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DEPARTMENT OF ADMINISTRATION



        Real Estate and Construction Services (RECS) 
RECS Standard Work 
SW-07 for VENDOR PERFORMANCE EVALUATIONS 
Standard for:


Vendor Performance Evaluations  (Consultant and Construction Contractor)
Purpose:


1. To comply with mandated requirements for reporting of professional/technical vendor performance.

2. To achieve a consistent method for completing Vendor Evaluations 
Background:
1.  RECS Policy is to evaluate the performance of all Vendors (on Professional/Technical and Construction Contracts).

2. RECS’s Vendor Performance Reporting Policy RECS-CT-02 contains policy requirements for carrying out vendor performance evaluations.
3. Minnesota Statutes Section §16C.08, subdivision 4 (c), requires the head of an agency submit a one-page report to the commissioner of Administration [ MMD ] (who in turn submits a copy to the Legislative Reference Library [LRL]) within thirty (30) days of contract completion of a professional/technical services contract over $50,000.00.

References or related documents:

RECS-CT-02 Vendor Performance Reporting Policy

Minnesota Statutes Section §16C.08, subdivision 4 (c) 

Estimated time for completion:


Prior to or at the time of Final Payment

Standard:  


	Step
	TASK
	TIME

	1

	The RECS Project Manager (PM) prepares an evaluation prior to the final payment (attach evaluation to the Final Payment Request).
If an intermediate evaluation is needed to correct performance, the evaluation(s) should be done as part of a Vendor Performance Report.


	N/A



	2

	The RECS PM determines the appropriate forms that will be needed:  
a. RECS’s Consultant Evaluation Form is used for all Professional/Technical (P/T) Contract Vendors, found at S:\RECSWEB\internal\index.html.
b. When the P/T Contract is over $50,000 in value, the RECS PM also obtains and fills out the MMD Contract Report Form and attaches a copy to the RECS Consultant Evaluation Form, found at S:\RECSWEB\internal\index.html. 
c. RECS’s Contractor Evaluation Form is used with all construction contracts, found at S:\RECSWEB\internal\index.html.

	1 Hour

	3
	The RECS PM completes the P/T Contract Evaluation, or Contractor Evaluation (“Evaluation”) and submits to RECS Construction Program Manager for review and signature..  


	1 Day

	4
	Upon review and signature, RECS Construction Program Manager returns Evaluation to RECS PM.


	1 Day

	5
	RECS PM attaches signed Evaluation to final payment request and forwards to RECS Accounting.  If final payment request is not yet ready, RECS PM holds Evaluation until final payment request is completed.


	Included in Step 4

	6
	Upon receipt of final payment request and completion of Evaluations by the RECS PM, RECS Accounting:

a.  Verifies that the Evaluation form(s) is/are completed.  
If an Evaluation is not with the file, RECS Accounting notifies the PM, by email, that an evaluation is needed.

b. Scans the Evaluation(s) to RECS.Contract.Drafting@state.mn.us 

c. Files the original signed evaluation(s) in the contractor file.

	N/A

Following completion of work


	Step
	TASK
	TIME

	7
	RECS Contracting

a. Saves the Evaluation in the “S” sharedrive  - file path is:  S:/Reports

b. Forwards the completed MMD Contract Report Form (for P/T Contracts >$50,000) to MMD.

c. In the Project database, 

1. Select ‘View Project Information”

2. Select “Project Phase” tab

3. Select “Build” tab

4. Enter the “Performance Evaluation Complete date”


	1 Day


Process for revising standard:


Submit electronic document of this standard with tracked and redline changes.
Date:   May 26, 2009

Revision Date:     
August 13, 2009   (rev 1)

November 16, 2009  (rev 2)
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