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a. Contain a statement exprééély inc'orporating»by reference the
entire unaltered contents of the appended
Determination of Need for Emergency Procurement.

b. Contain an affirmation that the. contents of the
Determination of Need for Emergency Procurement are
true, correct, and complete to the best, informed knowledge, and good faith belief of
the person making the Certificate of Emergency. .-

c. State the date of its execution, and be signed under penalty of
perjury by the Chief Procurement Officer, the Director of Public Works, the head of a
purchasing agency, or a designee of either officer, conducting the emergency
procurement of supplies, services, or emergency construction works.

d. Describe with factual particularity, the nature and apparent
cause of the condition posing an imminent threat to public health, welfare, or safety, or
the health and safety of the environment, which could not have been foreseen
through the use of reasonable and prudent management
procedures, and which cannot be addressed by other procurement methods of
source selection.

e. State that the threat is imminent, and that the
emergency procurement is necessary, without delay, to protect the public health,
welfare, or safety, or the health and safety of the environment. -

f. Affirm solemnly that the emergency procurement of supplies,
services, or emergency construction works, in the face of the emergency described, is
not being used and will not be used, directly or indirectly, to avoid other methods of
source selection or the purposes and policies of Guam’s Procurement Law.

g. Be copied and appended to its respective Declaration of
Emergency or Certificate of Emergency and further attached to and made a part of any
contract, or Notice of Award made or given.

h. Be a material part of the procurement record.

A. How Conducted.
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and emergency construction works, but no . emergency procurement shall be made
for an amount or construction greater than the amount of such supplies, services,
or emergency construction works that are necessary to address

the emergency for a ninety (90) day period immediately

following the date of the Determination of Need. for Emergency Procurement.

b. During said ninety (90) day period, the Chief Procurement
Officer, the Director of Public Works, the head of a purchasing agency, or a designee of
either officer shall promptly and expeditiously, take ‘all necessary steps to determine
if there will be ongoing needs arising from the event of emergency beyond the ninety
(90) day period, and plan for the solicitation of supphes services, and emergency
construction works for such ongoing needs under a rmethod
of procurement other than the emergency procurement.

c. The emergency procurement may
be extended beyond ninety (90) days if the Chief Procurement Officer, the Director
of Public Works, the head of a purchasing agency, or a designee of either officer
determines additional time is necessary and the contract scope and duration are
limited to the emergency. Thirty (30) days prior to execution of the extension, a public
hearing shall be held by the procuring agency, at wh:ch any person
may present testimony. ‘ .

i. Notice of intent to extend an emergency contract
shall be published in a newspaper of general circuiation at least five (5) days prior to a
public hearing.

ii. Notice shall include-at least a description of the need
for the emergency extension, the vendor, and the date, time, and location of the public
hearing. A record of such plan shall be made and kept as a part of the procurement
record.

Finally, please include copies of the Executlve Order, the Determination of
Need for Emergency Procurement in the form spec:fled above, in the procurement
record and attached to the contract or PO for the émergency procurement. Please
ensure that the term of the emergency procurement is not for more than 90 days from
the date of the Determination of Need for Emergency Procurement.



Step 1: Prepare the Emergency Declarat‘ion:of Need and att

05 as Exh

Step 2: Prepare Request for Quotations and issue to at leas
Step 3: Receive and evaluate quotations“ received
Step 4: Prepare Emergency Procyurement Statement
Step 5: Prepare Procurement Record and ensure it includes
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2.
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NT PROCESS

ibits A and B respectively.

Emergency Determination of Need .
Log of Communication

Copies of Communication

Requests for Quotation

Quotes Received

. Emergency Procurement Statement |
. Certification of Procurement Recofd

Notice of Award

. Contract or Purchase Order

ach Executive Order Nos. 2023-02 and 2023-

I three potential vendors

Step 6: Prepare the Certification of Procurement Record (Procurement Form 1)

Step 7: Issue Notice of Award

Step 8: Prepare and issue the Contract or Purchase Order td the awardee. NOTE: The term of the
contract or purchase order must not be for more than 90 days after the date the Emergency

Determination of Need was made.







CERTIFICATION of COMPLETED PROCUREMENT RECORD

Instructions: After ascertaining the statement’s accuracy and truthfulness, the agency’s procurement officer
(director or head of agency) must sign the Certification below [to indicate that the agency has kept a complete
procurement record of all documents required.by.law. The checklist below is provided to ensure that the record
1s complete, and must be filled out by the procurement officer or administrator. The checklist is comprised of every
item that is required by law for an’invitation for bid (IFB) or a| request for proposal (RFP), and therefore every
item, except as noted below, must be checked for the resulting cdntract to be considered legally sufficient. Please
assemble the procurement record in the order stated below and place it in a three-ring binder, with visible tabs
for each of the items below appearing in numerical order.

IFB/RFP No: _ Contractor:

O 1. Published notice 1n neW pe rof general circulation

O 2. Procurement packa’gs ( Bor :RFP) issued to bidders or offerors

O 3. Log of distribution of prot-ﬁréinent package

O 4. Amendments to IFB or RFP,lf any were|issued

O ?és%lgés of distribﬁtion of amendments to IFB or RFP, but only if amendments were

) g.e%\(/iﬁnutes or surﬁma;‘sf of presubmlssmn gonferences, but only if conferences were

| 7. Logs of attendees of preésiﬁb‘mﬁi’ssion conferences, but only if conferences were held

] 8. Written questions‘}f}fror‘ril,; it ders or offerors, but only if any questions were received

| 9. Written answers, but only if *:ézny: questions were received

O 10, Proof that written answers were provided to all potential bidders or offerors, but
only if any questions were receiye

O 11. Log of bids or registryxr‘sf?pfbﬁt)sals received

0 12. Each bid‘ or proposal received

O 13. Evaluation of pro oeals ok analys1s of bids (bids are not required by law to be
analyzed, but may be?y R

O 14. Tabulation of eval‘ﬁ*ativbn}s :df"aﬂéiysis (tgbulations are not required by law but
11'ecommended131 TR TR S

n 15. Letters to bidde‘rs .cdn‘(":ér\,riin '_,o‘ut'come of bid; for offerorg, letters informing them
of ranking and letter to best,quaﬁlfled offeror inviting negotiations

| 16. Memorandum of eVaI}iaﬁiiQx;s' and negotiations (only required for RFP’s)

o 17. Notice of ‘intent;t;o awrd
o 18. Any and all comm_i‘im

O 19. Contract, incluvdirr‘lé'é | draf

O 20. Bid protests, if any, and responses thereto

O 21. Any de’cermihation requlredby law as miay fit the circumstances

CERTIFICATION: Pursuant to 5 G.C.Ai‘-§‘525'05 I hereby certify under I%enalty of perjury that I am
the procurement officer responsible for administering the solicitation of the acquisition referenced
above, and that I have caused to be prepared and now maintain a full and complete record of the

procurement as required by law. o

'Sign_alt:uif'eil :

' Prmt e Date:

AG Procurement Form 001
Revised May 7, 2012







