Project development contacts - preplanning
Purpose:  Understanding and clarifying your program’s contracting needs early on can help save time and effort in the contract development process. This “pre-planning” happens prior to program staff submitting a Contract Request to the Contract Unit.  Based on the project’s design, program staff may want to gather additional information or seek guidance by having an informal conversation with relevant individuals listed below. The following provides a list of contacts to consider discussing details with during the program pre-planning. This contact list is for informational purposes only and not designed to be a one size fits all.  

Program Team

Program Technical Staff
Program technical staff may be able to help build the scope and tasks of projects. Consult with technical experts to get better idea on scope of work and schedule within established timeframes and budget.
Outside Funding Partners (EPA, USGS, etc.) (If receiving outside funds and is applicable)
Program staff may have discussions with outside funding partners to fully understand their expectations regarding the scope of services of the project, project approvals, etc.  Important things to be aware of are how funds are to be transferred, restrictions on use of funds and any reporting requirements.
Program Unit Supervisor/Manager
Provide assistance on program outcomes, project approach, direction setting, scope of the project, project deliverables, program spending plans, spending plan approval process, governor or legislative interest, funding available or approved and monitoring project progress to stay on schedule. 
Program Assistant Division Director
The Program Assistant Division Director can provide guidance on program priorities, project approach, direction setting, agency budget process and approvals. Will monitor project balances at agency level and if necessary, repurpose at risk funds.   
Agency Contract User Group Team Member
Provide guidance on training information available, best management practices, assist with understanding roles and responsibilities, train program managers on scope and common problems, provide support in fiscal management and project/contract management, etc.
Operations Team

Contract Specialist 

Provide guidance on the contract options and implications, best management practices, training overview and resources, guidance documents, state contract availability and preparing a scope. No contracting decisions will be made during pre-planning, since details can often change at this early point in time. 

Contact: Jayne Stilwell Lamb at 651-757-2756 or Jayne.stilwell-lamb@state.mn.us), Tracey Josephson at 651-757-2477 or tracey.josephson@state.mn.us, Mary Heininger at 651-757-2418 or mary.heininger@state.mn.us

Fiscal Coordinators 
The fiscal coordinators are available to assist with funding and payment questions. 

Lead Purchasers  
Provide guidance on commodity or general service contracts or refer to the Contract Unit if it is a professional technical contract.  The lead purchasers can assist with providing guidance on existing Department of Administration State Contracts for commodities or general services needed.  They will coordinate with Contract Specialist if the nature of work is unclear.
Joan Schepers at 651-757-2060 or joan.schepers@state.mn.us, Svetlana Tenenboym at 651-757-2065 or Svetlana.tenenboym@state.mn.us, Michelle Stryker at 651-757-2078 or michelle.stryker@state.mn.us and Jeanette Sandstrom at 218-302-6635 or Jeanette.sandstrom@state.mn.us or Joleen Lenz at 651-757-2824 or Joleen.lenz@state.mn.us
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