Consultant Contract needed
(Non-negotiated/scope is

Procuring Title 48 Non-Negotiated Consultant Contracts Process

well defined and fee is pre-
determined)

PM should ensure project is
in HPP, STIP, TIP (via PS)

For Cost Plus, Lump Sum or Billable Rates
Revised March 2016 (Original April 2015)

Section Head writes memo*
to executive-level staff?
(needs approval to advance);
An additional memo is
required in the following

instances: a change in

Once approval is received,
PM drafts request’ to

CCS creates a contract shell

CCS prepares fee package

Consultant Contract Services
(CCS) produces draft of
advertisement and sends to
PM for concurrence, and to
the DBE Compliance
Committee to establish goals

Does
PM concur?

No

v

| and get an H number for the . ; Consultant Contract Services in SRM o
} complexity requires .
project. \ . (RF advertisement)
Secretary’s approval; a
change in weighting factors
requires executive-level
approval®.
PM submits budget request . Project Finance sends Project Finance sets up
to Project Finance (to get Budget Preparation request to FHWA for Yes > budget in FM >
FHWA authorization) via . . authorization of federal funds
budget request portal® TS FITEED G GEiE for the contract (obligation of FHWA
Yes—p g q P . » into LaGov (PS aka Project g' o
should include an electronic federal funds); authorization?

copy of the final
advertisement and the
FHWA checklist

CCS works with PM to work
out differences until

concurrence is reached

Color Key

Project Manager (PM)

Consultant Contract Services
(Ccs)

‘ Project Finance

‘ FHWA

Builder)

documentation sent to
FHWA should include copy
of final advertisement

No

Project Finance works with
Planning and/or PM to
resolve issues

"Memo includes: estimated contract time, total estimated contract cost for all phases and stages, justification, scope, identification of funding amount and type (federal/state/both)

2Memos should be approved by the following executive-level positions in each respective area of the department:
Office of the Secretary — Deputy Secretary

Office of Management and Finance — Undersecretary
Office of Engineering — Chief Engineer

Office of Operations — Assistant Secretary of Operations
Office of Multimodal Planning — Assistant Secretary of Multimodal Planning

3Request includes: Letter (CCS has a checklist to spell out what needs to be in letter), copy of all related memos
“Budget Request Portal can be found on the DOTD Intranet site (http://dotdport/applications/br/default.aspx)

Project Finance notifies PM
that budget is set up (via
auto notification, i.e. budget
portal)

A

PM enters shopping cart into
LaGov (should include cost
center, fund, GL,
percentage, and contract
number from shell contract,
i.e. “44 number”)




CCS advertises for a o LIL LI U ; ; CCS does responsiveness CCS distributes submittals to Evaluation Team evaluates CCS processes all scores
L . address any requests for CCS receives submittals . . : . . . ”
minimum of 10 working days e . . review on submittals and if evaluation team (team submittals and does and does “back-check

; clarifications with consultant from vendors; CCS can i ) . 3 .
to return the contract; CCS > : > . " > necessary, notifies » members, selected by PM, P responsiveness review (also » process’, then incorporates ———»

; community and does begin contract preparation . . s : . . )

schedules evaluation team . submitter(s) deemed non- are specified in notifies submitter(s) deemed their scores with evaluation

» addendums or Q&As if process (see below) S . 2 !
meeting needed responsive advertisement) non-responsive-) team scores.

Selection |Process

ol

Concurrent Processes

£ 27

A
CCS drafts contract .| CCS sends draft to PM for o PM Yes
concurrence Concurrence?

A

\4

Contract Prep Process

No

v

CCS works with
PM to work out
differences

“The protest period for non-responsive submitters is 72 hours; the “short list” will not be submitted to the Secretary until all protest periods are over.
2Substitutes on an evaluation team need to be approved by PM’s Section Head
3Back check” process includes checking past performance grades, verifying scores from each of the primes, checking their backlog, and performing an analysis to come up with rankings; then work has to be re-checked; sometimes non-responsive letters have to be sent 2



Selection Process
(cont’d)

CCS sends top three (i.e.
“short list”) to PM (and local

entity, if necessary)

Contract Prep Process (cont’d)

PM (and local entity, in some
cases) sends e-mail or letter
to CCS with their

———» recommended selection from

top three; PM should include
justification if not selecting
the No. 1 submitter

CCS submits letter of rec.
and transmittal letter to
Secretary (routed through

> the Exec. Counsel) for

selection. If Exec. Counsel
has a concern, then CCS
addresses.

and notifies CCS

Secretary selects consultant

CCS posts apparent
selection list on internet and
notifies PM; 72-hour protest

A

CCS e-mails the award letter
and the final contract and to
consultant for signature

For supplements & supplementary agreements, CCS will add line item to original PO.

4

(consultant should print and

sign two copies and return

within 10 days); CCS sends
copies to PM

CCS flips and saves
Purchase Order (from
shopping cart) and gets PO
number.

CCS prepares a checklist/
paper routing slip package

A

period begins; if protests
received, CCS addresses
issue(s)

After protest period ends,

Selection Process Merges with Contract Prep Process

CCS forwards routing slip/
package to the following for
approval (physical signature):
1) Section 80 Legal Rep
(certain contracts as defined
by established criteria)

A

CCS posts selection on
Internet

CCS orders the PO and

A

updates SRM with vendor
information

CCS receives returned

2) Executive Counsel (only if
contract to be signed directly
by Secretary)

3) PM’s Division Head or
designee

4) Secretary or designee

package with all required
approvals

.| CCs issues NTP; includes

PO number on NTP

A

CCS e-mails copy of
executed contract to FHWA
Project Delivery Team
Leader and the FHWA
designated Area Engineer;
subject line should be
marked with “FYI1”. This
applies to all contracts
(whether PODI or not).

A

End of process




