Consultant Selection and Contract Administration Summary - Bridge

Engineering Professional Services Guidelines

http://epg.modot.org/index.php?title=Category:134_Engineering_Professional_Services
Process begins when the District Design Engineer (DDE) or Division Manager realizes a need to contract for professional services with a consultant

DDE informs the Project Manager (PM), who develops a general description of work needed

The PM and DDE discuss the need with the Assistant District Engineer and District Engineer (DE), the DE agrees with the need to hire a consultant

Ensure the project is on the STIP and TIP (TIP only if the project has federal assistance and/or a MPO project), if not your Transportation Planning can assist

OR

If the project’s design portion is a cost share – contract your Transportation Planning and Resource Management to complete a MoDOT Partnership Development Application Form with a letter of support from the DDE to ensure the Cost Share Committee has reviewed the project. 
 

 FORMCHECKBOX 
The PM works with the core team to develop detailed scope of services

 FORMCHECKBOX 
The PM develops an estimate of man-hours and cost for the proposed consultant services 

 FORMCHECKBOX 
The PM determines the type of contract needed based upon the cost estimate

· For an estimated design cost of less than $100,000 you may elect to use an hourly rate contract if the scope of services fits the established work categories

· When the estimated cost is close to $100,000 or there is a high possibility of changes to the scope of services, use standard State Funded contract (BR01-SF)

· For estimated cost of more than $100,000 use standard contract (BR01-SF)

If the estimated cost exceed $1,000,000 or the services involve interstates, major bridge or has federal funding use standard Federal Assistance contract. (BR01-FA)

 FORMCHECKBOX 
 The PM should contact the District’s assigned Civil Rights Specialist for an estimated DBE participation goal for the contracts with federal assistance.

District
Civil Right Specialist

1, 4, 7

Donnetta Cole

3, 6, 10
Patricia Weekley

2, 5

Rose Cooper

8, 9

Kristi Hixson

 FORMCHECKBOX 
 The PM determines which fund the project will be charged: DBC, 2TMP, Other Sources, Federal Earmark… NOTE: Obtain contracts from the attached CCO link. BR01-SF and BR01-FA contract forms can be found at http://wwwi/intranet/cc/contracts.asp?f=BR&nav=modot
Solicitation

 FORMCHECKBOX 
 The PM prepares a Professional Services Committee (PSC) Approval to Solicit Consultants letter with proposed solicitation and complete data information sheet. The PSC letter must include a copy of the STIP page showing the project and also the TIP Page for all federal projects and MPO projects. http://epg.modot.org/files/0/09/Approval_to_Solicit_Consultants_Letter.doc
· The PM gives the letter to the State Bridge Engineer for review and approval

· CODesign posts a copy of the consultant solicitation and the date by which the consultants must respond to the web. An email will be sent to the Design Consultant Solicitation list

 FORMCHECKBOX 
PM will form a selection team, consisting of a least three people, including the PM, CODesign Liaison Engineer and staff who have experience on similar projects. Invite FHWA to participate on the selection team when the contract includes federal assistance. The attached link is to the Consultant Selection Rating form.

http://epg.modot.org/files/c/cb/Rating_Form_for_Selecting_Short_List.doc
Selecting a Consultant without interviews or presentations

For the majority of the projects, the team meets and using more detailed selection criteria and review of evaluations from the Design Consultant Database and letters of interests.

 FORMCHECKBOX 
The PM sends a PSC Review of the short list for all ARRA projects

ARRA Projects-After the PSC reviews, a PSC Consultant Selection Approval Letter may be required.
 FORMCHECKBOX 
The PM sends a PSC Consultant Selection Approval Letter, listing considered short listed firms. (Non-ARRA projects)

http://epg.modot.org/files/3/3b/Consultant_Selection_Approval_Letter.doc
 FORMCHECKBOX 
The PM notifies selected consultant after PSC approval is obtained

CODesign will post final selection to the General Information for Consultants website

Selecting a Consultant with interviews or presentations


Invite FHWA to participate on the selection team when the contract includes federal assistance

Required when the scope of services includes a feasibility study, environmental assessment, environmental impact statement, major river bridge design, a major investment study, includes extensive public involvement, or has an opportunity for a high degree of innovation, or as requested by the PSC.

The selection team should review and rate the responses to the solicitation and create a “short list” of 3 to 6 consultants to consider further

 FORMCHECKBOX 
The PM is required to obtain PSC approval of the short list http://epg.modot.org/files/0/0a/Approval_of_Short_List_Letter.doc
After PSC approval is obtained

· CODesign post short list to webpage

· The team conducts the interviews or presentations with the short listed firms

· The team scores and ranks each consultant, ultimately reaching consensus on the selection (This team can consist of any participants you feel are necessary to select the best firm)

 FORMCHECKBOX 
The PM sends a PSC Consultant Selection Approval Letter with rating sheet to CODesign

 FORMCHECKBOX 
The PM notifies selected consultant after approval is obtained.  The PM will notify firms not selected.

CODesign post the final selection on the General Information for Consultants website

Contract Development and Execution

 FORMCHECKBOX 
The PM prepares a draft contract with scope of services and a pre-negotiations estimate of man-hours and costs. The PM should contact the following divisions for input on the scope of services, if needed

Design Division

Traffic Division

Geotechnical

Utilities

Environmental

Historic Preservation

Sample Scope of Service is located on Microsoft Word File New - DE Contracts tab


 FORMCHECKBOX 
The PM should ensure a DBE goal has been obtained from External Civil Rights for all federal assistance contracts. 

 FORMCHECKBOX 
The PM sends the contract and scope of services to the consultant

· The consultant will develop a cost estimate based upon man-hours and the scope of services

· The consultant and the PM negotiate the scope and number of man-hours needed to perform the professional services. 

· If subconsultants costs are above $25,000 (original contract and supplements) a detailed cost plus fixed fee estimate is required by Audits & Investigations (AI)

· Salary escalations are only allowed on projects lasting in excess of 3 years, unless the firm can provide an explanation & documentation to support the inclusion of an escalation factor

 FORMCHECKBOX 
The PM sends a draft copy of the contract Audits and Investigations (AI) review of overhead, labor rates and acceptable direct charges

 FORMCHECKBOX 
The PM develops the PSC approval request letter to execute contract and submits for approval

http://epg.modot.org/files/0/00/PSC_Approval_Letter_Request_to_Execute_Contract.doc
 FORMCHECKBOX 
The PM completes contract after AI’s review is complete and AI pre-negotiation review comments have been addressed

· The PM completes the contract sending it as a .pdf to the consultant or mails 5 hardcopies for state funded and 6 copies for federal assistance contracts to the consultant for execution

NOTE: Any changes in the boilerplate contract language require review and approval by Chief Counsel’s Office (CCO) -CCO may refuse to approve any contract  “as to form” using an old format due to contract revisions.

 FORMCHECKBOX 
The PM sends 1 copy to the consultant and retains a copy for the project file. Send cover letter to CODesign for entry into the Design/Consultant Database

 FORMCHECKBOX 
PM will issue a notice to proceed

 FORMCHECKBOX 
The PM should request copies of “Certificate of Insurance” and any necessary payment bonds from the consultant for the project file

Ongoing Contract Administration

 FORMCHECKBOX 
The PM reviews monthly invoices and progress reports for accuracy and submits electronic invoices for payment to Contractual Payments and DEInvoiceAdmin distribution lists. If hardcopies of the invoices are submitted, send 1 copy to Controller’s Office Attn: Sandy Hagenhoff and 1 copy to CODesign Attn: Sandra Riley

GSA Per Diem rates must be followed-www.gsa.gov


Mileage logs and receipts are required to be kept by consultant for review if requested


Check direct cost for accuracy

 FORMCHECKBOX 
The PM will notify CODesign when the consultant has completed the work specified in the scope of services.  If the contract specifies services after letting, CODesign should be notified when the project is let.  The auditors can audit the contract without waiting for the contract to be completed

 FORMCHECKBOX 
The PM ensures final invoices are marked “Final Invoice” this closes the contract in the Controller’s Office and CODesign triggering a final audit if one has not be already initiated.  NOTE: Evaluations are due within 30 days of the final invoice (evaluations are also necessary at each project milestone or annually)

 FORMCHECKBOX 
The PM is to request final DBE participation from the prime consultant
If design errors are discovered during the construction phase of the project, the consultant will be responsible for any damages incurred.  See EPG, Section II G-3 for details on process http://epg.modot.org/index.php?title=Engineering_Professional_Services_Guidelines - G-3._Restitution_for_Errors_and_Omission
Supplemental Agreements

If required, negotiate and execute supplemental agreements using the same approval process beginning at Contract Development and Execution. 

 FORMCHECKBOX 
The PM is required to contact External Civil Rights for a DBE goal determination for all BR02-FASUP contracts.  CCO will not approve the contract “as to form” without the DBE determination

Evaluations

 FORMCHECKBOX 
The PM will conduct performance evaluations at project milestones, or at least annually and at project completion

As part of completing the consultant evaluation, the PM should make sure a post-construction review of the consultants services are performed.  Make sure that everyone involved with the project is given a chance to provide input into the rating the consultant will receive.  Arrangements should be made for the RE to notify the PM when construction is complete

Design/Consultant Milestones

	Date
	Milestone

	
	PSC Approval to Solicit

	
	DBE Goal Determination (Federal Assistance Contract)

	
	Solicitation to CODesign

	
	PSC Approval of the Short List (if interviews/presentations)

	
	PSC Consultant Selection Approval

	
	PSC Approval to Execute

	
	AI Review (if subconsults cost for original contract and any supplements, is over $25,000, the subs cost plus fixed fee estimates must be included in the AI submittal for review)

	
	Contract Execution Date

	
	Notice To Proceed

	
	Invoice Approval to Contractual Payments and DeInvoiceAdmin

	
	PSC Approval to Execute Supplemental Agreement

	
	Supplemental Agreement Execution Date

	
	Notice to Proceed

	
	Notification of Final Invoice

	
	Final DBE participation included on final invoice

	
	Evaluation Date (at each milestone, annually and at end of contract)

	
	Evaluation Date (at each milestone, annually and at end of contract)

	
	Evaluation Date (at each milestone, annually and at end of contract)

	
	Evaluation Date (at each milestone, annually and at end of contract)
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