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DEPARTMENT OF ADMINISTRATION



              Real Estate and Construction Services (RECS) 
RECS-SW-06 Standard Work 
for Work Orders under Professional/Technical Service (P/TS) MASTER Contracts   DRAFT  07 31 09
Standard for:


Executing a WORK ORDER for Professional/Technical Services
Purpose:


To achieve a consistent method for procuring Professional/Technical Services (PTS) or Construction work using a Work Order (WO)
Background:
A work order is a contractual agreement written against a pre-established Master Contract / Annual Plan Contract.  A Master Contract with one or more Vendor firms must exist in order to execute a Work Order for specific work
If a Master Contract is not established for services needed, a separate contract will be needed.  See “References or related documents” below.

If it is anticipated that the estimated fee for services or work may exceed the dollar limit of the Master Contract, then the Professional/Technical (P/T) Contract process (SW-01) must be used, wherein a RFP is sent to vendors on the RECS Master Roster, or by advertising the RFP in the State Register.
References or related documents:


RECS-CT-01 Contracting Policy

RECS SW-05 Standard Work for Professional/Technical Service (P/TS) Master Contracts
Estimated time for completion:
    As indicated for each step
Standard:  


	Step
	TASK
	TIME

	1
	Customer agency completes and submits, via email, a Project Initiation Form (PIF) to initiate and request services to deliver a project.  The PIF is submitted to RECS Accounting and Construction Program Manager.

 The agency must provide funding with the project request.  

 PIF is returned to customer if information is missing.

	N/A

	2
	RECS Construction Program Manager assigns the project to a Project Manager (PM) and notifies Accounting Officer via email.

	1 day (8 hrs)

	3
	The Accounting Officer assigns a project number, creates an electronic file in the computer sharedrive and project data base.  Accounting then verifies funding, enters the Project Number on the PIF and distributes the PIF to the assigned PM and affected stakeholders via email.

	0 days

(time is included in Step 2 above)

	4
	PM receives PIF and assignment, contacts the customer agency who submitted the PIF.  The intent will be to:   

a. Obtain project scope information.

b. Determine if site visit is necessary in order to write the project scope.
c. Select Master Contract vendor(s) to receive the RFP.
        The minimum number of vendors to receive the RFP is based on the following dollar amount thresholds:

              $0 to $25,000                 1 vendor

              $25,001 to $50,000        2 vendors

              $50,001 to $100,000      3 vendors

$100,000 to $200,000   All Master Roster vendors in the           category of expertise/discipline

Notes:   1.  NO CONTRACT AMENDMENTS TO INCREASE THE FEE WILL BE ALLOWED IF THE INCREASE EXCEEDS THE THRESHOLD DOLLAR AMOUNT. The PM should  select more than the minimum number of vendors to receive the RFP if a fee increase may occur.
d. Schedule the mandatory RFP info site visit – if needed.

e. Draft RFP scope of work (Standard Exhibit A).

f. Fill out RFP /Contract Drafting Request Form ( all information must be provided or request will be returned for additional info).

The RECS PM finalizes the scope of work, completes the RFP/Contract Drafting Request and forwards them to the Contracts Coordinator.

	5 Days


	Step
	TASK
	TIME

	5
	Contracts Coordinator receives and logs in receipt of RFP scope of work from PM, completes the RFP, issues the RFP via email to the chosen vendors,  copies the RECS PM on the email, and logs the date into the Contract Control Log (in the Project Data Base).   

Using MS Outlook, the Contracts Coordinator schedules the proposal response due date with Support staff (Receptionist & Asst. Contract Coordinator) 

Copies of the RFP are sent to Stakeholders (at a minimum PM, agency and facility).  


	1 Day



	6
	Vendor (s) receives RFP, prepares and submits RFP response.
The individual project and number of vendors receiving the RFP (See Step 4 above) will dictate variations in this Step.   In general, Vendor Response time may require making a site visit, submitting questions, PM responding to questions, and number of proposals to evaluate.
In general, the following timelines apply:

a. $0 - $25K =    5 Days 
b. $25 - $100K = 7 Days
c. $100 – $200K  = 10  Days

	a.  5  Days

b.  7 Days

c.  10 Days



	6.1
	During the vendor response time, the RECS Project Manager (PM):

a.  < $25,000: Conducts site visit if necessary and responds to questions.
b.  > $25,000: Forms an evaluation team, conducts site visit/meeting, responds to vendor question during cert. signing & vendor RFP response time.


	Time included in Step 6 

	7
	RECS Contracting  receives RFP response(s) from vendor(s), logs receipt date in Contract Control Log (located in the project data base).

a. >$25,000: Contracts Coordinator reviews proposals for pass/fail criteria.

b.  Contracts Coordinator sends RFP response(s) to the Project Manager

(Price proposals are retained by the Contracts Coordinator until evaluations are completed and submitted).


	1 Day

2 Days

	8


	The RECS PM (and evaluation team- if needed or desired) reviews and evaluates proposals. 

a. $0 -   $25K  = 5 Days 
b. $25 - $100K = 7 Days
c. $100 – $200K = 15  Days

	a. 5 Days

b. 7 Days

c. 15 Days




	Step
	TASK
	TIME

	9
	PM delivers all proposals and Evaluation scores to RECS Contracting.  The RECS Contracting logs in receipt date in the Contract Control Log (located in the project data base).


	Time included in Step 8



	10


	RECS Contracting tabulates the evaluation results (including price scores) and informs the RECS PM of the results. 
	Time included in Step 8



	11
	PM reviews selected vendor’s pricing and negotiates final fee amount with vendor.

(PM pencil edits vendor proposal with negotiated fee amount and places a “cross” next to edits for initialing)


	2 Days


	12  
	PM notifies RECS Contracting that final negotiations have concluded.

NOTE:  All documents, data are available to the public.
	Time included in Step 11


	13
	RECS Contracting drafts the Work Order (WO) and attaches the RFP scope of work (Standard Exhibit A), vendor’s fee proposal response, and:
a. Makes pdf file and emails to vendor for signature (and initialing of PM’s negotiated changes to fee or terms, if applicable). RECS Accounting is copied on the email to the Vendor.
b. Places the WO with the Contract file in the “Sent To Vendor box” located in RECS’s designated “Contract signing area”.

c. Logs in the “send” date that the WO is forwarded to the vendor. (Date is logged in the Contract Control Log in the project database).


	5 days

	14
	Accounting verifies funding and enters encumbering order into the State’s Accounting System.
a. If RECS controls funding, Accounting encumbers funds to the WO and Master Contract.

b. If agency provides funding, Accounting sends notice to agency who encumbers funds 


	Time included in Step 13

	15
	Vendor receives, signs and returns copies* of the Work Order and emails an electronic “pdf” file of the signed contract to RECS Contracting.

 * If WO amount is less than $100,000, the vendor signs and returns 2 copies

    If greater than $100,000, the vendor signs and returns 3 copies.


	5 Days




	Step
	TASK
	TIME

	16

	RECS Contracting receives WO from the Vendor and logs in receipt date in Contract Control Log and gives to RECS Accounting.

	1 day

	17


	Accounting fills out the encumbrance information on the WO, signs and dates and places it in the designated “Contracts Signing Area” workstation for RECS’s agency signature 


	Time included in Step 16

	18
	The RECS Construction Program Manager (or delegated authority) signs the Work Order and places it in the RECS Contracting Support*  inbox. (The date of signing is the Execution Date).
*When the Work Order amount is $100,000 or more.  The RECS Construction Program Manager (or delegated authority) places the Work Order in MMD’s box located in the designated “Contracts Signing Area” workstation.

MMD makes bi-weekly visit to RECS and reviews and signs the Work Order. 


	3 Days

-typical

	19
	Contracting Support picks up the Work Order from their inbox; or, if greater than $100K, from the “Contracts Signing Area” workstation, logs WO execution date into the Contract Control Log scans copy of fully executed WO, emails and mails original copy of executed WO and Notice-To-Proceed to Vendor.

The RECS PM and designated stakeholders are copied.


	1 Day

	
	POST- WO EXECUTION ACTIVITY

	

	20

	The Contracting Support files the executed Work Order (WO) in the project file in the “s” sharedrive and in the vendor’s hardcopy MASTER CONTRACT file.


	N/A



	21
	The Contracting Support sends the WO to Accounting.


	1 Day

	22
	Accounting creates a contract file and hanging file.


	As time allows

Max. 5 Days



	23
	Accounting files the WO contract in the contract file cabinet along with a copy of the Project Initiation Form (PIF).


	Included in Step 21 time


	Step
	TASK
	TIME

	24
	When the Consultant Vendor completes the work under the original contract including the work contained in any Supplemental Agreements, and prior to making final payment on the contract, the RECS Project Manager completes a Consultant Evaluation form.

See RECS SW-07 Standard Work for Evaluations

	N/A



	25
	After completing the work or on a monthly basis, or following accepted completion of the work, the Consultant Vendor submits a pay request to be paid for the work contained in the WO.

The State’s standard Pay Request form for Consultant Vendors is located on RECS’s website (www.admin.state.mn.us/recs  )

Upon receipt of final payment request, RECS Accounting verifies that the required consultant evaluation form(s) and all final submittals is/are completed and submitted. To verify Accounting checks the electronic Vendor Evaluation File and the lower left hand corner of the pay request.
If an evaluation is not in the file, or other submittal has not been received, RECS Accounting returns the payment request to the PM and notifies the PM.
See RECS SW-09 Standard Work for Contract Payment Requests

	N/A



	26
	If the outcome or deliverable for the Work Order scope of work included a “Report”, the Contract Coordinator notifies the RECS PM to obtain a copy of any Reports.  RECS Contracting forwards a copy of the Report to the Legislative Reference Library (LRL).


	Following final payment


Process for revising standard:


Submit electronic document of this standard with tracked and redline changes.
Date:
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