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DEPARTMENT OF ADMINISTRATION




Real Estate and Construction Services
RECS-SW-05 Standard Work 

for Professional/Technical Service (P/TS) MASTER Contracting     
Standard for:


Creating and Executing Master Professional /Technical Service (P/TS) Contracts
Purpose:


To achieve a consistent method for procuring reoccurring Professional and Technical Services 
References or related documents:


RECS-CT-01 Contracting Policy

RECS-CT -02 Vendor Performance Reporting Policy
RECS SW-06 Standard Work for Work Order Amendments to P/TS Contracts
RECS SW-07 Standard Work for Vendor Evaluations
Estimated time for completion -  (business days):     43 Days
Standard:  

	Step
	TASK
	TIME

	
	RFP  PROCESS
	

	1
	When a RECS Staff person believes there is a need for establishing a Master Contract for reoccurring Professional/Technical Services and they present their proposal to their Supervisor

	N/A

	2
	The RECS Supervisor reviews the proposal and makes a determination on whether to proceed with establishing a Master Contract for the desired services. 

	N/A


	Step
	TASK
	TIME

	3
	If RECS Supervisor determines to proceed with establishing a Master Contract, the RECS Staff person is notifed and asked to submit a Project Initiation Form (PIF).  

The standard PIF form is located on RECS’s website: http://www.admin.state.mn.us/recs/cs/cs-mgf.html 


	1 Day (8 Hrs)

	4


	The RECS Staff person completes and submits a PIF, via email, to the RECS Construction Program Manager or other delegated authority within RECS.

NOTE: The PIF does not require funding information at this time.


	1 Day 

	5


	The RECS Construction Program Manager, other delegated authority, or Supervisor within RECS assigns the project to a RECS Staff person and forwards the requester’s email and PIF to RECS Accounting.


	Time included in Step 4

	6
	RECS Accounting assigns a project number, creates an electronic file in the computer sharedrive and project data base.  Accounting then enters a Project Number on the PIF and distributes the PIF, via email, to the assigned PM and affected stakeholders.


	1 Day

	7
	PM receives PIF and assignment and prepares a Draft RFP scope of work (Standard Exhibit A).


	5 Days

	8


	PM sends RFP scope and RFP /Contract Drafting Request Form to the RECS Contracting.  If the PM desires a “RUSH” status be placed on the processing of the RFP and contract, they receive approval from the Construction Program Manager or other delegated RECS authority.


	Time included in Step 7

	9
	RECS Contracting receives and logs in receipt of RFP scope & drafting request in the Project Data Base and drafts the final RFP.

RECS Contracting also prepares a contract CERTIFICATION FORM along with RFP.


	5 Days

	10
	RECS Contracting attaches the CERTIFICATION FORM to the draft RFP and places it in the Contracts Signing Box (located in the designated Contracts signing area).

If a “RUSH” status is approved, RECS Contracting or PM may walk through the contract to obtain signatures.


	Time included in Step 9


	Step
	TASK
	TIME

	11
	The Construction Program Manager (or other delegated authority) signs the CERTIFICATION FORM and places it, along with the draft RFP,  in the MMD Contract signing box (located in the designated Contracts signing area).

If a “RUSH” status is approved, RECS Contracting may walk the Certification Form & Draft RFP through to Materials Management Division (MMD) for review and signature.


	1 Day

	12


	MMD reviews and signs the Certification Form and assigns a “Cert. number”.

If MMD rejects the draft RFP or requests clarification on the RFP contents, they note so and the draft RFP and Cert form is returned to RECS unsigned.
RECS Contracting makes revisions to the rejected RFP draft and returns it to the MMD signing box in the designated Contracts Signing Area.


	3 Days

	13
	After receiving an approved CERTIFICATION FORM from MMD, RECS Contracting checks the State Register’s schedule for submittal and publish dates and adjusts the RFP response dates accordingly.
State Register’s website: http://www.comm.media.state.mn.us/bookstore/state_register.asp 

	1 Day



	14
	RECS Contracting finalizes the RFP for advertising in the State Register and forwards a “Notice” to the State Register and logs the date into the Project Data Base.  Stakeholders (at a minimum PM, agency and RECS Accounting) are copied.  RECS Contracting notifies Support staff (Receptionist, Information Technology Support, Asst. Contract Coordinator) of the proposal response due date.


	2 Days

	15
	RECS’s Information Technology (IT) Support uploads the RFP onto RECS’s website.  (The RFP advertisement/Notice in the State Register will direct the interested party to the RECS website to view the full RFP).


	2 Days

	16
	Vendor views the RFP, attends informational meeting if required, submits questions, receives PM question responses, prepares and submits RFP response.


	     Not less than 21 days or as set forth in RFP 

	17
	During the vendor response time, the Project Manager (PM) Forms an evaluation team, conducts an informational meeting if necessary, receives and responds to vendor questions.


	Time included in Step 16


	Step
	TASK
	TIME

	18
	RECS Contracting receives RFP response(s) from vendor(s), logs receipt date in data base.

a. RECS Contracting reviews proposals for pass/fail criteria.

b. RECS Contracting sends RFP response(s) to the Project Manager

If pricing submittal is involved / part of the response, RECS Contracting retains the price responses until the Evaluation team has completed their evaluations and scoring.


	2 Days

	19
	If there are criteria other than Pass/Fail Criteria requiring scoring, the RECS Contracting & Evaluation Team meets, evaluates and scores proposals.
RECS Contracting tabulates results.


	10 Days

	20
	PM delivers all proposals, S Evaluation Forms, and evaluation results to RECS Contracting

	1 Day

	21
	RECS Contracting logs in the evaluation receipt date and evaluation results in the RFP Contract Control log located in the Project Data Base.

	Time included in Step 20


	
	Total RFP Process Time
	


	Step
	TASK
	TIME

	
	CONTRACT  PROCESS
	

	22
	Although there is not a project under consideration with a master contract (specific projects are accomplished via a Work Order once the master contract is executed), should the RFP contain criteria for evaluating hourly rates or percentages (i.e. % of total construction cost)  the PM negotiates final contract terms and cost amount with vendor.

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


	10 Days



	23 
	PM notifies RECS Contracting that final negotiations have concluded.

NOTE:  All documents, data are available to the public
	Time included in Step 22


	24
	RECS Contracting drafts the master contract and attaches the  RFP scope of work (Standard Exhibit A), consultant’s fee proposal response and sample Work Order; and makes pdf file


	5 days

	Step
	TASK
	TIME

	25
	RECS Contracting sends the master contract(s) via email:

a. To vendor for a signature (and initialing of PM’s negotiated changes to fee or terms)

b. To Accounting to enter contract into MAPS and encumber funds

c. RECS PM


	Time included in Step 24



	26
	Vendor(s)  receives, signs and returns 3 copies of the contract and emails an electronic “pdf” file of the signed contract to RECS Contracting.
	5 Days



	27
	RECS Contracting receives signed contract(s) from vendor(s) and logs the receipt date into the Control Log


	1 Day

	28
	RECS Contracting attaches the Certification Form and places contract(s) in designated “Contract Signing Area” for:         

a.  RECS’s agency signature (Construction Program Manager or other delegated authority.  RECS staffperson places it in the MMD signing box in the designated “Contract Signing Area”.

b.  MMD makes bi-weekly visit to RECS and reviews and signs contract on behalf of the Commissioner of Admin and retains 1 copy for their file.


	2 Days


	
	Contract Process Time


	

	
	Total RFP & Contract Process Time

(Business/working days) 
	


	
	POST-CONTRACT ACTIVITY
	

	29
	RECS Contracting logs contract execution date into Control Log


	1 Day

	30
	RECS Contracting scans copy of fully executed contract and sends it and Notice-To-Proceed to vendor and PM by email.

Then places the executed contract in the Contract Support filing box.


	Time included in Step 29



	31
	RECS Contracting mails original copy of executed contract to Vendor

and delivers signed original copy to Accounting and one to MMD.


	2 Days

	32
	Accounting creates contract file folder (red) and files the contract and copy of PIF.


	1 Day


	Step
	TASK
	TIME

	33
	Accounting creates file cabinet file


	N/A



	34
	Accounting files contract in file cabinet


	N/A



	35
	When a Work Order for a specific project is needed and executed, see RECS RECS SW-06 Standard Work for Work Order Contracting.

	N/A

	36
	When a Payment Request is received for work completed under a Work Order, See  RECS SW-09 Standard Work for Contract Payment Requests.

	


Process for revising standard:


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