OSE Steering Committee

Sub-committee report

“User friendly OSE forms and fewer forms”

The following is a report of the sub-committee’s findings and suggestions to the committee.

General

1. OSE forms should be fillable by the use of “readily available” software.  Word and Adobe Acrobat are possible suggestions.

2. OSE forms, when created using particular software, should be easy to email and “electronic friendly”.


3. Do not complicate forms by adding “drop-down” menus.  Typing a few numbers or initials takes less time than looking through a drop-down menu.

4. Format forms such that fields may be left blank.  Previous forms required a character in each space or the user could not exit or print the form.

5. If fillable fields contain equations, make sure they have the ability to add, subtract, or perform the function required for all possibilities in that field. 
6. Forms that begin a project should be formatted to complete all forms that will be required in the series, ie., by completing the SE-310 form, many fields in the SE-330, SE-355, SE-357, SE-480 are completed instantaneously.  

7. When a form number is listed or referenced add the name of the form.

8. Delete the requirement for the OSE PM to receive an original and one copy of the completed form.  OSE PM should receive one copy of the completed form with accompanying data attached.

9. If forms are to be “at the option of the Agency”, they should be noted as such on the form and/or in the OSE Manual.

Individual Forms – The following comments are made in accordance with the forms that are listed for promulgation as presently posted on the OSE website. 

SE-210, Invitation for Professional Services:  Change the submittal of “original and one copy” to one copy to OSE.

SE-212, Notification of Selection for Interview: Delete the requirement to forward a copy to the OSE PM.  The OSE PM receives a copy with the SE-220 package.
SE-214, Selection Committee Confidentiality: no suggestions

SE-215, A/E Evaluation: Although the law allows the interview of as few as 3 firms, there are occasions that up to 7 or 8 may be interviewed.  Provide the ability to modify the form for additional firms by adding columns.

SE-217, A/E Selection Committee Summary: The comment for the SE-215 is applicable.

SE-219, Notification of Selection for Contract Negotiation: Delete the requirement to forward a copy to the OSE PM.  The OSE PM receives a copy with the SE-220 package.

SE-220, Authority to Execute a Professional Services Contract: Change the submittal of “original and one copy” to one copy to OSE.

Delete the requirement for the Selection Committee to prepare a report listing all responses and reasons for selecting persons or firms to be interviewed.

Delete the requirement to submit the SE-290, A/E Evaluation Form (Sub-committee suggests the SE-290 form be deleted in its’ entirety). 

SE-230, Small Professional Services Contract: Add categories for Basic Services, Additional Services, and Reimbursables.
SE-250, Professional Services Payment Request: Delete this form in its’ entirety.

SE-260, Professional Services Contract Amendment: Change the submittal of “original and one copy” to one copy to OSE.

SE-271, Documents Transmittal: Delete the requirement to submit a draft of the proposed contract.

Require a cost estimate at the Schematic and Construction Documents submittals only.

SE-290, A/E Performance Evaluation: Delete this form in its’ entirety.

SE-295, Assessment of Damages-Professional Contract: Change the submittal of “original and one copy” to one copy to OSE.

SE-310, Invitation for Bids, Page 1: Several presentations have suggested “no mandatory Pre-bid conferences” while others have suggested that permission must be obtained from OSE.  Clarify requirement or give the agency the option.

SE- 310, Invitation for Bids, Page 2: Change the submittal of “original and one copy” to one copy to OSE.

SE-311, Invitation for Minor Quotes: This form is not presently listed on the OSE website.  Retain this form; however, delete the second page.
SE-330, Bid Form: Allow the form to be modified from multiple Base Bids to Base Bid and Alternates.

Page BF-1A: Provide an explanation that there is a quantity in the Base Bid that is associated with the unit prices.  Unit prices are for additional material/services or to delete material/services form the base bid amount.

Page BF-2: Allow the form to be modified from multiple Base Bids to Base Bid and Alternates.

Page BF-3: Link the number of completion days and LD’s to the contract documents.

SE-331, Quote Form: This form is not presently listed on the OSE website.  Retain this form.  Add tables for the listing of Unit Prices and Subcontractor Listing.  Also, a “short form” construction contact is required.

SE-335, Bid Bond: no suggestions.

SE-350, Contractor Questionare: This form is not presently listed on the OSE website.  Retain this form; however, delete the requirement for Registered Mail delivery.  Also, a suggestion to highlight item #11, Certified Financial Statements”.  There has been occasion when a contractor has “overlooked” this requirement prompting a second submittal and additional time to receive the information.
SE-370, Notice of Intent to Award: Allow the form to be modified for multiple Base Bids or Base Bid and Alternates.


SE-380, Authority to Execute a Construction Contract: Change the submittal of “original and one copy” to one copy to OSE.

Add name of form to form numbers.

SE-390, Notice to Proceed: no suggestions.

SE-420, Construction Change Directive: no suggestions.

SE-470, Notice of Claim: no suggestions.

SE-480, Construction Change Order: If this form will not have the additional 3 pages as “optional pages”, refer the contractor to the OSE approved mark-ups.  Indicate the OSE mark-ups are not to be exceeded. 

SE-490, Assessment of LD’s: no suggestions.

SE-495, Contractor Performance Evaluation: Allow agencies the option to complete the form.

SE-550A, Certificate of Substantial Completion: no suggestions.

SE-550C, Contractors Request for Substantial Completion: no suggestions.

SE-560C, Certificate of Final Completion: no suggestions.

SE-590, Certificate of Occupancy: no suggestions

SE-640, Professional Services Delivery Order: This form is not presently listed on the OSE website.  Retain this form; however, a small A/E contract is required.

SE-650, Professional Services Delivery Order Amendment: This form is not presently listed on the OSE website.  Retain this form.

SE-680, Construction Services Delivery Order: This form is not presently listed on the OSE website.  Retain this form; however, a small construction contract is required.

SE-690, Construction Services Delivery Order Amendment: This form is not presently listed on the OSE website.  Retain this form.

SE-710, Gift of Construction: no suggestions.

SE-712, Gift of A/E Services: no suggestions.

SE-900, Application for Flood Hazard Permit: no suggestions.

SE-901, Permit to Develop in a Flood Hazard: no suggestions.
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