1.D.1.d  Institution A/E Consultant On Call
DSF has initiated a Small Project Program that will allow Agencies, Institutions, or individual campuses to have an A/E consultant “on call” to assist with low risk/low complexity architectural or engineering consulting such as:

· preparing studies
· investigating structural, site, mechanical, electrical, security or communications problems
· assisting in developing scope or limited design work for Small Projects or All Agency projects
The structure of A/E Consultant on Call projects deviates from typical projects since no initial specific scope is identified.  The intent is to allow the Agency flexibility to determine where services are most needed while the Project Manager approves Agency’s request for various services during the contract period, maintains the budget and manages the A/E contract terms and conditions, including termination or close out. It is hoped that these roles and responsibilities will be acted upon in good faith and trust by all parties to promote the integrity of the program’s flexibility. 
The A/E Consultant on Call projects are limited to a $150,000 cumulative total and only to one prime A/E per institution or campus, with a one to three year duration. The Agency is responsible for adhering to the maximum $150,000 limit. Subconsultants may be hired by the prime A/E, with documented approval from the DSF Project Manager. All work performed will be required to follow DSF project guidelines, review and submittal for all applicable codes and record drawing submittals to DSF.
The A/E Consultant on Call can be used as the design firm on small projects not exceeding $40,000 total project cost as a delegated project. If the total project costs are expected to exceed the $40,000 threshold, the Agency is to submit a separate project request to ensure public bidding and posting as required by statute and Building Commission Policy and Procedure Manual.

At about the beginning of each fiscal year, Agencies and DSF Project Managers are prompted to provide status on their current “on call” contract: continue or close out their current contract and initiate a new Small Project Request indicating an estimated contract duration. Total contract costs cannot exceed $150,000. The initial contract may be for less than $150,000 (down to a minimum value of $10,000) but the Agency can request the Bureau Director of Architecture and Engineering to increase the project budget by providing additional funding up to a total of $150,000. Initiating a contract for a certain dollar amount does not ensure that the full amount will be expended, funds will only be spent as needed. Agencies may request additional contracts after an existing contract is 80% expended.
Selection of the A/E consultant will follow the procedure for A/E Solicitations Under $5 Million via the Monthly Selection (nomination) process. Firms interested in providing “on-call” services can submit a letter of interest via the DSF website and uploading their fee schedule to their A/E Data Record (See Division of State Facilities - A/E & Consultants-Registration Info.)  The A/E Consultant on-Call services will be treated as a Small Project with DSF issuing and managing the contract.  The status of the project in WisBuild will be Pre-Design services with no status points accrued by the A/E consultant.
To solicit, the Agency must complete a DSF-provided form, including a contact name, e-mail and phone number.  The Agency shall also commit to funding to a specific amount not to exceed $150,000 for a specific duration. 
A.
A/E Contract: 

1. Once A/E is notified of selection they should submit a proposal for contract to the PM along with the fee rate schedule uploaded at time of selection in WisBuild.  (If sub consultants are known their fee rate schedule should also be provided.) The A/E fees will be in the form of an hourly rate plus expenses, not to exceed proposal for the full amount of the project shown on the Project Request. 

2. The PM will submit to the Contract Officer a Contract Request for a Consultant Services Contract (short form), Hourly plus Expenses. Once the contract is signed and the notice to proceed is posted on WisBuild, the A/E will be available to the agency. 
B. 
Procedure for tracking projects within an AE on Call contract: 

1. The PM will determine how the individual projects will be tracked and monitored. These projects may be tracked either via an excel spreadsheet or WisBuild.
2. Agencies will request a numbered proposal for services to the AE Consultant on Call describing the desired scope of services and deliverables. The PM should be kept abreast of the requests and copied on the proposals submitted by the AE Consultant on Call for each project.

3. Upon receiving the proposal response from the A/E, the PM will review and approve, reject or request modifications of the proposal with the Agency’s consultation. 

4. All billing will be against the contract line and the proposal# should be referenced in the labor description. All costs are to be figured into the proposal; no reimbursables are allowed.

C.
Pay Requests: 

1. The A/E submits a pay request via WisBuild with supporting documentation of hours and expenses uploaded as an attachment. PM’s will review and approve via WisBuild. The individual project services are to be billed referencing the original proposal number in the labor description. 

2. Sub consultant activity should be itemized on the supporting attachment to the pay request, not as a reimbursable. 
D.
Project Closeout: 
1. A/E services and billings should be completed within three months of the contract close date. 

2. DSF fees are to be billed at 4% but not less than $500.

3. The A/E is to submit record documents to the PM including drawings and Project Manual following the DSF guidelines.

4. The DSF PM should check in with the Agency and the AE on Call firm to monitor the success of the overall process and update the parties and review any new updates of the DSF Policy and Procedure Manual. 
5. If the Agency is not satisfied with the consultants work or the amount of work is less than anticipated, upon written notification the Consultants contract may be terminated by the Project Manager.

6. Remaining balances of funding are reverted to the original funding source.  
