City of Seattle

Vendor Contract #0000001082 – Honorio Martinez
Upland Restoration Tree Thinning Services

Attachment #2 – How Work is Ordered

Ordering of Work and Selection of Firm to Perform the Work Ordered

I. How Work is Ordered

Projects Estimated to Cost under $15,000

The Cedar Falls Watershed Office Project Manager is required to obtain only one quote from a firm in the 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. The time and location if a site visit is required.

6. Time and date a quote from the pool firm is due.  Quotes may be

      faxed to the City Project Manager

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

8. Any other special information required to successfully perform the

work.

            Projects Estimated to Cost $15,000 or More (Maximum of $200,000)
A Seattle Public Utilities Cedar Falls Office Project Manager will obtain a minimum of three quotes from firms in the pool of contractors (provided that three firms are available and able to perform the work).  The City Project Manager shall provide, as a minimum, the information stated above, by fax or mail to the pool contractors selected.  The City has the option of selecting more than one firm to do the work if more than one section is offered for quotes, dependent upon the low bid for each section.

II.        Response from Firms Who Have Been Sent a Quote Request Form
The firms who have been faxed or receive by mail a Quote Request Order Form shall respond before the time quotes are due by faxing or mailing pricing on the form provided by the City Project Manager, along with any other documentation (maps, etc.) that are necessary to describe the work.  A copy of that bid form is located at Attachment #3.  Firms who cannot provide a quote as requested shall fax or mail the work order form back with the notation “no bid” or “no quote,” giving a reason therefor.

III. Notification of Firm(s) to Perform the Work

If more than one firm has been asked to provide a quote, the City’s Project Manager shall notify the firm(s) that has (have) been selected to perform the requested work.  The Project Manager shall also notify the firms who were not selected, providing the bid amounts for each work section.

IV. Invoicing for Work Projects Successfully Completed

Upon completion by the pool firm(s) and an inspection that approves the ordered work by City personnel, the pool firm (s) may invoice the City for the work performed, citing the vendor contract number assigned.
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