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VENDOR PERFORMANCE RATING (VPR) MANUAL
INTRODUCTION TC "INTRODUCTION" \f C \l "1" 
This reference manual is designed to provide general guidance and direction.  It is recognized that there may be exceptions to any rule.  As these exceptions arise, the reference manual can be revised, subject to approval by the Administrator of the Nevada State Purchasing Division. This reference manual is not a substitute for good judgment or common sense.

Regarding information and instructions for contract entry, please visit the Budget Division’s online tutorial at: http://kaizen.dop-ad.state.nv.us/moodle/ or contact your Department of Administration Budget Analyst at (775) 684-0222. 
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VENDOR PERFORMANCE RATING

POLICIES AND PROCEDURES MANUAL TC "CONTRACT DATABASE AND VENDOR PERFORMANCE RATING" \f C \l "1" 
I.
Purpose:  To establish uniform policies and procedures for entering performance ratings for vendors who provide goods and services to the State of Nevada pursuant to NRS Chapter 333.

II.
Scope:  These policies and procedures apply to all vendors doing business with the State of Nevada pursuant to NRS Chapter 333.  Vendor Performance Ratings (VPR) will be entered into a central database where information will be available for review by state agencies and the public.

III.
Responsibility:  It is the responsibility of the Certified Contract Manager to understand the policies and procedures contained herein.

If there are any questions or concerns relative to the policies or procedures, it is the responsibility of the Certified Contract Manager to contact the Nevada State Purchasing Division for guidance.

IV. Rating Information:

A. The first VPR will be completed six months after the contract start date or upon contract termination, whichever comes first.

B. Subsequent VPRs are to be completed annually. 

C.  Database queries are available for viewing in the central database.  

VENDOR RATING WORKSHEET TC "VENDOR RATING WORKSHEET" \f C \l "1" 
I. 
Purpose:   The Vendor Rating Worksheet (VRW) is designed to provide Contract Managers/Monitors with a worksheet used to collect necessary information on the performance of vendors.  Each category and rating will be defined to help familiarize Contract Managers/Monitors with the criteria upon which vendors will be evaluated. 

II.
Scope:  This procedure applies to all vendors who do business with the State of Nevada pursuant to NRS Chapter 333.  

III.
Responsibility:   It shall be the responsibility of the Certified Contract Manager to enter all Vendor Performance Ratings into the central database accurately and in a timely manner based upon the documented performance of the vendor.  The completed worksheet and supporting documentation must be maintained in the agency contract folder.

IV.
Definitions:


Vendor shall be defined as a contractor or supplier who is contractually obligated to supply goods or services to the State of Nevada.


Overall Rating shall be defined as the average score based upon ratings received within the six categories listed below. 
Standard:  A vendor who has received an overall score between 1.75-2.25.


Below Standard:  A vendor who has received an overall score less than 1.75.


Above Standard:  A vendor who has received an overall score above 2.25.


Category Definitions are as follows:

Customer Service:  degree of responsiveness provided by the vendor to an agency’s request for assistance.

Timeliness:  degree to which the vendor supplied product or service within the time frames identified/specified in the contract/scope of work.
Quality:  degree to which the vendor’s product or service meets or exceeds standards set forth in the contract/scope of work.

Technology:  the level to which the vendor utilizes current technologies to deliver and support products and services as specified in the contract/scope of work.

Flexibility:  adaptability of vendor to adjust to the State of Nevada’s changing needs.

Pricing:  the level to which the vendor adheres to the pricing structure outlined or specified in the contract/scope of work and provides clear and comprehensive invoices.

Rating Definitions are as follows:

1=Below Standard: Vendor performance regarding the terms and conditions of the contract/scope of work has been less than standard/satisfactory.  Support documentation is required.

2=Standard: Vendor has met the specifications/requirements of the contract/scope of work.

3=Above Standard: Vendor performance regarding the terms and conditions of the contract/scope of work has been more than standard/satisfactory.  Support documentation is required.

**Please note:  Support documentation is required to be submitted to Nevada State Purchasing when the average score for the overall rating of any vendor is other than Standard.** 

V. 
Procedure:

Completing the Vendor Rating Worksheet (VRW):

A. Certified Contract Managers or Agency Contract Field Monitors download VRW from the Nevada State Purchasing website.
B. Contract Manager/Monitor completes the VRW.  In the event an individual category is below standard, it is strongly recommended that the Contract Manager/Monitor file supporting documentation in the agency folder.  Support documentation is required when the average overall rating is either above or below standard and must be submitted to Nevada State Purchasing.
C. Contract Manager/Monitor provides the VRW and any required documentation to the Certified Contract Manager for entry into the central database.  It is recommended that the completed VRW and any supporting documentation be filed in agency contract folder.

VENDOR PERFORMANCE RATING ENTRY
TO THE CENTRAL DATABASE TC "VENDOR PERFORMANCE RATING ON-LINE FORM" \f C \l "1" 
I.
Purpose:  Contract Manager shall enter and transfer information from your VRW into the central database.

II.
Scope:  This procedure applies to all vendors who do business with the State of Nevada pursuant to NRS Chapter 333.

III.
Responsibility:  It shall be the responsibility of the Certified Contract Manager to enter all information into the central database.  It will be the Certified Contract Manager’s responsibility to ensure that the agency has back-up documentation to support any single category(s) rating of below or above standard.  Support documentation for any overall rating of below or above standard must be provided to Nevada State Purchasing. 

IV.
Vendor Performance Rating Information:
VPR information will be entered into the central database from the VRW.  Upon successful review, the data will be accepted into the system by Nevada State Purchasing.  

V.
Procedure:

A. Certified Contract Manager accesses the central database, logs on to the system and selects Enter/Modify Vendor Performance Ratings. 
B. Certified Contract Manager transfers data from VRW to the on-line Vendor Performance Rating Data Entry Form and submits.  It is strongly recommended when the individual ratings within the defined categories are either above or below standard the agency maintain support documentation in their contract file.  When the average score for the overall rating is either above or below standard, the Certified Contract Manager is required to forward backup documentation to Nevada State Purchasing.  

C. Contract Manager/Monitor files VRW and any supporting documentation into agency contract folder.
LETTER TO VENDOR - BELOW STANDARD  TC " LETTER TO VENDOR - BELOW STANDARD " \f C \l "1" 
I. Purpose:  The Below Standard Letter to Vendor is used to notify a vendor of their overall below standard rating with the State of Nevada.

II.
Scope:  This procedure applies to all vendors who do business with the State of Nevada pursuant to NRS Chapter 333.

III.
Responsibility:  The Nevada State Purchasing Administrator will be responsible for the evaluation and decision making process to determine whether or not a Below Standard letter will be issued.  If, after reviewing an agency’s support documentation, the Administrator does not concur with the agency, the rating will be adjusted to standard.  If, after review, the rating is determined to be below standard, the below standard letter will be completed and sent to the vendor by Nevada State Purchasing.  The VPR will be considered “pending” for 30 calendar days.  During this 30-day time frame, the vendor has the option to request, review and dispute the rating.  If the 30-day time frame elapses and no review requests are received, the below standard rating will apply.  However, if the vendor does make the request and supplies contradictory documentation to the State of Nevada, the Purchasing Administrator will review all paperwork supplied by both the State of Nevada and the vendor and will render a decision.

IV.
Procedure:

A. Certified Contract Manager completes the on-line VPR and submits the information to the central database.

B. Certified Contract Manager or Using Agency Contract Monitor supplies Nevada State Purchasing with back-up documentation indicating an overall below standard rating.

C. Nevada State Purchasing Administrator reviews the back up documentation presented to determine if the documentation supports the overall below standard rating.

D. Nevada State Purchasing notifies the Certified Contract Manager of the Administrator’s determination.

E. If the overall rating is determined to be standard, Nevada State Purchasing will adjust the rating.  Nevada State Purchasing will send a Standard Letter to the vendor and will forward a copy to the Certified Contract Manager.  The Contract Manager shall retain a copy of the letter in the vendor contract folder.

F. If the overall rating is below standard Nevada State Purchasing will send the vendor a Below Standard Letter.  Nevada State Purchasing will schedule a meeting with the Certified Contract Manager and the vendor either in person or via teleconference to discuss a plan for improvement.

Note:  Upon request, the Certified Contract Manager must provide the vendor with the documentation that was used to support the rating.

If the vendor provides documentation to support a change in the rating, the Nevada State Purchasing Administrator will review all information and make a final determination.

G. If the overall rating is determined to be standard, Nevada State Purchasing will adjust the rating.

H. If the overall rating is determined to be below standard, the rating will stand and be accepted into the central database system.
LETTER TO VENDOR - ABOVE STANDARD  TC " LETTER TO VENDOR - ABOVE STANDARD " \f C \l "1" 
I. Purpose:  The Above Standard Letter to Vendor is used to notify a vendor of their overall above standard rating with the State of Nevada.

II. Scope:  This procedure applies to all vendors who do business with the State of Nevada pursuant to NRS Chapter 333.

III. Responsibility:  The Nevada State Purchasing Administrator will be responsible for the evaluation and decision making process to determine whether or not the Above Standard letter will be issued.  Your VPR will be considered “pending” for 30 calendar days and will not be accepted into the central database.  During this 30-day time frame, the Administrator will review all paperwork submitted by the Certified Contract Manager supporting the overall above standard rating.  If the Administrator does not concur with the agency, the rating will be adjusted to standard.  If the overall rating is determined to be above standard, Nevada State Purchasing will send the Above Standard letter to the vendor and will forward a copy to the using agency Certified Contract Manager.  The Certified Contract Manage or Using Agency Contract Monitor shall retain a copy in the vendor contract folder.

IV. Procedure:  
A. Certified Contract Manager completes the on-line VPR and submits the information.

B. Certified Contract Manager supplies Nevada State Purchasing with back-up documentation supporting an overall above standard rating.

C. Nevada State Purchasing Administrator reviews the back-up documentation presented to determine if the documentation supports the overall above standard rating.

D. Nevada State Purchasing notifies the Certified Contract Manager of the Administrator’s determination.

E. If the overall rating is determined to be above standard, Nevada State Purchasing will accept the rating into the central database.  Nevada State Purchasing will send the Above Standard letter to the vendor and a copy will be forwarded to the using agency Certified Contract Manager, which shall be retained in the vendor contract folder.

QUESTIONS AND SUPPORT TC "QUESTIONS AND SUPPORT" \f C \l "1" 
REGARDING VENDOR PERFORMANCE RATINGS
Nevada State Purchasing Division

515 East Musser Street, Suite 300
Carson City, NV 89701

(775) 684-0170

(775) 684-0188 FAX

Cindy Stoeffler, Program Officer:

Phone:


775-684-0173

Email:



cstoeffler@admin.nv.gov
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