ky.gov/services/policies/Pages/default.aspx

COMPETITIVE PROCUREMENTS
Requests for Bid (RFB)

PUR-305

MAIN COMPONENTS OF
RFB DOCUMENTS (CONT.)

» Forms/Attachments—Examples of documents found in this section

include:

¢ Required Affidavit for Bidders, Offerors, and Contractors (Exhibit

9015)

Recycled Content Certification Form (Exhibit 9014)

Affidavit for Illegal Immigrants (Exhibit 9023)

Affidavit for Subcontractors (Exhibit 9024)

Prevailing Wage Rates

Plans and Drawings

Required Affidavit for Bidders, Offerors, and Contractors Claiming

Resident Bidder Status (Exhibit 9020)

¢ Required Affidavit for Bidders, Offerors, and Contractors Claiming
Qualified Bidder Status (Exhibit 9021)

¢ FAC's Secretary Order 11-004 (Exhibit 9028)

*® & & O o o

PROCESSING THERFB ~ The RFB is processed as follows:

1.

The requesting unit submits all required information with the
requisition document in eMARS to the Division of Purchases.

The Division of Purchases’ assighed buyer reviews all information
submitted with the requisition document for correctness and
completeness.

If the submitted information complies with procurement
requirements, the buyer will assemble the RFB and submit it in
eMARS for approval by Division of Purchases’ management.

If the submitted information is incomplete or incorrect, the buyer
emails or calls the requesting unit for corrected information.

The Division of Purchases’ Director, or designee, approves the RFB in
eMARS.

RFB posts to the Commonwealth’s Vendor Self Service website for
public notification. (Exhibit 9017)

eMARS Vendor Self Service sends an email notification to all vendors
registered for the commodity being solicited.

Note: The Division of Purchases’ buyer may elect to send an email to
suggested vendors and those vendors who have expressed an interest
in bidding the commodity or service being solicited. Such an email is
not required.

01/15
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COMPETITIVE PROCUREMENTS

Requests for Bid (RFB)

PUR-305

PROCESSING THE
RFB (CONT.)

RFBSs RECEIVING
No Bips

REFERENCES

7.

10.

11.

Generally, the RFB posts for 14 calendar days. However, with proper
justification a requesting unit may request a 7- or 10-calendar-day
posting. For complex procurements, longer postings can also be
requested.

Vendors may submit written questions to the buyer of record prior to
a deadline specified in the solicitation document. Salient questions
will be addressed in the form of a solicitation addendum. The
solicitation closing date shall be a minimum of 7 calendar days
following the last addendum post date.

On the closing date, the Division of Purchases’ bid clerk publicly opens
and reads any bid responses received for the RFB in conference room
422 or 425 of the Transportation Cabinet Office Building (TCOB).
Information read at this time includes:

» Vendor Name
» Line item price
» Guaranteed delivery, upon request

Following the bid opening, the Division of Purchases’ bid clerk enters
all solicitation responses into eMARS.

The bid clerk then gives the bid file to the assigned buyer for the
solicitation to begin the evaluation process. PUR-401 details the RFB
evaluation process.

When a RFB receives no bids, the bid clerk gives the file to the assigned
buyer. The buyer then contacts the requesting unit to notify them no bids
were received. The requesting unit can then check their specifications
for accuracy, verify vendor selection, and submit a new RQS. Each
situation is different, and the Division of Purchases will work with the
requesting unit to determine the best method of procurement.

Exhibit 9017 provides instructions to access the Commonwealth’s Vendor
Self Service website which offers numerous examples of solicitations that
requesting units can use as guidance.

NS
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PUR-306

Chapter

COMPETITIVE PROCUREMENTS

Requests for Proposal (RFP)

STATUTORY &

REGULATORY

AUTHORITY FAP 111-35-00

GENERAL The request for proposal (RFP) is the document used to communicate

between the Division of Purchases’ buyer and any prospective vendors
for a professional service. The RFP contains information regarding the
requested services along with the scope of work (SOW), the requesting
unit’s contact information, the buyer’s contact information, the terms
and conditions of the resulting contract, the evaluation criteria, and the
instructions for submitting a proposal.

MAIN COMPONENTS
OF RFP DOCUMENTS All RFP (solicitation) documents shall include:

> RFP Cover Page with Signature—This eMARS-generated page
contains:

RFP number

Document Description

Issued Date

Closing Date and Time

Buyer Name and Contact Information
Vendor Address and Contact Field
Remit To Address and Contact Field
Signature, Federal ID, and Date Fields

@ S S 6 O oo

» Price Page or Bid Page—This section may include but is not limited
to:

Line Item Description

Unit of Measure (UOM)

Quantity (estimated or actual)

Unit Price Field

Extended Total Field

Extended Description (for information specific to that line item)
Ship to/Bill to Addresses

@  © & & O oo
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COMPETITIVE PROCUREMENTS
Requests for Proposal (RFP) PUR-306

MAIN COMPONENTS OF
RFP DOCUMENTS (CONT.)
>

Scope of Work—The requesting unit submits this portion with the
requisition document as detailed in PUR-303.

Terms and Conditions—This is standard boilerplate language
incorporated in the contract and addresses:

<&

Proposed Contract Term

Renewal Period (if applicable)

Invoice and Payment Requirements

Social Security and Violation of Tax and Employment Laws
Protest Information

Cancellation Clause

LRC Policies

Campaign Finance

Funding Out Provision

L R 2B 2 2 2B 2B 2 2

Information and Data Required of Each Offeror—This section details
basic information required of each offeror and includes:

¢ Signed original proposal by mail or hand delivery

¢ Signed addenda (if applicable)

¢ Name, Social Security or FEIN number, address, email address,
and telephone number

¢ Any mandatory requirements

Note: These requirements differ on each RFP depending on the
requesting unit’s needs.

<&

Technical Proposal

Cost Proposal

Finance and Administration Cabinet Secretary’s Order 11-004

(Exhibit 9028)

¢ Required Affidavit for Bidders, Offerors, or Contractors (KRS
45A.485 Certification Form) (Exhibit 9015)

¢ EEO forms, if applicable (Exhibits 9003, 9004, 9005, and 9006)
(See PUR-107-4)

¢ Required Affidavit for Bidders, Offerors, and Contractors Claiming
Resident Bidder Status (if applicable)(Exhibit 9020)

¢ Required Affidavit for Bidders, Offerors, and Contractors Claiming

Qualified Bidder Status (if applicable)(Exhibit 9021)

L 2 4

General Information—This section gives the vendor information on
the solicitation process. Information in this section may include but is
not limited to:

01/15
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COMPETITIVE PROCUREMENTS
Requests for Proposal (RFP) PUR-306

MAIN COMPONENTS OF
RFP DOCUMENTS (CONT.)

Tentative Schedule of RFP Activities

Instructions on Locating any Addenda

Contract Components and Precedence
Certification Regarding Debarment and Suspension
Additional Requirements

* & & o o

Responses—This section gives the vendor information on the
submittal process, including:

Restriction on communications

Instructions on bid submission

Electronic or facsimile proposals shall not be accepted
“Items that shall be submitted with bid”

* & o o

Attachments—Examples of documents found in this section include:

¢ Required Affidavit for Bidders or Offerors
¢ Cost Proposal form (if applicable)

RFP PROCESS Requests for proposal shall be processed as follows:

Once the assigned buyer has confirmed all information submitted
with the requisition document is correct and accounted for, the buyer
assembles the solicitation document.

The buyer submits the RFP for approval.

RFP is approved by Division of Purchases management and Finance
Office of Procurement Services.

RFP posts to the Commonwealth’s Vendor Self Service website for
public notification. (Exhibit 9017)

eMARS Vendor Self Service sends a system-generated email
notification to all vendors registered for the commodity or service
being solicited.

Note: Division of Purchases’ buyer may elect to send a courtesy email
to suggested vendors and those vendors who have expressed an
interest in bidding the solicited commodity or service.
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COMPETITIVE PROCUREMENTS
Requests for Proposal (RFP) PUR-306

RFP PROCESS (CONT.)

6. Generally, the RFP posts for a period of 14 calendar days. However,
with proper justification a requesting unit may request a shorter 7- or
10-calendar-day posting. For complex procurements, longer postings
can also be requested.

Note: Procurements utilizing federal funds may require posting for a
minimum of 21 calendar days.

7. Vendors may submit written questions to the buyer of record prior to
a deadline specified in the solicitation document. The Division of
Purchases will address salient questions in the form of a solicitation
addendum. The solicitation closing date shall be a minimum of 7
calendar days following the last addendum post date.

8. Following the closing time, the buyer reviews any responses received
for the RFP. Proposals that are deemed responsive will be further

evaluated by the Evaluation Committee.

PUR-402 details the RFP evaluation process. PUR-403-3 details RFP final
processing.

SOP
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PUR-307-1

Section

Purchases —

SPECIALIZED PROCUREMENTS

Air Charters

STATUTORY &

REGULATORY

AUTHORITY KRS 174.504, KRS 174.506

AIR CHARTERS As provided in KRS 174.504, the Capital City Airport Division is the only
agency in state government authorized to procure and arrange for air
charters.

If another agency has a need for an air charter, that agency shall email
the Capital City Airport Division Assistant Director a request that includes:

Description of the need for the air charter

Dates of service

Funding strip to which the interaccount should be charged
Other pertinent information

YV VY

SO®

01/15 Page 1of 1


http://www.lrc.ky.gov/Statutes/statute.aspx?id=5032
http://www.lrc.ky.gov/Statutes/statute.aspx?id=5032
http://www.lrc.ky.gov/Statutes/statute.aspx?id=5033

PUR-307-2

Section

Purchases —

SPECIALIZED PROCUREMENTS

Printing Procurement

STATUTORY &

REGULATORY

AUTHORITY FAP 111-12-00, Executive Order 2008-11, KRS 57.011, KRS 57.091
PoLicy All printing is subject to Executive Order 2008-011.

PRINTING All printing requests shall follow the following procedure:

1. The requesting unit submits a completed Design/Print Request to
KYTC Division of Graphic Design and Printing (GD&P) for all printing
services. GD&P either processes the request or sends an email
denying the request as a service not provided by their division (GAP-
1006).

2. If GD&P denies a printing request, the requesting unit completes an
EO1 (PUR-107-1) for the printing service. The requesting unit selects
“Printing” in the “Type of Request” field, notes that GD&P is unable to
provide the requested services in the “Purpose and Justification”
section of the EO1 document, and attaches GD&P’S denial email to
the header of the EO1 prior to submittal. The submitted EO1
automatically routes to the Finance and Administration Cabinet’s
(FAC’s) Division of Printing for approval.

3. If the FAC Division of Printing can perform the requested service in
their office, they deny the EO1 and process the request. If the EO1 is
denied, the FAC Division of Printing adds a document comment that
provides additional information and instructions to the requesting
unit.

4. If the FAC Division of Printing cannot perform the requested printing
service, they approve and route the EO1 for further approval in the
EO1 process. Once the EO1 has received final approval through the
Exceptions Committee, the requesting unit submits a purchase
requisition (RQS) for the requested services and attaches the
approved EO1.
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SPECIALIZED PROCUREMENTS

Printing Procurement

PUR-307-2

PRINTING (CONT.)

5. The RQS document routes to KYTC Division of Purchases for requests

up to KYTC’s small purchase limit, with the exception of some Class Il
printing services.

Note: Per KRS 57.011, Class Il printing is defined as Litho-Offset-
Engraving and embossing. The KYTC GD&P performs some Class Il
printing services. Contact GD&P for information concerning available
services.

All remaining Class Il printing services and all RQSs over KYTC’s small
purchase limit route to the FAC Office of Procurement Service (OPS).
OPS either procures the printing services from the established
statewide printing contracts or issues a competitive bid.

Requesting units shall not procure printing services, for any amount,
with an external vendor except through the KYTC Division of Purchases
and/or the FAC Office of Procurement Services.

SO®
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Purchases —

PUR-307-3

Section

SPECIALIZED PROCUREMENTS

Lease or Rental of Equipment

STATUTORY &
REGULATORY
AUTHORITY

SHORT-TERM
LEASE OR RENTAL

LONG-TERM
LEASE OR RENTAL

COPIER LEASES

FAP 111-52-00, FAP 111-09-00 (6), FAP 111-35-00

Short-term equipment rental or lease of nonproprietary equipment
without operator for no more than 6 months is a standing determination
of not practicable or feasible to bid as defined in FAP 111-09-00 (6).
Although short-term equipment meets the procurement requirement as
a “standing determination of not practical or feasible to bid,” the Cabinet
strongly encourages requesting units to follow sound procurement
practices when making these purchases, including:

» Taking quotes if the needed equipment is available from more than
one vendor in the local area

» Basing the decision to purchase on lowest prices and availability of
equipment

For these purchases, the requesting unit prepares a purchase order
document per PUR-403-1 after obtaining EO1 approval (PUR-107-1).

Any requirement for equipment rental greater than 6 months shall be
competitively bid, unless otherwise directed by the Division of Purchases’
Director.

Copier leases are based on all state agency master agreements
established by the Finance and Administration Cabinet, Office of
Procurement Services. These leases may contain a buy option at the end
of the lease. Copier leases are generally for a 3- or 4-year term and can
include maintenance and other supplies, such as toner. Paper and
staples would not be included in the lease agreement. All copier leases
are procured through KYTC’s Division of Graphic Design and Printing.
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SPECIALIZED PROCUREMENTS
Lease or Rental of Equipment PUR-307-3

REFERENCES FAP 111-52-00 further details policies and procedures for the lease and

rental of equipment and services. For short-term equipment rental, see
FAP 111-09-00 (6).

SOP
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Purchases —

PUR-307-4

Section

SPECIALIZED PROCUREMENTS

Meeting- & Travel-Related Expenses

STATUTORY &
REGULATORY
AUTHORITY

MEETING- &
TRAVEL-RELATED
EXPENSES

200 KAR 2:006 Section 6

Procurements for meeting rooms and group lodging for official Cabinet
business may be made through the authority provided within 200 KAR
2:006, Section 6.

Prior to the procurement of meeting rooms and group lodging,
employees shall obtain approval in accordance with the Accounts
Guidance Manual, ACC-402, “Authorization to Travel” and ACC-408,
“Meeting-Related Expenses.”

KYTC employees may independently contract with hotels, motels, and
other establishments for the occupancy and use of one or more rooms by
a group of four or more state employees engaged in official business
away from their official workstations. However, regardless of the
amount, all group lodging requires prior approval from KYTC Office of
Budget and Fiscal Management.

If the total cost of the group lodging or meeting rooms exceeds $3,000,
three price quotes must be obtained in advance of the meeting. The
requesting unit shall create a PO (PUR-201) with travel approval and
guotes attached. If less than three quotes are obtained, justification
documentation shall be attached. Hotels and motels generally require a
PO (regardless of the amount of purchase) to hold the reservation.

The Accounts Guidance Manual (ACC-400, “Travel”) details KYTC travel
policies.

SOP
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Purchases —

PUR-307-5

Section

SPECIALIZED PROCUREMENTS

Copier Procurement & Disposal

STATUTORY &

REGULATORY

AUTHORITY FAP 111-13-00

COPIER

PROCUREMENT

& DisPosAL The Division of Graphic Design and Printing coordinates any additions or
reductions in the number of copy machines. Refer to the General
Administration and Personnel Manual (GAP-1305).
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PUR-307-6

Section

Purchases —

SPECIALIZED PROCUREMENTS

Small Construction

STATUTORY &

REGULATORY

AUTHORITY KRS 45A.030 (4), KRS 45A.035

PoLicy Small purchases for construction, as defined under KRS 45A.030 (4), may

be made in accordance with these procedures without prior approval of
the Finance and Administration Cabinet.

Procurements under the small construction purchase procedures must
include both labor and materials.

All small construction, excluding rest area construction projects, must be
coordinated through the Division of Facilities Support, as detailed in the
General Administration & Personnel Manual (GAP-1211, “New Cabinet
Facilities Construction”).

Rest area construction projects must be submitted through the Division
of Maintenance, as detailed in the Maintenance Guidance Manual
(MAIN-603, “Rest Areas, Truck Rest Havens, & Weigh Stations”).

Exhibit 9012 shows KYTC Division of Purchases’ dollar limitations for
small construction purchases. PUR-107-3 details bonding requirements.

For small construction purchases, requesting units shall:

» Follow the procedures outlined in PUR-201 if the request amount is
less than $5,000

» Follow the procedures outlined in PUR-301, if the request exceeds
$5,000

SOP
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PUR-307-7

Section

Purchases —

SPECIALIZED PROCUREMENTS

Technology

STATUTORY &
REGULATORY
AUTHORITY FAP 111-10-00 (7), FAP 111-15-00

PROCURING SOFTWARE

AND HARDWARE- &

SOFTWARE-RELATED

SERVICES All procurement requests for the purchase, lease, licensing, orFDS rental of
the following, regardless of cost, must be reviewed and approved by the
KYTC Office of Information Technology prior to purchase:

> Software

» Computer hardware- and software-related services as defined in FAP
111-15-00 (such as training, programming support service,
maintenance agreements, etc.)

PROCURING

TECHNOLOGY-RELATED

EQUIPMENT All procurement requests for the purchase, lease, licensing, or rental of
computers, computer-related equipment, and office automation
equipment greater than $500 must be reviewed and approved by the
KYTC Office of Information Technology (OIT) prior to purchase.

Requesting units shall follow the procurement procedures in PUR-201 to
obtain the above equipment procurements for amounts less than $500.

Due to security implications, all procurement requests for thumb drives
and external storage devices, regardless of cost, must be reviewed and
approved by OIT prior to purchase. In addition to procurement, OIT is
responsible for the maintenance, distribution, inventory, and disposal of
these devices.
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SPECIALIZED PROCUREMENTS

Technology PUR-307-7
IT REQUESTS Each division has an assigned IT requestor, through which all IT requests

shall be made.

1. The IT requestor shall send a written request via email to OIT’s group
mailbox “KYTC IT Request” for review and approval. Each request
should include proper justification and technical specifications for
items and services requested.

2. Upon approval, OIT will prepare the necessary procurement
documents in eMARS following the procedures detailed in PUR-201
(for amounts less than $5,000) or in PUR-301 (for amounts greater
than $5,000). OIT then forwards the documents to the Division of
Purchases.

3. The Division of Purchases will forward the documents to the Finance
and Administration Cabinet, Office of Procurement Services, as
appropriate for review and processing.

4. OIT will notify the requesting office of a request’s approval or denial.

FAP 111-15-00 provides further details for technology procurements.

SO®
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PUR-308

Chapter

COMPETITIVE PROCUREMENTS

Emergency Purchases

DEFINITION Emergency Purchase per 45A.095—A situation which creates a threat or
impending threat to public health, welfare, or safety such as may arise by
reason of fires, floods, tornadoes, other natural or man-caused disasters,
epidemics, riots, enemy attack, sabotage, explosion, power failure,
energy shortages, transportation emergencies, equipment failures, state
or federal legislative mandates, or similar events.

Poor planning does not constitute an emergency.
PROCESS The following details emergency purchases procedures:

1. When an emergency occurs per FAP 111-39-00, the requesting unit
contacts the Division of Purchases immediately or on the next
business day if the emergency occurs on a weekend or holiday. The
requesting unit documents the pertinent facts concerning the
emergency, including but not limited to:

4 Description of emergency

¢ When did the situation become an emergency

¢ Specific location (including road or route number, name,
milepoint, etc.)

¢ Digital pictures, when possible

2. When feasible, the requesting unit keeps the Division of Purchases
informed throughout the process.

3. Per FAP 111-39-00, the requesting unit gets quotes to the extent
practical (depending upon the impending threat to the public) and
uses the TC 73-102 form, “Agency Request for Quotation” (Exhibit
9002) to enable the Division of Purchases to have all the necessary
information from the vendor (including their quote and signature).
The quote form shall state all requirements specific to the quote,
including but not limited to:
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COMPETITIVE PROCUREMENTS

Emergency Purchases

PUR-308

PROCESS (CONT.)

¢ Certificate of General Liability and Worker’s Compensation

Insurance

Required Affidavit for Bidders, Offerors, or Contractors

¢ Note that the successful vendor will be contacted and may be
required to provide a performance bond and payment bond in the
amount of the contract prior to performing any work

¢ Note that the vendor may be required to pay employees
prevailing wage rates (PUR-107-5)

&

The requesting unit shall send quotes and certificates of insurance to
the Division of Purchases for review prior to notifying the contractor
to begin work, if possible.

If the emergency occurs during the work week, the Division of
Purchases reviews the quotes and authorizes the requesting unit to
contact the successful vendor. If required, the vendor provides
performance and payment bonds at that time. Following receipt of
the appropriate bonds, the vendor can be authorized to begin work.

If the emergency occurs during nonworking hours, the requesting
unit’s office or department head (or their designee) reviews the
guotes and authorizes work.

Per FAP 111-39-00(b), the requesting unit’s office or department
head sends a letter to the Division of Purchases’ Director that
includes:

¢ An explanation of the emergency condition (with specifics
included, such as name of road, etc.)

All documentation gathered in Step 1 above

Name of vendor selected

Estimated cost of total purchase

Other price quotes that were obtained

4 Basis for selection of vendor

> & o o

Using the information provided in the letter, the Division of Purchases
drafts a memorandum to the Finance and Administration Cabinet
(FAC) Secretary from the Transportation Cabinet Secretary requesting
permission to process the purchase as an emergency purchase. After
obtaining the Transportation Cabinet Secretary’s signature, the
Division of Purchases sends the memorandum to the FAC Secretary
for review and approval.

Note: The requesting unit’s office or department head forwards their
signed memorandum to the Division of Purchases and emails the
original word document to the Division of Purchases’ Director.
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COMPETITIVE PROCUREMENTS
Emergency Purchases PUR-308

PROCESS (CONT.)

8. After receiving approval from FAC, the Division of Purchases notifies
the requesting unit to prepare a purchase order (PO) document in
eMARS (using FAP 111-39-00 as the cited authority for the PO) with
approval letters, EO1, and required affidavit scanned and attached at
the header.

9. When the PO is in final status, the requesting unit mails or emails a
copy of the PO to the vendor.

10. After all work is completed and the vendor submits a proper invoice,
the requesting unit makes payments against that PO contract.

SO®
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Purchases —

PUR-401

Chapter

CONTRACT AWARDS

Request for Bid (RFB) Evaluation Process

STATUTORY &
REGULATORY
AUTHORITY

GENERAL

RESPONSIBLE BIDDER

RESPONSIVE BIDDER

REJECTION OF BIDS

KRS 45A.325, KRS 45A.340, KRS 45A:345, KRS 45A.455, KRS 11A.040 (4),
200 KAR 5:306, FAP 111-34-00

Contracts shall be awarded to the qualified responsible, responsive
bidder whose bid is the best-evaluated bid as designated in the
solicitation as the basis for award. The objective, measurable criteria to
be utilized shall be set forth in the solicitation.

As defined by KRS 45A:345 (19) "Responsible bidder or offeror" means a
person who has the capability in all respects to perform fully the contract
requirements, and the integrity and reliability which will assure good
faith performance.

As defined by KRS 45A:345 (20) "Responsive bidder" means a person who
has submitted a bid under KRS 45A.365 which conforms in all material
respects to the invitation for bids, so that all bidders may stand on equal
footing with respect to the method and timeliness of submission and as
to the substance of any resulting contract.

The buyer of record responsible for the procurement shall examine bids
for any clerical or technical errors, review them for technical compliance
with the terms of the solicitation, and evaluate the supplies or services
bid for conformity with the specifications in the solicitation.

Any questions the buyer of record may have about any matter shall be
clarified in writing by the bidder. Any bidder who fails or refuses to give a
written clarification or explanation shall not be considered for award on
that solicitation. The written clarification or explanation of a bid, or a
part of a bid, shall become part of the bid file and any contract awarded
from that bid.
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CONTRACT AWARDS
Request for Bid (RFB) Evaluation Process PUR-401

REJECTION OF BIDS
(conT.) The following items are cause for immediate rejection of a bid:

> Conflict of interest—Contracts with the Commonwealth, in which
members of the General Assembly, certain state officers, or state
employees have interests, are limited by the state constitution and
statutes governing conflict of interest.

No vendor or anyone who submits or intends to submit a bid shall
give or offer to give, directly or indirectly, any money, article, or other
things of value to any officer or employee of the Commonwealth
involved in the procurement process.

» Collusive bids—As defined by KRS 45A.325, “any agreement or
collusion among bidders or prospective bidders which restrains, tends
to restrain, or is reasonably calculated to restrain competition by
agreement to bid at a fixed price, or to refrain from bidding, or
otherwise, is prohibited.”

» Other causes for rejection—A bid shall be rejected for any of the
following reasons:

¢ A bid fails to conform to the essential requirements of a
solicitation.

¢ A bid does not conform to the specifications contained or
referenced in a solicitation, unless the solicitation authorized the
submission of alternative bids and the items offered as
alternatives meet the requirements specified in the solicitation.

¢ A bid fails to conform to a delivery schedule established in a
solicitation.

¢ A bid imposes conditions that modify the terms and conditions of
the solicitation or limit the bidder’s liability to the Cabinet on the
contract awarded on the basis of such solicitation.

¢ A bidder fails to furnish guarantees or warranties as required by
the solicitation.

¢ A bid contains material alteration or erasures, unless the change
is initialed in ink by the bidder.
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CONTRACT AWARDS

Request for Bid (RFB) Evaluation Process PUR-401
CURABLE
DEFICIENCIES The following items are deficiencies that would not necessarily cause a

bid to be rejected:

» Technicalities or irregularities in bids—Technicalities, minor
irregularities, or immaterial deviations or variations in the precise
requirements of the solicitation that have trivial, negligible, or no
effect on price, quality, quantity, or delivery of supplies or
performance of the service being performed may be waived by the
purchasing official if it is determined to be in the Cabinet’s best
interest. This waiver may be permitted only if it does not affect the
material substance of a bid and is not prejudicial to other bidders.
The buyer of record may give a bidder an opportunity to cure any
deficiency resulting from a technicality or minor irregularity in the
bid.

> Mistakes—Per 200 KAR 5:306, if a mistake in a bid is claimed, and the
buyer of record determines that a material mistake was made in the
bid and that due to this mistake, the bid submitted was not the bid
intended, the bidder shall be permitted to withdraw the bid.

If @ mistake in a bid is claimed after the award and execution of a
contract, the contractor shall be required to perform according to the
terms and conditions of the contract, unless it is determined in
writing by the Finance and Administration Cabinet that a material
mistake had been made in the original bid and the contractor will
sustain a financial loss if required to perform the contract according
to its terms.

DETERMINATION

& FINDINGS Every determination by a buyer of record or other employee engaged in
or responsible for the procurement action shall be made in writing, based
on written findings in support of the decision.

PROCESS Once the buyer receives the bid file back from the bid clerk following the
public bid opening, the following procedure occurs:

1. The buyer creates an evaluation document in eMARS.

2. The buyer evaluates each bid for vendor responsibility and bid
responsiveness.
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CONTRACT AWARDS
Request for Bid (RFB) Evaluation Process PUR-401

PROCESS (CONT.) Note: Prior to contract award for any federally funded procurement
of $100,000 or more, the buyer of record ensures that the successful
vendor is not debarred from doing business with federal agencies. An
agency may access the List of Parties Excluded from Federal
Procurement and Nonprocurement Programs on the United States
General Services Administration (GSA) website
(https://www.epls.gov) to verify that the vendor is not debarred. See
FAP 111-59-00.

3. The buyer generates a bid tabulation and scores each bid based on
the evaluation criteria established in the RFB document.

4. The buyer contacts the requesting unit with the highest evaluated
bidder’s information.

5. The requesting unit reviews the product or service information
provided to ensure the bid conforms to the solicitation specifications.

6. If the bid is accepted, the buyer creates the contract or master
agreement and submits it for approval. If the bid is not accepted due
to failure to meet specifications, the next highest evaluated bidder’s
information is sent for approval. If no responsible, responsive bids
are received, all bids may be rejected.

PUR-403-1 details completion procedures for one-time contracts.
PUR-403-2 details completion procedures for master agreements.

A solicitation may be cancelled if determined to be in the
Commonwealth’s best interest by the buyer of record. If cancelled, a new
solicitation may be issued containing the same or revised specifications.
However, if time does not permit or an emergency exists, the purchase of
the items can be made on a negotiated basis.

Note: The buyer may request written clarification regarding any part of

the bid, if at any time during the evaluation process it is determined
necessary.

SOP
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PUR-402

Chapter

Purchases —

CONTRACT AWARDS

Request for Proposal (RFP)
Evaluation Process

STATUTORY &

REGULATORY

AUTHORITY KRS 45A.085, KRS 45A.340, KRS 45A.345, KRS 45A.370, KRS 45A.375 KRS
45A.455, KRS 11A.040 (4), 200 KAR 5:307, FAP 111-34-00, FAP 111-43-00

GENERAL Contracts shall be awarded to the responsible offeror whose proposal is

determined in writing to be the most advantageous to the
Commonwealth, taking into consideration price and the evaluation
factors set forth in the requests for proposals (RFPs).

RespoONSsIBLE OFFEROR  As defined by KRS 45A:345 (19), "Responsible bidder or offeror" means a
person who has the capability in all respects to perform fully the contract
requirements, and the integrity and reliability which will assure good
faith performance.

REJECTION OF

PROPOSALS The buyer of record responsible for the procurement shall examine
proposals for any clerical or technical errors and ensures all necessary
components were included.

Any questions the buyer of record may have about any matter shall be
clarified in writing by the offeror. Any offeror who fails or refuses to give,
within a reasonable time, a written clarification or explanation of the
proposal, shall not be considered for further award on the basis of that
solicitation. The written clarification or explanation of a proposal, or a
part of a proposal, shall become part of any contract awarded on the
basis of that proposal.

The following items are cause for immediate rejection of a proposal:

> Conflict of interest—Contracts with the Commonwealth, in which
members of the General Assembly, certain state officers, or state
employees have interests, are limited by the state constitution and
statutes governing conflict of interest.
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CONTRACT AWARDS
Request for Proposal (RFP) Evaluation Process PUR-402

REJECTION OF

PROPOSALS (CONT.)
No vendor or anyone who submits or intends to submit a proposal
shall give or offer to give (directly or indirectly) any money, article, or
other things of value to any officer or employee of the
Commonwealth involved in the procurement process.

» Other causes for rejection—A proposal shall be rejected for any of
the following reasons:

¢ A proposal fails to conform to the essential requirements of a
solicitation.

¢ A proposal imposes conditions that modify the terms and
conditions of the solicitation or limit the offeror’s liability to the
Cabinet on the contract awarded on the basis of such solicitation.

¢ A proposal contains material alterations or erasures, unless the
change is initialed in ink by the offeror.

¢ An addendum to the solicitation is not acknowledged by the
vendor prior to closing date and time specified in the solicitation.

DETERMINATION

& FINDINGS Every determination by a buyer of record or other employee engaged in
or responsible for the procurement action shall be made in writing, based
on written findings in support of the decision.

PROCESS After the closing date and time, proposals are opened by the buyer of
record.

1. When required, the buyer of record verifies that offerors are on a
prequalification list supplied by the requesting unit.

2. The buyer of record verifies that the submitted proposal includes a
cost proposal (if required), a technical proposal, and all other
required information. Proposals that are deemed responsive will be
further evaluated by the Evaluation Committee.

3. The requesting unit shall provide a technical evaluation committee
comprised of at least 3 subject matter experts.
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CONTRACT AWARDS

Request for Proposal (RFP) Evaluation Process PUR-402

PROCESS (CONT.)

4,

10.

11.

12.

The buyer of record has each evaluation committee member sign a TC
73-138 form, Solicitation Evaluation Procedure and
Confidentiality Statement  (Exhibit 9013), and TC 73-137
form, RFP  Evaluator Acknowledgment (Exhibit 9030), and then
distributes copies of each technical proposal received and an
evaluation score sheet to each member.

Prior to the evaluation committee meeting, the buyer of record
completes the cost proposal evaluation.

A meeting of the evaluation committee is held to reach a consensus
score for all evaluation criteria for each offeror and to provide
comments to support scores. The buyer of record compiles the
scores and comments on a spreadsheet. Each evaluator shall sign the
printed evaluation sheet.

The buyer of record reveals the cost evaluation to the committee
after determining the technical consensus scores.

If the cost is acceptable and the head of the requesting unit is in
agreement, an award is made to the offeror with the highest
evaluated score.

If the cost is unacceptable, negotiations may take place.

Note: Negotiations shall begin with the highest evaluated vendor
first. Negotiations do not have to be face to face. For price
negotiations, it is best to have the vendor propose a lower price
rather than asking for a certain price. If the vendor does not wish to
negotiate or if the parties cannot reach an agreeable price,
negotiations discontinue, and buyer of record moves to the next
highest scoring vendor.

The buyer of record gives the proposals to the bid clerk to enter into
eMARS.

The buyer of record creates an EV document in eMARS and attaches
the signed evaluation documents, the determination and findings,
and the cost proposal score sheet.

Then the buyer of record creates a personal service contract (a PON2
document in eMARS) and routes for appropriate signatures and
approvals.
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CONTRACT AWARDS

Request for Proposal (RFP) Evaluation Process PUR-402
PROCESS (CONT.) PUR-403-3 details the components of PON2 documents and the process
completion.

A solicitation may be cancelled if determined to be in the
Commonwealth’s best interest by the buyer of record. If cancelled, a new
solicitation may be issued containing the same or revised scope of work.

Note: The buyer of record may request written clarification regarding

any part of the proposal, if at any time during the evaluation process it is
determined necessary.

SO®
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Purchases —

PUR-403-1

Section

CONTRACT TYPES

One-Time Contracts

STATUTORY &
REGULATORY
AUTHORITY

ONE-TIME PURCHASE

PURCHASE ORDER

KRS 45A.135

Requesting units develop one-time contracts to obtain commodities and
nonprofessional services ordered on a one-time basis. Purchase
contracts are originated when the Cabinet obligates itself to purchase a
specific quantity or amount at a specific price. All references to a specific
purchase contract shall include the applicable contract number. These
contracts may begin with the letters PO, CT, CT2, CTT1, or CTT2.

Requesting units create purchase order (PO) documents following the
official quote process and review by the Division of Purchases for final
approval. PUR-201 provides more information on POs.

Following the submittal of a purchase requisition (RQS) from a requesting
agency, the Finance and Administration Cabinet’s (FAC’s) Office of
Procurement Services (OPS) or Division of Engineering and Contract
Administration (DECA) creates commodity contract documents (CT) and
service contract documents (CT2) for nondelegated commodities and
services over KYTC’s small purchase authority.

Following the submittal of a RQS from a requesting agency, the Division
of Purchases creates commodity contract documents (CTT1) and service
contract documents (CTT2) for delegated commodities and services.
(PUR-104)

The purchase order (PO) is the contract document used to award from
guote following the small purchase procedure for procurements between
$3,000 and S$5,000, as detailed in PUR-201.

Requesting units shall not use a PO to obtain goods or nonprofessional
services covered by an existing contract.
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CONTRACT TYPES

One-Time Contracts

PUR-403-1

PURCHASE ORDER
(cont.)

MAIN COMPONENTS
oF PO DOCUMENTS

Requesting units also use POs for competitive bidding exceptions:

» FAP 111-08-00 Specified by Law or Regulation

» FAP 111-09-00 Standing Determination of Not Practicable or Feasible
» FAP 111-10-00 Sole Source

After EO1 approval, completing the TC 73-102 form, Agency Request for
Quotation (Exhibit 9002) is the first step in the procurement process to
purchase those commodities or services exceeding a requesting unit’s
single quote small purchase authority.

Usage of the TC 73-102 ensures consistency in all the quotes and
guarantees all vendors are given the same information. It also requires
vendors to abide by KYTC's terms and conditions and clearly instructs

potential vendors to include delivery charges in their unit price.

After receiving the quotes, the requesting unit evaluates the quotes and
then prepares a PO document in eMARS.
For step by step instructions on completing the PO document in eMARS,
see the online eMARS User Notes at:
https://intranet.kytc.ky.gov/org/OBFM/emars/Pages/default.aspx
All PO documents shall contain:
» Header Section:
¢ Document Description
¢ Procurement Type

¢ Cited Authority, such as:

e FAP 111-55-00-S for small purchase for services

e FAP 111-55-00-F for small purchase for goods

e FAP 111-08-00 thru FAP 111-10-00 for noncompetitive
procurements

¢ Agency Contact Information (requesting unit)
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CONTRACT TYPES

One-Time Contracts

PUR-403-1

MAIN COMPONENTS OF
PO DOCUMENTS (CONT.)

» Vendor Section—Vendor field is populated with the vendor from

which the requesting unit wishes to make the purchase. This is
generally the vendor that submitted the lowest price unless other
factors were identified on the quote form for determining the award.

Terms and Conditions—This is standard boilerplate language
incorporated into the contract in full text.

Commodity/Service Line Item(s)—This section provides the following
for each requested item:

4 Line Item Description
¢ Commodity Code

Note: The following FAC website provides an Excel spreadsheet
(via the link, “Commodity Class Codes and Descriptions”) that

includes all possible commodity codes:

http://finance.ky.gov/services/eprocurement/Pages/doingbus
iness.aspx

Note: When purchasing a service, the commodity code shall
begin with a “9”.

¢ Unit of Measure (UOM) (Commaodity)

¢ Quantity — estimated or actual (Commodity) or Service Dates
(Service)

¢ Unit Price Field (Commodities) or Contract Amount (Service)

¢ Extended Total Field

¢ Extended Description for information specific to that line item

¢ Ship to/Bill to Addresses

Accounting Information—This section requires the valid and accurate
accounting string for the requesting office.

Forms/Attachments at the Header—Examples of documents found in
this section are:

¢ Required Affidavit for Bidders, Offerors, or Contractors (Exhibit
9015)

¢ Approved EO1 (PUR-107-1)

Recycled Content Form (Exhibit 9014), if required per 200 KAR

5:330 (PUR-107-6)

<&
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CONTRACT TYPES

One-Time Contracts

PUR-403-1

MAIN COMPONENTS OF
PO DOCUMENTS (CONT.)

¢ All quotes received

Note: The requesting unit shall attach all received quotes to the
header when submitting the PO document for approval. If there
are fewer than three quotes, the requesting unit shall add a
document comment justifying the reason for fewer than three
quotes.

PROCEDURE Once it is determined that a PO needs to be created, the following
procedure applies:

1.

2.

3.

The requesting unit prepares the PO document in eMARS and submits
it for approval.

The requesting unit’s office head or designee applies first-level
approval in eMARS.

Note: The first-line approver shall ensure accurate funding codes for
all lines submitted and the availability of funds. The Division of
Purchases is not responsible for funding information.

The Division of Purchases reviews the PO and ensures:
» An approved and current EO1 is attached to the header.
» The purchase complies with purchasing procedures.

» The requesting unit obtained a minimum of three quotes or
attached a document comment with justification for fewer than
three quotes.

» The required fields are accurately completed.
» Appropriate documentation is attached to header.

If all the required information is provided accurately, final approval
will be applied to the PO. If information is missing or incorrect, the
PO will be rejected to the requesting unit.

Note: Some PO documents for noncompetitive procurements require
final approval by the FAC’s Office of Procurement Services.

Note: It is the requesting unit’s responsibility to regularly monitor
their work list for any documents that may have been rejected.
Failure to do so may slow the procurement process considerably.
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CONTRACT TYPES
One-Time Contracts PU R-403-1

PROCEDURE (CONT.)
5. Once the PO is in “final” status, the requesting unit is responsible for
getting the contract or order to the vendor (by email, fax, regular
mail, etc.).

The PO is the “official” contract document.

MAIN COMPONENTS
OFCTT1 & CTT2
DOCUMENTS All CTT1 and CTT2 documents shall contain:

> Header Section:

¢ Document Description
¢ Procurement Type
¢ Cited Authority, such as:

e FAP 111-35-00-G Competitive Sealed Bids — Goods
e FAP 111-35-00-S Competitive Sealed Bids — Services

¢ Requesting Office Contact Information (requestor)
¢ Issuing Office Contact Information (buyer/issuer)

» Vendor Section—Vendor field is populated with the vendor selected
on the evaluation (EV) document with the best evaluated score for
that RFB.

» Terms and Conditions—This is standard language incorporated into
the contract in full text.

» Commodity/Service Line Item(s)—This section provides the following
for each requested item:

¢ Line Item Description
¢ Commodity Code

Note: The following FAC website provides an Excel spreadsheet
(via the link, “Commodity Class Codes and Descriptions”) that
includes all possible commodity codes:

http://finance.ky.gov/services/eprocurement/Pages/doingbus
iness.aspx

Note: When purchasing a service, the commodity code shall
begin with a “9”.

01/15 Page 5 of 6


http://finance.ky.gov/services/eprocurement/Pages/doingbusiness.aspx
http://finance.ky.gov/services/policies/Pages/default.aspx

CONTRACT TYPES

One-Time Contracts

PUR-403-1

MAIN COMPONENTS
oF CTT1 & CTT2
DOCUMENTS (CONT.)

PROCEDURE

Unit of Measure (UOM) (Commaodity)

Quantity —actual (Commodity) or Service Dates (Service)

Unit Price Field (Commodities) or Contract Amount (Service)
Extended Total Field

Extended Description for information specific to that line item
Ship to/Bill to Addresses

@ & & O oo

Accounting Information—This section requires the valid and accurate
accounting string for the requesting office.

Supporting Documents—FAC Secretary’s Order 11-004 Vendor
Document Disclosure (Exhibit 9028)

Forms/Attachments at the Header—Examples of documents found in
this section are plans, drawings, or photos.

After the evaluation of a RFB for a one-time contract has been finalized,
the following procedure applies:

The buyer copies information from the evaluation (EV) document to
create a CTT1 for goods or CTT2 for services using the requesting
office’s department and unit codes.

The buyer prepares the CTT1 or CTT2 document in eMARS and
submits it for approval.

The buyer applies first-level approval in eMARS.

A manager from the Division of Purchases checks the document for
accuracy and applies final approval.

Once the CTT1 or CTT2 is in “final” status, the buyer is responsible for
sending a copy to the vendor, the requesting office, and printing a

copy for the bid file.

Upon receipt of a CTT1 or CTT2, the vendor is authorized to ship any
commodities or begin work.

NS

01/15
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Purchases —

PUR-403-2

Section

CONTRACT TYPES

Master Agreements

STATUTORY
AUTHORITY

TeERM CONTRACTS

KRS 45A.135
Master agreements (MAs) are a type of term contract in eMARS.

Following a requesting unit’s submittal of a purchase requisition (RQS),
the Finance and Administration Cabinet’s (FAC’s) Office of Procurement
Services or the KYTC Division of Purchases establishes term contracts
(price agreements) with vendors for supplying specific nondelegated
items or services at a definite price for a definite period, but normally
without a guarantee of specific quantity.

Following a requesting unit’s submittal of a purchase requisition (RQS),
the Division of Purchases establishes term contracts (price agreements)
with vendors for supplying specific delegated items or services at a
definite price for a definite period, but normally without a guarantee of
specific quantity.

The following requirements and restrictions apply to term contracts:

» The basic reason for the issuance of a term contract is the continuing
need by any unit or units for a specific service or commodity over a
fixed period. It is mandatory upon all state units to buy from a term
contract unless exemption is made optional in the contract.

» An all-state agency term contract can be established by either FAC's
Office of Procurement Services or KYTC’s Division of Purchases if the
annual estimated expenditure exceeds $20,000.

» A single-agency term contract may be issued by either FAC’s Office of
Material and Procurement Services or KYTC’s Division of Purchases
for a specific commodity or service if the annual estimated
expenditure justifies establishing a term contract.

01/15
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CONTRACT TYPES

Master Agreements

PUR-403-2

TeERM CONTRACTS
(cont.)

MAIN COMPONENTS
oF MA DOCUMENTS

Requesting units shall purchase items covered by term contracts only
from the contract, unless the vendor cannot supply the items and the
Division of Purchases grants approval, or unless otherwise specified
by the contract terms and conditions (such as minimum order
required, etc.).

Procurement requirements shall not be parceled (split) over a period
of time in order to avoid the dollar limitations of this policy.

Requesting units shall issue a delivery order before a delivery can be
made against a master agreement. Requesting units shall not add
additional items to the delivery order that are not listed on a
specific master agreement.

Master agreements shall be written by and obtained from FAC's
Office of Procurement Services or the KYTC Division of Purchases.

All master agreement (MA) documents shall contain:

>

>

>

Header Section:

¢ Document Description
¢ Procurement Type
¢ Cited Authority, such as:

e FAP 111-35-00-G Competitive Sealed Bids — Goods
e FAP 111-35-00-S Competitive Sealed Bids — Services

¢ Requesting Office Contact Information (requestor)
¢ Issuing Office Contact Information (buyer/issuer)

Renewal Period—This section shows how many renewal options are
available and the dates for each period.

Authorized Department—This tab allows the Division of Purchases to
enter the departments allowed to use this contract. Contracts
available to “All State Agencies” will have the department code “ALL.”

Authorized Unit—This tab is used when the Division of Purchases
needs to limit use of a contract to a district or division.

01/15
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CONTRACT TYPES

Master Agreements

PUR-403-2

MAIN COMPONENTS
ofF MA DOCUMENTS
(cont.)

Vendor Section—Vendor field is populated with the vendor selected
on the evaluation (EV) document with the best evaluated score for
that RFB.

Terms and Conditions—This is standard language incorporated into
the contract in full text.

Commodity/Service Line Item(s)—This section provides the following
for each requested item:

4 Line Item Description
¢ Commodity Code

Note: The following FAC website provides an Excel spreadsheet
(via the link, “Commodity Class Codes and Descriptions”) that
includes all possible commodity codes:

http://finance.ky.gov/services/eprocurement/Pages/doingbus
iness.aspx

Note: When purchasing a service, the commodity code shall
begin with a “9”.

¢ Unit of Measure (UOM) (Commaodity)

¢ Quantity
Note: Quantity will be zero, as there is no guaranteed quantity on
MA:s.

4 Unit Price Field

¢ Extended Total Field

¢ Extended Description for information specific to that line item

¢ Ship to/Bill to Addresses

¢ Delivery Days

Note: Some MAs with large numbers of items are created as catalog
master agreements. These documents will not have individual
commodity lines, but instead a catalog will be attached to one of the
commodity lines. This catalog is an Excel spreadsheet with the list of
all available items, unit prices, and delivery days.

01/15
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CONTRACT TYPES

Master Agreements

PUR-403-2

MAIN COMPONENTS
ofF MA DOCUMENTS
(cont.)

PROCEDURE

Supporting Documents—FAC Secretary’s Order 11-004 Vendor
Document Disclosure (Exhibit 9028)

Forms/Attachments at the Header—Examples of documents found in
this section are:

¢ Plans, Drawings, or Photos
¢ Prevailing Wage Rates (if applicable)

After the evaluation of a RFB for an MA has been finalized, the following
procedure applies:

The buyer copies information from the evaluation (EV) document to
create an MA document using Division of Purchases’ department and
unit codes.

The buyer prepares the MA document in eMARS and submits it for
approval.

The buyer applies first-level approval in eMARS.

A manager from Division of Purchases checks the document for
accuracy and applies final approval.

Once the MA is in “final” status, the buyer is responsible for sending a
copy to the vendor and the requesting office and for printing a copy

for the bid file.

The vendor should not deliver any goods or perform any services until
issuance of a delivery order. (PUR-502)

SO®

01/15
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Purchases —

PUR-403-3

Section

CONTRACT TYPES

Personal Service Contracts

STATUTORY &
REGULATORY
AUTHORITY

PERSONAL SERVICE
CONTRACTS

MAIN COMPONENTS

KRS 45A.690, KRS 45A.695, KRS 45A.700, KRS 45A.705, KRS 45A.725, 200
KAR 5:307, 200 KAR 5:309, FAP 111-43-00

"Personal service contract" means an agreement whereby an individual,
firm, partnership, or corporation is to perform certain services requiring
professional skill or professional judgment for a specified period of time
at a price agreed upon. It includes all price contracts for personal services
between a governmental body or political subdivision of the
Commonwealth and any other entity in any amount. Small purchase
authority does not apply to professional services.

Personal service contracts (PSCs) are a type of term contract; they are
processed as PON2 documents in eMARS. These documents are subject
to review by the Legislative Government Contract Review Committee
(GCRC).

Most PSCs are competitively negotiated through the request for proposal
(RFP) process (PUR-306). Other PSCs may be processed as “sole source”
or “not practicable or feasible to bid.” These exemptions are requested
through the EO1/LOI (letter of intent) process described in PUR-107-1.

ofF PON2 DocumEeNTs  All personal service contract (PON2) documents shall contain:

» Header Section:
4 Document Description
¢ Procurement Type

¢ Cited Authority, such as:

e FAP 111-43-00-STD Personal Service Contracts Standard

01/15
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CONTRACT TYPES
Personal Service Contracts PU R-403-3

MAIN COMPONENTS OF
PON2 DOCUMENTS
(cont.)
e FAP 111-43-00-L Personal Service Contracts Legal
e FAP 111-43-00-03-STD PSC Sole Source or Emergency
Exemption Standard
e FAP 111-43-00-03-L PSC Sole Source or Emergency Exemption
Legal
e FAP 111-09-00-12 PSC Not feasible to bid
e FAP 111-09-00-12-L PSC Legal Not feasible to bid

¢ Requesting Office Contact Information (requestor)
¢ Issuing Office Contact Information (buyer/issuer)

» Vendor Section—Vendor field is populated with the vendor selected
on the evaluation (EV) document with the best evaluated RFP.

» Terms and Conditions—This is standard language incorporated into
the contract in full text. This language must include required clauses
as outlined by the Finance and Administration Cabinet’s (FAC's) Office
of Procurement Services.

» Commodity/Service Line Item(s)—This section provides the following
for each requested item:

Commodity Description and Code
Line Item Description

Line Type — Service

Contract Amount

Service From and To Dates

Ship to/Bill to Addresses

@ & & O oo

» Supporting Documents

¢ FAC Secretary’s Order 11-004 Vendor Document Disclosure
(Exhibit 9028)

¢ Required Affidavit for Bidders, Offerors, or Contractors (Exhibit
9015)

¢ Signature Page

» Proof of Necessity—This tab is used for reporting to the GCRC.

¢ General Information
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CONTRACT TYPES

Personal Service Contracts

PUR-403-3

MAIN COMPONENTS
oF PON2 DOCUMENTS
(cont.)

* & o o

Source of Funds

Contract Cost Information
Justification

Contact Information

» Forms/Attachments at the Header—Examples of documents found in
this section are:

¢
¢
¢
¢

PON2

Approved EO1

Completed Signature Page

Required Affidavit for Bidders, Offerors, or Contractors (Exhibit
9015)

Determination and Findings, if a RFP process was conducted

PROCEDURES The following details PON2 procedures:

1. A requesting unit submits to the Division of Purchases a RQS in
eMARS that includes:

* & o o

Funding Information

Scope of Work (SOW) (PUR-303)
Approved EO1 (PUR-107-1)
Proof of Necessity (Exhibit 9027)

Note: Requesting units shall not gather signatures from secondary
parties (vendors).

2. A buyer issues the RFP and evaluates the proposals, if needed. PUR-
306 and PUR-402 provide further details on this process.

3. A Division of Purchases’ buyer prepares the PON2 document in
eMARS either from the evaluation (EV) document if RFP was issued or
directly from RQS if sole source or not practicable to bid.

4. The buyer routes the original hard copy for signatures by all parties.

¢
¢
¢

Office of Legal Services (1-3 working days)
Vendor/Other Party (1-2 weeks)
Cabinet Secretary (1-2 weeks)

01/15
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CONTRACT TYPES
Personal Service Contracts PU R-403-3

PON2 PROCEDURES
(cont.)
5. PON2 document is submitted and routed for approvals in the eMARS
system.

6. Upon final approval, the contract is automatically filed with GCRC.

Note: Work shall not begin until the contract is fully approved, unless
the contract amount is less than $10,000, which allows KYTC 30 days
to finalize and file the contract with GCRC.

7. GCRC meets once a month to review contracts submitted during the
previous month. GCRC has the authority to approve or deny the
contract. If the contract is denied by GCRC, no payments can be
processed unless FAC overrides the denial.

8. The buyer emails the finalized contract to the requesting unit, mails a
copy to the vendor, and files the signed copy and finalized copy in the
bid file.

SOP
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Purchases —

PUR-501

Chapter

POST AWARD

Contract Administration

DEFINITION

CONTRACT
MANAGER

BUYER

PROCEDURE

Contract administration is the management of all actions after the award
of a contract that must be taken to assure compliance with the contract,
such as timely delivery, acceptance of goods received, inspection of
services performed, payment, contract closing, etc.

Every requesting unit should designate a programmatic contract manager
for each contract. The contract manager is responsible for:

» The performance to be achieved through the contract

» Enforcing adherence to the contract terms and conditions

» Serving as a liaison with the contractor

The contract manager is the agency’s front-line resource to ensure
proper performance and that the Cabinet is paying for what was required
in the contract.

The buyer is the point of contact within the Division of Purchases for all
communications related to the contract. Renewals, change orders,
modifications, or terminations must come through the buyer to be valid
and enforceable.

For all types of contracts, the contract manager shall:

1. Read and understand the contract, including but not limited to:

» KYTC's responsibilities for that contract

» All applicable delivery and service requirements and any penalty
clauses

01/15
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POST AWARD

Contract Administration

PUR-501

PROCEDURE (CONT.)

Ensure proper documentation is collected and maintained, including
but not limited to:

> Emails and letters

» Notes of telephone conversations that include date, time, vendor
representative’s name, and brief summary of call

» Notes and minutes for any meetings with the vendor
Initially communicate with the vendor to clearly establish
expectations and reiterate expectations and requirements

throughout the life of the contract to the vendor as applicable

Communicate any problems or any need for a modification with the
buyer (PUR-507)

Issue delivery orders and inspect deliveries received or services
performed (PUR-502 and PUR-503)

Measure performance as detailed in PUR-504

Review vendor invoices and issue payment (PUR-505 and PUR-508)

SOP

01/15

Page 2 of 2



PUR-502

Chapter

Purchases —

POST AWARD

Purchases against Master Agreements

PoLicy Procurements against term contracts can be made using the following
methods:

» Delivery Order (DO)—Delivery orders are the recommended method
to order commodities or services from a master agreement (MA). A
delivery order is an official order and encumbers funds to ensure
available funds for the payment. It authorizes the vendor to deliver
and invoice the specified commodity or service.

Key components of a delivery order include:

¢ Quantity
¢ Referenced MA Commodity Line
4 Ship To/Bill To Addresses

See the eMARS User Note, Create a Delivery Order from a Master
Agreement on the Cabinet intranet at:

https://intranet.kytc.ky.gov/org/OBFM/emars/Pages/default.aspx

» Procurement Card—A procurement card (Pro-Card) allows immediate
payment to a vendor for a commodity or service (for example, office
supplies ordered and paid through Cardinal Office Supplies’ website).

The Accounts Guidance Manual (ACC-604) and the KYTC Procurement
Card User Guide detail the policies and procedures for the
procurement card program.

» Payment Request (PRC)—This method is used for some service
master agreements when services are provided without a delivery
order. For example, janitorial services MAs clearly outline the
services to be performed and their frequency. The vendor performs
the service and submits invoices as outlined in the MA terms.
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POST AWARD
Purchases against Master Agreements PUR-502

FINAL PAYMENT ON

SERVICE MASTER

AGREEMENTS To make final payment on a service MA, the requesting unit creates a DO
and ensures all approvals are applied and the DO is in “Final Status” prior
to the MA expiration. Additionally, for all service MAs where services
are provided without a delivery order (such as janitorial services,
dumpster services, pest control, liquid waste disposal, and scrap metal
removal), the requesting unit notifies the vendor of the final service date
at least one month prior to the MA expiration date.

Note: The MA will not be found on URCATS (an eMARS search screen)
after the expiration date.

If a requesting unit fails to create a DO prior to the MA expiration date
and a payment must be made, the requesting unit performs one of the
following:

» If the MA does not have catalog-line type, the requesting unit creates
a stand-alone PRC along with a memorandum reference to the MA on
the PRC document.

» If the MA has catalog-line type, the requesting unit creates a stand-
alone PRC with documentation (such as, the expired MA, date of

service, etc.) provided in the “Document Description” field of the PRC.

ACC-603-1 details KYTC’s stand-alone PRC guidelines.

SOP
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PUR-503

Chapter

Purchases —

POST AWARD

Delivery & Receiving

STATUTORY &

REGULATORY

AUTHORITY FAP 111-41-00

GENERAL Delivery shall follow all guidelines established by FAP 111-41-00. The
contract document shall clearly indicate how and when a delivery shall be
made.

PoLicy The requesting agency shall be responsible for monitoring the delivery
schedule, receipt, and verification of all requested products and services.

PROCEDURE The requesting unit shall:

1. Check the condition of the commodity and explain exposed or
apparent damage on the freight bill before accepting delivery

2. Ensure that the commodity is the same as specified in the order

3. Verify that the quantity received corresponds with the quantity
ordered

4. Notify the common carrier and vendor of any concealed damage
within 15 days after receipt of delivery

5. Notify the vendor of any other problems concerning the shipment
6. Care for the commodity until delivery is made to the end user

7. Prepare the proper records of receipt (ACC-603-1)

SOP

01/15 Page 1of 1


http://transportation.ky.gov/Organizational-Resources/Policy%20Manuals%20Library/Accounts.pdf#acc603-1
http://finance.ky.gov/services/policies/Pages/default.aspx
http://finance.ky.gov/services/policies/Pages/default.aspx

Purchases —

PUR-504

Chapter

POST AWARD

Vendor Performance

STATUTORY &

REGULATORY

AUTHORITY KRS 45A.110, 200 KAR 5:315

DOCUMENT TYPE The Division of Purchases and the Finance and Administration Cabinet
use the eMARS-generated Performance Evaluation (PE) document to
evaluate the performance of vendors.

WHEN 1O USE Renewal—The Division of Purchases sends requesting units a standard
Vendor Performance Survey (Exhibit 9016) at the time of renewal for all
master agreements and catalog master agreements. The Division of
Purchases use responses to the Vendor Performance Survey to process a
Performance Evaluation (PE) in eMARS.

Vendor Complaint—Requesting units experiencing problems with vendor
performance during any given contract period may submit a vendor
complaint to the buyer of record on the contract via email. The
complaint shall include:
» Delivery order or contract number
» Vendor name
» Commodity or service involved
» Name of purchasing officer
» Nature of the complaint
» Action taken to date by the requesting unit
» Requesting unit proposed corrective action
01/15 Page 1 of 3
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POST AWARD

Vendor Performance

PUR-504

WHEN TO USE (CONT.)  Typical complaints experienced include:

>

YV V.V V V VYV V

COMPLAINT

Late delivery

Unauthorized substitution

Failure to respond to letter or phone call

Poor service

Failure to respond promptly to service call

Incorrect invoices

Failure to meet specifications

Shipment made other than free on board (FOB) destination

Failure or slow replacement of damaged goods

ResoLuTION PROCESS  The following details vendor complaint resolution procedures:

1.

When a requesting unit first experiences a minor problem with a
vendor, they should contact the vendor directly and attempt to
resolve the problem.

If the vendor does not act promptly and satisfactorily, the requesting
unit should immediately contact the buyer of record with the
complaint information listed above.

Requesting units should immediately file all major problems with the
Division of Purchases via email and attach any existing written
documentation. It is important that requesting units report issues
and problems on a timely basis and with full documentation as to the
nature of the problems. Do not allow vendor problems to
accumulate or go unreported until a crisis exists.

Upon receipt of an email and documentation of the problem, the
buyer of record completes a PE document in eMARS and drafts a
letter detailing the complaint, the unit’s desired outcome, and a
deadline for compliance or submittal of a plan of action. (The
requesting unit may be asked for further clarification or supporting
documentation.) The Division of Purchases then sends the letter (cure
notice) to the vendor.

The Division of Purchases copies the requesting unit on all
communications between the Division of Purchases and the vendor.

01/15
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POST AWARD

Vendor Performance PUR-504
COMPLAINT

RESOLUTION PROCESS

(cont.)

4. Upon receipt of the vendor response, the Division of Purchases will
consult with the requesting unit to determine if the proposed
corrective action is satisfactory or if alternatives offered by the
vendor are acceptable.

5. If a vendor fails to comply with mandatory deadlines or has
documented persistent or chronic problems, the Division of
Purchases may issue a show cause letter to the vendor and pursue
cancellation of the contract.

6. The buyer of record creates a PE in eMARS and attaches all
documentation and outcomes of the submitted complaint.

RECORDS

RETENTION All PE documents, supporting documentation, and subsequent
communications for each vendor are permanently filed and maintained in
eMARS.

COMPLAINT

RESOLUTION

AUTHORITY The Division of Purchases resolves complaints involving delegated

commodities.
The Division of Purchases refers complaints involving nondelegated

commodities to the Finance and Administration Cabinet, Office of
Procurement Services for resolution.

SOP
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Purchases —

PUR-505

Chapter

POST AWARD

Payment Requests against a Contract

PoLicy

PAYMENT
AUTHORIZATION

PROCEDURE

The requesting unit originating a purchase requisition (RQS) or purchase
order (PO) is responsible for payment of that purchase. The Accounts
Guidance Manual details the Cabinet’s policies and procedures
concerning payments.

Prior to payment, the originating unit shall ensure procedures under
PUR- 503 have been followed.

Purchase of commodities and services under bid contracts requires that a
PRC document be processed in eMARS and followed up with submittal of
a hardcopy invoice to the KYTC's Division of Accounts. The printed PRC
document serves as a cover page to all invoices and supporting
documents submitted to the Division of Accounts.

The following details the procedure to make payment requests against a
contract:

1. The receiving employee submits the delivery receipts and all
documentation (such as weight tickets) to the requesting unit.

Note: The employee receiving the material signs the vendor’s
invoice.

2. The requesting unit must receive a correct and proper invoice.

Note: The requesting unit must notify the Division of Purchases if an
overrun occurs. A contract modification (PUR-507) with a complete
explanation must be processed for all contract overruns before
payment can be made.
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POST AWARD
Payment Requests against a Contract PUR-505

PROCEDURE (CONT.)
3. The requesting unit prepares and submits a PRC document in eMARS
(either by copying forward from the DO or straight from the contract)
and attaches the following to the header:

» Vendor's invoice (original invoice or, if the original cannot be
obtained, a copy marked “original”)

Note: Every effort should be made to obtain the original invoice.

» Weight sheets, shipping tickets, and any other evidence to
substantiate the delivery

» All material test reports that will be retained in the requesting
unit’s files

4. Immediately upon submittal of the PRC in eMARS, the requesting unit
prints the PRC and submits it (the hardcopy) and all supporting
documents to the Division of Accounts, Pre-Audits Branch for
approval.

Note: It is the requesting unit’s responsibility to ensure the Division
of Accounts has all required information.

5. The requesting unit monitors all submitted PRCs to ensure payments
are made in a timely manner.

6. After approval, the Division of Accounts pays the vendor by check or
electronic funds transfer.

SOP
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Purchases —

PUR-506

Chapter

POST AWARD

Contract Renewals

STATUTORY &
REGULATORY
AUTHORITY

PoLicy

MASTER AGREEMENT
RENEWAL

FAP 111-37-00; FAP 111-43-00; FAP 111-44-00

Requesting unit may request renewal periods when submitting a
requisition (RQS) for commodities or services where the solicitation will
result in the award of a term agreement. The Cabinet’s buyer of record
will determine whether or not renewals are applicable based on the
nature of the request and statutory and regulatory authority.

Note: One-time contracts cannot be renewed. As the name suggests,
they are for one individual purchase.

If renewals are included in the contract, they are optional and in no way
binding to the Commonwealth or the vendor.

The following details the renewal procedure for master agreements
(MAs):

1.

2.

Approximately two months prior to contract expiration, the Division
of Purchases will notify the requesting unit of any contracts that
expire, with or without renewal, by sending an email with a
performance evaluation questionnaire for each contract. The
guestionnaire indicates whether or not the contract has a renewal
option available.

The requesting unit shall complete the questionnaire, which includes
indicating whether or not the renewal option will be utilized, and
return to the buyer of record by the deadline stipulated in the email.

If the requesting unit chooses to utilize the renewal option, the
Division of Purchases will notify the vendor that a renewal option is
available. The vendor will be given the option to renew or let the
contract lapse and given a deadline to respond.
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POST AWARD
Contract Renewals PUR-506

MASTER AGREEMENT
RENEWAL (CONT.)

4. If the vendor opts to renew the contract and returns all required
documentation, the Division of Purchases will process a renewal
document (RN) in eMARS and the contract will be extended for the
next available contract period.

5. If either the requesting unit or the vendor does not wish to renew,
the contract will lapse. If the requesting unit determines the
commodity or service necessary, the requesting unit needs to submit
a new RQS document as soon as possible to avoid or minimize a lapse
in service or contract availability.

PERSONAL SERVICE

CONTRACT RENEWAL Most personal service contracts (PSCs) are set up to expire at the end of a
biennium (June 30 of even-numbered years). PSCs shall not cross the
biennium per Government Contract Review Committee Policy 99-4.

Most PSCs awarded from a request for proposal (RFP) contain one of the
following clauses:

» If the RFP is for the Office of Legal Services, the following renewal
option is required:

“This contract may be renewed at the discretion of the agency
for as many additional two-year terms as needed for the
purpose of and to the extent that said renewals are necessary
to permit the Contractor to conclude any work on any cases in
progress pursuant to the RFP.”

» If the RFP is not for legal services, the agency may include one of the
following renewal options:

¢ “The Commonwealth reserves the right to renew this contract for
up to one (1) additional two- (2-) year period.”

¢ “The Commonwealth reserves the right to renew this contract for
up to two (2) additional two- (2-) year periods.”

¢ “The Commonwealth reserves the right to renew this contract for
up to two (2) additional one- (1-) year periods.”

¢ “The Commonwealth reserves the right to renew this contract for
up to one (1) additional one- (1-) year period.”
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POST AWARD

Contract Renewals

PUR-506

PERSONAL SERVICE
CONTRACT RENEWAL
(cont.)

The Division of Purchases notifies requesting units by email of their
existing contracts 4-6 months in advance of the contracts’ expiration

dates.

A.

If clause exists, the requesting unit is asked if they wish to exercise
this optional renewal.

1.

If so, the requesting unit shall submit a new EO1/LOI with the
contract amount for the appropriate renewal term (1 or 2 years).

If the EO1/LOI is approved, the purchasing officer creates a new
PON2 document in eMARS and routes for appropriate signatures
and approvals.

Lead Time Required — 60 calendar days

If this clause does not exist in the RFP from which a PSC was awarded,
all work has been completed, and the requesting unit still needs the
service, a new competitive RFP is needed.

1.

The requesting unit shall submit a new EO1/LOI for permission to
issue a new RFP.

Once approved, the requesting unit submits a RQS with approved
EO1, scope of work, proof of necessity, and any other applicable
information attached. See PUR-301.

A buyer in the Contract Oversight Branch completes the RFP
process to establish a new contract. See PUR-306 and PUR-402.

Lead Time Required — 90 calendar days

If this clause does not exist in the RFP from which a PSC was awarded,
all work has not been completed, and the requesting unit still needs
the service, the contract may be extended for time and balance only.

1.

The requesting unit shall submit a new EO1/LOI for the balance of
the contract and request permission to extend.

If the EO1/LOI is approved, the buyer modifies the current PON2
document in eMARS to extend the service to date and routes for
appropriate signatures and approvals.
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POST AWARD

Contract Renewals

PUR-506

PERSONAL SERVICE
CONTRACT RENEWAL
(cont.)

MEMORANDUM OF
AGREEMENT RENEWAL

MOA/PSC
EXCEPTION
PROCEDURE

Note: If the contract is extended for time and balance, funds may
not be added at a later date. If the requesting unit expects more
funds may be needed, the contract should be replaced with a new
contract under “Not Practicable to Bid” rules, instead of being
extended.

Lead Time Required — 60 calendar days

Most memoranda of agreement (MOAs) are set up to expire at the end of
a biennium (June 30 of even-numbered years). MOAs can only cross the
biennium if wholly funded by federal road fund monies.

MOAs do not have “renewal” clauses. Since MOAs are exempt from
competitive bidding, they may be recreated for as many terms as
needed.

If the requesting unit needs a MOA for an additional biennium, the
following steps shall be taken:

1. The requesting unit shall submit a new EO1 with the contract amount
for the appropriate time frame of the requested contract. EO1s for
MOAs may be created for a two-year period.

2. Once approved, the requesting unit submits a RQS with approved
EO1, scope of work, proof of necessity, and any other applicable
information attached. See PUR-301.

3. The buyer creates a new PON2 document in eMARS and routes for
appropriate signatures and approvals.

Lead Time Required — 60 calendar days

MOA/PSC exceptions are processed as PO2 documents. See PUR-203.

Most of these contracts are set up to expire at the end of a biennium
(June 30 of even-numbered years). While these contracts are exempt
from LRC review, the FAC Office of Procurement Services recommends
consistency between all PO2s and PON2s.

01/15

Page 4 of 5



POST AWARD

Contract Renewals

PUR-506

MOA/PSC EXCEPTION
PROCEDURE (CONT.)

I”

MOA/PSCs exceptions also do not have “renewal” clauses. Since these
contracts are exempt from competitive bidding, they may be recreated
for as many terms as needed.

A. If all work has been completed, and the requesting unit still needs the
service, a new contract is required.

1. The requesting unit shall submit a new EO1 for permission to
establish a PO2 document.

2. Once approved, the requesting unit submits a RQS with approved
EO1, scope of work, and any other applicable information
attached. See PUR-301.

3. The purchasing officer creates a new PO2 document in eMARS
and routes for appropriate signatures and approvals.

Lead Time Required — 60 calendar days

B. If all work has not been completed, and the requesting unit still needs
the service, the contract can be modified to extend for time and
balance.

1. The requesting unit shall submit a new EO1 for permission to
extend the existing agreement to contain the contract balance.

2. Once approved, the purchasing officer modifies the current PO2
document in eMARS and routes for appropriate signatures and
approvals.

Note: If the contract is extended for time and balance, funds may
not be added at a later date. If the requesting unit expects more
funds may be needed, the contract should be replaced with a new
contract, instead of being extended.

Lead Time Required — 60 calendar days

Note: PO2 and PON2 documents shall be created and submitted in
accordance with the FAC’s Closing Year Schedule. Submittal of contracts
that encumber funds may be delayed depending on the passage of a
budget bill by the state legislature.

SOP
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Purchases —

PUR-507

Chapter

POST AWARD

Contract Modifications & Cancellations

STATUTORY &
REGULATORY
AUTHORITY

MODIFICATIONS

CANCELLATIONS

200 KAR 5:312, FAP 110-10-00, FAP 111-11-00

Any required corrections or changes (including renewals) to a contract
shall be issued as a modification to the contract in eMARS. All
modifications require written agreement by both parties (the vendor and
requesting unit), with the exception of administrative changes (PUR-02).

A modification shall not be used to:

>
>
>

Initiate a major change outside the original scope of the contract
Effect a new buy that normally would be placed by competitive bid

Increase the quantity in excess of 10 percent, unless authorized in the
solicitation

FAP 110-10-00 allows three types of contract cancellations:

>

Default by Vendor—This requires sufficient documentation regarding
the default, to be submitted to and processed by the Division of
Purchases as an official vendor complaint (PUR-504). Termination by
default will be determined by the Division of Purchases and the Office
of Legal Services.

Convenience of the Commonwealth—This requires notification be
sent to the vendor at least 30 calendar days in advance of the
cancellation date.

Lack of Appropriation—This requires notification be sent to the
vendor at least 30 calendar days in advance of the cancellation date.

SOP
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Purchases —

PUR-508

Chapter

POST AWARD

Payments against Personal Service
Contracts (PSCs)

STATUTORY
AUTHORITY

PoLicy

PROCEDURE

KRS 45A.695

KRS 45A.695 requires that “no payment shall be made on any personal
service contract unless the individual, firm, partnership, or corporation
awarded the personal service contract submits its invoice for payment
on a form established by the committee.” To comply with this, the
Legislative Research Commission’s Government Contract Review
Committee (GCRC) established the Personal Service Contract Invoice Form
(Exhibit 9022).

Information on House Bill 387 (which provided the above amendment to
KRS 45A.695) may be found at:

http://www.Irc.ky.gov/record/10rs/HB387.htm

Information on the GCRC form may be found at:
http://www.Irc.ky.gov/Statcomm/Contracts/homepage.htm

When making a payment against a PSC, a PON2 document with a

Procurement Type ID of 3 or 17, the unit initiating payment shall submit a
signed copy of this invoice form with the PRC document.

SOP
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GLOSSARY

ADDENDUM/
ADDENDA

ADMINISTRATIVE
CHANGE

BEST VALUE

CRITERIA

BiD

Bib BOND

BID TABULATION

BIENNIUM

BLANKET WAIVER

BREACH OF CONTRACT

A written change or correction to a solicitation; often used to address
technical questions received from interested vendors

A minor change, such as change of address, correction of preparation,
etc.

This method of scoring a bid emphasizes value over price by using
objective and quantifiable criteria for scoring including price. The best
evaluated bid may not be the lowest cost.

(noun) A response submitted by a vendor to a request for bid (RFB)

(verb) To submit a response to a RFB; gives the buyer legal power to
create a contract

An insurance agreement accompanied by a monetary commitment
where a third party (surety) accepts liability and guarantees the bidder
will not withdraw the bid; accompanies the bid response

A spreadsheet listing all vendors who submitted bids and their unit
prices; may also include total prices, delivery terms, etc.; includes best
value criteria scoring and Determination and Findings

A period of 2 fiscal years, beginning in an even year, for example, July 1,
2008 — June 30, 2010

An EO1 document requesting permission to establish a master
agreement and to make delivery orders and payments for a specific
commodity or service for a period of one year

Failure by the vendor to carry out a contract per the terms and conditions
without legal reason for the failure
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GLOSSARY

PUR-02

BUYER

CANCELLATION OF A
SOLICITATION

CLARIFICATION

COLLUSION

CommobITY

CommobiTy CODE

COMPETITIVE
SEALED BIDDING

CONFLICT OF
INTEREST

CONSTRUCTION

CONTRACT

CONTRACT
MANAGEMENT

CONTRACT
MANAGER

KYTC or Finance and Administration Cabinet employee who issues
solicitation documents and created contracts and agreements in eMARS

A solicitation may be cancelled or all bids rejected if it is determined to
be in the best interest of the Commonwealth.

Written communication with a bidder during the evaluation process, for
the sole purpose of eliminating minor irregularities or apparent clerical
mistakes

When two or more parties secretly work together in an attempt to win a
contract; an unlawful practice in regards to competitive sealed bidding
procedures

A product or good that is being purchased

A number assigned to a commodity or service that is organized by classes
and subclasses; necessary to complete a RQS

Preferred method for acquiring commodities or services in which award
is made to responsible, responsive bidder with highest evaluated score

A situation where public officials may obtain a benefit from a public
contract potentially resulting in breach of ethics

Building, altering, repairing, improving, or demolishing any public
structures, buildings, or any real property. Vendor is required to include
labor and materials.

A legal agreement between parties to exchange goods or services for
payment; a CTT1 or CTT2 in eMARS

The management of all actions, after the award of a contract, that must
be taken to assure compliance with the contract, such as timely delivery,
acceptance of goods received, inspection of services performed,
payment, closing contract, etc.

An employee from the program agency responsible for the performance
to be achieved through the contract; responsible for enforcing
performance of the contract terms and conditions and serving as a liaison
with the contractor
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GLOSSARY

PUR-02

CONTRACTOR

CONVENIENCE OF THE
COMMONWEALTH

CosT PROPOSAL

DEBARMENT

DEFAULT BY VENDOR

DELEGATED

DELIVERY ORDER

DETERMINATION &
FINDINGS

EMARS

EMERGENCY PURCHASE

EO1 DOCUMENT

EPROCUREMENT

EVALUATION

EVALUATION
COMMITTEE

An individual or business that holds a contract for commodities or
services

The Commonwealth’s ability to terminate a contract if it is in its best
interest
Response to a solicitation that outlines a vendor’s cost

An action taken by Finance and Administration Cabinet to prohibit a
vendor or contractor from bidding for a certain period of time

Failure by the vendor to fulfill a contract per the terms and conditions

Commodities and services assigned to KYTC Division of Purchases by the
Finance and Administration Cabinet

An eMARS document (detailing commodity, quantity, ship/bill to
addresses, etc.) used to place an order against an existing master
agreement

Documentation made by buyer of record justifying decisions made during
evaluation process
The Commonwealth’s electronic procurement system

A purchase created due to a threat or impending threat to public health,
welfare, or safety

The eMARS document that authorizes a procurement exceeding $1,000
in a one-year period

The website portion of eMARS where vendors can register as a vendor,
download bids, and see award information

Process of reviewing bids, creating bid tabulation, and making an award

Committee formed to evaluate technical proposals submitted by vendors
in response to a request for proposal (RFP); composed of members with
advanced knowledge of the technical requirements of the commodity or
service being requested
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GLOSSARY

PUR-02

EVALUATION CRITERIA

FISCAL YEAR
FREE ON BoARD (FOB)

DESTINATION

INVOICE

IRREGULARITY

LIQUIDATED DAMAGES

MASTER AGREEMENT

MAY vS. SHALL

MEMORANDUM OF
AGREEMENT

METHOD OF AWARD

MISTAKE

MODIFICATION

Criteria used to score a bid; most often includes price and delivery (or
completion); can include references, years in business, and others; in
RFP, based on technical criteria

12-month period used for accounting purposes; for Kentucky state
government, July 1-June 30

The vendor or shipper owns all goods in transit and is liable for delivery
to the point of destination. They are responsible for filing any claims with
the deliver carrier for breakage or other losses, and for any damage
resulting from said transportation.

Document submitted by the vendor requesting payment for a commodity
or service

An easily correctable defect in a bid response—a matter of form and not
of substance—that has no effect on price, quantity, delivery or terms and
conditions

Damages agreed to by both parties and are due by party who breaches
contract; typically used when delivery exceeds guaranteed time

An eMARS document that is a term contract; established with vendors for
supplying specific items at a specific unit price for a definite period; also
called a price contract

May denotes the permissive in a contract clause or specification. Shall
denotes the imperative in a contract clause or specification.

Any agreement or contract relating to services between a state agency
and any other governmental body or political subdivision of the
Commonwealth that involves an exchange of resources or responsibilities
to carry out a governmental function

Solicitation clause that details how an award will be made; includes
evaluation criteria, calculation formula, and any information regarding
vendor’s eligibility for award

This is @ minor error in the bid. Clerical mistakes may be corrected with
verification from the bidder.

A written alteration to a document; on contracts, can only be done with
mutual agreement by all parties
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GLOSSARY

PUR-02

NONPROFESSIONAL
SERVICE

NOTICE OF AWARD

NoOT PRACTICAL
TO BiD

OFFEROR

PAYMENT REQUEST
(PRC)

PERFORMANCE BOND

PERSONAL SERVICE
CONTRACT

PoLITICAL
SUBDIVISIONS

PON2

PREVAILING
WAGE RATE

PROCUREMENT

PROCUREMENT CARD

Any service that does not require a professional skill, judgment, license,
or certification

Email notification sent to the successful bidder

A letter written by unit to give justification for not competitively bidding

Person submitting a proposal in response to a RFP

eMARS document used to pay a vendor’s invoice; can reference a
delivery order, contract, or can be created as a stand-alone document;
authorizes the Division of Accounts to issue a check or electronic transfer
of funds

An insurance agreement accompanied by a monetary commitment
where a third party (surety) accepts liability and guarantees the vendor
will complete the contract as agreed; requested after evaluation process,
before award of contract; returned upon successful completion of
contract

An agreement whereby an individual, firm, partnership, or corporation is
to perform certain services requiring professional skill or professional
judgment for a specified period of time at a price agreed upon

Political entities within a state which have been delegated certain
functions of a local government; may include counties, cities, towns, etc.

A contract type in eMARS used for personal service contracts or MOAs;
requires legislative review and approval

The rate of wages, including fringe benefits, paid to workers in a
geographic area for the same type of work; required on contracts that
will exceed $250,000 in use over life of contract

Purchasing or otherwise acquiring commodities and services; includes all
parts of the process from requisition to payment

A payment method using a credit card; administered through the Division
of Accounts
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GLOSSARY

PUR-02

PROFESSIONAL SERVICE

PROOF OF NECESSITY

PROTEST

PusLic BID OPENING

PURCHASE ORDER

QuOTE

REcYCLED CONTENT

REQUEST FOR BID

REQUEST FOR
INFORMATION

REQUEST FOR
PROPOSAL

REQUEST FOR QUOTE

REQUESTING UNIT

REQUISITION

RESPONSIBLE BIDDER

RESPONSIVE BIDDER

Any service that requires a professional skill, judgment, license, or
certification

A form that must be completed by requesting unit for a PON2 document

An objection to a solicitation or award; filed to the Secretary of the
Finance and Administration Cabinet

Public opening and reading of bids received at a time and place specified
in the solicitation

An eMARS document used after obtaining 3 quotes under small purchase
authority

An informal process of soliciting pricing from several vendors

Portion of a product made from post-consumer waste or recovered
material; required on certain commodities purchased by the state

A document used to solicit bids for commodities and nonprofessional

services; also called RFB and solicitation

A document used to ascertain interest in a particular professional or
personal service; also called RFI and solicitation

A document used to solicit proposals for professional services; also called
RFP and solicitation

A document used to informally solicit quotes for commodities and
nonprofessional services; also called RFQ; can be done through eMARS or
using TC 73-102 form, Agency Request for Quotation

Any KYTC entity requesting a purchase of a commodity or service

A document created to outline the needs of a unit; a RQS in eMARS; sent
to Division of Purchases for approval and processing

A vendor who is financially and technically able to complete the contract
as required

A vendor who conforms to all material and substance requirements of
the RFB
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GLOSSARY

PUR-02

SALIENT QUESTION

ScopPe oF WORK

SERVICE

SMALL PURCHASE
AUTHORITY

SOLE BRAND

SOLE SOURCE

SOLICITATION

SPECIFICATIONS

SPLIT
PURCHASE

STANDARDS

Question of notable significance, whose answer would have a bearing on
the interpretation of the specifications or terms and conditions of a
solicitation or contract

A written description of the contractual requirements for materials and
services contained within a request for proposal (RFP)

Labor, time, or effort required on the part of the vendor; service
contracts focus more on labor than on delivery or supply of products

A delegation from the Finance and Administration Cabinet or KYTC
Division of Purchases authorizing requesting units to procure any good or
nonprofessional service up to a specified dollar amount without going
through a formal competitive process; some exceptions may apply

A commercial product or service described by a brand name, make, or
model number; may be offered for sale by more than one source (such as
manufacturer, producer, or distributor)

Only one known capable supplier of a commodity or service

Document used to solicit bids, proposals, and quotes to provide a
commodity or service; also known as request for bids (RFB), request for
proposals (RFP), and request for quote (RFQ)

Listing of requirements for goods and services that details dimensions,
types of materials, performance, functions, minimum and basic
requirements, functional features and variables, and measurable
performance criteria

Occurs when an individual or single buying entity intentionally divides or
appears to divide a single purchase requirement into two or more
separate purchases to avoid exceeding their Procard limit, small purchase
limit, and/or the competitive bid process requirements, for example
splitting requirements among merchants, splitting requirements among
cardholders, or splitting requirements over time

An established measure of extent, quality, or value; examples include
Kentucky Department of Highway’s standard specifications and drawings,
ASTM standards, and AASHTO requirements
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GLOSSARY

PUR-02

TECHNICAL PROPOSAL
TeERM CONTRACT

TERMINATION

TeRMS & CONDITIONS

TiE BIDS

UNIT oF MEASURE

UNIT PRICE

VENDOR

VENDOR COMPLAINT

VENDOR/CUSTOMER
NUMBER

Response to a solicitation outlining what the vendor intends to furnish
Established with vendors for supplying specific items at a specific unit
price for a definite period; also called price contracts or master
agreements

When a contract is cancelled for breach of contract by vendor,
convenience of the Commonwealth, or if funds are no longer available

Standard language attached to solicitations and contracts; includes all
standard clauses and rules for competitive bidding process

Bids from two or more vendors with identical pricing

Unit assigned to each commodity line used to determine unit pricing;
examples include, each (EA), linear feet (LFT), lump sum (LMP), hour (HR)

Price assigned to one unit of a commodity line; governs over extended
price in the event of a discrepancy on a bid

A supplier or seller of goods or services; also called a contractor

Documentation of performance issues with a contracted vendor; includes
complaint documentation from the requesting agency, cure notices sent
from the Division of Purchases, show cause letters, and any vendor
responses to Division of Purchases correspondence; used in conjunction
with performance evaluations (PE) to document vendor’s performance
history which aids in determining vendor responsibility

A number assigned to a vendor by eMARS based on the vendor’s federal
identification (FEIN) number or social security number

SO®

01/15

Page 8 of 8



PUR-9000

Chapter

EXHIBITS

Subject

Table of Exhibits

EXHIBIT

NUMBER EXHIBIT TITLE MANUAL REFERENCE
9002 Agency Request for Quotation, TC 73-102 ......c.cccevvcvveeerviineeenne 201, 308, 403-1

9026 Determination & Finding for Small Purchase
(Ethnic Minority BUSINESS PrOCESS) ....cuveeeeecvieeeieiieeeeeiteeeeecieeeeeevaeeeeans 201
9003 EEO FOrm 1, VendoOr LRI c.uuuuueeeee ittt 306
9004 EEO Form 2, Report & INSTrUCTIONS ..cccovviiiiiiieeieeeeiiiteee e e e e 306
9005 EEO Form 3, SUbCONtractor FOIrM ....cooiveiuuiieeii et 306
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9019 EO1 Document Action Field StatuSes ........ccoceeviivierieeiienienececeeeens 107-1
9025 Equipment Rental Agreement Information, TC 74-552.......cccccevvveiiviiineennne 202
9008 Executive Order 2008-011 ......cccceeviieiiiieniiieniie e 107-1
9009 Executive Order Implementation Memorandum 01/08 .........cccccceuveenenn. 107-1
9028 FAC Secretary’s Order 11-004.......cccoevvecceiiieeeeeeeeeciiereee e e 305, 306, 403-1,
403-2, 403-3
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EXHIBIT
Recycled Content List, 200 KAR 5:330 PUR-9001

200 KAR 5:330. Purchase of goods, supplies, equipment, materials and printing with minimum recycled content.

RELATES TO: KRS 45A.500-45A.540

STATUTORY AUTHORITY: KRS 45A.520

NECESSITY, FUNCTION, AND CONFORMITY: KRS 45A.520 requires the Finance and Administration Cabinet to promulgate
administrative regulations establishing a minimum recycled material content to be used by every state agency when purchasing goods,
supplies, equipment, materials, and printing. KRS 45A 520 further provides that if the United States Environmental Protection Agency has
established a minimum recycled content for certain products, then the Finance and Administration Cabinet shall adopt at a minimum, those
standards established by the United States Environmental Protection Agency pursuant to the Resource Conservation and Recovery Act of

1976, as amended. This administrative regulation establishes requirements concerning recycled material content.

Section 1. Definitions. (1) "Mill broke" means any paper generated in a paper mill prior to completion of the paper manufacturing process
which is unsuitable for end use applications and is subsequently reused in the paper manufacturing process.

(2) "Postconsumer waste" means products or materials which have been discarded by a consumer.

(3) "Recovered fly ash" means the component of coal which results from the combustion of coal, and is the finely divided mineral residue
which is typically collected from boiler stack gases by electrostatic precipitator or mechanical collection devices.

(4) "Recovered material" means those materials which have been separated, diverted or removed from the solid waste stream after a
manufacturing process.

(5) "Recovered paper material" means paper products and paper byproducts which, if not recovered, would otherwise be solid waste, and
which are intended for sale, use, reuse, or recycling, whether such materials or byproducts require subsequent separation and processing,
excluding the virgin content of mill broke and sawdust.

(6) "Re-refined oil" means used oils from which the physical and chemical contaminants acquired through previous use have been
removed through a refining process.

(7) "Solid waste stream" means a path of discarded material from point of origin to ultimate disposition.

(8) "State agency" is defined by KRS 45A.505.

Section 2. Minimum Recycled Content for State Agency Purchases. Except as provided under KRS 45A.510, any goods, supplies,
equipment, materials and printing purchased by a state agency shall contain the following minimum recycled content:

(1) Xerographic paper (all sizes and colors) shall contain fifty (50) percent recovered paper material of which ten (10) percent shall be
postconsumer waste.

(2) Carbonless printing paper (all sizes and colors) shall contain thirty (30) percent recovered paper material.

(3) Flat sheet printing papers.

(a) Paper, offset and opaque (all sizes and colors) shall contain fifty (50) percent recovered paper material of which ten (10) percent shall
be postconsumer waste.

(b) Paper, text (all sizes and colors) shall contain fitty (50) percent recovered paper material of which ten (10) percent shall be
postconsumer waste.

(c) Paper, parchtex (all sizes and colors) shall contain fifty (50) percent recovered paper material of which fifteen (15) percent shall be
postconsumer waste.

(d) Paper, cover, antigue or wove or text (all sizes and colors) shall contain fifty (50) percent recovered paper material of which ten (10)
percent shall be postconsumer waste.

(e) Paper, index (all sizes and colors) shall contain fitty (50) percent recovered paper material of which twenty (20) percent shall be
postconsumer waste.

(4) Business papers.

(a) Paper, mimeographic (all sizes and colors) shall contain fity (50) percent recovered paper material of which ten (10) percent shall be
postconsumer waste.

(b) Paper, spirit process (all sizes and colors) shall contain fitty (50) percent recovered paper material of which ten (10) percent shall be
postconsumer waste.

(c) Paper, rag bond (all sizes) shall contain fifty (50) percent recovered paper material of which ten (10) percent shall be postconsumer
waste.

(d) Paper, sulfite bond (all sizes and colors) shall contain fifty (50) percent recovered paper material of which ten (10) percent shall be
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EXHIBIT

Recycled Content List, 200 KAR 5:330 PUR-9001
postconsumer waste.

(5) Computer paper.

(a) Continuous stock paper, carbon interleaved (all sizes and colors) shall contain fifty (50) percent recovered paper material of which ten
(10) percent is postconsumer waste.

(b) Continuous stock paper, plain (all sizes and colors) shall contain fifty (50) percent recovered paper material of which ten (10) percent
shall be postconsumer waste.

(6) Miscellaneous office supplies.

(a) Blotters, desk (all sizes and colors) shall contain fifty (50) percent recovered paper material of which ten (10) percent shall be
postconsumer waste.

(b) Calendars (all types, sizes and colors) shall contain fitty (50) percent recovered paper material of which ten (10) percent shall be
postconsumer waste.

(c) File pockets (all types, sizes and colors) shall contain fitty (50) percent recovered paper material of which ten (10) percent shall be
postconsumer waste.

(d) Notehook filler (all types, sizes and colors) shall contain fifty (50) percent recovered paper material of which ten (10) percent shall be
postconsumer waste.

(e) Angular heavy celluloid tab folder (all types, sizes and colors) shall contain fifty (50) percent recovered paper material of which thirty
(30) percent shall be postconsumer waste.

(f) File folder (all types, sizes and colors) shall contain fity (50) percent recovered paper material of which thirty (30) percent shall be
postconsumer waste.

(g) Hanging folder (all types, sizes and colors) shall contain fity (50) percent recovered paper material of which thirty (30) percent shall be
postconsumer waste.

(h) Open shelf file folder (all types, sizes and colors) shall contain fifty (50) percent recovered paper material of which thirty (30) percent
shall be postconsumer waste.

(i) Top tab folder (all types, sizes and colors) shall contain fifty (50) percent recovered paper material of which thirty (30) percent shall be
postconsumer waste.

(i) Two (2) inch expansion bottom gusset folder (all types, sizes and colors) shall contain fifty (50) percent recovered paper material of
which thirty (30) percent shall be postconsumer waste.

(k) Twenty-five (25) point classification folder (all types, sizes and colors) shall contain fifty (50) percent recovered paper material of which
thirty (30) percent shall be postconsumer waste.

() Guides, index monthly (all types, sizes and colors) shall contain fity (50) percent recovered paper material of which ten (10) percent
shall be postconsumer waste.

(m) Indexes, alphabetical (all types, sizes and colors) shall contain fifty (50) percent recovered paper material of which twenty (20) percent
shall be postconsumer waste.

(n) Mailing tubes (all types, sizes and colors) shall contain fity (50) percent recovered paper material of which ten (10) percent is
postconsumer waste.

(o) Memo books (all types, sizes and colors) shall contain fifty (50) percent recovered paper material of which ten (10) percent shall be
postconsumer waste.

(p) Memo case (all types, sizes and colors) shall contain fifty (50) percent recovered paper material of which ten (10) percent is
postconsumer waste.

(q) Memo sheets (all types, sizes and colors) shall contain fifty (50) percent recovered paper material of which ten (10) percent shall be
postconsumer waste.

(r) Notebooks, three (3) hole punched (all types, sizes and colors) shall contain fifty (50) percent recovered paper material of which ten
(10) percent shall be postconsumer waste.

(s) Notebooks, stenographic (all types, sizes and colors) shall contain fifty (50) percent recovered paper material of which ten (10) percent
shall be postconsumer waste.

(t) Fan folded notes (all types, sizes and colors) shall contain fifty (50) percent recovered paper material of which ten (10) percent shall be
postconsumer waste.

(u) Columnar green pads (all types and sizes) shall contain fifty (50) percent recovered paper material of which ten (10) percent shall be
postconsumer waste.

(v) Desk pads (all types, sizes and colors) shall contain fifty (50) percent recovered paper material of which ten (10) percent shall be
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EXHIBIT
Recycled Content List, 200 KAR 5:330 PUR-9001

postconsumer waste.

(w) Scratch pads (all types, sizes and colors) shall contain fifty (50) percent recovered paper material of which ten (10) percent shall be
postconsumer material.

(x) Adding machine paper (all types, sizes and colors) shall contain fifty (50) percent recovered paper material of which ten (10) percent
shall be postconsumer waste.

(y) Tablets (all types, sizes and colors) shall contain fifty (50) percent recovered paper material of which ten (10) percent shall be
postconsumer waste.

(z) Tags, shipping (all types, sizes and colors) shall contain fifty (50) percent recovered paper material of which ten (10) percent shall be
postconsumer waste.

(aa) Wallet, elastic cord (all types, sizes and colors) shall contain fifty (50) percent recovered paper material of which ten (10) percent shall
be postconsumer waste.

(bb) Wallet, expanding, string tie (all types, sizes and colors) shall contain fifty (50) percent recovered paper material of which ten (10)
percent shall be postconsumer waste.

(cc) Legal pads, legal (all types, all sizes, all colors) shall contain fifty (50) percent recovered paper material of which ten (10) percent shall
be postconsumer waste.

(dd) Telephone message pads (all types, sizes and colors) shall contain fifty (50) percent recovered paper material of which ten (10)
percent shall be postconsumer waste.

(7) Toilet tissue shall contain fifty (50) percent recovered paper material of which twenty (20) percent shall be postconsumer waste.

(8) Paper towels shall contain fifty (50) percent recovered paper material of which forty (40) percent shall be postconsumer waste.

(9) Napkins shall contain fifty (50) percent recovered paper material of which thirty (30) percent shall be postconsumer waste.

(10) Industrial wipes shall contain fifty (50) percent recovered paper material of which forty (40) percent shall be postconsumer waste.

(11) Building insulation.

(a) Cellulose loose-fill and spray-on shall contain seventy-five (75) percent postconsumer waste.

(b) Product shall contain Perlite composite board twenty-three (23) percent postconsumer waste.

(c) Plastic rigid foam.

1. Polyisocyanurate/polyurethane shall contain the following:

a. Rigid foam: nine (9) percent recovered material.

b. Foam-in-place: five (5) percent recovered material.

c. Glass fiber reinforcer: six (6) percent recovered material.

2. Phenolic rigid foam shall contain five (5) percent recovered material.

(d) Rock wool shall contain seventy-five (75) percent recovered material.

(12) Engine lubricating cils shall contain twenty-five (25) percent re-refined oil.

(13) Hydraulic fluid shall contain twenty-five (25) percent re-refined oil.

(14) Gear cils shall contain twenty-five (25) percent re-refined oil.

(15) Plastic sign blanks shall contain 100 percent postconsumer waste.

(16) Envelopes (all types, sizes and colors) shall contain fifty (50) percent recovered material.

(17) Doilies (all types, sizes and colors) shall contain fifty (50) percent postconsumer waste.

(18) Corrugated boxes (all types and sizes) shall contain thirty-five (35) percent postconsumer waste.

(19) Fiber boxes (all types and sizes) shall contain forty (40) percent postconsumer waste.

(20) Recycled paperboard (all types and sizes) shall contain eighty (80) percent postconsumer waste.

(21) Brown papers (all types and sizes) shall contain five (5) percent postconsumer waste.

(22) Pad backing (all types and sizes) shall contain ninety (90) percent postconsumer waste.

(23) Aluminum bars shall contain twelve (12) percent recovered material.

(24) Aluminum bolts and nuts shall contain twelve (12) percent recovered material.

(25) Aluminum channels shall contain twelve (12) percent recovered material.

(26) Aluminum handrail post shall contain twelve (12) percent recovered material.

(27) Aluminum sign blanks shall contain twelve (12) percent recovered material.

(28) Aluminum sign panels shall contain twelve (12) percent recovered material.

(29) Aluminum pipe shall contain twelve (12) percent recovered material.

(30) Hot-mix asphalt shall contain ten (10) percent postconsumer waste or recovered material.
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(31) Cement shall contain five (5) percent replacement of cement by weight with recovered fly ash.

(32) Concrete cribbing shall contain five (5) percent replacement of cement by weight with recovered fly ash.
(33) Gabionss shall contain ten (10) percent postconsumer waste or recovered material.

(34) Glass beads shall contain fifty (50) percent postconsumer waste.

(35) Guardrail, guardrail post, and component parts shall contain twenty (20) percent postconsumer waste or recovered material.
(36) Metal bridge planks shall contain ten (10) percent postconsumer waste or recovered material.

{37) Metal pipe shall contain ten (10) percent postconsumer waste or recovered material.

(38) Ready-mix concrete shall contain five (5) percent replacement of cement by weight with recovered fly ash.
(39) Reflective powder shall contain fity (50) percent postconsumer waste.

(40) Slag (boiler) shall contain 100 percent postconsumer waste or recovered material.

(41) Sign brackets shall contain ten (10) percent postconsumer waste or recovered material.

(42) Steel cribbing shall contain ten (10) percent postconsumer waste or recovered material.

(43) Steel piling shall contain ten (10) percent postconsumer waste or recovered material.

(44) Steel post, sign and delineator shall contain ten (10) percent postconsumer waste or recovered material.
(45) Steel, open grid flooring shall contain ten (10) percent postconsumer waste or recovered material.

(46) Railroad rails shall contain 100 percent postconsumer waste or recovered material.

Section 3. State Agency Contracts for Construction, Repair, Renovation, and Demolition of Public Facilities and Improvements to Public
Real Properties. In accordance with KRS 45A.525, every state agency shall require, to the extent practicable, that every person, corporation,
or other entity with whom it enters into a contract for building, altering, repairing, improving or demolishing any public structures or buildings or
other improvements to any public real property, shall use goods, supplies, equipment, materials, and printing to fulfill the contract, which meet

the requirements for minimum recycled content established in Section 2 of this administrative regulation.

Section 4. Projects Financed with Commonwealth Bond Proceeds. In accordance with KRS 45A.530, every state agency authorized to
issue bonds shall require, to the extent practicable, that every project within the Commonwealth, fifty (50) percent or more of the cost of which
is financed with the proceeds of bonds issued by the agency, be undertaken with goods, supplies, equipment, materials and printing which
meet the requirements for minimum recycled material content established in Section 2 of this administrative regulation. (18 Ky.R. 1255, Am.
1894, eff. 1-10-92; 30 Ky.R. 687; 1471; eff. 1-5-2004.)
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EXHIBIT

Agency Request for Quotation, TC 73-102 PUR-9002
= KENTUCKY TRANSPORTATION CABINET TC 73-102E
e*";_\\ Division of Purchases Rg“- 09/2007
¥ age 1 of 3

10.

14.

AGENCY REQUEST FOR QUOTATION
INSTRUCTIONS

Each quotation shall be submitted on the TC 73-102 form.

Specifications used in this Request for Quotation are intended to be open and nonrestrictive.
References to brand names, catalogs, etc. are to establish a minimum standard of quality and
do not preclude Buyer's consideration of bids of comparable quality. However, all bidders shall
provide the brand name and catalog number of product bid if bidding other than specified on
the Request for Quotation.

Quotations shall be submitted indicating unit price, total extension for each item, and grand total
of the quotation. Firm prices are required. In case of error in the extension prices, the unit
price shall govern.

All prices quoted shall be on the basis of FOB Destination, all freight prepaid, to the ordering
agency address specified on the Request for Quotation.

All commodities shall be new and current (latest) model, unless otherwise specified.

KYTC reserves the right to award the items separately or all to one bidder based on the best
interest of the Commonwealth. [f bidding on an all-or-none basis, it shall be specified on the
quotation.

The Commonwealth is exempt from federal excise taxes. Bidders shall not include such tax in
the quotation.

KENTUCKY SALES AND USE TAXES: Sales of tangible personal property or services to the
State of Kentucky and its constitutional agencies are not subject to state sales or use taxes.

Any order based on this quotation shall be issued by a Purchase Order contract. No delivery
or billable work is authorized until a valid Purchase Order has been fully executed. The Purchase
Order shall represent the entire agreement between the parties. Prior negotioations, represen-
tations, or agreements, either written or oral, between the parties hereto relating to the subject
matter hereof shall be of no effect upon the Purchase Order.

The Commonwealth's acceptance of the quote indicated by the issuance of a Purchase Order
shall create a valid contract consisting of 1) the written Purchase Order, 2) the bidder’'s Request
for Quotation response, and 3) the Kentucky Revised Statute (KRS) 45A. No change or
modification to the Purchase Order shall authorized without the approval of the KYTC Division
of Purchases.

The laws of the Commonwealth of Kentucky shall govern contracts or orders placed as a result
of the quote. The rights and obligations of the parties shall be determined in accordance with
the laws of the Commonwealth of Kentucky. Furthermore, the parties agree that any legal action
that is brought on the basis of an order resulting from this quotation shall be filed in the Franklin
County Circuit Court of the Commonwealth of Kentucky. Any offer conditioned upon governance
by the laws of a state other than Kentucky shall not be considered.

01/15
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EXHIBIT

Agency Request for Quotation, TC 73-102 PUR-9002
— KENTUCKY TRANSPORTATION CABINET TC 73-102E
= :% Division of Purchases b

AGENCY REQUEST FOR QUOTATION
THIS IS NOT AN ORDER

Return Address: Business Hours: 8:00 a.m. -- 4:30 p.m.
For Information Call: Telephone Numbers: Voice:
Fax:
Quotation No.: Date Issued: Closing Date:
Closing Time: L EST 0 EDT
NOTE TO VENDORS: PLEASE COMPLETE AND RETURN BY FAX TO
1) All blanks MUST be completed.
2) All quotes shall be F.O.B. DESTINATION, Freight Prepaid.
3) Multiple bids will be rejected.
4) You may hand-deliver quote, return by mail, fax, or email to
Item i i s . Unit
No. Description Quantity Unit Price Total
SUBTOTAL
PAGE 3 TOTAL
GRAND TOTAL
We submit the above prices and agree to make FIRM
delivery within calendar days after receipt SIGNED BY.
of order. This offer is good for. — calendar NAME & TITLE
days from the date this quotation is opened. In (Type or Print)
submitting the above, it is expressly agreed that, EMAIL ADDRESS
upon proper acceptance by the agency indicated ADDRESS
herein of any or all items bid above, a contract
shall thereby be created with respect to the items o] Bfata; "= 20 0CE
accepted. All contracts shall be awarded in PHONE NO.
accordance with the laws of the Commonwealth FAX NO.
of Kentucky. DATE
Partial payments are prohibited unless other- FED ID

wise specified.

READ INSTRUCTIONS -- BIDDER MUST PROVIDE ALL INFORMATION REQUESTED AND SIGN QUOTATION

e
01/15 Page 2 of 3



EXHIBIT

Agency Request for Quotation, TC 73-102
e S ————————— ———— ——— ————————————————————— —

PUR-9002

KENTUCKY TRANSPORTATION CABINET TC 73-102E
Division of Purchases Row. JleoT
age 3 of 3
AGENCY REQUEST FOR QUOTATION
CONTINUATION PAGE
Quotation No.: Date Issued: Closing Date:
Closing Time: EST EDT
Ilt\?or'? Description Quantity Unit ;erte Total

PAGE 3 TOTAL

S —
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EXHIBIT
EEO Form 1, Vendor Letter PUR-9003

Commonwealth of Kentucky
FINANCE AND ADMINISTRATION CABINET
OFFICE OF EEO AND CONTRACT COMPLIANCE

STEVEN L. BESHEAR 702 Capitoi Avenue LORI H. FLANERY
Governor Room 395, Capitol Annex Secretary
Frankfort, Kentucky 40601
(502) 564-2874 YVETTE M. SMITH
(502) 564-1055 Facsimile Executive Director

http:/finance.ky.gov/
Finance.ContractCompliance@ky.gov

ATTENTION: Vendors/Contractors Revised: 29-January-14

Kentucky’s EEO Act, KRS 45.560-45.640 requites non-exempt parties to submit information
about employment and hiting practices for any contract award which exceeds $500,000. Biddets are
required to submit repotts to the Contracting Agency in accordance with the requirements of the
solicitation. The Contracting Agency will send copies of the reports to the Finance and
Administration Cabinet, Office of EEO and Contract Compliance (EEO/CC) for review and
approval. A list of REQUIRED EEO reports follows.

o EEO-1: Employer Information Report
o Affidavit of Intent to Comply
o Subcontractor Report Form '

The employment provisions of the EEO Act may also be met, in patt, by subcontracting to a
minotity-owned and/ or a female-owned company (as appropriate).

EEO/CC will review and evaluate your employment data and, if applicable, the minority-
owned and/ or female-owned company documentation. Thereafter, EEO/CC will determine
whether your workforce reflects the percentage of available minorities and females in the area from
which your employees are drawn. No award will become effective until all forms are satisfactorily
submitted and EEQ/CC has certified compliance. Thereafter, EEO/CC will recertify your
company at one (1) year intervals. All required forms are available from the eProcurement website

at the following address http://finance.ky.gov/services/eprocurement/Pages/VendorSetvices.aspx.

Contracts between the Successful Bidder and Subcontractots that exceed $500,000 shall
include a provision which requires the Subcontractor(s) to comply with the EEO Act and its
reporting requitements. The Successful Bidder is responsible for submitting the subcontractor’s

forms to EEO/CC. (Note: contracts below the second tier are exempt from EEO reporting.)

Kentudky™

KentuckyUnbridledSpirit.com Equal Opportunity Employer M/F/D
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EXHIBIT
EEO Form 1, Vendor Letter PUR-9003

Attention: Vendors/Contractors
Page Two Revised: 29-January-14

Pursuant to KRS 45.610(2), EEO/CC reserves the right to request additional information
and/or documentation and to conduct on-site monitoring reviews of project sites and/or
business facilities at any point for the duration of any contract which exceeds $500,000 in order
to ascertain compliance with KRS 45.560 to 45.640 and such rules, regulations, and orders
1ssued pursuant thereto.

For additional information, please contact Contract Compliance staff at (502) 564-2874.

Sincerely,

PG NAYRS § .

Yvétte M. Smith, Executive Director
Office of EEO and Contract Compliance

Attachments (3)

1. EEO-1: Employer Information Report
2. Affidavit of Intent to Comply

3. Subcontractor Report Form

\
KentuckyUnbridledSpirit.com K UNBRIDLED smmy Equal Opportunity Employer M/F/D
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EXHIBIT
EEO Form 2, Report & Instructions PUR-9004

Form—EEQ Part | FINANCE AND ADMINISTRATION CABINET Effective: 26-Jun-07
OFFICE OF EQUAL EMPLOYMENT OPPORTUNITY/CONTRACT COMPLIANCE
CAPITOL ANNEX, ROOM 395, FRANKFORT, KY 40601
TELEPHONE: 502-564-2874 (FAX: 502-564-1055)

E-MAIL: Finance ContractCompliance@ky. qov
EEO-1: EMPLOYER INFORMATION REPORT

Important Notice: To reduce/ eliminate processing delays, read the attached instructions BEFORE completing this form. Incomplete forms
and forms that are not completed according to the instructions will not be processed. A substitute or alternate version of this report
will not be accepted or processed

SECTION I. TYPE OF REPORT
1) Type of Report (check one): [ Single-Establishment—firm conducts business from a single location

[ Consolidated—firm operates from multiple locations; the report must be filed by the firm's
headquarters office and must combine workforce data for all locations

[ Branch Office/Cther (required for all Consolidated employers with business
locations in KentucKy; also required for subsidiaries or affiliates filing EEO data)—
contains employment data for a specific location; a separate branch office/other report must be
filed for each location in the Commonwealth of Kentucky

2) Total number of reports being filed by this firm

SECTION Il. EMPLOYER/FIRM IDENTIFICATION
1) Name of Parent Company
(owns or controls the branch/
office/other location or
subsidiary or affiliate listed in
Section Il, #2)

Street Address:

City, State and Zip Code:

2) Name of Branch Office/
Other location for which
this form is filed:

Street Address:

City, State and Zip Code:

SECTION lll. ESTABLISHMENT INFORMATION
Describe the major activity of this establishment. Be specific, e.g., wholesale computer supplies, vehicle insurance carrier,
electrical contractor, bus transportation, hot mix/cold mix supplier, landscape architectural services, custom computer
programming, etc.

SECTION IV. GENERAL INFORMATION
1) Does the firm hire primarily from (check one): [ County? [ City? [1 Metropolitan Statistical Area? [ State? [ Nationwide?

|dentify the primary geographical area(s) from which the firm draws its employees by listing the counties, cities, Metropolitan
Statistical Areas (MSAs) or states that apply. (attach a separate sheet if necessary ):

2) Does the firm have a current Affirmative Action Plan? (check one) [ Yes [ No
3) Does the firm have a current Equal Employment Opportunity (EEO) policy? (check one) [ Yes [ No

4) Is the firm currently under federal, state or local review regarding its employment practices for any of its public contracts (check
one)? If yes, attach a separate sheet fully explaining the situation and status of the review. [ Yes O No

5)  Within the past five (5) years, has the firm been declared ineligible for any public contract (check one)? If yes, attach a separate
sheet fully explaining the situation. g Yes g No

Page 1 of 12
Revised: 18-May-07
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SECTION V. WORKFORCE DATA: Report all full-ime and permanent part-time employees including apprentices and on-the-job trainees unless specitically excluded in the instructions.
=nter the appropriate figures in each space. Any blank spaces will be considered as zeros. Mo employee should be counted in more than one job category or in more than one racefethnicity

xategory. Reports with mathematical errors will not be processed and a determination about the company’s certification status will be delayed.

Job
Categories

WORKFORCE DATA/NUMBER OF EMPLOYEES

Race/Ethnicity

Male

Female

Total
(A-N)

White
(Nat
Hispanic
or
Latino)

Black or
African
American
(Not
Hispanic or
Latino)

Hispanic
or Latino

Native
Hawaiian
and Other

Pacific
Islander

(Not

Hispanic
or Latino)

Asian
(Mot
Hispanic
or Latino)

American
Indian or
Alaskan
Native
(Not
Hispanic
or Latino)

Two or
more
races
(Not
Hispanic
or Latino)

White
(Not
Hispanic
or Latino)

Black or
African
American
(Not
Hispanic
or Latino)

Hispanic
or Latine

Native
Hawaiian
and
Other
Pacific
Islander
(Not
Hispanic
or Latino)

Asian
(Not
Hispanic
or Latino)

American
Indian or
Alaskan
Native
(Not
Hispanic
or Latino)

Two or
more
races
(Not

Hispanic
or Latino)

Officials and
Managers
(1)

Professionals

Technicians

(3)

Sales
Workers
(4)

Office,
Clerical and
Administrative
Support

(5)

Craft Workers
(6)

Operatives

)

Laborers and
Helpers
(8)

Service
Workers
(9)

Total
(1-9)

Total from
Previous
Report

Page 2 of 12

Revised" 18-Maw-07
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EXHIBIT
EEO Form 2, Report & Instructions PUR-9004

SECTION VI. DATA COLLECTION
1) How was employment data in Section V obtained? (check one). [J Visual Survey [JPayroll [J Other (specify):
(Note: Data must not be more than 90 days old. Data more than 90 days old will not be accepted or processed.)

a) If visual survey is indicated, enter the date of visual survey used for Section V: to
OR

b) If payroll is indicated, enter the date of payroll used for Section V: to
CR

¢) If another method is indicated, enter the time period used for Section V: to

2) Does this firm employ apprentices or formal on-the-job trainees? (check one): [] Yes O No

3) Does the firm normally hire additional employees to perform contract work (check one)? [ Yes [ No

4) List the maximum number of employees working for the firm at any one time during a typical 12 month period.

5) Does the company have any Kentucky locations? (checkone) [JYes [JNo Iftheresponse is “Yes," indicate howmany

6) Does the company file a federal EEO-1 report? (check one) O Yes O No

SECTION VIl. CERTIFICATION

Maoman nf Darcmm ba Soanmboant Damardines thic Dameark Tk~

Name of Person to Contact Regarding this Report Title

Mailing Address

City State Zip Code Telephone Number Fax Number

E-mail Address

I certify that the information contained in this EEO-1: Employer Information Report, and
any attachments, is true and accurate to the best of my knowledge and belief. The
employer agrees to comply with the requirements found in the Kentucky EEO Act, KRS
45.560 — KRS 45.640 and Finance and Administration Cabinet rules and regulations.
Further, | am authorized to sign this form on behalf of the employer.

Print Name and Title of Certifying Official Date

Signature of Cerhfying Official (must be an official or manager, refer to the
Instructions)

For Official Use Only (Minority/ Female Employment Utilization): Initials: _____ Review Date:

Page 3 of 12
Revised: 18-May-07
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EXHIBIT
EEO Form 2, Report & Instructions PUR-9004

FINANCE AND ADMINISTRATION CABINET
OFFICE OF EQUAL EMPLOYMENT OPPORTUNITY/CONTRACT COMPLIANCE
CAPITOL ANNEX, ROOM 395, FRANKFORT, KY 40601

Instructions for Completing
EEOQ-1: Employer Information Report

Need Assistance? Call 502-564-2874, Monday through Friday, 800 am. to 5:00 p.m.,
Eastern Standard Time or e-mail: Einance.ContractCompliance@ky.qov.

EEO forms are available on the web at: http:/leprocurement.ky.qov/attachments.htm
{Note: Click on ‘Standard Attachments and General Terms')

Legal Authority. The filing requirement is found at KRS 45 560 — KRS 45.640, the Kentucky
EEO Act.

Who Must File. Filing is required by law and is not optional for companies interested in doing
business with the Commonwealth of Kentucky. Penalties for vendors/contractors and
subcontractors that fail to comply with KRS 45 560 to KRS 45.640 may include non-award or
termination of the contract, withholding payments or a declaration of ineligibility to bid on future
contracts. So, who must file? Your company must file EEO documents if any one of the following
applies:

1. Thefirm is the apparent low bidder on a state contract valued at more than $500,000 and you
have not previously filed;

2. Change orders or contract modifications bring the value of your state contract to mere than
$500,000 and you have not previously filed;

3. Thefirmis directed to file by a contracting agency, county, city, town, school district, water
district, hospital district, other political subdivision of the state or prime Vendor/Contractor;

4 The firm has a subcontract on a state project and the subcontract is valued at more than
$500,000 and you have not previously filed;

5. Thefirm’s one (1) year certification has or will soon expire; or
8. The firm is directed to file EEQ documents by the Finance and Administration Cabinet, Office

of Equal Employment Opportunity and Contract Compliance.

Proper Filing. Incomplete, blank, or unsigned reports will NOT be accepted or processed.
Further, a substitute or alternate version of this report will NOT be accepted. See below for
more guidance;

1. Type or print legibly.

2. If you print your responses, do not use a pencil. Use black or dark blue ink.

3. Signatures must be in black or dark blue ink.

4. DO NOT return a copy of the instructions with your submission.

Page 4 of 12
Revised: 18-May-07
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EXHIBIT
EEO Form 2, Report & Instructions PUR-9004

SECTION |. TYPE OF REPORT

Before completing this section, you may need to make additional copies of pages one, two and
three of the EEO-1: Employer Information Report. Remember, if your firm has locations in the
Commonwealth of Kentucky a separate report is required for EACH Kentucky location.
Reports submitted by your company MUST contain pages 1, 2 and 3. Reports that do not
contain all three (3) completed pages will not be accepted or processed.

Additional guidance regarding ‘locations.’ A location does not include an employee’s home
address, a construction worksite or any other temporary project site.

Type of Report. Check only one box per report. There are three (3) types of reporting (all of
which use the EEO-1: Employer Information Report form). A description of each type follows.
Examples are provided to help you decide on the most appropriate report(s) to file.

1) Single-Establishment—Firms that conduct business from ONLY ONE location are required to
file SINGLE-ESTABLISHMENT REPORTS,

: An electrical contractor with 8 employees is located in Franklin, Kentucky. The firm
does not have any other business locations. This firm will file a SINGLE-ESTABLISHMENT
REFORT.

' A computer hardware company with 27 employees is located in Topeka, Kansas.
The firm has no other locations. For this reason, the firm will file a SINGLE-E STABLISHMENT
REFPORT.

Example]: A uniform manufacturer with 800 employees is located in Ontario, Canada. The
firm does not have any other business locations. This firm will file & SINGLE-ESTABLISHMENT
REFORT.

2)  Consolidated—Firms that operate from more than one location are required to file a
CONSOLIDATED REPORT. The CONSOLIDATED REPORT must be filed by the firm's headquarters
office and must reflect employment data for ALL locations—regardless of the number of
employees at the location. Firms that file a ConsoLIDATED REPORT must also file a BRANCH
OFFIce/OTHER REPORT for each location in the Commonwealth of Kentucky.

%) Branch Office/Other—The BRANCH OFFICE/OTHER REPORT contains employment data for a
specific location. Any firm that files a ConNsOLIDATED REPORT must also file a BRANCH
OFFice/OTHER REPORT(S) if the firm has employees in the Commonwealth of Kentucky. A
separate BRANCH OFFICE/OTHER REPORT is required for EACH Commonwealth of Kentucky
location

IMPORTANT NOTE: The BrancH Orrice/OTHER REPORT must also be used by
subsidiaries and affiliates when these entities file EEO data.

[Example] A construction company with 375 employees is headquartered in Covington,
Kentucky. The firm has nine separate office, quarry and plant locations (including the

main office). Six locations are in Kentucky. The remaining three locations are in Ohio. The
firm will file 7 reports: one (1) ConsoLIDATED REPORT reflecting data for all employees in
Kentucky and Ohio and a separate BRANCH OFFICE/OTHER REPORT for each of its

6 Commonwealth of Kentucky locations.

: An insurance company has a main office in Lexington, Kentucky and six branch
offices located in Paducah, Elizabethtown, Pikeville, Somerset, Louisville and Ashland.

The Lexington headquarters office will file one (1) CONSOLIDATED REPORT that combines the
firm's employment data for all seven locations. In addition, the Lexington office will file 7
BrANCH OFFICE/OTHER REPORTS—o0nNe each for Lexington, Paducah, Elizabethtown, Pikeville,
Somerset, Louisville and Ashland.

Page S of 12
Revised: 18-May-07
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EXHIBIT
EEO Form 2, Report & Instructions PUR-9004

.' A computer hardware company with 175,500 employees is headquartered in La
Jolla, California. The firm has 30 separate plants and offices (including the headquarters
office) throughout the United States. Each location is in a different state; none of

the locations are in the Commonwealth of Kentucky. The firm’s headquarters office will file
one (1) CONSOLIDATED REPORT listing all employees nationwide.

Example] XYZ Plastics is located in Cleveland, Ohio and is a subsidiary of Worldwide

Corporation. The firm does not have any other business locations and will file one (1)
BRANCH OFFICE/OTHER REPORT.

Total Number of Reports Being Filed. Write in the number of reports being filed.

SECTION II. EMPLOYER/FIRM IDENTIFICATION
Single-Establishment employers. Complete Section 1, Name of Parent Company only. List:
1. Name of the company;
2. Street address (simply listing a post office box number is noT sufficient); and
3. City, State and Zip Code;
Consolidated employers. Complete Section 1, Name of Parent Company and Section 2, Name
of Branch Office/Other location for which this form is filed. Note: If applicable, the firm's
headquarters office should file all reports on behalf of its various Kentucky locations. However,
any report received directly from a Branch Office/Other location will be considered to have
been filed by the firm’s headquarters. List:

1.  Name of the parent company (company headquarters office only);

2 Street address of the parent company (simply listing a post office box number is NOT
sufficient);

3. City, State and Zip Code of the parent company;

4. Name of the Branch Office/Other location (includes company headquarters/main office if the
headquarters/main office is located in the Commonwealth of Kentucky);

5. Street address of the Branch Office/Other location (simply listing a post office box number is
nor sufficient); and

6. City, State and Zip Code of the Branch Cffice/Other location.

Subsidiary or Affiliate employers. Complete Section 1, Name of Parent Company and Section
2, Name of Branch Office/Other locaticn for which this form is filed. List:

1. Name cf the parent company (company that cwns/controls the subsidiary or affiliate);

2. Street address of the parent company (simply listing a post office box number is NOT
sufficient);

3. City, State and Zip Code of the parent company;
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4. Name of the Branch Office/Other location (indicate name of the subsidiary or affiliate here);

5. Street address of the Branch Cffice/Other location (simply listing a post office box number is
NOT sufficient); and

6. City, State and Zip Code of the Branch Office/Other location.

SECTION lll. ESTABLISHMENT INFORMATION

The description of the major activity must clearly identify the industry and product produced or
service provided. [f the establishment is involved in more than one activity, describe the activity
that involves the greatest number of employees.

Note for Consolidated employers: The description of the major activity must reflect the
dominant economic activity of the firm, i.e., the activity that involves the greatest number of
employees.

SECTION IV. GENERAL INFORMATION

1. Select the primary geographical area(s) from which your employees are hired, i.e., county,
city, metropolitan statistical area, state or nationwide (Note: if you select ‘nationwide’ only
the national percentage will be used to evaluate your workforce data). A response to
this question is required.

Next, identify the primary hiring area(s) by name, i.e., you must list all areas included in
your primary hiring area. County and city information MusT be clearly identified, e.g., Broward
County, Florida, Providence, Rhode Island, etc. Do not assume the reviewer knows the state
in which the county or city is located, e g., Franklin County, Missouri, Franklin County,
Kentucky or Franklin County, Virginia. (Note: a company headquartered in another
country, e.g., Canada, is also required to comply with Kentucky’s EEO Act and should
identify the primary hiring area(s) accordingly.) A response is required. If necessary,
attach a separate sheet.

2. Indicate whether the firm has a current, up-te-date affirmative action plan signed by its owner,
president, chief executive officer or other official or manager. A “Yes” or “No" response is
required.

3. Indicate whether the firm has a current, up-to-date Equal Employment Opportunity (EEO)
policy signed by its owner, president, chief executive officer or other official or manager. A
“Yes" or “No" response is required.

4. Indicate whether the firm’'s employment practices are currently under review by ANY
government agency. A “Yes” or “No” respense is required. A “Yes” response to this question
requires a full explanation to include the current status of the review. The explanation must
include the name of the agency conducting the review, the name and title of the agency
centact person and the agency contact person’s telephene number (including area code).
Attach a separate sheet.

5. Indicate whether the firm was barred from government contract work—federal, state, city,
county, or local—during the past five (9) years due to a finding of employment discrimination.
A “Yes® or “No” response is required. A “Yes” response to this question requires a full
explanation of the situation. The explanation must include the name of the agency that found
employment discrimination existed, the name and title of the agency contact person and the
agency contact person’s telephone number (including area code). Attach a separate sheet.

SECTION V. WORKFORCE DATA/NUMBER OF EMPLOYEES
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Workforce data is required. Collecting and maintaining employee race and ethnicity data is
permitted by state and federal law if the data is kept separate from other personnel information
and is not used to commit unlawful discrimination. Current workforce data and workforce data
from your previous report (if applicable) must be reported in this section. A substitute or
alternate version of this report will not be accepted or processed.

Definition of Employee. "Employee" means any person on the Vendor's/Contractor’'s payroll
who is a full-time or permanent part-time employee for purposes of Social Security withholding
taxes (exception: insurance salespersons who are considered to be employees for such purposes
solely because of the provisions of Section 3121 (d)(3)(B) of the Internal Revenue Code).

Leased employees are included in this definition.

o “Leased Employee” means a permanent employee provided by an employment agency for a
fee to an outside company. The employment agency handles all personnel functions related
to the leased employee including payroll, staffing, benefit payments and compliance
reporting. Therefore, the employment agency is responsible for reporting leased employees
in its EEO-1: Employer Information Report.

The term "Employee” does nNoT include persons who are hired on a casual basis for a specific
time period, or for the duration of a specific job. For example: workers at a construction site
whose employment relationship is expected to terminate with the end of the employee's work
at the site; workers temporarily employed in any industry (excludes construction), i.e.,
temporary office workers, lumber yard workers, factory workers, etc. These workers are
hired through hiring halls or other referral arrangements, through employee contractors or
agents, or by individual hiring arrangements; workers (excludes leased employees) on the
payroll of an employment agency who are referred by the employment agency to work on the
premises of another employer under that employer's direction and control.

Counting Employees. Count each employee in one and oNLY one job category and in one and
ONLY one race/ethnicity category. (Descriptions of job categories and racefethnicity categories
appear later in this section.) Do not count an employee in more than one job category. Do
not count an employee in more than one race/ethnicity category.

The count must include all full-time and permanent part-time employees who were employed
during the count, except those workers specifically excluded in Section V., Definition of
Employee, Page 8.

Note: If the firm has previously filed an EEO-1: Employer Information Report, data regarding
“Total from Previous Report” at the bottom of page 2 is also REQUIRED.

Check the Math. Calculate a total for each row and each column. The grand total for all rows
and the grand total for all columns must be the same. Record the grand total in the heavily

outlined box (:). Totals, including the grand total, must be clearly indicated on the

form. Forms without totals will NOT be processed. Forms with mathematical errors will NOT
be processed.

Description of Job Categories. Workforce data must be reported by job category. The major
job categories are listed below. Each job category includes a brief description of the skills and
training needed and examples of job titles that fit the category. The job titles are for descriptive
purposes only. Therefore, the descriptions do not include all job titles in a particular category.

Each employee should be counted in one and ONLY one job category. Select the job category
that contains the jobs most similar to those performed by the employee. For more information
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about EEO job categories, visit the U.S. Equal Employment Opportunity Commission's web site
at www.eeoc.gov.

o Officials and Managers. Jobs in this category include individuals who 1) plan, direct and
formulate broad policies, set strategy and provide the overall direction of enterprises/
organizations for the development and delivery of products or services; 2) oversee and direct
the delivery of products, services or functions at group, regional or divisional levels of
organizations; 3) direct and execute the day-to-day operational objectives of
enterprises/organizations, conveying the directions of higher level officials and managers to
subordinate personnel; or 4) directly supervise the activities of exempt and non-exempt
personnel. Examples of these kinds of positions include: owners: chief executive officers;
presidents or executive vice presidents; chief legal officers; managing partners; vice
presidents and directors, treasurers, human resources managers, operations managers,
team managers; unit managers, purchasing managers,; administrative services managers,
customer service managers; technical support managers; first-line managers; and product
managers.

Professionals. Most jobs in this category require bachelor and graduate degrees, and/or
professional certification. In some case, comparable experience may establish a persons
qualifications. Examples of these kinds of positions include: accountants; auditors;
architects; engineers,; surveyors, computer programmers, teachers; personnel and labor
relations specialists; airplane pilots and flight engineers; artists; chemists; designers;
dieticians; editors; lawyers; librarians; mathematical scientists; natural scientists; registered
nurses, physical scientists; physicians and surgeons; and social scientists.

o Technicians. Jobs in this category include activities that require applied scientific skills,
usually obtained by postsecondary education (including community, technical and junior
college). Depending on the occupation, in some instances additional training, certification, or
comparable experience is required. Examples of these kinds of positions include: drafters;
engineering aides; emergency medical technicians; chemical technicians; and broadcast and
sound engineering technicians.

o Sales Workers. These jobs include non-managerial activities that for the most part involve
direct sales. Examples of these kinds of pesitions include: advertising sales agents;
insurance sales agents, real estate brokers and sales agents; wholesale sales
representatives; securities, commodities, and financial services sales agents; telemarketers;
demonstrators; retail salespersons; counter and rental clerks; and cashiers.

o Office, Clerical and Administrative Support. These jobs involve non-managerial tasks that
provide administrative assistance and support, primarily in office settings. Examples of these
kinds of positions include: office and administrative support workers; bookkeeping;
accounting and auditing clerks; cargo and freight agents, dispatchers; couriers; data entry
keyers; computer operators; shipping, receiving and traffic clerks; word processors and
typists; proofreaders; desktop publishers; and general office clerks.

o Craft Workers. Most jobs in this category include higher skilled occupations in
construction (building trades craft workers and their formal apprentices) and natural
resource extraction workers. Examples of these types of positions include: boilermakers;
brick and stone masons,; carpenters; electricians; painters (both construction and
maintenance); glaziers; pipelayers, plumbers, pipefitters and steamfitters; plasterers; roofers;
elevator installers; earth drillers; derrick operators; oil and gas rotary drill operators; and
blasters and explosive workers.

The craft workers category also includes occupations related to the installation, maintenance
and part replacement of equipment, machines and tools. Examples include: automotive
mechanics; aircraft mechanics; and electric and electronic equipment repairers.

This category also includes some production occupations that are distinguished by the high
degree of skill and precision required to perform them, based on clearly defined task
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specifications. Examples include: millwrights; etchers and engravers; tool and die makers;
and pattern makers.

o Operatives. Most jobs in this category include intermediate skilled occupations and include
workers who operate machines or factory-related processing equipment. Most of these
occupations de not usually require more than several months of training. Examples include:
textile machine workers; laundry and dry cleaning workers; photographic process workers;
weaving machine operators; electrical and electronic equipment assemblers; semiconductor
processors; testers, graders and sorters; bakers; and butchers and other meat, poultry and
fish processing workers. This category also includes occupations of generally intermediate
skill levels that are concerned with cperating and controlling equipment to facilitate the
movement of people or materials, such as: bridge and lock tenders; truck, bus or taxi drivers;
industrial truck and tractor (forklift) operators; parking lot attendants; sailors; conveyor
operators; and hand packers and packagers.

o Laborers and Helpers. Jobs in this category include workers with more limited skills who
require only brief training to perform tasks that require little or no independent judgment.
Examples include: construction worker helpers; construction laborers; vehicle and equipment
cleaners; freight, stock and material movers; laborers; service station attendants; refuse and
recyclable materials collectors; septic tank servicers; sewer pipe cleaners; and production
worker helpers.

Service Workers. Jobs in this category include food service, cleaning service, personal
service, and protective service activities. Skill may be acquired through formal training, job-
related training or direct experience. Examples of food service positions include: cooks;
bartenders; and other food service workers. Examples of personal service positions include:
medical assistants and other healthcare support positions, hairdressers; ushers; and
transportation attendants. Examples of cleaning service positions include: cleaners; janitors;
and porters. Examples of protective service positions include: transit and railroad police and
fire fighters; guards; private detectives and investigators.

Description of Race/Ethnicity Categories. You may obtain race/ethnicity information for this
report either by visual surveys of the work force or from post-employment records, e.g., payroll
records. Obtaining race/ethnicity information through direct inquiry is NOT encouraged

Where records are maintained, it is strongly recommended the records be kept separately
from the employee's basic personnel file or other records available to workers responsible for
personnel duties. Conducting visual surveys and keeping records about the race/
ethnicity of employees is legal in all jurisdictions and under all Federal and state laws.

Since visual surveys are permitted, the fact that racefethnicity identifications are not present
on employment or payroll records is not an excuse for failure to provide the data. In addition,
the fact that employees may be located at different locations does not provide an acceptable
reason for failure to comply with the reporting requirements. In such cases, it is
recommended the employer conduct visual surveys (using persons such as supervisors who
are responsible for the work of the employees or to whom the employees report for
instructions).

When collecting workforce data, the basic principles for racial and ethnic self-identification are:
1. Offer employees the opportunity to self-identify; and

2. Provide a statement about the voluntary nature of this inquiry for employees. For example,
language such as the following may be used (employers may adapt this language):
"<Company> is subject to certain governmental recordkeeping and reporting requirements for
the administration of civil rights laws and regulations. To comply with these laws, <Company>
invites employees to voluntarily self-identify their race or ethnicity. Providing this information
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is voluntary and refusal will not subject you to any adverse treatment. The information will be
kept confidential and will only be used in accordance with applicable laws, executive orders,

and regulations, including those that require the information to be summarized and reported

to government agencies for civil rights enforcement.”

If an employee declines to self-identify, employment records or observer identification may be
used.

Race/ethnicity designations used by the Finance and Administration Cabinet, Office of Equal
Employment Opportunity and Contract Compliance do not represent scientific definitions of
anthropological origins. For the purposes of this report, an employee may be included in the
group to which he or she appears to belong, identifies with, or is regarded in the community
as belonging. However, no employee should be counted in more than one racefethnic group,
i.e., each employee should be counted in one and oNLY one racefethnicity category. The
racefethnic categories for this report are:

o Hispanic or Latino - All persons of Cuban, Mexican, Puerto Rican, South or Central
American, Dominican, or other Spanish culture or origin regardless of race.

o White (Not Hispanic or Latino) - All persons having origins in any of the original
peoples of Europe, North Africa, or the Middle East.

o Black or African American (Not Hispanic or Latino) - All persons having origins in any
of the black racial groups of Africa.

o Native Hawaiian or Other Pacific Islander (Not Hispanic or Latino) — All persons
having origins in any of the peoples of Hawaii, Guam, Samoa, Fiji, or other Pacific
Islands.

o Asian (Not Hispanic or Latino) — All persons having origins in any of the original
peoples of the Far East, Southeast Asia, or the Indian Subcontinent, including, for
example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, Sri Lanka, the
Philippine Islands, Thailand, and Vietnam.

o American Indian or Alaskan Native (Not Hispanic or Latino) - All persons having
origins in any of the original peoples of North and South America (including Central
America), and who maintain cultural identification through tribal affiliation or community
attachment.

o Two or More Races (Not Hispanic or Latino) — All persons who identify with more than
one of the above five races.

SECTION VI. DATA COLLECTION
1. Select the method used to compile employment data in Section V

a. Select “Visual Survey” if you used this method to determine racefethnicity. In addition,
you must indicate the data collection time period with a beginning date and an ending
date. Note: Data must not be older than ninety (80) days old. Data older than
ninety (80) days old will not be accepted or processed.

b.  Select "Payroll” if you used this method to determine race/ethnicity. In addition, you must
indicate the beginning payroll date and the ending payroll date. Note: Data must not be
older than ninety (90) days old. Data older than ninety (20) days old will not be
accepted or processed

c. Select "Other” and identify the method used if you used some other method to determine
racefethnicity. In addition, you must indicate the data collection time period with a
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beginning date and an ending date. Note: Data must not be older than ninety (90)
days old. Data older than ninety (80) days old will not be accepted or processed.

2. Indicate whether the firm employs apprentices or on-the-job trainees. A “Yes’ or “No”
response is required.

3. Indicate whether the firm routinely hires extra workers to perform work on contracts. A “Yes”
or “No” response is required. (Note: Extra workers are hired for a specific time period or for
the duration of a specific contract.)

4. Write in the maximum number of employees that worked for the firm at any one time during a
typical 12-month period. A response is required.

5. Indicate whether the company has offices, plants, quarries or other facilities in the
Commaonwealth of Kentucky. A “Yes” or “No” response is required. If the answer is “Yes,”
also include the number of offices, plants, or other facilities

6. Indicate whether the company annually files a federal EEO-1 repert with the U.S. Equal
Employment Opportunity Commission (EEOC). A “Yes” or “No” response is required.

SECTION VII. CERTIFICATION

Contact Information. The Finance and Administration Cabinet, Office of EEO and Contract

Compliance may have guestions about your report. To ensure the questions are resolved and

the certification process proceeds without delay, you are required to provide the following

information:

1. Name and title of the person who can answer questions about any part of the report (this is
the contact person);

2. Mailing address (the company’s official mailing address—either a street address or a post
office box number—is required);

3. City, State and Zip Code,;

4. Telephone number including area code (also include an extension number if applicable);
5. Fax number including area code; and

6. E-mail address (if the contact person does not have an e-mail address write “None™)
Authorized Signature and Accuracy of Information Contained in the Report. The person
who signs the report must be an official or manager of the firm. No other signature will be
accepted. To complete this section, include the following:

1. Name and title of the certifying official;

2. Signature of the certifying official, and

3. Date.

For Official Use Only. Do NOT write in this box. The gray-shaded area is for use by the
Finance and Administration Cabinet, Cffice of EEQ and Contract Compliance.
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Form—EEQ Part Il| FINANCE AND ADMINISTRATION CABINET Effective: 26-Jun-07
OFFICE OF EQUAL EMPLOYMENT OPPORTUNITY/CONTRACT COMPLIANCE
CAPITOL ANNEX, ROOM 395, FRANKFORT, KY 40601
TELEPHONE: 502-564-2874 (FAX: 502-564-1055)

SUBCONTRACTOR REPORT FORM

Notice: Vendors/Contractors are required to report all subcontracts valued at $500,000 or more (Note: information is not required for contracts helow the second tier).
The subcontracts reported on this form must be for a specific line item(s) of work on a contract/project your firm has with the Commonwealth of Kentucky, i.e., you
should not report contracts your firm has with a company to clean your office building, to provide security for your office, to routinely service your vehicles or
equipment, to upgrade your warehouse, etc. Type or print legibly. Do not use pencil; use black or dark blue ink. A substitute or alternate version of this form will not
be accepted or processed. Incomplete forms will not be processed.

1) Business Name (REQUIRED):

2) Solicitation or Contract Number (REQUIRED):

3) Project Name or Contract Description:
4) Indicate if your company has entered into agreements with subcontractors valued at $500,000 or more (check ong):
[J Cur company has not entered into agreements with subcontractors valued at $500,000 or more (skip section 5 and complete section 6).
[ Our company has entered into agreements with subcontractors valued at $500,000 or more (complete section 5 and section 6).

5) Provide subcontract information as follows (attach Additional Reporting Sheets if necessary):

Name of Subcontractor Contact Person Telephone Number Street Address, City, State Subcontract
(including area code) and Zip Code Amount

6) Certification: | certify that the information contained in this report and any Additional Reporting Sheets or other attachments, is true and accurate to the best of my knowledge
and belief. Further, | am authorized to sign this form on behalf of the company. If necessary, the company will update this report should it enter into additional subcontracts
valued at $500,000 or more.

Printed Name and Title of Certifying Official

Signature of Certifying Official (must be an official or manager) Date
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Form—EEQ Part llI FINANCE AND ADMINISTRATION CABINET
OFFICE OF EQUAL EMPLOYMENT OPPORTUNITY/CONTRACT COMPLIANCE

SUBCONTRACTOR REPORT FORM
Additional Reporting Sheet

A substitute or alternate version of this form will not be accepted or processed.

Effective: 26-Jun-07

Business Name (REQUIRED):
Solicitation or Contract Number (REQUIR
MName of Subcontractor Contact Person Telephone Number Street Address, City, State Subcontract
(including area code) and Zip Code Amount
Page of

W04 J010e43U0IQNS ‘€ WJ04 033

S006-d4Nnd

1I9IHX3



EXHIBIT

EEO Form 4, Affidavit of Intent to Comply PUR-9006
“

Form—EEO Part i ' . Effective: 05-Jan-10

FINANCE AND ADMINISTRATION CABINET
OFFICE OF EQUAL EMPLOYMENT OPPORTUNITY AND CONTRACT COMPLIANCE
CAPITOL ANNEX, ROOM 395, FRANKFORT, KY 40601
TELEPHONE: 502-564-2874  (FAX: 502-564-1055)

AFFIDAVIT OF INTENT TO COMPLY

A substifute or alternate version of this form will not be accepliad or processed.

The undersigned, after first being duly sworn, states as follows: I,

Type or Print Name

have authority to sign this affidavit on behalf of

Type or Print Company Name
Check one:

[] I acknowledge and agree that the aforementioned company will “comply in full with all requirements of the
Kentucky Civil Rights Act,” and “submit data required by 45.560 to 45.640 upon being designated the successful bidder.”
1 also acknowledge and agree that the Finance and Administration Cabinet, Office of EEQ and Contract Compliance may
request additional information and/or documentation, in accordance with KRS 45.550 et seq at any point during the life of
any contract awarded. | further acknowledge and agree that a failure to provide information requested in a timely manner
may result in the Commonwealth of Kentucky pursuing any and all legal remedies available, including but not limited to,
termination of contract and a prohibition against doing business with the Commonwealth in the future.

[[1 The aforementioned company is exempt from compliance with the Kentucky Civil Rights Act because the
company is not an “employer” as defined by KRS 344.030(2). | acknowledge and agree that the aforementicned
company will “submit data required by 45.560 to 45.840 upon being designated the successful bidder.” | also
acknowledge and agree that the Finance and Administration Cabinet, Office of EEQ and Contract Compliance may
request additional information and/or documentation, in accordance with KRS 45.550 et seq at any point during the life of
any contract awarded. | further acknowledge and agree that a failure to provide information requested in a timely manner
may result in the Commonwealth of Kentucky pursuing any and all legal remedies available, including but not limited to,
termination of contract and a prohibition against deing business with the Commonwealth in the future.

AFFIANT:
Affix Notary Seal Below

Signature of Certifying Official
{must be an official or manager)

Type or Print Name and Title of Certifying Official

Date

Commonweaith or State

County of
Subscribed and sworn to before me by
(Affiant)/ (Title)
of this day of . 20
(Company Name)
MY COMMISSION EXPIRES ON: (Date)
NOTARY PUBLIC

e —————————————————————————————————
01/15 Page 1of1
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Sole Source Request Documentation Example PUR-9007

Steven L. Beshear Frankfort, Kentucky 40622 Michael W. Hancock, P.E.
Governor www.transportation.ky.gov/ Secretary

MEMORANDUM

TO: Michael W. Hancock,
Transporration Cabifict

THROUGH: Steve Waddle
State Highway Engineer

THROUGH:  Peggy Stratton, Directo
Division of Purchases

FROM: Jon Wilcoxson, Engineer Director éz ﬁ/
Division of Maintenance E !

DATE: July 25,2014
SUBJECT: Asset Collection Vehicle Service Contract - Single Source Vendor

The Division of Maintenance has operated the Kentucky Transportation Cabinet’s Asset Collection
Vehicle since February of 2009. During this dme, Mandli Communications, Inc. has maintained the
vehicles in working order through the warranty stated in the purchase contract, MA 758
0800003027. The Master Agreement, and warranty period, has now expired for two of these
vehicles. KYTC Division of Maintenance requests permission to establish a new Purchase Order
for Service with Mandli Communications, Inc for continued service and maintenance of two

collection vehicles. This service agreement would be for a period of one year, with a total cost of
$143,706.00.

Mandli Communications, Inc. of Madison, Wisconsin 1s the onginal manufacturer of the Asset
Collection Vehicle and, as such, is uniquely qualified to perform maintenance on the product. As
the builder of the System, Mandli is best equipped to provide high-quality hardware support to
KYTC, Since delivering the System, Mandli has remained in close contact with KTYC regarding the
ongoing maintenance and support of the System. Mandli's undetstanding of the System is
unmatched by any other vendor. In addition, Mandli is the creator of proprietary software covered
under the support agreement and, as a result, Mandli is the only vendor who can remedy issues with
that software. This allows Mandli to provide efficient and effective technical support to KYTC.

In conclusion, as the creator of the software and the provider of the hardware, Mandli is the only
vendor qualified to provide KYTC with technical support for the System.

JW/css

——

Ketuckiy™

UNBRIDLED SPIRIT -

An Equal Opportunity Empioyar w1/
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TRANSPORTATION CABINET

Steven L. Beshear Frankfort, Kentucky 40622 Michael W. Hancock, P.E.
e www.transportation_ky.gov/ Secretary
MEMORANDUM
TO: Don Speer, Executive Director
Office of Procurement Services

FROM: Michael W. Hancock, Sec
Transportation Cabin

DATE: July 25,2014
SUBJECT: Asset Collecdon Vehicle Service Contrace - Single Source Vendor

The Division of Maintenance has operated the Kentucky Transportation Cabinet’s Asset Collection
Vehicle since February of 2009. During this time, Mandli Communications, Inc. has maintained the
vehicles in working order through the warranty stated in the purchase contract, MA 758
0800003027. The Master Agreement, and warranty period, has now expired for two of these
vehicles, KYTC Division of Maintenance requests permission to establish a new Purchase Order
for Service with Mandli Communications, Inc for contdnued service and maintenance of two
collection vehicles. This service agteement would be for a period of one year, with a total cost of

$143,7006.00.

Mandli Communications, Inc. of Madison, Wisconsin is the original manufacturer of the Asset
Collection Vehicle and, as such, is uniquely qualified to perform maintenance on the product. As
the builder of the System, Mandli is best equipped to provide high-quality hardware support to
KY'TC. Since delivening the System, Mandl has remained in close contact with KTYC regarding the
ongoing maintenance and support of the System. Mandli's understanding of the System is
unmatched by any other vendor. In addition, Mandli is the creator of proprictary software covered
under the support agreement and, as a result, Mandli is the only vendor who can remedy issues with
that software. This allows Mandli to provide efficient and effecrive technical support to KY'TC.

In conclusion, as the creator of the software and the provider of the hardware, Mandli is the only
vendor qualified to provide IKYTC with technical support for the System.

MWL IR Finance and Administration |
Office of Procurement Services

APPROVED

%l

J

Kentuckiy™

UNBRIDLED SPIRIT

An Equa! Oppertunity Employer i
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EXHIBIT

Sole Source Request Documentation Example PUR-9007
— t (608) 835-3500
= 480! TRADEVVINDS PARICYWAY { (888} 545-2214
2 MADISON,WI 53718 PRy o

COMMUNICATIONS, INC

Chad Shive

Kentucky Transportation Cabinet
200 Mero Street

Frankfort, KY 40622

June 24,2014

RE: Mandii Communications Sole Source Letter, Vehicles #1 and #2

Mr. Shive:

Mandli Communications, Inc. is the only vendor that can provide the Kentucky Transportation
Cabinet (KYTC) with technical support for the hardware and software that comprise the
Roadview Digilog Data Collection System (System).

As the builder of the System and vendor of components such as the Laser Crack Measurement
System (LCMS), Mandli is best equipped to provide high-quality hardware support to KYTC.
Since delivering the Systems covered under the agreement, Mandli has remained in close contact
with KTYC regarding the ongoing maintenance and support of the Systems. Mandli’s
understanding of the Systems is unmatched by any other vendor.

In addition, Mandli is the creator of the proprietary Roadview software covered under the
support agreement and, as a result, Mandli has comprehensive knowledge of the software. This
allows Mandli to provide efficient and effective software technical support to KYTC.

In conclusion, as the creator of the Roadview software and the provider of the hardware, Mandli

is uniquely qualified to provide KYTC with the software and hardware technical support for the
System.

Sincerely,

Raymond J. Mandli
President
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EXHIBIT

Sole Source Request Documentation Example PUR-9007
EO1 625 14000009764 1 Action: Approved EO1 2008-011
P 0 Finance and Administration Cabinet
entucky™ ;
Uk T - Executive Order 2008-011

Request Form

Requesting Department: 625 Department Of Highways Record Date: 2014-06-13

Requestor ID: MMWO0040 Requestor Name: JONATHAN WILCOXSON
Short Description: Photolog Equipment Service Requestor Phone Number: 502-564-4556

Type of Request: OTHER SERVICES, NON-PROFESSIONAL New or Expanded? Yes

Procurement Method:  Special Authority Cost: 143,706.00 Estimate/Actual? Actual
Is this Item a Replacement? No If so, Asset Tag#:

What will happen to the replaced item?

What Document is Requested? Master Agreement (MA)

If on Contract, Give Contract #:
Vendor (if any): Mandli Communications, Inc.

Purpose and Justification:

The Division of Maintenance has operated the Kentucky Transportation Cabinet's Asset Collection Vehicles since February of
2009. During this time, Mandli Communications, Inc. has maintained the vehicles in working order through the warranty state
in the purchase contract. MA 758 0800003027. The Master Agreement, and warranty period, has now expired. KYTC
Division of Maintenance requests permission to establish a new Master Agreement for service with Mandli Communications,
Inc. for continued service and maintenance of the collection vehicles.

Funding Source: Road Program Code:

If Federal, Give CFDA#:

Percentage of Each Funding  100% FE01

FAC approval of a Request Form means the review required by the Executive Order has been completed, and the items or
services have been authorized to begin the procurement process. Agencies must procure these items or services according to
procurement policies and procedures, administrative regulations, and statutes. Special authority requests, delegations and other
specific methods of procurement are not approved through this review- identifying the procurement method is for the Committee's
information only. Follow normal request procedures to obtain approval for specific methods of procurement. Funding source must
be in accordance to GOPM policies, regulations and statutes.

| certify by submitting this form electronically, that an original, signed by the Cabinet Secretary or authorized agency head, is
maintained at the agency level. If the agency head applies an electronic approval it is not necessary to maintain the signed
original on file.

This request approved by:

Cabinet Secretary or Authorized Agency Head

For Agency Use:
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EXHIBIT

Sole Source Request Documentation Example PUR-9007

Solicitation/Contract #:

REQUIRED AFFIDAVIT FOR BIDDERS, OFFERORS AND CONTRACTORS

FOR BIDS AND CONTRACTS IN GENERAL:

Each bidder or offeror swears and affirms under penalty of perjury, that:

a.

In accordance with KRS 43A.110 and KRS 43A 115, neither the bidder or offeror as defined in KRS
45A.070(0), nor the entity which he/she represents, has knowingly violated any provisions of the
campaign finance laws of the Commonwealth of Kentucky; and the award of a contract to the bidder or

offeror or the entity which he/she represents will not violate any provisions of the campaign finance
laws of the Commonwealth.

The bidder or offeror swears and affirms under penalty of perjury that, to the extent required by
Kentucky law, the entity bidding, and all subcontractors therein, are aware of the requirements and
penalties outlined in KRS 45A.485; have properly disclosed all information required by this statute; and
will continue to comply with such requirements for the duration of any contract awarded.

The bidder or offeror swears and affirms under penalty of perjury that, to the extent required by
Kentucky law, the entity bidding, and its affiliates, are duly registered with the Kentucky Department of
Revenue to collect and remit the sales and use tax imposed by KRS Chapier 139, and will remain
registered for the duration of any contract awarded,

The bidder or offeror swears and affirms under penalty of perjury that the entity bidding is not
delinquent on any state taxes or fees owed to the Commonwealth of Kentucky and will remain in good
standing for the duration of any contract awarded.

FOR “NON-BID” CONTRACTS (L.E. SOLE-SOURCE; NOT-PRACTICAL OR FEASIBLE TO BID; OR
EMERGENCY CONTRACTS, ETC):

Each contractor further swears and affinms under penalty of perjury, that:

a.

In accordance with KRS 121,050, and if this is a non-bid contract, neither the contractor, nor any
member of hisfher immediate family having an interest of 10% or more in any business entity involved
in the performance of any contract awarded, have contributed more than the amount specified in KRS
[21.150 to the campaign of the gubernatorial slate elected in the election last preceding the date of
contract award.

In accordance with KRS 121.330¢1) and (2), and if this is a non-bid contract, neither the contractor, nor
officers or employees of the contractor or any entity affiliated with the contractor, nor the spouses of
officers or employees of the contractor or any entity affiliated with the contractor, have knowingly
contributed more than $5,000 in aggregate to the campaign of a candidate elected in the election last
preceding the date of contract award that has jurisdiction over this contract award.

01/15
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EXHIBIT
Sole Source Request Documentation Example PUR-9007

¢. In accordance with KRS 121.330(3) and (4), and if this is a non-bid contract, to the best of histher
knowledge, neither the contractor, nor any member of his/her immediate family, histher employer, or
his/her employees, or any entity affiliated with any of these entities or individuals, have directly
solicited contributions in excess of $30,000 in the aggregate for the campaign of a candidate elected in
the election last preceding the date of contract award that has jurisdiction over this contract.

As a duly authorized representative for the bidder, offeror, or contractor, [ have fully informed myself regarding
the accuracy of all statements made in this affidavit, and acknowledge that the Commonwealth is reasonably
relying upon these statements, in making a decision for contract award and any failure to accurately disclose such
information may result in contract termjaatjon, repayment of funds and other available remedies under law.

@P ’R&qﬁdmj ). Ma\nc“i
nature Printed Name
B, ¢ o

residest

Title Date
Company Name Mandli CommuyniCstions . Tac.
Address +801 ’rraoltuf-\JS KPL,:E tIav

Madigan . WT 5'.')1IS_J

Subscribed and sworn to before me by Q‘JA-"‘ MM‘"‘ Pr eS:dl&\"'
{Affiant) (Title)
of Mandli Communicharf, Tnc. this l_]Aday of_Dwae 2014 .
{Company Name)

At /S

[seal of notary] My commission expises: 15 Pgmma‘f‘

JEFFREY J. HEALY
Notary Public
State of Wisconsin
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EXHIBIT
Executive Order 2008-011 PUR-9008

STEVEN L. BESHEAR
GOVERNOR

EXECUTIVE ORDER

2008-011
Secretary of State Jaouary 4, 2008
Frankfort
Kentucky

AN ORDER FROM THE GOVERNOR
TO ALL STATE AGENCIES TO IMMEDIATELY
REDUCE COSTS

WHEREAS, it is currently projected that, as a result of reduced revenues,
increased expenditures, and the current downturn in the economy, the Commonwealth’s
projected General Fund budget shortfall will be over $400 million in the current Fiscal
Year, Fiscal Year 2008; and

WHEREAS, it is currently projected that General Fund revenues for Fiscal Years
2009 and 2010 will be less than enacted appropriations for Fiscal Year 2008:

NOW, THEREFORE, I, Steven L. Beshear, Governor of the Commonwealth of
Kentucky, by virtue of the authority vested in me by the Kentucky Constitution and in
particular Sections 69 and 81, and Chapters 12 and 47 and as further invested in me by
the laws of the Commonwealth, do hereby FIND, DECLARE, ORDER and DIRECT the
following:

1. This Executive Order applies to all program cabinets and agencies of the
Commonwezlth of Kentucky and administrative bodies under the authority of the
Executive Branch of the government by the Commonwealth of Kentucky as
provided in KRS Chapter 12 et. seq.

2. This Executive Order shall serve as a directive to all Executive Branch Cabinets
and agencies to implement cost saving measures immediately to assist in closing
the deficit faced by the Commonwealth in the current fiscal year, All cabinets
and agencies, including those which do not receive General Funds, are directed to
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EXHIBIT
Executive Order 2008-011 PUR-9008

STEVEN L. BESHEAR
GOVERNOR

EXECUTIVE ORDER

2008-011

Secretary of State January 4, 2008

Franktort

Kentucky
comply with these measures to result in consistent management of state resources

in these difficult fiscal times.

REDUCE THE STATE WORKFORCE THROUGH ATTRITION

3. The size of the workforce will be reduced through attrition. All hiring actions
must be justified as essential to the delivery of services and that funds are
available to sustain the position within reduced budgeted amounts. All personnel
actions must be justified and approved by the Secretary of the Governor’s
Executive Cabinet prior to submission to the Personnel Cabinet for processing.

This includes approval of actions that increase costs for existing personnel,

REVIEW ALL CONTRACTS FOR COST SAVINGS

4, All new contracts, including personal service contracts and leases, must be
Jjustified as essential to the delivery of services and must demonstrate that the
service cannot be provided with existing personnel. All existing contracts shall be
reviewed for cost savings and potential elimination. The Secretary of the Finance
and Administration Cabinet must approve all new and amended contracts.

REDUCE TRAVEL EXPENSES

5. All state agencies are directed to reduce travel expenses. All out-of-state travel
must be approved by the Secretary of the Finance and Administration Cabinet,
and all in-state travel must be approved by the Secretaries of the respective
Executive Branch agencies. Efforts to reduce the travel expenses incurred by
state agencies shall include the following:

o The Finance and Administration Cabinet shall make all efforts to make the

state fleet more cost efficient.
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EXHIBIT
Executive Order 2008-011 PUR-9008

STEVEN L. BESHEAR
GOVERNOR

EXECUTIVE ORDER

2008-011

Secretary of State January 4, 2008

Frankfort
Kentucky

o Given the increasing cost of gasoline, all opportunities for work-related
carpooling shall be maximized.

o The number of employees approved to attend the same conference shall be
scrutinized and reduced where possible.

o State agencies are directed to use video conferencing available at state
facilities, in lieu of travel whenever feasible.

o State agencies are directed to require that state employees approved for in-
state overnight travel shall use state park facilities when such
accommodations are within 25 miles of their business destination.

REDUCE PRINTING COSTS

6. State agencies are directed to maximize use of electronic methods of
communication to minimize printing costs. For printing deemed essential, state
agencies are directed to submit all printing requests to the state’s Division of
Printing Services for review to ensure printing is accomplished in the most cost
efficient manner possible.

CURTAIL EQUIPMENT AND FURNITURE PURCHASES

7. A moratorium is placed on all purchases of fumiture and equipment by state
agencies. Agencies with critical needs in this regard must justify those needs to
the Secretary of the Finance and Administration Cabinet, who may approve
exceptions if conditions warrant.

SELL SURPLUS PROPERTY

8. State agencies are directed to immediately review their inventories of state owned
assets such as real property, equipment, furniture and vehicles, and to work with
the Finance and Administration Cabinet Division of Surplus Property as to use
their delegated authority to dispose of surplus property, thereby generating cash

for operations of state government.
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EXHIBIT

Executive Order 2008-011 PUR-9008

Secretary of State
Frankfort

Kentucky

STEVEN L. BESHEAR
GOVERNOR

EXECUTIVE ORDER

2008-011
January 4, 2008

REDUCE DISCRETIONARY EXPENDITURES

9. State agencies are directed to review and implement feasible cost saving actions
in all areas of spending. This review specifically includes telecommunications,
office supplies, commodities, dues, and subscriptions.

MAXIMIZE OPPORTUNITIES FOR ENERGY SAVINGS

10.  The Secretary of the Finance and Administration Cabinet is directed to work with
all state agencies to identify strategies to reduce or mitigate increasing utility
costs.

COMPLIANCE

11.  Kentucky’s constitutional officers and management employees of the
Commonwealth’s elementary, secondary and post-secondary educational systems,
and other agencies governed by boards, commissions, and other statutorily created
administrative bodies are strongly encouraged to carefully review the provisions
of this Order and implement similar cost cutting measures set forth herein as a
part of the effort of the government of the Commonwealth of Kentucky to
immediately achieve greater efficiencies in the provision of state services and
reductions and expenditures in light of the current condition of the budget of the
Commonwealth.

12. The provisions of this Order shall remain in full force and effect until sooner
rescinded or superseded by subsequent Executive Order or by legislative

enactment.

01/15
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EXHIBIT
Executive Order 2008-011 PUR-9008

STEVEN L. BESHEAR
GOVERNOR

EXECUTIVE ORDER

2008-011
Secretary of State January 4, 2008
Frankfort
Kentucky

13. This Order shall become effective immediately upon filing with the Secretary of

State.

. STEVEN L. BESHEAR, Governor
Commonwealth of Kentucky

ST

Tl

—  TREYGRAYSO
Secretary of Stafe

REGEIVED AND FILED
DATE__JL£/0F

TREY GRAYSON
SECRETARY OF STATE

COM%SNQZE OF KENTUCKY
BY.
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EXHIBIT
Executive Order Implementation Memorandum 01/08 PUR-9009

Commonwealth of Kentucky
Finance and Administration Cabinet

Steven L. Beshear OFFICE OF THE SECRETARY Jonathan Miller
Governor Room 383, Capitol Annex Secretary
702 Capital Avenue

Frankfort, KY 40601-3462
(502) 564-4240
Fax (502) 564-6785

MEMORANDUM

TO: Cabinet Secretaries
Agency Heads

FROM: Jonathan Miller
Secretary
DATE: January 25, 2008

SUBJECT:  Implementation of Executive Order 2008-011

This s to follow up on my memorandum of January 10, regarding the Governor’s Executive Ozder to reduce costs.
This additional guidance is being provided to implement the Order’s provisions regarding contracts and purchases.

Under the previously established procedures, the Finance and Administration Cabinet (FAC) will continue to review
agencies’ procurements of equipment, commodities, services, and leased space. Howevet, the types of purchases
being reviewed have been broadened, and the scrutiny of the proposed spending will be heightened.

1) General Process. In order to make this process as efficient as possible, a new Request Form has been
designed. The “E.O. 2008-11 Request Form” will replace the letters and memos and the CAF (Computer
Acquisition Form) that agencies had been submitting for approval of all purchases. The submittal process is as
follows:

a. All information technology (IT) requests should be electronically submitted on the Request Form to:
COT.ComputerAcquisitions .gOV.
b. All non-information technology requests should be electronically submitted on the Request Form
to: Finance EQ2008-11@ky.gov.
FAC review occurs weekly on Thursdays -- requests must be received by noon on Wednesdays.

2) Threshold for Approval. The Request Form is designed to permit agency submittal of all types of new and
modified contracts, and any other procurement method for the acquisition of items or services. The form
allows the agency to clearly state the circumstances and need for the proposed putchase, and to specify the
planned approach for making the acquisition. The threshold for submission of requests fotr any contract ot
purchase is set at $1,000. If the contract ot purchase exceeds $1,000, it must be submitted on the form.
Agencies shall not use split purchasing, or any other methods, to artificially circumvent this requitement.

KentuckyUnbridledSpirit.com Kg’mmy% An Equal Opportunity Employer M/F/D

UNBRIDLED SPIRIT
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EXHIBIT
Executive Order Implementation Memorandum 01/08 PUR-9009

Implementation of Executive Otrder 2008-011
January 25, 2008
Page 2

3) Examples of Contracts. Contracts and modifications to be submitted for review include any contract for
professional or non-professional services, construction, leases, or commodities, when the contract exceeds
$1,000. Agencies shall obtain FAC approval ptiot to the issuance of any solicitation for such contracts.
Memoranda of Agreement (MOA’s) also require review by the FAC. Agencies are reminded that all PSC’s for
legal services must still be first approved by the General Counsel in the Governor’s Office.

4) Examples of Purchases. Proposed purchases to be reviewed include equipment and furniture, delivety ordets,
KCI (Kentucky Correctional Industries) and Surplus Property purchases, vehicles, and all commodities and
services. Replacement items, even for items that are “lost or damaged” are to now be submitted. Agencies
must obtain approval ptior to their submission of a procutement ot payment document in eMARS. For
purchases less than $1,000, authority is delegated to each Cabinet Secretary or Agency Head to establish
procedutes for careful internal review and approval. In addition, purchases of Utilities (water, sewer, gas,

electric, trash disposal, etc) will not require FAC approval. However, Cable TV service 1s still to be submitted, if
the cost exceeds $1,000 annually.

5) Cabinet Secretary Approval. All Request Forms, although electronically submitted, must indicate the personal
approval from the appropriate Cabinet Secretary or Agency Head, and a signed hard copy of the document shall
be maintained in the agency. When FAC approves, an electronic copy of such will be returned to the agency
and must be attached to the eMARS document submitted to the Office of Procutement Setvices to execute the

imten mrr et armt (ool ag tha TYO) 1 1 1 1
procurcment (sucn as mce v ot RQS). ThC qu‘cd_t‘ements are the same lf the P'Jl'ChaSC }ﬂVOlVeS speclal

authority awards -- PO, PO2, CTT, CTT2 documents --or direct payments (PRC’s).

6) “Blanket Waivers.” Recognizing that some contracts and purchases represent routine expenditure and are
“non-discretionary” in nature, agencies may request a “blanket waiver” from recurring submittals. The Request
Form provides agencies the opportunity to apply for a waiver from review and provide explanation and
justification of the special situation. For instance, there may be specific federal or state statutory requirements
that mandate disbursements through MOA’s with other public entities, or the agency may have the need to
make ongoing purchase of certain commodities, such as food items for Parks cafeterias. These must be specific
and limited to cleatly defined situations or programs.

7) Steps after Apptoval. FAC approval of a Request Form means the review required by the Executive Order
has been completed, and the items or setvices have been authorized to begin the procurement process. It does
not mean that any procurement rules are dispensed with. Agencies must procure these items or setvices with
approved methods (i.e., Requisition, Order from Existing Agreements, Small Purchase, Agency Authotization,
Approved Special Authority, etc).

8) Procurement Cards. ProCards shall not be utilized to circumvent the Executive Order and this approval
process. If a purchase being made with a procurement card is for furniture ot equipment or a putchase of like
items over time totaling $1,000 ot mote, the putchase must be submitted in advance on 2 Request Form.

The Executive Order, this memorandum, an electronic version of the E.O. 2008-11 Request Form, and detailed
instructions for completing the Request Form will be posted on the FAC webpage at http://www.finance.ky.gov .
This information and any updates will also be published in the eMARS newsletter. Additional requirements
relating to the Executive Otdet’s mandates on travel and printing will be provided in the next few weeks.
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EXHIBIT
Kentucky Sales & Use Tax Letter

PUR-9010

'COMMONWEALTH OF KENTUCKY
FINANCE AND ADMINISTRATION CABINET

DEPARTMENT OF REVENUE
FRANKFORT f‘
40620 5 _} a ]( e Jol/
April 21, 2008 Fed TD.
KY TRANSPORTATION CABINET LOCATION ADDRESS:
ATTN: RUSSELL ROMINE
200 MERO ST ACCOUNTS 4 TH FL 200 MERO ST ACCOUNTS 4 TH FL
FRANKFORT KY 40601 FRANKFORT KY 40601~

PURCHASE EXEMPTION NUMRBER: ST037107
EFFECTIVE DATE: 09/18/1991
SUBJECT: STATE OF KENTUCKY EXEMPTION FROM KENTUCKY SALES AND USE TAX

Based on information submitted in your Application for Purchase Exemption — Sales and Use Tax, you are
hereby authorized to purchase tangible personal property, or services, including utilities, without paying or
reimbursing the vendor for the sales or use tax with respect to such purchases. A copy of this letter should
be presented to the vendor to be retained as authorization to make such exempt sales.

Every vendor making such sales must require an official or an employee exercising comparable authority
within the state government agency listed above to sign and acknowledge in writing on a copy of the inveice
that the sale and delivery of the property was actually made to a unit of the state government. The invoice
shall be retained by the vendor as documentary evidence in support of the deduction of the sale from gross
receipts on the vendor’s sales and use tax return. For proper reporting, the vendor must deduct receipts
from these exempt sales on Line 6 of the sales and use tax return,

If any of the property or service is not used for an exempt purpose, the purchaser will be required to pay any
tax due on purchases made tax-free under this exemption.

Any official or employee of 2 unit of federal, state, or local government who uses their position to make tax-
free purchases for their own personal use, or for that of any other person, will be subject to the penalties
provided in KRS 139.990 and other applicable laws.

In the event there is a change in your name, address, or operations from the information submitted in your
application, you must notify the Department of Revenue in writing of the change immediately.

For additional information, please write: Department of Revenue, Division of Sales and Use Tax, Station
67, PO Box 181, Frankfort, KY 40602-0181. Phone 502-564-5170.

o

Kerri Nance, Supervisor
Certification Section

AN EQUAL OPPORTUNITY EMPLOYER M/F/D
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EXHIBIT
KYTC Division of Purchases Delegation PUR-9011

JAN 05 200

SOUNSEL
GENERAL GO ‘!N i
FINANCE GABINET

TRANSPORTATION CABINET ]
Steven L. Bashear Frankfort, Kentucky 40622 Michael W. Hancock, P.E.
Governor www. Lransportation. ky.gov/ Acting Secretary

October 26, 2009

Jonathan Millet, Secretary

Finance and Administration Cabinet
383 Capitol Annex

Frankfort KY 40601

Dear Secretary Miller:
Re: Request to increase Delegation of Purchasing Authority

In accordance with KRS 45A.045, the Transportation Cabinet requests permission to
expand its delegated purchasing authority, as outlined in the Secretary’s Order
$06-012, dated March 20, 2006. A list of the proposed additional services is enclosed.

The Cabinet’s Division of Purchases has properly managed its current purchasing
autherity in full compliance with al! statutory requirements as well as with the policies
and procedures established by the Finance and Administration Cabinet. The
necessary expertise and staffing are in place to ensure that an increase in purchasing
authority will not affect the division’s current level of performance.

The list of additional services enclosed reflacts the Transportation Cabinet’'s desire to /
provide a more timely and effective response to any future disaster(s). The Cabinet
appreciates your continued support of its efforts.

If you have any questions, 1, along with my staff, will be available to discuss this
request.

Very truly yours,

Enclosures

Ludl €2 230 v

. MOV Lovyinog
O A0 Aj0 a’vg%:u

e

Kentudky™

An Equal Opportunity Employer M/F/D
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EXHIBIT
KYTC Division of Purchases Delegation PUR-9011

SECRETARY’S ORDER&. /O~ O

TRANSPORTATION CABINET
REVISED PURCHASING DELEGATION

WHERAS, pursuant to the authority of KRS 45.301, KRS 45A.045 and KRS 45,
45, and Chapter 45A generally the Finance and Administration Cabinet, acting under the
direction and control of the Secretary of Finance and Administration Cabinet is charged
with the responsibility and authority for purchasing, or delegating and controlling the
purchase of, the combined requirements of all spending agencies of the State for
contractual services, interests in real estate, leases, rentals, supplies, materials, equipment,
services of all kinds, and confractual services related to real property and capital
construction projects; and,

. WHEREAS, pursuant to the authority of KRS 45A.100 and administrative
regulation 200 KAR 5:302 the Secretary of the Finance and Administration Cabinet may
grant a delegated purchasing authority to any state agency requesting an increase and
demonstrating a justifiable need for such increase; and

WHEREAS, the Secretary of the Transportation Cabinet has requested that the
Transportation Cabinet be delegated a revised purchasing delegation by the Finance and
Administration Cabinet; and

 WHEREAS, the Commissioner of the Department for Facilities and Support
Services and the Director of the Division of Engineering and Contract Administration have
reviewed said request and are satisfied that the Transportation Cabinet possesses adequate
facilities and competent staff to handle procurement at these higher small purchase limits
as required under 200 KAR 5:302 and have recommended that purchesing authority
_hereinafter outlined be granted to this Cabinet;

NOW, THEREFORE, I, Jonathan Miller, Secretary of the Finance and
Administration Cabinet, pursuant to the authority vested in me by KRS Chapters 42, 45,
and 45A, and more specifically KRS 45A.100 and administrative regulation 200 KAR
5:302, do hereby authorize and approve a revised purchasing delegation to the
Transportation Cabinet as outlined in Attachment A.

As part of tis revision, prior delegations under Secretary’s Order 06-003 and
Secretary’s Order 02-004 are rescinded herewith and, to the extent determined necessary,
specific items from those prior orders are specifically incorporated into the revised
purchasing delegation in. Attachment A.

The purchasing authority hereby delegated shall be exercised in the manner
specified by the law governing state purchases and shall be consistent with directives
issued by the Finance and Administration Cabinet. The delegations of ‘purchasing
authority made herein shall be effective immediately and remain in effect until modified or
rescinded by the Secretary of the Finance and Administration Cabinet.
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EXHIBIT

KYTC Division of Purchases Delegation PUR-9011

SECRETARY’S ORDER 10-

Attachment A

Purchasing Authority delegated to the Transpofcationj Cabinet to Epiii*éhégs}'e"‘ and make
payment for the following items.

W oo R

26.

27.
28.

29.

Aggregate

Aluminum Bars

Aluminum Bolts and Nuts

Aluminum Channels

Aluminum Handrails Posts

Aluminum Sign Blanks

Aluminum Sign Panels

Aluminum Pipe

Agronomy Commodities including but not limited to the following: 2-4D Amine,
Amizine, Asulox, Borate, Chlorate, Diazinon, Fertilizers, Grass Seeds, Embark,
Moleic Hydrazide, Krenite, MSMA, Liquid Drift Control, Roundup and Sufflan.

. Auto Accessories
11.
12.
13,
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.

Bailey Bridges & Parts

Bituminous Hot and Cold Mix

Bituminous Materials (Liquid Asphalt)

Blasting Sand

Brass Sieves

Building Materials (limited to items not included in Master Agreements)

Business Logos

Calcium Chloride

Cement

Cinders

Concrete Cylinder Molds

Concrete Cribbing

Concrete Pipe

Custodial Services (Rest Areas and KYTC operated facilities)

Debris Disposal and Site Reclamation Services — to dispose of disaster event debris
removed from the public right-of-way and reclaim disposal sites used to store
debris.

Debris Removal — to remove disaster event debris from the public right-of-way and
transport it to staging or disposal sites. This service would include the cutting and
removal of trees and limbs posing a safety hazard to the traveling public
Demolition & removal of structures from right-of-way acquisitions

Disaster Monitoring Services — to support efforts in pre-event planning & training,
post-disaster project management, debris removal contract monitoring, including
documentation & data management, invoicing review & reconciliation, technical
assistance with state & federal funding programs, temporary disposal site selection
& monitoring, program management and administration , payment monitoring and
reconciliation process, disaster relief coordination with federal agencies, and event
closure.

Electrical Services

01/15
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KYTC Division of Purchases Delegation PUR-9011

30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.

42.
43,
44,

45.
46.
47.

48.
49.

50.
51,
52.
53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.

69
70

SECRETARY’S ORDER 10-

Electrical Supplies & Products

Electrical Blasting Caps

Epoxy for Roadway Markers

Epoxy Resin

Equipment Rentals ,

Equipment repairs and/or repair parts

Explosives, Two Component

Expansion Joint Fillers

Fencing Material and Posts

Gabions

Garbage/dumpster Service

Gelating or Ammonia Dynamite, Ammonium Nigrate, Perimacord and Instant
Caps

Glass Beads

Geo-technical Drilling Service

Grave relocation from tight-of-way.  This delegation is subject to the
Transportation Cabinet addressing any historical and environmental concerns and
complying with all legal requirements related to grave relocation.

Guard Rail, Guard Rail Posts & Component Parts

Guardrail Erection

Hand Held Tools and Power Tools (limited to items not included in Master
Agreements)

Hand Held Radios (KYTC single frequency)

Heavy Roadway Construction Equipment and Vehicles where the purchase can be
either by CT or PCT.

Highway project identification signs

Hydraulic Fittings

Hydraulic Repairs

ITS Traffic Control Services

Laboratory Supplies

Landscape Maintenance (over 1,200 buildings statewide)

Linseed Oil

Liquid Waste Disposal (Rest Areas)

Maintenance paint

Maintenance Tools

Manufacture Highway Signs

Metal Bridge Planks

Metal Pipe

Mineral Spirits

Mower Parts

Non-Reflective Black (Opaque) Sheeting

Oil/Water Separators

One-Step System for Suppression of Reflective Cracking

Reinforcement Fibers for Bituminous Mixtures.

. Overhead doors (installation and maintenance)

. Padlocks

01/15
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EXHIBIT
KYTC Division of Purchases Delegation PUR-9011

SECRETARY’S ORDER 10-

71. Panel Signs

72. Paving Cement (Resinous)

73. Paint Stripper

74. Perforated Pipe

75. Plastic Drums for Traffic Control
76. Plastic Tubing

77. Plotter Supplies

79 D + T o oq .
78. Post Pullers and Drivers

79. Precast Concrete Bridges

80. Precast Concrete Buffer, Curbs and Headwalls

81. Pressure Washers

82. Pump Station Repairs

83. Quick Setting Concrete Patching Materials

84. Raised Pavement Markers

85. Ready Mix Concrete

86. Reflective Delineators

87. Reflective Powder

88. Reflective Tape

89. Reflex/Reflective Sheeting

90. Refurbished Guard Rail & Posts

91. Right of Way and Facilities Mowing

92. Roadway Clearing — to clear vegetation and other disaster events debris from the
roadway driving lanes order to reopen roads until such time as the debris can be
removed permanently. This service would be proved during the first 72 hours after
any disaster event. Vendors would be required to cut/remove debris from driving
lanes and leave it at the edge of the roadway for later removal.

93, Safety related apparel of high visibility fluorescent material typically with
reflective striping. To include but not limited to jackets, sweatshirts, t-shirts, polo
shirts, vests, bard hats, hats, coveralls, and rain gear. Items that are colored in such
a way as to enhance employee visibility in work zones.

94. Sand

95. Scrap metal disposal

96. Slag

97. Sign Brackets

98. Sign Stands

99. Snow & Ice Removal Equipment

100. Sodium Chloride

101. Specialized Traffic Items (Crash Cushions and Traffic Systems Maintenance
Agreements)

102. Spray Head Cleaner

103. Steel Cribbing

104. Steel Measuring Tapes

105. Steel Piling

106. Steel Post, Sign & Delineator

107. Steel Open Grid Flooring

108. Stakes & Hubs
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EXHIBIT
KYTC Division of Purchases Delegation PUR-9011

SECRETARY’S ORDER 10-

109. Stop-Slow Sign Paddles

110. Straw

111. Steel Measuring Tapes

112. Structural & Reinforcing Steel Products

113. Sulfur

114. Surveying Instruments, Equipment and Supplies

115 Tanl (Mar Qhallg
110, 14K udl Siiliis

116. Thinwall Sampling Tubes

117. Tire Tubes

118. Tuluol

119. Treated Lumber

120. Traffic Cones

121, Traffic Controllers, Cabinet, Signals & Test Equipment

122. Traffic Counters

123. Traffic Loop Encapsulant

124. Traffic Paint

125. Tree and Brush Removal

126. Truck Tire Chains

127. Truck Toolboxes

128. Untreated Lumber

129. Used Railroad Rails

130. Vehicle Repairs and Repair Parts

131. Waste Tire Removal Services

132. Water Treatment Service

133, Weather Remote Station and Weather Reporting Services

134. Welding Gases (Oxygen & Acetylene)

135. Weld Test Plates

136. Wood Piling

137. Wreck Repairs (All wrecks will be evaluated based on actual mileage, age of
vehicle, maintenance history, and estimated cost of repairs versus replacement cost
before any repairs are approved. Approval of repairs will require the signature of the
Director of Transportation Purchases or their designee.)
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EXHIBIT

KYTC Division of Purchases Delegation PUR-9011
SECRETARY’S ORDER 10-

The Transportation Cabinet is required to fully comply with Chapters 45 and 45A
of the Kentucky Revised Statutes and all applicable Finance and Administration Cabinet
regulations and directives and will be subject to compliance or special audits by the
Finance and Administration Cabinet.

RECOMMENDED BY:

7

xecutive Director,
Office of Procurement Services

?M)TW

Commissioner, Department for Director, Division of Engineering
Facilities and Support Services and Contract Administration

Reviewed for Form and Legality

 po it
N //

Attdrney, Office of LegalSdrvices
For Finance and Technology

Approved and granted this __ day of December, 2009.

Secréfaty, Finance and Administration Cabinet
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EXHIBIT
KYTC Division of Purchases Small Purchase Authority PUR-9012

Finance and Administration Cabinet
Office of Procurement Services and Dept for Facilities and Support Services
SMALL PURCHASE AUTHORITY DELEGATIONS AND QUOTATION LIMITS

Revised 10/24/2007 Commodities & Services Construction
1 quote if| 3 quotes 71 quote if| 2 quotes
Agency Limit < than | if < than Limit < than | if<than
Agriculture, Department of $5,000 $3,000 $5,000 | Standard
Corrections, Department of $ 20,0008 5000]% 20000]% 40,000 |F 20000|3% 40,000
Eastern Kentucky Veterans Center $ 10,000 |$ 4000 ]% 10,000 | Standard
Economic Development Cabinet $ 5000]% 3,000(|% 5,000| Standard
Education, Department of $ 5000|% 3000|% 5000]% 20,000|% 10,000 | $ 20,000
Energy and Environment Cabinet $ 5000|% 3000]% 5000)] Standard
EEC, Department for Environmental Protection (129} $ 5000 |3 3000|% 5000] % 20,000 | § 10,000 | § 20,000
EEC, Natural Resources (128) 5 5000]|% 3000|% 5,000|% 40,000 % 20,000 | § 40,000
Finance & Administration Cabinet 20,000 5,000)] % 20,000 | $ 40,000 | $ 20,000 | $ 40,000
Governor, Exec Office of the $ 5000|% 3000]|% 5000 )| Standard
Health and Family Services, Cabinet for $20000]|% 5000|%20000|%40000]|% 7,500] S 40,000
Juvenile Justice, Department of 5 5,000|% 3,000|$ 5000]|$ 20,000]|$% 10,000 | $ 20,000
Kentucky Educational Television 10,000 4000 % 10000 1| % 40,000 |% 20,000 | $ 40,000
Kentucky Horse Park 520,000 | $ 5,000 % 20,000 | $ 40,000 | $ 20,000 | § 40,000
Lt Governor, Office of the 5,000 3000 % 5,000 | Standard
Military Affairs, Department of 5 10,000 | $ 4,000] % 10,000 | $ 40,000 | $ 20,000 | $ 40,000
Parks, Department of 20,000 50001% 20,000 | $ 40,000 | $ 20,000 | $ 40,000
Personnel Cabinet $ 5000]% 3,000]% 5,000)]| Standard
Real Estate Appraisers Board $ 3000]% 1,000|% 3,000]nia
State Budget Director, Office of the $ 10,000 |$ 4,000 $ 10,000 | Standard
State Fair Board $10,000|% 4,000]% 10,000 % 40,000 |$% 20,000 |$ 40,000
Thomson-Hood Veterans Center $20,000)% 5,000]% 20,000|$% 20,000]$% 10,000 |$ 20,000
Transportation Cabinet $ 20,0008 5000|% 20000]% 40,000 |$ 20,000 S 40,000
Veterans Affairs, Office of the Commissioner $ 20,000 |$ 5,000 ]% 20,000 | Standard
Western Kentucky Veterans Center $ 10,000 |$ 4,000 $ 10,000 | Standard
Workforce Investments, Dept of $ 5000|% 3000]|% 5000]% 20,000 |$ 10,000 | $ 20,000
Standard Agency Limit $ 1,000]|% 1,000 |nfa $ 10,000 | $ 3,000 $ 10,000
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EXHIBIT

Solicitation Evaluation Procedure & Confidentiality Statement, TC 73-138 PUR-9013
— KENTUCKY TRANSPORTATION CABINET e oa
"\_1 ; § Rev. 11/2014
}.\ Office of Budget & Fiscal Management Page 1 of 3

DIVISION OF PURCHASES PR

SOLICITATION EVALUATION PROCEDURE AND CONFIDENTIALITY STATEMENT

PROCUREMENT TITLE

RFP #

INSTRUCTIONS:

All persons having access to technical, cost, and/or reference data provided by offerors to this Solicitation are required
to read and sign this document, including, but not limited to, evaluators, technical advisors, and staff confirming
references. The document is to be signed and returned to the Division of Purchases before any technical, cost, and/or
reference information can be reviewed, and it shall become a part of the permanent bid file.

All information obtained and reviewed is confidential and shall not be discussed outside the evaluation team, which
may include, as applicable, technical advisors and/or staff confirming references, or disclosed to participating offerors,
competitors, supervisors, co-workers, media, or any other individuals. Release of unauthorized information during the
evaluation process or period before a contract{s) is officially awarded may void the efforts of the evaluation
committee and Commonwealth officials assigned to this procurement, and could require the cancellation of the
Solicitation in its entirety. The confidentiality of proposals, including all related technical, cost, and reference data, is
required by law. All information remains confidential until the Division of Purchases issues a contract(s).

All persons signing this document must disclose to the Division of Purchases any potential conflict of interest, actual or
perceived, that arises as a result of reviewing technical, cost, and/or reference data for this Solicitation immediately
upon becoming aware of such potential conflict.

All records pertaining to the Scolicitation are maintained by the Division of Purchases in official files and are subject to
provisions of the Kentucky Open Records statutes.

It is understood that an evaluator, advisor, or staff member may have an existing work relationship with
persons/companies who may have an interest in this procurement or even some of the proposed vendors. If so,
please continue that relationship, with the exception of lunch engagements or private meetings, but this procurement
shall not be discussed in any way.

CERTIFICATION:

|, the undersigned, hereby certify that the following statements are true and correct and that | understand and agree
to be bound by the commitments contained herein.

| certify that | am acting at the approval of the Division of Purchases as a participant in the evaluation of proposals
received pursuant to the above-stated Solicitation.

| certify that | am acting of my own accord and am not acting under duress.

| agree to perform any and all evaluations of said bids or proposals in an unbiased manner, to the best of my ability,
and with the best interest of the Commonwealth of Kentucky paramount in all decisions.

| certify | will have no contact with any respondent to this Solicitation except through the Division of Purchases.

| certify that | will maintain the confidentiality of all information reviewed or revealed to me in connection with this
Solicitation.
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EXHIBIT

Solicitation Evaluation Procedure & Confidentiality Statement, TC 73-138 PUR-9013

o TC73-138

__.—\Rﬁ KENTUCKY TRANSPORTATION CABINET Rev. 11/2014
y Office of Budget & Fiscal Management

: Page 2 of 2

DIVISION OF PURCHASES

SOLICITATION EVALUATION PROCEDURE AND CONFIDENTIALITY STATEMENT

In accordance with KRS 45A.340, | certify that | am not currently employed by, nor am | receiving any compensation
from, nor have | been the recipient of any past, present, or future economic opportunity, employment, gift, loan
gratuity, special discount, trip, favor, or service in connection with any proposal or involved vendor in return for
favorable consideration.

| certify that | have no preconceived position on the relative merits of any of the proposals, nor have | established a
personal preference or position on the worth or standing of any vendor participating in this action.

| certify | have read and am acting in compliance with the requirements and prohibitions of the Executive Branch Code
of Ethics, including, but not limited to, KRS 11A.020 and KRS 11A.030.

Name (print})

Signature

Title/Agency

Date
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EXHIBIT
Recycled Content Form PUR-9014

Attachment B REQUIRED AFFIDAVIT FOR CERTIFICATION OF
RECYCLED CONTENT

KRS 45A.520 mandates that all state agencies when purchasing designated
commodities require that product to contain a minimum percent of “recovered material”
or “post consumer waste.”

“‘Recovered materials” are those materials, which have been separated, diverted or
removed from the solid waste stream after a manufacturing process.

“Post consumer waste” are those materials which have been discarded by the
consumer.

| certify that the items offered in this Invitation to Bid contain the required
% “recovered material” or “post consumer waste.”

| have fully informed myself regarding the accuracy of the statements made above.

SIGNATURE Printed Name

Title Date

Company Name

Address

Phone Number

Email Address

Subscribed and sworn to before me by

(Affiant) ! (Title)
of this day of , 20
(Company Name)
Notary Public
[seal of notary] My commission expires:
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EXHIBIT
Required Affidavit for Bidders, Offerors, or Contractors PUR-9015

Solicitation/Contract #:

REQUIRED AFFIDAVIT FOR BIDDERS, OFFERORS AND CONTRACTORS

FOR BIDS AND CONTRACTS IN GENERAL.:

I. Each bidder or offeror swears and affirms under penalty of perjury, that:

a.

FOR

In accordance with KRS 45A.110 and KRS 45A.115, neither the bidder or offeror as
defined in KRS 45A.070(6), nor the entity which he/she represents, has knowingly
violated any provisions of the campaign finance laws of the Commonwealth of
Kentucky; and the award of a contract to the bidder or offeror or the entity which
he/she represents will not violate any provisions of the campaign finance laws of the
Commonwealth.

The bidder or offeror swears and affirms under penalty of perjury that, to the extent
required by Kentucky law, the entity bidding, and all subcontractors therein, are aware
of the requirements and penalties outlined in KRS 45A.485; have properly disclosed all
information required by this statute; and will continue to comply with such
requirements for the duration of any contract awarded.

The bidder or offeror swears and affirms under penalty of perjury that, to the extent
required by Kentucky law, the entity bidding, and its affiliates, are duly registered with
the Kentucky Department of Revenue to collect and remit the sales and use tax imposed
by KRS Chapter 139, and will remain registered for the duration of any contract
awarded.

The bidder or offeror swears and affirms under penalty of perjury that the entity
bidding is not delinquent on any state taxes or fees owed to the Commonwealth of
Kentucky and will remain in good standing for the duration of any contract awarded.

“NON-BID” CONTRACTS (l.E. SOLE-SOURCE; NOT-PRACTICAL OR

FEASIBLE TO BID; OR EMERGENCY CONTRACTS, ETC):

I1. Each contractor further swears and affirms under penalty of perjury, that:

a.

In accordance with KRS 121.056, and if this is a non-bid contract, neither the
contractor, nor any member of his/her immediate family having an interest of 10% or
more in any business entity involved in the performance of any contract awarded, have
contributed more than the amount specified in KRS 121.150 to the campaign of the
gubernatorial slate elected in the election last preceding the date of contract award.

In accordance with KRS 121.330(1) and (2), and if this is a non-bid contract, neither
the contractor, nor officers or employees of the contractor or any entity affiliated with
the contractor, nor the spouses of officers or employees of the contractor or any entity
affiliated with the contractor, have knowingly contributed more than $5,000 in
aggregate to the campaign of a candidate elected in the election last preceding the date
of contract award that has jurisdiction over this contract award.

01/15
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EXHIBIT
Required Affidavit for Bidders, Offerors, or Contractors PUR-9015

c. Inaccordance with KRS 121.330(3) and (4), and if this is a non-bid contract, to the best
of his/her knowledge, neither the contractor, nor any member of his/her immediate
family, his/her employer, or his/her employees, or any entity affiliated with any of these
entities or individuals, have directly solicited contributions in excess of $30,000 in the
aggregate for the campaign of a candidate elected in the election last preceding the date
of contract award that has jurisdiction over this contract.

As a duly authorized representative for the bidder, offeror, or contractor, | have fully informed
myself regarding the accuracy of all statements made in this affidavit, and acknowledge that the
Commonwealth is reasonably relying upon these statements, in making a decision for contract
award and any failure to accurately disclose such information may result in contract termination,
repayment of funds and other available remedies under law.

Signature Printed Name

Title Date

Company Name
Address

Subscribed and sworn to before me by

(Affiant) (Title)
of this day of ,20
(Company Name)
Notary Public
[seal of notary] My commission expires:
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EXHIBIT

Vendor Performance Survey

PUR-9016

Contract Number:
Expiration Date:
Vendor:
Commodity:
Buyer:

PERFORMANCE EVALUATION QUESTIONNAIRE (Renewal)

To Be Completed by KYTC Buyer
PE Number:

Initials:

Date:

1 Do you wish to renew this contract? Yes [ ] No []

2) Would you recommend this vendor for future awards? Yes[ ] No[ ]

3) Did the vendor ship commodities or provide services ontime? Yes [ ] No [ ]

Rate performance below. If less than Good, provide details.
Unsatisfactory [ ] Poor[ | Fair[ ] Good[ ] Excellent[ |

4) Did the vendor deliver the product as specified on the contract? Yes[ | No [ ] NA[]
Rate performance below. If less than Good, provide details.
Unsatisfactory [ ] Poor[ | Fair[ ] Good[ ] Excellent[ ]

5) Did the vendor perform contract services as specified? Yes [ ] No [ ] NA[]

Rate performance below. If less than Good, provide details.
Unsatisfactory [ ] Poor[ | Fair[ ] Good[ ] Excellent[ |

5)) Did the vendor invoice properly? Yes [ | No [ ]
Rate performance below. If less than Good, provide details.
Unsatisfactory [ ] Poor[ | Fair[ | Good[ | Excellent[ |

7) Was the vendor receptive to agency requests? Yes[ |No [ ] If no, describe below.

8) Rate the overall contract performance and provide details below.
Unsatisfactory [ ] Poor[ | Fair[ ] Good[ ] Excellent[]

9) Provide details below on any problems or issues you have had with this contract not

rovided above.

Please provide additional comments in MS Word attachment, if necessary.

Questionnaire completed by:

Signature

Title

Date

01/15
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EXHIBIT
Vendor Website Instructions PUR-9017

https://feprocurement.ky.qov
To view/download Request for Bids (RFB), Request for Information (RFI) or Request for
Proposal (RFP).

1. Click Vendor Self Service

2. Click View Solicitation - Type 605 in the Department field if you only want to view bids issued by
Transportation — Div. of Purchases. Status select “OPEN’ from the drop down list.  Note: if you
leave the dept field blank and select status “open’ you will get all bids for any state agency that
uses the eMARS system.

3. Click the Browse link

4. Double Click on the RFB/RFP number link to open the document.

5. Click the attachments button to download the RFB/RFF document and any associated
attachment files such as drawings, photos. etc.

6. Select each file, click download attachment link, click open the document will open. Click File-
then print.

Repeat step 6 for each attachment for the RFB/RFP document

https://eprocurement.ky.qov
To view awards that resulted from Request for Bids (RFB) or Request for Proposal (RFP).

1. Click Vendor Self Service

2. Click View Solicitation. Type 605 in the Department field.

3. Status - select “Awarded” from the drop down list.

4. Click Browse.

5. Select a solicitation.

6. Once open, you may click “Notice of Award” to see who the contract was awarded to and you
may click “Public Bid Reading” to see all bids.

7. If for some reason, you are unable to see this information, please contact the buyer for more

information.

https:/leprocurement.ky.qov

To search for items on Master Agreement — Catalog Line type

1. Click Vendor Self Service

2. Click Catalog Search

3. Enter search criteria (description of item: example: rock, Lincoln) then click browse.

Website: hitps:/leprocurement.ky.gov
Click Vendor Self Services

Additional Vendor Resources

Under section titled ““Doing Business with Kentucky”

Click Laws, Policies and Procedures

For Kentucky Model Procurement Code KRS 45A or the Finance Policies and Procedures.
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ST/10

€ 4o 1 aded

Final S::(t:;l:rclm Action Status
Description Threshold | approval at Final Threshold Final Approval on Final
?
agency? Approval Approval
) ) ) Finance DECA is the final approver,
Archltecturali:l)gCEngmeenng 30 No N/A $0 after all agency approvals are Approved
applied.
. . . Finance DECA is the final approver
Archlltfzsotoursagli ggglrr;:erlng 30 No N/A $0 after all agency.approvals are Approved
applied.
. . . Finance DECA is the final approver
éggltsgiu;?;zisgggfsrgg 30 No N/A $0 after all agency.approvals are Approved
applied.
Finance OPS is the final approver
Personal Service Contract $0-$9999.99 Yes Approved $10,000 after all agency approvals are Approved
applied.
) Finance OPS is the final approver
Persongl()lseegcl)zfcgontract 30 No N/A 30 after all agency.approvals are Approved
applied.
X Finance OPS is the final approver
Persorgrlaiﬁgv;gﬁe(t:g g[i?d Not $0 No N/A $0 after all agencyAapprovals are Approved
applied.
Pending Review -
Memorandum of Agreement . L placeden e B
(MOA) $0-$24999.99 Yes Approved $25,000 Agency applies final approval. agenda for EQ1
Review Committee
meeting.
Pending Review -
placed on the EO1
Grant $0-$24999.99 Yes Approved $25,000 Agency applies final approval. agenda for EO1
Review Committee
meeting.
Pending Review -
placed on the EO1
University Agreement $0-$24999 .99 Yes Approved $25,000 Agency applies final approval. agenda for EO1
Review Committee
meeting.
Pending Review -
placed on the EO1
Construction Services $0- $999.99 Yes Approved $1,000 Agency applies final approval. agenda for EO1
Review Committee
meeting.

14ey) snieis uoldy R pjoysadyl |erosddy adA] 1sanbay

8106-d4Nd

1I9IHX3



PUR-9018

Request Type Approval Threshold & Action Status Chart

EXHIBIT

| Action Status
Description shold | approvalal Threshold Einal Approval on Final
DE  Approval

Pending Review -
Finance Postel Services s the final | placed on the 80
Postat Services & Bouipme d | 50- 83950 98 Yeu Approved $1.000 approver after all sgency approvals | agenda for ECH
are apptied Review Commities
meetirg
Pending Review -
COT Prirding s the fingl approver | placed onthe B0
Printing S 5088 U8 Ter Approved 51,00 afier gl agenoy approvals sre agenda tor EO1
applasd. Heview Commilles
meefing
Pending Review -
piaced on the EO1
Fesl Property Loase BO- B b9 ki 1 Approved 1,000 Fggerey applies final approvel. aerehs for B0
: Revigw Cormmities
eeting
Pending Review -
State Personnel & the firal piaced onthe EOA
24.524000 59 Yes Anproved S25000 approver after alf sgency approvals | agenda for BOY
are appiied, Hevigw Cormmities
meeting
Pending Review -
placed onthe B
T RCWE e Yes Approved SRS 000 Peency applies final approval agenca for EOH
Ravigw Correnites
mgeting
Pending Review -
placed onthe EOY
Frgribire S0-524050 28 Yos Approved §25000 Agevey applies final approvel agencs of B0
Review Commiliee
meeting
Pending Review -
piaced onthe EO1
Equipment (Not [T} S0-524009 89 e Anprovedd 22000 Agency spphies final aporoval, aganca for EO1
Review Commities
mgeting
Pending Review -
placed onthe ECA
e ook SO-E24000 00 RE: Appinvec X000 Ageney appiiss final aporoval anenchs for B0
Raview Cormmiltes
meeting

Ternp Labor Task Orgder iNon-
Ty

her Services, None
Frofessionsl

Page 2 of 3
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€ Jo € 98ed

Description

Threshold

Final
approval at
agency?

Action
Status on
Final
Approval

Threshold

Final Approval

Action Status
on Final
Approval

Vehicles

$0- $999.99

Yes

Approved

$1,000

Fleet Management is the final
approver after all agency approvals

are applied.

Pending Review -
placed on the EO1
agenda for EO1
Review Committee
meeting.

Vehicle repairs and parts

$0- $4999.99

Yes

Approved

$5,000

Agency applies final approval.

Pending Review -
placed on the EO1
agenda for EO1
Review Committee
meeting.

IT Hardware

$0- $999.99

Yes

Approved

$1,000

Agency applies final approval.

Pending Review -
placed on the EC1
agenda for EO1
Review Committee
meeting.

IT Software

$0- $999.99

Yes

Approved

$1,000

Agency applies final approval.

Pending Review -
placed on the EO1
agenda for EO1
Review Committee
meeting.

IT Services

$0- $999.99

Yes

Approved

$1,000

Agency applies final approval.

Pending Review -
placed on the EO1
agenda for EO1
Review Committee
meeting.

IT Maintenance

$0- $999.99

Yes

Approved

$1,000

Agency applies final approval.

Pending Review -
placed on the EO1
agenda for EO1
Review Committee
meeting.

IT Task Orders

$0- $999.99

Yes

Approved

$1,000

Agency applies final approval.

Pending Review -
placed on the EO1
agenda for EO1
Review Committee
meeting.

ARRA - Federal Stimulus

$0- $999.99

Yes

Approved

$1,000

Agency applies final approval.

Pending Review -
placed on the EO1
agenda for EO1
Review Committee
meeting.

14ey) snieis uoldy R pjoysadyl |erosddy adA] 1sanbay
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EXHIBIT
EO1 Document Action Field Statuses PUR-9019

B View All (1 of 1) : This document has associated comments.
EO1 - 625- 12000001607 - 1- New- Final

Fh
r*General Information
Requesting Department |Department Of Highways Record Date - |08/23/2011
Requestor ID |RMMUU14 Requestor Name - WADE CLEMENTS
. Requestor Phone Mumber - 270-824-7080
Short Description ESRORY SOrCe
Type of Request - |4 MNew or Expanded?
OTHER SERVICES, NON- 0
PROFESSIONAL Cost :
Procurement Method Is Cost an Estimate or Actual?
If so. Asset Tag# J
Is this ltem a Replacement?
VWhat will happen to the replaced item? | If on Contract, Give Contract # |

What Document is requested? Program Code |

Vendor - [DOZIT Landiill

Funding Source If Federal, give CFDA Number |

Action - |Approved
Percentage of Each Funding Source 100 j pp

 PPurpose and Justification |
< | >
&9 Internet fa v Hio0% -

|
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EXHIBIT
EO1 Document Action Field Statuses PUR-9019

EO1 - 617- 12000001665- 1- New- Final

Actiar Mank

sk
r*General Information

Requesting Department |Oﬂ'|ce of Information Techr Record Date - |08/23/2011

Requestor ID |JTV[]U15 Requestor Name - WILLIAM JONES
Requestar Phone Mumber - 502-564-3900

Microsoft Software Assurance
Renewal

Type of Request - [18 New or Expanded?
T MAINTEMAMNCE Cost - [5134.100.00

Is Cost an Estimate or Actual?

Short Description

Procurement Method

If so. Asset Tag# |

Is this ltem a Replacement?

What will happen to the replaced item? |

. If on Contract, Give Contract # |MA—758-11*301
YWhat Document is requested?
Prog Cod
Vendar |SHI R |

Funding Source :
If Federal, give CFDA Number |
100% KAS1

Percentage of Each Funding Source Action ‘Under Review

pPurpose and Justification

~BEnr Anancu llea

2 _ -
€ Internet v W100% -
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EXHIBIT—Required Affidavit for Bidders,
Offerors, & Contractors Claiming Resident Bidder Status PUR-9020

Solicitation/Contract #:

REQUIRED AFFIDAVIT FOR BIDDERS., OFFERORS AND CONTRACTORS
CLAIMING RESIDENT BIDDER STATUS

FOR BIDS AND CONTRACTS IN GENERAL:

The bidder or offeror hereby swears and affirms under penalty of perjury that, in
accordance with KRS 45A.494(2), the entity bidding is an individual, partnership,
association, corporation, or other business entity that, on the date the contract is first
advertised or announced as available for bidding:

1. Is authorized to transact business in the Commonwealth;
2. Has for one year prior to and through the date of advertisement
a. Filed Kentucky income taxes;
b. Made payments to the Kentucky unemployment insurance fund
established in KRS 341.49; and
¢. Maintained a Kentucky workers” compensation policy in effect.

The BIDDING AGENCY reserves the right to request documentation supporting a
bidder’s claim of resident bidder status. Failure to provide such documentation upon
request shall result in disqualification of the bidder or contract termination.

Signature Printed Name

Title Date

Company Name

Address

Subscribed and sworn to before me by

(Affiant) (Title)
of this day of 20
(Company Name)
Notary Public
[seal of notary] My commission expires:
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EXHIBIT—Required Affidavit for Bidders,
Offerors, & Contractors Claiming Qualified Bidder Status PUR-9021

Affidavit E Qualified Bidder Status Solicitation/Contract #;

REQUIRED AFFIDAVIT FOR BIDDERS, OFFERORS AND CONTRACTORS
CLAIMING QUALIFIED BIDDER STATUS

FOR BIDS AND CONTRACTS IN GENERAL:

1. The bidder or offeror swears and affirms under penalty of perjury that the entity bidding, and
all subcontractors therein, meets the requirements to be considered a “qualified bidder” in
accordance with 200 KAR 5:410(3); and will continue to comply with such requirements for the
duration of any contract awarded. Please identify below the particular “qualified bidder” status
claimed by the bidding entity.

A nonprofit corporation that furthers the purposes of KRS Chapter 163

_ Per KRS 45A.465(3), a "Qualified nonprofit agency for individuals with
severe disabilities" means an organization that:

(a) Is organized and operated in the interest of individuals with severe disabilities; and

(b) Compiies with any appiicabie occupationai heaith and safety iaw of the United States
and the Commonwealth; and

(¢) In the manufacture or provision of products or services listed or purchased under KRS
45A.470, during the fiscal year employs individuals with severe disabilities for not less
than seventy-five percent (75%) of the man hours of direct labor required for the
manufacture or provision of the products or services; and

(d) Is registered and in good standing as a nonprofit organization with the Secretary of
State.

The BIDDING AGENCY reserves the right to request documentation supporting a
bidder’s claim of qualified bidder status. Failure to provide such documentation upon
request may result in disqualification of the bidder or contract termination.

Signature Printed Name

Title Date

Company Name

Address

Subscribed and sworn to before me by

(Affiant) (Title)
of this day of 20
(Company Name)
Notary Public
[seal of notary] My commission expires:
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EXHIBIT
Personal Service Contract Invoice Form PU R-9022

PERSONAL SERVICE CONTRACT INVOICE FORM
GOVERNMENT CONTRACT REVIEW COMMITTEE
LEGISLATIVE RESEARCH COMMISSION

Pursuant to KRS 45A.695, no paviment shall be made on any personal service contract unless
the individual, firm, partnership, or corporation awarded the personal service contract submits its
invoice for payment on a form established by the committee.

Invoices shall be submitted every ninety (90) days, unless the personal service contract specifies a
different submission time period.

Separate invoices shall be submitted for each distinct matter covered by the personal service
contract, and shall be signed by the individual responsible for that matter

The issuance of an invoice to the Commonwealth constitutes an affirmation by the
individual, firm, partnership, or corporation awarded the personal service contract that the
invoice truly and accurately represents work actually performed, and the expenses actually
incurred.

The head of the contracting body shall approve the invoice, indicating that the charges in the
invoice reflect the value of the work performed, and all recorded costs and disbursements were
reasonably and necessarily incurred in connection with the matter invoiced.

NOTE: All questions must be answered fully. If the space provided is insufficient,
additional pages should be attached referencing the specifically numbered item. Any

questions regarding the invoice requirements should be directed to the contracting agency.

Contract Number: Date of Invoice:

Contracting Body Division, Branch, etc.

1. Name & Address of Contractor:

2. Contractor’s Tax 1.D. Number:

3. Effective Period of Contract: 4. Combined Total Amount Charged in this
Starting Date: Invoice for Services and Reimburseable
Ending Date: Disbursements:

5. Dates of Service Covered under 6. Is this the FINAL invoice
this invoice: for services performed
Starting Date: under this contract:

Ending Date: Yes No
Page1of 2
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EXHIBIT
Personal Service Contract Invoice Form PU R-9022

7. Date of most recent invoice submitted prior to this invoice:

8. How often is the contractor required to submit invoices under the terms of the personal
service contract:

9. Provide a description of the matter covered by this invoice:

10. Provide a full description of each service provided, including the date each service was
performed, the name and title of each individual who worked on the matter, and the time
the individual spent on the matter:

11. Provide the hourly rate for each individual working on the matter and the total charge
for t

at individual faor aach mattor invalvad:
A3l Ingivigual lor

TR AL AAESEUUNA ARV ASAY wiee

12. Provide the subject matter and recipient of any correspondence:

13. Provide a full description of any work product produced, designating the way in which
the work product is associated with the matter being invoiced. (Attorneys Billing for Legal
Services: If you contend that any information is subject to privilege, please identify the
privileged item, and provide sufficient information to evaluate the claim of privilege):

14. Provide an itemized list of all disbursements to be reimbursed by the state for each
maftter invoiced and the total charge for that matter:

SIGNATURES:

Contractor: Date:

Title:

Contracting Body

Approved by: Date:

Title:

Page 2 of 2
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EXHIBIT—Required Affidavit Regarding
Contractor Employees: lllegal Immigrants, Attachment B PUR-9023

AttachmentB REQUIRED AFFIDAVIT REGARDING CONTRACTOR EMPLOYEES
lllegal Immigrants

1. The Commonwealth of Kentucky prohibits contracting with firms that utilize the services of illegal
immigrants in the performance of a contract for goods or services in the performance of a contract with
the Commonwealth. Additionally, such firms may not contract with any sub-contractor who utilizes the
services of illegal immigrants.

2. By signing below the bidder agrees that:
a. The firm does not utilize the services of illegal immigrants in the performance of contracts,

b. The firm agrees that the Commonwealth may conduct random checks of perscnnel records as it
pertains to this issue, and

c. Violation of this requirement shall be grounds for monetary and other penalties, up to and including
termination of the contract. Additionally, violation of this requirement may result in the firm being
prohibited from submitting bids for a period of one year.

| have fully informed myself regarding the accuracy of the statements made above.

SIGNATURE Printed Name

Title Date

Company Name

Address

Phone Number

Email Address

Subscribed and sworn to before me by

(Affiant) (Title)
of this day of , 20
(Company Name)
Notary Public
[seal of notary] My commission expires:
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EXHIBIT
Required Affidavit Regarding Subcontractors, Attachment C PUR-9024

AttachmentC  REQUIRED AFFIDAVIT REGARDING SUBCONTRACTORS

| agree to fully provide any and all subcontracts used throughout the duration of any resulting contract a full copy of
applicable prevailing wage rates and a copy of the contract terms and conditions. Furthermore, | understand that as
the primary contractor | am fully responsible for any and all actions taken by my subcontractors.

SIGNATURE Printed Name

Title Date

Company Name

Address

Phone Number Email Address

List planned subcontractors and their contact information below. |If more space is needed you may provide the
information on a separate sheet. If subcontractors are not known prior to bid closing, but are utilized after award, the
contractor shall provide the subcontractor's information to the contract's buyer of record prior to use of the
subcontractor. Failure to do so may result in cancellation of the contract.

Subcontractor 1:

Company Name

Address

Phone Number Email Address

Subcontractor 2:

Company Name

Address

Phone Number Email Address

Subscribed and sworn to before me by ,
(Affiant) (Title)

of this day of , 20
(Company Name)

Notary Public
[seal of notary] My commission expires:

01/15 Page 1of 1



EXHIBIT

Equipment Rental Agreement Information, TC 74-552 PUR-9025
%"ﬂg kKentucky Transportation Cakinet TC 74552
A Division of Equipment

ECGUIPMENT RENTAL AGREEMENT INFORMATIGN

District Renting Equipment Date

Type of Equipment

hake Wodel

¥ Ear Win # or Serial #
Mew Purchase Price Daily Rental Cost
Date Equipment to be Picked Up Time

Iunit Inspected Prior to Rental I:'

Darnages Found:

Purpose of Rental

Equipment Owner

Dwner Address

Owner Telephone

KY¥TC Represertative

Plezse PAnl grakre

Rental Agency Rep.

Plezse Panl Sgrakre

Once thisform is completed, hand deliver, e-mail or fax to the District Insurance Liasion

Equipment is not covered by Insurance until this form is complate and submitted to
KYTC Division of Equipment

The rental eouipment should not be used until v ou receive
yerific ation from the Division of Equipment that insurance is on the unit.

In the case where there js an emergency and equipment is needed fo be renfed affer
hours, this forrn must be completed prior to rental and emailed to; Rick Durham (ric k.durham@ky .gov)

Please complete section below when project is complete and rental is returned
Date Equipment Returned Time

Darnages found upon inspection:

Rental Representative KNTC Representative

Any damage reported after this form has been signed will not be subject to claim. Damages must be

reported on eForm TC 11-208 upon return of equipment.

Insurance remains on equipment until the Stop Rent Section of this form is complete and returned to the
Division of Equipment

[
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EXHIBIT

Equipment Rental Agreement Information, TC 74-552 PUR-9025
"';;\E'-a‘ Kentucky Transpertaticn Cabinet TC 74-552
A Division of Equipment DEf2014

ECGUIPMENT RENTAL AGREEMENT INFCRMATICN
CONTINUATION PAGE

Damages Found Upen Inspecticn of Rental PICK-UP:

Damages Found Upen Inspecticn of Rental RETURN:
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DETERMINATION AND FINDING FOR SMALL PURCHASE (ETHNIC MINORITY BUSINESS PROCESS)

VENDOR LEGAL NAME & ADDRESS

ALIAS/DBA

ETHNIC MINORITY BUSINESS(S)? IF
YES, PLEASE LIST. IF NO, PLEASE
ENTER NONE.

If Registered in
eMARS provide
Vendor Customer
Code

CONTACT NAME

CONTACT TYPE INFORMATION
(Phone Number, Fax Number, Email
Address)

ENTER VENDOR
PRICE OR NO
RESPONSE

DATE QUOTE REQUESTED

DATE QUOTE DUE

IF NO MINORITY VENDORS WERE

FOUND ENTER JUSTIFICATION HERE:

JUSTIFICATION FOR AWARD:

SUCCESSFUL VENDOR & PRICE:

(ss9204d ssauisng Aydoulin 21uyld) aseyaund |jews

9¢06-4Nd

10} BuIpuld 1§ UOIBUIWIDISQ—LIFIHX3



EXHIBIT
Proofof NecessityiPoN)__________________________ PUR-9027

PROOF OF NECESSITY (PON)
This information is required for any Personal Service Contract or Memorandum
of Agreement that goes before the Legislative Research Commission
Government Contract Review Committee
General Information

Type of Award: New Renewal Amendment

Description of Work to Be Performed:

Planned Performance Monitoring Activities:

Source of Funds

Total Amount of Contract -
Federal -
General -
Agency -
Capital Construction -
Other - (If other explain

If federal, is there an associated grant: Yes No

Contract Cost Information
Method of Payment: Defaults from vendor information
Frequency of payment. Options Bi-monthly, Bi-weekly, Completion of Milestones,

Lump Sum, Lump Sum Monthly, Monthly, Monthly Expenditure Report, Other,
Upon Completion, Upon Invoice, Weekly, Quarterly:

Agency Paying FICA: Yes No

Award cost included as a line item in the most recent budget bill for the
Commonwealth: Yes No
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EXHIBIT
Proof of Necessity (PON) PUR-9027

If the award cost is not included as a line item in the most recent budget bill for
the Commonwealth, is the cost included in the current agency budget: Yes
No Not Applicable

If award cost is not included as a line item and not included in the current agency
budget explain the source of funds:

Detailed Description of Projected Cost:

Basis for Payment:

Justification

Work could or should be performed by state personnel: Yes No

Justification to use outside provider:

Name/Address of Other Providers Considered: To be filled out by the Division of
Purchases

Basis for Selection [(PSC) to be filled out by the Division of Purchases] or
Reason for Exchange [MOA) to be filled out by requestor]
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EXHIBIT
FAC Secretary’s Order 11-004 PUR-9028

Commonwealth of Kentucky
Finance and Administration Cabinet

Steven L. Beshear OFFICE OF THE SECRETARY Loti H. Flanery
Governor Room 383, Capitol Annex Secretary
702 Capital Avenue

Frankfort, KY 40601-3462
(502) 564-4240
Fax (502) 564-6785

SECRETARY’S ORDER 11-004
FINANCE AND ADMINISTRATION CABINET
Vendor Document Disclosure

WHEREAS, in order to promote accountability and transparency in governmental operations, the
Finance and Administration Cabinet believes that a formal review process should be created whereby the
Finance and Administration Cabinet would provide oversight and direction to an agency of the
Commonwealth that is in a dispute with a vendor regarding documents that it believes are being
improperly withheld by the vendor and are necessary to conduct a thorough review of the vendor’s
activities pursuant to said contract; and

WHEREAS, KRS 42.014 and KRS 12.270 authorizes the Secretary of the Finance and
Administration Cabinet to establish the internal organization and assignment of functions which are not
established by statute relating to the Finance and Administration Cabinet; further, KRS Chapter 45A.050
and 45A.230 authorizes the Secretary of the Finance and Administration Cabinet to procure, manage and
control all supplies and services that are procured by the Commonwealth and to intervene in controversies
among vendors and state agencies; and

NOW, THEREFORE, pursuant to the authority vested in me by KRS 42.014, KRS 12.270, KRS
45A.050, 45A.230, and 200 KAR 5:314, I, Lori H. Flanery, Secretary of the Finance and Administration
Cabinet, do hereby order and direct the following:

I. Upon the filing of a Petition for Determination with the Finance and
Administration Cabinet by an agency of the Commonwealth, the Finance and
Administration Cabinet (“FAC”) shall formally review any dispute arising where
the agency has requested documents from a vendor that holds a state contract and
the vendor has refused access to said documents under a claim that said documents
are not directly pertinent or relevant to the agency’s inquiry upon which the
document request was predicated.

I. Upon the filing of a Petition for Determination from an agency of the
Commonwealth, the FAC shall formally review any situation where the agency has
requested documents that the agency deems necessary to conduct audits,

KentuckyUnbridledSpirit.com ngltua—(ﬁ:‘:\ An Equal Opportunity Employer M/F/D

UNBRIDLED SPIRIT
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EXHIBIT
FAC Secretary’s Order 11-004 PUR-9028

investigations or any other formal inquiry and a dispute has arisen as to what
documents are necessary to conclude the inquiry.

III. Upon the filing of a Petition for Determination by an agency of the
Commonwealth pursuant to Section I or Section II, the FAC shall consider the
request from the Executive Branch agency and the position of the vendor or party
opposing the disclosure of the documents, applying any and all relevant law to the
facts and circumstances of the matter in controversy. After FAC’s review is
complete, FAC shall issue a Determination which sets out FAC’s position as to
what documents and/or records, if any, should be disclosed to the requesting
agency. The Determination shall be issued within 30 days of receipt of the request
from the agency. This time period may be extended for good cause.

IV. If the Determination concludes that documents are being wrongfully withheld by
the vendor or other party opposing the disclosure from the state agency, the private
vendor shall immediately comply with the FAC’s Determination. Should the
vendor or other party refuse to comply with FAC’s Determination, then the FAC, in
concert with the requesting agency, shall pursue any and all options that it
possesses to obtain the documents in question, including, but not limited to the
following:

a. Initiating discussions with the vendor to obtain the documents determined to be
necessary for the inquiry;

b., Terminating the vendor’s contract; or

c. Filing an action jointly or singularly against the vendor in a court of appropriate
jurisdiction to obtain a court order mandating the disclosure of the documents
determined to be necessary for the inquiry.

V. Any provisions of any prior Order that conflicts with the provisions of this Order
shall be deemed null and void.

THIS ORDER SHALL BECOME EFFECTIVE UPON EXECUTION.

C%/u, {. arere
Lop/H. Flanery, Secretary
Finance and Administration Cabi

Dated: . U‘S) O/) f-)f/ (9@ H

APPROVED FOR FORM AND LEGALITY:

General (fo‘{mse(u d:/t

Finance and Administration Cabi
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EXHIBIT
Secretary of State Certificate of Authorization PUR-9029

Commonwealth of Kentucky
Alison Lundergan Grimes, Secretary of State

Alison Lundergan Grimes
Secretary of State
P.O.Box 718 i g #
Frariklor, KY 40902-0718 Certificate of Authorization
(502) 564-3490
http:./AMww.sos.ky.gov

Authentication number. 149458
Visit hitps://app.sos ky qovifishowl/certvalidate aspx to authenticate this certificate.

I, Alison Lundergan Grimes, Secretary of State of the Commonwealth of Kentucky,
do hereby certify that according to the records in the Office of the Secretary of State,

J. H. RUDOLPH & CO., INC.

, @ corporation organized under the laws of the state of Indiana, is authorized to
transact business in the Commonwealth of Kentucky, and received the authority to
transact business in Kentucky on October 29, 1958.

| further certify that all fees and penalties owed to the Secretary of State have been
paid,; that an application for certificate of withdrawal has not been filed; and that the
most recent annual report required by KRS 14A.6-010 has been delivered to the
Secretary of State.

IN WITNESS WHEREOF, | have hereunto set my hand and affixed my Official Seal
at Frankfort, Kentucky, this 31* day of March, 2014, in the 222™ year of the
Commonwealth.

Alison Lundergan Grime
Secretary of State
Commonwealth of Kentucky
149458/0066143
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Please

Members of an RFP Evaluation Committee shall:

@ Conduct fair and equitable review/evaluation of proposals based on RFP criteria.

Reviewer’s signature Date

Reviewer’s printed name

Reviewer’s title/agency

EXHIBIT
RFP Evaluator Acknowledgment, TC 73-137 PUR-9030
TC73-137
o '*-E;“\s KENTUCKY TRANSPORTATION CABINET
-
‘-‘-\ /L\\' Office of Budget and Fiscal Management Re. 1l 204
Page 1of 1

DIVISION OF PURCHASES

RFP EVALUATOR ACKNOWLEDGMENT

Read and sign the Review Procedure and Confidentiality statement.
Maintain confidentiality and professional conduct throughout the evaluation process.
Read and review each proposal individually.

Make preliminary notes and scores on the Technical Evaluation Notes Document provided by the buyer.
Preliminary notes should NOT be written on the vendor’s proposals, or on a computer or tablet.

Make the evaluation meetings top priority.

Discuss proposals with the evaluation team at the meeting and come to an agreement on scores to be assigned
(consensus scoring).

Provide adequate justification supporting the scores for each criterion.
4 Remarks should indicate any risks to the Commonwealth.
+ Remarks should include strengths, weaknesses, and deficiencies to support the scores given.

¢ Specific comments should reference sections in the proposal that generated the comment or pertinent
requirements in the Scope of Work.

4+ Build a solid case for selecting one offeror over another.

4 Provide clear, complete comments with enough detail that someone not associated with the procurement
can understand the committee’s intent.

4 Be fair and consistent.

+ Avoid using jargon-laden language that may cause confusion or misinterpretation.
Obtain any necessary clarifications through the buyer.
Participate in oral presentation (if applicable).
Apply scores and rank proposals

Select an offeror for award

sign this form stating you understand the procurement rules.

01/15
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