UDOT Consultant Services

Request for Pool Letter of Qualifications (RPLOQ)
Public Involvement

Consultant Selection Process
	Contract Independent Cost Estimate (ICE) Amount1
	Recommended Consultant Selection Method2

	$0 - $75,000

(Actual cap is $100,000)
	Direct select from the General Engineering Services & Local Government (GE Pool) Public Involvement Work Discipline prequalified consultants.

	$75,000 - $190,000

(Actual cap is $250,000)
	Use the Public Involvement RPLOQ consultant selection process outlined below.

	Above $190,000
	Select using the Public Involvement Request for Proposal (RFP) selection method.


1   The Contract ICE Amount is the anticipated contract amount and any anticipated potential modification amounts.  The actual caps are $100,000 for directly selecting a consultant from the PI Pool and $250,000 for selecting a consultant with this RPLOQ selection process.  The lower thresholds allow for potential modifications.
2   The Project Manager may elevate the consultant selection method to the next level if there is a need.  This selection method is only for GE Pool Public Involvement (PI) work discipline contract requests.
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Below is an overview of the process and the steps a UDOT Project Manager, Local Government Project Manager, and Consultant Services staff take to hire a consultant using the Public Involvement RPLOQ selection process.  The process takes approximately six weeks (from contract request to NTP).
Documents listed in BLUE may be downloaded from the website www.udot.utah.gov/go/csforms. 
· The UDOT Project Manager (and Local Government (LG) if applicable) develops a brief scope of work, sets up a Public Involvement (PI) Pool contract request in CMS, develops an ICE in ePM, and forms a Selection Team of at least three individuals; the UDOT Project Manager, the Local Government Contact (if applicable), and one or two other technical experts.
· The UDOT Project Manager and the Selection Team choose five prequalified firms in the PI Pool from CMS Contract/Mod Request Screen 910.  UDOT Consultant Services recommends inviting five prequalified firms whenever possible but UDOT Project Managers are required to invite at least three firms.
· The UDOT Project Manager completes and collects a Conflict of Interest and Confidentiality Certification Form from the Selection Team.  If a potential conflict is disclosed, the UDOT Project Manager must contact the Consultant Services Manager (CSM) for guidance and resolution.
· The UDOT Project Manager and the Selection Team prepare a Public Involvement Request for Pool Letter of Qualifications (PI RPLOQ) Form and emails (Template Email in Appendix A) the following to the CSM or designee:

· Draft PI RPLOQ Form
· Selection Team members’ Conflict of Interest and Confidentiality Certification Forms.
· The CSM or designee emails (Template Email in Appendix B) the PI RPLOQ Form to the chosen firms inviting the firms to submit a PI Pool Letter of Qualifications (PI PLOQ).  The CSM will also attach a blank version of the Public Involvement RPLOQ – PLOQ Cover Page as a reminder a cover page is required in the consultant’s PI PLOQ.
· The CSM follows up the invitation email with a phone call to confirm receipt or will request an email acknowledgement of receipt.

· Consultants are required to review and comply with the instructions in the Public Involvement RPLOQ Format Instructions. Consultants may not discuss cost with anyone other than Consultant Services staff.
· Invited Consultants prepare and submit to the CSM by the deadline given a PI PLOQ.  The PI PLOQ consists of two separate PDF documents; the PI PLOQ Technical Proposal and a Public Involvement Price Proposal.  OR, a Consultant may choose to decline in writing the invitation to submit a PI PLOQ.  If the Consultant submits any portion of the PI PLOQ (PI PLOQ Technical Proposal or PLOQ Price Proposal) to anyone at UDOT or the LG other than Consultant Services staff, the PI PLOQ will be considered non-responsive and will be disqualified.
· Communications:  In order to be consistent with revisions to Utah Code 63G‑6a‑1503(3), Consultants may not contact or communicate with any member or potential member of a Selection Team regarding this PI RPLOQ once the PI RPLOQ invitation to submit has been received by the Consultant.  
Consultants may communicate with the UDOT Consultant Services Manager or other Consultant Services staff regarding the selection process after the PI RPLOQ invitation has been received by the Consultant.
· If a consultant submits a PI PLOQ without a completed:

· Public Involvement RPLOQ – PLOQ Cover Page as the first page of the PI Technical Proposal;

· Project Experience Chart; and,
· Appendix B
as part of the Technical Proposal, the PI PLOQ is considered non-responsive and is disqualified.  In addition, if a Consultant’s PLOQ Cover Page, Project Experience Chart, or Appendix B includes additional information than the information requested, the PLOQ is also considered non-responsive.  If the Consultant’s Project Experience Chart exceeds one page, the PI PLOQ is also considered non-responsive.  The CSM will notify the consultant regarding the disqualification of their non-responsive PI PLOQ.
· If the CSM only receives one or two PI PLOQs after inviting at least three Consultants to submit, UDOT may still proceed with the selection process. However, the UDOT Project Manager (and LG) must document any efforts taken to receive PI PLOQs from Consultants who declined to submit.  The CSM will note in the file solicitation requirements were not restrictive, the procurement was adequately publicized, and one or two firm(s) capable of performing the work responded.
· The Conflict of Interest and Confidentiality Certification Forms were completed based on the prime consultants invited to submit a PI PLOQ. The CSM confirms with Selection Team they have no conflicts of interest to disclose with any subconsultants proposed in received PLOQs.  If a Selection Team member has a potential conflict of interest with a subconsultant, they are required to disclose at this point.
· If a potential conflict of interest is disclosed, the CSM resolves the conflict prior to forwarding the PI Technical Proposals to the Selection Team.

· The CSM emails (Template Email in Appendix C) the responsive PI Technical Proposals to the Selection Team for review and evaluation.

· The UDOT Project Manager and the Selection Team evaluate the PI Technical Proposals and complete their portion of the Public Involvement RPLOQ Scoresheet. 

· The UDOT Project Manager emails (Template Email in Appendix D) the Public Involvement RPLOQ Scoresheet to the CSM.

· The CSM adds the PLOQ Price Proposal score for each firm to the Public Involvement RPLOQ Scoresheet to determine the firms’ final rankings.
· The CSM contacts the Project Manager to relay the results.
· The CSM emails (Template Email in Appendix E) notification to the responsive firms.  The emails will include the following:

· The selected firm’s scores;

· The selected firm’s blended hourly rate submitted in Price Proposal;

· Justification for first-ranked firm’s selection;

· Anonymous scores and blended hourly rates for non-selected responsive firms; and,

· The firm’s own information. 
· The UDOT Project Manager (and LG) enters negotiations with the first-ranked firm to develop consultant documents (Executive Summary, Work Plan, Staffing Plan, Schedule, Cost Proposal/Hours Derivation, and any sub-consultant information).  The UDOT Project Manager (and LG) may request revisions if necessary.
· The Consultant is required to use the blended hourly rate proposed in their PI Price Proposal for all labor hours on the contract and any modifications to the contract.
· The UDOT Project Manager (and LG) may approve the final documents and submit them to the UDOT Consultant Services Contract Administrator OR if the first-ranked firm and the UDOT Project Manager cannot come to an agreement on the contract, the UDOT Project Manager (and LG) discontinues negotiations with the first-ranked firm and contacts the CSM to enter negotiations with the second-ranked firm.

· The UDOT Consultant Services Contract Administrator reviews consultant final documents, requests any revisions needed, drafts the contract, routes for approval, and issues the Notice-to-Proceed.

· The CSM includes the selected PI PLOQ Technical Proposal in the PLOQ Debrief File for public review in the Consultant Services office for a period of 12 months.

Appendix A

Email Requesting a PI RPLOQ Consultant Selection
From: 
<PROJECT MANAGER>
To:
Gaye Hettrick

Date: 
Date & Time
Subject: 
PI RPLOQ Request to Consultant Services <PIN ????>
Re:   <PIN ???? / LOCATION>

         PUBLIC INVOLVEMENT WORK DISCIPLINE

Gaye,

Please process the above referenced PI RPLOQ consultant selection request and invite the following firms:

<>

Attached are the PI RPLOQ Form and the Selection Team members’ Conflict of Interest Confidentiality Certification Forms.
Thanks!  <PROJECT MANAGER>

Appendix B
Email Invitation to Consultants

From: 
Gaye Hettrick

To:
<FIRM CONTACTS>
Date: 
Date & Time
Subject: 
Invitation – Public Involvement RPLOQ <PIN ????>
Re:   <PIN ???? / LOCATION>
         PUBLIC INVOLVEMENT WORK DISCIPLINE
Hello,

Congratulations, your firm is invited to submit a Public Involvement Pool Letter of Qualifications (PI PLOQ) for the above referenced project.  Your firm is one of <#> firms chosen from the public involvement work discipline of the General Engineering Services and Local Government Pool (GE Pool) to submit.

This email has been sent to both the primary contact for your firm listed in the Contract Management System (CMS) and for the public involvement work discipline in the GE Pool on the web, www.udot.utah.gov/go/cspools.
Following is a list of documentation to assist you in preparing a response:

· Public Involvement RPLOQ Form - Includes project information and the scope of work (attached)
· Public Involvement RPLOQ Format Instructions - Instructions on the preparation of the PLOQ Technical Proposal and PLOQ Price Proposal (this document may be downloaded from www.udot.utah.gov/go/csforms)
· Public Involvement RPLOQ – PLOQ Cover Page - Required as part of the consultant’s proposal or PI PLOQ (this document may be downloaded from www.udot.utah.gov/go/csforms)
· Public Involvement RPLOQ Scoresheet Form - Selection results form (this document may be downloaded from www.udot.utah.gov/go/csforms)
· Public Involvement RPLOQ Consultant Selection Process - Work flow for the process of selecting consultants through the PI Pool (this document may be downloaded from www.udot.utah.gov/go/csforms).

Communications:  In order to be consistent with revisions to Utah Code 63G‑6a‑1503(3), Consultants may not contact or communicate with any member or potential member of a Selection Team regarding this PI RPLOQ once the PI RPLOQ invitation to submit has been received by the Consultant.  Consultants may communicate with the UDOT Consultant Services Manager or other Consultant Services staff with any questions after the PI RPLOQ invitation has been received by the Consultant.

Please either submit a PI PLOQ (PI Technical Proposal and PI Price Proposal) by the deadline listed in the PI RPLOQ Form, or an email declination to submit, to me at ghettrick@utah.gov.  Do no submit the PI PLOQ to anyone other than Consultant Services staff.  If your firm is selected for this project, the contract amount will be assessed against your firm's cumulative public involvement pool cap and all labor will be negotiated at the blended hourly rate submitted on the PI Price Proposal.
If you have any questions, please let me know.  Thank you in advance for responding to this invitation.  Gaye
Appendix C

Email of PI Technical Proposals to Selection Team from Consultant Services
From:
Gaye Hettrick
To:
<PROJECT MANAGER>
Date: 
Date & Time
Subject: 
PI PLOQ Technical Proposals <PIN ????>
Re:    <PIN ???? / LOCATION>

         PUBLIC INVOLVEMENT WORK DISCIPLINE
Please review and evaluate the attached PI Technical Proposals.  <PM> has or will be scheduling a Selection Team Meeting for you to discuss and develop your Team scores and comments and he/she will forward a TEAM PI RPLOQ Scoresheet to me after the meeting.
I will complete the greyed out sections of the scoresheet for the Price criteria after receiving your Team technical scores and notify you of the final results.  If you have any questions, please let me know.  Thanks!  Gaye

Appendix D
Email PI RPLOQ Scoresheet to Consultant Services
From: 
<PROJECT MANAGER>
To:
Gaye Hettrick

Date: 
Date & Time
Subject: 
PI RPLOQ Scoresheet <PIN ????>
Re:    <PIN ???? / LOCATION>

         PUBLIC INVOLVEMENT WORK DISCIPLINE

Gaye,

I have attached the following documentation to support this selection process:

· PI RPLOQ Scoresheet (completed except for the PLOQ Price Proposal score)

· If less than 3 firms submitted PI PLOQ Proposals, documentation on why firms may have declined to submit and any efforts taken to encourage a response
Please notify me of the firms’ final rankings.  Thanks.  <PROJECT MANAGER>
Appendix E
Email Results to Consultants

From: 
Gaye Hettrick
To:
<FIRM CONTACTS> (Separately)
cc:
<PROJECT MANAGER>; <Region Project Manager (if applicable)>
Date: 
Date & Time
Subject: 
Results – Public Involvement RPLOQ <PIN ????>
Re:   <PIN ???? / LOCATION>

         PUBLIC INVOLVEMENT WORK DISCIPLINE
Hello,

Thank you for submitting on the above referenced Public Involvement RPLOQ.  UDOT <and the <Local Government> (if applicable)> has ranked <FIRM> first and will enter negotiations with this firm.  Attached is the PI RPLOQ Scoresheet with the following information:

· The selected firm’s scores;
· The selected firm’s blended hourly rate submitted in Price Proposal;
· Justification for first-ranked firm’s selection noted in Technical Proposal;
· Anonymous scores and blended hourly rates for non-selected responsive firms; and,
· The firm’s own information.
Consultant Services offers the opportunity to review the selected firm’s Public Involvement PLOQ Technical Proposal if/when there is a notice to proceed on the contract.  You may contact Consultant Services for an appointment.

If you have any questions, please let me know.  Thanks!  Gaye
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