
Consultant Performance Evaluation Guide 

Personal Services Contracts, including A&E and Related Services
QUICK LINKS
· Requirements      
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· Outline of Review/Appeal Process    
REQUIREMENTS
Non-A&E Personal Services

· No state or ODOT requirements, however it is a good business practice.  
· Refer to contract or price agreement for requirements and process.
A&E and Related Services

· Per federal regulations 23 CFR 172.9 (d)(2), Agency must have a written process for monitoring consultant’s work and preparing a performance evaluation when contract is complete 
· Per Federal Highway Administration guidance (#2): 
· Agency must complete a performance evaluation when contract is complete.
  
· Agency may perform interim performance evaluations. 
· Agency may perform construction quality assessment during or after construction.

· Agency may use performance evaluations as measure of past performance during selection process on future projects, provided consultant had an opportunity to respond in writing or pursue established appeals process if consultant believed evaluation was incorrect.

· Evaluation Form:  Consultant Performance Evaluation Tool  
· Evaluation Form- CEI Phase: Consultant Performance Evaluation Tool - CEI 
OUTLINE OF PERFORMANCE EVALUATION PROCESS
The performance evaluation process should incorporate good project management practices throughout review and acceptance of contract deliverables so there are no surprises with the evaluation. Performance review and feedback should be a regular, ongoing conversation between the ODOT contract administrator and the consultant throughout the life of the contract.
Following is an example of a standard performance evaluation process. Refer to the contract, price agreement for the work order contract or PE or CA/CEI guides for specific steps and timelines.

During the formal aspects of the evaluation process, ODOT contract administrator:

· Completes an evaluation tool.
· Schedules meeting with authorized consultant representative to review and sign the evaluation together. (preferred method); or
· Forwards completed evaluation to consultant for review and signature, and schedules a telephone meeting. (acceptable alternative)
Consultant signs the performance evaluation to verify they received a copy and returns it to the ODOT contract administrator.   
· If authorized consultant representative refuses to sign the evaluation form, 
ODOT contract administrator:

· Signs and dates the evaluation.
· Makes a note in the comment section.
· Transmits a copy to consultant’s address of record shown in the contract.
ODOT contract administrator:

· Signs completed evaluation. 
· Sends final signed copy to consultant and to appropriate ODOT up-line manager.

· Email PDF of final evaluation to OPO – Oversight Team at OPO_Consultant_Performance_Evaluations@odot.state.or.us.  
OUTLINE OF REVIEW/APPEAL PROCESS
Following is an example of a standard review/appeal process. For applicable steps and timelines, refer to the contract or the price agreement for the work order contract.
Phase 1
If consultant disagrees with initial evaluation score, consultant:

· Attaches consultant’s written response to ODOT’s evaluation.
· Requests meeting with ODOT contract administrator.
ODOT contract administrator: 
· Meets with consultant to try to resolve differences.
· Notifies consultant in writing of ODOT’s final score decision.
· Sends copy of notice and final score decision to appropriate ODOT up-line manager.
Phase 2

If consultant does not agree with ODOT contract administrator’s final score decision, consultant:
· Attaches consultant’s written response to ODOT’s final score evaluation.

· Requests a review meeting with applicable ODOT up-line manager.
ODOT up-line manager:

· Meets with consultant.
· Makes final decision based on findings; ODOT up-line manager’s decision is final.
· Notifies consultant in writing of the final decision.
· Notifies ODOT contract administrator of final decision.
ODOT contract administrator:

· Email PDF of final evaluation and written consultant comments to OPO – Oversight Team at OPO_Consultant_Performance_Evaluations@odot.state.or.us.
� OPO interpretation of FHWA guidance is that this requirement applies to all A&E and Related Services Contracts regardless of funding source and contract amount.  
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