PROCUREMENT PLANNING CONTROL CHECKLIST

Project/Contract File No:     
This checklist does not cover the phases of award, monitoring/enforcement, or contract payment.

Compliance with Policy / Direction

 FORMCHECKBOX 

 FILLIN   \* MERGEFORMAT Works/services are specific to one project.

 FORMCHECKBOX 
 
A supplier monopoly will not be created.

 FORMCHECKBOX 
 
All contracts must be in writing on a form vetted by Financial Services Branch and approved by Legal Services Branch and any appropriate schedules.
 FORMCHECKBOX 
 
Non-standard agreements must be vetted through Financial Services Branch, Contract Management Section for Legal Service’s approval

 FORMCHECKBOX 
 
Verbal contracts and amendments are not permitted.
 FORMCHECKBOX 
 
All contracts must be signed prior to the commencement of the work or services.  

 FORMCHECKBOX 
 
Will not contravene trade agreements (see Chapter 7.1 & 7.2 -Contract Management Manual)

 FORMCHECKBOX 
 
Unless exempted, contracts are competitively awarded using fair access (open, fair, unbiased, & equitable).
 FORMCHECKBOX 
 
All contracts must ensure copyright and ownership of all material produced/received and waiver of moral rights (as required) belongs with the Province.

 FORMCHECKBOX 
 
Documented analysis comparing the cost of contracting vs. in-house for service contract ≥$100,000 or greater where in-house is a feasible option.  (See the Contract Management Manual - Chapter 6 for a sample.)

 FORMCHECKBOX 
 
Will not contract out services if there are adequate in-house resources (unless cost effective and does not contravene a collective agreement).

 FORMCHECKBOX 
 
Will not create an employer/employee relationship (see Chapter 6.10 of the Contract Management Manual).

 FORMCHECKBOX 
 
Will not result in the contractor occupying an on-going organization position.

 FORMCHECKBOX 
 
Will not be awarded to a regular or auxiliary status ministry or government employee.

 FORMCHECKBOX 
 
A competitively tendered contract is permitted under the following if there is no actual, potential, or perception of a conflict of interest:

 FORMCHECKBOX 

an employee on lay-off and recall status; or

 FORMCHECKBOX 

a former employee (past their severance pay time-period or no longer on payroll); or 

 FORMCHECKBOX 

a retired employee not on pre-retirement leave or otherwise still on payroll but no longer on the job; or 

 FORMCHECKBOX 

a retired employee under an early retirement pkg. who is not within the period of exclusion from gov’t contract work specified in the pkg. 

 FORMCHECKBOX 
 
Will not acquire a work/service available through a central government agency.

 FORMCHECKBOX 
 
Will not jeopardize public safety.

 FORMCHECKBOX 
 
Will not delegate responsibility for decisions that are the responsibility of the ministry (EA and QR must be employees, not contractors).

 FORMCHECKBOX 
 
Contract has not been split in order to avoid policy and/or approval limits.

 FORMCHECKBOX 
 
Does not permit direct billing to Ministry(contractor pays for expense first and is then reimbursed).  SPECIAL NOTE:  for aviation services, contact a Ministry Procurement Specialist from Financial Services Branch.
 FORMCHECKBOX 
 
Contractor’s expenses are reimbursed at Group I rates (Group II under exceptional circumstances).

 FORMCHECKBOX 
 
All contracts shall have a ceiling price or, if that is not possible, the ministry shall control the number of units.

 FORMCHECKBOX 
 
Contracts do not include a cost overrun clause.

 FORMCHECKBOX 
 
Contract payment will be based on preset deliverables, outputs or milestones that performance will be monitored against.

 FORMCHECKBOX 
 
Information Management/Information Technology contracts require the following from Ministry of Citizens’ Services, Procurement Services Division:
 FORMCHECKBOX 
 valued $100,000 to $500,000 = requires their review before soliciting ;
 FORMCHECKBOX 
 over $500,000 or Joint Solutions Procurement method = must be purchased through them 

 FORMCHECKBOX 
 
If >51% of the estimated value is for hardware and/or software and the value of this contract is $10,000 or more, must advertise on BC Bid 

 FORMCHECKBOX 
 
Goods/services that can be met through a pre-existing Corporate Supply Arrangement (http://www.pss.gov.bc.ca/csa/csa.html) must be used.
 FORMCHECKBOX 
 
Goods + $5,000 that cannot be met through a pre-existing Corporate Supply Arrangement must be directed to Procurement Services Branch, SSBC.

 FORMCHECKBOX 
 
Where funds will acquire assets under a contract, identify the assets, ministry ownership, who is responsible for maintenance, their purpose, and the funding source (see Optional Clauses in CMM – Chapter 9). 

 FORMCHECKBOX 
 
Will not pay for a contractor’s tuition fees, or other training fees.

 FORMCHECKBOX 
 
Will not provide gov’t assets to contractors or fund a contractor's asset acquisition where doing so could be viewed as a business subsidy or create an employer/employee relationship. 

 FORMCHECKBOX 
 
Privacy Impact Assessments (form #PIA) completed for all new initiatives or changes to existing programs, systems, or legislation to determine if personal information will be collected, used and/or disclosed.  At a minimum Section I must be completed and sent to Ministry of Labour, Citizens’ Services and Open Government with copy placed on the contract file.  If you are unsure if a PIA is required, review the Privacy Impact Assessment Process (PIA).  Note: If the contract contains the provisions for collecting, using and/or disclosing personal information please ensure that a Privacy Protection Schedule is attached.
DEFINE THE CONTRACT AND ITS SCOPE

SEE ATTACHED APPENDIX A
MINISTRY COST ESTIMATE & FUNDING
SEE ATTACHED APPENDIX B
PERMITS, LICENCES, PROFESSIONAL APPROVALS, ETC. (SPECIFY)

1. To be obtained by the ministry:

(a)
                                                             
(b)
                                                             
(c)
                                                             
(d)
                                                             
2. To be obtained by the contractor:

(a)
                                                             
(b)
                                                             
(c)
                                                             
(d)
                                                             
CONSIDER BIDDER ELIGIBILITY AND MANDATORY REQUIREMENTS

 FORMCHECKBOX 
 Bidder eligibility/proponent qualifications, including Key Personnel, have been determined; see FS1296 – Tender Package Checklist or Part B of the FS1300;

 FORMCHECKBOX 
 Mandatory items to be submitted with tender have been determined; see FS1296 - Tender Package Checklist or Part B of the FS1300.  Mandatory items must be pre-determined prior to solicitation.  It is best practice to require only the successful bidder to submit proof of meeting mandatories.

 FORMCHECKBOX 
 Requirement for a mandatory site view or information/proponent meeting (not both) has been determined; see FS1296 – Tender Package Checklist or FS1300.

RISK MANAGEMENT CONSIDERATIONS 
(see Chapter 8 - Contract Management Manual)

Bid Security 

Shall not be used with Local Minor Works/Services or Equip. Rental Agreements.  They are mandatory for Major Works.  May be used with open advertised Minor Works, General Services, Operational Services, & Consulting Services - not recommended for consulting services - obtain approval of higher level management.

 FORMCHECKBOX 
Risk analysis completed:
 FORMCHECKBOX 
 Security N/A
 FORMCHECKBOX 
 Required at: Mandatory 10% for Works% or $     ; or
 FORMCHECKBOX 
 FS623 Major Works @ 10%; or
 FORMCHECKBOX 
 FS625 Major Works and bonding only (cash not permitted):
 FORMCHECKBOX 
 to ensure no project delay

 FORMCHECKBOX 
 to ensure the most reputable and experienced firms are eligible to bid (not generally recommended)
 FORMCHECKBOX 
 performance bond has been stipulated as the only acceptable form of security (see below)
Performance Security

Not w/Local Minor Works/Services or Equipment Rental Agreements.  Mandatory on Major Works.  Optional on Minor Works, General Services, Operational Services, or Consulting Services (not usual w/ registered professionals).  When optional, use where there is significant risk of direct/indirect losses or increased costs from poor/non-performance, or the contractor takes custody of irreplaceable or significant valued gov’t equipment/materials.

 FORMCHECKBOX 
 Risk analysis completed:
 FORMCHECKBOX 
 Security N/A
 FORMCHECKBOX 
 Required at:      % of the contract value; or
 FORMCHECKBOX 
 FS623 Major Works (10% on 1st $100k and 5% on remainder)
 FORMCHECKBOX 
 FS625 Major Works and bonding only (cash not permitted):

 FORMCHECKBOX 
 a bid bond has been stipulated as the sole form of security
 FORMCHECKBOX 
 pre-contract estimate of $250,000 or more;

 FORMCHECKBOX 
 warranty required and bonding is preferable to a cash warranty holdback ;

 FORMCHECKBOX 
 labour and material payment bond has been required ;

 FORMCHECKBOX 
 project risks significant and protection to 50% of the contract value desired;

Labour and Material Payment Bond

Required on Major Works where a performance bond is specified as the sole form of security.  May be required on Minor Works having a pre-contract estimate greater than $25k and where a performance bond is required and labour and materials forms a significant part of the overall contract project.

 FORMCHECKBOX 
 N/A
 FORMCHECKBOX 
 L&MP Bond is required and:
 FORMCHECKBOX 
 Major Works  = standard clause in agreement; or
 FORMCHECKBOX 
 Minor Works = use Major Works agreement form
Indemnification Clause

 FORMCHECKBOX 
 Insert the special Professional Indemnity Clause found in Chapter 8.8.4 of the Contract Management Manual (CMM) into the services schedule (typically Schedule A) or additional terms schedule ONLY if the work to be performed falls into one of the following categories:  Engineer, architect, landscape architect, surveyor, construction/project manager, applied science technologist, or geoscientist.
Insurance

Contracts shall require liability and/or property insurance where recommended in the CMM or as determined by program manuals or through risk analysis.  Refer to the FS1289 and Chapter 8.9 of the CMM for detailed information.
 FORMCHECKBOX 
 Risk analysis completed:
 FORMCHECKBOX 
Insurance N/A
 FORMCHECKBOX 
 Insurance is required in the following forms:
 FORMCHECKBOX 
 Commercial General Liability (CGL) (mandatory for major works):

Optional requirements added to the CGL based on risk analysis:

Forest Fire-Fighting:
 FORMCHECKBOX 
 services w/i fire season 
 FORMCHECKBOX 
 services outside fire season
 FORMCHECKBOX 
 N/A
Sudden & Accidental Pollution:
 FORMCHECKBOX 
$250K
 FORMCHECKBOX 
$500K
 FORMCHECKBOX 
$1 mil
 FORMCHECKBOX 
 N/A
 FORMCHECKBOX 
 Professional Liability (Errors & Omissions): See FS1-d
 FORMCHECKBOX 
Option #1
 FORMCHECKBOX 
Option #2
 FORMCHECKBOX 
Option #3

 FORMCHECKBOX 
 Automobile Liability (mandatory for major works)
 FORMCHECKBOX 
 Aviation Liability

 FORMCHECKBOX 
 Watercraft Liability with:  FORMCHECKBOX 
 Accidental Pollution at  FORMCHECKBOX 
$250K
 FORMCHECKBOX 
$500K
 FORMCHECKBOX 
$1 million
 FORMCHECKBOX 
 N/A
 FORMCHECKBOX 
 Builder’s All-risk (mandatory for construction contracts)
 FORMCHECKBOX 
 Contractor’s Construction Equipment (mandatory for major works and equipment rental agreements)
 FORMCHECKBOX 
 Property (ministry owned in contractor’s care/custody)
 FORMCHECKBOX 
 All-Risk Property:  See FS1-d
 FORMCHECKBOX 
Option #1
 FORMCHECKBOX 
Option #2

 FORMCHECKBOX 
 Motor Truck Cargo Liability (for stand-alone contracts exclusively for transportation of ministry property)

 FORMCHECKBOX 
 Environmental Impairment Liability (significant or potential risk of gradual contaminants)
 FORMCHECKBOX 
 Employee Dishonesty in the amount of $      (min $5K & up to $100K) (employees of security or janitorial)
 FORMCHECKBOX 
 Personal Liability (use of private or non-commercial land or improvements)
Liquidated Damages Clauses

 FORMCHECKBOX 
 Risk analysis completed (Chapter 8.10 of the CMM):
 FORMCHECKBOX 
 N/A
 FORMCHECKBOX 
 Insert liquidated damages clause (reasonable pre-estimate of the value of the loss/damages) (see Chapter 9.12.4 of the CMM or already found within pre-printed templates).
Warranties and Guarantees

Mandatory on Major Works (built into the template) (excluding the FS623FRC).  Where optional, require warranties on supply and installation of a manufactured products or customized computer software – see Chapter 8.11.2 on requirement for warranty and Chapter 9.12.5 for optional clause.

 FORMCHECKBOX 
 N/A
 FORMCHECKBOX 
 One year (buildings, bridges, manufactured product, or software)
 FORMCHECKBOX 
 Two years (rd constr. or improvement work – n/a for FS623)
Warranty will be guaranteed by:

 FORMCHECKBOX 
 performance bond (preferred – applicable to construction contracts only, but not for road construction) 

 FORMCHECKBOX 
 maintenance bond (applicable to construction contracts only, but not for road construction).

 FORMCHECKBOX 
 performance holdback

Third Party Claim Holdbacks

Not for “one person” contracts not requiring the supply of any materials or additional labour.  Not for Local Minor Works/Services, Consulting Services, Equipment Rental Agreements.  FS623FRC has protection from 3rd party claims through the performance security.

 FORMCHECKBOX 
 N/A
 FORMCHECKBOX 
 10% holdback for major (n/a for FS623FRC) and minor works retained for 55 days (pre-tendered estimate over $5K);

 FORMCHECKBOX 
 10% holdback for operational & general services retained for 40 days (pre-tendered estimate >$25K & contractor expected to employ more 10+ workers; or contractor expected to expend >25% of contract value to purchase equipment, materials, or supplies from 3rd parties)
WorkSafe BC

The ministry shall not accept private liability insurance coverage as an alternative to WorkSafe BC coverage.

 FORMCHECKBOX 
 Risk analysis completed:
 FORMCHECKBOX 
 Independent coverage required, including Personal Optional Protection is required

Ministry Providing WorkSafe BC Coverage – EXCEPTIONAL CIRCUMSTANCES (see Chapter 8.11 CMM):

 FORMCHECKBOX 
 Higher level management approval must be obtained and on the contract case file

 FORMCHECKBOX 
 Low risk of potential injury to contractor or its workers
 FORMCHECKBOX 
 Market assessment (Chapter 8.13.8 of the CMM) proves no contractors available w/coverage & risk of injury is low to moderate:

Contractor must be provided with:

 FORMCHECKBOX 
 Adequate supervision and job instructions (including reporting accidents/injuries, unsafe conditions, and compliance with WHMIS regulations);

 FORMCHECKBOX 
 Safety training;

 FORMCHECKBOX 
 Written safe work procedures for the type of work hazards exposed to;

 FORMCHECKBOX 
 Personal protective equipment, where required by the Occupational Health and Safety Regulations;

 FORMCHECKBOX 
 First aid training/equipment as required by the Occupational First Aid Regulations

Ministry must ensure:
 FORMCHECKBOX 
 only authorized, adequately trained persons operate machinery and equipment; and

 FORMCHECKBOX 
 contractor understands its responsibility to refuse to do work/service which is an undue hazard; and

 FORMCHECKBOX 
 copies of WorkSafe BC regulations are available
Prime Contractor

Where the workers 2+ employers are working at the same time and the work overlaps [the “Multiple Employer Workplace (MEW)], WorkSafe BC regulations require the designation of a Prime Contractor who will be responsible for coordination of first aid procedures, equipment and personnel. Ministry contracts contain a standard clause allowing the ministry to designate a Prime Contractor as and when needed and the execution of the Prime Contractor Agreement (NRS1354).
Known at time of solicitation that the Successful Bidder will be designated as the Prime Contractor: 
 FORMCHECKBOX 
 Retain optional clause in Information to Bidders (FS1295)
Designation of Prime Contractor takes place after award of the Contract: 
· If the ministry creates the MEW, can negotiate price increase if there is an increase in costs.

· If the contractor creates the MEW, no compensation is payable. 

Notice of Project

Refer to Chapter 8.13.12 of the CMM.
 FORMCHECKBOX 
 Contractor is to submit the notice to WSBC; or

 FORMCHECKBOX 
 Notify Contractor in writing the ministry will submit the notice to WSBC (see Clause 1.01 -  Safety Conditions Schedule NRS1313)
Conflict of Interest
Refer to Chapter 6.11 and 12.7.9 of the CMM
 FORMCHECKBOX 
 Real, potential, or perceived conflict of interest has been considered and is not an issue 
 FORMCHECKBOX 
 RFP or REI evaluation team members must complete an FS1236 prior to confirmation of members, including contracted members.

DETERMINE THE PROCUREMENT METHOD

 FORMCHECKBOX 
 Invitation to Tender (ITT) (use when you know how and what you want accomplished; award is based on the lowest, qualified and compliant tender - use FS1296 Checklist)
 FORMCHECKBOX 
 Invitation to Quote (ITQ) (use w/select or direct invitation ONLY.  Same as ITT but less formal; more risk to the ministry).  Can be used instead of the ITT only if:

 FORMCHECKBOX 
 <$25K; or
  FORMCHECKBOX 
 >$25K, low risk & approval of higher level management is on file; and

 FORMCHECKBOX 
 Trade agreements are not applicable
Each contractor receives the same information using same method of delivery:
 FORMCHECKBOX 
 Verbal [0-$5000 simple - (guide only)] = FS1363

 FORMCHECKBOX 
 Letter format sample [(+$5000 - $15000 - (guide only)] = FS1290
 FORMCHECKBOX 
 Package method [(+$15000 - $25000 more complicated - (guide only)] = FS1291
 FORMCHECKBOX 
 Request for Proposal (RFP) (use when you cannot clearly define or quantify a standard methodology for doing the work, or the performance standards cannot be specified; award is made on best overall value - use FS1300 checklist)
DETERMINE THE NOTIFICATION METHOD 
 FORMCHECKBOX 
 Open Invitation

 FORMCHECKBOX 
 Invitation to Tender (refer to Chapter 7.2.1 of the CMM)
 FORMCHECKBOX 
 Requests for Proposal (refer to Chapter 7.2.3 of the CMM)
 FORMCHECKBOX 
 Request for Expressions of Interest (to establish a prequalified select list) (refer to Chapter 7.3.2 of the CMM)
 FORMCHECKBOX 
 FS1298 - REI Pkg; or 

 FORMCHECKBOX 
 FS1297 - REI advertisement only (for simple, uncomplicated projects)

 FORMCHECKBOX 
 New West Partnership Trade Agreement (NWPTA) applicable (refer to Chapter 7.3.2 of the CMM)
· Service contract $75K or greater

· Construction contract $100K or greater 

 FORMCHECKBOX 
 51% or greater is for hardware and/or software and the value of the contract is $10K or greater
 FORMCHECKBOX 
 Optionally advertise in Journal of Commerce for construction contracts >$100K
 FORMCHECKBOX 
 Optionally advertise in local newsprint (MUST use Public Affairs Bureau - refer to Chapter 11.13.5 of the CMM) 
  FORMCHECKBOX 
 Select Invitation (refer to Chapter 7.2.2 of the CMM) 
Contract is NWPTA applicable 
 FORMCHECKBOX 
 Eligibility list was established within the last 12 months
 FORMCHECKBOX 
 All contractors on the list must be invited to bid.

Contract is Multiple Year (locked in multi-year or option-to-renew)

 FORMCHECKBOX 
 Eligibility list was established within the last 12 months
 FORMCHECKBOX 
 All contractors on the list must be invited to bid.

Recurring Activity not NWPTA applicable

 FORMCHECKBOX 
 Eligibility list is still valid (maximum 3 years)
 FORMCHECKBOX 
There are six or more names on the list - invite no fewer than three (if possible) rotationally drawn.

 FORMCHECKBOX 
 There is fewer than six names on the list - invite all to bid

One-time only Activity not NWPTA applicable

 FORMCHECKBOX 
 Is by ITT - invite all to bid.

 FORMCHECKBOX 
 Is by RFP - invite no fewer than three (if possible) contractors
  FORMCHECKBOX 
Direct Award
See Quick Guide 4 and Chapter 7.3.3 in CMM.
 FORMCHECKBOX 
 Notice of Intent to Direct Award (FS1282) is required:
 FORMCHECKBOX 
 Advertise on BC Bid       days (minimum 8, longer if increased value, complexity or terms).  
 FORMCHECKBOX 
 Send to contractors on the established select list for this type of services via:   FORMCHECKBOX 
 Mail;   FORMCHECKBOX 
 Fax;    FORMCHECKBOX 
 Email.

 FORMCHECKBOX 
 Direct Award Justification & Approval for New Service/Works Contracts and Amendments (FS1340) is required
 FORMCHECKBOX 
 If re-awarding a contract without competitive process for the same or similar work, to the same contractor, within three months of the completion/expiry of the previous contract, higher approval levels must be obtained as though it were an amendment to the original contract but a new contract must be entered into.  Note: This does not mean using a contract amendment; it is still a new contract but will be reported on as a repeated direct award.
DETERMINE THE FORM OF CONTRACT AND ITS DURATION

Form of Contract

· See Ministry Forms Index for Tender Package and BC Bid Advertising Checklist (FS1296) ; OR 
· The Summary Checklist Section Of The Request For Proposal Template (FS1300).

Duration of the Contract

· See attached Appendix A

Expense Authority’s Signature:
Name (print):       
Signature:  ___________________________________
Date:       
Subject to:
(a)
     
(b)
     
(c)
     
(d)
     
Project/Contract File No:
      
1. Type of activity: 
     
2. Amount of work: 
     
3. Location of work:
     
4. Constraints/Access:

(a)      
(b)      
(c)      
(d)      
5. Risks/Known Hazards (for insertion into the FS1295):
(a)      
(b)      
(c)      
(d)      
(e)      
6. Critical success factors:

(a)      
(b)      
(c)      
7. Duration of the Contract: 
term start:      
term end:      
 FORMCHECKBOX 
 Standard Term

 FORMCHECKBOX 
 Option-to-Renew (max. 3 terms) 

 FORMCHECKBOX 
 Multi-year:   FORMCHECKBOX 
 Two years
 FORMCHECKBOX 
 Three years
 FORMCHECKBOX 
 Four years
 FORMCHECKBOX 
 Five years

(NOTE: advertisement must contain notice of being multi-year or option-to-renew)

8. Payment schedule:
     
9. Resource needs:
     
10. Monitoring requirements:
     
11. Communication procedures:
     
12. Contract Manage/Representative r will be:
     
13. Tender closing date and time (see Quick Guide #1 for completion of the FS1296 or FS1300)

PROJECT SCOPE

14. Why the contract is needed and who benefits.  Establish project’s objectives/outcomes (information for Information to Bidders or RFP): 

     
15. What - expected deliverables / outputs. Establish project risks:

     
16. How – specific, time-bounded performance standards and measures (all services to be performed must be specific, measurable, attainable, results-based, and time-bounded = S.M.A.R.T.):

     
17. When - project milestones/delivery:

     
18. Who –stakeholders, landowners, key personnel, etc., impacts to be considered:

     
19. Where –work sites clearly indicated & accessible, meeting times & locations identified, specialized access equipment, etc.

     
A detailed Ministry Cost Estimate (MCE) of $      (exclusive of GST and any PST the contractor is obligated to charge the Province as a taxable for service it provides directly to the ministry) is on file prior to solicitation.  
The MCE details need to show how the calculation was determined and should be reflective and consistent with the tender/proposal price submission schedule.  It is recommended that where there are major phases of the contract, the MCE and subsequent price submission schedule detail separate items (e.g., bridge materials fabrication and supply separate from installation work).
The MCE needs to be dated and signed by the creator and the expense authority.  See Chapter 6.3.4 of the Contract Management Manual or other program specific resources to assist you in completing an MCE.)

Annual Budget Available:  $
     
Cost factors to be considered may include:
· materials

· labour

· direct costs;

· employer’s share of employee benefit plans (e.g. health, dental, pension(use industry standard, not any individual firm’s practice);

· employer’s payments to Canada Pension, EI, and WorkSafe BC;

· direct project supervision

· accommodation and meals

· crew transportation

· equipment and supplies

· mobilization/demobilization

· freight and haulage

· project access (including opening and maintaining road access if this is included in the contract);

· special expertise, resources and equipment (where necessary)

· estimated overhead (administrative expenses) of the contractor usually expressed as a percentage of total direct project cost (if the industry standard is not known, use 15 percent)

· estimated profit margin of the contractor usually expressed as a percentage of total direct project cost (if the industry standard is not known, use 5 percent)

· applicable taxes that a contractor will pay directly to a supplier during the performance of the work and will be imbedded in the tender price
· applicable taxes that a contractor must charge the Province for transactions/services provided directly by the contractor to the Province and which will be excluded from bid prices but submitted as a separate line item on their invoice for payment
· contingency (usually between 5 and 10 percent)

Another method of cost estimating is to research the cost of similar projects that have been recently tendered.  From this, unit costs that can be used for preparing a cost estimate may be derived (for example, cost/kilometer for road construction or cost/tree for seedling growing contracts).

For consulting services, use the following best methods of cost estimation:

· using the project requirements, estimate the number of person-days to complete each activity under the project;

· multiply the person-days times the expected daily fee rate for the level of expertise required;

· add estimates of out-of-pocket expenses for travel, etc.

Cost Estimate Rationale:

Submitted by:
(signature)
______________________________________, Contract Manager

(print) 

______________________________________

Approved by:
(signature)
______________________________________, Program Manager (EA)

(print)

______________________________________
ACCOUNT CODING

	LINE
	DESCRIPTION
	QUANTITY
	CHARGE ACCOUNT

	
	(mandatory)
	($ value of line)
	Client
	RC
	Service Line
	STOB
	Project

	1
	     
	$
	     
	     
	     
	     
	

	2
	     
	$
	     
	     
	     
	     
	     

	3
	     
	$
	     
	     
	     
	     
	     

	4
	     
	$
	     
	     
	     
	     
	     


PROCUREMENT CODING

It is essential to ensure proper coding is entered into the Corporate Accounting System in order to enable ministry’s to report on the expenditure of public funds.  To ensure for this enter the appropriate procurement coding to be used.

Clink on the links below to see the list of available codes.  If link fails to function, these lists can be found under Links at the bottom of the from the Financial Services Branch – Contract Procurement home page located at https://spc-flnr.gov.bc.ca/HFM_FINMAN/CSNR%20FSB/Contract%20Procurement/Home.aspx
· Purchase Order Class Code:
     
· Procurement Process Code:
     
· Trade Agreement Exclusion Code:
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