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Topics Covered

Portal Tips for $25,000 and less than $100,000 Report
» Cost per line item
» Initial contract amount

Review Contract Status > $100,000

TGS Contract Submission Checklist > $100,000
Contract Review and Submission

* Sole Source Approvals for TGS = $100,000
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Entering Cost Per Line Item

Enter the total cost per line in the Services and Commodities
Sections.

Services:

Short Description Quantity Unit of Measure Cost

— e : |

Commodities:

Short Description Quantity Unit of Measure Cost
| Choose Ay | | | Delete Commodity

Additional Commodities
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Example

\

Services:

Short Description Quantity Unit of Measure Cost
Plumber (51,000 per hour) ‘30 ‘ ‘ Hours V| ‘30,[]00.[][:1
Commodities:

Short Description Quantity Unit of Measure Cost

pipe ($10 per foot) 30 ||Foot v|[300.00

Additional Commodities

| ooy
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Initial Contract Amount

The Initial Contract Amount should equal the amount in the
Services and Commodities fields.

Initial Contract Amount (digits and
decimals only):

Report total dollar amount of |3U-3DD-00 |
contract, no individual payments

Total Projected Amount (including

extensions): 130,300.00 |

Services:

Short Description Quantity Unit of Measure Cost

Plumber (51,000 per hour) |30 ||HOUFS V| |30,000.DD |

Additional Services

Commodities:
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Short Description Quantity Unit of Measure Cost

Dipe ($10 per foot) 30 [Foot v|[300.00 | oetete commodity |

Additional Commodities
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Initial Contract Amount -
Continued

In the above example the Initial Contract Amount is $30,300.00.

As this is a one time purchase, the Total Projected Cost is the
same as the Initial Contract Amount of $30,300.00.

Services — Plumber $30,000.00
Commodities — Pipe $300.00
Initial Contract Amount $30,300.00
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Review Contract Status

Op]
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qY)
—
Home > Offices > Procurement E q:')
Step 1: Select the
P Technical and General Services (TGS) b
Contract/amendment &)
. . . Links
submission link Title so)
IContract;'Ame ndment Submissionl G
TGS $25,000.00 - $99,999.99 Monthly Reporting Form m
prm—
qv)
@)
u
-
<
h I d I 8
Technical and General Services
Step 2: SeIeCt the Reports Technical and General Services F
Option Select an option to begin the process

« Enter New Contract/Amendment

 [Report= ]
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Review Contract Status - Continued

Op]
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Technical and General Services et
Technical and General Services / Reporting E
D)
Step 3: Enter the Search 5
Contract Number Agency: &,
[Choose v "G
Contract/Amendment Number: ||4600012345 ] g
Step 4: Select qv
. Submit Date: t
the Smelt mm/dd/yyyy | | °| | E
Initial T Date Start:
button ey 2t 2
Term Date End: ] -
mm/dd/yyyy e
Status: | Choose v‘ &)
N D]
Method of Procurement: [ Choose v| —
Review Month: | |
mm/yyyy
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Review Contract Status - Continued

The Search Results screen appears.

Technical and General Services

Technical and General Services > Reporting > Search Results

{ Download Results Comma (,) Delimited ||

Download Results Pipe (]) Delimited |

Show entries

Showing 1 to 3 of 3 entries (filtered from 575 total entries)

First Previous 1 Next Last

Imitial Total
Amendment Contractor . Review | Contact | Method of Date
Amount Cost
4600012345 0120/ Arkansas Contractor  $0.00 50.00 Jackay Request for 01/21/2010| Submltted
State University Name Here 201 5 Mozeeir Qualifications
- Beebe .ﬂxg|-3m:3.f
4500012345 1 0002 / House of Lisa $250,000.00 $0.00 10- Kendell Cooperative 07/02/2015] DIS
Representatives Triplett 2015 Jones Contract Review
4600012345 2 0002 / House of Lisa -350,000.00 $950,000.00 10- Kendell Cooperative 09/21/2015] DIS
Representatives Triplett 2015 Jones Contract Review
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Status

Status

Explanation

Agency Request Return

DFA Legal Review

DIS Approved

DIS Review

Executed

5 s Office A I
5 s OfficeRewi

Held

OSP Review

Pending ALC Review

Returned by OSP

Submitted by Agency

An agency decides to withdraw a contract/amendment, for whatever reason, from the
OSP and/or ALC Review.

A disclosure hit is being reviewed by the Legal Team.
DIS has approved the contract/amendment.
DIS is currently reviewing the contract/amendment.

Contract has been through any necessary reviews and is now approved.
Governor’s Office-has-approved-the contract/famendment.
The ALC has decided to hold the contract until the next session in order to have

guestions, concerns, or addressed.

OSP PCS team is currently reviewing contract. Could also be referring to the review of
a justification letter for a sole source or emergency.

Contract is awaiting the ALC Review for a specified month.
The OSP PCS team rejects contract/amendment due to incompleteness, wrong

information, or etc. If rejected, the agency will have to resubmit with the added or
corrected information.

Default setting after Agency has submitted contract/amendment.
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TGS Contract Submission Checklist

* A checklist is available on the TGS Web Page. The checklist is
arranged by Procurement Method.

Technical and General Services (TGS)

Links
Title

Contract/Amendment Submission

TGS $25,000.00 - $99,999.99 Monthly Reporting Form

Documents
Title Posted
Checklist for TGS Contract Submission 08/24/2015
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Excerpt from Checklist

Technical General Services (TGS) - Contract Submission Check List

* The list provided outlines the most common supporting documentation required to
accompany the submission of TGS contracts and is intended for general guidance purposes
only and is subject to change.

* Contract Number:

* Competitive Bid §19-11-234

* Contract Review Form (if needed)

* Screenshot of requisition approval(s) attached in AASIS (if needed)

* TGS Contract Form (TGS-1) or TGS Contract Amendment Form (TGS-1A)

* Contract and Grant Disclosure- Required for initial contracts and extensions $25,000 or
greater.

* lllegal Immigrant Certification- Required for the initial contract and all extensions $25,000
or greater.

* Equal Employment Opportunity Policy (EEO) - One time submission unless policy changes
for contracts $25,000 or greater.

* Bid tabulation
e QOther:
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Documents Frequently Omitted

Contract Review Form (if needed) — This form can be accessed
from the TGS Web Page under the Documents section

Technical and General Services (TGS)

Links
Title

Contract/ Amendment Submission

TGS $25,000.00 - $99,999.99 Monthly Reporting Form
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Documents

Title Posted
Checklist for TGS Contract Submission 08/24/2015
Contract Deadlines 10/08/2015
Contract Review and Submission Guide - Post Solicitation 09/15/2015
Contract Review Form 07/31/2015
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Solicitation Review Memo
(Required for the Requisition)

VS.

Contract Review Form
(Required for the PO or OA)

MEMO

Tao: [
From:

Date:
Re: Solicitation for Review -

Overview:
Method of Procurement: &

Length of Contract:
Initial Contract Term:

Optional Renewals:
Anticipated Total Projected Cost:
Funding:

Agency Contact Information:
Name:
Phone:
Email:

Recommendation: Would appreciate approval or next steps on this procurement.

Approve () Deny (O Request More Information () Discuss ()

Note: A signature is only required for requests with a total projected cost greater
than $1,000,000.

By signing this memo, I have reviewed and approve the bid solicitation request.

Signafure (Agency Director)

Pagerofz DFA-CSP (Rev. 08/2015)

MEMO

To:
From:
Date:

I Re: Contract for Review -

Overview:

Performance Measurement:
Method of Procurement:
Length of Contract:
Contract Cost:

Vendor:

Agency Contact Information:

Name:
Phone:

Recommendation:

Approve O Deny O Request More Information O

Discuss ()

DEA-SE (Rev. ofza15)
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Documents Frequently Omitted

e Screen print of requisition approval(s) attached in AASIS (if
needed)

[S Service: Attachment list
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AttachmentFor [

Icon Title Creator Name Created On

| 2 | Governor's Office review is complete DAVID L BELL 09/10/2015

% 1GS Review STEPHEN D. HULSEY ~ 08/25/2015 Contract

%7 DIS Review SCOTT UTLEY 08/24/2015 ) )

& [veAT 2015 08/13/2015 information

] . will actually

@ AR Contract-and-Grant-Disclosure-and-C

) 2015 DFA Illegal Immigrant Contractor D _ appear on

2

& . the contrgct

12 07/21/2015 screen print
submitted.
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Contract Review & Submission
Guide - Post Solicitation

TECHNICAL AND GENERAL SERVICES (TGS) OFFICE OF STATE PROCUREMENT (OSP)
CoNTRACT REVIEW AND SUBMISSION GUIDE — POST SOLICITATION ARKANSAS DEPARTMENT OF FINANCE AND ADMINISTRATION

This information is provided as a guide for Arkansas state agencies, colleges and universities in understanding the review and approval processas required for Technical
and General Services (TGS) contracts. This guide reflects reviews and submissions after the procurement process has been completed (post-solicitation) and prior to the
award of the contract. Keep in mind that the Total Projected Cost (Amount) is the key value in determining whether a contract is subject to being reviewed or reported.
Colleges and Universities are not subject to the Department of Information Systems (DIS) review process or the reporting process for the Governor's Office.

Submit Contract through Portal
Service Initial Contract . Enter Contract for Review and Reporting
Category* Amount (ICA) Total Projected Cost (TPC) :hrough Portal OSP DIS Governor's ALC 0SP Release
or ALC Report Review Review Office Report Review J Executed
TGS - Any < $25,000 < $25,000 No No No No No No
TGS - Any < $100,000 > $25,000 and < $100,000 Yes No Mo No MNo MNo
TGS —NolT Amy Amount z $100,000 No Yes No Yes Yes Yes
TGS —with IT Any Amount =5100,000 No Yes No Yes Yes Yes
TGS —with IT Any Amount = $100,000 No Yes Yes Yes Yes Yes

To identify what review or reporting process is required for a specific technical and general services contract, follow these steps:

1. Identify the type of services being procured and whether there is an information technology component to the contract.
2. Determine the initial contract ameount. This is the actual amount of the original contract excluding taxes and possible amendments or extensions.
3. Determine the total projected cost. This is the initial contract amount plus the potential amount of any possible amendments, renewals or extensions. If the

contract is expected to be extended for the maximum allowed by law of six years (or less) after the initial contract year, you must estimate the future
amendment amounts and include them in the calculation of the total projectad cost.
4, Determine which appropriate service category the contract falls into on the chart. The following service categories are available:
e TGS - Any = Technical and general service contracts of any type including information technology and a TRC < $100,000.
¢  TG5—No IT = Technical and general service contracts excluding information technology and a TPC = 5100,000.
* TGS —with IT = Technical and general services contracts including information technology and a TPC = 5$100,000.
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5. Identify the value or value ranges in the columns adjacent to the selected service category in which the specific contract value falls for the initial contract amount
and the total projected cost.
6. Follow the line across the chart that matches the service category, initial contract amount and total projected cost of the contract to identify the reporting or

review process that is required.

*The service category identified in this guide is for descriptive purposes only. This is not a code for use in the AASIS or TGS applications.




Current Issues

» Problem: Missing attachments in the TGS online portal
Solution: Follow the checklist for TGS Contract Submission

> Problem: Incorrect information
Solution: Compare the information entered on the screen to the
information included on the documentation attached

» Problem: Miscalculations
Solution: Make sure the total projected cost includes any
amendments and/or possible extensions
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Contract Costs

Initial Contract Amount (ICA)

Total Projected Cost (TPC)

* The amount of the initial
contract. This is the
amount for the term of
the contract (1 or 2
years)

* Example: 2 year contract
ICA - $2,000,000

* The amount of the initial
contract plus the
amounts for the possible
amendments or
extensions (renewals)

Example: 5 renewals
ICA = $2,000,000

Renewals = $1,000,000 X
5 = 55,000,000

TPC = $7,000,000
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TGS = $100,000 - Sole Source

* Reviewed by OSP Assistant Administrator

* OSP Assistant Administrator puts Note in Services for Object
on the Outline Agreement or Purchase Order (whichever is
applicable)

* Agency takes a screen shot of the Attachments screen with
the OSP Assistant Administrator’s note

* Attach the screen shot in your PDF file
e Submit contract through the portal

%)
)
=
>
Pt
)
N
I
&
)
-
)
O
©
-
S
I
=
-
<=
&
F

* Upon completion of ALC Review, OSP releases the Outline
Agreement or Purchase Order in AASIS

—
[
(o)

—




Sole Source - Screen Shot
Example

[E= Service: Attachment list

L3 New.) &332 E | (& (S

AttachmentFor
Icon Title Creator Name Created On
| 22 | This is ready to be entered into portal. rw Randy C Wright 09/30/2015

=

Contract specific information has been edited out
N for presentation. This information should be
visible in the screen print attached to the contract.

v]x]|
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TGS Email: OSP-TGS@dfa.arkansas.gov

TGS Web Page:
http://www.dfa.arkansas.gov/offices/procurement
/Pages/TGS.aspx

Sign up for E-News
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mailto:OSP.PCS@dfa.arkansas.gov
mailto:OSP.PCS@dfa.arkansas.gov
mailto:OSP.PCS@dfa.arkansas.gov
http://www.dfa.arkansas.gov/offices/procurement/Pages/default.aspx
http://www.dfa.arkansas.gov/offices/procurement/Pages/default.aspx
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