FY18 MnDOT & LRRB Funded Projects
Instructions to Process Work Plans

For questions, please contact Beth Andrews, CTS, at 612-626-1745 or andr0274@umn.edu. 
*Please note: the deadline to have your work plan submitted to MnDOT contracting is April 1st. Therefore, you will need to submit the approved work plan, PS Budget, and PRF to CTS no later than March 16th.
1. If you were funded through the annual RFP, you may either use the template linked on the CTS For Research page, or adapt your proposal document. 

To adapt your RFP proposal form (in Microsoft Word):

· Change the document header from “Project Proposal Form” to “Research Project Work Plan.” 
· Delete sections 15 (Resumes), 16 (Literature Search), and 17 (References) from the proposal.

2. When creating your work plan, keep in mind the following tips:

· Each task should be no more than 12 months in duration.  The task should start on the first of the month, and end on the last day of the month. 
· Each task should have 3 dates: a start date, a draft deliverable date, and a final approval date. There should be two full months between the draft and final dates. 

3. MnDOT Research Services Project Advisors (PAs) will work with the Principal Investigator (PI) and the Technical Liaison (TL) to organize a pre-contract meeting with the Technical Advisory Panel (TAP). 
4. The primary purpose of the pre-contract TAP meeting is to review and finalize the schedule and deliverables. The TAP may ask you to make some slight clarifying modifications to your work plan. 


5. With any minor additions, the TL and PA will review, finalize, and approve the technical scope in the work plan and approve it for processing into a contract.
*NOTE: The TL and project advisor must approve the work plan prior to contract drafting. If you need assistance in gaining this approval, please contact Beth.   
6. Submit the approved work plan and PS budget to CTS by attaching the documents to an email addressed to Beth Andrews (andr0274@umn.edu). Beth will review the work plan and PS budget against contract requirements. It is recommended that the approved work plan be submitted to Beth before routing the Proposal Routing Form (PRF) for approval.
7. Once Beth has reviewed the work plan and PS budget, she will notify the PI to route the PRF. 
Helpful PRF Hints:

· Item 5: Select “Electronic (other than grants.gov).”  Insert Beth Andrews (andr0274@umn.edu) for questions. Instructions should read “Send proposal to MnDOT. Beth Andrews, CTS, will provide MnDOT contact information.”


· Items 8 & 20: If PI effort is NOT being charged to the project budget for which the PRF is being routed, #8 of the PRF must indicate at least 1% unpaid effort.  This unpaid effort is considered cost share and in this case #20 on the PRF, “matching and cost sharing,” must be completed.
· Approvers: Include approvers as required by your department.  Add Elizabeth Andrews (Internet ID “andr0274”) as an approver on the routing chain. 
· Troubleshooting: If your PRF comes back because someone isn’t listed as a valid approver, call the EGMS helpline (612-624-1600) and have them added to the list of approvers. 
8. Immediately after routing the PRF, send the work plan and the PS budget to the approvers listed on the PRF to request approval. Reference the PRF number in the email. 

9. Beth will submit the PRF, work plan, and PS budget electronically to SPA for contract processing.

10. You will receive an email from MnDOT when the contract is ready to be signed.  At that time, particularly if the original project start date has passed, you should carefully review the project schedule in the Work Order Contract to make sure you can accomplish the tasks as scheduled. If not, you should provide MnDOT with updated task and contract end dates so the contract can be corrected before the contract is signed.[image: image1.png]



11. Work can begin after the contract is fully executed by MnDOT and the University of Minnesota. SPA issues an EFS Chart String to you via e-mail and in the Notice of Grant Award (NOGA).

