








I. GENERAL

All expenditures against Capital Construction accounts, 2001 Bond Referendum accounts, and Repair & Renovation accounts require the approval of the Director, Facilities Engineering & Architectural Services.  The Capital Accounts Manager in the Facilities Engineering & Architectural Services office maintains the budgets for each individual project funded against Capital Construction accounts, 2001 Bond Referendum accounts, and Repair & Renovation accounts.  
II. PURPOSE

The purpose of this FSSP is to describe procedures associated with informal contract bidding funded by Capital Construction accounts, 2001 Bond Referendum accounts, and Repair & Renovation accounts.

III. DEFINITION

For reference, note the following abbreviations in this FSSP.

· Facilities Engineering & Architectural Services abbreviated as FE&AS.

· Director of Facilities Engineering & Architectural Services abbreviated as Director, FE&AS.

· Assistant Director, Facilities Service Center abbreviated as Assistant Director, FSC. 

· Director of Facilities Maintenance – Health Sciences Campus abbreviated as Director, FM-HSC. 

Rather than identify procedures separately for each campus, Procedures reference the Assistant Director, FSC or Director, FM-HSC as the responsible individual depending on the campus.  

Project Manager refers to FSC Project Manager or FM-HSC Project Manager as appropriate.  

IV. PROCEDURE

A. The Assistant Director, FSC or Director, FM-HSC shall be primarily responsible for preparation of Contract Documents (Request for Bid Package) for submittal to the FE&AS office for informal contract bidding of construction projects between $5,000 and $100,000 funded by Capital Construction accounts, 2001 Bond Referendum accounts, and Repair & Renovation accounts. (The Unit Price Contract process/contractor shall be utilized if possible and recommended for projects between $2,500 and $25,000.)

B. The Assistant Director, FSC or Director, FM-HSC shall prepare or oversee the preparation of the Request for Bid Package (RFB Package) to include the following items: 

1. Contractor Cover Letter, 

2. Notice to Bidders, 

3. General Conditions and Supplementary General Conditions, 

4. Proposal and Contract (3 Copies), 

5. Identification of Minority Business Participation, 

6. Appendix E-MBE Documentation for Contract Payments, 

7. County Sales and Use Tax Report, 

8. Technical Specifications (or Scope of Work) and Plans.

C. The FE&AS office shall maintain a Request for Bid Log and assign a unique Project ID# for each project, for example RFB-2002-01-MC indicating Request For Bid-Year-Number-Campus.  The Assistant Director, FSC or Director, FM-HSC shall contact the FE&AS office for the assigned Project ID#.  All contract documents and correspondence with the FE&AS office shall reference the assigned Project ID#.  The Assistant Director, FSC or Director, FM-HSC shall contact the FE&AS office for dates for the Site Visit and Bid Opening. Site Visit locations may vary, as appropriate.  All project Bid Openings shall occur at the FE&AS office at 1001 East 4th Street. 

D. The Assistant Director, FSC or Director, FM-HSC shall prepare or oversee the preparation of a Request for Bid Summary Memo of the project requirements, attach it to the RFB Package, and then forward the RFB Package to the FE&AS office for approval.  The Request for Bid Summary Memo shall list requested contractors to solicit and requested Issue, Site Visit, and Bid Opening dates.  The Assistant Director, FSC or Director, FM-HSC is responsible for a documented good faith effort to identify and include HUB contractors for each Request for Bid.  The Director, FE&AS and/or his/her designee shall

1. review the RFB Package, 

2. note any required changes, 

3. confirm requested contractors, 

4. confirm Site Visit and & Bid Opening dates, 

5. sign and date indicating approval upon completion of required changes, 

6. return RFP Package to the Assistant Director, FSC or Director, FM-HSC, as appropriate, and 

7. keep a copy of the Request for Bid Summary Memo. 

The designee shall serve as the FE&AS representative in the bid process, as required.  

E. The Assistant Director, FSC or Director, FM-HSC shall make required changes.  Once approval of RFB Package is obtained, the Assistant Director, FSC or Director, FM-HSC shall send out copies of the RFB Package to contractors with a cover letter.  One copy of RFB Package including a copy of each cover letter to contractors shall be forwarded to the FE&AS office.  

F. The FE&AS representative shall be present at the Site Visit to answer questions regarding the administrative process.   The Project Manager shall answer questions regarding the technical aspects of project.  The Project Manager shall issue Addenda, as required, with a copy to FE&AS office.  The FE&AS representative shall conduct the Bid Opening process and record the official bid tabulation.  The FE&AS office shall retain all bids received.

G. The Assistant Director, FSC or Director, FM-HSC shall evaluate bids and email the FE&AS representative and Capital Accounts Manager approval to proceed with award.  

H. The FE&AS representative shall prepare the award letter and forward it to the Director, FE&AS for approval.  Once approved, the Director, FE&AS or the FE&AS representative shall forward the Proposal and Contract to the Senior Associate Vice Chancellor for Campus Operations to sign.  The FE&AS office shall forward the signed Proposal and Contract with an Award Letter to the contractor and send a copy to Assistant Director, FSC or Director, FM-HSC.  The FE&AS office shall also send a requisition to ECU Materials Management to issue a Purchase Order (PO).  The PO Receiving Report shall be forwarded to the Project Manager by the FE&AS office.  The Capital Accounts Manager shall log the approved award into the project database. 

I. The Project Manager is responsible for supervising the project fieldwork and the approval of any change proposals.  The Assistant Director, FSC shall prepare the Change Orders including appropriate back-up documentation and submit the Change Orders with appropriate back-up documentation to the FE&AS office.   The Director, FE&AS shall approve the Change Order and the FE&AS office shall process the Change Order through ECU Materials Management. The Capital Accounts Manager shall log the approved change order into the project database.

J. All contractor invoices shall be sent to FE&AS office at 1001 East 4th Street along with the required Appendix E-MBE Documentation for Contract Payment and the County Sales and Use Tax Report.  The FE&AS office shall retain the MBE documentation.  The FE&AS office shall forward the pay requests to the Project Manager for verification.  The Project Manager shall forward the approved pay requests, including partial or final receiving reports as required, to Accounts Payable OR inform the contractor of any outstanding items requiring correction prior to payment being made.  
K. Upon completion and acceptance of work by Project Manager including final payment processed and receipt of close out documents, the Assistant Director, FSC or Director, FM-HSC shall forward a Letter of Completion as part of Summary of Documentation to the FE&AS office to close the project. 
L. Refer to FSSP 51-0009, Material & Contract Services Against Capital Accounts, for procedures associated with purchases of materials within ECU Materials Management guidelines requiring no installation, design, or construction by Facilities Maintenance Departments on each campus against Capital Construction accounts, 2001 Bond Referendum accounts, and Repair & Renovation accounts.

M. Refer to FSSP 51-0013, FE&AS Internal Operating Procedures, for the procedures associated with moving funds among lined items in Capital Construction accounts, 2001 Bond Referendum accounts, and Repair & Renovation accounts to support approved expenditures.
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