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Presentation Topics

* Work Authorization Request and Development

* Work Authorization Assignment

* TXDOT Project Manager Responsibilities

* Work Authorization Required and Support Documents

e Common Mistakes in Draft Work Authorization Documents

e Questions and Discussion
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Work Authorization Request and Development

Help! | need a Work
1
Y\ Authorization!

"(
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Professional Services Contracting Training Requirements

Signature Authority
Project Managers

CST Members
Contract/WA Negotiators
Contract Administrators
PEPS Managers

PEPS Engineers

PEPS Contract Specialists
PEPS Invoice Specialists

All other PEPS Employees

CTR600
Intro to PEPS

Contracting

CTR620
PEPS
Consultant
Selection

<

CTR621
PEPS Contract
Negotiations

CTR622
PEPS Contract and
Work
Authorization
Management

<
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Work Authorization Request and Development Process Steps

Documents <$1M Documents > $1M

Identify Contract Need (ICN) District/Division

Assign Contract/WA (Issuance) PEPS
Prepare & negotiation
scope/level of effort/schedule

Assemble WA document & ensure
scope matches contract

District/Division/Provider

PEPS

Execute Documents PEPS to DD PEPS to Contract Services

Document accountability follows Signature Authority. Documents <$1M will
receive a cursory review and PS-CAMS entry by PEPS, then forwarded to

consultant for partial execution, and then to District/Division for execution
via DocuSign.
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Work Authorization Timeline: 50-Day Metric

Assignmen : Approval
2N Partial pprova
and T P and Final
Negotiation Execution*
12 working days 5 working days 6 working days
L 4 L 4
2 working days 4 working days 2 working days 1 working day
. : PEPS sends to consultant for CSD routes to proper signature
PEPS to assign WA to D/D PEPS review and send to CSD partial execution authority for final execution
L 4 2 L g
25 working days 2 working days 2 working days 5 working days
D/D PM submit WA documents to : Consultant returns partial to Proper signature authority
PEPS CSD review and return to PEPS PEPS approves and executes WA

]
1 working day

PEPS send partial to CSD for final
execution

1 working day

PEPS sends to PM for revision

5 working days

PM revises and returns to PEPS

* NOTE: For WAs greater than $1M, CSD will route for partial and final execution.

2022 PEPS Conference November 30, 2022 8



Identification of Contract Need
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Identification of Contract Need

s PEPS Identification of Contract Need

Section A\ (Completed by DDO PM] *Information Reguired for all Reguests. 1s this Work in 4 Year STIP {¥/N}
Type of Contract Documen: Needed
Reguesting DO

T e A Sk 103 O [ e TxDOT PM Creates ICN - Download ICN at:

Urgant/Critical (Y/N}
Design Cansultant {CEI Raguests Only

For o Wi o A g o * PM Submits to their PEPS Service Center

Type of Need. Approval from the director/budget
manager has been obtained and S C P B
P s R e rocess box
DG Requested Contract No. (No Dash) I this ICN: Yes/No/NA
WA Number I

T T * PM completes Section A of the ICN

Project Nianager

Amount Requestes — . . -
e i — « PM provides the Justification/Impact of
T Non-Approval for their request
Limits. ‘l

e * PM provides WA priority level

Impact of Non-Approval

J\

Seetion B: (To be completed by PEPS) |

| eI  PEPS will complete Section B of the

ERP Contract No. [Populates wiCentract #)
WA Number "Fnter WA Number” | ‘ N
Cansultant fPanuates wicentracs ) |
S Number

[A70) 1 1
Fellowed Standard Decision Process [Y/N |
e (via email)
PEPS Service Canter

PEPS will assign a contract/WA for use

https://tntoday.dot.state.tx.us/PEPS/Documents/Site%20Documents/Management%20Adm
L inistration/ICN.xIsm
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https://tntoday.dot.state.tx.us/PEPS/Documents/Site%20Documents/Management%20Administration/ICN.xlsm

Identification of Contract Need Submission

PEPS Service Centers Request/Need Box

Austin Service Center PEPS_AUS_ Request@txdot
o Dallas Service Center PEPS DAL Request@txdot
A V. El Paso Service Center PEPS ELP_Request@txdot
| Fort Worth Service Center PEPS_ FTW_Request@txdot
Houston Service Center PEPS HOU_Request@txdot
San Antonio Service Center PEPS_SAT Request@txdot
Service Center for Divisions PEPS_SC-DIV_Need@txdot
Urban Districts Service Center PEPS_Central Need@txdot
Rural Districts Service PEPS_Rural_Need@txdot.gov
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Work Authorization Assignment

State Funded ID Contracts Federally Funded ID Contracts

= WA assignments are issued in order rank on a = First WA assignment made to top ranked provider.

rotational system. = Subsequent WA
= After one rotation through the series, assignments

_ = Most qualified provider selected for work
made based on contract capacity.

needed- DD PM evaluate
proposal/interview and PM resume.

= Provider selection documented in 2" tier
evaluation memo, BCM/routing memo.

Additional Factors to Consider
= Provider performance - supported by negative evaluation

= Resource availability
= Conflict of interest (Utility or CEIl)
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Assignment Example Email

:]J - Sk = = = * You will receive an email with your
Message Adobe PDF & e y

x S 3 -% m | [ oL M3 [ Rules - (3 Mark Unread a% 48 © contract aSSlgn ment.
) - o 7 Create New . ] OneNote | B3 categorize - - }
G unk - Delete | Repy  Reply Forward - =1| MO D actions - | ¥ Folowup~ | TR o | Zoom

Delete Respond Quick Steps = Move Tags . Editing Zoom ° Th|S W|” InC|Ude a Way tO ContaCt the

© You replied to this message on 11,/20/2015 3:55 PM.

From: PEPS_SAT_Request Sent:  Fri11/20/2015 3:51 PM COI’]SU|ta nt PM’ a COpy of the COﬂtI'aCt,

To: Maria Bolanos
Ec 2 = : olbert; SAT_Contract-Work-Request B
Wy e R and some other important
| Message | || ICN.pdf (100 KE] || 32-432P5078_Jacobs_Contract_EXE.pdf L ME} . . . . .
2] 32-432P5078_JEG_SA1_EXE.pdf (88 KE) || Jacobs_Org Chart.pdf (126 KB] |nformat|on |nC|Ud|ng a PM CheCk“St
_\E_I]a(mmtA.dooeBa KE} [ Exhibit B.docx [113 KB)

&

For your request, please use the following contract for the PS&E work on Walters Street:

g < e PEPS will also email the Consultant
Extmotes Amoun. $900,000.00 PM and (cc the TxDOT PM) to be
Consultant: Jacobs . .
Last dat to issue WA: 311272016 N _ _ prepared to work with you (that email
Contract Termination: 1/31/2016 (understand this will need require extending to 2018) W||| n_o‘t Contam the “e3t|mated

The following documents are included in the attached files:

“ICN" Form ”
Master Contract amou nt .
Org Chart

PM Contract Review Checklist
Exhibit & — Working doc
Exhibit B — Working doc

I have put a placeholder in PS-CAMS. Please contact the consultant as soon as possible to begin scope development and fee negotiations.

1. Ifthe negotisted fee is increased from the preliminary estimated amount, contact the issuing PEPS Service Center immediately to
determine if capacity is available

2. Ifyou are unable to complete the cost negotiations and submit the exhibits to the drop box within 2-5 days, contact the issuing PEPS
Service Center immediately, as the work authorization will expire at the end of the month and may be in jeopardy of being
executed prior to WA expiration.

3. Once you have negotiated the cost for the work, the following exhibits are complete, all items in the "PM Contract Review
Checklist” have been checked, and are ready to be submitted, please use subject line: “12-SIDPS109_SWA4_WA1 [Vickrey )" and
send to the PEPS SAT Request@txdotgov box. Please do not send pdf's of Exhibits A, B or D, Word or Excel documents only.

Exhibit A-4: Services to be provided by the State
Exhibit B-4: Services to be provided by the Engineer
Exhibit C-4: Work Schedule

Exhibit D-4: Fee Schedule/Budget

Please let me know if you have any questions. You may also go to the PEPS Website for information on contract Management and
Administration

2022 PEPS Conference Novembey 30, 2022
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TXDOT Project Manager Responsibilities

TXDOT PM is responsible for developing the

appropriate scope for the project

 There are no general scopes at the WA level.

* The scope should clearly identify the tasks involved, assumptions,
specifications, requirements, quantities, and interim and final

deliverables.

» The provider is only OBLIGATED to do what is identified in the scope
of work.

e The scope should be acceptable to both sides before level of effort is
negotiated.
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TXDOT Project Manager Responsibilities

TXDOT PM is responsible for developing an

Independent level of effort estimate as preparation for
\negotiations with the provider

 PM shall also evaluate and negotiate the provider’s level of effort
proposal in comparison to their independent level of estimate.

 Where major differences exist (higher or lower), it is important to
discuss assumptions and expectations of both sides to determine
If or where additional clarification may be needed in the scope to
support the level of effort expected.
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Scope Development Tips

Scope, Tasks and Deliverables

 Utilize scope as the primary means of communication.

» Atight scope prevents many issues and reduces risk for both TxDOT and the
Provider. :

« Assume if a task isn’t in the scope that it won’t be completed.

» Scope language does not repeat standard contract provisions (i.e.
Attachment A General Provisions).

» Be specific about deliverable expectations, e.g., four progress reports

« Assume a different PM will be responsible for project completion.
» Consider other governmental agency involvement.
« Coordinate with other District/Division staff (i.e., subject matter experts).
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Scope Development Tips

* Visit the project site — identify needs and build solutions in the scope.
* Review previous/ongoing related projects.

« Identify critical deadlines/letting dates.

Writing Techniques and Formatting

» Pay attention to general formatting (margins, spacing, justifications, etc)

* Use ‘State’, not “TxDOT’ for all references. The only exception is |
reference to a TXDOT manual. B

» Spell out all acronyms the first time they are used.
* The State WILL; the Engineer SHALL.

2022 PEPS Conference November 30, 2022 19




Negotiating Level of Effort

ID Contracts

« TXDOT PM will identify the project for the WA and negotiate a preliminary scope
with tasks and deliverables clearly defined, prior to starting level of effort (LOE)
negotiations.

SD Contracts

« TXDOT PM will define the phase or portion of the contract scope which will be
included in the WA and evaluate the LOE for the contract and edlt |t to set the
estimated LOE and budget for the WA. B *
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Negotiating Level of Effort - Three Phases of Negotiations

Planning

* TXDOT PM will request a LOE Tool for PS&E projects from PEPS COE or Service Center
* TXDOT PM will develop an initial LOE using the negotiated scope

Launch

» TXDOT PM will send the scope, project information, and work breakdown structure (WBS) to
the prime provider’s PM and request an independent LOE. Meetings may be held to flush out
the scope.

Negotiations

* TXDOT PM will evaluate LOE recelved from prowder PM and compare against their LOE and
counter. o, "
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Contract Payment Types

Recommended Payment Types for Standard Disciplines Specified Rate

Cost Plus | Specified | UnitCost [Lumpsum| ldeal for projects without well-defined
oo i it e ) (LS) | scopes. Payment is based on actual
hours worked.

Engineering

Advanced Planning > Dk
Schematic Design and Environmental * * PAY * .
PS&E * * ¢ < Cost Plus Fixed Fee
Construction Phase Services * Ideal for projects with less predictable
Construction Engineering Inspection * DAY project scope or to align with FHWA
Repetitive Jasks = : re desire to reimburse actual costs on a
Surveying .
Materials Engineering / Testing * * federa”y-funded prOjeCt.
Geotechnical Engineering / Services * *
Bridge Inspection +* * Lump Sum
Architecture o |deal for projects with predictable, well-
‘iﬁ{' For these disciplines, UC may be used for a part of the overall contract - e.g. Surveying, Materials testing, etc. deﬁned SCOpeS. Payment iS based on

Best Practices: H
. SR:Negotiate unloaded rates for engineering and design services. For non-engineering services, loaded rates may be negotiated. aCtu al WO rk p rOd u Ced an d I n CI u d eS
7/“\( LS: only appropriate when scope is well defined and schedule is controlled by TxDOT and the provider. d OCU me ntatl 0 n rev| eW an d ap p rova| Of
)
deliverables.

2022 PEPS Conference November 30, 2022 22
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Work Authorization Required Documents

WA Components Exhibit Guidelines

Signature Page Use current Templates: https://tntoday.dot.state.tx.us/csd/Pages/Homepage.aspx

Exhibit A Use native Attachment B and Rename

Services Provided by the State

Exhibit B Use native Attachment C and Rename

Services Provided by the Remove tasks that will not be used or include the title and non-applicable

Engineer Language should match Master, for ID contracts add details that align to
specific tasks within the master

Exhibit C Gantt chart preferred

Work Schedule Include Start Date: WA execution date
Include Termination Date negotiated with Provider

Exhibit D Use Attachment E templates, Include summary page, ensure Level of effort is

Fee Schedule on separate excel tab from ODE and UC

Exhibit H-2 Include Provider and Subprovider Information, tasks description and totals

Ensure emails and signature authorities are correct

2022 PEPS Conference November 30, 2022 24
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Work Authorization Support Documents

Support Documents I —

Business Case Memo (BCM) For agreements $1M or greater
For All Supplemental Agreements (SA)
Risk Analysis (RA) Begins at Procurement Process
Nepotism Disclosure Form Required for all agreements
Training Cover Sheet Not required but verified by PEPS Contract Staff
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Exhibit A Example - Services to be Provided by the State

EXHIBITA
SERVICES TO BE PROVIDEDBY THE STATE

District:
CSJNo.:
County:
Highway:
Limits:

The State will designate a Project Manager to represent the State and will provide the following information or services as listed below by Function Code (FC).
Subject to availability, the services to be provided or performed by the State will include, but not be limited to, the following items:
Route and Design Studies

* Provide As-built Plans.

* Provide Preliminary Cost Estimate, Project Information and other Documentation.
* Provide soil boring logs for inclusion in the final plans, if applicable.

« Provide available Environmental Documentation.

* Provide Map File, Topographic (Planimetric) Base File and Aerial Photography.

* Provide approvedtraffic data.

* Provide TxDOTConnect project information.

* Provide Design Summary Report.

* Provide Value Engineering Report, if available and applicable.

Social, Economic and Environmental Studies and Public Involvement

Provide available project development documents, environmental Documentation, schematics, typical sections, public involvement records, etc.

Review and process each necessary environmental and public involvement document prior to letting of the construction contract.

Locate suitable facilities, advertise, and conduct each required public meeting.

Provide designated State representatives for each public meeting.

Provide a court reporter if necessary for public meetings.

Review the information and material developed by the Engineerto be presented at each public meeting or public hearing three weeks before any such event. The State will
return review comments to the Engineer two weeks before each such meetings or hearings, if applicable.
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Exhibit B Example - Services to be Provided by the Engineer

EXHIBITB
SERVICES TO BE PROVIDED BY THE ENGINEER

District:
CSJNo.:
County:
Highway:
Limits:

EUNCTION CODE102(110) - FEASIBILITY STUDIES ROUTE AND DESIGN STUDIES

1. Data Collection and Field Reconnaissance. The Engineer shall collect, review and evaluate data described below. The Engineer shall notify the State in writing whenever the Engineer finds
disagreement with the information or documents:

1. Data, if available, from the State, including “as-built plans”, existing schematics, right- of-way maps, Subsurface Utility Engineering (SUE) mapping, existing cross sections, existing planimetric
mapping, environmental documents, existing channel and drainage easement data, existing traffic counts, accident data, Bridge Inspection records, Project Management Information system
(PMIS) data, identified endangered species, identified hazardous material sites, current unit bid price information, current special provisions, special specifications, and standard drawings.

2. Documents for existing and proposed development along proposed route from local municipalities and local ordinances related to project development.

Utility plans and documents from appropriate municipalities and agencies.

4. Flood plain information and studies from the Federal Emergency Management Agency (FEMA), the United States Army Corps of Engineers (USACE), local municipalities, and other
governmental agencies.

5. Conduct field reconnaissance and collect data including a photographic record of notable existing features.

w

SOCIAL, ECONOMIC AND ENVIRONMENTAL STUDIES AND PUBLIC INVOLVEMENT

120.1. Informal Meetings. The Engineer shall provide technical assistance with, preparation of exhibits for, and minutes of informal meetings that are either requested by the public to discuss the pending
impacts to neighborhoods and businesses due to roadway shutdowns, detours and access restrictions, or deemed necessary by the State. Thisis not to be confused with the formal public meetings
held during the National Environmental Policy Act (NEPA) process during schematic approval for Public Involvement. It is not anticipated that the Engineer's participation will be needed for the
NEPA process. Assistance (exhibits, attendance, etc.) may be required for a formal public meeting or hearing associated with schematic approval wark.
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Exhibit C Example - Work Schedule

Activity ID Activity Name JDuration langed aoned 1 12020 | " 202 0
Start Finish = i T T
for oo JT‘ Eeb  Marl Aor Jn ] ] o Tag feo o Nov Pec sa] [ren Juar Er Mak an | | o fug | Sept | Eb dEE a0 EEIE e EEJ
PSEE 621d 111320 0413023
498d 111320 11/02/22
GENERAL MLESTONES od 1113120 Start Date = Date of Execution

GEN.01 Start Date = Date of fxecution .

GEN.35 RR Exhibit GEN.37 [JSRIDTSRT 0d 02116/21 [Exhibit e

‘GEN 40 Bridge Layouts GENf50  30% od 1213021 -

Submitaf od o2z [T H D A T I ) @ Bridge Layiis T - ) o Y

GEN.60  60% Submittal ,

GEN70 909} Submial od 11/22/21 % Submital —

GEN.71 Utiityy Coordination |Meeting (30%) GEN.72 Utiitiy od 04/04/22 @ 50% Submfttal —
‘Coordination Meeting~(60%)] — GEN.73 Uity Coordination
Meeting. (90%) GEN.20 1009 Submitial

GEN.99 Final| Signed Sealdd Submital FC 102(110)

od 07/08/22 @ 90% Subintial
od 0113122 & Uity Copfdination

FEASIBILITY STUDES od 0427122 & 6
T Data Collection & Held Reconaisance ] 0755 Uity Coordiniiion feeiikg (609%)
2 Design Criteria
1105 Gedtech Borings afid Investigation FC 120(120) od 10/03/22 4 100% Submital
'SOCIALIECON/ENVIRONSTUDIES od 11102122 @ Final Sighed Jealbt bubmitta
1201 nfofmal Meetings | Exibit Prep G D | T . . . . ) . . . .
242d 111320 10/28/21 - Pata Collection & Field Reconaisance |~~~ 1~ 1T T I - o
@0 oauzr 1202 | [ —— | | i
170d 00021 | 05/04122 | LT Ioeotech Boringd and Investigation
98d 012122 06/09/22
%8d 02122 06109122 [ ] informal Meetings / Extibit Prep
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Exhibit D Example - Fee Schedule

Prime Provider Mame:
TASK DESCRIPTION
Trallic Sigual Timing Engineer Engineer
Vo Asbornston Tt waam | o, | i | G | e | s | o | | o (M) o sor
COMTRACT RATE PER HOUR - SPECIFIED RATES Junior Senior
- CSrx00%00xX |
FC 102 (110) - FEASIBILITY STUDIES
Roule and Design Stixkes:
Data Collection and conduct Field i 2 10) ) Fl 3 Fl 3 2| 2] 26
Evahuation of dala (2.g. as bulls, existing 3 - docs, elc.) 1} 1} 2 3 3] 3 3] 3| E
Evabualion of local municipali relaled to project 2 10| 3 3 3 3 3 F !
Evaluation of utility plans and 1 10| 3 3 3 3 3 3| 3]
Evaluation of iood plain ion and studies 2 5 2 2 3] 2 3] 2| 2]
Conduct beld a and collect dala (mchudng sc reconis) 1 8 3 3 3 3 3 3| F
Design Crileria
Prepare Design Summary Report (DSR) and ically Submit 2 1 2 2 3 2 3 2| 2] 17|
Prelminary Cost Estimate 1 3 3 3] 3 3] 3| 9| 16)
Design Concept Conference: 5 3 3 3 3 3 3| F il
Pexform retaming wall analysis 1 3 3 3 3 3 3 3| 9| 13
Prepare and prvide a signed, sealed, and dated scal report 1 2 Fl 3 3 3 3 Fl F 17|
Pesform scour analysis 1 1 3 3 3 3 3 3| 2] 16
Prepare, Sign, and Seal Soil Huring Sheels 1] 3] Fl 3 3 3 3 2| E 17|
Sub Totall 17] 60) 2] 2] 2] 2] 2] 26 26] 259
CONTRACT RATE PER HOUR $185.00 $150.00 $100.00 $100.00 $95.00 $95.00 $85.00 530,00 $65.00
TOTAL LABOR COST| $3,145.00 $5,000.00 52,600.00) 52,600.00] 52,470.00] 52,470.00] 52,210.00] $2,340.00) $1,690.00]  528,525.00]
% Distribution of Staffing| 0.065637066] 0.231660232]  0.1003861]  0.10038651f  0.1003861] 0.1003861] 0.1003861]  0.1003861]
SUBTOTAL FC 102(110)| $28,525.00]
FC 120 (120) - SOCIAL/ECON/ENVIRON STUDIES
kol Mestings 2| 10 2 3 E 3 3 3| ! 26
Public Public Meetings and Hearngs 1 1 3 3 3 3 3 2 9]
\dentify and secure venue: Prepare Eacilty layout 2 10| ) 3 3 3 3 2| 2]
meeting noltices F] 5 3 3 3 3 3 3| 2
Prepare, publish, and obiam alddaats of 1 8 3 3 3 3 3 3 F
Prepare sign-in sheets, comment fums, handouts, etc. 1 7 2 2 Fl 2 Fl 2| 2] 2
meetings 1 [ 3 3 3 3 3 3| 2 il
Prowde personnel to conduct the publc hears 1 1 3 3 3 3 3 3| 9| 14
Provide uniformed police ofices at the public L L 1 3 2| 2| 2| 2| 2| 2| 2] 13]
Prepare & onal exhibils 1 1 3 3 3 3 3 3| 2] 16
Privide 2 summary report 1 2 F) 3 3] 3 3] Fl F 17|
Assist State with 1 1 2 ) ) ) ) 2| 2] 16
Emvimnmental Permits Issues and Commiiment (EPIC) Sheets 1] 3| 3 3 3 3 3 3 E 17|
Sub Total 16 57 2] 2] 2] 2] 2] 26 26] 255
CONTRACT RATE PER HOUR $185.00 $150.00 $100.00| $100.00 $95.00 595.00 $85.00 $50.00 $65.00
TOTAL LABOR COST| $2,960.00 $8,550.00 $2,600.00) $2,600.00] $2,470.00] $2,470.00] $2,210.00] $2,340.00 $1,690.00]  $27,290.00)
% Distribution of Staffing| 0.062745098] 0.223529412| 0.101960784] 0.101960784] 0.101960784|  0.101960784]  0.101960784] 0.101960784| 0.101960784|
SUBTOTAL FC 120(120)| $27,890.00|
[WA Semmary
FC 102 {110) - FEASIBALITY STURNES $28,525.00|
IFC 120 (120) - SOCIALECONAENVIRON STUDEES $27,390 00|
Totd Fee $56,415.00)
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Exhibit H-2 Example - Subprovider Commitment

EXHIBITH-2
(State Funded - HUB Geal)

Texas Department of Transportation

Subprovider Commitment Agreement
This Exhibit must be completed and attached to each Work Authorization (WA), or Specific Deliverable (SD) contract without WiAs, for all Historically Underutilized Business
HUB) subproviders_
Contract Type: Indefinite Deliverable [wano T [swano ]
Provider Firm Name:
Subprovider Firm Name:

HUB Subprovider Contract Goal % WA Amount:
(for this subprovider. as shown on the HSP of the contract]
HUB Subprovider Total Commitment % SWA Amount:
| (for this WA or SD without WA contract)
HUB Subprovider Revised Total Commitment % (for this WA ora SAtoa SD contract without WA). RevisedWa
Revised % must be associated with a SWA to an SD contractwithout WAs. If a revised HSP is required, Amount:
then a SAtothe contract must be executed prior to the SWA execution.
Description of Work Dollar Amount
{List by category of work or task description. Aftach sdditionsl pages, if necessary.) (For each category of work or task

gesgription listed.)

Total C i Amount for i $0.00

[incl
ifany (both HUB and Non-HUB) and the total commitment smaunt must always be Gn the same page.

|| sdditional pages.)

IMPORTANT. The signatures of the, the HUB and £cona Tier Subpravider (It applicadh
e Lo Signa e St

Provider Firm Name:

Name:
Vendor ID Na- (Please type full name)

Address:

Title:

Phane No-
Email_

Subprovider Certification Status: HUB: Expiration: |DBE: Signature
Date

Subpravider Firm Name:
Name:
VendorID Mo: [Flease fype full name |

Address:

Phone No: Title:
Email:

Signature Date
The Vendor ID number must match the number shown on Exhibit HSP of the contract. If a subprovider is not part of the contract, an SA to the contract will be necessary prior to
utilizing the services from the subprovider.
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Business Case Memo

What Is It?

Memo describing the rationale for
' procurement event or contracting
action (e.g.,Work Authoriztion,
Supplemental Agreement) that is
developed by the TXDOT PM.

Why Is It Needed?

To ensure project managers and
PEPS staff consider all contracting
alternatives to help develop the
best solution.

KET INITIATIVES QUICK LINKS

ideenog

Guarantee the signature authority
understands advantages, risks,
and vital information required to
make an informed decision.
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Risk Analysis

Important Information about
Risk Analysis

Use correct version.
Required for all contract
actions.
If work authorization has a
high risk factor, then the
contract is deemed high risk.
Include a strategy to manage
- any medium to high risks.
Work authorization cannot be

09-16-21 PEPS Guidance for Contract Risk Analysis

executed without it.

(CSD - Contract Fundamentals, Chapter 3.5ection 3)

PEPS Leads for Risk Analysis in Box.com - NEW
FAQs for Box Application -New

06-21-19 Sanctions for Viclations of TxDOT Rules
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Nepotism Disclosure Form

What Is It?

“The disalosurs stataman mus: e suBmiad by purchasing Fersnnl prc to 7o swars of eny major ortrect
THS Stalement MUSt De SUBMIEd SN I YOU BNSWer "N’ 1o QUEsTions 1 anc 21 part 2 . ) ) ) )
i sapy ofthis satement shoul e submited e adminisratia heed o the siste sgenss Pursuant to Texas Government Code, Sec. 2262 004, purchasing personnel of a state agency must disclose information regarding certain

A ended scatement must be 16D 2 o these nsTons whenaver tere 5 new Infarmatan | i i i indi iary i i i i
bt b il sl bt -l 'ap & o these 575 15 e n an 1o relationships u\f\th, and direct or indirect pecuniary interests in, any party to a major contract with the state agency prior to the award of a major
contract. Specifically, the statute requires, -

PART 1: GENERAL INFORMATION

ol el b Before a state agency may award a major contract for the purchase of goods or services to a business entity,
award of majer conirect LD Whto FPEMo  PSROMD each of the state agency’'s purchasing personnel working on the contract must disclose in writing to the

Flors adoress £1B Enestidn Sineet administrative head of the state agency any relationship the purchasing persennel is aware about that the

qty _ Austin  sale TX  zIp _T8701 Phone __B12-4658683 employee has with an employee, a pariner, a major stockholder, a paid consultant with a contract with the
Hame of state agency __ Texas Depariment of husiness entity the value of which exceeds §25,000, or other owner of the business entity that is within a

degree described by Section 573.002.

PART 2: DISCLOSURES
Definkion: Texas Govornmaa! Cods, Soction 2262004 Fushesig gorscnne inludes ar amelcyas of @ st agary who mskas docidons
o biehalf af the state agency or rezoimmendatians regarding: (4) canract terme or conditions on 8 major coniract (B) wha is fo be awarded 2

e ConTecE (21 reg Bl o3 saAaion fof il conlact o 0} evalaaton 0.4 1 o FroR S "Purchasing personnel” means an employee of a state agency who makes decisions on behalf of the state agency or recommendations regarding:
A major contrazt s a contract with 0 vaiue of of kepst B mitlon. (Texas Government Gode, Sechian 2262.00 (4) ) (A) coniract terms or conditions on a major contract; (B) who is to be awarded a major contract, (C) preparation of a solicitation for a major contract
Diselosure requirements for purchasing personnisl of a state agency (Texas Gavermment Code, Sedien 2262 004 or (D) evaluation of a bid or proposal. Texas Government Code, Sec. 2262 004(a)(2

d% R A e W OB F E R a W R W W % W e o R & %
e ! "Major contract” means a contract that has a value of at least $1 million. Texas Govemment Code, Sec. 2262.001(4).

tinted Hame it

Purchasing personnel of a state agency must disclose information regarding certain relationships with, and direst or indirect pecuniary inferests in,
any party to s majer contract with 1he iate agency priortothe award of a major coniract.

B Tl e Al Gt el NS 1) RO L ol B b o 42500010 & business entty
thetis uncier censidersfion for an ewerd of & msjor cenkract with your egen

Ot ©es  Fyes ploase explainin deteil Fie neture of such relaticnships. iAtech addiianal sheets as needed.) Wh O Need S TO SI g n I)
e e 3 o Mt e M T Y State law requires the form to be completed by state employees
— if;m f,lf;"fjjif.fZL‘!.fff S iflfflfffﬁlifff;wm that, makes decisions or recommendations regarding the
ey s contract term or conditions, prepares bids or proposals,

Purchasing
Personnel

particiapates in selection and prepares solicitation.

_ This Includes:

Purchasing personnel of a state agency must disclose information regarding certain relationships with, and direst or indirect pecuniary interests in,
any party Lo s mejor contract with Lhe siate agency priortothe award of a major coniract.

e WA Project Manager, WA Signature Authority, PEPS

Procurement Engineer, Contract Project Manager, Contract
Administrator, Contract Manager, Contract Specialist and CSD
Staff.

State Agency Uniferm Nepabism Disciasure Formm — July 2020 Fagedora
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Submitting Your Work Authorization for Review

PEPS Service Centers Process Box

. Austin Service Center PEPS AUS_ Request@txdot
' Dallas Service Center PEPS DAL _ Request@txdot
El Paso Service Center PEPS_ELP_Process@txdot
Fort Worth Service Center PEPS FTW_Process@txdot
Houston Service Center PEPS_ HOU_Process@txdot
San Antonio Service Center PEPS SAT Process@txdot
Service Center for Divisions PEPS_SC-DIV_Process@txdot
Urban Districts Service Center PEPS_Central Process@txdot
Rural Districts Service PEPS_Rural Process@txdot.gov
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Common Mistakes in Draft Work Authorization Documents

* Provider and subproviders name
shown incorrectly

» Wrong labor classifications and rates
used

» Fee schedule calculation errors

. » Scope doesn’t follow contract scope

N . « Termination date beyond contract
L ; termination date

» Missing exhibits and support
documents

* Incomplete exhibits and support
documents

 Inconistant formating

_ Help Me
-1+ Help You

-’
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Common Mistakes in Draft Work Authorization Documents

Don’t get caught on a Merry-go-Round

« Be responsive

« Communicate timelines and project
commitments

» Work with contract staff to address
guestions

* Provide requested information in a
timely manner
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Questions and

Discussion




Tamika Griffin

Contract Administrator, Service Center for Divisions

Tamika.Griffin@txdot.gov
O 512-416-2062
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