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1.0
Purpose

This procedure defines requirements and describes the process for planning, performing, documenting, and providing verification for award of contracts utilizing the sealed bid method of procurement.  It will define a process and a hierarchy of documents to provide for consistency in performing these tasks and compliance with defined requirements.

2.0 Scope

This procedure applies to all operations of the Virgin Islands Housing Authority (VIHA) and defines the process for VIHA personnel to procure products, equipment and services through the sealed bid method of procurement.  This procedure is part of a graded approach for quality assessment of the VIHA’s procurement activities including budgetary constraints, program compliance, and procurement and contract administration.

3.0 Requirements And References
3.1 Requirements

3.1.1 24 CFR 85.36 – Federal Procurement Requirements

3.1.2 VIHA Procurement Policy, dated March 24, 2004

3.2 References

3.2.1 U.S. Department of Housing and Urban Development handbook 7460.8 REV-1 titled “Procurement Handbook for Public Housing Agencies (PHAs) and Indian Housing Authorities (IHAs).”

3.2.2 U.S. Department of Housing and Urban Development handbook 2210.18 titled “Cost Principles for For-Profit Organizations”.

4.0 Definitions – 
4.1 Sealed Bid Method Of Procurement - A method of procurement inviting sealed bids. This method requires: specifications are clear, accurate, and complete; a public bid opening is held; and evaluation of bids and award of the contract is based on the lowest price submitted by a responsive and responsible contractor. This is the preferred method for construction.

5.0 Responsibilities
5.1 Executive Director - Responsible for assuring that oversight activities are completed as required.

5.2 Procurement Contractor Officer - Responsible for the overall management of the VIHA procurement operations including quality control and program oversight.

5.3 Director Modernization and Development –Responsible for the overall management of the VIHA Modernization and Development department including quality control and program oversight.

6.0 General Information
Seal bids shall be processed using a graded approach commensurate with risk and importance.

7.0 Procedure
7.1 Initiating department – 

7.1.1 Scope of Work - The initiating department shall develop a written scope of work.

7.1.2 The written scope of work shall be submitted to the Director of Modernization and Development three (3) months prior to the proposed bid opening date.

7.2 Technical Assistance – 

7.2.1 Construction - The Modernization and Development department shall be responsible for the development of all construction contracts.

7.2.2 Non-Construction - The Modernization and Development department shall provide technical assistance to the initiating department in the development of the bid package.

7.3 Modernization -Bid Package Review Checklist - The Director of Modernization and Development shall complete the bid package review checklist for either construction contracts (Attachment A) or non-construction contracts (Attachment B).

7.4 The Director of Modernization and Development shall forward the completed Modernization – Bid Package Review Checklist along with the bid package to the Procurement Contract Officer.

7.5 Procurement – Bid Package Review Checklist - The Procurement Contract Officer shall complete the bid package review checklist for either construction contracts (Attachment C) or non-construction contracts (Attachment D).

7.6 Bid Advertisement

7.6.1 The invitation for bid is formally advertised 30 days in advance of the bid opening date.

7.6.2 The advertisement is listed for (3) three consecutive days in the following papers.

7.6.2.1 Daily News  - (St. Thomas & St. John publication)

7.6.2.2 St. Croix Avis  - (St Croix publication)

7.6.2.3 San Juan Star  - (Puerto Rico publication)  [optional]

7.6.3 Copies of the advertisements are maintained in procurement contract folder.

7.7 Bid Solicitation

7.7.1 The procurement contract officer shall solicit bids from perspective bidders.

7.7.1.1 Bidders List – The procurement office shall maintain a bidders list of perspective bidders.

7.7.1.1.1 All perspective bidders will complete a survey form.

7.7.1.1.2 All perspective bidders will revalidate their information on a yearly basis.

7.7.2 A bid solicitation log (Attachment E) shall be maintained to document that perspective bidders have been notified of the pending bid and to encourage their participation.

7.7.3 A bid solicitation log is maintained to document that perspective bidders have been contacted.

7.7.4 For construction contracts, construction exchanges are to be contacted.  Currently there are NO construction exchanges available in the Virgin Islands.

7.8 Bid Document Register

7.8.1 The procurement office shall maintain a bid document register (Attachment F).  The register documents the name, address, and phone number of bidders who pick up the bid packages along with bid document deposit information

7.9 Addendum(s)

7.9.1 Addendum Review – All addendums shall be reviewed by the Director of Modernization and Development and by the Procurement Contract Officer to insure accurateness and compliance with procurement requirements.

7.9.2 Contractor Notification - The procurement office shall notify every contractor who has picked up a set of bid documents, reference bid document register.

7.9.2.1 The procurement office shall call each perspective bidder to notify them of an addendum and to establish how the bidder desires to have the addendum transmitted.

7.9.2.2 The addendum will be transmitted to the perspective bidder by one of the following methods:

7.9.2.2.1 Fax – The addendum will be faxed to the perspective bidder.  

7.9.2.2.1.1 The perspective bidders are requested to sign the transmittal letter and fax it back to the Authority.

7.9.2.2.1.2 The signed transmittal letter or a confirmation copy of the fax or will be placed in the procurement file.

7.9.2.2.2 Pick-Up – The perspective bidder shall pick-up the addendum at the procurement office. 

7.9.2.2.3 U.S. Mail – A registered return receipt letter of the addendum will be mailed to the perspective bidder.  

7.9.2.3 A record of the addendum notification will be documented in the bid document register (Attachment F) for each respective contractor.

7.9.3 The bid opening date will be extended, if required, to provide a minimum of (7) seven days after addendum issue date.

7.10 Bid Opening

7.10.1 Bids shall be received up until a defined date and time.  

7.10.1.1 The bid envelopes are NOT to be opened prior to bid.

7.10.1.2 The location for receipt of bids shall be the main reception desk at both St. Thomas and St. Croix locations.

7.10.1.3 The official clock for receipt of bids shall be:

7.10.1.3.1 St. Thomas – Procurement Office

7.10.1.3.2 St. Croix – Main reception desk.

7.10.1.4 Each bid envelope shall be date stamped when received.

7.10.2 Bids shall be opened publicly in the location as defined in the invitation for bid.

7.10.3 The procurement officer and a procurement assistant shall be present during the bid opening process.

7.10.4 The procurement contract officer shall announcement that the time for receiving bids has been closed.    NO bids will be received after that announcement.

7.10.5 The procurement contract officer shall publicly open the bid packages and read the results.  Minimum information read shall include:

7.10.5.1 Contractor name

7.10.5.2 Bid amount including any deductive alternates.

7.10.5.3 Receipt of a bid bond if required.

7.10.5.4 Receipt and signing of Representations, Certifications and Other Statements of Bidders (construction) or Certifications and Representations of Offerors (on-construction)

7.10.6 The procurement assistant shall record the results of each bid in a bid tabulation log (Attachment G).

7.10.7 All bid documents are to be maintained in the procurement contract file.

7.11 Evaluating the Bids

7.11.1 The procurement contract officer shall review all bids to insure that all required documents are contained within and properly filled out.

7.11.2 The procurement contract officer will check to insure that the perspective bidder is responsible, reference 24 CFR 85.36 (b) 8  

7.11.3 The procurement contract officer will check and document that the contractor's name is not listed on the "List of Parties Excluded from Federal Procurement and Non procurement Programs." 

7.11.4 The procurement contract officer will check and document that the contractor's name is not listed on HUD's "Limited Denial of Participation" (LDP) listing.

7.12 Determining Cost Reasonableness

7.12.1 The procurement contract officer shall develop either a cost or price analysis in accordance with 24 CFR 85.36 requirements.  

7.12.1.1 A price analysis worksheet is enclosed.  (Attachment H)

7.12.1.2 A cost analysis worksheet is enclosed  (Attachment I)

7.12.2 A copy of the cost or price analysis shall be maintained in the contract procurement file.  

7.13 Documenting Rationale For Award

7.13.1 The procurement contract officer shall prepare a “determination and finding” to document:

7.13.1.1 The history of the procurement.

7.13.1.2 The basis for the method of procurement.

7.13.1.3 The basis for award of the contract including cost reasonableness.

7.14 Letter Of Intent To Award

7.14.1 The procurement contract officer shall prepare and send an “intent to award” letter (Attachment J) to the contractor.  

7.14.1.1 Construction Contracts  – 

7.14.1.1.1 The intent to award letter contains 2 (two) original copies of the contract.

7.14.1.1.2 The letter directs the contractor to sign all the original contracts and to return them with the required performance bond, payment bond within 14 days.  

7.14.1.1.3 The contractor will be considered non-responsive if the contracts are not returned with the required documentation with the defined time frame.

7.14.1.2 Non-Construction Contracts

7.14.1.2.1 - The intent to award letter contains 2 (two) original copies of the contract.  

7.14.1.2.2 The letter directs the contractor to sign all the original contracts and to return them within 7 days.  

7.14.1.2.3 The contractor will be considered non-responsive if the contracts are not returned within the defined time frame.

7.15 Contract Award Process

7.15.1 Construction – 

7.15.1.1 Procurement contracting officer receives copy of signed contract, performance bonds, payment bonds and insurance.

7.15.1.2 Procurement contracting officer checks bonds against U.S. Treasury Listing of Approved Sureties -Circular 570.

7.15.1.2.1 Documentation is maintained within the procurement file supporting that the contractors bonding companies are on the U.S. Treasury Listing of Approved sureties. 

7.15.2 Non-Construction – Contracting Officer receives copy of signed contract.

7.16 Contract Award Checklist

7.16.1 Contract Award Checklist - The procurement contract officer shall complete the contract award checklist (Attachment K).

7.17 Legal Review – 

7.17.1 The Chief Legal Counsel shall develop a “form of agreement” for all sealed bid contracts.

7.17.2 All contracts that are NOT utilizing the approved “form of agreement” shall be submitted to the Chief Legal Counsel’s office for review.

7.18 Contract Award Package - The procurement contract officer shall forward the completed contract award checklist along with the original contract agreements, signed by the contractor, to the executive director’s office.

7.19 Contract Award

7.19.1 The executive director shall review the contract award package for completeness.

7.19.2 The executive director shall sign the original contract agreements.

7.19.3 The signed contract agreements and the contract award package shall be returned to the procurement contract officer.

7.19.4 The original copy of the contract agreement shall be maintained in the procurement contract file.

7.19.5 The procurement contract office shall mail the contractor one copy of the fully executed contract agreement.

7.19.6 Construction contracts only – One copy of the fully executed contract agreement 

8.0 Records Maintenance
8.1 Records generated as a result of implementing this document are identified as follows:

8.1.1 Bid Documents (drawings, specifications, procurement documents)

8.1.2 Modernization -Bid Package Review Checklist – For Construction

8.1.3 Modernization -Bid Package Review Checklist – For Non-Construction

8.1.4 Procurement – Bid Package Review Checklist – For Construction

8.1.5 Procurement – Bid Package Review Checklist – For Non-Construction

8.1.6 Bid Solicitation Log

8.1.7 Bid Document Register

8.1.8 Bid Tabulation Log

8.1.9 Bid Forms (bid documents received from bidders)

8.1.10 Price or cost price analysis.

8.1.11 Intent to award letter.

8.1.12 Determination and Finding

8.1.13 Contract Award Checklist

8.1.14 Contract Agreement

8.2 Records shall be maintained in the Procurement contract file.  

8.2.1 Contract files and sub-folders will be set up as per the attached sample contract file arrangement (Attachment L).

9.0 Attachments

9.1 Attachment A - Modernization -Bid Package Review Checklist – For Construction

9.2 Attachment B - Modernization -Bid Package Review Checklist – For Non-Construction

9.3 Attachment C - Procurement – Bid Package Review Checklist – For Construction

9.4 Attachment D - Procurement – Bid Package Review Checklist – For Non-Construction

9.5 Attachment E - Bid Solicitation Log

9.6 Attachment F – Bid Document Register

9.7 Attachment G – Bid Tabulation Log

9.8 Attachment H – Sample price analysis.

9.9 Attachment I – Sample cost analysis.

9.10 Attachment J – Intent to award letter.

9.11 Attachment K – Contract Award Checklist

9.12 Attachment L – Sample contract file arrangement
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