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[INSTRUCTIONS]:
· Yellow highlighted areas include instructions that should be deleted prior to release.
· Blue highlighted areas indicate text or fields that need information provided or revised.
· Delete any items marked as “[Optional]” if they are not used for your solicitation/WOC.

Delete instructions throughout the document before executing Contract/WOC or amendment as follows:
· From the “Edit” menu (or “Editing” menu on the “Home” ribbon) select “Replace”;
· With cursor in the “Find what” field, click “More” button, then “Format” then “Font” , then in the font field select “Arial” text ;
· Leave the “Replace with” field blank; 
· Click “Replace All”. This will delete all yellow highlighted text.]
	
TASK 1 – PROJECT MANAGEMENT
Consultant shall provide management and coordination of Services under this SOW for delivery of Tasks and Deliverables according to the agreed upon delivery schedule.  

1.1	Administration & Record Keeping
Consultant shall: 
· [Delete this bullet if Consultant has QA/QC plan on file with ODOT] Prepare a Quality Assurance/Quality Control (“QA/QC”) Plan for Agency review and approval.  The QA/QC Plan must be developed consistent with requirements of Agency’s “Guidance/Template for Consultants” available online at:  http://www.oregon.gov/ODOT/HWY/OPL/docs/SEOPL/Consultant_Quality_Plan_Model.doc;
· Prepare a Project design schedule using the Critical Path Method (“CPM”). The Project schedule must include, but is not limited to: all major authorized tasks as agreed upon by the Parties, Project design team meetings, and milestones (type and date) specified in this SOW and required to complete all Services under this WOC.  Updates to the Project schedule shall be made during the course of the Project if milestone dates are modified.  For budgeting purposes, it is assumed that up to (#) Project schedule updates will be necessary;
· [Invoice Preparation -  shall not be listed as a task and/or deliverable (and shall not include costs in BOC) unless ODOT has on file a signed Certification of Invoicing and ODC Billing Practices from the Consultant that indicates invoice preparation is charged to each project and is not included in the firm’s overhead. Firm’s approved for invoice prep charges are identified in the Billing Rate Share Drive maintained by OPO. The invoice limitation does not apply to project status reports, which are a required deliverable to be submitted with monthly invoices.] Prepare invoices and progress reports according to the Invoice Requirements Guide referenced in the WOC/Contract under Section H.5 - Invoices.  Each progress report must:
· Include a summary of previous period’s activities and the planned activities for the upcoming period;
· Identify percentage completed of each Task/Deliverable;
· Reconcile the budget with the actual amount billed to date;
· Identify unresolved issues and concerns that may affect the SOW, schedule and/or budget for Services. 
For budgeting purposes, it is assumed that up to (#) progress reports will be necessary
· Develop and maintain a Project file to include survey and engineering computations, assumptions, meeting agendas and minutes, working drawings, quality control and review documentation, correspondence, and memoranda. (See Price Agreement Part II Terms & Conditions No. 12 Records Maintenance; Access)

1.1  	Consultant Deliverables and Schedule 
Consultant shall provide:
· [Delete this bullet if Consultant has QA/QC plan on file with ODOT] QA/QC plan submitted electronically to APM within 7 calendar days of Notice to Proceed (NTP).
· Project Design Schedule submitted within 7 calendar days of NTP. Submit electronically to both the LAPM and APM (PDF) and provide an electronic file (MS Project or list other approved software) format to the APM. 
· Updated Project Design Schedule, as necessary, via timeline agreed to by APM. Submit electronically to both the LAPM and APM (PDF) and provide an electronic file (MS Project or list other approved software) format to the APM. 
· Progress reports and invoices submitted electronically to APM no later than the 20th calendar day of the month following the reporting period.  

1.2	Coordination
Consultant shall:
· Coordinate with the APM as the main point of contact for coordination and management of Consultant Services under the WOC; 
· Contact other Agency staff, other LPA staff, and regulatory agency staff, if necessary throughout the WOC, to gather any additional information needed for the Project, Project site, regulations and guidance;
· Provide overall management, direction and coordination of staff (including sub-consultants, if any) to include any necessary internal Consultant staff meetings;
· [Delete this bullet if regular updates are not desired or necessary] Contact APM via telephone on a weekly basis to provide Project status information

1.2	Consultant Deliverables and Schedule 
Consultant shall provide:
· On-going coordination and communication as needed to appropriately manage the Services under this WOC (no tangible deliverables for this task).

1.3	Project Meetings
1.3.1	Project Kickoff Meeting
Consultant shall organize, conduct, prepare for and attend a Project kickoff meeting.  The Project kickoff meeting will be held at _______ with Agency, LPA, Consultant’s PM and other necessary Consultant staff in attendance.  Consultant shall prepare the meeting agenda with input from the Agency and LPA.  The purpose of the Project kickoff meeting is to review Project issues such as SOW; work products and deliverables; schedules; budgets; right of way; utility coordination/design; design criteria; guidance documents and standards, and quality control.  Consultant shall schedule Project kickoff meeting within 10 business days of Notice to Proceed (NTP).  Consultant shall prepare draft meeting minutes for review.  For budgeting purposes, it is assumed that up to (#) Consultant staff shall attend the (#) hour Project kickoff meeting.

1.3.2	Project Development Team Meetings
Consultant shall organize, conduct, prepare for and attend up to (#) Project Development Team (PDT) Meetings; (#) via telephone and (#) in-person.  Each in-person PDT meeting will be held at ______ with Agency, LPA, Consultant’s PM and other necessary Consultant staff in attendance.  Consultant shall prepare the meeting agenda with input from the Agency and LPA. Consultant shall prepare draft and final meeting minutes to be distributed to Agency, LPA and all other meeting participants.  For budgeting purposes, it is assumed that up to (#) Consultant staff shall attend each in-person PDT meeting.

[bookmark: _GoBack][Include specific Discipline Meetings within those specific tasks, where needed]

1.3 	Consultant Deliverables and Schedule
For each meeting, Consultant shall provide:
· Meeting agenda submitted electronically to APM, LAPM and all other meeting participants 2 business days prior to meeting.
· [Delete this bullet if draft meeting minutes are not necessary] Draft meeting minutes submitted electronically to APM, LAPM and all other meeting participants within 2 business days of meeting. 
· [Delete “final” if draft meeting minutes were deleted] Final meeting minutes submitted electronically to APM, LAPM and all other meeting participants within 7 business days of meeting. 


