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Director Award Memo Information
Background:  
· The Director of the Public Works Department was granted authority through Council Resolution 72943 in October 25th, 2005 through a Pilot Program to award public works construction contracts which do not exceed $1,000,000 per Muni Code 14.04.410.  

· In November 2006 the City Council, through Resolution 73532, permanently approved the Public Works Director to award public works construction contracts which do not exceed $1,000,000.

· The Director’s award authority applies to Minor Public Works contracts (< $100k) and Major Public Works contracts ($100k - $1M).

· The Director of Public Works may also be given delegated award authority from the City Council to award projects that exceed $1,000,000 (MC 14.04.300) or in substitution for the Director’s of Departments of Environmental Services or Transportation.  
Documents:  
· The Public Works Department has developed the Director Award Memo (attached) to facilitate the award of contract by the Director which satisfies the above requirements.
· This memo shall also have the following documents attached:

1. Director Office Transmittal 

2. Project Budget Summary (attached)
Guidelines:

· Review Contractor’s past history of work performance with the City of San José (Contractor’s Performance Index) and with the Contractor’s State Licensing Board prior to finalizing Memo. Note any issue(s) to be aware of.

· In general, the Memo is developed by the Project Manager and signed off with respect to content by the project delivery Division Manager or Deputy Director, Fiscal/Admin and Assistant Director in Public Works, as applicable, before presentation to the Director.

· Complete the Project Budget Summary including Project Manager approval initialing that coordination with the applicable Engineering Services Sections has occurred.
· This Memo shall be covered by the Director’s Office Transmittal and delivered to the Contract Administrator for review and processing for the Director’s signature approval.
· Approval to award a construction contract is obtained by signature of the Director on this Memo.

· After the Director has signed this Memo, the Contract Administrator will forward the memo and contract documents for the Project Manager to proceed with obtaining the necessary contract signatures.

Important Instructions:

Recommendation:

1. Select the appropriate recommendation and complete all highlighted information. Remove any unnecessary highlights or non-selected statement. 

2. Include CPMS Project ID # and Project Name, contractor bid amount, lowest responsive contractor name, and appropriate contingency. (Note: Unless special exception is made, Minor Public Works projects should be entered and tracked in the CPMS)
CEQA:

1. Place CEQA number provided by PBCE and attach accompanying report, if applicable.  If not applicable, put N/A.
Project Background/Scope:
1. This section should provide a succinct background of the project which is leading to its award.  Include an overview of the scope of work to be performed.

Issues:

1. Project issues should include significant items that will affect the project budget or schedule, or affect the overall delivery of the project.
Bid Results:
1. Contractor names shall be included as reported from the Contractor’s State Licensing Board.
2. Bid Results shall be listed sequentially from Low Bidder to High Bidder, with the Engineer’s Estimate placed in its appropriate box.

3. If Engineer’s Estimate is available, variance is with respect to Engineer’s Estimate.  If no Engineer’s Estimate is available, variance is with respect to Low Bid.

Bid Irregularities:
1. Any bid irregularities which occurred with the bid proposals shall be noted.  This includes items deemed as both “waiveable” and “non-waiveable”, by the City Attorney.  Bid irregularities that affected the apparent low bidder and/or deemed a contractor’s proposal “non-responsive” shall be explained.
Selected Contractor:

1. Local and Small Business Contractors shall be identified in accordance with Chapter 4.12 of the San Jose Municipal Code (A Local Business Enterprise (LBE) must have a current San Jose Business License and an office in Santa Clara County with at least one employee.  A Small Business Enterprise (SBE) is a qualified LBE that has 35 or fewer total employees, regardless of where they are located.).  This information is reported annually to the Community and Economic Development Committee.
Project Cost Summary:

1. Contingency amount shall be in accordance with Council Policy 1-18 (Rev. 6/11/13).
2. For Minor Public Works Contracts, the contingency is typically not used/considered.  If used, the % cannot allow for the total contract to exceed $100,000.

Funding Summary:

1. The Total Appropriation amount is for the current year appropriation only.  This should match the appropriation ordinance.

Schedule:

1. Refer to the Instructions on CPMS when setting the Baseline Schedule and Budget.
2. Explain any “no” responses.
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	Recommendation:  

 FORMCHECKBOX 

Award the contract for Project Number – Name in the amount of $Amount to Contractor Name with a contingency of $Amount.

 FORMCHECKBOX 
 
Reject all Bids for Project Number – Name


	Project Number and Name: 

	Project Manager: 
	Phone : (408) 

	Council District: 
	CEQA: 


	Project  Background/Scope



	Issues (if significant)



	Bid Results                                            
	Engineer’s Estimate:
	 

	Bidder’s Name
	Bid Amount
	% Variance

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Bid Irregularities?   FORMCHECKBOX 
 Y   FORMCHECKBOX 
 N  If yes, explain



	Selected Contractor
	Contractor Name
	Local     FORMCHECKBOX 
Y    FORMCHECKBOX 
N
	Small
 FORMCHECKBOX 
Y    FORMCHECKBOX 
N


	Project Cost Summary*
	Project Delivery Costs to Date
	

	
	Contract Award Amount
	

	
	Contingency 
	

	
	Estimated Remaining Project Delivery Costs
	

	
	Total Project Cost
	

	
	Delivery Cost % Estimate 
(Delivery Costs to Date plus (+) Estimated Remaining Delivery Costs divided by (/) Contract Award Amount) Multiplied by (x) 100 =
	%


(*This shall align with Project Budget Summary)
	Funding Summary

	Fund#
	Appn#
	Appropriation Name
	RC#
	Total Appn ($)
	Amt. for Contract ($)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total
	
	


	Schedule
	Bid Opening Date
	

	
	Baseline Start of Construction
	

	
	Contract Duration (Calendar or Working Days)
	

	
	Baseline Beneficial Use Date
	

	Currently on Schedule?   FORMCHECKBOX 
 Y  FORMCHECKBOX 
 N    If no, explain



	Currently on Budget?       FORMCHECKBOX 
 Y  FORMCHECKBOX 
 N    If no, explain 



	Baseline Schedule and Budget Set in CPMS?   FORMCHECKBOX 
 Y  FORMCHECKBOX 
 N    If no, explain




	Authorizations

	Name
	Signature
	Date

	Project Delivery Deputy (THS) or Division Manager

	
	
	

	Fiscal/Admin Manager


	Steve McChesney
	
	

	Assistant Director

of Public Works


	
	
	

	Director of Public Works


	Barry Ng
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