                  Contract # 0819-0/14
                                           Expiration date:  April 30, 2019

ROADMAP FOR USE OF CONTRACT 0819-0/14:  ELECTRONIC TEST EQUIPMENT
REPAIR SERVICES (PRE-QUALIFICATION)

The purpose of this contract is to pre-qualify vendors who meet and/or exceed the minimum requirements established in the contract. All vendors meeting and/or exceeding the minimum requirements shall be placed on a Pre-Qualification List that may be accessed by Miami-Dade County Departments in order to obtain price quotations for repair services of electronic test equipment. 
Procedures for User Departments

When spot market purchases are initiated, all the pre-qualified vendors shall be invited to offer a fixed price for a specific individual repair service.
The vendor then offering the lowest fixed price shall be awarded for the specific period or specific service repair.
The award to one vendor for a specific period or individual action does not preclude the remaining pre-qualified vendors from submitting spot market offers for other specific repair service of electronic test equipment.
When the need for service repair is identified, the using agency shall contact all pre-qualified vendors for the quotations.


The department shall establish the description of the repair requirement in the request for quote form.    Equipment type and model needed to be repaired and/or serviced, serial number, if calibration is needed, time allotted for repair, etc. shall be specified in the RFQ form.


All repair tickets provided by the vendor must contain at minimum the following information:

















1.  
Date of service


2.
Equipment type and model

3.
Location of equipment
4.
Serial Number 
5.
Problem or complaint
6.
Corrective action, including parts
7.
Purchase Order Number


Record Retention:

For each purchase order under the Contract, the user department shall maintain a record of the purchase including: quotation form, quotes received, tally sheet, purchase order, correspondence, and any other documentation supporting each purchase.    

