Process Instructions

Qualification Based Selection (QBS) RFP
~This process is used only when Consultant Services is NOT writing your contract~

1. Develop Scope of Work
2. Call John Kellerman at (651) 296-6519 to obtain Mn/DOT Contract Number
3. Check to see if Contract falls under Privatization Contract, Taxpayer Accountability Act.  See Privatization Contract Form and Privatization Contract Process Instructions.
4. Fill out Contract Process Start Form (CPS) and have it signed by Consultant Coordinator
5. Fill out and sign the Certification Form (with scope)
6. Fill out the Qualification Based Selection RFP
7. Write a brief Memo explaining why this fits the criteria for QBS rather than best value.  Address the memo to the Department of Administration.

8. Send above (CPS, Certification Form, Memo & RFP) to CS.  CS will route the Certification Form, Memo and RFP and return when signed.

9. Once signed Certification Form is returned, solidify the dates in the RFP (must be posted for a minimum of 15 business days for non-federally funded contracts) and email posting to Melissa McGinnis (include Mn/DOT Contract No.)

10. During the posting period, field questions via email and send questions and answers to Melissa McGinnis (include Mn/DOT Contract No.)

11. Organize and schedule Technical Selection Committee  - Selection Committee Conflict of Interest, Selection Committee-Rating Form
12. Complete Selection Committee-Approval of Committee and send to Dalia Jorge.
13. Accept Proposals (if there is a conflict identified on the Consultant Conflict of Interest Form, contact Jim Cownie)

14. Distribute Proposals to Selection Committee with Rating Forms and Conflict of Interest Memos

15. Conduct Selection Committee using QBS Process– Selection Committee Ranking Form.
16. Send letters to selected and non-selected firms - Selection Committee –Successful Respondent Letter, Selection Committee –Unsuccessful Respondent Letter. 
17. Email Brad Hamilton list of firms that submitted Proposals and the selected firm
18. Obtain approval of selection form Dick Stehr – Selection Approval Memo
19. Conduct negotiations with selected firm: finalize scope, budget (if utilizing a fixed fee, fill out the Fixed Fee Rate Worksheet and let the Contractor know what fee to use in the final budget), schedule, deliverables, and team.

20. Send the Pre-award Audit Information Package to the Contractor.  When it is returned submit the package to Bruce Kalland in Audit.

21. Fill out Project Authorization Form (TC08) and send to Artemis Coordinator

22. Write the Contract – High Risk (Scope, Budget, Invoice Form, Progress Report Form, Travel Regulations, Key Personnel)
23. Review/check your contract using the Contract Check List
24. Send Contract to CS for review

25. Make corrections/changes from review

26. Make 5 copies – front page of each should be YELLOW
27. Send 5 copies to Contractor with cover letter – Signature Letter-Contractor
28. When it is received back from the Contractor, send all 5 copies to Dalia Jorge with a copy of Fixed Fee Rate Worksheet (if applicable), the Price Data Sheet, Certification Form, RFP, all proposals (selected and non-selected), Signature Letter-Contractor, Foreign Outsourcing – Location of Service Disclosure, completed and signed Foreign Outsourcing – P/T Outsourcing Report fully filled out Encumbrance Form, TC08 with active Job#, and the signed Consultant Conflict of Interest Form.
29. When fully executed Contract comes back, send Contract with the Notice to Proceed to Contractor (if subcontractor work is over $10K, you must obtain a signed copy of the subcontractor agreement, and send to CS)

30. Send 1 copy to Project Manager

31. ALL FILE DOCUMENTATION to Consultant Services
