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		[bookmark: OLE_LINK1][bookmark: OLE_LINK2]1. Capability Statements Now Required for Adding New Staff

· New process for reviewing/approving consultants hired as new employees to firms already holding current contract with WisDOT.

· Category specific capability statement application forms. Like job applications for individuals seeking first time approval to perform eminent domain services for WisDOT/Real Estate.

· Each individual(s) seeking first time approval must complete one or more of our capability statements depending on the area(s) of work they wish to perform.

· Must wait until they receive written approval from Bureau of Technical Services-Real Estate (BTS-RE) before beginning any work on a WisDOT/Real Estate project.

· Each applicant must include a copy of their resume with this form (only one applicant per form).

See…
· Capability Statement - Acquisition/Negotiation (03/15) - This application is for individuals seeking first time approval to perform eminent domain work in acquisition/negotiation services.
· Capability Statement - Appraisal (03/15) - This application is for individuals seeking first time approval to perform appraisal services.
· Capability Statement - Relocation (03/15) - This application is for individuals seeking first time approval to perform eminent domain relocation services.
· Capability Statement - Surplus Property Sales/Management - coming soon; watch for posting.


	2. CARS (Contract Administration and Reporting System):

· CARS (Contract Administration and Reporting System) is an online application that WisDOT Consultant Services is using to manage and support consultant contracts. Currently, the application is used to perform electronic invoicing and evaluations on contracts.

· To gain access to CARS, you need a WAMS Id and authorization from your firm’s consultant administrator. The CARS manual is located at: http://www.wisconsindot.gov/Documents/doing-bus/eng-consultants/cnslt-rsrces/contracts/cars/cars-training-manual-v52-web.pdf. The manual addresses getting access, security, logging into CARS, navigation, invoicing, evaluations, and reports.

· CARS invoicing will be mandatory 7/1/2015, except as follows:
· Contracts completed by September 30, 2015.
· Master contracts with all work orders completed by September 30, 2015.
· Final invoices for all contracts/work orders must be received by December 1, 2015.

· The first invoice firms submit to CARS must have their previous amount paid manually entered into CARS. Note: Sub amounts are not included in this amount.

· 20-30% of invoices have been electronically submitted in CARS. Once an invoice is submitted and paid in CARS, we are not able to go back to paper copies.

· Contact the CARS administrator at WisDOTCARS@dot.wi.gov with any questions.


	3. FDM updates - Chapter 8/Section 8-5-3 Conflict of Interest/Sub-Section 3.2:  Employment of Current or Former WisDOT Employees by Consultants:

· Consultants are advised to review entire passage. Here are some key excerpts, “WisDOT respects the right of its employees to seek substitute employment. ... Consultants may initiate and enter into agreements with a WisDOT employee to work for the consultant while the WisDOT employee is still employed by the Department. However, consultants may not name or otherwise refer to a person currently employed by WisDOT when responding to Department solicitations of interest or request for proposals or other services the Department is seeking. Notices of interest and proposals listing current WisDOT staff will not be considered for selection. Standard contract provisions relating to conflict of interest prohibit consultants from performing contract work using persons employed by WisDOT on or after the date the contract was signed. WisDOT may approve exceptions to this provision, on a case-by-case basis, if WisDOT determines that the employee had no involvement or oversight in the selection, negotiation, or administration of the subject contract while working for WisDOT.”


	4. Contract Solicitations - Per FDM 8-5-10/15.1:

· WisDOT conducts bimonthly solicitations to notify consultants of upcoming design or related services service contracts. The advertisements are published exclusively to WisDOT’s web site at: http://www.wisconsindot.gov/Pages/doing-bus/eng-consultants/solicitations/default.aspx (no other advertisements are made).

· Solicitations include design and related service master contracts (see FDM 8-5-30). Current postings include a scope of services narrative/Notice of Interest Questionnaire (NOI) form for each project. The solicitation schedule and solicitation procedures are also posted. Note: NOI return dates (deadlines to apply) are absolute!

· Occasionally WisDOT may publish special solicitations for design and related service contracts on the Internet site above.

· Consultants will be notified via email of these publications if they have submitted an email address for the web notification publication list or if they are on the Roster of Eligible Engineering Consultants. See more about “Roster” project advertisements and the biennial registration process for consultant firms to get on the notification list at: http://www.wisconsindot.gov/Pages/doing-bus/eng-consultants/cnslt-rgistr/default.aspx.


	5. New boilerplate/signature pages were posted May 1, 2015 to Doing Business/Consultant Contract documents page:

· New boilerplates/signature pages are required beginning with May solicitations; old boilerplates/signature pages are still used for existing contracts and located under Archive contracts tab. Updated contract management documents, forms and submittal instructions can be found under the ‘Consultant contract management’ heading on WisDOT’s new Structure and roadway resources page at: http://www.wisconsindot.gov/Pages/doing-bus/eng-consultants/cnslt-rsrces/default.aspx.

· Real Estate Work Order Request form and Real Estate specific special provisions currently remain accessible only to internal staff.

· Process for using RE special provisions is to use “as is” except where appropriate, strike-outs of certain words or activities can be applied to indicate those actions will not be required and new duties may be added as appropriate.


	6. Appraisal Contracting Procedures - Update and Reminders

· Internal WisDOT contracting staff or our project managers continue to use our Appraisal Bid Tab (last update 12/18/13) form and the low bid process for collecting bids from consultants who applied exclusively for appraisal/appraisal review work. Under this procedure, WisDOT prepares the project description information, to include timeline and scope of work. Then, we choose three qualified firms to inquire about their interest and invite those firms to bid. After bids are received, we send out a results notification via email to all participating consultants of the bid results as well as an award notification to the lowest winning bidder that now includes a draft Work Order Cover/Signature page and any special provisions. After consultant returns a completed draft of the Work Order Cover/Signature page along with all supporting documents via email, then after all documents have been reviewed and approved by WisDOT Consultant Services, we will ask for either five or six original signed copies to be submitted (electronic docusign is coming eventually!). Note: No work shall begin until a complete and fully executed (signed) Work Order has been received.

· For appraisal/appraisal review consultants submitting bids via our Bid Tab, please be reminded that incomplete bids are considered non-responsive and therefore cannot be considered.  This includes completing the information at the very bottom of Bid Tab for “Prepared by:…, Date Prepared:…, and don’t miss the check the box  associated with this statement, “I agree to the best of my professional knowledge that this bid is an accurate and reasonable estimate of costs as described above; and, that by submitting this bid, I agree to stand behind and abide by the above bid estimate.” Failure to check this box may result in your bid not being considered.

· New! We’ve had a change in policy relating to Real Estate’s full service eminent domain master contract groups and our ability to hire appraisers/appraisal reviewers from this group. In addition to our most commonly used master contract/low bid process for hiring appraisers and appraisal reviewers, we also have the option again to hire appraisers and/or appraisal reviewers through our traditional method of payment method using our current full service eminent domain master contract group. But, to qualify for work under this group, firms must have a current consultant financial report (CFR) approved and on file with WisDOT; this applies to sub-consultants as well under certain conditions. Details are described in WisDOT’s Facilities Development Manual (FDM)/Chapter 8 - Consultant Services at: http://www.wisconsindot.gov/rdwy/fdm/fd-08-00toc.pdf with general information about doing business with WisDOT at: http://www.wisconsindot.gov/Pages/doing-bus/eng-consultants/cnslt-rgistr/default.aspx; details about consultant financial reports (CFRs) is at: http://www.wisconsindot.gov/Pages/doing-bus/eng-consultants/cnslt-rgistr/fncl-rpt.aspx.

· Once again, all contract management documents, forms and submittal instructions can be found under the ‘Consultant contract management’ heading on WisDOT’s new Structure and roadway resources page at: http://www.wisconsindot.gov/Pages/doing-bus/eng-consultants/cnslt-rsrces/default.aspx.

· Remember also to watch WisDOT’s posting of special consultant notices at: http://www.wisconsindot.gov/Pages/doing-bus/eng-consultants/notices/default.aspx; and, look for notices about general upcoming training opportunities available to consultants at: https://wisconsindot.csod.com/LMS/catalog/Welcome.aspx?tab_page_id=-67&tab_id=20000162 (Note: Real Estate will sometimes send our own special email communications specific to upcoming events available to consultants).


	7. New web pages specific to Real Estate (WAMS log on no longer required!); 

· You may have already noticed an all new WisDOT web site went live June 21st (www.wisconsindot.gov). The updated site now includes a brand new Real Estate specific home page for our consultants, an updated REPM design, and an all new forms numbering/forms management system.
· Real Estate specific pages can all be reached starting at: http://www.wisconsindot.gov/Pages/doing-bus/eng-consultants/cnslt-rsrces/re/default.aspx. Take some time to look around and become familiar with these pages, the tools, launching points, links and wealth of information available on all these new and/or updated pages and all specific to Real Estate:
· General resources - miscellaneous tools/materials specific to WisDOT RE staff and consultants; Highway projects and your property - public information site;
· Local Public Agency (LPA) - real estate acquisition guidance for LPAs during road improvement projects;
· LPA Manual (right of way acquisition);
· LPA forms; 
· READS (Real Estate Automated Data System) - log on permission required;
· REPM (Real Estate Program Manual)
· REPM forms;
· Surplus land and property for sale or lease - current surplus highway property for sale/lease;
· Title searches; and,
· Utilities.

· In addition to all the changes and new information now available to consultants via the web (with no log on required), it’s important to note that all former Real Estate form numbers that used to start with "DT..." have been renumbered to start with "RE...;" and, any Real Estate forms that were "unnumbered," have a new "RE...." number applied. 
· Another significant change to our forms management practice is that for any form listed on our new REPM/Forms web page viewable as a PDF is actually a 'READS template' and this means that information must be generated directly from READS as part of each appropriate project activity. 
· Wisconsin Admin Code requires that all state agencies have a forms management policy; and, this means that all new forms and updates to forms must be reviewed and approved prior to being put into circulation and authorized for use. 
· Currently, Sherry Miner is the delegated point of contact for any Real Estate form listed on our new REPM/Forms page as being available in a 'paper only' format. She will be your main point of contact for design, review and edits prior to any 'paper only' form being put into circulation and authorized for approved use and Sherry can help you with any questions or problems in using any forms currently available in a ‘paper only’ format. 
· For any 'READS templates,' Camille Wilcox will work with our central Division of Business Management/Bur. of Business Services for design, review and edits prior to being put into READS as a functional template and authorized for approved use. Camille will also serve as the main point of contact for any questions or problems is using READS template documents. 
· Copies of all current approved WisDOT Real Estate 'paper only' forms as well as 'READS templates' will be posted to our new REPM/Forms page for reference and/or for use as appropriate. 
· Remember: Only those forms listed as being available in a 'paper only' format may be downloaded for direct use from the new REPM/Form page; any document listed as being viewable as a PDF in a 'READS template' format must be generated directly from READS as part of each appropriate project activities. 
· Forms or any version of a form not otherwise posted to the REPM/Forms page are not authorized for use except by special permission.
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Real Estate specific pages can all be reached starting at: http://www.wisconsindot.gov/Pages/doing-bus/eng-consultants/cnslt-rsrces/re/default.aspx






Note: Any problems noticed or questions in using the new Real Estate web materials should be reported immediately to Sherry Miner (608) 266-2370.
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