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Presenter Notes
Presentation Notes
Hanne Eastwood introduced herself.  She is the Certification Compliance coordinator and Process Improvement & Training Subcommittee co-chair. Liz Tillstrom from PBOT is the other co-chair. Liz was unable to join this Summer Working Session, but was involved in preparing the materials and questions for today’s subcommittee session.

General topic for today: consultant selection, focusing on ways to improve the process, particularly in relation to guidance and templates. If we have time, will also ask about training priorities, and at the end we will have a catch-all open discussion topic where you can capture other thoughts related to consultant selection.




Discussion 1:  Consultant Contracting website (20 minutes)

 Question 1: Do you agree moving the consultant selection and 
contract administration resources from the ODOT 
Procurement site to within the ODOT Local Government site 
makes sense? Why or why not? 

 Question 2: What do you like about the proposed 
reorganization? What is confusing about the proposed 
reorganization? Include any specific comments about table 
organization and sorting.

 Question 3: Do you have other suggestions for how to improve 
the usability of the consultant contracting resources on the 
ODOT website?

Presenter Notes
Presentation Notes
Hanne provided an overview of potential changes to how the consultant contracting resources are located and organized on the ODOT website.
She reviewed the discussion questions, asking participants to keep the questions in mind as she gives a brief demonstration of the existing website and proposed changes.
Showed the procurement site, pointed out that you navigate away from Certified LPA resources using the left menu. Showed SOW as a subset of other resources, not on its own page.
Navigated to Local Government page, then showed how the new site would be integrated, linked from same location as currently, just goes to a site within local government.
Showed proposed new layout, with Local Government heading at top left and links on left all local agency related.
Hanne noted there is also a reorganization. You can see the primary 3 boxes at the top, with the primary Guidance documents at the left, Statement of Work Resource in the middle (note, the statement of work library link would also go to a new page within local government with JUST Certified LPA templates), and approved consultant lists on the right. Below the boxes is a table that is sortable by column heading, such as A&E or non-A&E, so the forms and resources can be filtered to the applicable type of procurement. The table is also searchable using the search field immediately above the column headings.
Hanne gave instructions for the table discussions, and asked them to identify a notetaker.
Discuss question one, tally up the yes and no votes using along side of the slide in the packet on your table. Feel free to provide any notes or explanations as well.
Discuss question 2—note group comments on packet page.
If time allows, discuss question 3 and note any suggestion on the packet.





 Question 1: Template instructions: Do you prefer to:
• Keep the current instruction format (primarily in line with the 

section the instruction relates to)
• Include all the instructions at the top (with a reference to the 

section the instruction applies to)
• A separate instruction document
• Use MS Styles as a way to delete all instructions at once

 Question 2: What is the top issue or time driver you experience 
when using the templates to assemble your RFPs and contracts?

 Do you have other suggestions for ways to improve the 
functionality of the RFP and contract templates?

Discussion 2:  RFP & Contract Template Usability

https://www.oregon.gov/odot/localgov/pages/index.aspx

Presenter Notes
Presentation Notes
This is the main local government page. You can see that Certified Local Agency Resource for Consultant Selection is linked here in the second box from the left at the bottom.


https://www.oregon.gov/odot/localgov/pages/index.aspx


https://www.oregon.gov/odot/Business/Procurement/Pages/LPA.aspx

Presenter Notes
Presentation Notes
When you click the consultant resources link, you are taken to an ODOT procurement page—see the Procurement heading and the links at the left are all ODOT focused links.


https://www.oregon.gov/odot/Business/Procurement/Pages/LPA.aspx


https://www.oregon.gov/odot/Business/Procurement/Pages/SOW.aspx

Presenter Notes
Presentation Notes
Likewise, when you click the statement of work library link, you are taken to a page that contains a mix of ODOT-specific and Certified LPA information.


https://www.oregon.gov/odot/Business/Procurement/Pages/SOW.aspx


https://www.oregon.gov/odot/LocalGov/Pages/Consultant-Contracting.aspx

Presenter Notes
Presentation Notes
In comparison, if the information is moved within the Local Government site, you will see that in the top left, and links will be more relevant to Certified LPAs.
There is also a reorganization. You can see the primary 3 boxes at the top, with the primary Guidance documents at the left, Statement of Work Resource in the middle—note, the statement of work library link would also go to a new page within local government with JUST Certified LPA templates, and approved consultant lists on the right.

Below these 3 boxes is a table, shown on the next slide.



https://www.oregon.gov/odot/LocalGov/Pages/Consultant-Contracting.aspx


https://www.oregon.gov/odot/LocalGov/Pages/Consultant-Contracting.aspx

Presenter Notes
Presentation Notes
The table contains forms and templates. The columns include document name, required for ODOT, procurement type, predominant services type, topic, who completes. 
Hanne demonstrated the search function and advanced sorting.

https://www.oregon.gov/odot/LocalGov/Pages/Consultant-Contracting.aspx


Discussion 1 Responses:  Consultant Contracting website

 Question 1: Do you agree moving the consultant selection and 
contract administration resources from the ODOT 
Procurement site to within the ODOT Local Government site 
makes sense? Why or why not? 

 Question 2: What do you like about the proposed 
reorganization? What is confusing about the proposed 
reorganization? Include any specific comments about table 
organization and sorting.

 Question 3: Do you have other suggestions for how to improve 
the usability of the consultant contracting resources on the 
ODOT website?

Presenter Notes
Presentation Notes
Responses for Discussion 1
Table 1:  Yes. It is a good change to keep all Cert CA resources within the Local Government site.  One stop shopping.  Ensure that links from LAG manual will bring you back to the Certification CA resources.  Not having the same info in multiple locations.
Table 2:  Yes.  Easier access, one stop shopping, keep everything relevant to LPAs in one website.  Lock the “Templates and Forms” header on website so that when users scroll, the header stays in view.  What does “Required for ODOT” column mean?  Why isn’t there a column for “Required for LPA”?
Table 3:  Yes.  Change to Local Agency page from ODOT Procurement page makes sense, often linked into ODOT pages by mistake.  Re-org visually looks better.  Have had problems finding forms.  Title of “Required for ODOT” still confusing.  Clarify whether for ODOT projects or required to be submitted to ODOT.   Header bar labels should remain in place when scrolling down.
Table 4: Yes, we agree.  It is sensible to consolidate into one place for LPA specific items.  Likes:  Ability to filter.  Confusion:  Table is not typical of the rest of the ODOT website; column title “Required for ODOT” is misleading.  Suggestions:  Change column name ”Required for ODOT” to something like “ODOT’s Form Required.”
Table 5:  It’s beneficial to have new changes in CLPA due to generation gap and desire to have innovative thinking.  Ask ODOT: awareness of these changes.
Table 6:  Contact Springfield.  They have made their own website.  We may find something we would like to use on our website.




 Question 1: Template instructions: Do you prefer to:
• Keep the current instruction format (primarily in line with the section 

the instruction relates to)
• Include all the instructions at the top (with a reference to the section 

the instruction applies to)
• A separate instruction document
• Use MS Styles to delete all instructions at once

 Question 2: What is the top issue or time driver you experience when 
using templates to assemble your RFPs and contracts?

 Question 3: Do you have other suggestions for ways to improve the 
functionality of the RFP and contract templates?

Discussion 2:  RFP & Contract Template Usability (20 minutes)

Presenter Notes
Presentation Notes
Hanne provided an overview for the discussion:  RFP templates are required for informal and formal consultant selection (one for A&E, one for non-A&E) and the contract template is required for use with all consultant contracts on federal-aid projects. 
Hanne showed how instructions are currently formatted—requires a lot of individual deleting, which can be time consuming and increases risk of potential errors (grabbing additional language accidentally). She explained that the macros referenced are not functional, and those instructions will be removed in the update.
Hanne showed an example of including instructions at the top of the templates
She explained how MS Styles could work as an alternative approach for instructions.
Hanne gave instructions for the table discussions, and reminded them to identify a notetaker.
Discuss question 1, tally up the votes using the slide in the packet on your table. Feel free to provide any notes or explanations as well.
Discuss question 2—note group comments on packet page.
If time allows, discuss question 3 and note any suggestion on the packet.




Welcome!
Roster Updates

Presenter Notes
Presentation Notes
This shows instructions spread throughout the RFP document—now we are in section 3.5 and there is a line of instructions that must be deleted separately.



Welcome!
Roster Updates

Presenter Notes
Presentation Notes
This shows the bulk of instructions at the top of the template document.



 Question 1: Template instructions: Do you prefer to:
• Keep the current instruction format (primarily in line with the section 

the instruction relates to)
• Include all the instructions at the top (with a reference to the section 

the instruction applies to)
• A separate instruction document
• Use MS Styles to delete all instructions at once

 Question 2: What is the top issue or time driver you experience when 
using templates to assemble your RFPs and contracts?

 Question 3: Do you have other suggestions for ways to improve the 
functionality of the RFP and contract templates?

Discussion 2 Responses:  RFP & Contract Template Usability

Presenter Notes
Presentation Notes
Responses for Discussion 2
Table 1:  
Prefer keeping the current format.  
In merging two templates Local Agencies and ODOT, making clear what are definite ”requirements” and what can be changed/modified in the template.
Can the local agency (COP) get their template approved by ODOT Cert. Program and FHWA to use in the future?
Table 2:  
Prefer instructions at the top, with MS Styles as an option
Formatting and numbering
Table 3:  
Prefer a separate instruction document.  Ensure there is clear coding to link relevant section of instructions to corresponding section of document.
Checking to make sure legal citations are current – way to ensure templates are kept up to date?
Remove auto-formatting of documents.  Way to auto-populate multiple entry data such as dates.
Table 4:  
Prefer keeping the current format.  MS Styles could be an option.
Putting together necessary document sections.  Understanding necessary level of detail.
Use ODOT’s scope of work tool (’statement’) for LPA documents to select specific sections.
Table 5:  
Keep online.
Table 5:  
4th one mimics the macro.  Provide instructions.  For MS Styles, keep the job aid simple.







Question 1: What are the top 3 topics related to 
consultant contracting that you would like 
additional training on?
Question 2: Do you prefer training delivered:
Live, at a CUG event  (note: would be offered 

once, possibly repeated every few years)
Virtual, live
Virtual, on demand

Optional Discussion 3:  Training Priorities

Presenter Notes
Presentation Notes
This question was not discussed in the working session.



 Federal-aid Essentials Training videos
 Consultant Services Overview
 Hiring a Consultant Using Competitive Negotiation Procedures
 Organizational and Consultant Conflicts of Interest

Oregon Department of Administrative Services
 Writing a Statement of Work (live webinar)
 Contract Administration Training Certificate (on demand virtual)
 Fundamentals of Procurement ($25K-$250K) (webinar or in person)
 Principles of Public Procurement (>250K) (webinar or in person)

ODOT
 OPO on demand: Establishing Billing Rates with ODOT, Invoice 

Requirements, Consultant Contracting for A&E Contracts
 CPO recordings: Overview, SOW Library, Billing Rates & BOC, Internal 

Cost Estimates, Negotiations, Invoice Reviews

Existing Training

Presenter Notes
Presentation Notes





Idea Generation
15 minutes 1. What issues is your 

agency experiencing in 
relation to consultant 
contracting?

2. What is your highest 
priority issue relating to 
consultant contracting 
procedures?

Presenter Notes
Presentation Notes
Responses to Idea Generation
Table 1:  
Developing internal cost estimates
The process after the intent to award is given/issued to the consultant (negotiations, internal cost estimate vs consultant cost estimate)
Table 2:  RFP
Table 3:
Can we sole source a contractor?  Clarify when and how sole sourcing is possible.  Staff don’t understand.
DOJ day, for when DOJ has to review, have all project staff meet with assigned DOJ lawyers to review/respond to DOJ instructions/comments.
Disparity in cost vs estimates.
Projects not scoped properly – How do we manage change requests to keep projects alive/moving?
Table 4:
There’s a lot of work/process involved to get the RFP out.
Having a submittal timeline quick reference guide for both consultant contracting and ODOT submittals.
Clear identification of what is required per section/project.
Table 5:
Better, more timely assistance
Table 6:
Environmental is getting expensive
Direct appoint – raise to $150K
County contracting issues – revolving door/stepping stone; retirements
Needing to go to county board
Few historic and archeology points of contact at ODOT, large time line



Wrap up and 
thank you!
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