Consultant List – Technical & Fee Proposal Guidance

1. Make sure the Proposal references your agency with the correct project number.
1. Technical & Fee Proposal should be in .pdf format
1. All projects using the Consultant List need to be in OAKS CI; needs to be stated in the Proposal
1. Any reference to the “Client” or “State” should be changed to your agency
1. If your Project is using Bid Express; this needs to be stated in the Proposal
1. Change order fee allowance is no longer an itemized line item; these costs are wrapped into Basic Services          
1.  Travel, mileage, and lodging are not allowed and need to be deleted from Proposal; these expenses are wrapped up into Basic Services and cannot be itemized out.
1. Number of meetings described either in Design or in Construction: 
7. OFCC policy does not allow as A/E Firm to have a fixed number of visits or meetings in their contract during the construction phase of the Project. The selected A/E firm must indicate that the AE will be on site at a minimum of X hours per week for the Project contract duration and if any site visit is in relation to an A/E's error or omission on the drawings, it is on the A/E's own time.
7. Cannot limit design meetings or comments; Delete # of rounds of comments; cannot specify a certain number; it’s whatever the Project needs. 
1. Confirm that Consultant’s understanding of Project and their scope of services are aligned with Owner’s intent.
1. Eliminate any language in the Proposal that attempts to “clarify” or modify the Standard Terms & Conditions.
1. Fee breakdown 
10. What is your estimate compared to the actual fee proposal?
0. If fee is too high, discuss with the Consultant along with your other clarifications
0. If Consultant will not come down to your budget; 
1. If Pick 1 selection: Terminate selection and restart
1. If Pick 3 selection: Terminate first firm; and move to the second firm and asked for a fee proposal.  
10. Verify if additional services are needed; a maximum of 10% markup is allowed
10. Reimbursables: Decide if your agency will pay for the reimbursables or if you want the consultant to have them in the contract 
2. Printing
2. Advertising- inform consultant what newspaper you want them to get a quote for running advertisement for 3 consecutive weeks.
2. Permits- have Consultant fill out the Department of Industrial Compliance fee calculation to determine accurate budget for permits on your project
2. Reimbursables are straight costs; no markup allowed
2. Consultant needs to provide/upload backup documentation to OAKS CI to get reimbursed for these expenses. 
10. Have consultant sub-total each category: Basic Services, Additional Services, and Reimbursables
10. Have Consultant enter a grand total of Proposal

1. Anything that mentions, “billed at an hourly rate, if deemed necessary, in the future.”
0. Needs changed to, “Consultant will verify with the Owner to see if the firm has available capacity to complete an Amendment. A Consultant List Amendment will need to be completed for any changes in the scope of services.
 
1. Consultant cannot supply their own General Terms and Conditions for their agreement; the OFCC Exhibit A: Terms and Conditions should be sent in the initial project opportunity solicitation.
1. Have firms delete their General Terms and Conditions and have them acknowledge in the revised proposal that they have read and understood OFCC’s Exhibit A: Terms and Conditions
1. [bookmark: _GoBack]Consultants should not start on your project until the Consultant List Agreement or Amendment has been executed. 
                                                         

