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DEPARTMENT OF ADMINISTRATION



Real Estate and Construction Services (RECS)
SW-08a Standard of Work for Project Management-Pre-Design
Standard for:
Best Practices for managing the pre-design phase of a RECS project.
Purpose:

To ensure that the design meets the program needs of the client, the established budget, schedule, quality standard and all applicable codes and laws.
Background:
Construction contracts are executed by Materials Management Division (MMD) in coordination with Real Estate and Construction Services.
References or related documents:

RECS Standard Work for PTSC Contracting

RECS-CT-01 Contracting Policy
Standard:  
	Step
	PRE-DESIGN INITIALTASKS
	RELATED DOCS
	RESPONSIBLE
PARTY

	1
	After receipt of project initiation form (PIF), contact customer to develop base scope of work, preliminary schedule and project budget. The decision maker for the customer needs to be identified early in the process to ensure timely decisions.


	Project Initiation Form


	RECS PM

	2
	Review pre-design requirements in the State’s Pre-design Manual for Capital Projects and checklist.


	Predesign Manual
	RECS PM

	3


	Contact the customer agency to review project scope, funding source, project budget, identify statutes, rules, certification, licensing requirements, federal requirements, historical, Capitol Area Architectural Planning Board (CAAPB), environmental assessment, hazardous materials assessment, or other requirements that apply to the project; and to identify associated consultant expertise needed in order to execute a pre-design.
	Pre-design Manual,

Minnesota Statutes, Rules, Licensing Requirements,  Federal Funding Requirements, other source documents 


	RECS PM

AGENCY

	4
	After procuring the consulting firm, review pre-design requirements with consultant and develop and facilitate a Communication and Project Organization Plan and management information systems to be used during the pre-design development.


	Sample Project Management Plan 
	RECS PM

	5


	Prepare a detailed scope of work. Develop a Request For Proposal (RFP) to contract with a qualified consultant (with necessary subconsultants) to prepare a pre-design for the project.


	RECS SW-01 Standard Work for Professional/Technical Contracting


	RECS PM

	6
	Prepare grading criteria which is project specific.


	
	RECS PM

AGENCY

	7
	Include a fee payment schedule for the RFP. The payment schedule should indicate percentages of the fee assigned to the various Pre-design elements/categories of information to be delivered and services to be provided by the consultant team including a scope of work and conceptual schedule.


	Request For Payment Consultant Contracts
	RECS PM

	8
	Initiate and follow through with procurement of a qualified consultant.

Depending on the amount of the contract, choose the required number of A/Es whose qualifications mirror the intent of the RFP.


	
	RECS PM

AGENCY

	9
	Schedule pre-proposal meeting with selected consultants
	
	RECS PM

	10
	For the RFP (and subsequent payment requests) breakdown the Pre-design Manual Components into percentages of the fee.

Example:

Executive Summary:                            1%   

Project Cost Planning-ongoing costs:  4%

Background Narrative:                         2%    

Project Cost Estimate:                        10%

Programming:                                     40%   

Project Schedule:                                 3%

Site Selection:                                    17%   

Specialty                                              8%

Energy & Sustainability:                     10%   

Technology Plan                                   5%
	Pre-design Manual
	RECS PM

	11
	Gather all preliminary agency planning documents, project requirements and in coordination with the consultant, develop a Responsibility Matrix (RACI) for task assignments to Consultant, Agency and project team members.  When land acquisition and site selection are included in the Pre-design effort, contact RECS Real Estate group for inclusion into the Pre-design effort.


	Standard Responsibility Matrix
	RECS PM

AGENCY

	12

	Prepare an agenda and pre-design outline of information to be gathered, schedule and conduct a pre-design initiation/kick-off meeting as well as regularly scheduled design meetings with the project team.  Meeting minutes will be prepared by the A/E. Agenda should cover overview of information to be gathered, the Communication and Project Organization Plan and management information systems to be used during the pre-design development for the pre-design along with assignments per the Responsibility Matrix.


	Written Agenda,

Pre-design Manual outline of categories,

Sample Project Management Plan, Standard Responsibility Matrix
	RECS PM

	13
	Prior to initiation/kick-off meeting develop a milestone schedule for completion of the pre-design.Confirmation of the schedule should take place at the meeting.The RECS Project Manager instructs the pre-design consultant to prepare a “working pre-design” document (3-ring binder) that is organized in accordance with the categories/elements identified in the Pre-design Manual.  The working document should contain “placeholders” for information to be inserted, it is annotated for specific information gathered and who is responsible for gathering the information for that placeholder along with the due-date.  And as information is gathered, analyzed, and consensus on validity for inclusion is determined by the team, it is inserted where designated by the placeholder.   (Note: Project Management software may be used to manage the pre-design efforts and for posting all required information and documents).


	Pre-design Manual

3-ring binder or Project Management Software

RECS Links for design
	RECS PM

AGENCY CONSULTANT

	14

	In accordance with the milestone schedule, require periodic submittals of the “working pre-design” document from the consultant.  Each submittal should demonstrate completion or percentage of completion of placeholder information.


	Request For Payment Consultant Contracts
	RECS PM

AGENCY

	15
	Develop project’s scope and all elements.  Advise consultant to include only pertinent information into the pre-design document that will apply to instructing a future design team on designing the project.  


	Pre-design Manual
	RECS PM

CONSULTANT

	16
	Coordinate selection of and tours of precedent facilities.  The design team and customer agency reviews significant design features and concepts to be incorporated into the project. 
	Pre-design Manual
	RECS PM

AGENCY CONSULTANT

	17
	Identify and include all elements needed for the project budget (such as design; construction; testing; surveys; furniture, fixtures and equipment (FF&E); signage; occupancy costs; land acquisition; infrastructure.

	Capital Budget Request Form (sample contained in Pre-design Manual)


	RECS PM

	18
	Identify and document unique requirements for the project:

a.  Environmental Assessment (and Impact statement)

b.  MN Historical Society’s review and approval

c. Hazardous material abatement and demolition (including cleanup of site contamination)

d. Regulatory design requirements and Standards (Supportive Living Facilities, Correctional cell units/prison design, Laboratory containment level, Data CenterTier level, etc.)

e. MN Statutes applicable to State Funded projects.

These requirements can be referenced in the main document and included in the Appendix of the Submitted Document.


	Pre-design Manual
	RECS PM

	19
	Identify quality management goals. Incorporate quality goals into scope of work.  Evaluate the appropriateness of costs, including life-cycle costs of major project components.


	Design Guidelines
	RECS PM

	20
	Consultant Designer is to provide Life-Cycle Cost information on the building and its major systems  (Total Cost of Ownership)
	Pre-design Manual
	CONULTANT

	21
	Clarify user agency/customer objectives.


	Meetings, documents provided by agency


	RECS PM

AGENCY CONSULTANT

	22
	Identify design expertise needed for Project.


	
	RECS PM

	23
	Determine design contract scope of services and deliverables.  (For future designer selection).


	Sample Scope of Services
	RECS PM

	24
	Determine communication procedures during contract period, in consultation with appropriate Agency Executive.


	Communication Matrix in Project Management Plan


	RECS PM

	25
	Prepare a progress schedule for all project activities to be performed by the customer, architect, contractors, and project manager. Include the critical path for all approvals and submittals. Note: If the consultants do not meet the required deadlines established a recovery schedule needs to be implemented to get back on schedule. Include all pertinent consultants in establishing the critical dates and durations to gain commitment from them.


	Schedule 
	RECS PM

	26
	Monitor the progress to identify and resolve any issues.  Notify Agency Executive of significant issues, with recommendations for resolution as appropriate.


	Schedule 
	RECS PM

	27
	Provide all parties, including the appropriate Agency Executive, with regular periodic reports on the status of each activity and the project scope, schedule and budget. 
	Communication Plan,Project Data Base
	RECS PM

	28
	When site selection is included in the Pre-design scope of work, consult with RECS’s Real Estate group to identify state-owned property for consideration in site selection/land acquisitions.  Real Estate group can provide preliminary estimates of land acquisition costs.


	Pre-design Manual
	RECS PM

	29
	Provide design consultant with Applicable Statutes for State Funded Buildings and review requirements.

Pre-design Cost Plan and Estimates are to include the associated costs of complying with the Statutes.
	MN Statutes
	RECS PM

	30
	Advise consultant and agency on Statute requirements for Energy Conservation and Sustainability to be incorporated into the Pre-design.


	Pre-design Manual,

Minnesota Statutes, Rules, Licensing Requirements,  Federal Funding Requirements, other source documents 


	RECS PM

	31
	Consultant shall provide technical analysis on incorporating solar, wind, geothermal alternative energy sources into the project.
	
	CONSULTANT

	32
	Determine and document Historical Preservation requirements for the project.
	State Historical Preservation Office


	RECS PM

	33
	Develop and submit the Technology Plan for the project to the Office of Enterprise Technology (OET) and obtain their written recommendation.

Include OET’s signed letter in the pre-design document.


	Pre-design Manual & technology guidelines
	RECS PM

OET

CONSULTANT

	34
	Obtain any Agency policies, security requirements, guidelines for inclusion into the Pre-design.   Example:  Plant Management’s Agency documents, security requirements.


	Agency documents
	RECS PM

AGENCY

	35
	Determine the need for and document Environmental Assessment requirements for the project.  If federal funding will be provided, document federal National Environmental Protection Act (NEPA) requirements for an Environmental Assessment.


	Environmental Quality Board


	RECS PM

	36
	If demolition of buildings/structures will be included in the project, document requirements per the Demolition Procedure.
	Fleet and Surplus Services


	RECS PM

	37
	Review Maintenance and Operations requirements with the customer (user) Agency.  Incorporate preferred equipment lists into the pre-design document.  (Note:  Preferred Equipment is intended to be the base specification with approved equals allowed.


	Agency
	RECS PM

	38
	Determine the appropriate project delivery method for the project:

(Design-Bid-Build, Best Value, Construction Manager at Risk, Design-Build).  For all delivery methods, identify qualification criteria to be used in selection/award of contractor, Construction Manager, Design-Builder.


	Consultation with Agency and RECS Management
	RECS PM

	39
	Upon receipt of a final pre-design draft and pre-design checklist, conduct a pre-design “wrap up” meeting to review information and obtain agency approval.


	Pre-design Manual
	RECS PM

AGENCY CONSULTANT

	40
	Focus should be on whether the pre-design document contains sufficient information to have an accurate total project cost and will instruct a future design team as to the project requirements.  (The pre-design will be posted with the future RFP for designer selection once the project is funded).
	
	RECS PM

	41
	Obtain customer Agency’s final approval
	Agency Project Acceptance Form
	RECS PM

	42
	Agency Commissioner (or authority for political subdivision) submits final pre-design document to ______________
	
	RECS PM


Process for revising standard:


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