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WISCONSIN DEPARTMENT OF TRANSPORTATION

March 2009 Special Solicitation




Scope of Services Narrative

 

	Transportation Region/Bureau

Southeast Region
	Solicitation Number

SE 02
	Project ID(s)

1000-00-27

	Solicitation Type (Roster or Open)

Open
	SOLICITATION DATE

February 9, 2009
	NOI DUE DATE

February 25, 2009, 3 p.m.


 

	Location/Description

Onsite Utility Program Assistant

Various Projects within SE Region 

SE Region Office in Waukesha, WI 


	Anticipated Cost:

$

	
	Anticipated Project Start Date:

April 2009

	Local selection? 

No
	Anticipated Completion Date:

June 30, 2010


This solicitation is open to consultants who are not on the WisDOT’s Roster of Eligible Consultants as well as to those who are. 

 

Project purpose and need 

As an interim measure to accomplish program delivery, we are proposing to hire one consultant utility program assistant for a period of 15 months at the journey level (5 or more years experience in Microsoft computer applications).  The 15-month duration is required to meet program delivery requirements related to highway utility coordination while the region works to fill the vacancies and allow new staff to take the appropriate training needed for their respective positions.

Project description   

This will be a period contract.  This contract may be renewed yearly for up to 3 years, as needed.  The consultant will provide on-site personnel to work 40 hours per week as a journey utility program assistant, in the WisDOT Southeast Region office in Waukesha (Technical Services Section) along side WisDOT staff.  These personnel will be provided with equipment and supplies to perform the required tasks for delivering the region’s six-year program.  Full-time consultant selected will be required to apply field-office accounting.

Journey Level Program Assistant 

This position performs work of moderate difficulty under general supervision, providing a wide variety of unique, technical program support assistance to supervisory, professional and technical staff in specialized engineering functions.  The position has delegated authority to exercise judgment and decision-making under program authority governed by a variety of complex rules and regulations.  Responsibilities include coordination and performance of development, maintenance, staff assistance and related support services in unique utility, railroad, and plat development computer applications.

The essential functions of this position involve work in an office environment performing technically difficult computer coordination activities.  This routinely requires a high degree of skill in computer applications; reading and writing comprehension and skills; verbal communication skills; and problem solving and analytical abilities.  It is required to communicate clearly, both verbally and in writing, using technical language.  It is also necessary to have mathematical skills and an aptitude for using advanced computer programs.  

Safety:  The incumbent will personally follow all safety rules and safe work practices established by the Department including reporting incidents/accidents/near misses that resulted or could have resulted in personal injury; maintaining safe working conditions and wear appropriate personal protective equipment in designated areas and by offering safety and health suggestions that would reduce risks to workers.

 Department provides   

· Office space at its Barstow Office (work area, chair, and desk) in Waukesha, WI

· Computer, phone, email, server connection
 

Consultant requirements (listed in approximate rank order of importance)

· Efficient computer skills for programs used by DOT, including database skills 

· Problem solving skills and techniques 

· Effective written and oral communication skills

· Ability to work in multi-disciplinary team environment

· Interpersonal communication skills

· Good attention to detail

· Knowledge of Project Development process 

· Conflict resolution and negotiation skills 

· Knowledge of the methods used in developing and maintaining a multi-million dollar improvement program

 

Consultant Safety Responsibilities

· Follow all Department safety guidelines and standards in order to maintain safe working conditions.

· Report to supervisor all incidents, accidents and near misses that resulted or could have resulted in personal injury or personal injury of a co-worker.

· Wear appropriate personal protective equipment in designated areas.

· Offer safety and health suggestions to co-workers to reduce risk.

· Attend appropriate safety training sessions, as directed.
Deliverables

Consultant scope of services are anticipated to include:

· Prepare project utility files

· Word processing

· Copying portions of Title Reports

· Develop and transmit Project Utility Contact Lists

· Develop, transmit, receive and track Project Notification correspondence (1077)

· Process Project Plan Transmittal packages (1078)

· Maintain utility contact database

· Draft correspondence letters, utility agreements, release and conveyance of rights documents

· Assist in holding the annual regional utility conference (develop utility booklet, scheduling of speakers, coordination with conference sponsor and venue, etc.)

Interview dates

No interview will be conducted.

The contract price will be based on the selected consultant’s actual costs plus profit.  Actual costs will be defined as those costs allowable under the cost principles in Part 31 of Federal Acquisition Regulation (FAR).  Consultant costs including indirect cost rates and cost accounting system will be subject to audit.   Consultant firms that are unable to account for costs consistent with requirements of the FAR are not eligible to contract.  Consultants selected will be required to either submit or have on file with WisDOT a Consultant Financial Report prior to contract execution.  Information on the report may be found at http://www.dot.wisconsin.gov/business/engrserv/caufinancial.htm. 

Submit questions about this project to Sandra MacDonald at 
mailto:sandra.macdonald@dot.state.wi.us?subject=Question about SE 02, 1000-00-27 by 3:00 pm of the Monday following the publication. Failure to include the solicitation number and at least one project ID may prevent the question from being answered. No phone calls about the project will be accepted. Answers to project questions will be published on the WisDOT Internet site approximately two weeks before the Notice of Interest forms are due. The source person or firm will not be identified in the publication.

Instructions for consultants:

1. Download and save the solicitation scope of service narrative and its own Notice of Interest Questionnaire (NOI) file of interest to your computer. Rename the file according to the ESubmit convention outlined on the extranet: https://trust.dot.state.wi.us/extntgtwy/consultants/noi.shtm. 

2. Complete the NOI portion, to a maximum of 8 pages, adhering to these guidelines:

a. All files must be in MS Word or Adobe PDF format. No files other than the NOI will be considered.
b. Submit only ONE NOI per firm. Firms with multiple locations and/or parent companies may not submit more than one NOI.
c. Additional comments may be added in narrative form after the tables in each question.
d. General formatting:

i. Do not add colors in the tables or to fonts.

ii. Limit font bolding to highlight only the most important words. Do not bold questions.

iii. Use the Arial font, sized between 9-12 only. Only table labels should be font size 8.

iv. Using bullets within tables is allowed.

v. Limited table column size changing is allowed, but expanding tables is not.

vi. Deleting unneeded tables from the default form is allowed. Do not delete any questions.

vii. Leave at least two blank lines between information and the next question.

e. Special instructions for NOI questions:

i. Question 2—be sure to identify time period for availability.

ii. Question 3—if reference is WisDOT employee, it is not necessary to list full street address.

iii. Question 6—To count words in narrative, go to Tools menu, select Word Count function.

f. Minimize the number and size of pictures inserted. If file size is greater than 2 MB, review the use of pictures and consider converting Word documents to PDF.

g. Do not copy resumes or other external documents into the NOI form to supply firm qualifications.

h. Automatic disqualification will occur if:

i. Questions are deleted or changed.

ii. The document is protected in any way that prevents WisDOT from copy-pasting information. Firms are allowed to protect their documents as "read-only", however, in the following ways:

1. Conversion to PDF (without special protections)

2. Protecting Word document for "Comments" only! (Not for "forms" or "tracked changes")

iii. The NOI response is longer than 8 pages.

3. Delete the scope of service narrative and these instructions before submitting the file to the department.

4. You may express interest in more than one solicitation number but must return a Notice of Interest Questionnaire for each solicitation number you select.

5. Follow instructions available on the consultant extranet for submitting the NOI electronically: https://trust.dot.state.wi.us/extntgtwy/consultants/noi.shtm 

NOTICE OF INTEREST QUESTIONNAIRE

Wisconsin Department of Transportation

DT1824     3/2006     Ch. 84, 85, 86 Wis. Stats.

	Transportation Region/Bureau

Southeast Region
	Solicitation Number

SE 02
	Project ID(s)

1000-00-27

	Solicitation Type (Roster or Open)

Open
	SOLICITATION DATE

February 9, 2009
	NOI DUE DATE

February 25, 2009, 3 p.m.


	Firm Name



	Street Address


	Area Code - Telephone Number


	Area Code - FAX Number



	City, State, ZIP Code


	Contact Person, E-Mail Address




Use only the format furnished; changes or deletion of questions or format may disqualify you from consideration. Limit your response to 8 pages. 
1. List credentials, qualifications and years experience for the project manager and other key staff you would assign to this project in the following table. If showing more than two individuals, add tables using the format provided. Key subconsultants may be listed. Be sure to clearly identify the subconsulting firm.
	KEY STAFF
	POSITION/

PROJECT ROLE
	YEARS

EXPERIENCE
	EDUCATION
	REGISTRATION
(PE, RLS, etc.)

	
	
	
	
	

	Narrative



	


	KEY STAFF
	POSITION/

PROJECT ROLE
	YEARS

EXPERIENCE
	EDUCATION
	REGISTRATION
(PE, RLS, etc.)

	
	
	
	
	

	Narrative




2. Workload Capacity - Describe your staff's capacity, availability and their ability to perform the work in a timely manner relative to present workload. Address the availability of the named key staff members, including competing commitments and the percent of time available for this project. If showing more than four individuals, add rows to the table below. Key subconsultants may be listed.

	KEY STAFF
	CURRENT COMMITMENTS
	CURRENT ESTIMATED

AVAILABILITY BY TIME PERIOD

	Name
	
	· 
	

	Firm
	
	· 
	

	Location
	
	· 
	


	Name
	
	· 
	

	Firm
	
	· 
	

	Location
	
	· 
	


3. List recently completed or substantially completed projects for each key staff/project manager and provide contact name for each project. Only show the deliverables for which key staff/project manager were responsible on the project. If showing more than two projects, add tables using the format provided. Key subconsultants may be listed. Be sure to clearly identify the subconsulting firm.

	Project Name


	Begin/End Service Dates


	Firm's Fees on Project 


	Reference--Name, Address, Phone, E-mail



	DELIVERABLES
	KEY STAFF

	· 
	· 
	

	Narrative




	Project Name


	Begin/End Service Dates


	Firm's Fees on Project 


	Reference--Name, Address, Phone, E-mail



	DELIVERABLES
	KEY STAFF

	· 
	· 
	

	Narrative




4.  If the projects listed in question 3 are not WIDOT projects, demonstrate your familiarity with WIDOT processes and procedures.

	Narrative




5.  For projects with a DBE subcontracting requirement, list the DBE firm/s you intend to use and describe their role(s). If more than two DBE firms are involved, add rows to the table below. Repeat DBE subconsultants listed in question #2.
	FIRM NAME
	ESTIMATED % OF CONTRACT
	PROJECT ROLE(S)

	
	
	· 

	
	
	· 


6.  In 100 words or less, note any other pertinent information about your firm's qualifications for the project.

	Narrative
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