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DEPARTMENT OF ADMINISTRATION



        Real Estate and Construction Services (RECS) 
SW-08c Standard of Work for Project Management-Procurement
Standard for:


Best Practices for managing the Procurement and Bidding phase of a RECS project

Purpose:
Standardize project management practices, tasks and processes around RECS’s mission to provide excellent customer service, quality, total / life cycle ownership; and compliance with statutes covering state funded projects.

Background:

Construction contracts are executed by Materials Management Division (MMD) in coordination with Real Estate and Construction Services.
References or related documents:

RECS-CT-01 Contracting Policy
RECS-CT-XX Vendor Reporting Policy
Standard:
	Step
	BIDDING AND PROCUREMENT TASKS


	RELATED DOCS
	RESPONSIBLE 

PARTY

	1
	Oversee and facilitate planning of bidding and procurement for project. Make sure that there is consensus on the scope of work from the agency Owner, designers and contractors.
	Design Guidelines & Instructions for On-Line Bidding 
	RECS PM

	2
	Coordinate with design team and Materials Management Division (MMD) during the bidding phase. Assist with bid scopes of work to ensure that it is clear to the contractor what they are to bid.  See Design section of Project Management Standard of Work.
	Scope of Work
	RECS PM

CONSULTANT

MMD



	3
	The consultant submits the Bid Request Form to MMD and Risk Management for bid dates and insurance requirements. Provide MMD with consultant’s cost estimates and the desired bid opening date on the Bid Request Form.  Edit the A201 based on Risk Management’s input.  Include a pre-bid meeting date.
	Bid Request Form

Standard of Work for Construction Contracting
	RECS PM

CONSULTANT



	4
	Establish bidder pre-qualification requirements as outlined in the request for qualifications for each type of project.


	Standard of Work for Construction Contracting
	RECS PM

CONSULTANT



	5
	Distribute addenda to bidders issued by architect/engineer of record via the MMD website. If available use the project management system to distribute all design documents.
	Online Bidding Website
	RECS PM

CONSULTANT



	6
	Establish and communicate owner notices, information and advertisements for and during bidding phase via the MMD website.
	Online Bidding Website Ad for Bid
	RECS PM

MMD

	7
	A/E to conduct pre-bid meeting to communicate project and bidding requirements, and information to potential bidders.

Ensure that potential bidders understand:

a.  Prevailing Wage compliance and reporting is required

b. Any hazardous materials removal coordination.

c. Project Management Software requirements.

d. Health Department code approvals – if needed.

e. Unique requirements that will impact their work or schedule

f. Temporary parking, toilets, staging areas, water, power, availability (per specifications).

g. Waste Management & Recycling requirements

h. Safety Requirements

i. Consequential Damages are NOT waived.

j. SAC/WAC Charges are to be covered by the Contractor

k. Special security requirements 

Contractor Evaluations will be completed for the project.
	Sample Pre-Bid Agenda 

Standard of Work for Construction Contracting


	RECS PM

CONSULTANT



	8
	Monitor addenda and impact on bids. RECS PM should know where the information on the addendum originates and make sure that it is not going to put the project over budget.
	Project Budget
	RECS PM

	9
	Assist in responding to contractor questions during the bid period.
	N/A
	RECS PM

CONSULTANT

MMD

	10
	Ensure bidder questions are compiled and that Design Consultant addresses needed responses or clarifications in the addenda.
	Project Budget
	RECS PM

	11
	After receiving bid tabulations from MMD, require post-bid review with design consultant to review bids.  Obtain consultant’s bid recommendation (award/reject) in writing. RECS then submits the recommendation to Gordon & Wayne. Verify sub completion dates in the letter coincide with the dates in the specs. MMD then copies the A/E.
	Consultant’s written Recommendation to Award/Reject
	RECS PM

CONSULTANT



	12
	Notify design consultant when the contractor receives their executed contract and notice to proceed.
	Standard of Work for Construction Contracting
	RECS PM

MMD

	13
	Facilitate the issuing of a project report (Bid Tabulation) with updated costs based on bid results and recommendation for award.
	MMD bid tabulation
	RECS PM

MMD

	14
	When requested, provide a report on projected cash flow analysis during construction or during the planning stages.
	RECS Accounting cash flow form 
	RECS PM

	15
	Ensure bid results updates are made in the Project Management Software system or Project Database
	Project Management Software system or Project Database
	RECS PM

	
	
	
	


Process for revising standard:


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