
MPLCP CONSTRUCTION GRANT MANAGEMENT 
State Contract Initiation:  
Once certified copies of the vote to approve local funding are received from your city/town clerk, a contract packet will be sent to you.  The packet contains various documents and forms and includes the state contract and agreement.   The Contract is the state’s standard service contract.  The Agreement consists of assurances made by the grant recipient and is essentially a copy of the Assurances from the original grant application. The Contract and Agreement must be signed by appropriate local officials and returned to MBLC to the attention of Rosemary Waltos.  They are signed by the Director of the MBLC.  The signed documents will be processed by our office and sent to the state Comptroller’s Office for approval.  When the Comptroller’s Office has approved the Contract, we will return one signed copy of the Contract and Agreement to the library.   The library has one year from the Contract date to sign its contract with a general contractor.
Contract Signatures & Date: Each library receives a set of documents.  The set includes the Standard Contract form (3 copies), the Agreement (2 copies), and a Contractor Authorized Signatory Listing form.  
· Who signs the Contract and Agreement? It is important to note that the grant award is to the town, not to the library. Whoever has been designated the authority in your municipality to accept state funds and hold the contract with the state on behalf of the municipality must sign the contract.  This person could be a mayor, board of selectmen chairperson, board of trustees chairperson, or building committee chairperson.
· Who signs the “Contractor Authorized Signature Verification Form”?  The same person who signs the Contract should sign where it says “signature.”  Usually, the town clerk is the person who signs next to “Corporate Clerk”.  The town clerk’s signature verifies that the person who has signed the contract is authorized to do so by the town.  It is important to note that a notary does not have to sign if the signature is verified by a town clerk, nor is the identification specified necessary.  However, when private funds are involved and a board of director’s vote is sent instead of a town clerk’s verification, then the signature must be notarized, or a copy of a driver’s license sent.
· Who signs the Agreement? The same person who signs the contract signs the agreement. 
In addition others may sign.  At a minimum, one representative of the municipality and one representative of the library should each sign the agreement.  It is recommended that as many library and local officials as possible sign the Agreement.  Their signatures show their commitment to the completion of the project.  
· How is the contract dated?  Hand write – do not type – the date on the Contract.  

If you have questions about signatures, contact Deborah Roth, MBLC’s Contracts Specialist, at 1-800-952-7403, ext. 241.

Grant Payments 
· Request for Payment.  A sample request for payment (pink) form is enclosed in the contract packet.  Every RFP must be submitted on this form in triplicate and each copy must have original signatures (the color is important as it alerts us to expedite the payment request). The trustee chairperson and the “person authorized to requisition state funds” must sign the request for payment. This authorized person is listed on your Contractor Authorized Signatory Listing form.
· Payment Schedule

1. The first grant payment is 30% of the grant.  Submit the first Request for Payment after the signed state contract is returned.   
2. The second grant payment is 30% of the award.  Submit the second Request for Payment after an agreement with a general contractor has been signed.   The payment request should include: 
· One copy of the project’s building permit

· One copy of the bid documents, including spec book
· A copy of the signed contract with the general contractor or, if that is not final, a copy of the library’s board or building committee minutes showing the vote to award the contract to the selected firm.

3. The third payment is 30% of the award.  Submit the third Request for Payment after the project is 75% complete.  Completion will be determined by the information provided in the monthly reports and in the project’s AIA (American Institute of Architects) form.
4. The fourth payment is 10% of the award, and it is the final payment.  Submit the fourth Request for Payment after the project is complete.  The payment request should include: 
· A certificate of occupancy

· Certification that construction contracts are complete and all liens have been released

· A final report

· Green Library Incentive. When the project is finished and it receives official LEED certification, the MBLC will send the library a separate contract for the Green Library Incentive payment. This payment is made in one lump sum.  The amount is 2% - 3.5% of the grant award depending on the level of LEED certification attained.  The payment will be released when we receive documentation verifying that the project has received official U.S. Green Building Council LEED certification.  

Qualified projects approved in the 2005 construction grant round receive 5% Green Library Incentive.
Reports & Audits   
· Monthly.  Sample monthly report forms are enclosed in the contract packet.  Two reports are due starting with the first month after the grant contract is executed and until the final ten percent RFP is submitted.  
1. General Construction Report.  May be written and submitted by the project manager.  Once the general contractor begins work, an AIA payment request form should accompany this report.  The AIA form is completed by the architect.
2. Director’s Report.  Written and submitted by the library director.  This report does not require the financial section to be completed or AIA form to be attached.
The narrative sections of each report should briefly highlight essential activities that have occurred in the previous month.  Reports are required each month, even if it is to report “no progress.”  Both reports track a project’s progress and alert us to delays that may affect other projects and require adjustments to payment schedules.

· Final.  A final report form will be sent to the library when the fourth payment request is processed.  The final report, which includes detailed financial accounts and a concise narrative, should be filed within six months of receipt of the final payment. 
· Audit.  It is not necessary for the library to complete its own audit.  However, excerpts from the city/town audit are required.  Audit excerpts should relate to the library’s building project during the entire period of disbursement and expenditure of the MPLCP grant. This information is due to the MBLC thirty days after the city/town audits are completed.  
Forms.  Most of the forms in the contract packet are also available on the MBLC website at http://mblc.state.ma.us/grants/construction/manage/index.php.  Rachel Masse, the construction program’s Administrative Coordinator can provide you with hard copies of forms.  She can be contacted at 1-800-952-7303, extension 228.
Additional Information.  For guidance on management the MPLCP grant or for information related to library space planning, design and construction contact:
· MBLC Staff Resources

Rosemary Waltos

Library Building Consultant 
1-800-952-7493, x246 
rosemary.waltos@state.ma.us
Lauren Stara

Library Building Specialist

1-800-952-7493, x24 
lauren.stara@state.ma.us
Deborah Roth
Contracts Specialist
1-800-952-7403, x241

deborah.shalit@state.ma.us
Rachel Masse

Administrative Coordinator

1-800-952-7403, x228

Rachel.masse@state.ma.us

· Electronic Resources.  Resources that include links to state procurement manuals can be found our website http://mblc.state.ma.us/grants/construction/index.php.  

