[image: image1.jpg]% University of Colorado
Bovider

e —




Office of Design & Construction

UCB Standing Order Contractor Program (SOC) Procedures
All SOC procedures, forms, contracts, etc. are found online at https://www.colorado.edu/fm/design-construction/standing-order-contractors-soc-program.   It is important to review and understand all documents before utilizing this program.

PROJECTS < $25,000
1. The UCB project manager (PM) may choose any contractor that is on the current Standing Order Contractor list.  Obtaining proposals from 2-3 contractors is highly recommended.  
2. The contractor must provide the PM with a time and materials not-to-exceed written proposal with a breakdown of labor, materials and equipment.  As outlined in the SOC RFP and the General Conditions (SC-6.21), proposals shall include a breakdown of the skill level and hourly cost of workers proposed and cost of materials required for the project.  Please review the sample proposal and invoice for further clarification.   
3. The UCB project coordinator (PC) will provide the contractor with a Standing Order Contractor Notice to Proceed (NTP) letter, attaching the contractor’s proposal.
4. For any change orders, use the Change Order Notice to Proceed letter.  Attach the contractor’s change order proposal, which must include a breakdown of labor, materials and equipment and a copy of the original and signed Notice to Proceed letter.
5. At the completion of the project, the PM/PC shall either:

a) Provide to the contractor a Standing Order Contractor Notice of Substantial Completion letter which states that the work is substantially complete and include a punch list and a contractor’s schedule to complete all punch list items.  This will begin the warranty period for the project. Once all punch list items are done and the PM accepts the project as complete, the PM/PC shall provide a Standing Order Contractor Notice of Final Acceptance letter to the contractor; OR
b) Provide to the contractor a Standing Order Contractor Notice of Final Acceptance letter if all work was found to be complete and there were no punch list items.  This will begin the warranty period for the project.
6. Invoices must have a breakdown of contractor’s labor, materials and equipment.  The PM shall not approve final payment until the Standing Order Contractor Notice of Final Acceptance has been issued and all inspection cards have been signed off and given to the PC.  
PROJECTS > $25,000 and < $100,000
1. The PC will send (via email only) Notice To Bid, Information to Bidders, Bid Form, contract documents/scope of work, and if applicable, Bid Bond and Bid Appendix A, to at least three qualified contractors (selected by PM) listed under the approved trade serving  as the prime contractor.  If the bid is $50,000 or over, the Bid Bond must be submitted with the contractor’s bid.  
2. Contractors must be given a minimum of three working days to bid. 
3. Bids will not be opened publicly and all submitted bid prices will not be available until after the low bid price has been accepted by the PM.  The PM is not required to share the results of SOC bid. 
4. The PC will provide the selected contractor with a Standing Order Contractor Notice to Proceed (NTP) letter, attaching the contractor’s Bid and, if applicable, Bid Appendix A.
5. For any change orders, use the Change Order Notice to Proceed letter.  Attach the contractor’s change order proposal, which must include a breakdown of labor, materials and equipment and a copy of the original and signed Notice to Proceed letter.  For any contracts >$50,000, the contractor should submit changes on the official State Change Order Proposal form (SC-6.312).
6. At the completion of the project, the PM/PC shall either:

c) Provide to the contractor a Standing Order Contractor Notice of Substantial Completion letter which states that the work is substantially complete and include a punch list and a contractor’s schedule to complete all punch list items.  This will begin the warranty period for the project. Once all punch list items are done and the PM accepts the project as complete, the PM/PC shall provide a Standing Order Contractor Notice of Final Acceptance letter to the contractor; OR
d) Provide to the contractor a Standing Order Contractor Notice of Final Acceptance letter if all work was found to be complete and there were no punch list items.  This will begin the warranty period for the project.
7. Projects > $50,000 shall have a 5% retainage withheld until the verified claim period has expired and no claims have been filed.
9.
Invoices must have a breakdown of contractor’s labor, materials and equipment.  For projects >$50,000, the contractor should submit for payment using the State Pay Application form (SBP-7.2).  The PM shall not approve final payment until the Standing Order Contractor Notice of Final Acceptance has been issued and all inspection cards have been signed off and given to the PC.

PROJECTS > $100,000 and < $150,000 
1. Send (via email only) Notice To Bid, Information to Bidders, Bid Form, Bid Bond, contract documents/scope of work,  and if applicable, Bid Appendix A, out to at least three qualified contractors listed under the approved trade serving  as the prime contractor.  If the bid is $50,000 or over, the Bid Bond must be submitted with the contractor’s bid.  
2.  Contractors must be given a minimum of three working days to bid.
3. Bids will not be opened publicly and all submitted bid prices will not be available until after the low bid price has been accepted by the PM/C.  The PM/C is not required to share the results of SOC bid. 
4. The State Contractor’s Agreement (SC 6.21) and associated State forms are required for projects > $100,000.   This includes using the State change order, pay application and closeout documents.
5. The PC will have the Notice of Award (SBP-6.15) signed and send to contractor along with the Contractor’s Agreement (SC-6.21), Performance Bond, and Labor and Material Bond.  Contractor shall fill out, sign and send back the original copy.
6. After Agreement and attachments have been approved and signed by all parties then the PC may send the Notice to Proceed (SBP-6.26).  Please note that insurance certificates do not have to be submitted.  The certificates were previously submitted and approved as part of the Contractor’s qualification for SOC, but the PC should verify with Risk Management that the COI is valid and in effect.
7. Projects > $50,000 shall have a 5% retainage withheld until the verified claim period has expired and no claims have been filed.
8. The PM shall follow the criteria outlined in Article 41 of the the General Conditions of the Contract, including using the appropriate State forms, to the complete and closeout the project.
9. Invoices must be on the State pay application for contractors.

PROJECTS > $150,000 and < $500,000
1. Send (via email only) Notice To Bid, Information to Bidders, Bid Form, Bid Bond, contract documents/scope of work,  and if applicable, Bid Appendix A, out to at least four or five qualified contractors listed under the approved trade serving  as the prime contractor.  If the bid is $50,000 or over, the Bid Bond must be submitted with the contractor’s bid.  
1.  Contractors must be given a minimum of three working days to bid.

2. Bids will be open publicly and all submitted bid prices will be available. 

3. The State Contractor’s Agreement (SC 6.21) and associated State forms are required for projects > $100,000.   This includes using the State change order, pay application and closeout documents.
4. The PC will have the Notice of Award (SBP-6.15) signed and sent to contractor along with the Contractor’s Agreement (SC-6.21), Performance Bond, and Labor and Material Bond.  Contractor shall fill out, sign and send back the original copy.
5. After Agreement and attachments have been approved and signed by all parties then the PC may send the Notice to Proceed (SBP-6.26).  Please note that insurance certificates do not have to be submitted.  The certificates were previously submitted and approved as part of the Contractor’s qualification for SOC, but the PC should verify with Risk Management that the COI is valid and in effect.
6. Projects >$150,000, must advertise for final settlement, using the State Notice of Contractor’s Settlement (SBP-7.3) form, prior to approving final payment.
7. Projects > $50,000 shall have a 5% retainage withheld until the verified claim period has expired and no claims have been filed.
8. The PM shall follow the criteria outlined in Article 41 of the the General Conditions of the Contract, including using the appropriate State forms, to the complete the project.
9. Invoices must be on the State pay application for contractors (SBP-7.2).

ADDITIONAL INFORMATION
1. State forms shall not be required for projects less than $100,000, unless required by the UCB PM or as required above, during the documented quote process.
2. Review RFP, VI. Additional Requirements and Information.
3. All documents relating to this program can be found online at https://www.colorado.edu/fm/design-construction/standing-order-contractors-soc-program. 
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