
 

Consultant Advisory 
2011-6 

June 30, 2011 

 
Consultant Performance Evaluations - Update 

 
As stated in Advisory 2010-1, dated January, 2010, a Consultant 
Performance Evaluation form must be completed by the MDOT Project 
Manager, with assistance from MDOT technical staff, at the end of every 
project, or at the end of a year (December), for multiple year projects.  These 
evaluations are reviewed monthly by the Contract Performance Evaluation 
Review Team and are a critical factor in the consultant selection process, as 
well.  At that time we notified you that preparing evaluations using the 
Service Vendor Evaluation System (SVES) would be possible for only older 
contracts and that we had developed an interim method for completing and 
submitting consultant performance evaluations, using Form 5106.  This 
temporary method was developed until such time that the Contract Tracking 
System (CTRAK) was fully operational.   
 
At this time the consultant evaluation module in CTRAK is fully operational, 
and must be used for completing Consultant Performance Evaluations.  
SVES or Form 5106 can no longer be used for completing Consultant 
Performance Evaluations.   
 
Over the past several months, Contract Services Division has trained Project 
Managers, statewide, in the process of completing an evaluation in CTRAK.  
Attached to this Advisory are detailed instructions and a Quick Guide to 
assist you in the development of consultant evaluations in CTRAK, as well 
as instructions for downloading CTRAK to your computer.   
 
Any questions regarding completing Consultant Performance Evaluations in 
CTRAK should be directed to the Selections Analyst in Contract Services 
Division at (517) 335-0137.     

  
 

 
 

MDOT, CSD, Consultant  
Contracts Section 
P.O. Box 30050 
Lansing, MI 48909 
Fax/517-355-7446 
www.michigan.gov/mdot 
 
 
Questions regarding this  
Consultant Advisory 
should be directed to:  
 
Carol Rademacher 
517-373-3382 
rademacherc@michigan.gov 
 



Evaluation Instructions 
Dated: 03/18/2011 

Creating an Evaluation 
 
• Open Evaluation Dashboard 
• Click “CREATE” on top left hand of Evaluation dashboard screen 
• Click Create a new Vendor Evaluation 
• Click “Select Contract or Authorization” and put in contract number/authorization 

number, if applicable. 
Associated Prequal should automatically be pulled in at this point, if it is not “click to 
select” Prequal class and to select appropriate classification(s) 

• Click the “Click to select” link to choose a vendor.  You must input the vendor(s) 
name.  It does not automatically fill this information in for you. 

• Select Prime or Sub radial button.  Both primes and subs must be evaluated. 
• Select evaluation type, interim, final, or post final. 
• Evaluation Status will default to Draft 
• Click the “Vendor Project Manager” link to assign the Project Manager 
• Once all details have been entered as necessary click on Gen. Evaluation tab 
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General Evaluation Tab 

 
• Six General Evaluation questions will be answered by the Project Manager one per 

evaluation for the prime consultant and each subconsultant. 
• Any score resulting in a 7 or less will require comments 
• Once all six questions have been answered click on the Tech. Evaluation tab 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 2



 
Technical Evaluation Tab 

 
• Assign the Evaluator, depending on the type of project the evaluator will either be the 

Project Manger or it will be a technical evaluator that had intimate knowledge with 
the project. 

• Multiple technical evaluators may be assigned  in one evaluation  for separate 
prequalification classifications 

• An email will be auto generated to the named technical evaluator once the evaluation 
has been saved.  This will let them know that there is an action item for their attention 
in CTRAK; contract/authorization will be listed. 

• Assign the Prequal class work type if it was not automatically brought in with the 
contract/authorization information. 

• Six Technical Evaluation questions will be answered by the Project Manager a/o the 
Technical evaluator for each Prequalification classification associated with the 
contract.   

• Each Prequalification classification will have its own six questions. 
• Any score resulting in a 7 or less will require comments 
• Once necessary questions have been answered click on the Workflow tab 
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Evaluation Workflow Tab 

 
• Fill in “Action Started” date and if applicable “Action Completed” date for 

Evaluation Approval 
• Fill in “Action Started” date and if applicable “Action Completed” date for 

Evaluation Approval for “Sent to Vendor” 
• Save a copy of evaluation 
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Technical Evaluation Tab _ once email notification has been received 

 
• PM  may Assign a Technical Evaluator for each of the categories on the 

contract/authorization being evaluated by clicking on the evaluator link for each 
classification – this is a repeat of above 

• Tech evaluator receives an e-mail notification informing them an evaluation is 
awaiting their input – this is a repeat of above 

• Tech evaluator searches for the evaluation on the dashboard and clicks the Vendor 
hyperlink to open the record. – 

• Tech Evaluator enters a score and comments for the applicable technical questions 
under the Tech. Evaluation Tab 

• The system calculates the Prequal score, technical score and updates the project score 
based on the user’s ratings. 
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Printing Evaluation Form 

 
• Select Generate Document [Service Performance Evaluation] under the Forms pick 

arrow on the Evaluation Dashboard 
• Type in named Consultant in the “look for” box 
• Select appropriate evaluation from generated list 
• Click File-Print 
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Service Vendor Performance Evaluation 

(Form 5106) 
 

See Attachment A. 
 
 
 

Business Rules 
 

• A PM cannot change a Tech Evaluator's score and vice versa 
can modify 

 
s after 

• luation question 
 

elected contract or authorization and 

 

• Once approved, all scores locked and only Selections Analyst 
• Draft Evaluations will appear on the dashboard until the status is updated to

Approved.  Approved evaluations should no longer appear 14 (calendar) day
the Action Started Date of Sent to Vendor. 
A user must answer at least one general eva

• A user must answer at least one technical evaluation question
• A comment is required if a rating is 7 or less 
• System should bring in Prequal Classes from s

allow deletion of items 
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Attachment A 
 

ichigan Department SERVICE VENDOR 
PERF ION

 
CONTRACT NO

M
of Transportation 
(06/23/2005) ORMANCE EVALUAT . 

XXXX-XXXX  

AUTHORIZATION NO. 
(if applicable) 
  

  
Notes to Evaluator: R  provided for ratings of 10, 8, 5, and 1 as 

ose 

ATION VENDOR NAME 

ate service vendor from 1 to 10. Behavioral statements are
guidance. Comments shall be given for all questions rated. A rating of 7 or less must be documented in the project files. Cho
N/A for items which do not apply.   

 

The evaluator is to send a signed copy of the evaluation to the contract administrator for the respective support area and a copy to 
the vendor being evaluated. The evaluator should also retain a copy of the evaluation for the project files. After the evaluator has 
sent the evaluation to the vendor, in order to "Complete" the evaluation, the evaluator must use the "Add Actions" function in the 
system to update the status of the evaluation to show that it is now "Complete". 

 

Note to Vendor: Any appeal of this evaluation must be filed within 14 calendar days of the signature date on this evaluation form. 
The appeal process details are available in Guidance Document Number 10157, Service Vendor Performance Evaluation Appeal 
Process. 
 

RGANIZO
 ABC. 

 Prime 
 Sub  

VENDOR PROJECT MANAGER IAL PROJECT TYPE 
NAME 

SPEC
 

PREQUALIFICATION CLASSIFICATION 
Road Construction Engineering 

WORK TYPE 
Prequal Class 

EVALUATION TYPE 
Final 

PROJECT COMPLEXITY 
 

PROJECT ROUTE AND DESCRIPTION 
uction northbound and southbound I-75 reconstr

CONTROL SECTION EVA
 

LUATION JOB NO. CONTROLLING JOB NO. 
  

SERVICE COMPLETION DATE  DATE 
10/31/09 

SERVICE ACCEPTANCE
10/31/09 

COST OF SERVICE 
$0.00 

TOTAL AVERAGE 
8.92 

CORE AVERAGE 
9.00 

EVALUATED BY 
 

RATING  
      Indicate your appra  the Vendor's performance and add comments for each question. isal of

 Project Management  
9 1.  Was the vendor in control of the services provided to MDOT? 

Rating          Description 
yed outstanding knowledge and contro10          -      Vendor displa l of the services and provided superior advice 

 

 

                     and counsel to the department that improved MDOT's project approach, including, but not limited 
                     to communication to the public, coordination with local governments, or the project management 
                     considerations. 

ays knowledgeable and in control of the services and clearly met the department's8            -      Vendor was alw
                     expectations. 

sually knowledgeable and in control but required guidance from department                5            -      Vendor was u
personnel. 
1            -      Vendor demonstrated no control over the services and the project was harmed. 

 Comments 
 

9 2.  Did the vendor communicate adequately with the department staff? 

ent, communicating in a thorough,  

d 

Rating          Description 
ded superior communications with the departm10          -      Vendor provi

                     concise and timely manner, and clearly exceeded the department's expectations by identifying 
                     problems and helping to define choices faced by the department. 

 concise and timely manner an8            -      Vendor always communicated with the department in a thorough,
                     clearly met the department's expectations. 

artment in a thorough, concise and timely manner. 5            -      Vendor usually communicated with the dep
                     Department personnel occasionally had to initiate and clarify communications to move project 
                     forward. 

ications was lacking and the project was harmed. 1            -      Commun
 Comments 
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RATING  

     Indicate your appraisal of the Vendor's performance and add comments for each question. 
9 3.  Was the vendor responsive to requests from the department, including requests for information and requests 

     to make changes in the work? 
Rating          Description 
10          -      Vendor anticipated the need for information or changes and proactively initiated action. 
8            -      Vendor was always responsive and promptly complied with all requests. 
5            -      Vendor was usually responsive or was occasionally resistant to requests for information or minor  
                     changes. 
1            -      Vendor was unresponsive and the project was harmed. 

 Comments 
 

 Resources  
9 4.  Did the vendor have competent and sufficient personnel with the technical expertise needed to successfully  

     complete the project? 
Rating          Description 
10           -     Vendor provided personnel with superior qualifications who were able to complete the scope of 
                     services with minimal guidance or expertise given by MDOT. 
8             -     Vendor always provided personnel who were able to complete the scope of services with little  
                     more than the normal guidance or expertise given by MDOT. 
5             -     Vendor usually provided personnel who were able to complete the scope of services with little  
                     more than the normal guidance or expertise given by MDOT. Occasionally, the vendor's personnel   
demonstrated lack of knowledge and skill. 
1             -     Vendor did not provide competent and sufficient personnel to adequately perform the scope of  
                     services and the project was harmed. 

 Comments 
 

9 5.   Did the vendor have adequate and sufficient resources other than personnel (equipment, manuals, etc.) to 
      fulfill the requirements of the scope of services? 
Rating          Description 
10           - All resources exceeded requirements to perform the scope of services. 
8             - All resources met requirements to adequately perform the scope of services. 
5             - Resources usually were adequate and sufficient to perform the scope of services. On some  
                     occasions, the vendor had to be notified to provide resources to meet requirements. 
1             - Vendor did not have adequate and sufficient resources to perform the scope of services and the  
                     project was harmed. 

 Comments 
 

 Work Performance  
9 6.   Did the vendor follow good safety practices? 

Rating          Description 
10           - Vendor took the initiative to ensure the safety and health of the employees. Safety equipment and   
devices were in excellent condition and were used by all vendor employees. 
8             - Safety equipment and devices were in good condition and were used by vendor's employees.          
Vendor immediately carried out any requests by MDOT for changes in safety measures. 
5             - Vendor usually ensured the safety and health of employees. Safety equipment and devices were     
in good condition and were used by vendor's employees. Vendor carried out requests by MDOT                          
for changes in safety measures after written notification. 
1             - Vendor's safety and health practices were unsatisfactory. MDOT imposed stoppages of work for      
safety issues. Vendor reluctantly made changes requested by MDOT or did not make the                                    
change. 

 Comments 
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RATING  

    Indicate your appraisal of the Vendor's performance and add comments for each question. 
9 7.   Did the vendor provide a quality work product? 

Rating          Description 
10            - Vendor's work product was excellent (complete, accurate, and professional in appearance) and       
MDOT requirements were exceeded. 

8              - Vendor's work product was acceptable and MDOT requirements were met without a need for           
MDOT to identify deficiencies. 

5              - Vendor's work product met minimum requirements after notification of deficiencies from MDOT. 
1              - Vendor's work product was unacceptable and clearly did not meet MDOT requirements, and the      
project was harmed.  
 

 Comments 
 

9 
8.   Did the vendor properly notify and coordinate work with other affected parties such as utility companies,          
property owners, local units of government, and other MDOT areas? 

Rating          Description 

10            - Vendor was proactive in initiating and executing notifications and project coordination activities. 

8              - Vendor always provided proper notification and coordinated with each affected party. 

5              - Vendor usually coordinated with, or gave proper notification to, all affected parties. 

1              - Vendor did not provide proper notification nor coordinate with affected parties, and the project          
was harmed. 

 Comments 
 

9 9.   Did the vendor meet the applicable environmental requirements, such as documentation, enforcement,  
      obtaining permits, studies, etc? 
Rating          Description 
10            - Vendor was proactive in initiating and executing activities to meet environmental requirements  
                     without prompting by MDOT. 
8              - Vendor always met environmental requirements. 
5              - Vendor usually met environmental requirements. 
1              - Vendor's failure to meet environmental requirements harmed the project. 

 Comments 
 

9 
10.  Did the vendor meet deliverable date requirements? 
Rating          Description 

10            - Acceptable deliverables were always received more than 15% ahead of schedule. 

8              - Acceptable deliverables were always within the schedule. 

5              - Acceptable deliverables were usually received no more than 10% behind schedule. 

1              - Acceptable deliverables were usually received more than 25% behind schedule. 
 

Comments 
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RATING  

   Indicate your appraisal of the Vendor's performance and add comments for each question. 
8 11.   To the best of my knowledge, did the vendor comply with applicable federal, state and local laws and            

regulations and/or MDOT guidelines and procedures?   This includes, but is not limited to, compliance with         
prompt payment to subvendors (completing attachment G), submitting accurate and timely invoices, and            
responding to contractual issues.  
Rating          Description 
10            - Vendor displayed outstanding knowledge of applicable federal, state and/or local laws and                
regulations.   In addition, the vendor was proactive in assuring they complied with MDOT                                     
guidelines and procedures and therefore needed no MDOT intervention. 
8              - Vendor always knew and complied with applicable federal, state and/or local laws and regulations.   
In addition, the vendor always followed MDOT guidelines and procedures with normal guidance or                      
expertise given by MDOT. 
5              - Vendor was usually knowledgeable of applicable federal, state and/or local laws and regulations,      
but MDOT had to intervene occasionally to assure compliance.   The vendor usually followed                              
MDOT guidelines and procedures but needed more than the normal guidance or expertise by                              
MDOT.   Any problems were corrected immediately upon notification by MDOT. 
1              - Vendor failed to comply with applicable federal, state and/or laws regulations and/or the vendor        
failed to comply with MDOT guidelines and procedures. 

 
 Comments 

 
 Subvendor Management   

9 12.  Did the vendor coordinate work with subvendor's work, exercise authority over subvendors, provide notice     
of Subvendor work schedule, and ensure that subvendors were in compliance with contract requirements? 
Rating          Description 
10            - Vendor was proactive in exercising authority, coordinating and monitoring work operations of the     
subvendors to ensure acceptable completion of the scope of services. 
8              - Vendor always exercised authority, coordinated and monitored work operations with their                 
subvendors to ensure acceptable completion of the scope of services. 
5              - Vendor usually exercised authority, coordinated and monitored work operations with their                 
subvendors to ensure acceptable completion of the scope of services. Any problems were                                  
corrected immediately upon notification by MDOT. 
1              - Vendor's failure to exercise authority, coordinate and monitor work operations with their                    
subvendors harmed the project. 

 Comments 
 

OTHER COMMENTS 
 

PROJECT MANAGER HAS NOTIFIED ANY SPECIALTY AREAS TO COMPLETE AN EVALUATION :     

THIS A PRIMARY EVALUATION OR A SPECIALTY AREA EVALUATION?     

EVALUTED BY:  DATE: 

EVALUATOR'S SIGNATURE: 
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Downloading C-TRAK 
 

• Contract Services Division (CSD) provided a list of names and corresponding 
‘machine names’ to DTMB.  The names provided were those names of MDOT 
staff that will be attending CSD training.  DTMB will ‘push’ C-TRAK directly to 
those machines. 

 
• For this same group of people, the C-TRAK System Administrator has also set 

up C-TRAK system security. 
 
• To determine if C-TRAK was pushed to your machine, you need to click on start 

(bottom left corner of your screen), and click on programs.  If C-TRAK (Contraxx) 
is listed, you will have to do the following: 

 Select C-TRAK (Contraxx) 
 Click Run to run the Active X 
 Click Tools, Web editor 
 If your dashboard does not appear but you receive a gray screen, click on 

Prefs. (Filter not active), check  Dashboard active and choose Project 
Manager 

 If the Default Edit Mode in the Prefs window says Outline Mode, change it to 
Document Mode 

 In the Prefs window is also where you change your password 
 Go back to Start, Programs, right click on C-TRAK to create the desktop Icon, 

drag and drop the shortcut onto your desktop 
 

• If you do have C-TRAK, to log in for the first time, on the Contraxx Login screen 
your user name will be your Novell name and your initial password will be 
mdotmdot1.  The system will prompt you to enter a new password.  The new 
password must be 8 or more characters, and at least one character must be a 
number. 

 
• If CTRAK was not ‘pushed’ to your machine, you will have to: 

 Call the DTMB client service center at (517) 241-9700 and ask that C-TRAK 
be pushed to your machine 

 Contact the C-TRAK System Administrator to request Project Manager 
security access by sending an e-mail to MDOT-CTRAK-Groupmailbox.  
Please include your phone number and Novell user ID in the e-mail. 



Project Management
Role: Project Manager

Search Vendors
1. Launch C‐TRAK and click “Search” at 

the top of the dashboard and choose
Selection Search
Contract Searchthe top of the dashboard and choose 

“Vendor Search”
2. Type either the full name or type a 

“%” after the beginning of the name 
(acts as a wild card)

Contract Search
Vendor Search

( )
3. Click the name of the Vendor on the 

list that appears or type another 
search criteria



View Vendor Information
1 Th t ti f th f h1. The top section of the form shows 

general information 
2. Use the tabs at the bottom to view 

more information regarding vendor

View Details
1. The default tab shows the details for 

the vendor
2. Insurance and certifications can be 

viewed here

View Prequal Category
1. Click the Prequal Category tab
2 Categories a vendor is approved for2. Categories a vendor is approved for 

appears here
3. Click the document link to view IRF 

document



Selection Search
Contract Search
V d S hSearch Selections

1. Launch C‐TRAK and click “Search” at 
the top of the dashboard and choose 
“Selection Search”

Vendor Search

2. Select the type of selection to view
3. Click the Requisition # link to open 

the selection

Change the type and click Refresh 



View Requisition Information
1. The general information about the 

requisition appears at the top
2. The details tab displays the job info 

and the submitting vendors
3. Vendors, their scores and bid 

amounts appear here



Create New Vendor Evaluation
1 Click the “CREATE” drop down on the

Create a new Vendor Evaluation
1. Click the “CREATE” drop down on the 

top of the Vendor Evaluation 
dashboard

2. Click the “Click to select” link to 
choose a vendorchoose a vendor

3. Click the “Vendor Project Manager” 
link to assign the Project Manager

4. Enter details as necessary

Assign a Technical Evaluator
1. Click the “Tech. Evaluation” tab
2. Click the “Click to edit” link next to 

Evaluator: 
3. Choose the evaluator and click “OK ‐

Accept” 
4. Continue these steps for each 

category

MeldrumAm
Text Box
Note: Click the "Select Contract or Authorization" Prequal class will fill in

MeldrumAm
Line

MeldrumAm
Line



Enter Evaluation Scores
1. Using the Vendor Evaluation 

Dashboard click the “Gen. Evaluation” 
tab

2. Rate the vendor based on the 
questions and add comments

3. Click the “Scoring Criteria” for 
description for scores



Technical Evaluation
Role: Technical Evaluator

Search for Evaluations

Search by Vendor
Search by Contract/Auth #
Search by Prequal
Search by PM
Search by Score

1. The Technical Evaluator receives an 
email message that an evaluation has 
been assigned

2. Launch C‐TRAK and click the “Search” 
link at the top and choose what to 
search by

3. Type a value to search for (use % as a 
wild card to search only part of text, if 
no text is typed all evaluations will be 
returned)

4. Another search can be performed 
here by typing text in the window and 
clicking “Refresh” 

5. Click the hyperlink to open the 
evaluation

Evaluations will be completed 
for each Prequal Classificationfor each Prequal Classification



View Details and Average ScoresView Details and Average Scores
1. The evaluation defaults to the Details 

tab showing the details of the 
evaluation

2 Vi th P j t S2. View the average Projects Score, 
General Score and Technical Score 
(once entered)

3. Related documents can also be 
opened and viewedopened and viewed

Enter Scores for Prequal 
Classifications
1. Click the Tech. Evaluation tab
2. Enter the scores for each questions 

(there will be a set of questions for 
each classification)f

Classifications will appear based on the 
selected contract, there may be severalselected contract, there may be several



View Scoring CriteriaView Scoring Criteria
1. By default the Scoring Criteria will be 

collapsed
2. Click the check box under “Scoring 

Criteria” to expand and viewCriteria  to expand and view 
3. Do this for each question as desired

View Multiple Classifications
1. Uncheck the “Expand” check box 

below the classification to collapse 
(the questions and ratings are 
expanded by default)

2. Check the “Expand” to expand the 
section for that classification

View General Evaluation Scores
1. Click the Gen. Evaluation tab
2. Scores and comments can be viewed 

but are read only




