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#05914 – Organizational Development
2nd Tier Handbook

Thank you for your interest in DES Contracts for Professional Services!!
DES manages multiple 2-Tier Contracts for non-IT professional services. These non-IT 2-Tier Contracts work like this: 
· Tier 1: General (wide) scope procurement is posted and completed by Enterprise Services to Pre-Qualify Bidders with in a category (example - Facilitators & Facilitation Services, Organizational Development). No work is guaranteed with a Tier 1 Contract, all work is assigned or awarded in the 2nd Tier process.
· Tier 2: Detailed (specific) scope project procurement is posted and completed by the Purchaser (agency, city, county, higher education, etc.) to assign or award work to one (1) or more Pre-Qualified Bidders/Contractors as established in Tier 1.
Work is assigned or awarded in one of two ways:
· Option 1: Rapid Selection - For small projects under $10,000 (excluding sales tax) or $13,000 (excluding sales tax) if the purchase is made from a small business as defined by RCW 39.26.010, Purchasers can complete a Rapid Selection award (no additional competition required). 
· Option 2: Tier 2 Solicitation – For projects larger than the limitations explained in option 1, Purchasers must complete a 2nd Tier Solicitation.
Details on both of these options are explained below.
START HERE!!
First, you’ll need to estimate the value of the project. Follow steps 1-3 detailed below to determine how to execute your Tier 2 purchase. It is important to follow the process outlined below to ensure that competition is happening as required by RCW 39.26.
1. DEFINE THE PROJECT:  Gather the requirements.  At a minimum, be sure to consider the following:
· Complexity of work
· Timeframe
· Sensitivity of the issue
· Location of work
· Insurance requirements (minimal insurance is included in each Tier 1 contract but some projects may require additional insurance coverage).

2. ESTIMATE LEVEL OF EFFORT:  Based on the project requirements, estimate the level of effort (hours) required to complete.  This will be an important piece of information for estimating the project value.
If you are unable to estimate the level of effort (hours) for your project, consider doing a 2nd Tier Solicitation as explained below in Option 2.

3. ESTIMATE PROJECT VALUE:  Using the posted Not to Exceed (NTE) Rates posted in the Rates & Points of Contact document on the Contract Summary Page, estimate the project value. 
[image: ]
To estimate the project value take the level of effort (hours) established in Step 2 and multiply those hours by the NTE rate.

	
	Example 1
	Example 2

	Est. Level of Effort
	4 months (640 hours)
	1.5 weeks (60 hours)

	NTE Rate
	$200/hr
	$200/hr

	Est. Project Value
	$128,000
	$12,000



Based on the Estimated Project Value, choose the appropriate option below:
Option 1 –Rapid Selection
For small projects under $10,000 (excluding sales tax) or $13,000 (excluding sales tax) if the purchase is being made from a microbusiness, minibusiness or small business as defined by RCW 39.26.010, Purchasers can select any vendor from the Tier 1 Pre-Qualified list.
When completing a rapid selection purchase it is important to select a contractor that will provide the best value to your organization. Once a vendor has been selected, complete a work order, purchase order, or similar document as required by your organization and according to your organization’s delegated authority.  A sample work order is included as Attachment C – Sample Work Order in this handbook.
Note:  This document is a sample and can be edited to meet your organization/project’s requirements. Requirements & recommendations for each section are included in the forms included below.
In 2017, the Office of the Attorney General requested legislation to address wage theft.  SSB 5301 passed the Senate 46-3 and the House 63-33 and was signed by the Governor on May 8, 2017.  See Chapter 258, 2017 Laws.  The law is effective July 23, 2017.  Due to the passing of this law, all contracts/work orders put into place after July 23, 2017 are required to certify compliance with wage requirements. Prior to awarding any work, ensure the vendor has completed and returned Attachment D – Wage Theft Certification.
Upon execution of the work order, work on the project may commence. Check out “NOW WHAT?” to see what document requirements, amending a work order, and rules around 2nd Tier Contracts.
If you begin a conversation with your selected vendor and discover that the work will exceed the $10,000 or $13,000 ceiling as explained above STOP! DO NOT complete the transaction and complete a 2nd Tier Solicitation (Option 2).
Option 2 – 2nd Tier Solicitation
For larger projects (over the $10,000 & $13,000 ceilings explained in Option 1) purchasers must complete a 2nd Tier Solicitation.
The process for conducting a Tier 2 Solicitation is outlined below.
1. WRITE A 2ND TIER SOLICITATION DOCUMENT: Use the information gathered in Steps 1-3 to complete a 2nd Tier Solicitation Document.  A sample solicitation document is included as Attachment A – Sample Solicitation Document in this handbook.
Note:  This document is a sample and can be edited to meet your organization/project’s requirements. Requirements & recommendations for each section are included in the forms included below. 

2. POST TO WEBS: Post the 2nd Tier Solicitation Document to WEBS.  There are step-by-step instructions on how to post documents in the WEBS Manual available on the WEBS website.  Log in, select “View User Guides”, choose “WEBS Manual – for Gov’t customers” and follow the instructions in the “How to Post a solicitation to Notification List” section.
[image: ] Be sure to select the notification list titled “05914 – Organizational Development” and select the following commodity codes: 918-27 Community Development Consulting, 918-75 Management Consulting, 918-83 Organizational Development Consulting, and 924-16 Course Development Services, Instructional/Training. Please include “05914 – 2nd Tier” in the Solicitation Title.

3. AMEND THE WORK REQUEST (if necessary):  If, after posting to WEBS, the solicitation needs to be amended, post an amendment to WEBS.  The WEBS manual included in Step 2 also has instructions on how to post a solicitation amendment (see “How to Post an Amendment”).  A sample solicitation amendment document is included as Attachment B – Sample Solicitation Amendment in this handbook.
Note:  This document is a sample and can be edited to meet your organization/project’s requirements. Requirements & recommendations for each section are included in the forms included below.

4. EVALUATE SUBMITTALS: Evaluate submittals according to the evaluation criteria posted in the 2nd Tier Solicitation Document.

5. ANNOUNCE ASB: 2nd Tier Solicitations are subject to the same complaint, debrief, and protest processes as any other competitive solicitation.  See the DES Policy #DES-170-00 on how to handle complaints, debriefs and protests.

6. AWARD WORK ORDER (aka 2nd Tier Contract):  Negotiate and execute a work order (see sample, wage theft certification, & processes explained in Option 1).  Upon execution of the Work Order, work on the project may commence.

Note: The documents included in this handbook are samples and should be amended to meet the organization and project needs.  Work with your internal contracts or project team to complete. DES is available for assistance.
[bookmark: NowWhat]NOW WHAT? Now that you have a work order in place, there are a couple of things to keep in mind. 

Document Requirements
The solicitation and selection process must be documented and files retained for audit purposes.  At a minimum, purchaser should retain a copy of:
· Posted Tier 2 solicitation document;
· Any solicitation amendments (as applicable);
· Responses submitted;
· Evaluation criteria & tools used to determine the awarded vendor;
· 2nd Tier Contract/Work Order sent to the selected vendor;
· Any additional documentation that adds clarity to the procurement.
Rules around 2nd Tier Contracts
· After the expiration or termination of the Tier 1 Master Contract, the Terms & Conditions will continue to apply to any active 2nd Tier Contracts/Workers, however:
· New 2nd Tier Contracts/Work Orders cannot be entered into
· Current 2nd Tier Contracts/Work Orders cannot be extended.

Contractor Management
Management of the work order lies solely with the Purchaser.  Any work order changes necessary should be completed via an amendment.  A sample work order amendment is included as Attachment E - Sample Work Order Amendment in this handbook. 
Note:  This document is a sample and can be edited to meet your organization/project’s requirements. Requirements & recommendations for each section are included in the forms included below.
Contractor Performance
Contractor performs work and submits proper invoices for payment in accordance with contract terms.  Upon completion of work, Purchasers may complete a DES Vendor Performance Report Card available on the Contract Portal Page.  DES may track performance for administrative purposes and share this feedback with other customers.

Updates 
Date	Change (Completed by)
4/11/19	Updated to address feedback and questions received. (R. Field)
10/23/17	Added information about selecting commodity codes when posting to WEBS (R. Field)
9/12/17	Added requirements around wage theft. (R. Field)
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2ND TIER SOLICITATION

UNDER
MASTER CONTRACT NO. 05914
ORGANIZATIONAL DEVELOPMENT
FOR
___________________	Comment by Field, Veronica (DES): Insert Project title here





INTRODUCTION
This 2nd Tier solicitation is issued under Master Contract #05914 – Organizational Development. Only vendors awarded a Tier 1 Master Contract can bid on this opportunity.

[bookmark: Section_2]SECTION 1 – ADMINISTRATIVE INFORMATION

This section provides the administrative information about the 2nd Tier Solicitation.

1.1. SOLICITATION POINT OF CONTACT.  During the solicitation process, all bidder communications must be directed to the solicitation point of contact.  Bidders should rely only on this solicitation document and written amendments posted to WEBS by the solicitation point of contact. Unauthorized contact regarding this solicitation with other state employees involved with the solicitation may result in disqualification.

Point of Contact:	
Phone:
Email:	Comment by Field, Veronica (DES): Insert solicitation POC information.

1.2. HOW TO SUBMIT A RESPONSE.  Bid responses must be provided to   xxx .	Comment by Field, Veronica (DES): Provide email or mailing address for bid delivery. Be sure to be clear if your organization has any limitations on email size, attachments, etc.

1.3. RESPONSES DUE.  Responses are due  xxx  .	Comment by Field, Veronica (DES): Due Date – include time, if applicable



SECTION 2 – PROJECT DETAILS

2.1. PURPOSE AND OBJECTIVES.  Provide the purpose, goals, and objectives of the project.  Be sure to be clear of your performance expectations for any award vendor.

2.2. BACKGROUND.  Include any background information that may be helpful to the vendor to better understand your project, situation for which you are requesting service.

2.3. SCOPE/STATEMENT OF WORK.  Provide details about the specific work that needs to be completed for your project 

2.4. TIMELINE /PERIOD OF PERFORMANCE.  Provide details on the timeline of the project, include specific milestones, phases, deadlines, etc.

2.5. EXPERIENCE, QUALIFICATIONS AND ADDITIONAL CERTIFICATIONS.  List any specific experience, qualifications, and additional certification bidders must/should have. These could be listed in separate sections (i.e. Mandatory, Highly Desirable, etc.).

SECTION 3 – INSTRUCTIONS TO VENDORS

3.1. PRICING.  Be sure to be clear on what costs will/will not be allowed in the resulting 2nd Tier Work Order/Contract.  Check the bidder’s Tier 1 contract for any specific limitations (overtime, travel, etc).
In any case, hourly rates provided in the 2nd Tier Solicitation response cannot exceed the not to exceed (NTE) rate established in Tier 1. The bidder’s NTE rate can be found on the Rates &Points of Contact document found on the Contract Summary Page.

3.2. NON-PRICE FACTORS.  Your organization and/or project may require that bidders provide responses for evaluation that are not affiliated with the price of the service. When asking for that type of information, be sure to be clear on expected response, information to include, etc. Below are a few sample questions:	
Sample Question/Requirement 1: Provide a resume for each staff person submitted for this project, including subcontractors if applicable	.
Sample Question/Requirement 2: In xx or fewer pages, describe your proposed solution, methodology and overall approach to {insert project/problem to be solved) defined in Section 2 – Project Details.  Be sure to include the following in your response:	

Number of hours required	
Hourly Rate	
Number of Staff available	
Detailed project plan	
Schedule to complete project/scope of work

Sample Question/Requirement 3: In xx or fewer pages, describe a similar project completed in the last XX years by the consultant(s) submitted for this project. Include the outcomes achieved for the customer.
Sample Question/Requirement 4: Provide Bidder’s contact information for this bid. Include Name, title, email & phone #	

Be sure to expand/edit these questions to best fit your organization and project’s requirements.

3.3. REFERENCES.  If requiring your bidders to provide references capture that information here.	


SECTION 4 – EVALUATION PROCESS

5.1. RESPONSIVENESS.  Bidders must submit complete bids.  A bidder’s failure to do so may result in a bid being deemed non-responsive and disqualified.  Xxx reserves the right to determine a bidders’ compliance with the requirements specified in this Solicitation and to waive informalities in a bid.  An informality is an immaterial variation from the exact requirements of the Solicitation, having no effect or merely a minor or negligible effect on quality, quantity, or delivery of the goods or performance of the services being procured, and the correction or waiver of which would not affect the relative standing of, or be otherwise prejudicial, to bidders. 	Comment by Field, Veronica (DES): Responsiveness is a required part of the evaluation factor in accordance with RCW 39.26.160.	Comment by Field, Veronica (DES): Insert Organization name

5.2. EVALUATION FACTOR.  Detail your evaluation process here. You will also want to consider how to evaluate other cost and non-cost (qualifications, approach, etc.) factors. 	Comment by Field, Veronica (DES): Insert evaluation factor title. Add additional sections as necessary

A few examples of items to evaluate are listed below:	
Qualifications & Experience	
Cost
Approach/Methodology
Oral Presentations/Interviews	
Past Performance	
References



REMEMBER: If you are evaluating it in Section 4, be sure you asked for it in Section 3!!

If you need assistance determining evaluation factors, DES is here to help. Reach out to the Tier 1 Point of Contact listed on the Contract Summary Page.

5.3. RESPONSIBILITY.  For responsive bids, Xxx will make reasonable inquiry to determine the responsibility of any bidder. Dermination of responsibility will be made on a pass/fail basis. In determining responsibility, Xxx will consider the following:	Comment by Field, Veronica (DES): Insert Organization name	Comment by Field, Veronica (DES): Insert Organization name

The ability, capacity, and skill of the bidder to perform the contract or provide the service required

· The character, integrity, reputation, judgment, experience, and efficiency of the bidder;

· Whether the bidder can perform the contract within the time specified;

· The quality of performance of previous contracts or services;

· The previous and existing compliance by the bidder with laws relating to the contract or services;

· Whether, within the three-year period immediately preceding the date of the Competitive Solicitation, the bidder has been determined by a final and binding citation and notice of assessment issued by the Washington State Department of Labor and Industries or through a civil judgment entered by a court of limited or general jurisdiction to have willfully violated, as defined in RCW 49.48.082, any provision of chapter 49.46, 49.48, or 49.52 RCW; and

· Such other information as may be secured having a bearing on the decision to award the Master Contract.

SECTION 5 – COMPLAINTS, DEBRIEFS, AND PROTESTS

5.1. COMPLAINTS.  This solicitation offers a complaint period for bidders wishing to voice objections to this solicitation.  The complaint period ends five (5) business days before the bid due date.  The complaint period is an opportunity to voice objections, raise concerns, or suggest changes that were not addressed during the Question & Answer Period or, if applicable, at the Pre-Bid Conference.  Failure by the bidder to raise a complaint at this stage may waive its right for later consideration.  Enterprise Services will consider all complaints but is not required to adopt a complaint, in part or in full.  If bidder complaints result in changes to the Competitive Solicitation, written amendments will be issued and posted on WEBS.

a. Criteria for Complaint:  A formal complaint may be based only on one or more of the following grounds: (a) The solicitation unnecessarily restricts competition; (b) The solicitation evaluation or scoring process is unfair or flawed; or (c) The solicitation requirements are inadequate or insufficient to prepare a response.

b. Initiating A Complaint:  A complaint must: (a) Be submitted to and received by the Procurement Coordinator no less than five (5) business days prior to the deadline for bid submittal; and (b) Be in writing (see Form and Substance, and Other below).  A complaint should clearly articulate the basis of the complaint and include a proposed remedy.

c. Response:  When a complaint is received, the Procurement Coordinator (or designee) will consider all the facts available and respond in writing prior to the deadline for bid submittals, unless more time is needed.  Enterprise Services is required to promptly post the response to a complaint on WEBS.

d. Response is Final:  The Procurement Coordinator’s response to the complaint is final and not subject to administrative appeal.  Issues raised in a complaint may not be raised again during the protest period.  Furthermore, any issue, exception, addition, or omission not brought to the attention of the Procurement Coordinator prior to bid submittal may be deemed waived for protest purposes.

5.2. DEBRIEF CONFERENCES.  A Debrief Conference is an opportunity for a bidder and the Procurement Coordinator to meet and discuss the bidder’s bid.  A debrief is a required prerequisite for a bidder wishing to file a protest.  Following the evaluation of the bids, Enterprise Services will issue an announcement of the ASB.  That announcement may be made by any means, but Enterprise Services likely will use email to the bidder’s email address provided in the Bidder’s Profile.  Bidders will have three (3) business days to request a Debrief Conference.  Once a Debrief Conference is requested, Enterprise Services will offer the requesting bidder one meeting opportunity and notify the bidder of the Debrief Conference place, date, and time.  Please note, because the debrief process must occur before making an award, Enterprise Services likely will schedule the Debrief Conference shortly after the announcement of the ASB and the bidder’s request for a Debrief Conference.  Enterprise Services will not allow the debrief process to delay the award.  Therefore, bidders should plan for contingencies and alternate representatives; bidders who are unwilling or unable to attend the Debrief Conference will lose the opportunity to protest.

a. Timing:  A Debrief Conference may be requested by a bidder following announcement of the Apparent Successful Bidder.

b. Purpose of Debrief Conference:  Any bidder who has submitted a timely bid response may request a Debrief Conference (see Form and Substance, and Other below).  A Debrief Conference provides an opportunity for the bidder to meet with Enterprise Services to discuss its bid and evaluation.

c. Requesting a Debrief Conference:  The request for a Debrief Conference must be made in writing via email to the Procurement Coordinator and received within three (3) business days after the announcement of the Apparent Successful Bidder.  Debrief conferences may be conducted either in person at the Enterprise Services offices in Olympia, Washington, or by telephone, as determined by Enterprise Services, and may be limited by Enterprise Services to a specified period of time.  The failure of a bidder to request a debrief within the specified time and attend a debrief conference constitutes a waiver of the right to submit a protest.  Any issue, exception, addition, or omission not brought to the attention of the procurement coordinator before or during the debrief conference may be deemed waived for protest purposes

5.3. PROTESTS.  Following a Debrief Conference, a bidder may protest the award of the Work Order.

a. Criteria for a Protest:  A protest may be based only on one or more of the following:  (a) Bias, discrimination, or conflict of interest on the part of an evaluator; (b) Error in computing evaluation scores; or (c) Non-compliance with any procedures described in the Competitive Solicitation.

b. Initiating a Protest:  Any bidder may protest an award to the ASB.  A protest must: (a) Be submitted to and received by the Procurement Coordinator, within five (5) business days after the protesting bidder’s Debriefing Conference (see Form and Substance, and Other below); (b) Be in writing; (c) Include a specific and complete statement of facts forming the basis of the protest; and (d) Include a description of the relief or corrective action requested.

c. Protest Response:  After reviewing the protest and available facts, Enterprise Services will issue a written response within ten (10) business days from receipt of the protest, unless additional time is needed.

d. Decision is Final:  The protest decision is final and not subject to administrative 
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[Insert organization’s logo]

AMENDMENT NO. _____

TO 

SOLICITATION NO. _____
[TITLE]



This Amendment (“Amendment”) to Solicitation No. ______ is effective immediately and must be/is not required to be submitted with proposals. All other terms, conditions, and specifications remain unchanged. 

P U R P O S E

THE PURPOSE of this amendment is to capture the following changes:

· [Insert Change #1 here]

· [Additional changes as needed, or delete additional bullet. Number as Change #2 and any additional changes should be numbered sequentially]



Any communications regarding this amendment must be addressed to the Contracts Specialist listed below.



[Enter your name here]

[Enter your phone number here]

[Enter your e-mail here] 

Rev 5/1/19		Page 1 of 1
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WORK ORDER NO. ____
PERTAINING TO
MASTER CONTRACT NO. 05914 	Comment by Field, Veronica (DES): Insert Your Work Order Number. This number is internal to your organization.

ORGANIZATIONAL DEVELOPMENT

___________________	Comment by Field, Veronica (DES): Insert the Work Order subject matter/project title





This Work Order No. ____ (“Work Order”) pertaining to Master Contract No. 05914 is made and entered into by and between ____________, a _______________ (“____”) and ______________, a _______________ (“Contractor”) and is dated and effective as of ____________.	Comment by Field, Veronica (DES): Insert Your Work Order Number	Comment by Field, Veronica (DES): Insert Purchaser Organization – division (if applicable)	Comment by Field, Veronica (DES): Insert the entity type – e.g., a Washington State institute of Higher Education	Comment by Field, Veronica (DES): Insert any appropriate abbreviation for reference throughout the document – e.g., Washington State University would put “WSU” in this section.	Comment by Field, Veronica (DES): Insert the name of the counterparty – e.g., SuperStar Services, LLC	Comment by Field, Veronica (DES): Insert the entity type – e.g., Nevada limited liability company	Comment by Field, Veronica (DES): Insert the effective date. Must match the info box above. Recommend not using ‘date last signed’

R E C I T A L S

A. Pursuant to statutory authority provided in RCW chap. 39.26, the Washington State Department of Enterprise Services developed, solicited, and established a Master Contract for Organizational Development (Master Contract No. 05914).

B. Master Contract No.05914 for Organizational Development enables contractors to prequalify to compete for specified contract services under this Master Contract.  Contractor competed and prequalified.

C. Pursuant to the Master Contract, state agencies and other eligible users of the Master Contract are able to engage eligible contractors through a second-tier competitive procurement that results in a work order for a specific project.  Accordingly, in ___ of ___, ____ conducted a public procurement (____________), under Master Contract No. 05913, for Financial and Auditing Services.	Comment by Field, Veronica (DES): If completing a Rapid Selection (small project under $10,000/$13,000) remove Sections C & D.	Comment by Field, Veronica (DES): Insert month & year of 2Tier solicitation posting – e.g. August of 2017.	Comment by Field, Veronica (DES): Insert any appropriate abbreviation for the purchasing organization. Should match abbreviation from the first paragraph.	Comment by Field, Veronica (DES): Insert solicitation number.

D. Contractor provided a timely response to such solicitation dated ____________.	Comment by Field, Veronica (DES): Insert date of contractor’s submitted bid.

E. The Parties now desire to enter into this Work Order.

A G R E E M E N T

NOW THEREFORE, in consideration of the mutual covenants and agreements set forth herein, the Parties hereby agree as follows:

1. TERM.  The term of this Work Order is ____________, ending ____________; Provided, however, that subject to mutual agreement, the term of the Work Order may be extended for up to ____________.	Comment by Field, Veronica (DES): Insert term of the work order – e.g. nine (9) months	Comment by Field, Veronica (DES): Insert Work Order termination date – e.g. April 30, 2018.	Comment by Field, Veronica (DES): If applicable, all for term extensions here – e.g. two (2) additional years.
Be sure the term of your work order does not extend beyond 2 years past the termination/expiration of the Tier 1 Master Contract.

2. COMPENSATION.  ____may pay Contractor an amount not to exceed ___________ for satisfactory performance of the services set forth herein, consistent with this Work Order and the Master Contract.	Comment by Field, Veronica (DES): Insert any appropriate abbreviation for the purchasing organization. Should match abbreviation from the first paragraph.	Comment by Field, Veronica (DES): Insert the expected total payment for services.

a. Services will be billed at the hourly rate of $____/h.	Comment by Field, Veronica (DES): Insert the agreed to hourly rate. Be sure that this rate does not exceed the NTE rate established in the contractor’s Tier 1 Contract.
Rates can be found on the contract’s portal page under the Rates & Points of Contact link.

b. No charges other than those for consultant services are allowed under this work order.	Comment by Field, Veronica (DES): Only include this if the rates are all inclusive for your work order. Some Tier 1 Master Contracts allow for charges for overtime/travel/etc. 
Determining how those costs will be accounted for in your work order must be addressed in your solicitation & resulting work order.

c. Details of rates and example of charges for travel are detailed in Exhibit C – Finalized Rates.	Comment by Field, Veronica (DES): Only include this if necessary.

3. BILLING PROCESS.  Contractor shall submit invoices monthly for services rendered.  Invoice shall include the following:	Comment by Field, Veronica (DES): Update Billing Process to match your organization’s requirements. The items listed here are what DES match what DES requires on their work orders.

a. Work Order No. ____	Comment by Field, Veronica (DES): Insert Your Work Order Number

b. Master Contract No. 05914

c. Contractor name, address, telephone number, and email address for billing issues (i.e., Contractor Customer Service Representative)

d. Date(s) and hours of service

e. Rates for service

f. Invoice amount; and

g. Payment terms.

4. SERVICES; SCOPE OF WORK.  ______________	Comment by Field, Veronica (DES): Insert your Scope of Work, Deliverables, etc here.

5. WORK ORDER ADMINISTRATION & NOTICES.  The parties hereby designate the following contract administrators as the respective single points of contact for purposes of this Work Order.  ____’s contract administrator shall provide Work Order oversight.  Contractor’s contract administrator shall be Contractor’s principal contact for business activities under this Work Order.  The parties may change contractor administrators by written notice as set forth below.  Any notices required or desired shall be in writing and sent by U.S. mail, postage prepaid, or sent via email, and shall be sent to the respective addressee at the respective address or email address set forth below or to such other address or email address as the parties may specify in writing:	Comment by Field, Veronica (DES): Insert any appropriate abbreviation for the purchasing organization. Should match abbreviation from the first paragraph.

		____________	Comment by Field, Veronica (DES): Insert the name of the purchasing organization.

		_____________	Comment by Field, Veronica (DES): Insert the name of the counterparty – e.g., SuperStar Services, LLC



		Attn:  ____________
____________
____________	Comment by Field, Veronica (DES): Insert POC name	Comment by Field, Veronica (DES): Insert address

Tel:  ____________	Comment by Field, Veronica (DES): Insert POC’s phone #

Email:  ____________	Comment by Field, Veronica (DES): Insert POC’s email

		Attn:  ____________
____________
____________
Tel:  ____________	Comment by Field, Veronica (DES): Insert POC’s Name	Comment by Field, Veronica (DES): Insert address	Comment by Field, Veronica (DES): Insert POC’s phone #

Email:  ____________	Comment by Field, Veronica (DES): Insert POC’s email





Notices shall be deemed effective upon the earlier of receipt, if mailed, or, if emailed, upon transmission to the designated email address of said addressee.

6. INTEGRATED AGREEMENT; MODIFICATION.  This Work Order and Master Contract constitute the entire agreement and understanding of the Parties with respect to the subject matter and supersede all prior negotiations and representations.  In the event of any conflict between this Work Order and the Contract or any earlier amendment, this Work Order shall control and govern.  This Work Order may not be modified except in writing signed by the Parties.

7. AUTHORITY.  Each party to this Work Order, and each individual signing on behalf of each party, hereby represents and warrants to the other that it has full power and authority to enter into this Work Order and that its execution, delivery, and performance of this Work Order has been fully authorized and approved, and that no further approvals or consents are required to bind such party.

8. ELECTRONIC SIGNATURES.  A signed copy of this Work Order or any other ancillary agreement transmitted by facsimile, email, or other means of electronic transmission shall be deemed to have the same legal effect as delivery of an original executed copy of this Work Order or such other ancillary agreement for all purposes.

9. COUNTERPARTS.  This Work Order may be executed in one or more counterparts, each of which shall be deemed an original, and all of which counterparts together shall constitute the same instrument which may be sufficiently evidenced by one counterpart.  Execution of this Work Order at different times and places by the parties shall not affect the validity thereof so long as all the parties hereto execute a counterpart of this Work Order.



EXECUTED AND EFFECTIVE as of the day and date first above written.

INSERT NAME OF CONTRACTOR,	INSERT NAME OF PURCHASING ORGANIZATION
A ______________	A _______________	Comment by Field, Veronica (DES): Insert the full name of the contractor – e.g. SuperStar Services, LLC	Comment by Field, Veronica (DES): Insert Purchasing Organization	Comment by Field, Veronica (DES): Insert state of entity information – e.g., Delaware limited liability company	Comment by Field, Veronica (DES): Insert the entity type – e.g., a Washington State institute of Higher Education

By:	_____________________________	By:	_____________________________

Name:	________	Name:	________	Comment by Field, Veronica (DES): Insert Signatory’s Name	Comment by Field, Veronica (DES): Insert Signatory’s Name

Title:	________	Title:	________	Comment by Field, Veronica (DES): Insert Signatory’s Title	Comment by Field, Veronica (DES): Insert Signatory’s Title





[Insert organization’s logo)]





WORK ORDER NO. XXX PERTAINING TO MASTER CONTRACT 05914	Page 3

(5-2-2019)

EXHIBIT A  - SOLICITATION	Comment by Field, Veronica (DES): Some purchasing organizations may find it helpful to include additional information as exhibits in the Work Order.
The exhibits here are only listed as samples and are not required.  Edit the exhibits to meet your needs.



EXHIBIT B – BIDDER RESPONSE



EXHIBIT C – FINALIZED RATES 
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CONTRACTOR CERTIFICATION
WAGE THEFT PREVENTION – RESPONSIBLE BIDDER CRITERIA
WASHINGTON STATE GOODS & SERVICES CONTRACTS

Prior to awarding a contract, agencies are required to determine that a bidder is a ‘responsible bidder.’  See RCW 39.26.160(2) & (4).  Pursuant to legislative enactment in 2017, the responsible bidder criteria include a contractor certification that the contractor has not willfully violated Washington’s wage laws.  See Chap. 258, 2017 Laws (enacting SSB 5301).



Work Order No.: _____________

Work Order Solicitation Dated: ______________	Comment by Field, Veronica (DES): If using Option 1 – Rapid Selection, delete this line.





I hereby certify, on behalf of the firm identified below, as follows (check one):

· NO WAGE VIOLATIONS.  This firm has NOT been determined by a final and binding citation and notice of assessment issued by the Washington Department of Labor and Industries or through a civil judgment entered by a court of limited or general jurisdiction to have willfully violated, as defined in RCW 49.48.082, any provision of RCW chapters 49.46, 49.48, or 49.52 within three (3) years prior to the date of the above-referenced procurement solicitation date.

OR

· VIOLATIONS OF WAGE LAWS.  This firm has been determined by a final and binding citation and notice of assessment issued by the Washington Department of Labor and Industries or through a civil judgment entered by a court of limited or general jurisdiction to have willfully violated, as defined in RCW 49.48.082, a provision of RCW chapters 49.46, 49.48, or 49.52 within three (3) years prior to the date of the above-referenced procurement solicitation date.



I hereby certify, under penalty of perjury under the laws of the State of Washington, that the certifications herein are true and correct and that I am authorized to make these certifications on behalf of the firm listed herein.

		FIRM NAME:  _____________________________________________________
		Name of Contractor/Bidder – Print full legal entity name of firm



		By:	______________________________
	Signature of authorized person

Title:	______________________________
	Title of person signing certificate

Date:	________________________________

		___________________________________
Print Name of person making certifications for firm

Place:	________________________________
	Print city and state where signed







Return Contractor Certification to Procurement Coordinator at:
____________@_____.wa.gov



WAGE THEFT PREVENTION CONTRACTOR CERTIFICATION	Page 1

(8-24-2017)
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FIRST AMENDMENT
TO
WORK ORDER NO. ____	Comment by Field, Veronica (DES): Insert the appropriate amendment number – e.g., Third.  Note:  This must match the numeric number in the info box above.	Comment by Field, Veronica (DES): Insert Your Work Order Number

___________________	Comment by Field, Veronica (DES): Insert the Work Order subject matter – e.g. Lean Consulting Services





This First Amendment (“Amendment”) to Work Order No. ____ is made and entered into by and between by and between ____________, a _______________ (“____”) and ______________, a _______________ (“Contractor”) and is dated and effective as of ____________.	Comment by Field, Veronica (DES): Insert relevant amendment number, which, of course, matches the Title/Caption
	Comment by Field, Veronica (DES): Insert Your Work Order Number	Comment by Field, Veronica (DES): Insert Purchaser Organization – division (if applicable)	Comment by Field, Veronica (DES): Insert the entity type – e.g., a Washington State institute of Higher Education	Comment by Field, Veronica (DES): Insert any appropriate abbreviation for reference throughout the document – e.g., Washington State University would put “WSU” in this section.	Comment by Field, Veronica (DES): Insert the name of the counterparty – e.g., SuperStar Services, LLC	Comment by Field, Veronica (DES): Insert the entity type – e.g., Nevada limited liability company	Comment by Field, Veronica (DES): Insert the effective date. Must match the info box above. Recommend not using ‘date last signed’

R E C I T A L S

A. State and Contractor (collectively the “Parties”) entered into that certain Work Order No. ____ for ____________. dated effective as of ____________. (“Contract”).	Comment by Field, Veronica (DES): Insert Your Work Order Number	Comment by Field, Veronica (DES): Insert short project overview.	Comment by Field, Veronica (DES): Insert the effective date. Must match the info box above. Recommend not using ‘date last signed’

B. The Parties previously amended the Contract __________.	Comment by Field, Veronica (DES): If the Parties previously have amended the contract, state that in detail.  If this is the very first amendment to the contract, delete this section

C. The amendment set forth herein is within the scope of the Contract.

D. The Parties now desire to amend the Contract as set forth herein.

A G R E E M E N T

NOW THEREFORE, in consideration of the mutual covenants and agreements set forth herein, the Parties hereby agree to amend the Contract, as previously amended, as follows:	Comment by Field, Veronica (DES): If this is the first amendment to the contract, delete this portion of the sentence

1. TOPIC.  _______________.	Comment by Field, Veronica (DES): Replace the word ‘Topic’ with the topic of the Amendment – e.g., “Term” or “Pricing”
	Comment by Field, Veronica (DES): Insert the relevant language for the amendment topic – e.g., “The Contract Term is amended to extend the term twelve (12) months, ending July 20, 2018.”


2. NO CHANGE OTHER THAN AMENDMENT.  Except as amended herein, the Contract is unaffected and remains in full force and effect.

3. INTEGRATED AGREEMENT; MODIFICATION.  This Amendment constitutes the entire agreement and understanding of the Parties with respect to the subject matter and supersedes all prior negotiations and representations.  In the event of any conflict between this Amendment and the Contract or any earlier amendment, this Amendment shall control and govern.  This Amendment may not be modified except in writing signed by the Parties.

4. AUTHORITY.  Each party to this Amendment, and each individual signing on behalf of each party, hereby represents and warrants to the other that it has full power and authority to enter into this Amendment and that its execution, delivery, and performance of this Amendment has been fully authorized and approved, and that no further approvals or consents are required to bind such party.

5. ELECTRONIC SIGNATURES.  A signed copy of this Amendment or any other ancillary agreement transmitted by facsimile, email, or other means of electronic transmission shall be deemed to have the same legal effect as delivery of an original executed copy of this Amendment or such other ancillary agreement for all purposes.

6. COUNTERPARTS.  This Amendment may be executed in one or more counterparts, each of which shall be deemed an original, and all of which counterparts together shall constitute the same instrument which may be sufficiently evidenced by one counterpart.  Execution of this Amendment at different times and places by the parties shall not affect the validity thereof so long as all the parties hereto execute a counterpart of this Amendment.



EXECUTED AND EFFECTIVE as of the day and date first above written.

INSERT NAME OF CONTRACTOR,	INSERT NAME OF CONTRACTOR,
A ______________	A ______________	Comment by Field, Veronica (DES): Insert the full name of the contractor – e.g. SuperStar Services, LLC	Comment by Field, Veronica (DES): Insert the full name of the contractor – e.g. SuperStar Services, LLC	Comment by Field, Veronica (DES): Insert state of entity information – e.g., Delaware limited liability company	Comment by Field, Veronica (DES): Insert state of entity information – e.g., Delaware limited liability company

By:	_____________________________	By:	_____________________________

Name:	________	Name:	________	Comment by Field, Veronica (DES): Insert Signatory’s Name	Comment by Field, Veronica (DES): Insert Signatory’s Name

Title:	________	Title:	________	Comment by Field, Veronica (DES): Insert Signatory’s Title	Comment by Field, Veronica (DES): Insert Signatory’s Title

WORK ORDER NO. XXX PERTAINING TO MASTER CONTRACT 05914 – AMENDMENT NO. XXX	Page 2

(5-2-2019)


image1.png
orical Document

Current Documents:

Resources:

|| --Select Document From Dropdown-- || --Select Document From Dropdown--

B Copy Doc Links to Clipboard




image3.png
Washington State Department of

Enterprise Services





