TASK ORDER FOR TRANSPORTATION ENHANCEMENT PROJECTS

TASK ORDER SCOPE OF WORK

TRACS #___________________

PROJECT #TEA ____________
____ (PROJECT NAME________

___(Type of project, e.g. path & landscaping)____

Milepost ____ - _____

____Date_____________

This Transportation Enhancement (TE) project is to _____ (brief project description) ______ with the Arizona Department of Transportation (ADOT) and the _____ (name of City of Town)_____.  The project location is along SR ____ between ____(street names and milepost data)________.  The project length is approximately ________ and includes  ____ (detailed project description – list all project elements)______.   The project right-of-way is owned by ADOT ___(if any other land, mention here)_____.  This project will require coordination with the community and ADOT to ensure that all of the project components are eligible for Transportation Enhancement funding.  The initial scoping document will be due within 3 months of the date the Consultant is given the Notice to Proceed (NTP) for the scoping.  The Final plans, estimates and specifications will be due ____(date)_____, three years (or before) from Transportation Board approval of the project.

The project scoping and design is to be done in two phases with two contract modifications.  These TE projects are federally funded – do not start work on the scoping phase (or the design phase) until the cost estimate has been approved by ADOT and the Consultant has received a NTP. The consultant should not develop an estimate for the design phase until requested after scoping has been completed, or is near completion.   

Phase I is to develop and define a scope of work which is to be included into a Project Scoping (PS) document.  The PS (Design Concept Report, Project Assessment or Scoping Letter) is to be developed based on the project Transportation Enhancement application selected by the Transportation Enhancement Review Committee.  The project application and Project Manager (PM) will give direction on what type of PS is to be done and the elements to be included as part of the design along with the total projected cost for design and construction as approved by the Transportation Board.  The PS will then be submitted to ADOT- Transportation Enhancement & Scenic Roads Section for approval.  More than one draft may be required depending upon comments received.  After approval of the PS, authorization to proceed with plans, specifications and estimates for Phase II of this task order will be given pending approval of the design cost estimate.

NOTE:  The consultant shall submit to the ADOT Project Manager and the assigned staff from ADOT- Program Project Management Section (PPMS) the current project schedule and cost estimate (E2C2 Program) for tracking purposes at each stage of project development.  The consultant will need to report similar information to PPMS on a monthly basis (SURF Report).
1. ENVIRONMENTAL ANALYSIS & CATEGORICAL EXCLUSION PREPARATION

The environmental document Categorical Exclusion (CE) must be prepared by the Consultant following Sections 201, 500, 600, 800, 900, and 1001 of the on-call contract.  The CE must be approved and signed prior to any work starting on the 60% (Stage III) plans.  Therefore, it is critical that the consultant start work on the CE about the same time that work is started on the design scoping document (PS).  Please coordinate directly with your own internal design personnel with regard to all scope schedule and budget requirements.  Include the likely staging area in the project area.

The cost estimate packet must include a signed/approved Project Data Sheet (PDS) form with state and vicinity maps (available on the Environmental & Enhancement Group, EEG, web page) and a list of deliverables with a schedule for delivery.  The environmental schedule must be merged with the general project schedule before submittal to ADOT.  Please ensure that the hours and costs for each discipline are broken out separately on the cost derivation worksheet (available on EEG web page).  Please provide sufficient explanation to readily justify the estimated hours of work.  If a cultural resources survey is necessary, submit the cost estimate packet separately; the billing cover letter must separate cultural survey costs from the total.

Prepare the PDS in close coordination with the ADOT NEPA planner.  Check with the ADOT biologist with respect to the type of biological review necessary prior to submitting the Project Data Sheet. Check with the ADOT Historic Preservation Specialist with respect to the type of cultural review necessary prior to submitting the Project Data Sheet. Check with the ADOT Hazardous Materials Specialist with respect to the type of hazmat review necessary prior to submitting the Project Data Sheet. 

Attach all necessary documents; i.e., archeological surveys, maps, etc. to the PDS for ADOT signatures.

Provide a brief summary of environmental aspects of the project including right of way, temporary construction easements, biological resources, hazardous materials, cultural resources, and Clean Water Act issues.

The Consultant should identify if the project is within the 100-year floodplain and be prepared to scope the Floodplain manager.  If this task is needed, it should be included in the cost derivation worksheet.  Likewise, the Consultant should evaluate the need for public participation and/or public meetings, and include such costs in the estimate, but only if approved by the NEPA planner.

Arrange with ADOT ITG for electronic access to the EEG databases.
Prior to submitting the task order, cost estimate, and schedule contact the environmental planner to discuss this project in detail (review the project assessment, scoping letter, etc.), and contact your internal personnel and the ADOT Project Manager to verify the scope of work and the proposed bid date.  Also, please copy pertinent information from the EEG project file, and submit an estimated completion date for work performed on this task order.  Please provide the dates of submittals for all deliverables in the schedule for the cost estimate.  After the CE is completed, make sure the environmental mitigation measures are submitted to the design consultant for inclusion in the Special Provisions.  Continued review of all plans as the design is developed is necessary to ensure the CE remains valid.

2.   PHASE 1
SCOPING  
A.
Pre-Initial Design Meeting

A formal review and discussion of the project shall be held at the project location prior to the start of work.  The meeting shall take place as soon as possible after the Consultant has received a NTP and assembled the project team involvement list.  Please coordinate directly with your internal environmental personnel with regard to environmental requirements.

The attendees shall consist of the Consultant design team, City/sponsor officials, ADOT Project Manager and other ADOT personnel invited by the Consultant in consultation with the PM.

· Consultant shall coordinate with the ADOT PM and the proposed project team to determine scoping kick-off meeting date and location.  The Consultant will be responsible for sending out the notices for the meeting.

· Consultant shall take meeting notes and distribute to the project team no later than five working days after the meeting date.

· The Consultant should obtain appropriate as-builts from ADOT Engineering Records section and be prepared to discuss any possible drainage issues, or other issues related to the project.

B.
Preliminary Project Scoping Development

Consultant shall review the original Enhancement Project Application and develop a scope of work, (including a project staging area), a comprehensive schedule, and estimated cost that encompasses the intentions of the original project application selected by the Transportation Enhancement Review Committee while attempting to satisfy the needs of all team members.  Please coordinate with PPMS to input cost estimate and schedule into the PPMS electronic programs.  All project elements must qualify for enhancement funding or show other appropriate funding sources.  Meeting notes from the scoping kick-off meeting should also be used.

NOTE:  The project scope and design must comply with the Americans with Disabilities Act Accessibility Guidelines (ADAAG) and any applicable American Association of State Highway and Transportation Officials (AASHTO) requirements, including the AASHTO Roadside Design Guide and the Guide for the Development of Bicycle Facilities.

· Develop a PS document with cost estimates, and schedule in ADOT PS format. Include the equivalent of 15% level plans in the submittal.
· Perform field surveys as required to produce base plans, and a constructable project with a staging area. Base plans should be created from a topographic survey or highway plan sheets of existing conditions including property and right-of-way lines, utilities, contours and spot elevations.

· As part of the Environmental Requirements overview include a discussion of environmental topics such as biological resources, hazardous materials, cultural, Clean Water Act Section 404, resources and other germane environmental issues.

· Determine number of draft PSs (usually 12 - 24) required by the project team and distribute for review comments.

· Assemble all comments in MS Word or Excel and review with the project team.

· Consultant shall coordinate with the ADOT PM and project team a comment resolution meeting date and location and send out notices for that meeting.

· Consultant shall take meeting notes and distribute to the project team no later than five working days after the meeting date.

· Consultant should determine if pavement design is necessary or if geotechnical work will be needed, and if so, make that part of the project (in consultation with the ADOT PM).

· Consultant should also identify any potential drainage concerns in the PS, and if drainage issues are involved, make them part of the project and involve the PM and other ADOT staff as necessary.

C. Final Project Scoping

The final PA should be developed after the project team has reviewed all draft PS comments.

· Determine number of final PSs required by the project team and distribute.

· Assemble any review comments from the final PS and format and distribute during the design kick-off phase with the project team.

· Develop a design cost estimate and forward that to the ADOT PM.

NOTE:  After final PS approval a “Notice To Proceed” (NTP) will be given for a design kick-off meeting and to start plan and special provision preparation (Phase II) provided that the design cost estimate is acceptable to ADOT.  Do not start work on the design until given a NTP.

In some instances where the project lacks complexity, some of the plan submissions may be combined.  This combining will be agreed to prior to finalizing the PS and starting on the design costs estimate.

3.   PHASE II
 DESIGN

A.
Initial Design Stage II (30% Plans)

The following information and plans shall be developed:

· Consultant shall coordinate with the ADOT PM and project team to determine the design kick-off meeting date and location, and distribute notices of the meeting.

· Coordinate with the project team to include the necessary project design and development items defined in the final PS and/or from previous review comments.

· Consultant shall take meeting notes and distribute to project team no later than five working days after meeting date.

· At the completion of this phase, pathway/sidewalk, landscape and irrigation design and plan development should be approximately 30% complete.  The following material shall be developed and submitted to the project team for review:

1) Preliminary draft of Face Sheet (ADOT will provide).

2) Conceptual pathway/sidewalks, ramps, landscape and irrigation plans at 1”=20.0’ in Standard ADOT sheet format.  Any curb and gutter shall have the appropriate ADOT standards noted as well as roadway stationing.  Show the pathway/bicycle lane/sidewalk location and alignments, locations of new light standards and street furniture, tree and shrub massings, accent plant locations, plant list, proposed points of connection for water, electrical, and mainline routing. Show existing utilities on plans and coordinate with City and utility companies as appropriate.  Also show contours and pertinent topography on the plans as well as the distance from the centerline to the edge of right-of-way.

3) Provide list of quantities for landscaping and hardscape materials.

4) Preliminary cost estimate based on 30% design plans based on ADOT item      numbers.  The estimate must be in ADOT format and use ADOT item numbers.  The estimate should also include any costs for utility or sign relocations, if necessary.  

5) Updated project schedule


NOTE:  ADOT Contracts & Specifications Section has requested that all ramp and curb standard details be called out on the 30% plans. 

· After 30% plans are available the consultant will be responsible for notifying all nearby utility companies of the proposed project construction and obtain utility clearance letters.   Those letters will be forwarded to the ADOT Utilities Section to obtain utility clearances  
SEE INSTRUCTIONS FOR  CONSULTANTS OUTLINED BY ADOT – UTILITIES SECTION.  

NOTE:
All 30%, 60% and 95% plans shall be clearly identified “PRELIMINARY-NOT FOR CONSTRUCTION.”  The percentage completion & date of submittal should be clearly evident.

· Determine number of 30% plans required by the project team and distribute.

· Assemble any comments from the project team and distribute in MS Word or Excel to the project team.

· Schedule a Comment Resolution meeting with the project team for addressing 30% review comments and distribute notification of that meeting.

· Consultant shall take meeting notes and distribute to the project team no later than five working days after meeting date.


B.
Preliminary Design Stage III (60% Plans)

At the completion of this phase, design and plan development should be approximately 60% complete.  

· The following material shall be developed and submitted for review based on comments received from the 30% plans: 

1)
Face Sheet (obtained from ADOT).

2)
Index to Sheets.

3)
Preliminary vehicular and pedestrian access, typical sections, landscape and hardscape plans, profiles, drainage details, earthwork quantities, irrigation and all other construction details as necessary.

4) All other material included in the 30% submittal including planting plans and plant installation details, plant and hardscape quantities, preliminary materials summary and cost estimate by ADOT item number.

5) Draft of Special Provisions.

6) Detailed cost estimate in ADOT format.

7) Updated Project Schedule

8) (a) SWPPP Index Sheet. (b) Erosion and Sediment Control Summary for construction quantities. (c) Erosion and Sediment Control BMP Detail Sheets. (d) Erosion and sediment control layouts.  (e) Cost Estimate, summary, and calculations.  (f) Special Provisions for Erosion and Pollution Control, as well as Seeding Spec. (g) design consultant is also required to contact Roadside Development Section to obtain the latest updated Erosion and Sediment Control CAD BMP details and SWPPP Index Sheet files.  
· Assemble any comments from the project team and distribute in MS Word or Excel to the project team.

· Schedule a comment resolution meeting and/or a field review with the project team for addressing 60% review comments and distribute notice of that meeting.

· Consultant shall take meeting notes and distribute to the project team no later than five working days after the meeting date. 


C.
Final Design Stage IV

At the completion of this phase, design and contract document development shall be approximately 95% complete. 

· The following material shall be completed, checked and distributed for project team review:

1)
Face Sheet

2) Index to Sheets and standard drawings.

3) Final sidewalk typical sections, plans, street furniture locations drainage details, earthwork quantities and all necessary construction details.

4) Final planting plans.  Plans shall show location and size of all plant material.  Inert groundcovers shall be clearly defined, and a complete plant key provided on each planting sheet.  All details shall be provided for the installation of the plant material, and a materials schedule shall be included on each sheet.

5) Final irrigation plans showing all piping and appurtenances and all necessary installation details.  Drawings shall include electrical wiring details and wiring diagrams sufficient for proper installation to the existing power source.  A materials schedule shall be included on each sheet.

6) Final construction quantities including all hardscape related items, plant materials and irrigation system components.  Plant materials must be broken down by species and size.  All quantities shall be broken down on a per sheet basis.

7) Final Cost Estimate, Summary and calculations.

8) Final copy of the Special Provisions.

9) Provide standard drawings for sheets 1a, 1b, etc.

10) Updated project schedule.

11) Submit utility the coordination packet in ADOT format in a condition that is suitable for ADOT to provide a utility clearance.

12) Schedule a comment resolution meeting with the project team for addressing the 95% review comments and distribute notice of that meeting.

NOTE:  Checked computations and checked data on the plans are required for all items prior to submittal.  ADOT’s review of this submittal will include technical content, incorporation of previous comments and completion of design and details, as well as:

· Conformance of estimates, summary and calculations to each other.

· Completeness of contract documents.

· Compatibility of plans and special provisions.

· Coordination between disciplines phases, and outside parties.

· Clarity of contract documents.

· Consistency of presentation.
D.
Construction Documents Stage V

At the completion of this phase, the design, plans and special provisions shall be 100% complete.  The following material shall be submitted for completion of the project.

Reproducible copies on vellum for plan sheets and bond paper for all other contract documents.  “Sealed and signed” in items 1 and 2 below refers to each document being sealed in black ink by an Arizona registered Landscape Architect, Engineer, or other professional as required.

1. Provide complete reproducible set of sealed and signed contract document originals necessary to contract the project.  No stick-ons permitted. 

2. Provide a complete sealed and signed reproducible set, one (1) copy of the special provisions to cover design items not identified in ADOT Standard Specifications for Road and Bridge Construction, current edition.  Include a diskette of the above in Microsoft Word Version 6 format.

3. Provide final and complete quantity summaries and cost estimate by items.

4. Provide final design calculations.

5. Return any documents and other materials provided for use on this project.

6. Provide a CD of 100% plans in Microstation Version 7.1.  Include all required base files and reference files.

NOTE: 
All review submittal prints of the construction plans shall be clearly stamped  “PRELIMINARY – NOT FOR CONSTRUCTION”

The State (ADOT) will make available:

· Vellum sheets with title block and photocopies of existing sample special provisions, plans and details.

· Plans of the existing roadway as available.

If necessary the project manager may request a task order modification for “post design” services.

NOTE: The Consultant will be asked to attend a pre-construction partnering meeting after the project is advertised and awarded to a contractor.  Attendance at this meeting should be figured into the design estimate.

4.
CONSTRUCTION ADMINISTRATION  

[Use one of the following two paragraphs]

[Use the following paragraph if the consultant’s scope of work for post-design services cannot be determined at this time.]

The Consultant may be asked to perform Construction Administration by the ADOT PM.  If such is the case, The Consultant will be expected to shall be responsive to Section 500 of the on-call contract.  A project modification will need to be negotiated and approved if this service is required.

[Use the following paragraph if the consultant’s scope of work for post-design services can be determined at this time.]

The Consultant shall be responsive to Section 500 of the on-call contract for the following scope of work for post-design services.

[Delete the following if the consultant’s scope of work for post-design services cannot be determined at this time. Revise as appropriate is the scope of work can be determined.]

A.

Post-Design Services:

1. If requested or required by ADOT, assist in the preparation of addenda during the bidding period and change orders during construction. If the work is a result of omission or errors on the part of the consultant’s work, it shall be done at no change in contract cost. Otherwise, this work will be considered extra services that will be paid at the consultant’s hour rate plus direct expenses, not to exceed an authorized maximum amount.

2. Attend [__] [one (1)] partnering (pre-construction) meeting in _______ [insert location, city or town].

3. Attend [__] [one (1)] construction meeting or field inspection at the project site to generally become familiar with the progress and quality of the work and to assist and advise ADOT in determining in general if the work is proceeding in accordance with the contract documents.

4. Participate in Final Inspection or Final Walkthrough of the project and review and provide comments, revisions or concurrence to items reported as defects and deficiencies in the Work and also any action items. 
NOTE:  During site observations, consult with ADOT, giving opinions and suggestions based on the ADOT Resident Engineer’s observations regarding defects or deficiencies in the Contractor’s work and relating to compliance with the drawings, specification, and design concepts or intent. (Be aware that the Contractor at all times has sole responsibility for safety and for safe practices or unsafe practices or conditions. As with ADOT, the Consultant does not have responsibility for the superintendence of construction, site conditions, safety, safe practices or unsafe practices, or conditions, operations, equipment, or personnel other than its own employees and shall not make any statements or implications as such.) 

5. Provide [___] [one (1)] written report summary of the construction meeting[s] or field inspection[s].

6. Respond to Requests for Information (RFIs)

7. Review drawings and data submitted by the Contractor for general conformity to the drawings and specification, external connections, and dimensions that affect the layout. 

8. Interpret the meaning of the contract documents, as necessary.

9. Revise the drawings to conform to Contractor’s construction record copy and furnish [___] [one] hard copy [copies] to ADOT plus an electronic copy.

END OF TASK ORDER
Revised August 2, 2007









