Work Type Definition and Submittal Requirements

8.4 Title Services

Work Type Definition
Page 1 details the work type definition.  In order to become pre-qualified for this work type, please see the “Work Type Submittal Requirements” on page 2.
I. Description
Title Services include:

A. Preparation of Title Opinions for the tracts of land identified on maps provided by the State, with Title Opinions.

a. Based upon at least a 40-year search of county records.

b. Submitted on the State’s Title Opinion form.

B. The updating or continuation of existing (provided) Title Opinions.

C. Securing and recording of instruments of conveyance by first updating or continuing affected existing Title Opinions and walking the executed instruments through the recording process in the county courthouse.
II. Standards and Specifications
Standards and specifications required for a project under this work type may include the following:
A. Compliance with the Minnesota Title Standards and in accordance with the format and instructions supplied by Mn/DOT.
III. Provided By Mn/DOT
Information to be supplied by Mn/DOT for a project may include the following:
A. Title request map
B. Existing Title Opinion (if available)
C. Parcel file with executed instruments to record
D. Format and Instructions
IV. Provided by Consultant

Deliverables to be supplied by the consultant for a project may include the following:
A. Title Opinions (signed).

B. Updated Title Opinions.

C. Recorded acquisition instruments or an explanation indicating reasons/rationale relative to the instruments not being recorded.
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Work Type Submittal Requirements

A consultant firm becomes pre-qualified based on the qualifications of the personnel that are employed by the firm. 
	Key Personnel Requirements

	Minimum Number of Staff:
	At least one Licensed Attorney or Abstracter

	Professional Certification/Licensure:
	Must be a Licensed Attorney or Abstracter by the State of Minnesota.

	Work Type Submittal Requirements*

	I. Resume and Relevant Project Experience Form (Form PQ1)
Submit in Word format
	A. Complete Parts 1, 1A, 2 and 3 of Form PQ1
Part 1: Fill out general information and names of personnel.
Part 1A: Satisfactory experience must be demonstrated in activities normally associated with this work type. List experience that demonstrates ability to successfully perform Title Services in a manner consistent with requirements.
Part 2: Project Examples listed must correlate to those described below in “Project Example Requirements.” 
Part 3: Provide a listing of the Counties in which you are willing to perform Title Services.

	II. Project Example Requirements
Submit in PDF format
	A. Each professional seeking pre-qualification status needs to submit two (2) examples of a Title Opinion completed in the last five (5) years.
B. Examples must include a description and time frame of the Title Services, as well as a description of the relevant issues and resolutions.

	III. Proof of Professional Certification/Licensure
Submit in PDF format
	A. Provide a current copy of the applicable Professional Certification/Licensure

	*Work Type Submittal Instructions:
Create a flash drive that includes the following individual files or folders in this order:

I.
Resume and Relevant Project Experience Form (Form PQ1)

II.
Project Example Requirements (this should be a folder that includes individual files clearly named according to Part 2 of the PQ1)
III.
Proof of Professional Certification/Licensure
Each file should be saved in the format identified above.

Submit 5 copies of the flash drive.
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