PROCESS INSTRUCTIONS


TTAA Process


1.
If a Contract meets all of the criteria on Page 1 of the Taxpayers’ Transportation Accountability Act (TTAA) Privatization Contract Form, the TTAA Privatization Contract Form must be completed.

Before completing the TTAA Privatization Contract Form (you will only need to complete steps a-d the first time you fill out the form):

a) Open Excel
b) Go to Tools, select Macro, select Security

c) Change Security Level to Medium

d) Close Excel

e) Open Privatization Contract Form, if you get a pop-up, click on Enable Macros

f) After Form opens, go to File and save the form using the Contract Number in the File Name such as: Contract 91234 Privatization Contract Form
2.
The Contract Administrator must e-mail the completed form to Kelly Arneson.  This must be done before you send in the Contract Process Start (CPS) Form and Certification Form.  Please include the Contract Number in the subject of the e-mail.
3.
It is at this point that you may send in the CPS and Certification Form and start the “regular” contract process.  Finance will e-mail the “A” Estimate to Kelly Arneson.  Kelly Arneson will e-mail the “A” Estimate to the Contract Administrator.
4.
Upon receiving the “A” Estimate back from Consultant Services/Finance, the Contract Administrator must obtain an Office Director or District Engineer signature on the “A” Estimate summary page.  This signature indicates the District’s/Office’s concurrence that the estimate appears to be a comprehensive representation of Mn/DOT’s in-house costs.  This page must be scanned and e-mailed to Kelly Arneson.
5.
Sometimes the A estimate is completed so far in advance of the public notice for a project that several things have changed, and the A estimate should be updated.  So, before the RFP or Announcement is posted for a project that is TTAA applicable, the initiating District/Office must review the in-house estimate (A estimate) to ensure that the scope that is being utilized in the public notice is the same for which was utilized for the A estimate.  If the A estimate needs to be adjusted in order to make it accurately reflect the project, the initiating District/Office should make the necessary changes and re-submit the in-house estimating form to Kelly Arneson.  She will pass it along to Finance for processing.

This review must be done for all A estimates that are over 30 days old at the time of public notice, and it is recommended for ALL projects.

6.
The Contract Administrator must e-mail Kelly Arneson the name of the apparent successful responder immediately after approval of the selection is received.  Consultant Services will post the name of the apparent successful responder on the Consultant Services Web Site.  *Note: the apparent successful responder MUST be posted within 24 hours of receiving approval of the selection.
7.
After completing the negotiations for the Contract and BEFORE proceeding any further, the Contract Administrator must e-mail the final contract cost estimate (this should be the cost that will be used on the contract) to Kelly Arneson.  Again, include the Contract Number in the subject of the e-mail.  Kelly Arneson will e-mail that to Finance.  Finance will complete the “B” Estimate.  Finance will complete the “B” Estimate and will e-mail that to Kelly Arneson.  Kelly Arneson will e-mail that to the Contract Administrator.
8.
For contracts under $250K, no further action is required by the Contract Administrator.  For contracts over $250K, if the “B” Estimate is greater than the “A” Estimate the contract may not be able to be executed and you should contact Consultant Services.  If the “A” Estimate is greater than the “B” Estimate, Kelly Arneson will obtain the Commissioner’s Determination and then forward an executed copy to you via e-mail.  Then you may proceed with execution of the contract.
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