SILVICULTURE CONTRACT COORDINATOR CHECKLIST
FOR BCTS and DISTRICT USE

	Contract File #
	Contract Name
	Contract Term – Start Date

	
	
	

	Contract Coordinator (CC)
	Expense Authority (EA)
	Contract Term – End Date

	
	
	



	Orange highlighted items:  BCTS Forms Directory from Contract Quality Management System (CQMS)

	Green highlighted items:  FLNRO Forms Index

	Blue highlighted items: CSNR Procurement Forms Website

	Employment Standards bulletins:  BCTS Policy & Legislation (public facing page)

	BCTS BA EMS: Safety Forms and Checklists website

	BCTS Silviculture Tender Package Guidance document: Business Administrator Sharepoint – or use local BA admin guidance – Business Administrator access only

	Lime highlighted: BCTS Contractor Planting Rating System! Sharepoint BCTS Contractor Planting Rating System! Sharepoint 

	Other important links for contract management

BCTS-Contract-Help@gov.bc.ca
Core Policy & Procedures Manual - Province of British Columbia (gov.bc.ca)




	PRE-AWARD PLANNING AND MONITORING DOCUMENTS (INTERNAL DOCS)

	Date Done

	
Obtain Contract #

	
· Contract number should include the fiscal year (example: PL23TII101 is a planting contract where the planting will occur in 2022 but it is in fiscal year 2023) 
· Must indicate if it is an Option to Renew (OTR) contract (see page 4 for further OTR instructions)

	

	



Set up contract folders and documents 

	1. Create contract folder: 

2. Set up folders:

	01 Planning Pre-Award
	02 BC Bid
	03 Award
	04 Modifications

3.  Create an operational folder in G drive - used only by contract coordinator and set up folders:

BCTS
	05 Communication
	06 Invoices
	07 EMS / Safety
	08 Completion

	

	Ministry Cost Estimate (MCE)
	Formulate MCE with rationale, date, and sign/seal. Ensure it is clear, detailed and reflects Tender Offer Form info. Must be a separate spreadsheet to the BCTS 1198.
	

	


BCTS 1198- Planning Procurement Checklist 

	https://intranet.gov.bc.ca/for/bcts/finance-procurement/cqms/forms

· Document under Contract Forms planning
· The new fillable PDF form in the BCTS Forms Directory can be digitally signed by the EA and CC
· Guidance document on the CQMS website under “General guidance and directives”

	

	[bookmark: _Hlk67585886]Safety BCTS 19-1 
	Contract Planning Safety Checklist  https://intranet.gov.bc.ca/flnrord/bcts/safety  under BCTS Safety Certification then Appendices
	

	Safety BCTS 23-1
	Access Assessment Checklist - required when there are known safety access concerns –  same as above
	

	BCTS EMS Project Risk Rating 

	BCTS Project Risk Rating Form on the CQMS website under “Contract forms > Planning” https://intranet.gov.bc.ca/flnrord/bcts/finance-procurement/cqms/forms
	




	Contract/Project 
- Risk Rating 
- Monitoring Plan
	a. Project Risk Rating for Monitoring 
b. Contract Monitoring Plan (save to Communications folder)
	

	CONTRACT AND TENDER DOCUMENTS (for 02 BC Bid folder)

	
Table of Contents
	The NRS1000-ToC-Checklist TOC or Planting specific 
	

	NRS1295 – Sample Invitation to tender – delete pages 1 to 5 (including sample table of contents) 
	Rename the document “Information to Bidders”. It will be posted as a separate document from the Table of Contents on BC Bid. 
	

	Conditions of Tender (Services)
	Conditions of Tender for Service Contracts
	

	NRS 629
	Tender Offer Form
	

	NRS 423
	Tender Envelope – delete file link in footer
	

	NRS 1000  
	Operational Services Contract
	

	BRUSH
	PLANT
	SURVEYS
	SPACE
	
	

	FS717a
	FS767a
	FS925a
	FS751a
	Operational Services – legal document which should not be changed.
	Schedule A
	

	FS 1-b
	FS 1-b
	FS 1-b
	FS 1-b
	Payment – The FS 1-b is the base document.  Add the subsidiary payment schedule table (FS717b, FS925b, FS751b) into the FS 1-b.   The FS 1-b has specific clauses (holdback, invoice submission info).
	Schedule B 
	

	FS717b
See BR21TII105
contract
	See Planting Contract Folder
	FS925b

	FS751b
See BR20TII103 contract
	
	
	

	FS 787

	FS 787
	FS 787
	FS 787
	Other Conditions – 
Normally developed by TSO specific to the activity.  If applicable it identifies it as Schedule C.  BA’s can add specifics if required, ie: plot intensity for surveys, planting microsites, etc. 
	Schedule C
	

	NRS 1-D (CGL required for all contracts)
	Insurance Schedule (NRS1289 is guide)
	Schedule D
	

	FS11- BCTS
	EMS schedule – new schedule – important guidance located in EMS Schedule Local Table and Guidance 
	Schedule E
	

	NRS 1313 (required for all contracts)
	Safety Conditions

	Schedule F
	

	NRS 1315
	SAFE Certification Requirements

	Schedule G
	

	NRS 1-H Tax Verification
	For contracts >$100,000
	Schedule H
	

	NRS 776 Camp Standards
	Include if potential for camp to be established
	Schedule I
	

	NRS 999 Subcontracting Schedule
	Subcontracting Schedule
	Schedule J
	

	POTENTIAL ADDITIONAL SCHEDULES TO INCLUDE (SURVEYS)   - ALL LOCATED IN RESOURCE_TSK\Contract Prep Package\!SILVICULTURE\Surveys
	

	BA specific
	GIS Standards (if applicable list as sch C - #) 
	Schedule __
	

	BA specific
	GPS Standards (if applicable list as sch C - # ) 
	Schedule __
	

	BA specific
	Cold Storage etc.
	Schedule __
	

	BA specific
	Traverse & Layout (if applicable list as sch C - # ) 
	Schedule __
	



	APPENDICES (Contract dependent)  Silviculture Operations only are PL, BR, JS
	

	Specimen NRS 1354 Prime Contractor 
	Must be included in every contract as it is not necessarily executed at the time of contract award make as a separate document for execution when required
	
	

	Tax Verification Appendix
	Attach to support the Tax Verification Schedule
	
	

	ESA Advisory Bulletin 
March 23, 2011 

ICS Advisory Bulletin March 22, 2011 

	Employment Standards Act (ESA) and Industrial Camp Standards (ICS) - Advisory bulletins

Located on our policy webpage https://www2.gov.bc.ca/gov/content/industry/forestry/bc-timber-sales/policy-legislation 

Include the above link in the Information to Bidders document

	
	

	NRS776a_
CS_Inspection
	Camp Standards Inspection Form (for PL, BR, JS Ops)
	
	

	NRS791B 
	Work Progress Plan (or integrate into Schedule C)
	
	

	Planting Risk Matrix
	Planting only – form on CQMS website under “planting contracts”: https://intranet.gov.bc.ca/flnrord/bcts/finance-procurement/cqms/forms
	
	

	NRS 1235
	Copyright Assignment (for receiving deliverables – i.e. survey contracts)
	
	

	NRS 1235a
	Waiver of Moral Rights (for receiving deliverables – i.e. survey contracts)
	
	

	ATTACHMENTS

	Maps
	Project map (current status, detailed access) and Overview maps
	
	

	KMZ files
	Google map block locations
	
	

	Prescriptions
	Signed prescriptions
	
	

	Photos
	Recommended to put into a pdf format - then compress
	
	

	Report templates
	Example reports and maps
	
	

	Block List (optional)
	Block details - create a spreadsheet with the list of blocks in the contract. Add comments, access notes, location, hectares, etc.
	
	

	Business Administrator generated:
	

	Feedback Form
	Tender Quality Feedback Form (HQ)
	
	

	WP0037B
	Tenders Received Log
	
	

	WP0010B
	Invitation Letters (selection invitation contracts only)
	
	

	!FS280
	Contract Opening Record 
	
	

	Planting Contracts only:
	Continuous Bid Deposit Declaration Form
	
	

	Planting Contracts only:
	BCTS Planting Contractor Rating System - FAQ 2020
	
	

	Planting Contracts only:
	BCTS Planting Contractor Value Added Evaluation form 
	
	

	Planting Contracts only:
	BCTS Planting Contractor Rating Solicitation Directive 
	
	

	EVALUATION

	
	Admin follows the ONE FLOWSHEET for Tender opening processes then forwards contract file to the CC
	
	

	NRS 1305 – Reference Checks – Sample Qs
	Reference Check / Statement of Experience Contractor Evaluation Sharepoint site 
	
	

	POST AWARD

	BCTS- EMS CHK-004 
	Silviculture Pre-work (for EMS/Safety file) 
EMS Certification website

	
	

	BCTS- EMS CHK-008
	Silviculture Inspections (for EMS/Safety file)
	
	

	FS775a_WorkerInspec
	Inspection Form – Compliance with Employment Standards / Silviculture Worker (for PL, BR, JS Ops)
	
	

	FS775b_ContractorInspec
	Inspection Form – Compliance with Employment Standards Branch (Silviculture Contractor) (for PL, BR, JS Ops)
	
	



	CONTRACT CLOSURE

	NRS 687 
	Contract Completion Certificate (part of completion checklist)
	
	

	NRS 688
	Contract/Contractor Evaluation Form (part of completion checklist)
· Signed by Contract manager (QR) & program manager (EA) then sent to Contractor
	
	

	BCTS Planting only 
	BCTS Planting Contractor Rating System Evaluation Form 
· CC completes, countersigned by contractor, then sent to contractor & share-point   BCTS Contractor Planting Rating System! Sharepoint

	
	












Further Information:

Option to Renew Contract?  For Year 2 or greater you will need:
· Review the CSNR website for policy information.
· At Year 2 or 3: Contract Modification Agreement NRS 600 – (include clauses, OTR dates, schedules being replaced) and Contract Amendment Rationale NRS 1353, including Cost Estimate and Rationale
· Schedule B replacement, maps
· Other relevant changes that came into effect (e.g. Insurance requirements)

Direct Award Contract you will need:
a. A completed and approved NRS 1353 and potentially a Notice of Intent to Direct Award.  Research further if this is a large value contract or repeat direct award for similar work
b. All of the above Checklist Information except for the following:
· Invitation to Tender, Conditions of Tender, Tender offer form & envelope
· Tender Received Log, Invitation Letters, Contract Opening Record

Other Schedules/Appendices
Loan Agreement for Digital Map Products required?  Note: When BCTS/GOV shares internal digital data or some Provincial digital data that is required to complete contract work (eg. LiDAR, specialized sat images, provincial First Nations data). If yes, include this document.  Generally not an issue with silviculture contracts

Other Resources
· Contract Procurement CSNR
· BC Procurement Resources

Definitions
CC  contract coordinator
EA  expense authority
HQ  headquarters
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