DPO Advisory Council AGENDA |
Date: September 23, 2020 Time: 1:30p - 3:30p

Place: Teleconference - We will be using Adobe Connect - Information at the bottom

of the agenda

PURPOSE of the Meeting
Information sharing, problem identification, and issue resolution for all agency procurements.
| TOPIC — activities/topics WHO DURATION
Welcome/Announcements Toni Payseno, Chair
e Roll call 1:30p - 1:40p
e Approval of June Minutes
__Smart Sheet introduction Amber Forster, Teri Bledsoe, OYA 1:40p —2:10p
Adobe e-signature Cort Dokken, DAS 2:10p—2:20p
Saving Files Electronically Melissa Canfield, Kayla VanHoose, ODOT 2:20p—2:30p
Committee Updates, DOJ rules, and| Melissa Canfield, John Koljesky 2:30p —2:50p
DAS training input
Oregon Buys Update Nicole Brazeal - DAS 2:50p - 3:05p
DAS Updates, CAT FAQ’s Debbie Dennis, Kelly Mix, Jay Jackson - DAS| 3:05p —3:20p
Round Table All attendees 3:20p - 3:30p
NEXT MEETING:

Wednesday, October 28, 2020 at 1 30p 3:30p
DPO web page: https://www.oregon.gov/das/Procurement/Pages/DPOCouncil.aspx

Please use this link for this DPO meeting:

https://dasps.adobeconnect.com/dpo/ Please check the URL access prior to

the meeting because periodically you may need to adjust popups.

Please type your first and last name to enter the classroom

Close out of the first popup screen. You will be prompted to connect your audio.
Please remember to mute your phones to help with audio quality.

Callin information:

1-866-377-3315 (Toll Free)

Passcode for attendees - 7558696#
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Oregon Department of Transportation NUMBER SUPERSEDES,
DP-OPO-026 3/16/2016 Version
EFFECTIVE DATE PAGE NUMBER
J[ DESK PROCEDURE |- 1016
REVIEW DATE , j
7/26/2019 /
REFERENCE ' i :
SUBJECT APPROVED SIGN Y. Ca/ oy 174
AR E(}i Loas ‘
Electronic File M anagement Melissa Canfield, Civief Pro&emeht fficer

PURPOSE: Provide guidance to staff that sets the standard method for filing procurement
documents electronically. ,

APPLICABILITY: Procurement and Contract Specialists.

POLICY: All ODOT Procurement Office (OPO) Employees shall follow this procedure for
electronically filing contract/bid documents. To ensure consistent document management the file
structure is not to be modified.

RESPONSIBILITY ACTION

Procurement and Contract | Create folder for new assignment/contract/bid

Specialist

1. Copy the sample from the template folder for the type of
procurement you are filing.

2. Paste the sample folder in the correct location in the file
structure as found in Attachment A.

3. Rename the folder using the naming convention:
PSKI/IGTS

PA, Contracts, Bids - 00000 Project Name
Sample - 12345 Smith Bridge

Sub folders within PA or Contracts:
WOC - WOC 0 Project Name
Sample — WOC 1 Smith Bridge

Amendment/Change Order — Amd 0
Sample — Amd 1

Construction

Bid Opening — Contract Number
Sample — 14656

Create folder for the type of procurement

Updated 7/19/2018 Page 1
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Step 1. Step 2.

Open Folder Templates (PSK/GTS) crew0954/Bid- Copy the folder for the correct type of
ContractFolders or (Construction) H:\Bid procurement ‘

Opening\00 Project E-Files

Drganize v 2 Open Bum Mew folder o oy [l &
o T # Tope Ge Harme ! Datemadified - Type Size
] - 4
! Bids Ziefelder . 00000 Sample Folder Amendrmient IVZE2US IO PRE File foidar
~ Contracts File felder | | D000 Sample Folder Contract PAWGC . 10/585nrman cr o
) D Celumbia River Crossing File folder ~- 00000 Sample Folder Solicitation m o
. ' Opzn in new window
. Folder Templates Friefelder ShDiive Fro '
pn iz folder ;"N‘e e N
. Requests v Frefelder -Zip . i
! RFE-RFQs 1052005334 F0 Filefelder Restore previous versions
~/ ¥ADU_Puklic_Folders LA 335 L Fiefolder | % Combinafiles in Acrobat...
Send to 3
Cut ‘
Copy || S—
1] i ]k <] g T gl v
Step 3. Step 4.
Paste the folder in the appropriate location for Rename the folder using the naming convention
the type of procurement below
Organize v Birn  Mew folder i & Organize » = Open Burn Newfoldes EZ- [ @
R e = P e P
i
11 90000 Sarmple Contract Folder . File folder
L. 00000 Sample PA Folder (Copy and rena...
L8
i 2858 :
L7458 20128 Flefaldsr
20128 View - 20146 File falder
L2046 Sort by 1. 20151 (18184 File
. 20151 (18184) Group by L7z File foldec
72 Refresh 0175 Flefalder
- 27 Customize this felder.. Sl Fle talder
0177 R 1, 20178 On-Call Bridge Design - CH28HiI| File falder
20179 On-Call Bridae Desian » O Pasts M L 2081 On-Cafl Bridae Desian - OEFC Fie fnlder -
* i : : Bacbn aBomsbenis U # lubsiaisiaibnitsuis = ¢
NOTE: Please keep all subfolders even if they are not being used for your project,
such as OCR and DOJ. All subfolders need to remain.
Updated 7/19/2018 Page 2
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RESPONSIBILITY

ACTION

Procurement and
Contract Specialist

Filing Guideline

File all documents according to the associated filing guideline
attachment.

PSKI/GTS - Attachment A
Solicitations (Attachment A1)
Contract Amendments (Attachment A2)
Contracts/WOC/PA (Attachment A3)

Constructioh — Attachment B
Bid/Solicitations (Aftachment B1)

File Close Out — Attachment C

Procurement Checklist and File Notes

Complete the procurement checklist and file it according to the filing
guideline for the associated type of procurement. File the checklist in
the main contract/bid folder for the procurement unless otherwise
directed in the filing guideline. The file name must follow the
standard naming convention listed in Attachment A and B (contract
# Checklist). '

File notes that are critical to highlight deviations from standard
process should be filed in the main contract/bid folder. File notes
must be named Contract#_File Note_ YYMMDD.

Electronic Filing

Convert each paper document to an electronic document and save
in the correct location according to the filing guidelines. Recycle
paper documents or place in the confidential shred bin based on the
type of document.

If an item cannot be converted to an electronic document (e.g.,
product samples) note in the procurement checklist where the item is
located. File documents electronically as they are created or
received. Confirm all documents are filed no later than 10 business
days after completion of the solicitation or execution of the contract
or amendment. :

Administrative Specialist

Template Folder Maintenance

Updated 7/19/2018

Page 3
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Replace the template folder monthly with the master file to ensUre
that the folder is regularly updated.

Reference Documents for this Desk Procedure

Determination and Transitional Waiver, Special Request No. 148-08. Agency may implement e-
filing and retention of contacts without original ink signatures.

Attachment A
Document Naming Convention — PSK/GTS

Updated 7/19/2018 Page 4
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Italics are used to show when a buyer should fill in the information applicable to their procurement in the
‘ document naming convention.

Document Type - ‘ Narﬁing Convention

All Documents Contract/Solicitation #_Name of Document
Unless Noted ‘
. Example: 12345 BOC

i

Example: 72345 Internal Estimate

Please Note: The buyer may add a date or version # to any
document if it is applicable for that situation. Follow the naming
convention:

Date Example: 12345 BOC_160111
Version Example: 12345 _Internal Estimate_V1

Email Date (YYMMDD)_Description (Revise Subject Line)
DOJ emails to include DOJ in the
subject line Example: 150928 DOJ Review

ORPIN/ORPIN Addenda Contract/Solicitation # _Bid# ORPIN or Bid# ORPIN_AD1
Example: 12345 _ORPIN

Example: 12345 ORPIN_AD17

Proposals/Evaluations Contract/Solicitation#_Firm_Document Name
Example: 12345 DEA_Proposal

Example: 12345 DEA_TIN

Evaluation Packets Contract/Solicitation #_Document Name Evaluator Name

Example: 12345 _COI_L Cimino

Documents filed in the main contract/solicitation folder:

Procurement Checklist - Contract# Checklist
File Note — Contract# File Note_ YYMMDD

Attachment A1
Filing Guideline PSK/GTS — Solicitation

Updated 7/19/2018 Page 5
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Breakdown of Cost (BOC)

“Solicitation# BOC

Internal Estimate

Solicitation# Internal Estimate

Pre Negotiation Plan (PNP)

Solicitation# PNP

Profit Fee Worksheet

Solicitation# Profit Fee Worksheet

Record of Negotiation (RON)

Solicitation#t RON

HB 2375 Contract Verification

Solicitation# Contract Verification

2.1 DOJ Correspondence

DOJ Related Correspondence

YYMMDD_Email Subject

Release Approval Email

YYMMDD DOJ Approval

Request for Legal Review

YYMMDD DOJ Request for Legal Review

2.2 DOJ Approved Docs

2.3 DOJ Drafts

2.4 Protests

2.5 Public Records

Al Drafts

5.1 Proposals_ Bids

Soltc:tatzon#fa Document Name Draft

Firm Name

Proposal_Bids

Solicitation# Firm Name Proposal

Confidential

TIN

Solicitation# Firm Name TIN

5.2 Selection Notices

Non-Selection Notices

Solicitation# Firm Name Non Selection

Notice of Intent to Award

Solicitation# Firm Name_Intent to Award

5.3 Evaluation Packet
*Can add subfolders for each
evaluator if needed

Draft Scoresheets

Solicitation# Draft Scoresheet

Evaluator Conflict of Interest

Solicitation# COI|_Evaluator Name

Solicitation# Instruction to Eval Committee

5.4 Scoring_ Bid Tabulation

Instruction to Eval Committee

Award Determination

Competitive Range

Competitive Range Notice
Selected

Solicitation#_Firm Name_Competitive
Range Selected

Competitive Range Notice Non-

Solicitation#_Firm Name_Competitive

if needed ’

*May add subfolders for each firm

.Selected Range Non-Selected
Demonstration_ Interview
Evaluator Scoresheets Scoresheets Solicitation# Firm Name Evaluator Name
Matrix Score Matrix Solicitation# Score Matrix
Pass-Fail Pass-Fail Solicitation# Firm Name Pass-Fail
References References Solicitation#_Firm Name_Reference Name

Updated 7/19/2018 ,
G:\Policies & Procedures\026- Electronic File Management\DP-OPO-026 Electronic File Management Desk
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6.1 Addenda

Addenda

Solicitation#t Addenda#

6.2 ORPIN (PDF after close)

ORPIN Posting

Solicitation# ORPIN

ORPIN Addenda Posting

Solicitation# ORPIN Addenda#

6.3 Q&A , . '

Q&A Solicitation# QA Vol#
6.4 Solicitation - e

ORPIN RFP Solicitation#

Attachments Solicitation# Attachment #

Correspondence

YYMMDD DBE Goal Request

DBE Goal Email

YYMMDD_DBE Goal

Certified Small Business
QOutreach Plan

Solicitation#_Outreach Plan

Cost Analysis and/or Feasibility
Study

Solicitation# Cost Analysis

Information Resource Request
(IRR)

Solicitation# IRR

PSK Request Form

Solicitation# Request

SEIU Feasibility Study

Solicitation# SEIU Feasibility Study

A&E/Non A&E Determination

Solicitation## AE NONAE Determination

Responsibility Inquiry

_Solicitation#_Responsibility Inquiry

- 8.1 Delegations

Email delegation

YYMMDD Delegation

DAS Delegation Authority Letter

Solicitation# Delegation Letter

8.2 Special Procurements

ORPIN Posting

Solicitation# ORPIN

Public Notice

9.1 Award Protests

Special Pro

Protest Responses

Solicitation#_Firm Name_Protest
Response

Submitted Protests

Solicitation# Firm Name Protest

9.2 Solicitation Protest

Protest Responses

Solicitation#_Firm Name_Protest
Response

Submitted Protest

Sqli itati n#_F'rmN me_Protest

0.1 Approved for Release _

-10.2 Redacted Documents

Public Records Request Form

Solicitation## Firm Name PRR

Any Redacted Document

Solicitation# Docdment Name Redacted

Risk Assessment Tool

Solicitation# Risk Assessment

Updated 7/19/2018

Attachment A2

Page 7
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Filing Guideline PSK/GTS — Amendment

Type of Document

Breakdown of Cost

Naming Convention

Contract/WOC#/AMD# BOC

Internal Estimate

Contract/WOCH#/AMD# Internal Estimate

Pre Negotiation Plan

Contract/WOCH#/AMD# PNP

Profit Fee Worksheet

Contract/WOCH#/AMD# Profit Fee
Worksheet

Record of Negofafion

Contract/WOC#/AMD# RON

mail Subject

DOJ Approved Document

YYMMDD DOJ Approval

Request

YYMMDD_DOJ Request for Legal
Review

HB 2375 Contract Verification

All Drafts

Contract/WOCH#/AMD# Document Name

Contract/WOC#/AMD# Contract
Verification

Executed PDF Version

Contract/WOC#/AMD#_Executed -

Fax/Email Signature Certification

Contract/WOC#AMD# Email Sig Cert

Final Word Version

Contract/WOC#/AMD# Final

| ORPIN Posting

Correspondence

Contracz‘/WOC#/AMD#_ORPIN

‘HYYMMDD Email Subject

DBE Goal Email

YYMMDD_DBE Goal

Conlflict of Interest (EA/EIS)

Contract/WOCH#/AMD# COlI

Cost Analysis and/or Feasibility
Study

Contract/WOC#/AMD#_Cost Analysis

Cost Overrun Determination

Contract/WOCH#/AMD# Cost Overrun

Emergency Declaration

Contract/WOC#/AMD#_Emergency
Declaration

IRR

Contract/WOCH#/AMD# IRR

Ratification Documenit

Contract/WOC#/AMD# Ratification
Document

Reinstatement Request

Contract/WOC#/AMD#_Reinstatement

Request

Reinstatement Findings Contract/WOCH#H/AMD#_Reinstatement
Findings

Retroactive Approval Contract/WOC#/AMD# Retroactive
Approval

PSK Request Form

Contract/WOC#AMD# Request

SEIU Feasibility Study

Contract/WOC#/AMD# _SEIU Feasibility
Study -

Updated 7/19/2018

Page 8
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7.1 Delegations :
Email delegation YYMMDD_Delegation

7.2 Special Procurement ; ' '
ORPIN Posting Contract/WOC#/AMD#_ORPIN
Public Notice Contract/WOC#/AMD# _Public Notice
Special Procurement Requ Contract/WOCH#/AMD# S

=

Request

Risk Assessment_

Attachment A3

Updated 7/19/2018
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Filing Guideline PSK/GTS — Contracts/PA/WOC

Type of ‘Do"c‘ument Naming Convention

Contract/ WOC# BOC

Breakdown of Cos

Internal Estimate Contract/WOC# Internal Estimate

Pre Negotiation Plan ContractWOC# PNP

Profit Fee Worksheet Contract/WOCH# Profit Fee Worksheet
Record of Negotiation Contract/WOC# RON

DOJ Related Correspondence YYMMDD_Email Subject

DOJ Approved Document YYMMDD DOJ Approval

Request YYMMDD_DOJ Request for Legal
Review

HB 2375 Contract Verification Contract/WOC# Contract Verification

AAII ‘Dkrkafts Contract/WOC# Document Name

Executed PDF Version Contract/WOC#_EXecuted
Fax/Email Signature Certification Contract/WOC# Email Sig Cert

Final Word Version ContractWOC# Final

5.1 ORPIN

'ORPIN Documents ContractWOC# ORPIN

i Correspondence YYMMDD mai Sebject
DBE Goal YYMMDD DBE Goal

LPA Tier-2 Selection ’quh‘tract/WOC#;Selecﬁoh” Form_

Form
Conflict of Interest (EA/EIS) Contract/WOC# COl
Cost Analysis and/or Feasibility Contract/WOC#_Cost Analysis
Study
Cost Overrun Determination Contract/WOC# Cost Overrun
Cure Notices Contract/WOC# Document Name
Direct Appoint Certification Contract/WOC# DA Certification
Direct Appoint Determination Contract/WOC# DA Determination
Emergency Declaration Contract/ WOC# Emergency Declaration
IRR Contract/WOC# IRR
Request Form Contract/WOC# Request
Responsibility Inquiry ContractWOC# Responsibility Inquiry
SEIU Feasibility Study Contract/WOC# _ SEIU Feasibility Study
A&E/Non A&E Determination Solicitation# AE_NONAE Determination

Confidential TIN : Contract/WOC # Firm Name TIN

8.1 Delegations ' '
Email delegation YYMMDD_Delegation
Updated 7/19/2018 : Page 10
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DAS Delegation Authority Letter Contract/WOC# Delegation Letter
8.2 Special Procurement ' '

ORPIN Posting Contract/WOC# ORPIN
Public Notice ' Contract/WOC# Public Notice
Special Procurement Request Contract/WOC#_SP Request
8.3 Sole Source . , P

Determination ~ o B . ‘
ORPIN Posting ' ! ContractWOC# ORPIN
Sole Source Justification Contract/WOC# SS Justification
Sole Source Notice ‘ Contract/WOC# SS Request
Insurance Certificate Contract/WOC# Firm Name_Insurance
Risk Assessment Tool Contract/WOC# Risk Assessment

**Optional Best Practice *** Create a shortcut to the associated solicitation file and place it in the
contract file. See Quick Reference Guide for details.

Attachment B

Updated 7/19/2018 Page 11
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Document Naming Convention — Construction
ltalics are used to show when a buyer should fill in the information applicable to their procurement in the
document naming convention.

Document Type ' Naming Convention

All Documents ‘Contract # Name of Document
Unless Noted /
Example: C12345 _BOLI Ineligible

,Example: C12345 DBE

Example: C12345_Schedule

Email Contract #_Description (Revise Subject Line)_Date
DOJ emails to include DOJ in the (YYMMDD)
subject line

Example: 151004_C12345 DOJ Review

Example: 150917_C12345_HDA

*Other: Contract # _Contractor Name_Name of Document

e Low Bidder Bid
TERO Example: C12345_ABC Firm_Low Bid
Federal Excluded Parties List ‘
SOSs

CCB Business Detail

Bids

SDF Low
Protest_Rejection_Rescind

Example: C12345_Tribe Name_TERO

Documents filed in the main contract folder:

Contract Technician Checklist - Contract# Construction Contract Checklist.pdf
Bid Review Checklist - Contract# Bid Review Checklist.pdf

Updated 7/19/2018 Page 12
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Attachment B1

Filing Guideline — Construction

Folder

Type of Document

PD-02 Exception Letter

Naming Convention

Contraé;.‘#_PDdé

Special Provisions Checklist

Contract# Special Provisions Checklist

Special Provisions with Notes

Contract#t_Special Provisions Cover

Work Type

Contract# \Work Type

Wage Information

1.1 Notice to Contractors

Contract# Wage Info

CMD NTC Contract# CMD
DJC NTC Contract## DJC
Notice to Web Contract## Notice # MMYYDD Ad
Length

1.2 Plans and Specs , : Sh = :
Bid Booklet Contract# Bid Booklet.pdf
Special Provisions Contracti#f Special Provisions.pdf
Bidding Plans Contract# Bidding Plans

Addendums Letters

Contract# Addendum #

Clarification Letters

*Low Bidder Bid

Contract# Clarificaiton #

Contract# Contractor Name Low Bid

Deposit Confirmation Email

Contract# Deposit

Pre-bid Conference Sign in
Sheet

Contract#_Pre-Bid Sign In

*TERO (Current Spreadsheet)

Contract#t Tribe Name TERO

State Funded-Non Residency
Screen Shot

Contract#_State Residency

Plan Holder List

Contract# Plan Holder List

CCB Contractors Not Qualified

Contract#f CCB Not Qualified

*Federal Excluded Parties List

Contractt_Contractor Name_SAMS

BOLI Ineligible Contractors

Contract# BOLI Ineligible

Cashier Check

Contract#t Cashier Check

*SOS

Contract#f Contractor Name SOS

*CCB Business Detail

Contract## Contractor Name CCB30K

Apparent Bid Results (Written)

Contract#t Apparent Bid Results

Surety Lookup (If Paper Bid)

Contract# Surety Lookup

2.1 Unsuccessful Bidders

XTabDat_ File

BidOpeningDate(YYMMDD).DAT

*Bids

*SDF Low

Contract#t Contractor Name

Contract## Contractor Name_SDF

SDF All

DBE Goal Results Report Email

Contract# SDF

Contract# DBE Analysis

DBE Good Faith

Contract#t DBE Good Faith

DBE Commitment Certification

Contract## DBE

Updated 7/19/2018
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5.1 Protest

2_YYMMDD

*Protest Letter

Contract# Contractor Name Protest

*Protest Response

Contract#_Contractor Name_Protest
Response

*Protest Response Email

Contract#_Contractor Name_Protest
Response YYMMDD

5.2 Rejection

*Rejection Letter

Contract#_Contractor
Name REJECTION REASON

*Protest

Contract# _Contractor Name Protest

*Protest Response

Contract#_Contractor Name_Protest
Response

5.3 Rescind

*Rejection Letter

Contract#_Contractor Name RESCIND
REASON

*Protest

Contract#_Contractor Name Protest

*Protest Response

CE Budget

Contract#_Contractor Name_Protest
Response

Contract## CE Budget.pdf

Cost Analysis

Contract# Cost Anlysis.doxc

Notice of Intent

Contract#t NOIl.pdf

Award Recommendation Memo

Contract# Award Recommendation.pdf

Award Letter

Contract## Award.pdf

Insurance Instructions

Contract# _Insurance Instructions.pdf

Summary of Bids Received

Contract## Summary of Bids.pdf

Highway Division Admin
Approval Email

YYMMDD_Contract# HDA

Chief Engineer Approval Email

YYMMDD Contractt SPDM

FHWA Concurrence

YYMMDD Contractf FHWA

Bid Price Extension

Contract# Price Extensions

Pay Equity Certificate

Contracti#_Pay Equity Certificate
(or Email Confirmation if <560FTE)

Contract Review Checklist

Contract# Federal_State Contract
Review Checklist

Contract Verification Contract# Contract Verification.pdf
Anticipated Items Contract# Anticipated ltems.pdf
Bid Tab without EE Contract# Bid Tab

Bid Tab .SQF Bid Tab.SQF

Contract Schedule

Contract## Schedule.pdf

Contract Signature Page
Template

Contractor Name.docx

Coniracti Award Recommendation.pdf

Noﬁéé ’to ProCéed 4

Contract# NTP.pdf

Contract Signature Pages
Signed

Contract#_Signature Pages.pdf

Contract

Contract# Contract.pdf

Updated 7/19/2018
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CCB Responsibility Form'' Contract# CCB Resp Form

Insurance Certificate ' Contract# COI
Power of Attorney Contract# POA
Insurance/Surety Lookup' Contract# Surety Lookup

Performance & Payment Bonds Contract# Bonds

All Correspondence YYMMDD Contract# SUBJECTD

Award Letter to Internal | YYMMDD Contract# AwardFS DBE

Cost Analysis YYMMDD Contract## Cost Analysis

Notice to Proceed : YYMMDD Contract# NTP

BOLI Request Form ’ YYMMDD Contract# PWR Fee

Request for CE Budget YYMMDD _Contract# Request for CE
Budget

CE Budget Email YYMMDD Contracti CE Budget

Request for Signatures ‘ YYMMDD _Contract#_Request for

UPS Shipping Label Contract#_UPS
All document templates Contract# Subject.docx

All DOJ Emails YYMMDD Contract# DOJ Review

*Please refer to list of Other Documents on page 12

Updated 7/19/2018 Page 15
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Attachment C

FiIihg Guideline — Contract Closeout

Italics are used to show when a buyer should fill in the information applicable to their procurement in the

document naming convention.

Document Type Naming Convention

‘ Unless Noted

All Documents 5 Contract/Solicitation # Name of Document
Example: 12345 _Contract Closeout Checklist

| Example: 12345 Consultant Eval

DOJ emails to include DOJ in the

Email Date (YYMMDD)_Description (Revise Subject Line)

subject line Example: 150928_DOJ Review

__Type of Document

Naming Convention

C'o”htt"aCt Cldseoutﬂ Checkiiét

| 'Contraét#‘_édntréc‘t"CioSéouf
Checklist

Agency Closeout Memo

Contract## Agency Closeout

Consultant Closeout Memo

Contract#t Consultant Closeout

All Correspondence

YYMMDD Email Subject

Consulté"nt Evaluatloh kTooI

Contract#t Consultant Eval

‘ Contract#_Document Name

'\ Contract#_Closeout Summary

Invoice Summary with Retainage

Contract# _Invoice Summary

Updated 7/19/2018
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Price Agreement with Amendments and Work Order Contracts

Homa Share

View
e 7 Ao o
# |
L«X %= Copy path #’
Binto Quick Copy Paste sta shorut Move Copy - Delete Rename  New
access asta sharc e  tov .
Clipboard Organize

< | B35275 HDR Engineering

B Mews em =

1] Easy access ~
folder

New

e Open v Selectall

“Edit Select nane
Properties "
p, - lnvert sefaction

Opan Select

- = v 4 > This PC » crew0954 (\\scdata2) (G > Bid-CantractFolders > Contracts > B35275 HDR Engineering

# Quick access

B2 Desktop #
& Downlozads

hwyr2af b

¥ My Pictures. Es
250SDiK(C) A
- hwyr24f (\s-mcit #
- Ccrew0954 (\\scda #
.~ OPOMgmt_Only (#
1.2 Budget
2020 09 September
DAS_ODOT PMP
Updates for Bob

’%tThis PC

3 Network

€ Paste shortout

Clipboard  *

& M

# Quick access

% Deskiop 2
¥ Downloads &
5 hwyraf g

W= My Pictures Ed
4 OSDisk (C) #
wr hwyr24f (\s-mctt #
- trew0954 (\scda =
=~ OPOMamt_Only (-
1.2 Budget
2020 09 September
DAS_ODOT PMP
Updates for Bob

& ThisPC

i Network

- Copy path

Hame -
1 Cost Data
200)
3 Draft Documents
4 Emait
5 Executed_Originals
6 0CR
780U
8§ Other Documents
9 Insurance
Amd #1
Amd #2 - Add Sub

Date modified

/2020 12:53 P

Tepe Size

015 11:02 AW

12/19/2019 1225 P4

File folder
File folder
File folder

File folder

Amd #3 - remove subconsultant [ist 271472020 1 File folder
wocC1 971272020 9:52 AM Fiie folder
WwOC 2 Fite foldger
wocs - - 712972020 1205 P11 File folder

% B35275_CHECKLIST.pdf

14
5

Organize

1 Cost Data
2DoJ)
3 Draft Documents
4 Email
5 Executed_Originals
6 OCR
7 Other Documents
8 Insurance
2 B35275 AT_Checklistpdf

12/472017 1017 AM

17| Easy access ~

Date modified

12/18/2017 42
12/14/2007 432 B

Adobe Acrobat D, 181 KB

- selectalt
o Select none
Properties - .
- Hi o Invert selection

Open Select

> ThisPC > crew0954 (\\scdata2) (G:) > Bid-ContractFolders > Contracts * B35275 HDR Engineering * Amd #1

Type Size:

File folder

older

Adobe Atrobat .. 18148

Search Amd #1

X



View
“ut New item ~ v": Open - = Selectall
. 3 Lopy path 1] Basy access = < Ed Select none
Pma‘; i;m:k Copy ;;)r_) Delas Fi & f:;‘:r Fropfmes . Y Invent selection
Cigboard S Organize L A Open Seledt
-~ S > This PC > crew0954 (\\scdata2) (G) > Bid-ContractFolders > Confracts > B36943 FFO-US97 Passing Lanes Project v D
Narna ’ Date modifisd Type Size
3 Quick access
B Desktop - 1Cost Data B/12/2019 1106 AM File foider
2D0) 1 £ File folde
¥ Downloads 2 .
3 Draft Documents File foider
= Ps
= w24t g 4 Email File folder
' My Pictures - 5 Executed_Originals Fife foider
23 OSDisk (C3) * 6OCR File falder
= hwyr24f (\\s-mctt # . 780U Fife folder
we crew0854 (\scda = 8 Other Documents File folder
= OPOMgmt_Only ( 9 Insurance Fite folder
1.2 Budget 2 B36943_Checkistpdf Adobe Acrobat .. 183 KB
2020 03 September
DAS_ODQT PMP
Updates for Bob
' This PC
¥ Network

Project Specific Contract .

Search

o

= [woC1 - [m}
Home Share ‘iew
N . 1 ut | New item ~
A ]
) . i e Copy path T | Easy access ~ A Salect none
Pmél::i:mk Copy  Faste [¢) paste shortout f::‘:edtr Prnp.eme: =+ Invert selection
Clipboard Organize New Open Saleat
e S o > ThisPC > carew954 (\\scdata2) (G) > Bid-ContractFolders > Contracts > B35275 HDR Enginesring > WOC 1 ~ QO 2 Search WinC 1
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3 Quick access
File folder
5 Desktop " 1 Cost Data File fold
% Download 2DoJ File foldar
ownloads #
3 Draft Documents Filz Toldar
hyr4t * 4 Email File folder
= My Picures # 5 Executed_Originals File falder
3 OSDisk (C) # 60CR g . File folder
s hwyr24f (\s-mctt 5 7 BOU /2015 756 AM File folder
w crew0954 (\scda 8§ Other Documents File folder
= OPOMgmt_Only { # 9 Insurance 5171 e File foider
12 Budget AMD_1 /2020 803 Al File folder
N File folder
2020 03 September AMD_1_canceled File fold
AMD2 E File folder
DAS_ODOT PP - , ) i
2. B35275W1_checklist_180406.pdf 27272012 042 Al Adabe Acronat D.. 181 K3
Updates for Bob
% This PC

= Network



How to Create a Digital Signature in Adobe

Note: This example is Adobe Acrobat Pro DC. If you find these instructions do not work for your
version of Adobe, please contact your IT support person. '

1) Open Acrobat Reader and navigate to the Preferences menu, as show below:

u Adobe Acrobat Pro DC
File Edit View Window Help

Hg

Check Spaling ¢

Advarces Search Shift+ Ciel+F

RIS 4




2) Under the “Categories” menu, choose “Signatures.” Then, next to “Identities & Trusted Certificates,”
click “More.”

4
- Preferences L

Categories:
Digital Signatures
Full Screen -
General Creation & Appearance
Page Dizplay —
9 P R » Control options for signature creation E{g
e « Set the appearance of signatures within 3 documnent :
3D & Multimedia -
Accessibility .
Action Wizard i Verification -

Adobe Online Services

Catalog . » Control how and when signatures are verified More..
Coler Management

Content Editing
Convert From PDF Identities & Trusted Certificates
Convert To PDF
Ermail Accounts » Create and manage identities for signing
» Manage credentials used to trust documents
Forms i
Tdentity N
Internet Document Timestamping
JavaSeript N 7
Language + Configure timestamp server settings r”“g;;j
Measuring (20) -

Measuring (3D)
Measuring (Gea)
Multimedia (legacy)
Multimedia Trust {legacy)
Reading |
Reviewing

Search |
Security fa

Security (Enhanced)
ﬁ Signatures

Spelling -

o) (o




3) Click “Add ID,” then select “A new digital ID | want to create now,” and lastly click on “Next.”

(& Digital ID and Trusted Certificate Sethng;l
@ Digital1Ds

|§‘ Cerficats

Trusted Certificates | Hame Issuer ~ Storage Mechanism

8 Refresh €5

4dd Digital ID . =

Add or creste z digital ID to sign and encrypt documents. The certificste that comes with your
digital ID is sent to others 5o that they can verify your signature. Add or creste  digital ID using:

T
i More.
s My existing digital ID from: W*#J

A fle

A rozming digital 1D accessed via a server
A device connected to this computer L More..

‘@ A new digital ID | want to create now

Cancel < Back o fi

4

0K Cance
Lok | [ e

4) Ensure that “New PKCS#12 digital ID file” is selected, as shown below. Then click “Next.”

Add Digital ID } _ | =

Whers would you like o store your seff-signed digital 1D
% New PKCS#12 digital ID file

Crestes a niew password protected digitsl 1D file that uses the standard PKCS#12 format.
This commen dxgﬁcsf 10 file format is supported by most security software applications,
including major web browsers, PKCS#L2 files have 2 .pf or pl2 file extension.

i Windows Certificate Store

Your digital ID will be stored in the Windows Certificate Stors where # will also be availzble
to other Windows applications. The digital ID will be protected by your Windows lagin,

<Back (| Nea> | )




5) Fill out the appropriate portions of the window below. Do not change Country/Region, Key Algorithm,
or Use digital ID for. Click “Next.”

Add Digital ID

- i“

B

Enter your identity informatien to be used when generating the seff-signed cestificate.

Name (e.g. John Smith}: [lane Doe

Organizational Lnit: QDiteﬁu ro

Organization Name: ]xvz Business Service Center

Emazil Address: ;jdlz@mmal!‘edu

Country/Region: | US - UNITED STATES | - ]

x|
Key Algorithm: | 1024-bit RSA -
Use digital ID for: [ Dig'rtaf S-igﬁaiu res and Data Encryptizn h 7 o , v vj

Cancel , ‘ < Back % ( et >




6) Choose a password for your digital signature. Note: If you forget this password, you will have to
create a new digital signature as there is no password recovery mechanism. Click “Finish.” '

2dd Digital ID .

Enter s file [ocation and psssword for yaur new digital ID file. You will need the password when
you use the digital ID to sign or decrypt documents. You should mizke 3 note of the fils location
so that you can copy this file for backup or other purpeses, You can lster change options for this
file using the Secunty Settings dizleg,

File Name:

Browse...

ijdlEKApp{}ata‘»ﬁmming\,,&.d&he‘@zmhat‘iﬁlﬁ\&cuﬁfﬂjmeﬁlr:m:,Dirmﬁf‘pfx

Password:

iiﬁﬁ#i#*;ityﬂii?i&i#k

Confirm Password:

{u EERFASE SR REERE

7) View your new digital signature. You can now use your digital signature to sign Adobe Acrobat forms.
The next section of this “How To” document covers signing documents in Adobe Reader.

{34 Digitel ID and Trusted Certificate Settings 3
g Digitel IDs P addD S’ Usage Options ~ 5P Cetificate Details 4% Export ¥ Refresh ) RemovelD
Trusted Certificates Hame . Issuer Storage Mechanism
lane Dog, Director <Janedoel2@c.. Jane Do, Director <lanedoel2@c... Digital ID File
Jane Doe <jdl2@comelledu> Jane Doe < jdl2@ comell.edu> Digital 1D File

< i il

Jane Doe
XYZ Business Service Center
Issued by: Jane Doe
XYZ Business Service Center
Valid from: 2015/12/01 10:28:32 -05'00'
Valid fo: 2020/12/01 10:28:32 -05'00'
Intended usage: Digital Signature, Encrypt Document, Key Agreement




Sign an' Adobe Document with Your Digital Signature

1) Make ALL necessary changes (if any) to your document first, before signing. Caution: If any changes
are made after the signature is in place, the document will display a note indicating changes that were
made after signing.

2). Click on “Certificates” in the menu bar on the right of the screen. This will cause a new tool bar to
open at the top of the screen.

Note: If you do not have “Certificates” as an option in the menu on the right, you will need to take the
following additional steps to add this option to the menu:

- Select “Tools” (upper left portion of screen)
- Locate “Certificates” and click “Add”

& caterar-<entract pdf - Adobe Acrobat Pro DC leo @ 52
Fie Edt View Window Hep i i i x
Home Tools Document = & & Q @% [:3] @ g @ B  signm
. T 1 1L M IICT Co 8 10 (T S5 G A SE e 1 R e S ey AT IR ] i S 1 Sty e - B
Vendor/Payee is relinquishing all claims against Cornell for any amounts withheld and remitted by Cornell to a tax s ool
authority. It is the Vendor/Payee’s sole responsibility to provide Cornell with timely, complete, accurate, and legible Y Creme poF
forms and/or documents necessary to claim a reduction or elimination of withholding taxes (e.g., Form W-8BEN); -
Cornell reserves the sole right and discretion to make these determinations as well as whether such forms and/or R
[ Eoort PDF

documents are sufficient to reduce or eliminate withholding tax on any payment to the Vendor/Pa_yee.

Caterer Attestation:

Are you currently a student employee or have you been a student or employee at Cornell University in the last 24

months? Yes No =
O Protect

Note: Ifthe caterer answered “Yes” to the above question, this contract must NOT be utilized. Contact the Tax A Fill & sign

Manager in the Division of Financial Affairs at uco-tax@cornell.edu. B Fropare Form

By: v
Caterer Signature Name Printed Clearly Date

By: |
Cornell University Unit Signature Name Printed Clearly Date

By:
Cornell FTC/BSC Director/Designee Signature  Name Printed Clearly Date

Please attach a signed copy of this form to any requests for payment (i.e., purchase order or FTC/BSC procurement
card).

i

Last Updated: September 30, 2015

3) Select “Digitally Sign” and follow the instructions in the pop-up windows. You will be selecting the
area where you wish the signature to appear and then entering your password. You will be instructed
to save the document and then your signature will appear.

% caterer-contract.pdf - Adobe Acrobat Pro DC
Edit View Window Help

Home Tools Dowument ~ 0 & B I Q | ®

Certificates ~

vasible Signaiure)

= Stamp o Valbdat: A Sgnatures @E} Cartify Dhsivie Signature) @ Cernif

Procurement and Payment Services, 12/1/15
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What is the Corporate Activity Tax (CAT)?

Corporate Activity Tax (CAT) is a tax imposed on businesses for the privilege of doing business in Oregon.
The CAT is not transactional like a retail sales tax or an income tax. Oregon’s CAT is measured on a
business’s commercial activity — the total amount a business realizes from transactions and activity in
Oregon. Certain items are excluded from the definition of commercial activity and aren’t subject to the
CAT. In addition, Oregon’s CAT allows a 35% subtraction for certain business expenses.

The CAT is applied to Oregon taxable commercial activity in excess of $1 million. The tax is computed as
$250 plus 0.57% of Oregon commercial activity of more than $1 million. Only taxpayers with more than $1
million of taxable Oregon commercial activity have to pay this tax.

Who is subject to the CAT?

Any business or unitary group of businesses doing business in Oregon may have responsibilities under the
CAT (including reporting to and paying to Oregon Revenue). This includes all business entity types, such
as C and S corporations, partnerships, sole proprietorships, and other entities.

The CAT applies to businesses with “taxable commercial activity” (defined as Oregon-sourced gross
receipts), less a subtraction for 35 % of the greater of their “cost inputs” or “labor costs™ apportioned to
Oregon. Businesses are exempt from the CAT on their first $1 million of taxable commercial activity.

Who isn’t subject to the CAT?

Certain businesses such as nonprofit organizations and federal, state, and local government entities (e.g.
cities, public school districts) are excluded from the CAT (i.e., not required to report or pay to Oregon
Revenue) unless they have unrelated business taxable income under federal law.

Can the CAT be passed on to the customer?

Yes — the CAT is a tax that’s considered a cost of doing business in this state and may be included as part
of the total price charged customers just like any other overhead costs (e.g., employee wages). A business
may include all, or a portion of, the CAT with other business expenses when setting a total price.

How should businesses treat CAT amounts charged to the customer?

The Oregon Department of Revenue (DOR) directs businesses to include all CAT in its measure of
commercial activity. The total price charged (including any amount estimated to be attributable to the
CAT) is included in the business’ commercial activity. This is the so-called “CAT on the CAT”.

How can businesses estimate the CAT amount so they can accurately charge it to the customer?
DOR recommends that businesses contact their own legal advisors or tax professionals. The CAT is
computed on an annualized basis, taking into account facts that may not be known until year-end. In such
cases, estimating the CAT on current commercial activities may be difficult.

Do entities that are not subject to the CAT have to pay the portion of the total price attributed to the
CAT?

If the entity (otherwise not subject to the CAT) is a customer, the business may include and collect the
amount estimated to be attributable to the CAT along with other business expenses in the total price.

Do businesses have to itemize the CAT that’s being charged to the customer?

There is no requirement to businesses who choose to pass on the CAT costs to itemize or provide a separate
invoice of the charges to the customer.

However, for vehicle dealer franchise agreements — where the base price cannot be changed — the dealer
would need to list the CAT amount as a separate itemized line item.



Agencies may choose to require businesses to list the CAT amount as a separate itemized item regardless of
whether or not it is included in the total (or base) price. This would allow agencies to track the additional
cost of the CAT and its impact on the agency budget.

On thé other hand, procurement does not normally separately itemize other tax costs, and to separately
itemize the CAT amount may create questions or confusion for the accounting process.

When can a business charge a price increase attributable to the estimated CAT?

If an order was placed against a price agreement before the January 1, 2020 effective date of CAT
(regardless of the date of delivery), a price increase should not apply. If a price increase is requested for
orders against an existing contract after the effective date, an agency should analyze and document factors
for whether or not to grant a price agreement and/or amend the contract. The factors considered will depend
on the type and subject of the procurement and may be more complicated for construction. '

Are certain types of production and industry categories advantaged or disadvantaged?

Because a gross receipts tax may be charged at intermediate stages of production, it may not be based on
profits or net income (like a corporate income tax) or final consumption (like a sales tax). The CAT may
give an advantage to businesses with high-profit margins or considerable vertical integration, while
penalizing companies with narrow margins or multiple transacted stages of production. Also, the CAT is
levied at a single rate, rather than rates set by industry category.

With the tax embedded in the price of goods and services, it may be hard to figure the total tax associated
with a final transaction. Because a gross receipts tax is indifferent to the ability to pay, it may place a
burden on low-margin firms or those posting losses. Such burdens are particularly hard for startups, which
often lose money in their first few years of operations.

In producing a good or delivering a service, businesses must make economic decisions about whether to
handle processes (be they engineering, manufacturing, packaging, distribution, human resources,
marketing, legal representation, retail sales, or anything else) in-house or to contract out to other providers.
Rather than this decision made based on the economic merits and without regard to tax planning, under a
gross receipts tax, a company able to bring more of the production process in-house gets an advantage over
one that is not, which must bear the cost of the tax that may be imposed again at each external production
stage. When taxes are charged at each stage of production, falling on intermediate business-to-business
transactions, the result is what is known as tax pyramiding, with the cost of multiple levels of taxation
ultimately passed along to the customer.

How is any amount attributable to the CAT and charged to the customer treated if the business:

Goes out of business,

Conveys (sells or assigns) the business,

Acquires more business(s),

Overestimates the applicable CAT, or

Is unable to determine actual taxable gross receipts?

The answers to these situations are unclear, except the law does make some provisions for “successor”
businesses.

What changes were made in the 2020 First Special Session?

There were no changes that directly affect the procurement process or procurement staff. HB4202 (2020 First
Special Session) makes a series of technical and policy clarifications to thé Corporate Activity Tax.

e Ensures that registration is required once instead of annually;

e Changes one reference of "business revenue" to "commercial activity";



Clarifies tax refunds are not commercial activity;

Clarifies that manufactured dwelling park nonprofit cooperatives are not taxable;
Ties unrelated business income to the Internal Revenue Code;

Excludes from a unitary group entities that have no connection to Oregon;

e Attributes returns and allowances to the year they occur;

e Clarifies the 35 percent subtraction calculation;

e Reduces penalties to 5 percent and adds a safe harbor;

e Extends the 80 percent threshold for quarterly payments through tax year 2021;

e Adds a use tax reference to certain fees and taxes that are excluded;

e . Excludes crop insurance payments;

e Excludes certain dairy sales of milk;

e Provides an alternative definition of "cost inputs" for certain farm businesses; and
e Allows farmers to either (1) receive a certificate detailing the portion of their product that is exported, or
(2) apply an industry average to estimate exports of their product.

The Governor signed HB 4202 into law June 30, 2020. It takes effect the 91st day following adjournment sine die
(September 25, 2020).



