[image: Home]Toggle navigation 
· Resources 
· Audio-visual equipment
· Geographic information systems (GIS)
· Communications
· Conference rooms
· Data services
· MN.IT@MPCA
· Library Services
· Office procedures manual
· Training and development
· Video conference services
· Webcasts
· Operations 
· Agency operations
· Agency performance review
· Budget reports
· Continuous Improvement
· Contracts and outgoing grants
· Grants — incoming and cooperative agreements
· Labor Management Committee
· Management teams & media forums
· Purchasing
· Records management
· Baldrige Assessment
· Programs 
· Construction stormwater inspector's headquarters
· Control Equipment
· Community Involvement Guide
· Emergency response
· Enforcement Response Plan
· EAO Division publications
· Feedlot Program headquarters
· Industrial Stormwater Program inspector's headquarters
· Permitting
· Site assessment and petroleum remediation referrals
· Solid waste permitting
· SSTS law and rule history
· Water quality compliance and enforcement inspector's page
· Water quality monitoring planning
· Water quality permit writers guidance
· Watershed project management
· HR & policies 
· Safety
· Employee benefits
· Family Medical Leave Act
· For supervisors & managers
· Job postings and seniority rosters
· New employees
· Policies
· Our community 
· Employee recognition
· Eco Experience
· Health promotion
· Leadership Forum
· MPCA Combined Charities
· Shout Out
· Sustainability
· eBulletin Board
· [image: MPCA website]
1. Operations
2. Contracts and outgoing grants
3. Managing your Professional Technical (PT) contract
Managing your Professional Technical (PT) contract
Once your contract has been executed, you, as the contract/project manager, are responsible for managing the contract to ensure the terms of the contract are being met. For helpful tips, see the  Contract manager: Tips after contract execution
Contractor performance
Occasionally, issues with contractors occur. Work through your contract specialist to navigate options in resolving vendor conflicts and performance. See the list of who to talk to.
Changing or amending contract
Sometimes changes to a contract need to be made. Work with your contract specialist for the best option.
Change orders
A change order can be used in certain instances to document minor changes in the contract workplan and budget.
What it can be used for
· Minor changes between tasks or objectives. For example: updating a milestone schedule, minor shifting of staffing, funds, hours or other costs between tasks or objectives to accommodate unanticipated changes.
· Change orders shall not exceed 10%, cumulatively, of the original contract dollar amount or $50,000, cumulatively; whichever is less.
What it cannot be used for
· Change orders are not allowed unless a change order clause is included in the original contract. Change order language may vary from contract to contract, so it is important to review and understand the specific contract language.
· A change order will not change the terms and conditions of the original contract
Change order
1. Review the change order clause in your contract.
2. Complete the [image: https://lorax.pca.state.mn.us/modules/file/icons/application-octet-stream.png]Contract Change Order (i-admin9-29a)
3. Revise original [or amended] workplan and budget. Show changes by striking out old language and underlining new language.
4. Approvals needed (per language in your contract’s change order clause) prior to beginning work.
5. File the signed document according to the Change Order Routing Checklist or Tempo requirements.
6. Complete a [image: https://lorax.pca.state.mn.us/modules/file/icons/application-octet-stream.png]Scanning Request Form for Contracts (i-admin2-09a) (Tempo users should upload document to OnBase).
Amending a contract
Project managers should manage their project to verify that the work is progressing within the contract timeline and established costs. To amend a contract, ideally you should submit your request to the Contracts Unit 90 to 120 days before the contract ends. But should be submitted no less than 30 days before the contract ends.
Use the OnBase Workflow in Outlook to submit your request. A contract specialist will help you with the amendment process.
· [image: https://lorax.pca.state.mn.us/modules/file/icons/application-octet-stream.png]Detailed Instructions on how to submit
What happens when your contract is more than one fiscal year?
Project managers should work with their fiscal coordinator and purchasers to ensure that funds are available and encumbered to cross into the next fiscal year.
· [image: https://lorax.pca.state.mn.us/modules/file/icons/application-octet-stream.png]Fiscal coordinators
Contractor/grantee performance evaluation
Complete the Contractor/Grantee Performance eform through OnBase workflow. This process offers some autofill features and ensures all evaluations are readily retrievable.
To help you remember this important step at the end of a contract or grant, an email reminder containing a link to the workflow will be automatically sent to the project manager when the contract or grant expires. The [image: https://lorax.pca.state.mn.us/modules/file/icons/application-octet-stream.png]Contractor/Grantee performance evaluation reference guide will guide you through the process.
Legislative Reference Library requirements
Does your PT Contract result in a report? If so, it is required that a copy of the report must be filed with the Legislative Reference Library.  
· [image: https://lorax.pca.state.mn.us/modules/file/icons/application-octet-stream.png]Legislative Reference Library Report guidance
Suggestions
Do you have suggestions for this webpage? If so, we'd like to hear how we can help improve it. Contact Jayne Stilwell Lamb with your ideas.
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