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Plans & Specifications Approval and Authorization to Advertise Memo

Background:  
· In general, the Directors of Public Works, Transportation, and Environmental Services (Directors of public works per Muni Code 14.04.141) must approve the plans and specifications per Muni Code 14.04.430.  Note: this should not be confused with “responsible charge” sealing and signing of plans and specifications in accordance with State Law (i.e. the Professional Engineers Act).

· In July 2010 the Department of Public Works assumed the Citywide responsibility for procurement (including advertising and opening bids) for major construction projects, and therefore the Director of Public Works must authorize advertising of such projects.

Documents:  
The Public Works Department has developed three documents for use that initiate the procurement process and satisfy the above requirements:

· Plans and Specifications Approval/Authorization to Advertise Memo Template (Attachment A)

· Bid Document Preparation Quality Control Checklist (Attachment B)
· Project Budget Summary 
Guidelines:

· 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 in Public Works, Transportation, or Environmental Services as applicable.

· Approval of the Plans & Specifications is obtained by signature of the Director of the project delivery Department (i.e. Public Works, Transportation, or Environmental Services).

· Authorization to Advertise is obtained by signature of the Director of Public Works.  This signature is obtained during a 15-minute briefing meeting between the Project Manager and the Director of Public Works.

· The Bid Document Preparation Quality Control Checklist is used by the Project Manager early in the project development stage as a planning tool to design the bid documents and procurement strategy according to project requirements.  It also serves as a final check prior to procurement to ensure that critical elements are not overlooked and that Director-level staff are aware of any important issues.
· The Project Budget Summary presents up-to-date expenditure information for the Design and Construction phases of the project. 
· After the Memo is completely signed off, the Project Manager works with the Public Works Procurement Team to advertise the project.

ATTACHMENT A
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	Project Number and Name  

	Council District  
	CEQA  


	Project  Background/Scope
Public Outreach (if significant)

Coordination (if significant)

	Issues (if significant)



	Schedule
	Advertising Date
	
	Bid Opening Date
	

	
	Estimated Award Date
	
	Estimated Start of Work
	

	
	Contract Duration (Calendar or Working Days)
	


	Funding Summary
	Fund
	Appn
	Appn Name
	RC
	Amount

	
	
	
	
	
	


	Estimated Cost Summary
	Project Delivery Cost Total / To Date
	
	

	
	Engineer’s Estimate
	

	
	Contingency ____%
	

	
	Total Estimated Project Cost
	


	Are there sufficient funds to proceed with the procurement and construction at this point in time? 

Yes ____  No ____    If no, explain.

	Strategy if bids are higher/lower than expected:

None


	Authorizations
	Level
	Signature
	Date

	Project Management
	Project Delivery Deputy or Division Manager
	
	

	Final Approval of
Plans & Specifications
	Project Delivery Department Director or Designee
	
	

	Authorization to Advertise
	Director of Public Works
	
	


ATTACHMENT B
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This is a list of important items to consider as the bid documents are prepared for a Capital construction project.  It is based on lessons learned from past procurements as well as best practices.  It is not intended to be complete, and new items will likely be added over time.  It should be used by the Project Manager as both a guide during bid document development and a communication tool during the approval process prior to advertising.  It should be included as an attachment to the Plans and Specifications Approval/Authorization to Advertise Memo.


	No.
	Item
	Project Manager Comments

	1. 
	Use the latest Bid Documents posted on the Public Works Intranet Forms site.  If any alterations are made to the latest Bid Documents, they must be coordinated with the City Attorney's Office.  If any alterations are made, please explain them briefly.
	

	2. 
	Ensure that the Notice to Contractors has correct information regarding BidSync classifications, contractor license requirements, contractor experience requirements (if any), any pre-bid meetings, and the Bid Opening Date.
	

	3. 
	Ensure that the allotted number of Working or Calendar Days for the Contractor to complete the work are reasonable/sufficient, and that the projected completion date aligns with any commitments made for the project.
	

	4. 
	Ensure that the scope of work is clear, both in the specifications and on the plans.  Also ensure that there are no reference conflicts between the plans, specifications and special provisions.  This should be validated by initiating a peer review process.
	

	5. 
	Ensure that all appropriate inter- and intra-agency permits have been considered and planned for in order for construction to begin.
	

	6. 
	If required, confirm that right-of-way and easement acquisition and/or certification have been executed..
	

	7. 
	If anticipated, ensure that the plans and specifications address toxic or hazardous materials handling and disposal. 
	


ATTACHMENT B (cont.)

	8. 
	Schedule of Quantities (if used): Ensure that the "Unit Price" and "Extension" for the Minimum-amount and Force Account bid items are filled-in.  For every Minimum-amount bid item, there should be a respective bid item for additional amount above the required minimum amount for bidders to fill in.  This is a newer strategy designed to minimize misunderstanding of these type of bid items by contractors.
	

	9. 
	Consider the use of an Extended Overhead Rate line item as part of the proposal.  This provides a fixed rate that the contractor commits to accept if City-caused delay occurs.  Coordinate the use of such an item with the City Attorney's Office.
	

	10. 
	Carefully consider which General Contractor license(s), and/or any specialty contractor or subcontractor license(s) you are requiring and whether a license is required at the time of bid.
	

	11. 
	Determine early-on if Contractor prequalification will be used.
	

	12. 
	Carefully consider whether any special contractor experience will be required and how it will be evaluated during the bid process.  If special experience is required, use modified NTC and Bidder’s Experience Form and include details within Technical Provisions.
	

	13. 
	Determine whether proprietary materials are being specified.  If so, Council must approve any "sole-source" situations.  Carefully consider "or equal" alternatives.  If unsure about your specification, coordinate with the City Attorney's Office.
	

	14. 
	If the Standard Specifications are modified for any reason, the changes must be coordinated with the City Attorney's Office.
	

	15. 
	Any Add Alternate items should be carefully considered as to clarity of scope and strategy toward delivering a functional project.
	


ATTACHMENT B (cont.)

	16. 
	Carefully consider the basis of determining the low bid (base bid plus add alternates or some combination).  Any deviation from current Special Provision 3-1.01D must be coordinated with the City Attorney's Office.
	

	17. 
	Determine whether any special bid documents and/or provisions are required due to funding from another agency.
	

	18. 
	Determine whether there are any special prevailing wage requirements.
	

	19. 
	Determine whether there are any special advertising requirements.
	

	20. 
	Determine whether there will be any mandatory or optional pre-bid meetings.
	




























Updated 5/16/12



Rev. 8-22-14

