Principles of Public Contracting

Disaster Preparedness

Josh?




Who Are Josh? ?

Josh Rogers, State Procurement Analyst
Josh Hardage, State Procurement Analyst

We are the DAS Procurement Services (PS) Liaisons at
the Emergency Command Center (ECC).

Who are You — Raise of Hands
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Presentation Notes
Tag team
Raising hands for what?


Emergency Procurement Rule

* Requirements:

¢+ Competition — encourage as reasonable &
appropriate under the circumstance

* Emergency defined — not reasonably foreseen,
creates a substantial risk of loss, damage, interruption
of services or threat to public health or safety

* Prerequisites - written declaration, brief description of
what is being provided, anticipated cost, and how the

procurement meets the need
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Presentation Notes
Josh R - Done

Josh H – Rules Section
Regardless of the dollar amount the Authorized Agency entering into an Emergency Contract MUST, encourage competition that is reasonable and appropriate under the circumstances. And MUST either before or promptly after entering into an Emergency Contract make and retain in its procurement file documentation of the nature of the Emergency that includes:

Brief description of the S&S to provided under the contract along with the anticipated cost
Brief explanation of how the contract in Terms of Duration will be provided
Description of the emergency circumstance that required prompt
Document of the measure taken under this section to encourage competition, e.g. amount of bids/quotes obtained and a reason for the selected provider.

Emergency procurements under construction services that are NOT public improvements see ORS 279B.080(2)


Rules & Statutes

e Special Procurement (OAR 125-247-0285)
 Emergency Procurement (OAR 125-247-0280)
e Quotes (OAR 125-247-0270 / 137-047-0270)
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Josh H


Business Continuity Plan (BCP)

= \What is BCP

= All agencies will have developed plans to restore
and recover their business operations in the
event of a disaster.

= Critical business functions were identified and
submitted to the Enterprise BCP Program
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Presenter
Presentation Notes

JOSH H    -  Quick touch but remind not what we are doing in this class
Discussion:  

Does your agency have a plan?  

What is it? 

What’s your role?


Preparedness and Why it
Matters

= Types of Emergencies (flooding, earthquakes,
volcanoes, tsunamis’ and tornadoes, pandemic
liness, economic collapse) Frequency

= Recent Events


Presenter
Presentation Notes
Josh R (Vernonia ) and Josh H 2010 Aumsville Tornado  – Give life examples, 

Disasters happen all the time 


Flood Emergencies

1996 Flood — Salem, OR
State of Oregon buildings along
Mill Creek

2012 Flood — Salem, OR
State of Oregon, DAS Motor Pool
fleet evacuation
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2011 Aumsville Tornado
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Josh H   - Talk about


Local First
Responders,
Emergency
Management

Activates Local
Emergency

Operations Center

Governor declares
“State of Emergency”

Activates State

Emergenc
State Resources - cﬂﬂ,d?natifn
deployed Center
Requests Federal
Assistance

— =

Mayor/County
Executive
Declares

County-wide
Emergency

Requests
Aid From

Office of Emergency
<:j Management

Governor
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Tag team – How it works and Where WE fit into this Process 


Know Your Agency’s
DISASTER PLAN
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Presentation Notes
Josh R  


O

Having a Plan

= Helps to:

*

*

Organize and orchestrate competing complexities
Places them under a managed set of objectives.

= Procurement objectives might include:

*

*

*

Having adequate staff for timely and accurate orders
Tracking all resources from time of request to time of release
Enhancing direction and control of resources

Facilitating accurate incident cost estimates

Facilitating timely vendor payment

Establishing effective communications with requesting and
receiving parties


Presenter
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Josh R
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Parts of a Plan

Most Important Documents to Have Available
+ Disaster Event Log
¢+ Time Sheet
+ Financial Record
¢ Purchase Orders
Establish Payment Methods
¢+ Emergency Spots Card
¢ Checks
¢ Purchase Orders

Create a list of Emergency Items that would likely be needed
and have list of suppliers and contacts

+ including emergency contacts


Presenter
Presentation Notes
Josh R – Event Log DAS PS Document - handout later on 

Josh R - Done
Keeping an updated list of resources, employees and contact numbers/links handy is a good idea.

When working with program or project managers help them plan for disasters.

EX: If something happens can products or services be delivered to an alternate site?  Is that in your procurement documents?  

EX: How will they track quantities?  Is there a process in place?

Know which contracts are applicable to your business – keep an updated list – you can get it from ORPIN.


Mobile Office

= Are you ready to work from your car?
*= [n an event, it could happen to you!
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Presentation Notes
Josh R – Will bring his Mobile Office – Library has Phone books of different areas!
You may need a Mobile Office All the information you need in one accessible place

Communications – laptop computer, cell phone or radio pager
List of Resources – disc and paper 
Keep it updated – once per week, once per month
Spreadsheet with contracts & contact information Agency contacts 
Instructions – policies & processes, written authority
Purchase Orders – paper & pencil (generic)
Purchase Cards – consider removable limits
Office supplies – pens, paper, staples, batteries



1)
2)

3)
4)

5)
6)

Fulfilling the Request - Start
with the Buy Decision

Surplus Property: Efficient use of existing resources

QRF: Applies to all agencies. Assists disabled
iIndividuals through gainful employment

Inmate Labor: From Oregon constitution (Article I)

Price Agreement: Statewide policy. Volume and
strategic purchases for economy and efficiency

IGA: Supports use of existing state resources

Open Market: Use one of the 7 sourcing methods

- MWESB: Inclusion is encouraged at any dollars
threshold

BUT REMEMBER — DURING AN EMERGENCY DO

WHAT YOU NEED TO DO!
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Presentation Notes
Josh R – Done             BEST PRACTICE – BUY DECISION 
Surplus Property = Good Business Practice; 
Inmate = Highly encouraged for state agencies.  

QRF = Must check the Procurement list to see if it is provided by a QRF.  Both State and Local.

Price Agreements = State Price Agreements  (Must check if State Agency)  Optional use for local government/ORCPP.

IGA = fits anywhere along the buy decision (option if it is in the best interest of the agency.)
Open Market = use sourcing methods


Procurement Resources

Statewide Price Agreements
NASPO ValuePoint (aka WSCA) Contracts
ORPIN — e-procurement
Google

Phone Book



Presenter
Presentation Notes
Tag Team - Talk about what resources in the middle of an emergency one would use

Any other ones ask the class
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Is the

ORE GON.GOV

re a “Price Agreement” ?

Oregon Procurement Information Network (ORPIN)

Welcome Screen Hello Joshua Rogers Agency Number 107090
Browse Opportunities (Prod
Statewide Contract Search The last time you logged onto the system was 10/08/2015 7:44 AM

Award Search

Browse Opportuniiy

and Results
My Documents
Browse $
Create

Verify/Cha
Information

NIGP Code
Reporting/Inquiry

ORPIN Time

| i Y TP Y s o 1T

ORPIN Widgets are here!

If you have the ability to create documents in ORPIN, you will see a new feature at the bottom of this welcome page
today! It is called Desktop Widgets, and it provides helpful ways to view your current work in ORPIN. There are two
*=nad on for buyers:

Use StateW|de “any draft document where a workflow step has been assigned to you since the
CO ntraCt SearCh In any opportunity you currently have posted for bidding in ORPIN and give you
. . expressed interest in it or submitted electronc bids. It will also show you how
ORPIN to find Price 4d MWESSB firms.

Ag reements -7 at the bottom of the Welcome page that says "Maintain Dashboard". Click there to turn
—r=rinere are a few other widgets available that haven't been automatically turned on, including one
that will show you a list of all of your active confracts in order of which expires soonest! Go check them out!)
Widgets can be turned on or off from the 'Verify/Change Your Information' option in the menu bar as well.

ORPIN Links:

FAQ and How To's Page
Temblates
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Tag team– Talk about the Price Agreements and what to look for.


O

Demobilization

= | ead Coordinator Role

*

*

*

*

Stand down staffing
Oversee the coordination of records
Address any logistical issues of products

Recognize the contribution of staff who served throughout the
Emergency.

=  Financial Coordinator Role — Reconcile all transactions

*

Collect all documents that support Procurement activities
 Event Logs

Contracts or Agreements entered into

Timesheets

Purchase Orders Issued

Check Numbers Issued and Amounts (To Whom, For What)


Presenter
Presentation Notes
Josh R – The final piece of the Puzzle
Once the Event is OVER – Governor declares it done.  FEMA will NOT reimburse after!


Demobilization.......

= Logistic Coordinator Role — Reconcile the
Delivery of all Products or Services

+ Rentals need to be returned
¢ Equipment returns
¢ Final Disposition of what was ordered, verify


Presenter
Presentation Notes
Josh R - 


Record Keeping

= \What to document?
Everything!

= Agency Contracts Files

= Retention Periods
For a period not
less than 6 years
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Presentation Notes
Tag team

Josh H – Documentation – Keep it all

What To Document? 
Documentation is the lifeblood of any successful purchasing process. The very nature of purchasing goods, materials, and services makes it necessary to cover all the bases regarding compliance to statutory provisions. A well organized complete recording system promotes efficiency, and helps set a standard for success and prevents mistakes. 

Agency Contract Files 
Each Contracting Agency’s contract file must contain an executed contract with the record of the actions used to develop and administer the contract, including a statement of justification for the Contractor selection. The Contracting Agency must maintain contract files, including all documentation, for a period not less than six (6) years. Contract files must be made immediately available for review upon request from DAS.   

Retention Period 
The basic factors to consider in records retention are: (1) legal requirements; (2) administrative requirements; and, (3) historical requirements. The contracting entity must maintain such records related to the cost or pricing data for 3 years from the date of final payment under the contract, unless otherwise authorized in writing. 


Special Procurement for

Disasters

* Includes:
¢ Background and Justification
+ Special Procurement Process
+ \Who Can Use the Special Procurement

¢+ L egal and other Requirements of State
Responders

21
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Handout Next Page


REQUEST FOR 3" AMENDMENT to SPECIAL PROCUREMENT #SP-228-08

Submit a Special Request through ORPIN to the Department of Administrative Services State Procurement Office. The
Agency Head or designee (e.g., Designated Procurement Officer) must authorize this Special Request.

PART A. Requesting Agency must complete Items 1 through 13.

I. Requesting Agency Name: DAS Procurement Services

2, Date of Request: _ 11/18/13 . 3. Agency S-digit Number: 10700
4. Agency Contact Name: _Debbie Dennis_ 5. Phone: 503-378-2631_

6. Type of Request: X Class Special Procurement Contract-specific Special Procurement

7. Time Period Requested: From: November 18,2013 To: _December 21, 2018

8. Total Estimated Cost: § Over $1 Million_

9. Title: Supplies and/or Services to be Acquired:

(a) Short Title of the Procurement: Special Procurement for Disaster Response

(b) Description of Supplies and/or Services: All Supplies, ordinary construction, and construction emergency work needed
in response to disasters (supplies and services). Supplies and services are defmed in OAR 125-246-0110 (170).

10. Background and Proposed Contracting Procedure: Provide a description of what has been done in the past and the proposed
procedure. The Agency may, but is not required to, also include the following types of documents: Notice/Advertising,
Solicitation(s), Bid/Proposal Forms(s), Contract Form(s), and any other documents or forms to be used in the proposed coritracting

procedure. Atlach additional sheets as needed.

Purpose of Amendment 3 to Special Procurement # SP-228-08:

Purpose of Amendment 3 to Special Procurement # AP-228-08 is to change the program name from The State

22
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Handout - Special Procurement #228-08


DAS Procurement Process

= Procurement Services website contains Plan, Process,
Forms.

= Developed for declared disasters.
* |t's been tested, and it works!

= Avalilable online at:;
http://www.oregon.goVv/DAS/EGS/PS/pages/disaster-preparedness.aspx

= Can use as Is or adapt based on your
Agency’s preferences.
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Josh R  - Done
Handouts on next two pages

http://www.oregon.gov/DAS/EGS/PS/pages/disaster-preparedness.aspx
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Handout - Done


DAS Procurement Services Event Log

1. Emergency Request Information  Primary Contact (Mgr):

A.Today's Date &Tme

B. Who is making request?

C. How can requestor be reached? Phone #:
Location:
D. What agency or ECC are you caling from?
E. How can I help? Procurement Type:
(What Goods/Services are needed, Qty, Commodity
Other items) Rental/Lease
Service
F. Is there an akkemate contact? Name:
Phone #:
G. Where am I deploying the goods/ services Deployment Method:
to? (bcation address, Bndmarks, etc) will Call
When Needed? Delivery
Other
H. Wil Cal Pidup Contact Name:
Phone #:
1 Delvery Location Contact: Name:
Phone #:
1I. Deployment Order Information  Primary Contact (Buyer):
A. Company [ Agency Name OMWESB
B. Contact Person Name:
Phone #:
C. Goods [ Services Ordered
D. Estimated Prang Info
E. ET.A (etimated time of arrial)
F. Payment Method / PO # FO # Tvoice

SPOTS (Cardholder Name: Phane: )
State Contract PA #:
G. Order/ Quote # & Date of Purchase Order/ Date Purchased:
Quote #
H. Delvery Confimation Name: Date Delvered:
1 Task Completed Date Completed:
TI1. Demobilization Order Information  Primary Contact (Buyer):
A. Contact Person Name: Phone #:
B. Goods [ Services Removed
Date Remaoved:
C. Fnal/ Actual Price Information
Attachany Invoices

D. ETR. (estimated tme of removal)

Attachany e-mal documents
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Handout - Done


Closing

Discuss Importance of Preparedness
RISk of not having a plan
Resource contact info - Networking with other

procurement professionals.


Presenter
Presentation Notes
Josh and Josh Tag team  WORK ON THIS


Be Prepared...

‘/'NEWS

THEREALLY BIG ONE
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http://video.foxnews.com/v/4356513070001/report-

mega-quake-could-kill-13000-in-pacific-
northwest/?#sp=show-clips

th REPORTING

——
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The news media hypes up EVERYTHING…….

http://video.foxnews.com/v/4356513070001/report-mega-quake-could-kill-13000-in-pacific-northwest/?#sp=show-clips
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