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DEPARTMENT OF ADMINISTRATION




Real Estate and Construction Services
RECS-SW-17 Standard Work
for Jobs Reporting on Construction Contracts
Standard for:


Reporting on jobs created or retained on projects funded by General Obligation Bonds and Trunk Highway Bonds
Purpose:


To be compliant with MN Statute 16A.633, Subd. 4 
· Agency is required to report the number of jobs created or retained by the Project  
· Projects to be tracked are those approved by the 2012 legislature and into the future
· Reporting on projects funded all or in part by state bond funds, either general obligation bonds or trunk highway bonds or grants

· Contractor and all tiers of subcontractors must submit job reports for the Project through Project completion

· Projects will not be reported on until they are completed;  Tracking occurs on a Minnesota Management and Budget (MMB) created website for this reporting purpose (https://www.mmb.state.mn.us/JobsReporting/Main.aspx)
· Agencies will be required to report at the closeout of each project, unless the project completion is longer than two years. If project completion is longer than two years, the agency will need to report by September 1 of each odd-numbered year (see statute link above)
References or related documents:


MN Statute 16A.633, Subd. 4
MMB Instructions to Agency’s
Jobs Reporting System Agency User Manual

Jobs Reporting Provision for Construction Agreement with Contractors

Section 00 73 03, Supplementary Conditions, 1.06 Contractor Jobs Reporting
Standard:  

	Step
	TASK

	1
	When conducting the pre-construction conference for a project, the RECS Project Manager informs contractors of this job reporting requirement.

	2a
	For contracts with term of 365 days or less:  Project Manager receives completed Jobs Reporting Form (template attached as Attachment 1) with final pay request from Prime Contractor for projects funded by bonds.  

	2b
	For contracts with term of more than 365 days: Accounting will run a report of bonded projects annually (by June 30) that identifies contractors that would need to submit an annual report.  Accounting will provide the report to RECS Contracting.

	2b.1
	RECS Contracting verifies which contractors have not submitted and provides Project Managers a list of those contractors that have not sent in an annual report and will provide a deadline for completion and return.

	Step
	TASK


	3
	Project Manager delivers completed form to RECS Contracting either with final pay request or annually by the report request deadline.



	4
	RECS Contracting reviews for form completion accuracy.



	5
	If accurately completed, RECS Contracting delivers to RECS Accounting (after checking off appropriate box if with final pay request); if incorrectly completed, RECS Contracting returns job report to the Project Manager , requesting follow-up with the contractor for corrections and resubmittal.



	6
	RECS Accounting completes “For State Use” section of form and returns to RECS Contracting.



	7
	RECS Contracting enters information from form into the Minnesota Job Reporting System at https://www.mmb.state.mn.us/JobsReporting/Main.aspx.  

See pages 4-5 of MMB Jobs Reporting System Agency User Manual, attached as Attachment 2.

1) Click “State Agency Login” in upper right corner. Enter User Name and Password.  

2) Click “Download Jobs Reporting Excel Template”; click “Open” to open document.

3) Enter requested information.

4) Save on RECS share drive at S:/Construction_Services/JOBsREPORTING/Project Reports



	8
	RECS Contracting files report copy in the contract file (PWA and hard copy file).


Process for revising standard:


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