QUICK REFERENCE GUIDE/CHECKLIST 

WOC SELECTION FORMS and PROCEDURES for LPAs and LALs (TIER 2)
This document is a quick reference checklist and guide to the second tier of the two tier process where ODOT procures A&E, Land Surveying and Related Professional Services on behalf of Local Governments and Agencies LPAs), pursuant to Oregon Revised Statute (ORS) 279C.125, and Oregon Administrative Rule (OAR) 137-048-0260. To use this quick reference guide, LPA staff and ODOT Liaisons must be familiar and in compliance with the more detailed requirements in the “ODOT TWO-TIERED SELECTION & WORK ASSIGNMENT PROCEDURE” document. A summary of the procedures begins on page 2. Forms and documents are available to LPAs and ODOT staff at:  http://www.oregon.gov/ODOT/CS/OPO/lap_select.shtml
OPTION-1:   FORMS for TIER 2 WOC ASSIGNMENT

(Note: The ODOT Procurement Office will process the mini-solicitation requirements if requested.)
(LPA) Required Documentation - LPAs must submit the following to ODOT LAL:

Before mini-solicitation:

 FORMCHECKBOX 

Project scope

 FORMCHECKBOX 

Copy of selection criteria or mini RFP (must be reviewed by LAL and OPO before sending to Consultants)

Before negotiation:

 FORMCHECKBOX 

Option 1 - Pass/Fail Sheet (unless completed by LAL or OPO)

 FORMCHECKBOX 

Capacity Summary spreadsheets from Consultants (if required)

 FORMCHECKBOX 

Option 1 - Tier 2 Evaluation/Selection Scoring Sheets

 FORMCHECKBOX 

Local Agency Tier 2 Selection Form 

 FORMCHECKBOX 

Copy of solicitation and proposals (and interviews and references checks, if conducted)

 FORMCHECKBOX 

(After selection and SOW development and review with selected Consultant) LPA’s internal cost estimate for Consultant services (if available)

(LAL)  Required Documentation - ODOT LAL must submit the following to OPO: 

Before mini-solicitation:

 FORMCHECKBOX 

WOC Request Form (must have EA# for DOJ review charges). Submit to “ODOT Personal Services Contract Requests”  email box.

 FORMCHECKBOX 

Copy mini RFP with criteria (must be reviewed by LAL and OPO before sending to Consultants)

Before negotiation:

 FORMCHECKBOX 

Option 1 - Pass/Fail Criteria Sheet

 FORMCHECKBOX 

Capacity Summary spreadsheets from Consultants (if used or if required)

 FORMCHECKBOX 

Option 1 - Tier 2 Evaluation/Selection Scoring Sheets and Tier 2 selection Form

 FORMCHECKBOX 

Copy of solicitation and proposals and interviews and references checks, if conducted.

 FORMCHECKBOX 

Internal cost estimate breakdown (from LPA, if available, or prepared by ODOT).

Following negotiation:

 FORMCHECKBOX 

Statement of Work

 FORMCHECKBOX 

Profit Fee Worksheet 

 FORMCHECKBOX 

Internal cost estimate (by ODOT, LPA, or contracted), Consultant’s estimate (BOC), and Record of Negotiations (RON) with any negotiation related documentation such as Pre-negotiation Plan, cost analysis, correspondence, meeting summaries, (The ODOT Negotiation Guide and required forms are available to ODOT staff here: Negotiations Guide & Forms )

 FORMCHECKBOX 

Documentation (email) of DBE Goal (required if project includes fed funding)
SUMMARY OF TIER 2 PROCESS for CONSULTANT/WOC SELECTION

“DBE” means Disadvantaged Business Enterprise 

“LPA” means local public agency 

“LAL” means ODOT Local Agency Liaison

“OPO” means ODOT Procurement Office

“SCM” means Selection Committee Members

1.  (LPA)  Identify Project - The LPAs identify the projects that require the PA services.  The project must be approved and included in the STIP. ODOT will assess each project and, in its sole discretion, will determine if the project is to be assigned under the PA.  

2.  (LAL or OPO) Prepare mini-solicitation. Prepare mini-solicitation documentation.
3.  Evaluation/selection criteria - must be within the criteria allowed under applicable QBS law (ORS 279C.110 (3) and rule OAR 137-048-0220 (4), as modified).  Pricing, cost, overhead or rate factors must not be considered by the LPAs in evaluation/selection phase of the Tier 2 process.  The LPAs may collaborate with ODOT in selecting criteria.  Multiple criteria must be considered for each selection/assignment.

4.  (LPA) Establish Selection Committee - A minimum of 3 “voting” members is required. An ODOT representative may only participate on the committee as a “non-voting” member and may serve as a technical expert, advisor or facilitator.


OPTION 1:  Mini-Solicitation

Under Option 1, LPAs may collaborate with LAL as necessary to:

1) Request information and responses to specific criteria, in writing or via interview, for one or more projects. 

2) Request a proposal specific to the project

3) Request a Capacity Summary to determine availability of Project Manager or other Key Personnel (required if PE and CE is projected to be $250,000 or greater for the entire project).

4) Conduct reference checks that are more specific to the project(s).

B.1  (LPA)  Determine appropriate evaluation/selection criteria that will best meet the project needs; set a score for each. Include scoring of Capacity Summary in the selection if required or desired. 

B.2  (LAL or OPO)  Prepare mini solicitation document that identifies:

· The project, problem statement, available project scope information, project timeline, scheduled bid-let date, construction budget, and any known constraints;

· Evaluation criteria and score assigned to each criterion;

· Date of interviews if held, or due date for proposals and Capacity Summary if requested. Capacity Summary is required and shall be part of the scoring for projects with PE and CE projected to be $250,000 or greater, even if selection is based on interview responses rather than written responses.

· DBE Goal. For projects that include any federal funding, E-mail project scope to Civil Rights (C Jill Miller as of 08.30.2010) to request DBE Goal assignment. 

B.3 (LPA in coordination with LAL and OPO) Proceed with 2nd Tier solicitation. Following notice of approval from the LAL and OPO, the LPA selection committee chair person proceeds with the evaluation and selection process.

· Coordinates the selection and assignment process following the QBS rules and this procedure.

· LAL or OPO sends solicitation and project info to consultants with PAs (normally email)

· The following forms are used for the selection process:

·  “Option 1 – Pass/Fail Criteria Sheet” (LAL or OPO)

· “Option 1 – Proposal Evaluation Scoring Sheet” (LPA)

· “Local Agency Tier 2 Selection form” (LPA)

· If written proposals, Capacity Summaries, or other information was requested from the Consultants, LAL or OPO conducts a pass/fail review of the proposals or information.

B.4 LPA Conducts Evaluation and Selection

· LAL coordinates the LPA Selection Committee. Provides selection instructions and documents to Selection Committee members.

· (LPA Selection Committee Members {SCM}) Evaluate the proposals or information. The LPAs must base their selections/assignments on the criteria documented and submitted to ODOT prior to conducting the selections/assignments.  Each member:

· Performs an independent evaluation of the proposals or information; 

· Scores and ranks Consultant responses or proposals based only on the criteria in the request; 

· Completes the “Option 1 – Tier 2 Evaluation Scoring Sheet” for each proposal;

· Writes appropriate comments to support each score for each Consultant considered;

· Signs and dates each evaluation/scoring sheet with the conflict of interest statement. 

·  (SCM Chair and LAL) Coordinates SCM meetings;

· Establishes schedule and location for meetings or conference;

· LAL may monitor or participate in selection committee meetings as non-voting member.

· The scores of the evaluation committee shall be added together to determine the score and ranking;

· Selection committee discusses scores and determines if optional interviews or reference checks are required. If selection is made, go to B.5. 

·  (SCM Chair and LAL) Coordinates, conducts and documents Interviews (optional).

· Prepares interview questions and scoring.

· Instructs the SCM on the interview process.

· Conducts the interview process.

· Ensures the SCM uses the “Option 1 – Tier 2 Evaluation Scoring Sheet” to evaluate and score the interviews.

·  (SCM Chair) Coordinates, conducts and documents Reference Checks (optional).

B.5 (SCM Chair and LAL) Prepare documentation of the selection reasoning and conclusions, including:
· Obtain each committee member’s signed score sheet, with comments and signed conflict of interest statements.

· Score summary and selection/assignment reasoning and conclusions (provide on Tier 2 Selection Form).

· Copy of solicitation and proposals, if proposals requested.

· Documentation of interviews, if conducted.

· Documentation of references, if conducted.
B.6  (LPA, LAL)  Submit documentation and obtain WOC number

· LPA - SCM Chair prepares and signs the “Local Agency Tier 2 Selection form”.

· LPA - Submit to LAL all required LPA documentation.

· LAL – Review selection documentation from LPA and forward to OPO to obtain WOC number.

B.7  (LAL, LPA)  SOW, DBE, and Negotiation. Following LPA submittal of the required documents to LAL and OPO, concurrence with process, and assignment of WOC number by OPO:

· LAL or OPO sends notice (email) of tentative award to selected firm;

· LAL, OPO works with LPA and Consultant to develop the project Statement of Work, or requests Consultant to submit proposed project approach in the form of a draft Statement of Work.

· LAL and/or LPA (following agreement on SOW tasks, deliverables and schedule) prepare internal estimate requests cost estimate from Consultant.

· LAL and LPA conduct cost analysis and begin Negotiation with selected firm following receipt of estimate (see section “C. Negotiations”).
B.8 (LAL) Submit documentation (as shown on page-1 checklist) to ODOT Procurement Office following agreement on draft SOW, schedule and costs.

C.
NEGOTIATIONS 

LPA, LAL and OPO negotiate SOW, schedule and costs with selected Consultant: 
· Consultant and ODOT/LPA develop detailed SOW for project (normally phased development for PE and **CE, with phases added via amendment).

· Following SOW development and SOW review meeting with selected Consultant, revise SOW to reflect any agreed upon revisions or clarifications.

· For construction contract administration, engineering and inspection phase, use ODOT’s standard CA/CEI SOW template available on-line at: http://www.oregon.gov/ODOT/CS/OPO/sow.shtml#Standardized_SOW_Tasks
· Prepare Agency’s estimate prior to receiving Consultant estimate. 

· Notify Consultant of timeframe allowed for negotiations.

· Following receipt of Consultant’s estimate, conduct cost analysis and confirm labor rates for each classification on Consultant estimate are within maximums allowed.

· Complete Profit Fee worksheet and develop pre-negotiation position, 

· Conduct cost analysis of hours/classifications for each task, schedule, and costs for expenses. Negotiate costs and profit as necessary to reach agreement on reasonable overall cost.  

· Document negotiations with a Record of Negotiations form.

· If negotiations result in agreement, LAL submits required documentation related to the negotiation to OPO.

· If negotiations fail to result in agreement on costs, SOW and schedule, in the time allowed for negotiations: 

· Send written request (email) for best and final offer from Consultant. 

· If best and final offer is still too far apart for agreement to be reached in a reasonable timeframe, send notice terminating negotiation document file and send copy OPO. 

· Commence negotiations with second highest scoring firm, and so on until satisfactory agreement is made.

**Note: Use only the standardized SOW template for CA/CEI phase available at http://www.oregon.gov/ODOT/CS/OPO/sow.shtml#Standardized_SOW_Tasks. Substantive changes to template task and deliverable requirements must be approved by ODOT Construction Office. 
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Note: This checklist is for reference and does not need to be submitted to OPO.


