	


Ordering Document 
Security Guards, Fire Safety Directors and/or Vehicles
 
[bookmark: _GoBack]In order for an Authorized User to obtain Security Guards (Level 1 and Level 2), Fire Safety Directors and/or Vehicles under this Contract, the following steps must be completed:  
1. Authorized User makes a determination of need that Security Guards, Fire Safety Directors or Vehicles are needed at a Facility or for a special event.
2. Authorized User will review the Contract to determine what Region the Facility is in and the awarded Contractor for the applicable Region.  
3. Authorized User will obtain any required approvals.
4. A total M/WBE participation goal of 20% (10% MBE and 10% WBE) has been established for each state contract made under this award. An Authorized User that is a State Agency or State Authority (as defined in New York State Executive Law §310 and hereinafter referred to as “State Agency”) should establish separate goals of 20% (10% MBE and 10% WBE) for each placement made against this Contract for participation of New York State Certified minority- and women-owned business enterprises (“MWBEs”) at the time of the acquisition, if the acquisition is in excess of $25,000.00. If a Contractor and State Agency or Authority agree to goals which are not equal to or greater than 20%, the revised goals must be supported by the Contractor’s documented good faith effort. 
5. Authorized User will submit Order Document to Contractor no less than fifteen (15) business days before the Services or vehicles are required.
6. Once the Contractor receives and confirms this information, Contractor will have a minimum of ten (10) business days to fulfill order ensuring the Security Guards and/or Fire Safety Directors meet the required specifications as outlined in the Contract, unless there is an agreement between the Authorized User and Contractor to a different timeframe.  
7. Contractor and Authorized User will agree on Security Guards and/or Fire Safety Director start date.
8. If subcontractors will be used, Contractor must notify Authorized Users in writing prior to start date.
9. Contractor will begin services.
10. Authorized User will follow the appropriate contracting and payment procedures for invoice approval.  
11. In the event of changes to the shifts and or schedule by facility, Authorized User will complete a new Ordering Document.  


ORDERING DOCUMENT ON THE FOLLOWING PAGE







ORDERING DOCUMENT
SECURITY GUARD SERVICES AND FIRE SAFETY DIRECTORS – AWARD 22436
	 Question
	Information

	Facility Name
	

	County
	

	Address
	

	City
	

	Zip Code
	

	Agency
	

	Authorized User Contact Name
	

	Authorized User Contact Email Address
	

	Authorized User Contact Phone Number
	

	Do Security Guards and/or Fire Safety Directors currently service this facility?
	(Yes/No)

	If yes, would the Authorized User request that the Contractor consider the current Security Guards and/or Fire Safety Directors for employment?
	(Yes/No/Not Applicable)

	M/WBE goals at this facility(may be reduced for non-State Agencies and Authorities)
	MBE                               10%
	WBE                               10%



	Service Type
	Number of Guards or Vehicles
	Shift Coverage
	Daily Hourly Total Per Guard
	Number of Days Worked Per Week
	Days Worked
	Estimated Annual Special Event Hours
	Additional Requirements or Training needed prior to beginning Services

	
	 
	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	
	

	 
	 
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



