City of Seattle

Vendor Contract #0000001081 – Guardian Security Security Systems
Fire Alarm System Maintenance and Repair Services

How Work is Ordered – Attachment #2
Ordering of Work and Selection of Firm to Perform the Work Ordered

I. How Work is Ordered

Projects Estimated to Cost under $5,000

A City Department Project Manager will obtain one quote from a firm in the fire alarm system maintenance and repair services pool of contractors.  The City Project Manager shall specify, as a minimum, the following information, and provide it by phone or fax to the pool firm:

1. Full description of work required.

2. Date work must start and /or be completed by.

3. Any special materials, parts, or equipment needed to complete the work.

4. Exact location of the work.

5. Time and date a quote from the pool firm is due.

6. Name, phone and fax numbers, of the City Project Manager.

7. Any other special information required to successfully perform the work.

            Projects Estimated to Cost $5,000 to $37,000
            A City Department Project Manager shall obtain a minimum of three quotes (when three firms are 

            available to quote) from firms in the pool of contractors.  The City Project Manager shall provide, as 
            a minimum, the information stated above, by fax to the pool contractors selected.

II.        Response from Firms Who Have Been Sent a Quote Request Form
The firms who have been faxed a Quote Request Form shall respond before the time quotes are due by faxing pricing on the form provided by the City Project Manager.  A copy of that form is located at Attachment #3.  Firms who cannot provide a quote as requested shall fax the quote order form back with the notation “no bid” or “no quote,” giving a reason therefore.  Project Manager shall award the work to the low quote, provided that firm can comply with the requested completion date and is able to undertake the work.
III. Notification of Firm to Perform the Work

The City Project Manager shall notify the firm that has been selected to perform the requested work.  If three quotes were solicited, he shall notify the firms who were not selected.  

IV. Invoicing for Work Projects Successfully Completed

Upon completion by the pool firm and an inspection that approves the ordered work by City personnel, the pool firm may invoice the City Department for the work performed, using this vendor contract number (#0000001081).
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