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A8. 245 Pr of essi onal Services Procurenent
1. Public Notice for Professional Services
a. Bef ore the begi nning of each fiscal year, the

Uni versity shall give public notice to invite persons
engaged in perform ng designated professional services
to submt current statenents of qualifications and
expressions of interest for services which the

Uni versity anticipates needing in the performance of
its operations. The statenments shall include:

1) The nane of the firmor person, the principal
pl ace of business, and location of all of its
of fices;

2) The age of the firmand its average nunber of
enpl oyees over the past five years;

3) The education, training, and qualifications of
key nmenbers of the firm

4) The nanes and phone nunber of up to five clients
who may be contacted, including at |east two for
whom servi ces were rendered during the preceding
year; and

5) Any pronotional or descriptive literature which
the firmdesires to submt.

Firms or persons may anend statenents of
gqualifications at any tinme by filing a new statenent
and shall imediately informthe University of any
change in their subm ssion that would disqualify the
firmor person from being considered for a contract
awar d.
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b. Addi tional public notices inviting persons engaged in
provi di ng professional services may be made if the
response to the initial notice is not adequate, if the
response to the initial notice does not result in an
adequate representation of avail able sources, or if
previ ously unantici pated needs for professional
services ari se.

Revi ew of Submtted Statements of Qualifications

A review conmttee shall be designated to eval uate
statenents of qualifications and related information
submtted for the purpose of conmpiling a list of qualified
persons or firms to provide particular types of

prof essi onal services. The review commttee shall consist
of at |east three persons with sufficient education,
training, and |icenses or credentials for each type of
prof essi onal service which may be required. The review
comm ttee shall evaluate all subm ssions and ot her
pertinent information and conpile a list of qualified

prof essionals to provide the particul ar services. The
nanmes of the nmenbers of the review conmttee shall be

pl aced in the contract file.

Procedure for the Acquisition of Professional Services

a. If a University programidentifies a need to procure
pr of essi onal services, the foll ow ng procedures shal
appl y:

1) A selection coonmittee shall be established
consisting of at |least three persons with
sufficient education, training, and |icenses or
credentials in the area of the services required.
The nanes of the nenbers of the selection
commttee shall be placed in the contract file.

2) The selection criteria to be enployed in
descendi ng order of inportance shall be:

a) Experience and professional qualifications
rel evant to the project type;

b) Past performance on projects of simlar
scope for public agencies or private
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i ndustry, including corrective actions and
ot her responses to notices of deficiencies;

c) Capacity to acconplish the work in the
required tinme; and

d) Any additional criteria determned in
witing by the selection conmttee to be
relevant to the University's needs or
necessary and appropriate to ensure full,
open, and fair conpetition, such as the
fol | ow ng:

1) Speci al i zed experience, equi pnent and
techni cal conpetence to be applied;

2) Quality control practices, techniques
and net hods used;

3) Ability to work effectively with
Uni versity and user program staff; and

4) Famliarity with and know edge of al
appl i cabl e | aws, codes and ordi nances.

The selection commttee shall evaluate the

subm ssions of the list of qualified persons or
firms against the selection criteria. Conmttee
menbers may use OPRPM Form 153, | ndivi dual

Eval uati on Form for Professional Services,
(Attachment 250.2), or simlar form for

eval uati on purposes. The commttee nay conduct
confidential discussions with any person or firm
on the list of qualified professionals regarding
t he services which are required and the services
they are able to provide. In conducting

di scussions, there shall be no disclosure of any
i nformation derived from conpeting offerors.

The sel ection commttee shall provide the

Uni versity's designated officer overseeing the
particul ar procurenent of professional services
with the ranking of a m ninum of three persons or
firms based on the selection criteria, together
with a summary of their qualifications for the
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ranki ng of each person or firmon OPRPM Form 134,
Eval uati on Summary Abstract, (Attachment 245.1),
or simlar form for the contract file.

The University's designated officer shal
thereafter seek to negotiate a contract with the
first-ranked individual or firm including a rate
of conpensation which is fair and reasonabl e,
established in witing, and based upon the

esti mated val ue, scope, conplexity, and nature of
the services to be rendered. |If a satisfactory
contract cannot be negotiated with the first-
ranked individual or firm such negotiations
shall be term nated and negotiations with the
other individuals or firnms in order of their
ranki ngs shall commence.

If a contract at a fair and reasonabl e price
cannot be negotiated, the selection conmttee may
be asked to submt nanmes of three (3) additiona
individuals or firns to the University's

desi gnat ed eval uating officer for ranking, and
the University's designated officer may resune
negoti ations in the sane manner provided in these
pr ocedur es.

Upon conpl etion of negotiations, the University
program shall forward the follow ng docunents to
t he OPRPM for processing:

a) Original fee proposal from sel ected
individual /firm if applicable;

b) Conpl et ed OPRPM Form 95, Determ nation of
Cost or Price Reasonabl eness (Attachment
285.1);

c) UH FM S 41, Contract Encunbrance and Paymnent
Form (Attachment 275.1a); and

d) A draft of the proposed contract terns
relating to the scope of services, tinme of
per f ormance, and the conpensation and
paynment schedul e (see attachnment 1 through
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3, OPRPM Form 107G University of Hawai
Agreenent for Services, Attachment 230.4)

b. Al'l contracts processed under these professional
servi ces procurenment procedures shall be submtted to
the OPRPM for review, regardl ess of the dollar anount
of the contract.

Posti ng of Awards

Contracts awarded under this section for $5,000 or nore
shal |l be posted electronically within seven days of the
contract award by the OPRPM and shall remain posted for at
| east one year. Information to be posted shall include,
but not be limted to:

a. The nanes of the persons or firnms ranked by the
sel ection conmttee;

b. The nane of the person or firmreceiving the award;
C. The dol | ar ambunt of the contract;
d. The nane of the University officer making the

sel ection; and

e. Any relationship of the principals to the officer
meki ng t he awar d.

Public I nspection

After the contract is awarded, the follow ng infornmation
shal |l be open to public inspection, including but not
limted to: the contract; the list of qualified persons;
the selection commttee's criteria for selection; and the
statenents of qualifications and related information
subnmitted by the qualified persons, except those portions
for which a witten request for confidentiality has been
made.

Debri efing

a. The purpose of a debriefing is to informthe providers
of professional services of the basis for
nonsel ecti on.
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A witten request for a debriefing by a nonsel ected
provi der shall be made within three working days after
t he posting of the award of the contract.

Debriefing shall be held by the procurenment officer or
desi gnee, to the maxi mum extent practicable, within
seven wor ki ng days; provided the procurenent officer
or designee nmay determ ne whether or not to conduct

i ndi vi dual or conbi ned debri efings.



