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Proposal



What is a
Rotation List?

Rotation Lists are a list of
consultants providing professional
services on a regular basis for
expedited selection and
assignment.

Types of RLs include:

Civil Engineering; Surveying; Water Facilities / Pipelines;
Watershed / Flood Mitigation.

* Assignments are made on a rotating basis dependent on
the amount of authority the consultant has remaining.

*  Public Works, Austin Water Utility, Austin Energy, Aviation,
PARD, Library and Building Services are the primary users of
Rotation List.

* Capital Contracting currently manages about 38 rotation
lists accepting new assignments.

* Capital Contracting manages an additional 40 rotation lists
which have open contracts in support of project
continuation and/or additional services requests from
initial new assignments.

* Assignments are made to consultants on a rotating basis,
thus the name Rotation List.



Rotation List (RL) Manager Roles and
Responsibilities:

What are the RLM's
Priorities?

What are the RLM's
deliverables?

What does a RL Manager
(RLM) do?

Implement effective mechanisms for
managing RLs

Ensure consistency in assignment
processes across all RLs

Adhere to authorization limits; w/
exceptions approved and
documented

Issue Notice to Proceed (NTP)
documents and report accordingly
Properly maintain RL data
Document actions/decisions that
affect RL

Respond promptly and effectively to
stakeholder needs

Partner with sponsor departments
and Consultants to deliver quality
projects

Perform detailed contract
compliance reviews

* Process NTP documents in a
timely manner

+ Establish responsive, clear, and
effective communication
between the customer and the
consultant

+ Attention to detail in compliance
reviews of proposals

» Be a problem solver; work
effective and workable solutions
to meet customer’s needs

NTP documents

NTP reports (eCapris/RLM DB)
Supplemental Amendments
Closeout Documents

Sourcing Documents

Recommendation for Council
Actions (RCAs)

Establish new Consultant Rate
sheets
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Rotation List
Assignments

» Step 1: Project Manager (PM) or Requesting Entity submits

Service Request (SeRF).
 Step 2: RLM determine the appropriate RL.
 Step 3: RLM Assigns project to consultant next in rotation.
 Step 4. Consultant has (5) business days to accept / reject
Assignment Letter.
» Step 5: PM negotiates acceptable proposal with consultant,

using the proposal guidelines provided by the RLM.

 Step 6: RLM reviews and approves proposal; prepares / creates

contract documents; prepares to issue NTP packet.



ROtatiOn Assignment Types

. * New Assignment

Lists

= ey | * Project Continuation

Cont.

e Additional Services




Consultant Guidelines for Fee Proposal

Proposal Cover Letter

Statement of Scope, Services Description, and
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Subconsultant Proposals

Resource Allocation Plan (RAP)

Subconsultant Utilization Form (SUF)
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Project Schedule
Proposal Requirements Checklist
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Cover Letter

Cover Letter should include the following:

« The Professional Services Agreement (PSA) Name and Number (i.e. 2015 General Architectural Services Rotation List /
PA150000005).

« The Project CIP ID# (i.e. 30001.123).

« The Proposal Request (PR) Number (i.e. PR# 1.2).

« The Project Name (i.e. Barton Springs Pool Bathhouse Upgrades).

« The name of the City of Austin Project Manager

« A brief narrative of the scope of services being provided.

« The total fee proposal cost.

Statement of Scope

The Statement of Scope and Services description must:
Correspond to the basic services described in the Professional Services Agreement (PSA) for each project phase
(unless otherwise directed).
Scope of Services:
+ Basic Services
» Task 1 (Project Management Services)
» Task 2 (Preliminary Engineering)
» Task 3 (Design Engineering)
» Special Services
+ Task 1 (Permitting)
» Task 2 (Survey)
» Reflect the provided Resource Allocation Plan (RAP)
+ State those services explicitly excluded from the scope (if appropriate).
+ Identify the compensation method agreed to by the Project Manager.
* Include proposal language and terms that comply with the PSA Terms and Conditions.
* Include a list of deliverables
* Provide a breakdown of the estimated personnel labor requirements per task identified in the statement of 1 1
scope and service description.




Fee Proposal Matrix

The total maximum-not-to-exceed contract amount.
Complete the fee proposal matrix in a manner that

accurately reflects the fee proposal and task/fee breakdown
recorded in the RAP.

* Provide a maximum not-to-exceed fee
proposal. The proposal must include;

» The labor costs showing approved

employee classification titles and rates.
» The identified reimbursable project
expenses.
» The approved prime consultant rate
sheet used to prepare the proposal.

« A summary of subconsultants costs.
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Fee Proposal Matrix Example

Titles need to match what is on Cigy
apgrovad rate sheet
——ester] Principal | Man. Eng. V1 | Sup. Eng. I PENV PEI EIT1 | Aderin Aasist || CAD Tech I
Apsroved Rate 50,00 50.00 50.00 50,00 50,00 50,00 50.00 $0.00 - ALS
Ttem Mo, Sul-ltem Description Mo.of|  Hours " Hours ——¥RTT F Hours Hours Hours [FE— Cost Sostota)
Itam
TASK 1 Project Management Searices
Propect Managemant
Herding Lot 1 Fi 3 [ ] 5 & 7 B
Talking shout Cats
Cat Warkshop L0
Meatings about Cats
How to design the right Dog
Tiotal Hours [per Positian) 1 Fi 3 [ ] 5 B 7 B
Total Cost (pir Padition) 5100 S$1.00 51.00 51.00 51,00 51.00 51.00 51.00
TASKN | Prolimsnary Erl:hnﬂn! Sarices
Dog Reperty 1 i 3 4 3 g 7 B
S1.00
Total Hours [per Positicol T Fi ] | 5 = ¥
Tnh'l!cd!l par Pasition) 2100 £1.00 2100 2100 £1.00 S1.00 S100 £1.00 »
—_———— —

# of hours and cost per tithe needs b
be totaled at bottom of sheet

Wihat CCO logks for

1. Rates and Titles are matching against City approved/current Rate sheets | Any Key Perionnel should be narmed)
i Wecaizulate (ot ROurs X rEe per Tite
3. Percentage of hours for Key Personnel against the project (eg. Project Principle has 20% of the howss = Red Flag)

4, Reimbursabie items need 1o De spalled cut and in carail (Local Milsage = Red flag / Out of town travel = Yallow flag [
Permits ar printing = Green flag)




A B C D E F G

1 |[ATTACHMENT 1: RESOURCE ALLOCATION PLAN
2 |Project: Capital Contracting Template Example / PR# 3.1
3
4 |Note: PM will advise Consultant of level of detail and payment benchmarks desired for Task Descriptions
5
& |Task Description Budget Start Date End Date % Complete % Paid % Time
7 |A. Preliminary Phase £0.00
& 0.0% 0.0% 0.0%
9 0.0% 0.0% 0.0%
10 |Phase Total 0.0% 0.0% 0.0%
11 |B. Design Phase
12 Task 1 £5,000.00 0.0% 0.0% 0.0%
13 Tazk 2 £1,230.00 0.0% 0.0% 0.0%
14 Task 3 2550.00 0.0% 0.0% 0.0%
15 Tazk 4 272000 0.0% 0.0% 0.0%
16 Task S £55.00 0.0% 0.0% 0.0%
17 Task 6 £120.00 0.0% 0.0% 0.0%
18 Task 7 £55.00 0.0% 0.0% 0.0%
19 0.0% 0.0% 0.0%
20 Diesign Phase Total £3,840.00 72022 La2022 0.0% 0.0% 0.0%
iy 0.0% 0.0% 0.0%
X2 0.0% 0.0% 0.0%
[ ] 23 0.0% 0.0% 0.0%
n 24 0.0% 0.0% 0.0%
O C a I O 25 0.0% 0.0% 0.0%
25 |Phasze Total 0.0% 0.0% 0.0%
27 |C. Bid-Award Execution Phase £0.00
23 0.0% 0.0% 0.0%
29 | Phasze Total 0.0% 0.0% 0.0%
30 |D. Construction Phase
3 Task & Construction Phase Services 87 52527 0.0% 0.0% 0.0%
32 0.0% 0.0% 0.0%
33 Reimburzable Expenses 23,000.00 0.0% 0.0% 0.0%
34 Prime Provider Mark-up (5%} £114.27
35
35 Construction Phase Total 510,639.54 10152022 1026802022
37 0.0% 0.0% 0.0%
38 |Phase Total 0.0% 0.0% 0.0%
39 |E. Post-Construction Phazse £0.00
40 0.0% 0.0% 0.0%
41 |Phase Total 0.0% 0.0% 0.0%
42
43 | Project Total $35,939.08 0.0% 0.0% 0.0%
44
45 |APPROVED FIXED CONSTRUCTION BUDGET: £85,000.00
45
1 4 47 |\DATE OF CURRENT FCB: | 4/FRI2022




Subconsultant

Utilization
Form (SUF)
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Subsonsultant Utilization Form Capital Contracting Office

K L A

Contract Procurement Division

Rotation List Mamol®: Hot atiory List Mame i Cordrace ® Project Mge: | PM Name
Project Name: oo Hame Azsignment ¥ /PR ¥ 3 ! 31
Date: Submitted by: Fiirm: Prime Conmudtare
Cent Tupe Diescription of Work ok Howrs: Bemoure §
P Cooresusk ané + Brigef Dhgrsc oy of w ook b b s fiormmagd> oo $276 45067
Subconmdtant 1 £ Bt De-sonption of work fo be petformed 00 #0100
| Suboonadian 2  Briel D s iption of work no be performed 0.0 #0000
Subeonpudiant 7 £ Bt Dhrrcripation of w oek v ke pasioimmpd g 55, D00 00
Subcorepdiant 4 4 Brief Dgrscrigpstiory of w ook b b pestfommeed 0.0 $1.624.00
Suboonmitant 5 { B D roription of work to be performed» 0.0 000
Subconndiant B { Bried D scription of work to be pertfomed> [ili] #0000
Subeonmdiare T « Briaf Degeription of w ork po b paiformad> 00 #0100
£ Sk oroulani + Brigsf D ripion of w ook no ke per fommeeds> 0.0 $0000
£ Sk et and £ Bt D weription of w ok b be perfomme-d> 0.0 .00
£ Subcorsulant) ¢ Briet Desciption of work fo be perfommed> 0.0 #0000
£ Subsoraultant  Brief Description of w ork to ke peifomed 0.0 000
A Saakwz el g’ « Bivisgsf D ripinn of w ook 0 be poasr formead g 0100
£ Swb ol ant 4 Brief Derscripstion of work fo be pestfommed™ [111] $0000
€ Subcorsukant) { Eriet De-sciption of work fo be performed 0.0 #0000
TOTAL 0.0 #3304 67
HBENBE PARTICIFATION
Elagre caludene o arsinpasion pencentapes e aach catepony. bared upon the wot sl Aol smourt for contiad fmr i e specliad categonr dhisdadbe the Fotal Amoureof the
AEEEINT
Hon - Cenilied Ametican| Hispanic Azian | Hative Smevican MEBE WHE
Fhis Assigrment L o a8 X e oory | f00y
Compliance Plan 000 L0 .00 45052 oonoss | 15800

S rvoeet m e For gopnceal sgnaunes
Please prownde an evplanation for any cstegones where parcspation for this assignment s less than the approved Comgliance Flan percentages:

Fimaeede e o iarmaninn e abvve fuay Boee roviav ol 3005 o ais 10 o Deir o mu desow kagize

Firm FRejpresontative Frime Consult ants Signatue Date WEBA0EE
EDE COA WSE Oy
I utros mevisenwr e the Corumultant utile sticn and MEENEE paicipation bor this sssignment. A cope of this orm will be hoow andedto the approp SHER Representative
Project Manage: P Sigraure Date AETRAEE
Rotation List Manager: FILM Signahure Date ShanzE

SUF | Dropdown-data Sheet3 #



Project Schedule
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* Include a schedule that
corresponds to the task-
oriented statement of
scope. A Gantt chart format
is preferred.

Proposal Requirement

Checklist

This document will help the
Consultant ensure that all
required items necessary for
the review and acceptance of
a proposal are included in the
initial submission to the City

to reduce delays in processing.

Complete all fields of the form
with the requested
information.

Miscellaneous

Consolidate all proposal
documents into a single PDF
documents.

It is the Prime Consultant’s
responsibility to ensure their
certificate of Insurance (COI)
has not expired and to notify
the Capital Contracting Office
if their COIl has recently been
renewed. If necessary, please
provide a current copy of the
COl with the proposal
submission.
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To Review

What is a Rotation List

What the roles and responsibilities of a Rotation

List Manager.

What are the steps and process for different
types of Rotation List assignments.

« The proper way to prepare a fee proposal.
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Join Us!

We have some exciting opportunities coming up!

CIP Partners Academy E] ORI E]

Join us for our next CIP Partners Academy class on June 15, 2022 RSN A L B
« Session 1-10 am, Show Me the Money - How to Get Paid =-¢:1-'“' ot

+ Session 2 - 11 am, Design - Contract Changes and Change Orders - ¥ o8

Register at www.austintexas.gov/department/cip-partners-academy *ele%el ael el



http://www.austintexas.gov/department/cip-partners-academy

Thank You
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