
PROJECT DEVELOPMENT ON-CALL & 
TOAST APPLICATION 

 
Presented by: 
Brenda Contreras 
Administrative Services Officer V 
Project Resource Office 
 

PROJECT DELIVERY ACADEMY 
MODULE 3: PROJECT MANAGER RESPONSIBILITIES AND   

                      MEETING ADDITIONAL FEDERAL REQUIREMENTS 

Presenter Notes
Presentation Notes
Hello, my name is Brenda Contreras I manage the Contract for the On Call development management groupI’m going to talk a little bit about the Project Development On Call and the TOAST application.



• Process 
• Project Framework 

Document 
• ECS Checklist (New Revised) 
• Stakeholder Meeting 

Agenda 

• Invoicing 
• Evaluations 
• TOAST 
• New Development On-Call 

Presenter Notes
Presentation Notes
Some of the things I will review are the Process, documents, agenda, invoicing, how we do the evaluations on the consultantsToast which stands for Task Order Assignment Schedule Tracker and is the name of the tool we use to track how the project is progressing through ECS (which is the Engineering Consultant Section) until we get the Notice to Proceed, and I’ll also go over a little about the Development On Call contract that we have. 



PROJECT DELIVERY ACADEMY 
MODULE 3: PROJECT MANAGER 

RESPONSIBILITIES AND   
                      MEETING ADDITIONAL 

FEDERAL REQUIREMENTS 

Presenter Notes
Presentation Notes
First for the consultant process, we do provide specific documents to the consultant when they are selected such as a copy of the framework, the initial scoping meeting document and the Contract Modification Checklist. 



Presenter Notes
Presentation Notes
This is the framework document. This is one of the documents that the PM submits to ECS after the final negotiation is done and the price, hours and cost have all been agreed on. This will list the project name, what the scope of the work is and what we expect the consultant to do for us. How many hours, how much money and we also give the expected delivery, when we expect the consultant to be done so we can actually advertise the project for construction. 



Presenter Notes
Presentation Notes
This is a checklist document that we provide that is part of the packet that goes to ECS. This shows all the documents we expect to be included in the final packet like the federal authorization, the fact that we have money and budget set aside, if  the JPA is required we make sure that is listed here. So this is basically a checklist to make sure the proper documents are included in the final packet when sending it to ECS so that documents are not missing. Missing documents will slow down the process and ultimately we are trying to get a notice to proceed from the consultant within a 50 day time period from the time we contact the consultant when they are awarded the contract. 



Presenter Notes
Presentation Notes
This is an initial scoping meeting document that is also provided to the consultant so that when the PM and their technical teams meet with the consultant for the first time they have a list of things they need to talk about and hopefully makes it a little easier for them. 



• PM Receives Invoice Concurrently 
• Please Review and Concur Timely 
• Let me Know if There are Issues 
• Prompt Pay Law (21 Calendar Days) 

Presenter Notes
Presentation Notes
Now I will go over the invoicing processWe require the consultants to submit a monthly invoice to us, that is an ECS requirement in the contract that the consultants have signed. We require that the project managers, RE’s, contract manager and myself are all included in the email. Everything is done electronically. Some of the consultants have multiple tasks on their contracts, so they could have 8 or 10 different tasks so this can become a big process if we don’t do it correctly. It is required to have the consultants get approval from the PM’s for each task on the invoice. The approvals should be emailed directly back to the consultant so then they attach the approvals to the invoice that is submitted to me.   The PM’s and RE’s need to let the consultant know every month that they concur with the charges that are on the invoice so hopefully everybody is looking at those and getting them back to consultants  as quickly as possible and saying that they concur. I have no way of knowing if the work that was done fits what was billed so we’re asking the subject matter experts to look at the invoice and if there are any issues they need to let the consultant know  right away there’s a problem with the invoice and they need to resubmit. There is a state statute the Prompt Pay Law that requires us to pay the consultants within 21 calendar days, so we need to have this process go quickly and smoothly so that we can meet that requirement. 



• Please Respond Timely (14 Days) 
• Annual and Final 
• Take it Seriously 

Presenter Notes
Presentation Notes
Project Development On Call EvaluationThere is also an evaluation process that is required in the contract. We ask that the PM’s and RE’s get back to me hopefully with a 14 day period. The evaluation is a series of about 8-10 questions that we ask the PM’s and RE’s to respond to how well the consultants did in the past year. We do an annual evaluation and then at the end of the contract we do a final one for all the projects on the task. So when those responses are returned to me, we let the consultants know how they did. This is important because in future contracts if we just hear that a consultant didn’t really do a good job but it’s not documented in the evaluation then it would be hard to justify marking down a score on a consultant for future contracts so it’s really important that we do that. The scoring system is between 1 through 5 for each question with 5 being the best possible score.  If a score of 1, 2 or 5 is given then a justification is required for that score.



• Make and Manage 
Assignments 

• Schedule Tracking 
• Reporting 

Presenter Notes
Presentation Notes
TOAST  (Task Order Assignment Schedule Tracker)is a tool where we can assign and manage assignments. We track how the schedule is going and it also has a reporting tool. And what we are requiring our consultants to do is that once we award a contract to them we’re asking them that within a 50 day time period, the negotiation process is complete, that all the documents are done and signed and we’re ready for ECS to have them issue a notice to proceed. This tool helps track the time frame of the development.



Presenter Notes
Presentation Notes
So whenever an assignment is made I assign the project in TOAST , 



Presenter Notes
Presentation Notes
the PM has about 7 tasks that they click off and it lets me know what date each of these tasks were done so we can keep track. As you can see on the last column of this report it shows the duration. This is how long it actually took to get the notice to proceed. 



Presenter Notes
Presentation Notes
These are the different steps that show when a consultant is selected and again shows the duration in the last column. The PM’s are responsible for having a kick off meeting within 10 days. When they actually have that meeting they click on the schedule that opens up in their TOAST report and tells us how many days it actually took. So you can see anything that is in green here met the criteria You can see it took 39 days to get the Notice to proceed and that way the consultant can now start working on the design on this project. 



• 25 Consultants 
• QBS – Qualifications Based 

Selection 
• DBE Goal – 11.94%  

 
 
 
 
 

Presenter Notes
Presentation Notes
The on call contract is a qualifications based selection. When a task becomes available and the consultants show interest they submit a 1 or 2 page statement of qualification or interest, that states they are interested in the task and they list the reasons why they are the best firm for this particular task then a panel is convened with about 3 or 4 subject matter experts (usually a project manager, technical area lead and  the best fitting consultant is selected).  Each task has a DBE goal so its currently at 11.94% so any consultant who is selected needs to distribute  out a percentage of their work. All federal aid projects are required to meet this DBE goal. 
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60 Minutes



    
THANK YOU 
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