Common questions about Pre-Planning
(Pre-planning:  before submitting a formal request to the contracts unit)
April 9, 2015

1. Can I approach the contract unit with questions before I submit a formal contract request? 
YES!  This is part of what is called Pre-Planning (Pre-P).  There is a misconception that staff cannot talk to the contract unit unless they have submitted a formal request through the On-Base work flow process.  We hope Pre-P will change that.  Contact Jayne Stilwell Lamb, Tracey Josephson or Mary Heininger for assistance. The contract type will not be determined during Pre-P since this is an opportunity to gather information before a contract request is submitted.
2. When is the best time to approach the contract unit with program ideas?
As soon as possible.  The contract specialist can provide guidance on contract options and implications, best management practices, training overview and resources, guidance on scope development, and guidance on other state contracts that may be available. Once program staff has determined that an outside group will be a part of the project, contracting staff should be advised. Keep in mind the fiscal requirements of the project during Pre-P.
3. Do I need to know the whole scope of my project before I talk to contract staff?
No, but you should have a general idea of the project and be able to ask clarifying questions based on what you know so far about the project. 
4. Can this be an informal discussion?
Yes, in fact, informal is the intent of Pre-P.
5. Are final contracting decisions made during Pre-P?
 No “final” contract decisions are made during Pre-P.  This is an information-gathering process only. However, the program will be making program-specific decisions on the services to be performed or needs of the program that will be obtained through the contracting process.
6. [bookmark: _GoBack]How and when am I able to have communication with potential vendors?
The contract specialist can assist you with guidance before talking to potential vendors. 
7. Who should be present during discussions?
It can vary.  There is many staff available to assist during Prep-P. These include: program technical staff, outside funding partners if applicable, program unit supervisor or manager, program assistant division director, agency contract user group team member, contract specialist, fiscal coordinators or lead purchasers.  Refer to the Pre-Planning Project Development Contact list.
8. Are Pre-P discussions required?
No, however a discussion is recommended. The intent is for the programs to be better prepared and have more knowledge about the scope and project outcomes of their projects before beginning the contract process. 
9. Should we have a Pre-P meeting if we have a long running project or established program?
Yes, if you anticipate significant project changes, then you should schedule a Pre-P meeting with the staff that may be able to assist. 
10. What if I have made a prior decision on who I want to hire, do I still need to submit a contract request?  
It is recommended that a Pre-P discussion occur prior to making final contract decisions on who to hire. Work that may occur based on predetermined decisions may need to be revisited based on overlooked contract statutes, rules, or policies. The program staff is encouraged to focus on preparing the scope, objectives, and the deliverables of the project during Pre-P. 
11. Can the MPCA legal services team provide guidance or contract assistance to develop a contract?
No, consult the contract unit prior to contacting legal services with contract questions.  
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