Instructions for DR 39

State Projects
Consultant Provided Professional Services Agreement Close-out Process
The DOR has developed forms to help facilitate the initiation of the close-out process of pre-letting professional services agreements.

The DOR makes payments against three (3) types of professional services agreements. As such, three different forms have been developed as follows:


1.
DR 39 – to be used for Consultant provided professional services agreements on State projects.


2.
DR 39a – to be used for Consultant provided professional services agreements on LPA projects.


3.
DR 39b – to be used for LPA provided professional services agreements on LPA projects.

These documents were developed to assist the parties in completing and submitting these forms upon completion of the services covered in an agreement.

DR 39 State projects – Consultant Professional Services

1.
After the Consultant has submitted their final invoice through OnBase, they complete the top portion of the form and submit it electronically to the State PC with a copy to the Agreements Specialist at cheryl.quackenbush@nebraska.gov or rhonda.jamshidi@nebraska.gov.

 
Note: The subject line of the email must include the Project No., Control No., and Agreement No.
2.
Upon acceptance of the final work product, the State PC attaches the completed DR 54 – Consultant Evaluation Form* and forwards both documents to the Agreements Specialist at: cheryl.quackenbush@nebraska.gov or rhonda.jamshidi@nebraska.gov.
3.
The Agreements Specialist reviews the package and prepares the file for an audit.

4.
Once the final invoice has been paid by the State, the Agreements Specialist will make the final distribution of the form electronically and files the completed form and transmittal documentation in the agreements folder.

5.
The Audit and Agreement close-out process may begin.

*
Consultant Evaluations are not required if the total value of the agreement is less than $30,000.
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Notification of Completion

Pre-letting Professional Services

	Date:
	     
	
	

	Project No.:
	     
	
	Control No.:
	     

	Agreement No.:
	     
	
	State Project Coordinator:
	     

	Location:
	     
	
	Consultant:
	     

	Consultant Project Manager:
	     


The Consultant certifies by completing and emailing this form that:

1.
All services under this agreement are complete.


2.
The final work product has been delivered to the State in accordance with the agreement.


3.
The services and final work product have been accepted by the State Project Coordinator (PC).


4.
There are no outstanding issues to be resolved regarding the services and work product under this agreement.


5.
The final invoice has been submitted.

The overhead costs billed to date  FORMCHECKBOX 
 have or  FORMCHECKBOX 
 have not been reviewed to determine if the overhead rates used on the progress billings match the actual allowable rate applicable to the time period that the labor was incurred and, if necessary, cost adjustments were reflected on the final invoice.

The statements set out above are true and correct to the best of my knowledge and belief. I am authorized to submit this document for the firm.

	NDOR USE ONLY


	The PC affirms by emailing this form to the Agreements Specialist that all services and work product under this agreement have been completed and accepted by the State. Attached is a completed Consultant Evaluation.
	
	The Agreements Specialist affirms by emailing this form that all invoices from the Consultant have been paid. The State’s Audit Section may begin an audit of the professional services.

	Comments:
     
	
	Comments:
     


DISTRIBUTION

NDOR Controller Division – Project Financial Supervisor

NDOR Controller Division – Audits Manager
Falcon
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