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Workplan
Your role in the workplan process
As the project manager for your Professional Technical (PT) contract, you will be working with a contract specialist to prepare your workplan.   The [image: https://lorax.pca.state.mn.us/modules/file/icons/application-octet-stream.png]Roles and Responsibilities Matrix  defines the phases of a contract and who is involved in the various tasks. This will help you understanding your responsibility within each phase of a contract.
Developing your contract project workplan
A project workplan specifies your project goals, objectives, tasks, timeline, and budget. Each workplan must include:
· Project summary
· Statement of problems and existing conditions
· Project goal, objectives, tasks and sub-tasks
· Measures and outcomes
· Gantt chart (schedule)
· Budget
Resources
For greater efficiencies the following documents are available to guide program staff and contractors.
· [image: https://lorax.pca.state.mn.us/modules/file/icons/application-octet-stream.png]Contracts content and formatting checklis
· [image: https://lorax.pca.state.mn.us/modules/file/icons/application-octet-stream.png]Project Workplan - template (e-admin9-38)
· [image: https://lorax.pca.state.mn.us/modules/file/icons/application-octet-stream.png]Budget/Gantt Chart template (e-admin9-39)
Eligible and ineligible costs
The Project Manager will work with their Contract Specialist to identify the appropriate eligible and ineligible costs for your project. The Contracts Unit has compiled a list of [image: https://lorax.pca.state.mn.us/modules/file/icons/x-office-document.png]Common eligible and ineligible costs for reimbursement. Use this list to customize your individual contract (eligible and ineligible costs are based on several factors, including State Laws or Rules, Agency policy and practices, legal precedent and the Attorney General’s advice, and financial audits and the Auditor’s advice).
Travel expenses
Talk with your Contract Specialist about allowable travel expenses. 
Review/negotiate process
Evaluate the contractor’s workplan, timeline, and budget. The State may request clarification or revision. If a contractor would like to see a sample contract this can be provided by a contract specialist. If the contractor took exception to the sample contract, then those items, along with price, will need to be negotiated.
Finalize your PT contract
The contract specialist will route the finalized contract in Swift. The contract is a legal, binding document requiring several signatures for execution. Timelines for obtaining signatures vary by contract type. Once fully executed, the contractor and the Project Manager are expected to read and comply with all conditions of the contract. The contractor is also expected to keep accurate financial records of the project.
[bookmark: _GoBack]
image1.png
The Lorax




image2.png




image3.png




image4.png




