INSTRUCTIONS FOR LEAD AGENCY FOR FORMATTING V.A.L.U.E. Bids:

Note:  Where possible, all information supplied for the V.A.L.U.E. Web site should be in Microsoft Word or Microsoft Excel.  All bid and bid related forms, with the exception of specifications that are created by the Lead Agency, are located on the web site (www.Value4gov.org) in the documents section.  Documents to be posted on the web site should be sent to the Value webmaster, via e-mail (chrishubb@sbcglobal.net) with directions post it under the current year’s bid section.  

1.
As the lead agency, the first step in the bid process is to determine whether or not specifications are required.   Depending on the complexity of the commodity being purchased, a workgroup may be formed to develop specifications prior to the inclusion in the participant package; i.e. light trucks.  For less complex purchases such as alkaline batteries, specifications may not be necessary other than to define delivery requirements, etc.

The lead agency should ensure that the specifications are performance based and are not restrictive.  Make sure you do not have any conflicting or duplicate terms and conditions from those listed in the Value Bid Document.

A sample specification, as well as a specification checklist and sample phrases are located in the documents section of the Web Site.

2.
Once you are ready to proceed with the bid, prepare the following:

· Cover letter explaining what is being purchased, the due date for agency requirements, the timing of the bid, any special notes/requirements etc. – See sample - Exhibit A – V.A.L.U.E. Bid Participation Cover Letter.  (This Exhibit can be completed with your information and saved for use with your bid.)

· VALUE Commitment form – See sample - Exhibit B.  This Exhibit can be completed with your information and saved for use with your bid.)

· Requirements Form – See Exhibit C.  (This is a sample document.  Each agency will develop their own requirements form. 

· Copy of the specifications (if applicable) – Exhibit D  (This is a sample document.  Each agency will develop their own specifications.)  

· Review Exhibit E - Specification Check-list to ensure inclusion of all requirements in the specification that you develop.

Forward the completed documents to Chris Hubbard for posting on the web site in the current year’s bid section.

3. After the forms have been posted, forward an e-mail message to Barb at City of West Allis (bweller@ci.west-allis.wi.us) to send out a notice to the V.A.L.U.E. e-mail list notifying them of the bid to be let and that it is posted on the web site.  Barb will also send out a fax copy of the notification for those agencies that still do not have e-mail/internet access.

4. After the deadline established for returning the forms has passed, the lead agency will compile the requirements.  The easiest way to accomplish this is to enter the requirements by agency internally on the Requirements Form.  (See Sample Exhibit C)  Since this is an Excel document, you can add the names of the participating agencies and their requirements and do an @sum to determine totals and then these individual listings may later be hidden.  

Note:  If there are significant changes received from Value participants on the specifications submitted with the original participant package, the revised specifications are to be re-submitted to all participants to ensure that these specifications are still acceptable.  

5. Complete the bid using the Value Bid Request Form, Exhibit F, which includes the Value terms and conditions.  Items to be considered/included when preparing the bid document are: unit of measure, cost section, area to list brand/model, etc. depending on the type of bid being let.


6. If there are any amendments issued, they should also be forwarded to Chris Hubbard for posting on the website.  If they significantly change the bid and/or specifications, send an e-mail to Barb (bweller@ci.west-allis.wi.us) and ask her to send an e-mail notice to the V.A.L.U.E. participants notifying them of the amendment. 

7. After the bid responses are received, the lead agency will do bid tabulation – See Sample Exhibit G1 for simple bid tabulation, G2 for more complicated bid tabulations; i.e. need package sizes, etc.  

8. After award has been determined, the lead agency will send the awarded vendor(s) the Award Notice to Vendors - Exhibit H - This Exhibit can be completed with your information and saved for use with your bid.  

9. The bid tabulation and V.A.L.U.E. Award Notice to Agencies, Exhibit I, should be sent to the VALUE webmaster via e-mail (chrishub@worldnet.att.net) with directions post it under the current year’s bid section.  Note: If there is a possibility for extensions, the following language should be included in the Award Notice to Agencies:  “This bid allows for extensions.  If you have any problems during the contract period, they should be reported to the lead agency.  If there are no problems reported, and the market conditions warrant, extensions to this contract will be done without further soliciting participating agencies.  All extension information will be posted on the V.A.L.U.E. website.”  

10. Once the information has been posted, forward an e-mail message to Barb at City of West Allis (bweller@ci.west-allis.wi.us) to send out a notice to the V.A.L.U.E. e-mail list notifying them that the bid was awarded and the information is posted on the web site.

11.
The lead agency will also have the responsibility to follow-up with the awarded vendor using Exhibit J – Vendor Participation Report Request, to receive the reports that were listed as a requirement in the specification, i.e.:

· which agencies who were listed as a participant in the bid actually placed orders with the vendor and 

· which agencies, who were not listed as participants in the original bid, purchased from the vendor at pricing quoted from the original award.  

This information will assist in developing the next bid.  If the bid was for a blanket order, the report should not be sent until 3 months prior to the expiration date.
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