

[image: image61.bmp]
table of contents

section 1
INTRODUCTION & ACKNOWLEDGEMENTS

sECTION 2
Reference Guide

Vital contact information, definitions, contracting documents, and P/T Contract processes
Section 3
classroom Power Point

Slides from the Project Management for P/T Contracts class
Section 4
project manager guide

Detailed step-by-step instructions for consultant management from project conception through Contract closeout
section 5
bullet project manager guide

Timelines and abbreviated instructions for consultant Project Management from project conception through Contract closeout
section 6
classroom exercises and answers

Exercises and answers from the Project Management for P/T Contracts class
SECTION 1
~Introduction~       

Welcome to the world of Project Management for P/T Contracts. This Manual is a resource to guide Project Managers and clarify their role through the consultant acquisition process and through the project management of a P/T Contract.

This Manual can be found online at www.dot.state.mn.us/consult. As policies, procedures and documents often change; the online version will contain the most up-to-date information.

~Acknowledgements~

Many thanks to the Project Management Task Force that helped develop this curriculum.  Their invaluable input and years of experience were essential in the development of this Class and Manual. Task Force participants were: Lisa Bigham, Mike Coleman, Jim Cownie, Roberta Dwyer, Lowell Flaten, John Griffith, Terry Humbert, Rich Lamb, Tom Lundberg, Joe McKinnon, Nancy Radle, Chris Roy, and Val Svensson.  Thank you also to Ron Bisek, Gloria Mechels, Melissa McGinnis, and Dawn Thompson for their many contributions.  Authors of this Manual: Brad Hamilton and Ashley Hartfiel.  
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KEY CONTRACTING CONTACT INFORMATION

~Consultant Services~
-
Mail Stop 680

-
Help Desk:


651-297-7505

-
Fax Number:


651-282-5127
- 
Contacts

See Page 4 of the Reference Guide for Individual Contact Information
-
CART Database

cart:8080/cart/CARTApplication.jsp


(Contact Help Desk for access)


www.dot.state.mn.us/consult

Visit Consultant Services web site for: up to date Contract Documents, Pre-Qualification Program Information, P/T Contract Notices, Updates and News, and Internal Training Information.
~Office of Contract Management~


-
Mail Stop 130

-
Fax Number:


651-284-3880

- 
Contacts
- 
Jim Cownie:


651-296-1024

- 
Joanne Wagner:

651-296-5362

-
Michelle Marx:

651-284-3614


ihub.eeocm/contManOffice.html

Visit the Office of Contract Management’s web site for Contract Documents for the following: General P/T, Joint Powers, Inter-Agency and Grants, Information Technology Master Program, Design/Build, and Local Agency Trunk Highway project Master Contracts and Work Order Contracts.
~ Audit Office~
-
Mail Stop 190

-
Fax Number:


651-296-1307

-
Contacts
-
Bruce Kalland:

651-296-3097

-
Randy Stallkamp:

651-296-6712

-
Suzie Thayer:

651-282-4301


www.dot.state.mn.us/audit

Visit the Audit Office’s web site for Audit Reference Links, an up to date list of companies with their current Mn/DOT Audited Overhead Rate, Pre-Award Audit information, and the objectives and policies of the Office of Audit.
CONSULTANT SERVICES INDIVIDUAL CONTACT INFORMATION

Ashley Hartfiel

(651) 296-3558

· Contract Administration

· Contract Document Management

· Research Program (T-Contract) Management & Administration

· EDMS Document Steward
Brad Hamilton

(651) 297-1172

· Training & District Coordination
· Program Management & Administration

· Contract Administration

Calvin Robinson

(651) 296-3051

· Contract Administration

Dalia Jorge


(651) 297-5270

· Administrative Support

· Contract Routing & File Documentation

Dawn Thompson

(651) 296-3157

· Consultant Services Assistant Director

Debra Forschen

(651) 296-8613

· Contract Closeouts

· Contract Administration

Gloria Mechels

(651) 296-1135

· Encumbrances & Consultant Allocation Budget Reports
Jeff Brunner

(651) 296-0245

· Consultant Services Director

Mary Prudhomme
(651) 296-0835

· Invoice Payments
Melissa McGinnis

(651) 284-3245

· Contract Administration

· Website Administration

· General Engineering Contractor (GEC) Program Management & Administration
CONSULTANT COORDINATORS

Location

Coordinator

Phone


Fax



District 1

Roberta Dwyer

(218) 723-4960 x3504
(218) 723-4874

District 2

Bill Pirkl


(218) 755-3855

(218) 755-2028
District 3

Paul Konickson

(218) 828-6025

(218) 828-6105

District 4

Jody Martinson

(218) 846-0418

(218) 846-0790
District 6

Craig Lenz


(507) 285-7353

(507) 285-7355

District 7

Lisa Bigham


(507) 389-6888

(507) 389-6281

District 8

Gene East


(320) 214-3743

(320) 231-5168

Metro
District
Keith Baker


(651) 582-1356

(651) 582-1669
Bridge Office
Bob Miller


(651) 747-2105

(651) 747-2108

Civil Rights

Michael Garza

(651) 296-8628

(651) 296-0975

Construction
Bobbi Iverson-Roesler
(651) 297-2912

(651) 296-9571

Elec Comm

Mike Hogan


(651) 296-7421

(651) 297-5735

Envir Services 
John Sampson
 
(651) 284-3784

(651) 284-3754

Freight

Shelly Meyer

(651) 406-4790

(651) 406-4811

HR


J.P. Auer


(651) 282-5364

(651) 282-5994

OIT


Ray Sullivan

(651) 284-3489

(651) 297-1473

OIM


Peggy Reichert

(651) 284-0501

(651) 296-3019

Land Mgmt

Joe Pignato


(651) 284-3599

(651) 297-5399

Mapping

Mehrtash Mehran

(651) 296-9630

(651) 297-1521

Materials

Gary Person


(651) 779-5598

(651) 779-5616

Research

Kay Lowe


(651) 297-1818

(651) 297-2354

Tech Support
Judy Rossi


(651) 296-4013

(651) 297-8317

Traffic

Ben Osemenam

(651) 634-5478

(651) 634-5445

TDA


Denny Brott


(651) 296-1680

(651) 296-3311

PPMS (Artemis) COORDINATORS

PROJECT AUTHORIZATION FORM ASSIGNMENT

Location

Coordinator

Phone


Fax




Duluth


Lorraine Kramer

(218) 723-4960 x 3601
(218) 723-4874

Bemidji

Donna Pence

(218) 755-3794

(218) 755-2028

Brainerd

Claudia Dumont

(320) 654-5134

(320) 255-2178

Det Lakes

Milt Wilson


(218) 847-1530

(218) 847-1583

Rochester

Laurie Nagel

(507) 280-5543

(507) 285-7355

Mankato

Debra Schmidt

(507) 389-6607

(507) 389-6281

Willmar

Tony Pfau


(320) 214-3704

(507) 231-5168

Metro


Sherry Narusiewicz/
(651) 582-1400

(651) 582-1368




Marv Lunceford

(651) 582-1385

(651) 582-1020

ALL OTHERS
Steve McVay

(651) 296-6558

(651) 282-6022

JOB NUMBER ACTIVATION

Central Office
George Wackerfuss
(651) 296-0712

(651) 297-1450

Mn/DOT’s MANAGERS PLAN
Abigail McKenzie – Transportation Office of Invest Mgmt Director

651-296-6194

Adeel Lari - 
Engineer Princ Admin Transportation
 



612-860-1672

Alan Weiszel – Information System Manager




651-296-2989

Amr Jabr – Engineer Senior Administrative





651-582-1412

Andrew Terry – Electronic Communication Director



651-296-7402

Bernie Arseneau – Engineer Princ Admin Transportation



651-634-5251

Beverly Farraher – Engineer Administrative Management 


651-582-1058

Bonnie Kollmann – Transportation Finance Manager



651-297-7514

Bradley Larsen – State Prog Admin Manager Senior 



651-282-2170

Brenda Wrobel – Admin Management Director 2




320-214-3684

Calvin Puttbrese – Engineer Senior Administrative




218-828-2462

Cecil Selness – Transportation Operations Manager



651-406-4789

Christine Johnson – Admin Management Director 2



218-755-3347

Christopher Roy – Transportation Planning Director



651-582-1481

Craig Collison – Engineer Senior Administrative




218-755-3813

Curt Turgeon – Engineer Senior Administrative




651-779-5535

Curtis Gobeli – Engineer Senior Administrative




651-297-3593

Daniel Anderson – Engineer Senior Administrative




320-255-4231

Daniel Dorgan – Engineer Princ Admin Transportation



651-747-2101

Daniel Kahnke – Transportation Audit Director




651-296-3254

David Solsrud – Engineer Senior Administrative




320-214-3683

David Trooien – Engineer Princ Admin Transportation



320-231-5497

Debra Ledvina – Admin Management Director 2




651-284-0516

Debra Sleeper – Transportation Metro Right of Way Manager


651-582-1658

Dennis Feit – State Program Admin Coordinator




651-282-6019

Donna Allan – Transportation Transit Manager




651-296-7052

Douglas Differt – Deputy Commissioner Transportation



651-296-8532

Douglas Haeder – Engineer Senior Administrative




507-389-6870

Duane Hill – Engineer Senior Administrative




218-723-4960

Edward Idzorek – Transportation Program Financial/Planning Director
651-205-4391

Edwin Clarke – Transportation Support Services Director



651-296-3114

Elizabeth Brown – Admin Services Bureau Manager



651-582-1164

Elizabeth Parker –Government & Communications Relations Director

651-296-3002

Ernest Lloyd – EEO Contract Compliance Supervisor



651-296-9087

Frank Pafko – Transportation Environmental Services Director


651-284-3751

Gary Niemi – Engineer Senior Administrative




218-828-2468

Gary Peterson – Engineer Senior Administrative




651-747-2107

Gary Thompson – Engineer Princ Admin Transportation



651-215-0445

Gary Workman – Engineer Princ Admin Transportation



651-582-1163

George Cochran – Engineer Administrative





651-779-5525

Glen Ellis – Engineer Administrative Management




651-634-2354 Glenn Engstrom – Engineer Senior Administrative




651-779-5531

Mn/DOT’s MANAGERS PLAN (continued)
Gordon Regenscheid – Engineer Senior Administrative



507-389-6860

Greg Ous – Engineer Senior Administrative





507-389-6868

Gregory Paulson – Engineer Senior Administrative




507-285-7380

Hope Jensen – EEO Contract Compliance Manager



651-215-0446

James Curran – Engineer Senior Administrative




218-281-6055

James Kochsiek – Engineer Senior Administrative




651-779-5534

James Koivisto – Engineer Senior Administrative




651-284-3563

James Kranig – Engineer Senior Administrative




651-634-5270

James Laumeyer – State Program Admin Manager Senior



218-723-4960

James Lilly – Engineer Senior Administrative




651-747-2127

James Povich – Engineer Senior Administrative




320-223-6525

James Swanson – Engineer Princ Admin Transportation



507-389-6869

James Wright – Engineer Senior Administrative




651-582-1349

Jeanne Almquist – Admin Management Director 2




651-297-5725

Jeffrey Brunner – Engineer Administrative Management



651-296-0245

Jeffrey Vlaminck – Engineer Senior Administrative



507-529-6276

Jerry Holland – Fiscal & Admin Services Manager




651-296-8176

Jerry Miller – Engineer Senior Administrative




320-589-7301

Joanne Wagner – Admin Management Director 2




651-296-5362

Joel Williams – Engineer Senior Administrative




651-296-0862

John Howard – Engineer Administrative Management



651-582-1769

Jonette Kreideweis – Transportation Planning Director



651-215-1854

Joy Penney – Admin Management Director 2




218-846-0792

Judith Melander – Transportation Program Supervisor



651-582-1365

Judith Schmidt – Admin Management Director 2




507-285-7360

Julie Skallman – Transportation Division Engineer




651-296-9872

Karen Bowman – Personnel Program Manager




651-582-1342

Karl Rasmussen – Engineer Princ Admin Transportation



651-296-3306

Kathryn Hofstedt – Systems Analysis Unit Supervisor



651-297-2892

Keith Shannon – Engineer Princ Admin Transportation



651-779-5590

Kelvin Howieson – Engineer Senior Administrative



218-828-2475

Kevin Gray – Assistant Commissioner Transportation



651-296-7942

Kevin Western – Engineer Senior Administrative




651-747-2106

Khani Sahebjam – Transportation Assistant Division Director


651-582-1360

Lawrence Moser – Transportation Activity Base Cost/Management

651-296-1602

Lee Berget – Engineer Princ Admin Transportation




218-847-1552

Linda Aitken – State Program Admin Manager




218-547-0060

Linda Dahlen – Information Technology Specialist 5



651-297-7196

Lisa Freese – Transportation Planning Director




651-582-1409

Luane Tasa – Engineer Senior Administrative




218-755-3808

Lucy Kender –Director of Communications & Media Relations


651-297-7961

Lynn Eaton – Engineer Princ Admin Transportation



218-755-3815

Mn/DOT’s MANAGERS PLAN (continued)
Margaret Capocasa – Training Manager Senior




651-296-3101

Mark Gieseke – Engineer Senior Administrative




651-582-1351

Mark Panek – Engineer Senior Administrative




507-446-5903

Mark Waisanen – Engineer Senior Administrative




218-847-1541

Mark Wikelius – Engineer Princ Admin Transportation
 


651-282-2273

Mary Frasczak – Transportation Finance Manager




651-297-3563

Mary Prescott – Fiscal & Admin Services Manager




651-297-2250

Mary Welfling – Transportation Information Resources Manager

651-297-5206

Maureen Jensen – Engineer Senior Administrative




651-779-5507

Merle Earley – Engineer Senior Administrative




218-847-1556

Michael Barnes – Transportation Operations Manager



651-297-5274

Michael Garza – Admin Services Bureau Manager




651-296-8628

Michael Ginnaty – Engineer Senior Administrative




218-847-1553

Mike Hagerty – Transportation Budget Director




651-284-0543

Mike Robinson – Engineer Princ Admin Transportation



218-723-4960

Mike Schadauer – Engineer Senior Administrative




612-215-8229

Mike Stensberg – Engineer Senior Administrative




651-296-1133

Mike Tardy – Engineer Senior Administrative




218-723-4960

Mukhtar Thakur – Engineer Princ Admin Transportation



651-296-0364

Nancy Moore – Personnel Director 3






651-296-7207

Nancy Yoo – Engineer Senior Administrative




651-296-4337

Nelrae Succio – Engineer Princ Admin Transportation



507-285-7374

Nicholas Thompson – Transportation Planning Director 



651-582-1406

Pamela Tschida – Fiscal & Admin Services Manager



651-296-3261

Patti Simmons – Engineer Senior Administrative




651-296-7679

Peggy Reichert – Transportation Planning Director




651-284-0501

Randall Halvorson – Assistant Commissioner Transportation


651-296-1344

Ray Starr – Engineer Senior Administrative





651-634-5264

Raymond Rought – Director Aeronautics Program




651-296-8046

Richard Arnebeck – Transportation Division Engineer



651-296-1615

Richard Bautch – Transportation Operations Manager



507-389-3259

Richard Kjonaas – Engineer Princ Admin Transportation 



651-296-9875

Richard Morey – Land Surveyor Administrative




651-296-1131

Richard Peterson – Personnel Director 3





651-296-3648

Richard Post
 - Transportation Program Director




651-297-3591

Richard Stehr – Transportation Division Engineer




651-296-3156

Robert Brown – Engineer Senior Administrative




651-582-1344

Robert Busch – Engineer Princ Admin Transportation



218-828-2463

Robert Hofstad – Engineer Senior Administrative




651-296-8519

Robert McFarlin – Senior Admin Officer





651-297-3099

Robert Winter – Transportation Division Engineer




651-296-8047

Robert Works – Transportation Program Supervisor



651-296-2533

Mn/DOT’s MANAGERS PLAN (continued)
Sarah Kline-Stensvold – Systems Analysis Unit Supervisor


651-296-0371

Scott Peterson – Transportation Finance Management Director


651-296-1363

Sonia Morphew – State Program Admin Manager Senior 



651-296-8895

Steven Hurvitz – Transportation Planning Director




651-296-8060

Steven Kirsch – Engineer Senior Administrative




507-285-7377

Steven Lund – Engineer Senior Administrative




507-280-5542

Susan Groth – Engineer Senior Administrative




651-634-5269

Susan Lodahl – Transportation Program Director




651-282-2270

Susan Mulvihill – Engineer Senior Administrative




651-296-7207

Susan Stein – State Program Admin Manager Senior 



218-828-2467

Tami Bergemann – Admin Management Director 2




507-389-3258

Terrance Zoller – Engineer Senior Administrative




763-797-3091

Thomas Behm – Engineer Senior Administrative




507-537-3617

Thomas O’Keefe – Transportation Planning Director



651-582-1296

Thomas Ravn – Engineer Senior Administrative




651-296-6599

Timothy Henkel – Transportation Operations Manager



651-582-1393

Timothy Lee – Electronic Communications Assistant Director


651-296-3458

Timothy Quinn – Engineer Senior Administrative




651-296-8650

Todd Broadwell – Engineer Senior Administrative




320-214-3682

Valerie Svensson – Engineer Senior Administrative



651-747-2104

Walter Leu – Engineer Senior Administrative




218-723-4960

Ward Briggs – Transportation Program Director




651-405-6099

Wayne Brede – Personnel Director 2






651-297-1895

William Gardner – Transportation Planning Director



651-406-4806

CONTRACT ADMINISTRATORS
Consultant Services administers P/T Contracts for the following Offices:

· Business and Support Services

· Construction and Innovative Contracting (including Design Build Support)

· Civil Rights

· Contract Management

· Electronic Communications

· Environmental Services (including the Cultural Resource Unit)

· Homeland Security

· Human Resources

· Investment Management (including the Research Services Section)

· Maintenance

· Technical Support

· Technology

· Transit

· Transportation Data and Analysis

· Workforce Development

Consultant Services also assists in administering some P/T Contracts for Land Management and Construction.
Following is a list of Consultant Services Contract Administrators and the specific Work Type focus areas for which they administer P/T Contracts:

CSS Administrators

Work Types




Ashley Hartfiel


Architectural Design 
Cultural Resources 
Environmental Investigations






Research

Calvin Robinson


Architectural Design






Environmental Investigations





Training
Debra Forschen


Asbestos and Regulated Waste

Melissa McGinnis


Communications






Computer Services






Homeland Security

Design Build Support






Market Research

CONTRACT ADMINISTRATORS (continued)
Contract Administrators in the Districts/Offices and the Work Types they administer P/T Contracts:
District/Office

Administrator(s)

Work Types




District 1


Roberta Dwyer

All (except when CS must do)

District 2


Bill Pirkl


All (except when CS must do)

District 3


Greg Thompson

Asbestos and Regulated Waste









All Right of Way Work Types




*Project Managers

All (except when CS must do)

District 4


*Project Managers

All (except when CS must do)

District 6


Craig Lenz


All (except when CS must do)





Prentiss Sayeweh

All (except when CS must do)

District 7


Craig Felber


All (except when CS must do)

District 8


Gene East


All (except when CS must do)

Metro



Linn Moline


All (except when CS must do)





Julie Fiereck


All (except when CS must do)





Mark Hagen


All (except when CS must do)

Bridge Office

Victor Crabbe

Bridge Design and Bridge Study





Bob Miller


Bridge Design and Bridge Study

Construction

Sandy Servatius

Construction Training

Freight


Shelly Meyer

All (except when CS must do)

Land Management

Mary Johnson

Right of Way Appraisals





Catherine Ashlin

Expert Witness





Mehrtash Mehran

Aerial Photography and Mapping

Materials


Rich Lamb


All (except when CS must do)
Traffic


Ben Osemenam

All (except when CS must do)

CONTRACTING TERMS
Index

· Audits
· Final

· Pre-Award

· Amendment
· Contract
· Delegation of Authority
· Consultants

· Colleges/Universities

· Corporation

· General Partnership

· Governmental Agency

· Limited Liability Corporation

· Sole Proprietor

· Mn/DOT

· Commissioner of Administration

· Department of Transportation

· Encumbrance Verification

· Exhibit
· Budget

· Invoice

· Key Personnel

· Progress Report

· Scope of Work

· Travel Regulations

· Fixed Fee (Profit)
· Letter of Interest
· MnSCU Colleges
· “Other Public Agencies”
· “Other State Agencies”
· Overhead Rate
· Professional and Technical (P/T) Services Contract
· Proposals
· Cost

· Qualifications

· Selection Committee
CONTRACTING TERMS (continued)

AUDITS
The Audit Office performs Final Audits and Pre-Award Audits.

· Final Audit

Upon completion and receipt of the final invoice, the Audit Office performs Final Audits on most P/T Contracts (exceptions include: Lump Sum Contracts; Contracts < $25K; Appraisal Contracts; and Title Contracts). A final audit includes a review of costs to ensure they are consistent with audit regulations and the Contract terms.
When Contractors submit their final invoice for a project, the Project Manager must confirm that the project has in fact been completed and the final deliverables have been received and accepted. 
Consultant Services will submit the final invoice documentation to the Audit Office.  Project Managers should inform their Contractor that it may take longer to process the final invoice because of the Final Audit process.

· Pre-Award Audit

The Audit Office is required to review and make recommendations on the selected Proposal/Scope of Work and cost estimate for any project that is estimated at or above $50,000. Mn/DOT’s auditors make sure that the Proposal contains no financial errors or other mistakes, clarifies issues and addresses concerns before a P/T Contract is fully executed. The Contract Administrator must then incorporate those recommendations into the development of a P/T Contract. In some cases, the project terms may need to be renegotiated based on the auditor’s recommendations. Pre-qualification Program Contracts, Work Order Contracts, and Certified List Program Contracts are exempt from the Pre-Award Audit requirement.
AMENDMENT
Reminder: An Amendment is needed for changes to the Contract time (expiration date), scope of work and/or compensation

Your Contractor has begun work and, as the project has progressed, both the Contractor and the Project Manager realize that they need to complete additional work or require additional time to complete the project. 
To develop an Amendment, the Project Manager must discuss the additional work with the Contractor and ask for a written proposal that documents the additional tasks, schedule, deliverables, and budget, as applicable.

It is the Contractor’s responsibility to recognize and identify the need for additional tasks.  The P/T Contract terms and conditions call for the Contractor to notify the Project Manager, in writing, if the Contractor will be delayed from completing the project as a result of the need for additional tasks.

CONTRACTING TERMS (continued)

CONTRACT
In their most basic form, Contracts detail the terms of an agreement between the parties involved and legally bind both parties to those terms. As a formal written agreement, Contracts state the duties that an individual or company will perform and the compensation they will receive in exchange for performing those duties. Contracts entered into by Mn/DOT must be in writing, Mn/DOT does not recognize oral agreements as binding.

A Contract contains both project-specific information and general terms and conditions that apply to all projects. Contracts between Mn/DOT and Contractor’s spell out expectations for projects, including the goods and services to be provided by all parties involved and the timeframe for delivery of those services.

Contracts also include appropriate policies and legal provisions, including those that are required by state and federal rules, regulations, ordinances, and laws.

DELEGATION OF AUTHORITY
Execution of a P/T Contract or Amendment requires several signatures to bind Mn/DOT and the hired Contractor into an agreement.

When getting P/T Contracts and Amendments approved, only certain parties have the appropriate delegation of authority to sign on behalf of the Contractor. Below is a listing of qualified personnel (titles) to enter into Contracts with Mn/DOT:
· Colleges/Universities
· President, Vice President, Chancellor, or Dean
· Corporation

· President, Vice President, CEO, CFO, Secretary, or Treasurer
· General Partnership

· General Partner
· Governmental Agency
· Commissioner or Deputy Commissioner
· Limited Liability Corporation (LLC):
· Chief Manager
· Sole Proprietor

· Owner or Sole Proprietor
If the qualified personnel described above do not sign the P/T Contract, a written delegation of authority is required for the person who does sign. A Delegation of Authority is a form that is notarized by the company/agency verifying that the person who signs the P/T Contract has the authority to do so.











CONTRACTING TERMS (continued)
There are also three internal signatures required on every P/T Contract and Amendment. As with Contractors, only certain parties have the appropriate delegation of authority to sign on behalf of the Mn/DOT:

· Commissioner of Administration:
· Department of Administration (for certain Contract Types and Contract Amounts, the Office of Contract Management may sign)

· Department of Transportation:
· Mn/DOT’s Commissioner, Deputy Commissioner, and Division Directors (others have limited delegation to sign P/T Contracts)

· Encumbrance Verification:

· Office of Finance
EXHIBIT
All P/T Contracts require exhibits to be attached and incorporated to the Special Terms and General Terms of the P/T Contract. Following are the exhibits commonly used in P/T Contracts:

· Budget Details

The Budget Details Exhibit is where the hours and costs of the project are broken down. This Exhibit should breakdown the labor (including overhead and fixed fee rates, as applicable) and expenses that will be incurred throughout the project. A Budget Details Exhibit should always be done EXCEPT for Lump Sum P/T Contracts. The Budget Details breakdown also applies to Subcontractor costs.

· Invoice

The Invoice Exhibit is required for all P/T Contracts. The Invoice Exhibit is what the Contractor must use when billing Mn/DOT for payment. With the recently implemented Activity Based Invoicing process, it is very important that this Exhibit be correctly completed and attached to your P/T Contract. Contractors should be billing Mn/DOT for payment on a monthly basis, with the exception of Lump Sum P/T Contracts where Contractor’s should bill based on the schedule prescribed in the Contract.
· Key Personnel
A Key Personnel Exhibit is commonly used when you are doing a P/T Contract following an RFP Process, where a project team is usually an important factor in the selection of a Contractor. A Key Personnel Exhibit lists the personnel who will be working on the project and what they are responsible for. The key personnel information could also be included as part of your Scope of Work.

· Progress Report

The Progress Report Exhibit is a form that Contractors use to keep the Project Manager informed of their progress on both the budget and the project as a whole. The Progress Report Exhibit is completed and submitted monthly along with the Invoice Exhibit. The Progress Report Exhibit is not always required for Lump Sum P/T Contracts.
CONTRACTING TERMS (continued)
· Scope of Work
The Scope of Work Exhibit includes the who, what, where, when, why and how of the project. It is very important to be as descriptive and in depth in this exhibit as possible, as this is how we hold a Contractor responsible to complete the work in the time frame required. The Scope of Work is not always an attachment; it may be included directly in the special terms of the P/T Contract.

· Travel Regulations

The Travel Regulations Exhibit is an up to date listing of the approved Mn/DOT Reimbursement Rates for Travel Expenses. The Travel Regulations Exhibit should always be included, EXCEPT for Lump Sum P/T Contracts.
FIXED FEE (PROFIT)
Fixed fee is the profit a Contractor receives on a project. Fee and profit generally mean the same thing in Mn/DOT. Fixed means it is fixed at a specific dollar amount, which is calculated on a project by project basis, based on a percentage established by the Contract Administrator using the Fixed Fee Rate Worksheet. Calculated Fee will be between 9-15%, depending on the Worksheet calculations.
LETTER OF INTEREST
When a Prequalification Announcement is advertised for a project, interested pre-qualified Contractors submit a Letter of Interest. A Letter of Interest is a 5 page response, which should include the responder’s key personnel for the project, a project understanding, estimated deliverables, overall project timeline and a work plan (a Cost Proposal is NOT included in the Letter of Interest phase of the Pre-Qualification program). When Letters of Interest are received, a Selection Committee meets to rate the Letters of Interest and select the most qualified Contractor based on their Letter of Interest.

MINNESOTA STATE COLLEGES AND UNIVERSITIES COLLEGES
The Minnesota State Colleges and Universities (MnSCU) system is made up of 32 institutions, 25 two-year colleges and seven state universities. The MnSCU system is separate from the University of Minnesota. The law creating the system was passed by the Minnesota Legislature in 1991 and went into effect July 1, 1995. The law merged the state’s community colleges, technical colleges and state universities into one system, instead of three separate governing boards and three chancellors, there is now one board and one chancellor for the entire system.

“OTHER PUBLIC AGENCIES”
Joint Powers Agreements are done with “other public agencies”. These include cities, counties, townships, school districts, or other political subdivisions of Minnesota or another state, the University of Minnesota, or any federal agency.
CONTRACTING TERMS (continued)
“OTHER STATE AGENCIES”
Interagency Agreements are done with “other state agencies”. These include any executive branch department or board, the judicial branch and any legislative commission, and MnSCU Colleges. The University of Minnesota and Metropolitan Council are not included in this category.

OVERHEAD RATE
An Overhead Rate, or Indirect Cost Rate, is the method used by companies to recover costs not specifically identifiable to projects. In Mn/DOT’s case, companies should also include overhead computer/CADD, in-house reproduction, and other company owned equipment costs that they may be able to identify to a project into their Overhead Rate. For example company owned vehicle mileage and other pieces of company owned equipment may be billed to some clients. Company owned equipment is usually billed direct at unsupportable rates, thus we just allow recovery through the overhead rate. As of January 31, 2005, Mn/DOT has an overhead rate cap of 155%.  Drilling and Aerial Photography Overhead Rates are NOT capped.
PROFESSIONAL/TECHNICAL CONTRACT
You most likely will use a P/T Contract for the vast majority of your projects. P/T Contracts are designed for projects that require services that are “intellectual” in nature, such as consultation, analysis, training, evaluation, prediction planning, programming, or recommendations. P/T Contracts result in the production of a report or the completion of a task. P/T Contracts do not usually include provisions for supplies or materials, unless incidental or approved by the Commissioner of Administration. In the cases of Contracts for other types of services that are not intellectual in nature, you must contact the Office of Contract Management for assistance. P/T Contracts may be written for all dollar amounts.

PROPOSALS
When you must follow the Formal RFP, Informal RFP, or the Over $800,001 Pre-Qualification Program process to award a P/T Contract, you will receive Cost and Technical Proposals from Contractors interested in the project.

· Cost Proposal

When a project is advertised, interested and experienced Contractors submit a Cost Proposal along with, but separate from, their Technical Proposal. A Cost Proposal includes the responder’s estimated hours and costs (labor, fixed fee rate, overhead rate, and expenses, as applicable). Cost Proposals are only reviewed by the Contract Administrator and are not rated by the Selection Committee. Cost points are determined based on the comparison of all Cost Proposals.











CONTRACTING TERMS (continued)
· Technical Proposal

When a project is advertised, interested and experienced Contractors submit Technical Proposals for review by Mn/DOT employees experienced in that type of work. A Technical Proposal includes the responder’s company information, project understanding, estimated deliverables, overall project timeline, and work plan (no mention of cost may be included anywhere in the Technical Proposal). When Technical Proposals are received, a Selection Committee meets to rate the Technical Proposals and select the most qualified Contractor based on their Technical Proposal.

SELECTION COMMITTEE
When a project is advertised and the Proposals have been received, the next step is holding a Selection Committee. Project Managers are responsible for identifying the members of the Selection Committee that will evaluate the Technical Proposals. Selection Committees must include the Project Manager unless they are also the Contract Administrator or a Conflict of Interest arises.  A member of Mn/DOT’s Manager’s Plan MUST serve on the Committee.  The Selection Committee should include other technical experts and individuals from functional areas that are involved with project. A Selection Committee typically consists of three to five participants.

Contract Administrators are responsible for scheduling the Selection Committee meeting as soon after the Proposal deadline as possible, allowing enough time for Selection Committee members to review the Technical Proposals in advance of the meeting.

Each member of the Selection Committee must complete an individual review of the Technical Proposals, complete their evaluation forms, and come to the meeting prepared to discuss the Technical Proposals and their evaluations. It is important that all Selection Committee members review and evaluate Proposals in advance. As part of their independent review, Selection Committee members assign points to the criteria, depending on their evaluation of the Technical Proposal. They rank the Technical Proposals according to the total scores, with the highest score receiving the top ranking.

The Contract Administrator will facilitate a discussion among members about the quality of the Technical Proposals, the qualifications and experience of key personnel and other issues that impact the Technical Proposals. Based on the discussion, Selection Committee members may change their scoring or ranking. Selection Committee members then read their scores and rankings one at a time and determine the average score and ranking for each responder.
For projects where a Cost Proposal is included, the Selection Committee members will not know any information pertaining to the proposed cost of the project. The Contract Administrator assigns points to each responder based on their cost and reveals the costs and cost points awarded to the Selection Committee once the technical points have been announced and assigned.
P/T CONTRACT TYPES
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P/T CONTRACT TYPES (continued)
ANNUAL PLAN AGREEMENT (Direct Select)
For projects that cost less than $5,000, you may want to see if you are able to use an Annual Plan Agreement instead of the Direct Select process. A sub-set of P/T Contracts, the Annual Plan Agreement covers five service categories; trainers and speakers, expert witnesses, technical assistance (computer training, audio-visual assistance, panels of technical experts, etc.), title searches, and translators/interpreters.

Projects must fall into one of the five categories. If you think an Annual Plan Agreement might apply, contact Consultant Services for assistance. No single vendor can receive more than $5,000 in Annual Plan Agreements per fiscal year.

CERTIFIED LIST PROGRAM (Direct Select)
Consultant Services administers and manages Certified List Programs. There are several established Certified List Programs of qualified Contractors in particular functions or areas of expertise at any given time. A Certified List is established through a Request for Proposal (RFP) process. The RFP for establishing a Certified List Program requests Contractors to submit their qualifications for a specific type of technical service. After establishing a Certified List Program, a project-specific description is sent to an approved Contractor on that list, who in turn submits a cost estimate and Scope of Work for that project.

DIRECT SELECT CONTRACT (Direct Select)
Direct Selection applies to projects that are estimated at or below $5,000. Because the value of the Contract is small, you can hire a Contractor without going through a competitive process. A Direct Select P/T Contract may not ever exceed $5,000.

FORMAL REQUEST FOR PROPOSAL (Non-Direct Select)
A “Formal” RFP is a P/T Contract Notice that is posted in the State Register and/or placed on Consultant Services external web site. The “Formal” RFP is used for projects estimated at or over $100,000 that cannot utilize the Pre-Qualification Program. The “Formal” RFP is used to solicit Proposals from Contractors. Once Proposals are received, a Selection Committee is held to choose the most successful responder to complete the project.

INFORMAL REQUEST FOR PROPOSAL (Non-Direct Select)
An “Informal” RFP is a P/T Contract Notice that is posted in the State Register and/or placed on Consultant Services external web site. The “Informal” RFP is used for projects estimated below $100,000 that cannot utilize the Pre-Qualification Program. The “Informal” RFP is used to solicit Proposals from Contractors. Once Proposals are received, a Selection Committee is held to choose the most successful responder to complete the project.

P/T CONTRACT TYPES (continued)
INTERAGENCY AGREEMENT (Direct Select)
An Interagency Agreement is a formal, written agreement between two or more state agencies for services. Interagency Agreements detail the duties and responsibilities that each agency agrees to perform. The Interagency Agreement is not to be used with any local units of government, the Metropolitan Council, or the University of Minnesota.

JOINT POWERS CONTRACT (Direct Select)
Joint Powers Contracts are used for agreements with other public agencies. Joint Powers Contracts are usually entered into when one party is selected to exercise the power that all parties share or when one party is selected to exercise its powers on behalf of the other party or parties.

A Joint Powers Contract may include a private Contract only as a Subcontractor to the public agency. In such Contracts, you want to clarify any issues surrounding Subcontractors and payment of Subcontractors. In this case, you must include a section within your Contract about the selection and payment of Subcontractors.

PRE-QUALIFICATION PROGRAM (Direct Select under $100K; Non-Direct Select under $100K)
Consultant Services, working in conjunction with the Consultant Reform Committee, the American Council of Engineers Companies (ACEC), the Department of Administration and others throughout Mn/DOT, has developed a model for Contractor usage. The ultimate goal of this model is to streamline the process of Contracting for highway related P/T services. This program requires Contractors, both prime and sub, to be Pre-Qualified prior to receiving work from Mn/DOT. For work not covered under any Pre-Qualification Work Type, Contractors may utilize subcontractors at their discretion.
Consultant Services manages and maintains the Pre-Qualification Program and ensures that it is in accordance with Minnesota statutes and Mn/DOT policies.  Contractors renew their Pre-Qualification submittals every two years.
For P/T Contracts that are less than $100,000, Project Managers may directly select a Contractor based on the Pre-Qualified information that Contractors submit for specific type/work group categories.  There is NO cost involved in selection.  Cost is negotiated with the selected Contractor.  There is no official “rotation” but Consultant Services does monitor selection practices.
For P/T Contracts that are between $100,001 and $800,000, Project Manager’s must work with a Contract Administrator to advertise their project, requesting that Pre-Qualified Contractors who are interested in the project to reply with a Letter of Interest. When the advertisement period closes, the Contract Administrator will assemble a Selection Committee and a Contractor will be selected based on the Letters of Interest. There is NO cost involved in selection.  Cost is negotiated with the selected Contractor.
P/T CONTRACT TYPES (continued)
For P/T Contracts that are over $800,001, Project Manager’s must work with a Contract Administrator to advertise their project, requesting that Pre-Qualified Contractors who are interested in the project to reply with a Letter of Interest. When the advertisement period closes, the Contract Administrator will assemble a Selection Committee to establish a short list of three to five responders for final consideration. Once the short listing is complete, the Contract Administrator, in coordination with the Project Manager, will develop a Pre-Qualification RFP, requesting a “best value” Proposal, and directly mail it to the short listed firms. The same Selection Committee will then meet to select a Contractor based on its best value selection procedures and policies.

SINGLE SOURCE CONTRACT (Direct Select)
Under certain, limited, circumstances, you may select a Contractor as a Single Source. You might feel that there are compelling reasons to select a certain Contractor that is not part of a program. For example, a Contractor may be the “only reasonable source” of services. Be forewarned: you must provide written documentation that your reasons for a single source selection meet statutory criteria. The Office of Contract Management and the Department of Administration review the documentation and must agree that the Single Source exception meets statutory criteria.

T-CONTRACT PROGRAM (Non- Direct Select)
T-Contracts, also known as Master Contracts, are an established pool of qualified Contractors put in place in advance of individual project work, much like a Certified List does. The program differs from certified lists in the following ways; 1) T-Contracts are for a certain maximum amount over a maximum period of five years, and 2) The Department of Administration requires that the work be distributed equally among all selected Contractors. As a result, Contractors for projects are selected on a rotating basis. When a Mn/DOT District or Office decides to utilize a T-Contract program, Consultant Services assigns the Contractor who is next on the rotation list.

· Work Order Contract (Direct Select)
Work Order Contracts are used when doing a Contract for a specific project under an established T-Contract Program. When you have a specific project you need done, Consultant Services will assign you a Contractor from the T-Contract Program. You will then use a Work Order Contract to solidify the terms and conditions of that specific project.

ROLES AND RESPONSIBILITIES
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ROLES AND RESPONSIBILITIES (continued)
CONSULTANT COORDINATOR
Consultant Coordinators are responsible for approving district/office Contract Requisition/Contract Process Start (CPS) forms, establishing and maintaining a district/office consultant spending plan and acting as a liaison between district/office Project Managers/Contract Administrators and Consultant Services.

CONTRACT ADMINISTRATOR
A Contract Administrator, also known as “Authorized Agent” in P/T contracts is responsible for writing and administering Contracts. Contract Administrators handle the day-to-day details of the Contracting process. Contract Administrators are responsible for monitoring the Contractor’s performance and have final authority to accept or reject the services provided under the Contract.
CONTRACTOR
A Contractor, also referred to as the “Consultant”, is the entity in which Mn/DOT Contracts with to perform services and/or provide Mn/DOT with goods. Depending on the type of Contract, the “Contractor” may be known as Contractor, Governmental Unit, or an agencies acronym.

A Contractor’s sole responsibility is to carry out the tasks and provide the goods and services requested and agreed upon within the Contract. Depending on the Contract’s terms and conditions, Contractor’s are responsible for (but not limited to): preparing for and attending meetings and/or conferences; completing several types of research and collecting background information; completing several types of fieldwork; completing and submitting design plans, project specific reports, appraisals, and title certificates, and providing expert witness services. Contractors are also responsible to keep in close contact with their Project Manager.

COORDINATION BETWEEN PARTIES
Contract Administrators handle the day-to-day details of the Contracting process while Project Managers focus on the technical aspects of the project. For Contract Administrators to complete their job they need information from the Project Manager detailing the entire project and the selected Contractor. For Project Managers to keep the project moving, they need the assistance and expertise of Contract Administrators. Information from Project Managers is critical to Contract development and Contractor evaluation, and the work of Contract Administrators allows Project Managers to focus on managing daily project demands. 

ROLES AND RESPONSIBILITIES (continued)
The Project Managers identify needs for a Contractor and collaborate with a Contract Administrator to determine the best approach to meeting that need through the Contracting process. Contract Administrators rely on information from Project Managers to write an accurate description of desired services, to evaluate Proposals and to manage the Contractor’s activities.

In addition, Project Managers and Contract Administrators also collaborate with Consultant Services and the Office of Contract Management on Contract Administration. Both Consultant Services and the Office of Contract Management play important roles in facilitating the Contract Administration process, managing activities that help improve Contracting policies and procedures and in providing central expertise and assistance to districts and offices.

During the project, the Project Manager and Contract Administrator continue their collaboration. Project Managers oversee the overall project progress and monitor the Contractor’s performance while Contract Administrators assist with administrative duties including invoice processing.
DEPARTMENT OF ADMINISTRATION
The Department of Administration has contracting authority for the state through statute, sets policies, procedures, standards, and guidelines for state agencies, reviews and approves Contracts, as appropriate and ensures that Mn/DOT remains in compliance with state statutes.

Mn/DOT’S AUDIT OFFICE
The Audit Office conducts pre-award audits, reviews invoices, and completes Contract closeouts and final audits.

Mn/DOT’S CONSULTANT SERVICES SECTION
Consultant Services focuses on developing and managing activities that help improve Contracting policies and procedures, including establishing programs and collecting data on consultant project costs – information not currently available to Mn/DOT’s districts and offices – and improving the Contractor Evaluation process. In turn, Mn/DOT’s districts and offices will use this data to improve the quality and speed of their decisions.

Consultant Services currently reviews and approves spending plans, monitors district encumbrances, performs Contract encumbering, acts as a liaison with the Audit Office, and pays Contractor’s invoices, as well as develops policies and procedures, provides ongoing training, and manages programs. Consultant Services also assists in conflict resolution, develops Contract-related forms for use throughout Mn/DOT, and maintains the Consultant Services web site.

ROLES AND RESPONSIBILITIES (continued)
Consultant Services can help with the following issues:

· Budgeting and Spending Plans

· Contract Processes

· Contract Programs

· Preparation of RFP’s
· Consultant Selection Process

· Contract Preparation and Execution

· Policies and Procedures

· General Terms and Conditions Information

· Contract Language Clarification

· Potential Conflicts of Interest

· Contract Forms

· Conflict Resolution between Contractors and Mn/DOT’s Districts/and Offices

· Consultant Database Establishment and Management

· Ongoing Training on Contract Administration
· Contract Encumbrance and Payment
· Contract Closeout

Mn/DOT’S OFFICE OF CONTRACT MANAGEMENT
The Office of Contract Management ensures that Contract and Contract Administration processes contain the necessary legal requirements.

The Office of Contract Management reviews and approves all Contracts, facilitates the execution of Contracts, ensures compliance with all policies and laws, and provides assistance on legal issues to Contract Administrators and Project Managers.

The Office of Contract Management can help with the following issues:

· Legal Concerns

· Contract Processes

· Contract Programs

· Policies and Procedures

· Serving as a Liaison between Mn/DOT and the Department of Administration and the Attorney General’s Office

· Preparation of RFP’s
· General Terms and Conditions Information

· Contract Language Clarification

· Potential Conflicts of Interest

· Master Technology Contracts

ROLES AND RESPONSIBILITIES (continued)
PROJECT MANAGER
Project Managers are responsible for monitoring the Contractor’s performance and progress, signing progress reports, reviewing billing statements and making recommendations to the Contract Administrator for acceptance of Contractor’s goods or services, and certification for payment of each Invoice submitted. It is the Project Manager’s responsibility to keep the Contractor on track, make sure the Contractor is not exceeding the Contract Amount and make sure that they do not start work prior to Contract execution or work past the Contract Expiration Date.

SUBCONTRACTOR
A Subcontractor is the entity in which the prime Contractor Contracts with to assist them in the performance of their Contract with Mn/DOT. Subcontractors must be approved by Mn/DOT prior to use and Scope of Work and budget details for Subcontractors must be clearly defined within the Contract between Mn/DOT and the prime Contractor.
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P/T CONTRACT DOCUMENTS (continued)

16A 16C Form (link to form)
This form is completed by the Project Manager, in coordination with the Contract Administrator, and submitted to the commissioner’s office for approval to begin work prior to the encumbrance of Contract funds and/or Contract execution.

Amendment Form (link to form)

This form is used when an existing Contract needs to be amended for time (expiration date), scope of work, or compensation.

Amendment Pre-Approval Form (link to form)
This form must be completed when a proposed Amendment will cause the Original Contract to exceed the original dollar amount or expiration date, or if the proposed Amendment is requesting additional scope of work.
Assignment Agreement (link to form)
This form is used when an existing Contract with a Contractor is transferred to another Contractor to finish the work.

Certification Form (link to form)
This form must be completed for every Contract that will exceed $5,000 (with the exception of Interagency Agreements).

Certification Form Pre-Approval Form (link to form)
This form is used to “amend” a certification form when the Contract cost or duration changes between the original certification and Contract execution.

Change Order Form (link to form)
This form is used to reflect clarifications of, and make minor changes to, the original Contract. For example, if the Contractor’s Project Manager changes and they specifically want “legally” reflected, you would do a Change Order since the change does not affect the time, scope of work or compensation.
Commissioners Letter (link to form)
This form must be completed by the Project Manager, in coordination with the Contract Administrator, and must be approved by the commissioner’s office for every Contract that exceeds $50,000. This form is completed during the Contract close out process.

Consultant Conflict of Interest (link to form)
This form must be completed by the Contractor for every Contract that exceeds $5,000 (with the exception of Interagency Agreements). This form should be sent to the Contractor for completion along with the Contract when sent for signature.
P/T CONTRACT DOCUMENTS (continued)

Contract Annual Plan (link to form)
This form is used when Mn/DOT does not have staff with the required skills or training (speakers, trainers, expert witnesses). Contact Consultant Services for more details.

Contract Check List (link to form)
This is the standard Contract/Amendment check list used by Consultant Services when reviewing Contracts. Contract Administrators should use this form as a tool for preparing their Contract or Amendment.

Contract Design Build Stipend (link to form)
This form is used as a stipend for unsuccessful respondents on the design build program.

Contract High Risk (link to form)
This form is used to prepare a Contract exceeding $100,000; however, Contracts under $100,000 should also be done on this form if it is considered a high risk project.

Contract Interagency (link to form)
This form is used to prepare a Contract between Mn/DOT and other state agencies.

Contract Interagency with Mn/SCU Colleges (link to form)
This form is used to prepare a Contract between Mn/DOT and Mn/SCU colleges specifically providing training services to Mn/DOT.

Contract Joint Powers (link to form)
This form is used to prepare a Contract between Mn/DOT and other public agencies.

Contract Low Risk (link to form)
This form is used to prepare a Contract up to $100,000; however, Contracts under $100,000 for projects considered to be high risk should be done on the Contract High Risk form regardless of cost.

Contract Process Start Form (link to form)
This form is completed by Contract Administrator’s and submitted to Consultant Services for all Contracts and Amendments written by a Contract Administrator outside of Consultant Services.

Contract Work Order (link to form)
This form is used to prepare a Work Order Contract under an established Master Contract.

Contractor Signature Letter (link to form)
This is a template letter to use when a Contract is being submitted to a Contractor for approval and signature.

P/T CONTRACT DOCUMENTS (continued)

Emergency Authorization Form (link to form)
This form is used when requesting to begin work prior to Contract execution (funds for the project must already be encumbered to utilize this form). This form may only be used in very limited situations, contact Consultant Services for assistance.
Encumbrance Form (link to form)
This form must be filled out by the Contract Administrator and submitted to Consultant Services for the funds to be encumbered.

Fixed Fee Rate Worksheet (link to form)
This form must be used to calculate the fixed fee rate to use for every Contract which utilizes a fixed fee.

Foreign Outsourcing Location of Service Disclosure (link to form)
This form must be filled out by the Contractor for every contract exceeding $5,000 (with the exception of Interagency Agreements). This form should be sent to the Contractor for completion along with the Contract when sent for signature.

Foreign Outsourcing Report (link to form)
This form must be completed and signed by the Contract Administrator for each Contract exceeding $5,000 (with the exception of Interagency Agreements). This form is routed for signature when routing the Contract for internal signatures.

Funding Approval Request Form for Carryover/Tails (link to form)
ONLY APPLICABLE WHEN OFFICES ARE USING THEIR CONSULTANT SERVICES ALLOCATION FOR FISCAL YEAR 2007

This form must be used to authorize the use of funding for Carryovers/Tails not previously authorized/approved. This form should be submitted to Consultant Services along with the Contract Process Start Form/Requisition Form. Consultant Services will route the form for the Division Director’s signature.

Funding Approval Report Form for New projects (link to form)
ONLY APPLICABLE WHEN OFFICES ARE USING THEIR CONSULTANT SERVICES ALLOCATION FOR FISCAL YEAR 2007

This form must be used to authorize the use of consultant funding for a new project replacing a previously authorized/approved project. This form should be submitted to Consultant Services along with the Contract Process Start Form/Requisition form. Consultant Services will route the form for the Division Director’s signature.

General Terms and Conditions (link to form)
The general terms and conditions must be incorporated into every High Risk Contract and formal RFP.
P/T CONTRACT DOCUMENTS (continued)

Invoice Form (link to form)
This is the standard invoice form Contractors MUST use when billing Mn/DOT for payment on any type of P/T Contract. This form MUST be incorporated into every P/T Contract as an Exhibit.

Notice to Proceed (link to form)
This is an example of a letter that is sent to the Contractor authorizing them to begin work. This letter must be sent along with the fully executed Contract.

Performance Evaluation Form (link to form)
This form must be completed by the Project Manager and the Contract Administrator for every Contract to evaluate the Contractor’s performance, regardless of Contract amount. This form is completed during the Contract close out process.

Pre-Award Audit Information Package (link to form)
This packet must be completed by the Contractor for any Contract exceeding $50,000 (with the exception of Contracts administered off of the Pre-Qualification Program, a Certified List Program or a T-Contract Program).

Pre-Award Audit Request Letter (link to form)
This letter is used to request the Audit Office to complete their Pre-Award Audit.
Prequalification Announcement (link to form)
This form is used to request Letters of Interest from Contractors on the Pre-Qualification Program (for any level exceeding $100,000).

Prequalification Letter of Interest Rating Form (link to form)
This form is used by Selection Committee members to record their individual scores and comments for each Pre-Qualification Letter of Interest ($100,001 - $800,000) received. Information contained in this form must match what is identified within the Pre-Qualification Announcement.

Prequalification Ranking Form (link to form)
This form is used during the Selection Committee meetings to record all of the scores.

Prequalification Request for Proposals (RFP) (link to form)
This RFP is used under the Pre-Qualification Program. It is used for projects estimated over $800,001 and is distributed only to the short listed firms.

Prequalification RFP Rating Form (link to form)
This form is used by Selection Committee members to record their individual scores and comments for each Pre-Qualification Proposal (over $800,001) received. Information contained in this form must match what is identified within the Pre-Qualification RFP.

P/T CONTRACT DOCUMENTS (continued)

Prequalification Successful Respondent Letter (link to form)
This letter is sent to a Contractor when they are awarded a Contract through the Pre-Qualification Program selection process.

Prequalification Unsuccessful Respondent Letter (link to form)
This letter is sent to unsuccessful respondents when they submit a Letter of Interest but are not selected.

Price Data Sheet (link to form)
This sheet MUST be completed for every Contract awarded through a selection process where cost is taken into consideration. This form MUST be completed and signed by the Contract Administrator and sent along with the Contract for internal signatures.

Progress Report Form (link to form)
This is a standard progress report to be used as an Exhibit with every Contract (with the exception of Contracts being paid via a Lump Sum).

Project Authorization Form (link to form) (link to form instructions)
This form MUST be done on every Contract to obtain a job number for the project. This form must be approved by the finance office prior to encumbering funds. *Also known as a “TC08” form*

Requisition Form (link to form)
This form must be completed by the Project Manager and submitted to Consultant Services when requesting to have Consultant Services administer a Contract.

RFP – Formal (link to form)
This is the “formal” RFP used to solicit Proposals from Contractors for project’s estimated to exceed $100,000. (Also called the “full process” RFP)
RFP – Informal (link to form)
This is the RFP used to solicit Proposals from Contractors for projects estimated between $5,000 and $100,000. (Also called an “Informal Solicitation”)
RFP Ranking Form (link to form)
This form is used during Selection Committee meetings to record all of the scores.

RFP Rating Form (link to form)
This form is used by Selection Committee members to record their individual scores and comments for each Technical Proposal received. Information contained in this form must match what is identified within the RFP.

P/T CONTRACT DOCUMENTS (continued)

RFP Successful Respondent Letter (link to form)
This letter is sent to a Contractor when they are awarded a Contract through the RFP selection process.

RFP Unsuccessful Respondent Letter (link to form)
This letter is sent to unsuccessful respondents when they submit a Proposal but are not selected.

Selection Committee Approval of Committee Memo (link to form)
This letter must be completed by the Contract Administrator and routed to the commissioner’s office to obtain approval of the Selection Committee members.

Selection Committee Approval of Selection Memo (link to form)
This letter must be completed by the Contract Administrator and routed to the commissioner’s office to obtain approval of the successful respondent.

Selection Committee Conflict of Interest Memo (link to form)
This form must be completed and signed by each member of the Selection Committee, verifying whether or not they have a conflict of interest with any of the responding Contractor’s, and is kept in the Contract Administrator’s Contract file.

Single Source Justification Form (link to form)
This form must be filled out and submitted along with the certification form when a single source request is made.

Travel Regulations (link to form)
These are the standard Mn/DOT travel regulations. This form is to be used as an exhibit in every Contract.
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Section 4
project manager guide

Detailed step-by-step instructions for consultant management from project conception through Contract closeout
Prior to Contract Execution
(Items in red indicate key areas/exercises from the classroom training)
1.
Identify Needs
2.
Cost Estimate
3.
Funding
4.
Scope of Work
5.
Refine Cost Estimate
6.
Contact Consultant Coordinator
7.
Contract Process Start (CPS) Form/Requisition Form
8.
Certification Form
9.
Request for Proposal (RFP)/Pre-Qualification Announcement
10.
Negotiations for Direct Select Contracts
11.
Signature Process for Direct Select Contracts
12.
Advertisement Period (question and answer period responsibilities)
13.
Selection Committee Formation
14.
Selection
15.
Negotiations









16.
Pre-Award Audit








17.
Contract
18.
Notice to Proceed
19.
Violation Forms
20.
Kick-Off
1. Identify Needs

2. Cost Estimate

3. Funding

[image: image46]
Project Manager Action

· Identify the need to outsource P/T work to a Contractor

· Estimate the cost of the work

· Establish funding source (gather Fund, Appropriation, and Organization numbers)

Project Manager Action Details:

1.
Identify Needs
Project Managers should plan for a P/T Contract as early as possible to make sure that the contracting process starts well before you need the Contractor to start working. The Contractor’s work on the project cannot legally begin before a Contract is signed and fully executed.

By planning far in advance, you give yourself enough time to find and hire the right Contractor for the job. Remember: You cannot ask a Contractor to begin work on a job before a Contract is fully executed.

How early is early?

Section 5 of this manual contains time lines for each District and Office in Mn/DOT for the P/T Contracting Process.  Keep in mind that these time lines are approximate and you should always allow for extra time if possible.  Better to be ahead than behind!

Big Picture / Planning Ideas / Things to Think About:

· If applicable, discuss the concept of the project with the appropriate areas such as the planning staff

· Team up with local partners – discuss the need for a project/study in order to share cost

· Consider if City/Government/other State Agencies have input into the Scope of Work (cost participation?)

· Balance in-house workloads by use of a Contractor

· Question and/or determine the value of the project/study

· Advocate for certain projects to be done by a Contractor as opposed to other projects

· District/Office management team will have insight on workload issues

· Know status of district Consultant Allocation budgets…check with your Consultant Coordinator!

· Regional priorities/statewide

· Managing local expectations – if applicable, make sure that locals are aware of all Mn/DOT standards (for example the Highway Project Development Process (HPDP)) so environmental documents are done correctly

· Maintenance – would early input from right-of-way (R/W) be helpful?

· Statewide consistency with others

· What would happen if this work was not done?

· Project size – affect on moving forward (Budget Busters)

· Meet to discuss upcoming Contractor needs with all functional areas

· Maximize the budget by doing some tasks in-house

· Consider all functions when estimating a budget

· Begin with the end in mind

· Internal meetings to discuss needs

· Anticipate pitfalls by having appropriate areas involved from the start

· Consider seasonality of the work (fieldwork)

· Consider the letting date in scheduling

· Do we have the expertise available within Mn/DOT?

· Scheduling – how long should this take?

2. Cost Estimate
To ensure the spending plan includes enough funding for project completion, you must determine a rough cost estimate. Past projects may offer you information about potential costs. Consultant Services has a database (CART) that tracks the costs of past projects throughout Mn/DOT.

3. Funding
As the Project Manager, you should have a firm grasp on available funding before you continue to prepare for a P/T Contract.  If you plan on using the Consultant Services Allocation, check with your Consultant Coordinator and make sure that there is money available for the current and subsequent fiscal years.
THE BALANCE OF THIS PAGE IS INTENTIONALLY LEFT BLANK
4.
Scope of Work
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Project Manager Action
· Write the Scope of Work

The most important aspect of a Contract is the Scope of Work.

What makes a good Scope of Work?  Follow the ABCs:

A. State the obvious

B. Eliminate “gray” areas

C. Use “will” or “must” instead of “shall”

D. Declarative sentences

E. Avoid ‘non-outlined’ lists

F. Use outline format

G. No legalese
H. No technical jargon

I. Avoid ambiguity

J. Avoid judgmental terms

K. Who, What, Where, When, How

L. 20-30 word sentences

M. Say it once

N. Use 4 eyes!

O. Interim deliverables clearly stated with submittal format and corresponding quantity requirements

P. Final deliverables clearly stated with submittal format and corresponding quantity requirements
Q. Due dates

R. Define technical terms and words not found in everyday vernacular
S. Spell out Acronyms the first time they appear
T. Define and clearly state standards that apply
U. Avoid passive-voice
V. Short sentences

Many Scope of Work examples are available by contacting the Consultant Services Help Desk at 651-297-7505.  Remember, there are few projects that have never before been tackled.  Therefore, there is probably a Scope of Work out there from which you can draw inspiration.  Do not reinvent the wheel, just make the wheel better!  Refer to the classroom Scope of Work exercise for more information.

5.
Refine Cost Estimate

6.
Contact Consultant Coordinator

7.
Contract Process Start (CPS) Form/Requisition Form

8.
Certification Form

9.
Request for Proposal (RFP)/Pre-Qualification Announcement

10.
Negotiations for Direct Select Contracts

11.
Signature Process for Direct Select Contracts
12.
Advertisement Period (question and answer period responsibilities)

13.
Selection Committee Formation
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Project Manager Action
· Refine your cost estimate the best you can

· Contact Consultant Coordinator and they will assign you a Contract Administrator who will guide you through the next steps in the process.  If this is a Direct Select Contract, your main job will be negotiations.
Project Manager Action Details:
5.
Refine Cost Estimate
At this point in the process you are ready to get the Contract up and rolling.  After you write the Scope of Work, you may need to refine your cost estimate.  There may be some items that were added or deleted that will change your estimate of how much the project will cost.

6. Contact Consultant Coordinator
7. Contract Process Start (CPS) Form / Requisition Form
At this point, you will need to take all of the information you have gathered (cost estimate, Scope of Work, and funding numbers) to your Consultant Coordinator.  The Consultant Coordinator will complete a CPS/Requisition Form (in some cases the Project Manager will fill out this form themselves) utilizing the information that you provide.  The Contract will then be assigned to a Contract Administrator.  You will need to e-mail your Scope of Work and cost estimate to the Contract Administrator.  Check with your Consultant Coordinator for your District/Office specific process.

8.
Certification Form
The Contract Administrator will begin the process by completing a Certification Form (when necessary).  The Contract Administrator will probably ask you, the Project Manager, to provide answers to the following questions that are standard on all Certification Forms (your answers should NOT be standard, boiler plate answers).  The following is taken directly from the current Certification Form:
In accordance with Minn. Stat. § 16C.08, subdivisions 2 and 3, the Agency provides the following: (attach additional pages if necessary)

Describe how the proposed Contract is necessary and reasonable to advance the statutory mission of the agency:

1) Explain why the Contract is necessary, e.g. “advances a transportation purpose”

2) Explain why its reasonable to use a Contract, e.g. staff limitations or special equipment/expertise is necessary

Describe the performance measures or other tools that will be used to monitor and evaluate Contract performance and how the results of the work will be used.

· Regular progress reports will be utilized during the course of the Contract; Mn/DOT’s standard performance evaluation will be completed at the end of Contract.

· The results of the work will be used ____________ [e.g. “for highway design” or “to create a database” etc.]

AGENCY CERTIFICATIONS
Pursuant to Minn. Stat. § 16C.08, I certify:

No state employee is (a) able and (b) available to perform the services called for by the Contract.

A. How did you reach this conclusion?

Avoid “boilerplate” answers such as “work load analysis” here – Provide specific information.

B. List other methods considered for accomplishing the work?

Avoid “boilerplate” answers such as “in-house” or “other state agencies”.  Provide specific information on other methods you considered, and why you concluded that a Professional/Technical Contract is the best option.  You must consider using other state agencies including Mn/SCU Colleges.

Depending on the standard procedure for your District or Office, the Contract Administrator will let you know if you will be required to sign the Certification Form. The Contract Administrator will take care of the signature process for the Certification Form.  

9.
Request for Proposal (RFP) / 

Pre-Qualification Announcement
 

If utilizing an RFP or Pre-qualification Announcement, the Contract Administrator will need to obtain your feedback and expertise for the project specific items such as Proposal Content and Evaluation Criteria.

10.
Negotiations for Direct Selection Contracts
For Direct Select Contracts, the Project Manager is responsible for negotiating the scope of work and Contract budget with the selected Contractor. This is when you will negotiate and agree on all Contract terms and obtain a final scope of work and budget to provide the Contract Administrator for the Contract. Contact Consultant Services if you have any questions on negotiating Direct Select Contracts.

11.
Signature Process for Direct Select Contracts
Once the Certification Form has been approved and signed, the Contract Administrator will write and execute the Contract, if utilizing a direct select method.

12.
Advertisement Period (question and answer period responsibilities)
If utilizing a non-direct select process, the RFP/Pre-Qualification Announcement will be advertised on the Consultant Services web site.  During the posting period, the Contract Administrator will e-mail the Project Manager any questions submitted by prospective responders regarding the technical aspect of the RFP/Pre-Qualification Announcement.  The Project Manager must then e-mail the Contract Administrator the answers to those questions. The Contract Administrator will then have the questions and answers posted on the Consultant Services web site.

After the Proposals/Letters of Interest are received, the Contract Administrator will check and make sure that all of the administrative requirements have been met and will then forward all Proposals/Letters of Interest, rating forms, and Conflict of Interest to the Selection Committee members.

13.
Selection Committee Formation
While the Certification Form is in signature process, this is good time to put together the Selection Committee for non-direct select Contracts (see number 14 Selection for details on the Selection Committee). Work with your Contract Administrator to assemble a Selection Committee. 
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14.
Selection
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Project Manager Action
· The Contract Administrator will guide you through the set-up and execution of the Selection

· As the Project manager, YOU are the key technical expert and guide for the Selection Committee

Project Manager Action Details:

As a member of the Selection Committee, the Project Manager must review, rate, and rank the Proposals/Letters of Interest.  The Selection Committee is comprised of at least 3 members.  You will want to include a balance of members whose expertise allows them to evaluate different aspects of the Proposals/Letters of Interest. The Project Manager typically will serve on the Selection Committee.   A representative from Mn/DOT’s Managers Plan must always serve on the Selection Committee.

Direct subordinates should be avoided if at all possible (for example, the Project Manager should not have their direct supervisor serve on the Selection Committee). The Project Manager should contact prospective members (during the Certification Form Process, or when the Contract Administrator directs) and make sure that they are willing to serve on the Selection Committee.  The Project Manager must then provide the names to the Contract Administrator who will schedule the meeting.

How does the Selection Committee work?

The RFP/Pre-Qualification Announcement details the relative weight of importance given to each technical content area, and as applicable, the overall cost. Remember, Contract Administrators and Project Managers make this decision as part of the RFP/Pre-Qualification Announcement development process. Remember that cost is NOT a factor for Pre-Qualification Contracts under $800K.  The number of points that an evaluator may give a Proposal corresponds to the already-established weighting criteria.  In the case of best value selection, 60 percent of the total weight is given to evaluating the technical quality of the Proposal, 30 percent to the Cost Proposal, and 10 percent to Location of Service.

For the Pre-Qualification Announcement process, 90 percent of the total weight is given to evaluation the technical quality of the Letter of Interest, and 10 percent to Foreign Outsourcing.

The Selection Committee must review the Proposals/Letters of Interest and complete their evaluation forms prior to the meeting.  The Selection Committee should come to the meeting prepared to discuss the Proposals/Letters of Interests and the evaluations.  It is important that all Selection Committee members review and evaluate Proposals/Letters of Interest in advance; Project Managers and Contract Administrators may want to remind the Selection Committee members to review and evaluate Proposals/Letters of Interest before the meeting. This is an individual task.  Selection Committee members should NOT discuss the submittals, ratings, or rankings BEFORE the Selection Committee meeting. Selection Committee members should not participate in the meeting if they do not complete their review and evaluation before the meeting.

As part of their independent review, Selection Committee members rate each Proposal/Letter of Interest. They rank the Proposals/Letters of Interest according to the total scores, with the highest score receiving the top ranking.

The Contract Administrator facilitates the Selection Committee meeting. Contract Administrators do not distribute or reveal the cost information to Selection Committee members before the meeting. The Contract Administrator may ask the Project Manager to provide an overview and background summary to open the meeting.

At the meeting, Selection Committee members must first discuss each Proposal/Letter of Interest.  The Contract Administrator facilitates this discussion among members about the quality of the Proposals/Letters of Interest, about the qualifications and experience of key personnel, and about other issues that impact the Proposal/Letter of Interest. The Contract Administrator encourages all Selection Committee members to share their feedback about the Proposals/Letters of Interest and to listen carefully to the feedback of others. If discrepancies exist, the Contract Administrator should make note of them and encourage Selection Committee members to talk about them.  DO NOT REVEAL ANY SCORES UNTIL AFTER DISCUSSION.  After the discussion, and before scores are revealed, Selection Committee members may change their scores to reflect discussion revelations.  Selection Committee members will then read their scores and rankings, one at a time, while the Contract Administrator records the results.

The Contract Administrator determines the average score and rank.  The top Proposals/Letters of Interest are those that have the highest score and lowest rank.  At this point, for the Pre-Qualification Announcement process, the highest scored Letter of Interest is selected by consensus from the Selection Committee members.

For the RFP process, the group discusses the scores and rankings. Final rankings are used to determine which Technical Proposals will be considered for the next step – re-ranking the Technical Proposals based on the Cost Proposals.  In some Selection Committee meetings, there is a ‘natural break’ in the scores and rankings.  The Selection Committee may determine, by consensus, which Technical Proposals should move to the next step using the natural break or may decide to move all Technical Proposals to the next phase.  Keep in mind, after the cost is revealed for a particular responder, theoretically they could jump from last place to first.

Note: The Contract Administrator will need to receive and record comments, both positive and negative, for each Technical Proposal.  This information will be used in the debriefing meetings with Contractors who are not selected.

Best Value Selections
At the Selection Committee meeting, the Contract Administrator will present the Cost Proposals for the responders that the Selection Committee rated the highest.  The lowest Cost Proposal receives 30 points; the remaining Cost Proposals receive the number of points equal to the ratio of the lowest Cost Proposal to their Cost Proposal multiplied by 30.

For example: The three Cost Proposals are $10,000, $12,000, and $15,000. The $10,000 Cost Proposal receives 30 points; the $12,000 Cost Proposal receives 25 points (the ratio of 10,000/12,000*30). The $15,000 Cost Proposal receives 20 points (10,000/15,000*30).

The Contract Administrator will add the total cost points to the average points and will re-rank the Proposals. The Selection Committee then discusses the Cost Proposals and their impact on the Technical Proposal rankings.  Selection Committee members may want to raise additional questions for discussion.  For example, if one Cost Proposal is very low, does that Proposal take into account the full Scope of Work? If a Cost Proposal is very high, does that Cost Proposal include additional tasks?

The Contract Administrator will make sure the Selection Committee reaches a conclusion about the responder that offers the best value, given the qualifications and cost.
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15.
Negotiations
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Project Manager Action
· Conduct negotiations with selected Contractor to finalize the Scope of Work, deliverables, and budget

Project Manager Action Details:

What is a negotiation meeting?

The Selection Committee completed its work, and the Contract Administrator will notify the selected responder.  The Project Manager and Contract Administrator should coordinate with each other to set up the negotiation meeting.  The Contract Administrator can share information with you about reasonable profit levels, the pros and cons to the different types of payment options, clarification of expectations, ways to handle any adjustments in the Scope of Work, and other issues. If you have concerns, you can ask a representative from Consultant Services to attend the negotiation meeting with you.  
Depending on the project, the Contract Administrator may or may not be at the negotiation meeting.  In the negotiation meeting, review the Proposal/Letter of Interest and any concerns of the Selection Committee, clarify payment options, and discuss any outstanding issues or innovations that the selected responder may have proposed.

At the negotiation meeting, the following issues should be addressed with the selected responder:

· Is there a clear understanding of the Scope of Work?

· Does the Scope of Work address all tasks, or are there additional tasks within the Scope of Work that need to be considered (remember, you cannot expand the project beyond the original Scope of Work)?

· Are we clear on Mn/DOT’s responsibilities?

· Do we need to make adjustments on the schedule and deliverable dates?

· Are there any other issues that need clarification?

At this point in the process, you may make minor adjustments in tasks and deliverables as necessary, but you cannot expand the project beyond the Scope of Work detailed in the RFP/Pre-Qualification Announcement. You may want to ask questions about the selected responder’s Cost Proposal and clarify profit issues.

You and the selected responder may want to review the schedule and deliverables and agree on billing points that are based on completion of project milestones.  Make sure that you and the selected responder agree on any direct project costs that they plan to bill and on any travel expenses.  You’ll need information about direct project costs and travel expenses to complete the Contract.

A well-written Scope of Work that sets clear expectations will ensure that most negotiation meetings go smoothly.

You are not able to significantly alter the Scope of Work that appeared in the RFP/Pre-Qualification Announcement.  This is a fairness issue.  If you find yourself in a position where you feel the Scope of Work is changing significantly, contact Consultant Services for advice.
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16.
Pre-Award Audit
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Project Manager Action
· Assist the Contract Administrator as needed

Project Manager Action Details:

NO SPECIFIC ACTION IN THIS AREA…THE FOLLOWING IS FOR YOUR INFORMATION:

The Audit Office is required to review the selected proposals for projects that cost more than $50,000. Pre-qualification Program Contracts, Work Order Contracts, and Certified List Program Contracts are exempt from this requirement, as they have already completed a Pre-Award when they applied for the Program.  Auditors help make sure that the Proposal contains no financial errors or other mistakes, clarify financial/budget issues and address concerns before the Contract is fully executed.

If you have a Contract for more than $50,000, the Contract Administrator will send a copy of the RFP, the selected Proposal, and the selected responder’s Pre-Award Audit package to the Audit Office.

The Audit Office will review the information and make recommendations.  The Contract Administrator will then incorporate those recommendations in the development of the Contract. In some cases, the Contract Administrator may need to renegotiate terms with the selected responder based on the auditor’s recommendations.
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17.
Contract
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Project Manager Action
· Provide information and assistance when requested to the Contract Administrator.  This is the time that you need to prepare any documents, data, or materials that Mn/DOT will provide to the Contractor.  Otherwise, rest up; busy is on the way! 

Project Manager Action Details:

NO SPECIFIC ACTION IN THIS AREA…THE FOLLOWING IS FOR YOUR INFORMATION:

The Contract Administrator will write the Contract and take care of execution (signatures) and encumbrance.  The Project Manager has no “action” in this area, but needs to be aware of the different types of Contracts and the content of P/T Contracts.  The following section details the ‘nuts and bolts’ of Contracts.  After the Contract is fully executed, the Project Manager will receive a copy.

The Project Manager should read the Contract carefully to ensure that the Contractor meets all requirements during the life of the Contract.  Using the Contract as a project management tool is discussed in this manual in the “After Contract Execution” of this Section.

Refer to page 20-23 of Section 2, the Reference Guide for a list of P/T Contract Types.

After the Articles in every Contract, there is the Signature Page, and then any applicable Exhibits. Examples of possible Exhibits for Contracts would be:

· Scope of Work and Deliverables (details)
· Travel Regulations
· Budget Details
· Invoice Form
· Progress Report Form
· Key Personnel Detail
THE BALANCE OF THIS PAGE IS INTENTIONALLY LEFT BLANK
18.
Notice to Proceed

19.
Violation Forms

20.
Kick-Off
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Project Manager Action
· You are almost there!  The Contract Administrator will send you a copy of the Notice to Proceed.  Make sure that the Contractor has NOT begun work until you receive it.

· Once the Contract is fully executed, the Contractor may begin work.  It is time to get familiar with the Contract, kick-off the project, and MANAGE that Contractor.

Project Manager Action Details:

18.
Notice to Proceed
The Contract Administrator will obtain all applicable signatures on the Contract and make sure that the Contract is encumbered.  Project Managers do NOT sign Contracts.

Once all of the signatures have been obtained, the Contract is fully executed. 
The Contract Administrator will distribute copies of the Contract and the Notice to Proceed to the Contractor, the Project Manager, the Audit Office, the Office of Contract Management, Project Accounting, and Consultant Services.  The Notice to Proceed is a letter from the Contract Administrator to the Contractor letting them know that work may begin and to coordinate all work with the Project Manager.

19.
Violation Forms
Keep in mind that if a Contractor begins work BEFORE a Contract is fully executed, they will not be paid for that work.  If you tell them to begin work before a Contract is fully executed, you will need to fill out a 16A/16C Violation Form.  By authorizing the Contractor to begin work before Contract execution, you are exposing yourself and the State to unnecessary liability and you could be charged with a misdemeanor.  There are mechanisms to avoid Violation Forms in case of an emergency, so please contact Consultant Services if you have an emergency situation and need the Contractor to start work without a Contract.  The acceptable circumstances for what constitutes an emergency are quite extreme, so contact Consultant Services as soon as possible.

Please read the following as it appears on the 16A/C Violation Form:

(a) A payment may not be made without prior obligation.  An obligation may not be incurred against any fund, allotment, or appropriation unless the commissioner [of finance] has certified a sufficient unencumbered balance or the accounting system shows sufficient allotment or encumbrance balance in the fund, allotment, or appropriation to meet it.  An expenditure or obligation authorized or incurred in violation of this chapter is invalid and ineligible for payment until made valid.  A payment made in violation of this chapter is illegal.  An employee authorizing or making the payment, or taking part in it, and a person receiving any part of the payment, are jointly and severally liable to the state for the amount paid or received.  If an employee knowingly incurs an obligation or authorizes or makes an expenditure in violation of this chapter or takes part in the violation, the violation is just cause for the employee’s removal by the appointing authority or by the governor if an appointing authority other than the governor fails to do so.  A claim presented against an appropriation without prior allotment or encumbrance may be made valid on investment, review, and approval by the commissioner [of finance], if the services, materials, or supplies to be paid for were actually furnished in good faith without collusion and without intent to defraud. 

Minnesota Statutes § 16C.05, subdivision 2 (emphasis added)

Creation and validity of contracts
(a) A Contract is not valid and the state is not bound by it unless: 


(1) It has first been executed by the head of the agency or a delegate who is a party to the Contract;

(2)
It has been approved by the commissioner [of administration];

(3) It has been approved by the attorney general or a delegate as to form and execution;

(4) The accounting system shows an obligation in an expense budget or encumbrance for the amount of the Contract liability. 

(5) The combined Contract and amendments shall not exceed five years, unless otherwise provided by law.  The term of the original Contract must not exceed two years unless the commissioner determines that a longer duration is in the best interest of the state. 

20.
Kick-Off
After the Notice to Proceed has been given, you are ready to start the Project!  Get off on the right foot by making sure you are familiar with your Contract and are clear on all contractual terms that affect your project.  The next part of this Section will guide you through the next stage of Project Management, ‘After Contract Execution.’
After Contract Execution
(Items in red indicate key areas/exercises from the classroom training)

1. Managing the Contract & Contractor Performance
2. Invoicing and Progress Reports
3. Amendments
4. Contract Closeout
1. Managing the Contract & Contractor Performance
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Project Manager Action

· This is perhaps the most challenging aspect for a Project Manager.  However, if all of your “up-front” work was thorough and your Scope of Work is fantastically detailed, you should be able to follow your Contract and manage like a pro!

Project Manager Action Details:

NO SPECIFIC ACTION IN THIS AREA…BUT THE FOLLOWING WILL GIVE YOU A FRAMEWORK FOR MANAGING YOUR CONTRACT AND YOUR CONTRACTOR:
Key items to help manage the Contract and Contractor performance:
Contract
· Know Your Contract
· Tasks

· Deliverables

· Cost

· Schedule

· Initial Meetings

· Internal

· Contractor

· Meet to go through the Contract together

· Mutual Understanding of the Work

· Track the Project Schedule

· Track the Progress and Costs (also of parallel projects – coordination)

· Tips and techniques (e-mail)

· Review the progress report form – also, required back-up documentation

· Review the invoicing procedure
· Work Out of Scope
· Definition – what is actually “out of scope”

· Additional hours vs. new work

· Review and Acceptance of Deliverables – make sure you are getting what you want

· Remember, Mn/DOT is the customer

· Develop a process/tool for dealing with unacceptable deliverables

· Document Performance

· Tools/forms

· When are Amendments Needed? Why?

· Scope of Work (additional, change)

· Procedure
· Sharing of Deliverables

· Distributing deliverables to necessary parties/functional areas

· Sharing with interested parties

· Watch confidentiality issues

Performance

· Clearly Define Deliverables

· Examples are usually available

· Documentation – log of decisions made and notes

· Every district is different, note preferences

· Checks and Balances

· QA/QC process is required on Contracts

· Mn/DOT checking procedures should be a courtesy review only

· Knowing what to do when you have a problem – who to call

· Define the Process for Performance Issues

· Contract language – no product = no pay

· Address Performance Issues When They Occur (don’t wait)

· Timelines

· Define a regular check-in process

· Set realistic timelines – include review intervals

· Set concrete deliverables

· Establish intermediate milestones that can correlate with payments

· Keep the end in sight

· Quality

· Specify requirements vs. preferences

· Remember that quality is part of their job (professionalism)

· Cost

· Extra work needs to be approved upfront (scope, cost)

· Poor performance does not equal additional dollars

· Partial product = partial payment

In order to keep your project on track, you need to utilize communication, internal resources, and find organizational techniques that work best for you.

Communication
Following is a list of tools that can help a Project Manager achieve efficient and effective communication throughout the life of a Contract:

· Document areas of disagreement in writing

· To ensure internal buy-in throughout the project/Contract, make sure that your supervisors and every party involved or affected is kept informed on a regular basis

· Involve everyone early and throughout the project, and share decisions with appropriate functional areas

· Address and document lack of response to avoid missed deadlines

· Schedule progress checks/meetings, (this should be set up with the Contractor PRIOR to Contract execution) and stick to it

· Know when to go up the ladder at Mn/DOT

· Be aware of the overall project timeline

· You need to be prompt regarding responses and deadlines

· Strive to understand differences and diversity within your team, including the Contractor personnel

· Strive to understand all points of view

· Be aware of Mn/DOT’s policies and procedures regarding the media…Identify media points of contact

· Have a media plan/public relations plan if necessary (high profile project)

· Remind the Contractor often that they should not proceed with ANY extra and/or unapproved work without an Amendment

· Discuss “no-no’s” with the Contractor at start up

· Discourage your Contractor from “shopping” for answers from other Mn/DOT personnel…they should ALWAYS work through you

· Refresh/remind the Contractor of roles and responsibilities throughout the life of the Contract 

· Involve other functional areas on issues

· Make sure the Contractor does not use another Districts preferences without checking with you first

· Direct and redirect as necessary

· Don’t be afraid to say no

· Be upfront and honest about concerns

· If applicable, review public exhibits and documents to prevent surprises – if you don’t like it – don’t show it

· Communicate the bad and the good

Internal Resources

If you need assistance after Contract execution, refer to Section 2 of this manual.  As always, your first point of contact with any issues regarding your Contract is your Contract Administrator and then Consultant Services.

BEFORE your Contract is executed, research and identify technical internal resources for your Contract.  Have those technical resource names and phone numbers in the file so you can contact them easily.

Organizational Techniques

The following is a list of proven organizational techniques that Project Managers can implement to effectively manage a Contract and Contractor:

· Identify known/unknown effects

· Develop filing systems

· Brainstorm issues

· Develop “what ifs”

· Understand functional relationships

· Keep a phone log of incoming and outgoing calls

· Keep a spreadsheet for multiple jobs

· Jot down a checklist of topics to cover before making a call

· Create folders for computer files to store and retrieve data efficiently

· Utilize the Consultant Services CART database for quick and easy information

· Track active, pending and completed projects on a excel spreadsheet

· Create and use checklists

· Have a “hot” file which you can review daily…make it RED and keep it where you can see it

· Identify technical experts

· Return calls/e-mails within a reasonable time limit

· Keep a to-do list

· Schedule using GroupWise

· Get to know your team…if you have introduced yourself and they know you by name, they will more likely want to do a better job for you

· Make contact lists/phone numbers

· Document, document, document

· Use meetings to help keep everyone on track and organized

· File electronic information in EDMS so it can be accessed by all

· Keep things visible (active files; items needing action)
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2.
Invoicing and Progress Reports
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Project Manager Action

· When a Contractor sends in an invoice for payment, the Project Manager must review and approve the Invoice, back-up documentation, and Progress Report.
Project Manager Action Details:

Make sure to familiarize yourself with the Invoice format in your Contract, as well as the schedule of Invoice submittals.  The Contractor MUST send an Invoice according to the Contract terms. For example, if the Contractor is to invoice monthly, they must submit an Invoice EVERY month.  Even if they did not complete any work for the Contract that month, they must submit a zero dollar Invoice.  Encourage your Contractor to submit invoices in a timely manner. Progress Reports are also required for most Contracts.  If your Contract has a Progress Report, you should familiarize yourself with the format before Contract execution.

Make sure that the numbers on the Progress Report correlate correctly to the Invoice.  Your approval of the Progress Report is the Contract Administrator’s sign that everything on the technical side is going well and that the invoice is correct and accurate.

Invoice Procedure:

· The Contractor must send the ORIGINAL Invoice, Progress Report (if required), and all back-up documentation to Consultant Services. Concurrently, the Contractor must send a copy of the Invoice, Progress Report (if required), and all back-up documentation to the Project Manager.

· The Project Manager must:

· Review the entire submittal

· Sign and date the Progress Report, or sign and date the Invoice if no Progress Report required

· Make a copy of the entire submittal for your file

· Send signed copy of Invoice/Progress Report to Consultant Services

· Once Consultant Services receives the above  from the Project Manager, they will forward your approval to the Contract Administrator for payment authorization

· Consultant Services will pay the Invoice

Remember:  Mn/DOT has a 30 day prompt payment requirement!  If you have ANY issues with the Invoice, let Consultant Services know immediately so the “clock” will stop.  Contested invoices do not need to meet the 30 day prompt payment requirement.  However, please resolve any issues as soon as possible so invoices do not get backlogged.

What to look for when reviewing an Invoice and Progress Report:

· Check Invoice and back-up dates to make sure that it is not prior to Contract Execution

· Accurate math

· Accurate past Invoice amounts (previously paid invoices)

· Correct information such as Contract number, SP, TH, Contract expiration date, etc.

· Complete support documentation for direct expenses, personnel, hours, Subcontractors

· Cost overruns

· Timing overruns

· Performance concerns
· Watch for work outside of the Contract
· Percentage complete correlates to amount of dollars spent
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3.
Amendments
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Project Manager Action
· At the moment you think you might need an Amendment, contact your Contract Administrator and/or Consultant Coordinator.  You will need to submit a justification (reason for Amendment), Scope of Work (if applicable), and budget estimate from the Contractor (if applicable).
Project Manager Action Details:

Additional work (more of the same), additional compensation, and additional time for a Contract must be addressed with an Amendment.  You must not allow the Contractor to complete any work not in the Contract, go over the “Not to Exceed” dollar amount, or work beyond the Contract expiration date without an Amendment.

Amendments can take quite a bit of time to put together, so as soon as you think that an Amendment might be needed, contact your Consultant Coordinator and Contract Administrator.

Submit the following to your Consultant Coordinator/Contract Administrator so they can begin the Amendment process:
· Answers to the following questions (these are questions from the Amendment Pre-Approval Form that the Contract Administrator will process before the Amendment is written):

· Amending this Contract will serve the State’s interest better than using a new Contract, and will cost not more than using a separate Contract, because: [Provide a detailed rationale, considering both technical factors, and cost/benefit factors (e.g. would it cost more to get a different contractor up to speed.)]
· For Time Amendments: Reason it is necessary to extend the end date. [Provide a specific and detailed explanation of why this is necessary.  If Contract term will exceed two years, provide justification.  No Contract may exceed 5 years].  Identify current Expiration date and new Expiration date.

· Explanation why additional work and compensation needed:

· If additional cost, identify current amount of Contract AND amount of proposed amendment:

Remember:

· Contracts cannot be amended if more than 60 days past the Expiration Date
· Make sure the additional work is written parallel to original Contract – same format for budget and Scope of Work
· Plan ahead…work through scheduling and cost thoroughly to avoid further Amendments…try to get it all in current Amendment

· Start date of Amendments…continuation of work…. 16A/C Violations…

· Cannot Amend Contracts in certain situations…cannot go over $100K for Direct Select Prequalification…cannot go over $5K for Direct Select contracts…

· Change orders…when applicable

· Subcontractor taking over duties of the prime and vise versa 
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4.
Contract Closeout
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Project Manager Action

· Wow!  The work under the Contract is completed!  Now all you must do is complete the closeout process: Approve the final Invoice/Progress Report; Complete the Performance Evaluation; and for Contracts over $50K, complete the Commissioner’s Letter

Project Manager Action Detail:

After you have received the Contractor’s final required deliverables, it is time to closeout the Contract.  Debra Forschen in Consultant Services will guide you through the process.

Final Invoice

The same process is followed for the final Invoice/Progress Report as for all other Invoices/Progress Reports.  However, you must make sure that all deliverables are in and are acceptable before approval.

The final Invoice should be marked “FINAL” by the Contractor. By approving the final Invoice/Progress Report you are verifying that all of the Contract terms have been met to the State’s satisfaction.
Performance Evaluation

The Project Manager must complete the Consultant Performance Evaluation and send it to Consultant Services (Debra Forschen) along with the final Invoice/Progress Report approval.  On page two of the Evaluation, please provide comments both positive and constructively critical.  Comments are REQUIRED if you have given the Contractor any ‘Below Average’ or ‘Poor’ scores.  See the following two pages for the Consultant Performance Evaluation template.  Debra Forschen will copy all applicable parties.  The items in RED must be completed for EVERY Contract.
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PROJECT MANAGER MUST COMPLETE ALL ITEMS IN RED
CONSULTANT PERFORMANCE EVALUATION

Submit this form to the Administrator with the final invoice.  This rating will be consideration in future consultant selection procedures.  Address comments on back, keep comments factual.

Contract No. _______________          Type of work _______________________________
District/Office ________________          Work Type Code _______ 

S.P. _______________     T.H. ____________     Location ______________________________
Contractor _____________________________

Subcontractor __________________________

Subcontractor __________________________
Contract Period: ___________________; ____________________; ______________________

                            
Work Start Date       Work Completion Date    Expiration Date
Total Contract Cost: $__________  = Orig Cost: $__________ + Amended Cost: $__________
Amended cost for:    Overrun        Additional Work        Number of Amendments _____
	Item Rating
1 - 6 by Project Manager

7 - 9 by Contract Administrator
	Rating

	
	Above

Average

4 Points
	Average

3 Points
	Below

Average

2 Points
	Poor

1 Point

	1.  Product Quality
	
	
	
	

	2.  Work Performance
	
	
	
	

	3.  Conformance with Mn/DOT

     Standards/Requirements
	
	
	
	

	4.  Deliverables Complete and

     on time
	
	
	
	

	5.  Project related cooperation
	
	
	
	

	6.  QA/QC plan conformance
	
	
	
	

	7.  Contract administration

     cooperation
	
	
	
	

	8.  Invoices and progress reports
	
	
	
	

	9.  Cost estimation/budget

     management
	
	
	
	


Contractor’s rating for this Contract:     



Total Points _______

                                                                                            
(Maximum points 36)

         Project Manager:                            

   
     Contract Administrator:

_________________________      


________________________      

(                                              )     


 (                                           )          

Print Name

Date                                             Print Name    

Date
Definitions:
Above Average: 

· Products/Service delivered correctly, efficiently, timely and without excessive assistance or direction from Mn/DOT.

· Contractor performs beyond expectations.

· Deliverables exceed standards.

· Project Manage is informed of project status regularly.

· Contractor resolves any problems that occurred.

· Contractor needs little or no direction.

· Contractor responsive to requests.

· Contractor suggests improvements.

Average

· Contractor fulfills terms of Contract; no more, no less.

· Deliverables meet standards.

· Project is on time and budget.

· Project Manager is informed of key milestones.

Below Average:

· Contractor Minimally or does not meet Contract terms.

· Deliverables below standard or needs rework to comply.

· Project is behind schedule or over budget.

· Product/service required direction or assistance by Mn/DOT to produce.

Poor: 

· Contractor requires excessive guidance or direction.

· Contractor is unresponsive to requests.

· Contractor unable or unwilling to resolve minor setbacks.

· Deliverables do not follow standards or does not meet requirements or expectations.

· Project is not on time or budget through no fault of Mn/DOT.

Comments:    
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Commissioner’s Letter

For every Contract over $50K, the Project Manager must complete a Commissioner’s Letter and submit it with the final Invoice/Progress Report approval and the Performance Evaluation to Consultant Services (Debra Forschen).  The following page is a Commissioner’s Letter template.  As always, please download all forms from the Consultant Services web site every time that you need one!  The Project Manager must complete all items in RED.  Debra Forschen will copy all applicable parties after she has it signed.
THE BALANCE OF THIS PAGE IS INTENTIONALLY LEFT BLANK
Commissioner’s Letter Template:

Report on Professional/Technical Contracts Over $50,000
Required by Minnesota Statutes Section 16C.08, subdivision 4 (c).

Instructions: Submit this form to Consultant Services Section, Mail Stop 680 along with the final invoice.

	Agency: 

DEPARTMENT OF TRANSPORTATION

	Contractor Name:

	CFMS Contract Number:

	Project Name (if applicable):


	Mn/DOT Contract No.:
	Project Duration (Dates):
 

	Summarize the purpose of the Contract, including why it was necessary to enter into a Contract:


	Billable Hours (if applicable):
	Total Amount Spent on Contract:
	Source of Funding:


	If this was a single source Contract, explain why the agency determined there was only a single source for the services:


	Evaluate the performance of the work including an appraisal of the contractor’s timeliness, quality, cost, and overall performance in meeting the terms and objectives of the Contract:

                                     SEE ATTACHED CONSULTANT PERFORMANCE EVALUATION



	Carol Molnau, Lt. Governor/Commissioner
	Date


cc:  
Paul Stembler, Dept. of Administration

Jeff Brunner, Consultant Services Section

File

After you submit the final approved Invoice/Progress Report, Performance Evaluation, and Commissioner’s Letter (if applicable), you are FINISHED.  Make sure to retain your Project Manager file for 6 years from the end of the Contract.  Great job!
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section 5
bullet project manager guide

Timelines and abbreviated instructions for consultant Project Management from project conception through Contract closeout
Time Lines
[image: image59.wmf]
The following time lines vary per District/Office according to the various procedures and policies each District/Office follows.  Keep in mind, the time lines are approximations and are generously estimated.  It is always better to start as early as possible just in case unforeseen circumstances arise.  Please check with your Consultant Coordinator to find out exact time frames and restrictions for your District/Office.
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Annual Plan

Certified List Direct Select

Direct Select (< $5K)

Interagency

Joint Powers

Prequalification Direct Select (< $100K)

Prequalification LOI ($100K-800K)

Prequalification RFP (> $800K)

RFP Formal

RFP Informal

Single Source

Calendar Days

Identify Need - District/Office Spending Plan Cost Estimate, Funding, Develop Initial Scope

Refine Scope CPS - Execution


Bullet Project Manager Instructions
Direct Select Contracts (Direct Select under $5K, Single Source, Pre-Qualification under $100K, Joint Powers, Interagency, Certified List Direct Select, Annual Plan)
· Identify need (Work with Consultant Coordinator in your office or District)

· Develop preliminary cost estimate, establish funding, develop initial scope of work

· Refine the scope of work and cost estimate

· Initiate the Contracting process with your Consultant Coordinator

· In conjunction with your assigned Contract Administrator, select the contractor

· In conjunction with your Contract Administrator, negotiate the scope of work and cost with the selected contractor

· Assist the Contract Administrator with timely responses to any questions or information requested

· After receiving the notice to proceed from the Contract Administrator, kick-off the project/contract

· Manage your contract and contractor

· Approve/sign progress reports/invoices

· After all work is approved and completed: approve/sign the final invoice; complete performance evaluation; and fill out a Commissioner’s Letter if contract exceeded $50K

Bullet Project Manager Instructions
Non-Direct Select Contracts (RFP Informal, RFP Formal, Pre-qualification RFP, Pre-qualification LOI)
· Identify need (Work with Consultant Coordinator in your office or District)

· Develop preliminary cost estimate, establish funding, develop initial scope of work

· Refine the scope of work and cost estimate

· Initiate the Contracting process with your Consultant Coordinator

· In conjunction with your assigned Contract Administrator, respond to any technical question regarding the RFP or Announcement

· Work with your Contract Administrator to form a Selection Committee

· Review and rate proposals, then serve on the selection committee

· In conjunction with your Contract Administrator, negotiate the scope of work and cost with the selected contractor

· Assist the Contract Administrator with timely responses to any questions or information requested

· After receiving the notice to proceed from the Contract Administrator, kick-off the project/contract

· Manage your contract and contractor

· Approve/sign progress reports/invoices

· After all work is approved and completed: approve/sign the final invoice; complete performance evaluation; and fill out a Commissioner’s Letter if contract exceeded $50K

section 6
classroom exercises and answers

Exercises and answers from the Project Management for P/T Contracts class

Exercises
1. Scope of Work Exercise
2. Selection Memory Match Game
3. Contract Treasure Hunt
4. Project Management Brainstorm
5. Finale Quiz Show
Exercise 1 - Scope of Work
Task 1

The firm that we hire should attend, and when necessary, direct any conferences or meetings necessary for close coordination during day-to-day progress of the work.  There will probably be many meetings. Some meetings will include a preconstruction and close out meeting.  The company that Mn/DOT uses should become familiar with the standard construction practices of Mn/DOT. The company better notify someone in charge at Mn/DOT right away if there is any unanticipated project condition. Mn/DOT needs these things collected and properly labeled and/or identified: all original diaries; logs; notebooks; accounts; records; and reports.

Example of improved scope:

1.0 The Contractor must attend and direct up to 10 conferences and/or meetings as necessary and as directed by the State’s Project Manager.  These meetings will include a preconstruction and closeout meeting.

2.0 The Contractor’s work must comply with the State’s standard construction procedures as detailed in the State’s “Construction Manual Part V.”

3.0 The Contractor will notify the State’s Project Manager within 4 hours of any unanticipated project condition.

4.0 In accordance with the standards set forth in the State’s “Standard Practices Manual 3235”, the Contractor will collect, label, and or identify the following:

4.1 Original Diaries

4.2 Logs

4.3 Notebooks

4.4 Accounts

4.5 Records

4.6 Reports

Task 2

The company Mn/DOT hires should do sampling and testing of all materials used on the project and shall also obtain samples for submittal to District 3’s laboratory.  Field testing may include, but is not limited to, concrete, plant inspection, bituminous, grading and base materials, pile driving in accordance with the current Mn/DOT Materials Standards.  Daily logs diaries and records consistent with Mn/DOT policy should be done as needed.  
Example of improved scope:
1.0 The Contractor will perform sampling and testing of all materials used on the project.

2.0 The Contractor will collect 3 samples of each material and submit them to the State’s District 3 laboratory by June 30, 2007, or within 24 hours of the materials introduction to the project.

3.0 The Contractor’s field testing must be performed in accordance with the State’s “Materials Standards”, and will include, but is not limited to:

3.1 Concrete

3.2 Plant inspection

3.3 Bituminous

3.4 Grading and base materials

3.5 Pile driving

4.0
The Contractor must complete daily logs, diaries, and records in accordance with the State’s “Materials Standards”, pages 34-56.  The document format is listed in the State’s “Materials Standards”, and must be e-mailed to the State’s Project Manager on the first Monday of every month by 3:00 PM central standard time.

Task 3

The consultant shall perform all Contract Administration services necessary. All record keeping and documentation better be in accordance with Mn/DOT’s standard procedures.  The consultant is going to be responsible for resolving field problems and ensuring that the solutions are implemented as quickly as possible.  The consultant shall schedule and attend some meetings with the Mn/DOT PM prior to the preconstruction conference. Mn/DOT would like the consultant to provide meeting minutes for these meetings to Mn/DOT at some point shortly after the meetings.  E-mail would be great.  On a daily basis, a complete and accurate record of all activities and events relating to the project and a record of all work completed by the construction contractor should be done by the consultant.

Example of improved scope:

1.0 The Contractor will perform all Contract Administration services necessary in accordance with the State’s “Contract Administration Standards.”

2.0 The Contractor will resolve all field problems and ensure that solutions are implemented within 24 hours.

3.0 The Contractor will schedule and attend up to 3 meetings with the State’s Project Manager at least 6 weeks prior to the preconstruction conference.

4.0 The Contractor will provide meeting minutes to the State’s Project Manager in Microsoft Word format via email within 24 hours following each meeting.

5.0 In accordance with,  and in the format listed in “Mn/DOT’s Construction Manual 3589111”, the Contractor will record daily logs of all activities and events relating to the project, and the Contactor will record all work completed by the construction contractor.  The Contractor will submit these records on the first business day of each month for the duration of the construction project.
Task 4
Discrepancies that have an impact on the project should be dealt with immediately by the consultant.  Whenever the PM thinks it necessary, the consultant should perform discovery of documentation involved in any claim filed. If a discrepancy cannot be resolved and the construction contractor files a claim, the consultant should have complete documentation.  If necessary, the consultant shall act as an expert witness in defense of claims for the State.

Example of improved scope:

1.0 The Contractor will document all mistakes/errors incurred by the construction contractor that impact the project and must notify the State’s Project Manager within 4 hours.

2.0 Upon direction of the State’s Project Manager, the contractor will perform discovery of documentation involved in any claim filed.
3.0 If a discrepancy cannot be resolved and the construction contractor files a claim, the Contractor must supply complete documentation to the State’s Project Manager within 24 hours of the filing.  The documentation must be in accordance with and in the format set forth in the State’s “Claim Documentation Manual”.

4.0 If necessary, the Contractor will supply expert witness testimony in defense of claims for the State.  The Contractor will be available for testimony within 5 business days of notification by the State’s Project Manager and will supply up to 10 hours of expert witness testimony.

Exercise 2 - Selection Memory Match Game
A. Should Selection Committee members rating/score sheets be completed BEFORE or AFTER the Selection Committee meeting?

ANSWER:
BEFORE

B. Are scores in a Selection Committee meeting revealed BEFORE or AFTER discussion?

ANSWER:
AFTER

C. As part of the RFP/Pre-Qualification Announcement development process, the ____________ & ______________ assign weighted importance to each technical content area and, as applicable, the overall cost.

ANSWER:
CONTRACT ADMINISTRATOR & PROJECT MANAGER

D. ___________ must serve on every Selection Committee.

ANSWER:
A Mn/DOT MANAGER

E. Try to avoid __________________ on Selection Committees.

ANSWER:
DIRECT SUBORDINATES

F. Selection Committee Members should avoid personal __________ regarding the Responders.

ANSWER:
OPINIONS

G. RIGHT or WRONG:

Selection Committee members should discuss the Proposals/Letters of Interest and ratings well in advance of the Selection Committee meeting with Managers and members of the public who may be affected by the outcome of the Project.

ANSWER:
WRONG

H. RIGHT or WRONG:

If you have a question about a Responder’s Proposal/Letter of Interest while reviewing it, you cannot call the Responder for clarification or to point out any inconsistencies with their submittal.

ANSWER:
RIGHT

I. If a Contractor calls you before a Selection Committee Meeting and asks what you think of their Proposal/Letter of Interest, as the Project Manager you should:

ANSWER:
ALWAYS DIRECT THEM TO THE CONTRACT ADMINISTRATOR

J. What kind of selection is this:

Technical Qualification points maximum:
60

Cost points maximum:




30

Location of Services points maximum:

10

ANSWER:
BEST VALUE

K. TRUE or FALSE:

The Project Manager can take a look at the Cost Proposals before the Selection Committee meeting to make sure that all of the Responders were on the right track.

ANSWER:
FALSE

L. TRUE or FALSE:

Scores and rankings are revealed at the meeting; you realize that you have scored all of the submittals much lower than everyone else; you cannot change your scores at this point.

ANSWER:
TRUE

M. The _________________________ must solicit prospective Selection Committee Members initially and ask them to serve on the Committee.

ANSWER:
PROJECT MANAGER
N. The ________________ facilitates the Selection Committee meeting.

ANSWER:
CONTRACT ADMINISTRATOR

O. Comments on rating sheets are so important because they are used for _______________________.

ANSWER:
DEBRIEFINGS

P. At the end of the Selection Committee meeting, the Committee must all come to a ________________________ regarding the selected Responder?

ANSWER:
CONSENSUS

Q. YES or NO:

If one the Cost Proposals have been opened the entire Selection Committee thinks that one of the Responders’ cost proposal is ridiculously low and unrealistic, can you throw them out?

ANSWER:
YES

R. YES or NO:

A Project Manager may automatically give a score of zero to a Responder’s Proposal/Letter of Interest if the Project Manager had a hard time with the Responder on a previous project.

ANSWER:
NO

S. What is the MINIMUM number of Members needed on every Selection Committee?

ANSWER:
3

T. What is the MAXIMUM number of pages for every Pre-Qualification Letter of Interest?

ANSWER:
5

Exercise 3 – Contract Treasure Hunt
1. What Article gives the Contract expiration date?  Bonus: name two exhibits where the Expiration Date is stated.
a. Article 1.2
b. Bonus:
Invoice and Progress Report
2. How does a Contractor know what format to use when submitting invoices?  Cite the Article.
a. Article 5.1

3. In what article do you find the name of Mn/DOT’s Project Manager?

a. Article 7.2

4. How do you modify the Contract’s General Terms?

a. Using Article 8

5. Who signs your Contract?

a. State Encumbrance Verification, Contractor, Department of Transportation, Commissioner of Administration – Signature Page

6. Where do you find which Articles survive the expiration or termination of a Contract?

a. 11, 22, 23, 24, 29 and 36 – Article 1.3

7. Cite the Article where you find the deliverable due dates in your Contract.
a. Article 2.2

8. How far in advance must a Contractor notify Mn/DOT Authorized Agent if there is a substitution of their Key Personnel?  Cite the Article.
a. 2 Weeks – Article 16.2

9. When will Amendments to your Contract be considered?  Cite the Article.
a. For unforeseen work or services that were excluded from the Original Scope of Work and are essential to the work – Article 19.1

10. Mn/DOT and the Contractor must comply with what Statute regarding Government Data Practices?  Cite the Article.
a. 13 – Article 23.1

11. If your Contractor must make printing, paper stock or printing ink purchases, what Minnesota State Statutes must they comply with?  Cite the Article.
a. 16B.121 and 16B122 – Article 28.1

12. Can a Contractor claim that Mn/DOT endorses its products or services?  Cite the Article.
a. No – Article 29.2

13. How should Mn/DOT notify a Contractor if a Contract is being terminated?  Cite the Article.
a. By written notice to the Contractor. – Article 31.1

14. Does Mn/DOT ever pay overtime to Contractors?  Cite the Article.
a. Article 13.4 - Mn/DOT will not pay overtime rates for any overtime work or services performed by Contractor or a subcontractor unless Mn/DOT’s Authorized Agent has specifically requested Contractor to do so in writing.

15. What if a Contractor decides to do some ‘extra’ tasks beyond the Scope of Work in the Contract?  Will they get paid for this?  Cite the Article.
a. Article 13.2 - Any work performed beyond that which is provided for in this Contract without a prior written amendment signed by Mn/DOT, will be deemed voluntary and Contractor will not be entitled to compensation for the extra work.

16. What must the Contractor do if there will be a delay in completing the work under the Contract?  Cite the Article.

a. Article 19 - Contractor must notify Mn/DOT’s Project Manager in writing if there will be a delay in completing the project under this Contract.
17. What can you do if the Contractor’s deliverable is unacceptable or defective?  Cite the Article.

a. Article 27 - Mn/DOT will have the authority to disapprove or reject services and/or goods that are defective. 
18. Cite the Article that gives Mn/DOT the right to cancel this Contract.

a. Article 31 - This Contract may be immediately terminated by Mn/DOT or the Commissioner of Administration, at any time, with or without cause, upon written notice to Contractor. In the event of such termination Contractor will be entitled to payment, determined on a pro rata basis, for services and/or goods satisfactorily performed or delivered.

Exercise 4 – Project Management Brainstorm

See Manual Section 4 pages 59-65
Exercise 5 – Finale Quiz Show
1. How many days after Contract Expiration can a Contract be “resurrected?”

A. 30

B. 60

C. 90

2. You have received a Final Invoice which exceeds the Contract amount. You did not give the OK for this, but Contractor claims a Mn/DOT Manager asked for the additional work, which you then confirm is true. What do you do?

A. Let the Manager and Contractor know everything must be done in writing and through you, the Project Manager

B. Get an Amendment going ASAP

C. A and B

3. Your Contractor tells you that they will not be finished by the Expiration Date, which is 1 week away, but they will be done in 2 weeks. This comes as a complete surprise to you. What should you do?

A. Contact your Contract Administrator and get an Amendment started right away

B. Tell them to finish up as quickly as possible and nobody will know

C. Tell them that you will finish it for them

4.
You have a Direct Select Contract under $5K. The Contract work is nearly complete, but you need the Contractor to do a little more work, which will bring the Contract total to $5,200.00. Can an Amendment still be processed?

A. Yes

B. No
C. Maybe – ask Consultant Services as sometimes they will let this slide
5.
Your Contractor has performed poorly throughout the Contract and you want the “record” to reflect this.  What can you do at Closeout?

A.
Contact the Contractor’s President/Owner to report the poor performance

B.
File a report with the Better Business Bureau

C.
Write extensive comments correlating to ratings on the Performance Evaluation

6.
For every P/T Contract, the Contractor must send the original Invoice to:


A.
The Project Manager


B.
Mn/DOT Office of Finance


C.
Consultant Services

7.
The Progress Report is mainly a tool for:


A.
The Contract Administrator


B.
The Contractor


C.
The Project Manager
8.
By approving the Final Invoice and Progress Report, what are you verifying as the Project Manager?

A.
That the Contractor is the best Contractor you have ever worked with

B.
That all Contract terms have been met to the State’s satisfaction


C.
That the letting date will be met
9.
No new work, but more of the same should be addressed in a/an:


A.
Amendment

B.
Change Order


C.
Phone call to the Contractor

10.
Your Contract expires at the end of the month but the project is taking longer than you thought that it would. Contractor needs an additional month, and compensation for that month, to finish. What should be done?

A. Tell them they need to complete the work on time and for the original amount
B. You can authorize the additional time and compensation by e-mail to since the Contract expires so soon

C. An Amendment for the additional time and compensation

11.
Your Contract is expired, but an Amendment is already in process. Can the Contractor keep working as long as they do not submit an invoice until the Amendment is fully executed?

A. Yes

B. No

C. Only with prior written approval

12.
After Contract Closeout, how long must you, the Project Manager, retain your records/file?


A.
Seven Years


B.
Six Years

C.
Five Years

13.
What are two important things to remember about the Consultant Performance Evaluation?

A.
(1) Comments required for poor ratings (2) Provide explanations for cost over-runs and under-runs
B.
(1) The Contractor does not see it (2) Comments are always optional

C.
(1) Only required if over $50K (2) Your Manager must sign off on it 
14. You have a Contract for pre-design, including 2 public meetings. Issues raised at the public meetings require 3 additional meetings. The Contract has been running well under budget to date. What should you do?

A. Start an Amendment to add the meetings

B. Tell them to hold the additional meetings as you anticipate having enough money to cover them

C. Cancel the Contract because it is too hard to cope with

15.
While completing a soil borings Contract, Contractor found some questionable materials. You need them to test those materials. To run those tests and report the findings, they must hire a sub. How do you approach this?

A.
Buy a testing kit and do it yourself

B. Start a new Contract for the Testing

C. Get an Amendment done to add the subcontractor

16.
Contractor calls you to let you know that the numbers in Article 4 of a recently executed Contract are off by $38.53. Turns out, the mileage estimate for Task 3 in the budget was calculated wrong. What should you do?


A.
Buy the Contract Administrator a calculator


B.
Write a memo to the File documenting the error

C.
Let the Contract Administrator know that an Amendment is in order

17.
Contractor misunderstood some instructions (Mn/DOT’s fault) and because of this, they made some foolish errors. They must now re-do some of the work, putting the project over the Cost Plus Fixed Fee amount.  What should be done?


A.
An Amendment to revise the budget for additional labor and overhead without additional fixed fee
B.
They need to redo the work at no additional cost

C.
Just Holler

18.
Your Contractor has submitted an unacceptable deliverable. You have asked them to re-do the deliverable, but they want an Amendment for more money before they will spend any time on the re-work. What should be done?

A.
Since you need them to correct the deliverable, an Amendment must be done for the additional money

B.
Hire another Contractor to fix their shoddy work

C.
Inform them that they will not receive additional compensation for re-work per the Contract Terms

19.
Mn/DOT supplied the Contractor with old information and did not discover this error until receiving Contractor’s deliverables. The Contractor must now complete a substantial amount of re-work as a result. What should be done? 

A. An Amendment for the additional compensation

B. Write a letter to the File

C. Tell the Contractor that they will not be compensated for the re-work
20.
You receive a Final Invoice and notice Contractor has billed for 16 hours beyond the Expiration Date, which was 10 days ago. The costs incurred were part of the Contract and do not exceed the total amount. What should you do?

A. An Amendment

B. Call the police

C. Since it’s a final, Audit can address this in closeout

21.
Your Contract is set up for 5 Lump Sum payments of $10K. The Contractor has completed all of the work required and has submitted a Final Invoice. The total cost was actually only $45K. What should be done?


A.
Sign the Invoice and be happy that Mn/DOT saved $5K

B.
Tell the Contractor to send a new Invoice for the full $50K
C.
Get an Amendment started to decrease the Lump Sum amount

22.
Your Contractor has done a great job for you but, without prior approval, has spent more money than budgeted in the Contract.  They want to know how to reflect this in their Final Invoice.

A.
They should bill for everything but you will only authorize payment up to the Contract amount
B.
They can only bill up to the Contract amount since you did not approve the additional money
C.
They should submit two separate Invoices: one only to the Contract amount and one that shows the over-runs
23.
Your Contract not to exceed amount is $100K.  All work has been completed and the Final Invoice has been submitted.  The total billing was only $42K. What should you do?

A.
Sign the Final Invoice and attach/include documentation for the substantial under-run

B.
Sign the Final Invoice and wait to hear from accounting

C.
Have them resubmit for the full $100K. They should receive the full amount as they completed all of the work.
24.
You have been informed that funding for your Contract has been pulled. The Contractor has completed 3 tasks and has submitted the corresponding deliverables. The remaining 2 tasks cannot be funded at this time. What should be done?

A. An Amendment to eliminate remaining tasks and start the Contract closeout process
B. Take no action at this time as funding may become available

C. Write the Contractor a letter suspending all work and have them invoice for services completed

25.
You receive a Final Invoice on June 8th for a Contract that expired on February 28th. The Invoice shows that the Contractor is billing for work done through March 7th. What should you do?

A.
Inform the Contract Administrator that an Amendment needs to be processed ASAP to add those days

B.
Notify the Contractor that they will not be paid for those additional days

C.
Sign the Invoice and attach a memo of explanation for Audit
26.
You received the draft report on time but did not respond promptly with corrections. Now the final report will not be completed by the Due Date in the Contract, but will be done by the Expiration. What should be done?

A. Deny it was your fault and always blame the Contractor
B. Write a note to the File & Contractor and continue the work

C. Start the Amendment process to change the deliverable due date
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Before Contract Execution

5.	Refine Cost Estimate

6.	Contact Consultant Coordinator

7.	Contract Process Start (CPS) 	Form/Requisition Form

8.	Certification Form

9.	Request for Proposal (RFP)/Pre-	Qualification Announcement

10.	Negotiations for Direct Select 	Contracts








_1227507242.ppt


Before Contract Execution



CONTRACT EXERCISE










_1227507320.ppt


After Contract Execution

		The Project Manager must:



Review the entire submittal

Sign and date the Progress Report, or sign and date the Invoice if no Progress Report required

Make a copy of the entire submittal for your file

Send signed copy of Invoice/Progress Report to Consultant Services
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After Contract Execution

		Check Invoice and back-up dates to make sure that it is not prior to Contract Execution

		Accurate math

		Accurate past Invoice amounts (previously paid invoices)

		Correct information such as Contract number, SP, TH, Contract expiration date, etc.
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After Contract Execution

4.	Contract Closeout

(Section 4, Pages 47-52)



Project Manager Action

		Wow! The work under the Contract is completed!  Now all you must do is complete the closeout process: Approve the final Invoice/Progress Report; Complete the Performance Evaluation; and for Contracts over $50K, complete the Commissioner’s Letter
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QUIZ SHOW FINALE



TEST YOUR PROJECT MANAGEMENT KNOWLEDGE AND WIN FABULOUS PRIZES!
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Contacts

Brad Hamilton	651-297-1172

Ashley Hartfiel	651-296-3558



Consultant Services Help Desk

651-297-7505



Consultant Services Web Site

www.dot.state.mn.us/consult/index.html
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Class Evaluation

We value your opinions and input. Please complete the Class Evaluation and leave it at the back.



Thank You!
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Questions & Discussion
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Bullet Project Manager Guide







Section 5, Pages 1-4
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After Contract Execution

		Performance concerns

		Watch for work outside of the Contract

		Percentage complete correlates to amount of dollars spent
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After Contract Execution

3.	Amendments

(Section 4, Pages 44-46)



Project Manager Action

		At the moment you think you might need an Amendment, contact your Contract Administrator and/or Consultant Coordinator.  You will need to submit a justification (reason for amendment), Scope of Work (if applicable), and budget estimate from the Contractor (if applicable). 
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After Contract Execution

		Complete support documentation for direct expenses, personnel, hours, Subcontractors

		Cost overruns

		Timing overruns
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After Contract Execution

		Remember:  Mn/DOT has a 30 day prompt payment requirement!  If you have ANY issues with the Invoice, let Consultant Services know immediately so the “clock” will stop.  Contested invoices do not need to meet the 30 day prompt payment requirement.  However, please resolve any issues as soon as possible so invoices do not get backlogged.
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After Contract Execution





What to look for when reviewing an Invoice and Progress Report:
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After Contract Execution

		Once Consultant Services receives the above from the Project Manager, they will forward your approval to the Contract Administrator for payment authorization

		Consultant Services pays the Invoice
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After Contract Execution

PROJECT

MANAGEMENT EXERCISE

Close your book!
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After Contract Execution

2.	Invoicing and Progress Reports

(Section 4, Pages 41-43)



Project Manager Action

		When a Contractor sends in an invoice for payment, the Project Manager must review and approve the Invoice, back-up documentation, and Progress Report (if required).
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After Contract Execution

Invoice Procedure

		The Contractor sends the ORIGINAL Invoice, Progress Report (if required), and all back-up documentation to Consultant Services. Concurrently, the Contractor must send a copy of the Invoice, Progress Report (if required), and all back-up documentation to the Project Manager.
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BRAINSTORM



List 10 key things that will help you effectively manage your Contract and Contractor performance.
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Before Contract Execution

Project Manager Action

		You are almost there!  The Contract Administrator will send you a copy of the Notice to Proceed.  Make sure that the Contractor has NOT begun work until you receive it.

		Once the Contract is fully executed, the Contractor may begin work.  It is time to get familiar with the Contract, kick-off the project, and MANAGE that Contractor.
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After Contract Execution

Managing the Contract &          Contractor Performance

(Section 4, Pages 33-40)



Project Manager Action

		This is perhaps the most challenging aspect for a Project Manager.  However, if all of your “up-front” work was thorough and your Scope of Work is fantastically detailed, you should be able to follow your Contract and manage like a pro!
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Before Contract Execution

18.	Notice to Proceed

19.	Violation Forms

20.	Kick-Off



(Section 4, Pages 29-31)
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Before Contract Execution



SELECTION EXERCISE
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Before Contract Execution

16.	Pre-Award Audit









(Section 4, Pages 25-26)



Project Manager Action

		Assist the Contract Administrator as needed
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Before Contract Execution

17.	Contract







(Section 4, Pages 27-28)



Project Manager Action

		Provide information and assistance, when requested, to the Contract Administrator.  This is the time that you need to prepare any documents, data, or materials that Mn/DOT will provide the Contractor.  Otherwise, rest up; busy is on the way! 
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Before Contract Execution

15.	Negotiations

(Section 4, Pages 22-24)



Project Manager Action

		Conduct negotiations with selected Contractor to finalize the Scope of Work, deliverables, and budget
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Before Contract Execution

Project Manager Action

		Refine your cost estimate the best you can

		Contact Consultant Coordinator and they will assign you a Contract Administrator who will guide you through the next steps in the process.  If this is a Direct Select Contract, your main job will be negotiations.
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Before Contract Execution

14.	Selection

(Section 4, Pages 15-21)



Project Manager Action

		The Contract Administrator will guide you through the set-up and execution of the Selection.

		As the Project Manager, YOU are the key technical expert and guide for the Selection Committee.
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Before Contract Execution

11.	Signature Process for Direct Select 	Contracts

12.	Advertisement Period (Question 

      and Answer period responsibilities)

13.	Selection Committee Formation



(Section 4, Pages 9-14)
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Section 2 – Reference Guide

Contracting Terms (Pages 13-19)

		Amendment

		Contract

		Exhibit

		Fixed Fee (Profit)

		Letter of Interest

		Overhead Rate

		Professional/Technical (P/T) Services Contract

		Proposals

		Selection Committee
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Before Contract Execution

Identify Needs

Cost Estimate

Funding

(Section 4, Pages 3-6)



Project Manager Action

		Identify the need to outsource P/T work to a Contractor.

		Estimate the cost of the work

		Establish funding source (gather Fund, Appropriation, and Organization)
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Before Contract Execution





Scope of Work ABC’s:



SEE SECTION 4 PAGES 7-8
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Before Contract Execution



SCOPE OF WORK EXERCISE
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Before Contract Execution





Scope of Work

(Section 4, Pages 7-8) 



Project Manager Action

		Write the Scope of Work
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Section 2 – Reference Guide

		Pre-Qualification Program



		1. < $100K

		2. $100K-$800K

		3. > $800K

		Single Source Contract

		T-Contract Program
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Section 2 – Reference Guide

Roles & Responsibilities (Pages 24-28)



		Consultant Coordinator

		Contract Administrator

		Contractor

		Project Manager
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Section 2 – Reference Guide

P/T Contract Types (Pages 20-23)

		Annual Plan Agreement

		Certified List Program

		Direct Select Contract

		Formal RFP

		Informal RFP

		Interagency Agreement

		Joint Powers Contract
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The Class





		Housekeeping





		Class Overview
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The Manual

		Section 1

		Section 2

		Section 3

		Section 4

		Section 5

		Section 6
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Section 2 – Reference Guide

		Key Contact Information (Page 3)

		Consultant Coordinators (Page 5)

		Contract Administrators (Pgs 11-12)
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Project Management for Professional/Technical (P/T) Contracts
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Contacts

Brad Hamilton	651-297-1172

Ashley Hartfiel	651-296-3558



Consultant Services Help Desk

651-297-7505



Consultant Services Web Site

www.dot.state.mn.us/consult/index.html
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PROJECT MANAGEMENT

FOR

PROFESSIONAL/

TECHNICAL (P/T) CONTRACTS 
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