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PROJECT MANAGEMENT FEASIBILITY STUDY 

1. BACKGROUND 

This study was sponsored by the Traffic Safety Operations 

Section (D-18STO) of the Texas State Department of Highways and 

Public Transportation (SDHPT) and conducted by the Accident 

Analysis Division of the Texas Transportation Institute (TTI). The 

purpose of the study was to determine the effectiveness of present 

D-18STO contract management tracking procedures and make 

recommendations for enhancing and automating those procedures 

through the installation of all or portions of the Fiscal and Fund 

Management System (FFMS) database on the local area network. TTI 

was asked to survey D-18STO project managers to ascertain their 

immediate needs and develop consensus recommendations based on 

those needs. 

The findings of the study and recommendations are the basis 

of this report. 

11. METHODOLOGY 

After discussions with D-18STO management establishing the 

scope and intentions of the study, a two-tiered, data gathering 

procedure was designed consisting of a written questionnaire 

followed by comprehensive oral interviews. The personal 

interviews, conducted at D-18STO headquarters by TTI researchers, 

were based on analyses of the written interview instruments. 
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The questionnaire was compiled in cooperation with D-18STO and 

distributed to seven project managers, each responsible for 

monitoring between one and fifty contracts. The questionnaire was 

intended to identify major points of concern which could be refined 

for the follow-up personal interviews. A list of the D-18STO 

personnel interviewed for this study is included in Appendix A. 

A copy of the questionnaire is included in Appendix B. 

After the completed questionnaires were returned to TTI, they 

were analyzed to determine commonality of responses, specific areas 

of need, immediacy of application, and specific non-standard 

requirements a manager might have which needed to be considered 

when implementing a new procedure. 

responses is included in Appendix c. 

A summary of the compiled 

A series of more in-depth questions were developed based on 

the questionnaire responses, and TTI researchers conducted 

confidential interviews with the project managers. A copy of the 

questions used for the oral interviews is included in Appendix D. 

In addition to the questionnaire and interview questions, the 

project managers were asked to describe current methods they employ 

to monitor contracts. Each has individually tailored a tracking 

mechanism to his or her specific needs. These include tickler 

files, notebooks, file notes, lists and one attempt using "canned" 

software. All admitted their current methods were not adequately 

meeting their needs. 
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111. FINDINGS 

Although the focus of the study was to determine those areas 

which could benefit immediately from automation of the contract 

management process, the project managers were encouraged to 

consider all of their contracting tasks during the oral interviews. 

This enabled TTI to establish a heirarchy for the perceived needs 

expressed during the interviews. 

The following were found to be the most common and immediate 

needs of the project managers and are arranged in order of 

consensus: 

~ Claims flow 

The ability to track the physical flow of claims once 

they have been received by SDHPT. Has the claim been 

received by SDHPT? When was it received? Who has 

reviewed the claim? Has it been paid? 

~ Expenditures by cost category 

The ability to review planned and actual budgets, 

expenditures charged and the current balance amounts, all 

by cost category. 

~ Quarterly performance reports 

The ability to track quarterly performance reports. Has 

a report been received? What date was it received? How 

many performance indicators are there? Are they being 

met? On schedule? 
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~ Final report status 

The ability to easily document whether or not the final 

report was received. Did it arrive on time? Has·it been 

reviewed by the appropriate people? 

~ Audit/Milestones 

The ability to track audit/milestones, including planned 

dates versus actual dates of completion. 

~ Standard contract tasks 

The ability to track standard contractor and contract 

manager responsibilities, such as conducting quarterly 

review meetings, submitting quarterly financial reports, 

approving contractor-developed materials, and conducting 

on-site monitoring visits. 

All project managers agreed that a unique identifying code, 

such as the contract number, be used to track the contracts. Other 

task needs expressed by the project managers, but not considered 

urgent, were for access to contractor employee information (e.g., 

names and qualifications of employees to be reimbursed) and 

inventory tracking. 

currently, each project manager monitors contracts manually, 

an approach which is time consuming and does not facilitate 

immediate access of contract information. While the Fiscal and 

Fund Management System utilized by D-18A Accounting allows for some 

of the needs expressed by the contract managers--such as tracking 

audit/milestone dates and recording planned versus actual budget 

and balance amounts--the time required to coordinate information 
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between the project manager and D-18A Accounting has been 

prohibitive. Hence, the FFMS database has not been accessed 

regularly for contract monitoring by the contract managers. 

The project managers were unanimous that for any tracking 

system to be effective it must be easy to use, require a minimum 

of time, be primarily under the contract manager's control, and 

provide immediate access to current information. 

IV. AL TEA NATIVES 

TTI researchers investigated several procedures which could 

meet the project managers' needs. The three strongest alternatives 

are as follows: 

1. Move the FFMS SAS system from SDHPT's mainframe computer 

to a local area network and convert the system to PC-SAS. 

2. Utilize a microcomputer database management system (DBMS) 

to create a contract management procedure which would 

accept as input some converted FFMS data (via tape). 

3. Utilize a microcomputer DBMS to create a contract 

management procedure and modify FFMS to automatically 

generate budget and balance reports for all contract 

managers. 

Each of these alternatives will be discussed separately. 
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Alternative 1 

A PC-SAS version of FFMS would allow project managers to enter 

their own audit/milestone data into the system and would provide 

current contract information. PC-SAS also would allow for the 

transfer of FFMS to a microcomputer without a complete rewrite of 

the system, which is not an option at this time. FFMS is such a 

major system that a complete rewrite would require too much time 

and would not address the immediate needs of this study. 

The Address Step of the Edit & Update Subsystem of FFMS was 

used to evaluate the possibility of using PC-SAS to run a subset 

of FFMS on a microcomputer. This step was chosen because it is the 

shortest and least complicated step of FFMS. In testing, certain 

limitations of PC-SAS become apparent, such as memory expended and 

the number of program variables allowed. 

SAS Versions 6.02 and 6.03 were both examined for performance. 

PC-SAS was run on a Pes Limited 386 and an IBM AT (286) to compare 

the speed of the two machines. The older 6.02 version was tested 

on the IBM AT. In order for SAS to run on the AT, no other 

application can be running in the background. PC-SAS was tested 

in the interactive mode and the batch mode. In both circumstances, 

the time needed to run the Address Step was 13.9 minutes. 

SAS Version 6.03 was run on the 386 machine. PC-SAS used 7.2 

minutes to run the Address step with the computer running on an IBM 

Token Ring network. Running without the network, the Address Step 

took 6.1 minutes to run. A cache program, which speeds up the 
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running of a program, was used with PC-SAS and ran the Address Step 

in 5.2 minutes. 

Using a subset of the data did not ·significantly affect the 

running time of PC-SAS. When using an unreasonably small dataset 

of 10 records, the time needed to run PC-SAS was only 25% faster. 

By running the older version of PC-SAS on the 386 machine, no 

significant changes in running time occurred. Table 1 summarizes 

these test results. 

The conclusion of these tests was that FFMS is too large to 

be effectively implemented on a microcomputer system using PC-SAS. 

PC-SAS ran slowly even when using a small program and dataset and 

often ran out of memory. At this time PC-SAS has too many 

limitations for an application the size of even a subset of FFMS. 

summary of PC-SAS Test Results 
FFMS Edit and Update subsystem Address Step 

IBM 
PC-SAS Cache Token Ring Run 
Version Processor Program Network Time 

6.02 286 No Yes 13.9 min. 
6.03* 386 No Yes 7.2 min. 
6.03* 386 No No 6.1 min. 
6.03* 386 Yes No 5.2 min. 

* Times for Version 6. 02 run on the 386 under the same 
conditions were not significantly different than the times 
for Version 6.03. 

Table 1 
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Alternative 2 

Consideration was given to using a microcomputer DBMS for 

tracking selected contract information (such as audit/milestone 

data) while acquiring budget and balance information from FFMS. 

The FFMS data would be converted to an ASCII file and copied to 

tape, then the tape would be brought to the microcomputer, copied 

to disk, and imported into the DBMS file. See Figure 1. 

This method would allow the contract management procedure to 

be under the contract manager's control and would give the manager 

direct access to budget and balance information. However, claims 

are submitted monthly and could only be acquired from FFMS at the 

same frequency, so this method would add additional complexity and 

expense to the contract management procedure for information which 

changes infrequently. 

Alternative 3 

The third alternative is one in which all contract management 

functions would be contained in a microcomputer DBMS procedure and 

FFMS would be modified to automatically generate monthly budget and 

balance reports for the contract managers. 

For this study, TTI researchers evaluated Paradox, a powerful 

database that is readily available to SDHPT and which would require 

minimal investment of time and funds to adapt. With Paradox's 

table format and available data security, a standardized network 

system of contract management procedures could be easily developed 
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for D-18STO contract managers. The database is fast, menu-driven 

and would permit all contract managers to monitor their individual 

contracts using the existing computer network in the department. 

Paradox's reporting features would permit use of a "canned" 

format to produce up-to-the-minute status reports on the data at 

any time. It would be possible to design standardized reporting 

formats for all managers to use, or for a manager to develop a 

specific format suitable to a unique contract. 

V. RECOMMENDATION 

Since D-18STO is currently training employees to use Paradox 

applications and the database fulfills the necessary criteria 

expressed by the contract managers, it is TTl's recommendation that 

contract management procedures be automated using Paradox. 

The following system configuration would be required to 

implement the suggested system, which is readily available in the 

department at this time: 

o a local area network system 

o 640K Memory (per user) 

o 10 MB hard disk (per user) 

o 132 Column Printer (available to the network) 

o MS-DOS 3.3 or later 

o Paradox DBMS 

In summary, the Accident Analysis Division of the Texas 

Transportation Institute has determined that the most efficient and 
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effective means of meeting the immediate needs of D-18STO project 

managers for contract mana-gement would be through the use of a 

microcomputer DBMS, · such as Paradox, used in combination with 

financial reports generated monthly from FFMS. 

The advantages of this procedure are: 

o Ease of use 

o Requires a minimum amount of time for training 

o Primarily under the contract manager's control 

o Provide up-to-the-minute contract information 

o Data access security 

o Provides immediate relief to contract manager 

concerns 

o Minimal expense by D-18STO for installation and 

training 

Finally, utilizing such a contract management procedure would 

be advantageous to the Department as well as the project managers 

since it would enable them to perform their duties with more 

efficiency and productivity. 
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D-18STO CONTRACT MANAGERS INTERVIEWED FOR FEASIBILITY STUDY 

Ms. Sue Bryant (written questionnaire only) 

Ms. Jean Oliver 

Mr. Terry Palmer 

Mr. Terry Pence 

Mr. Jim Petzold 

Mr. Jim Taylor 

Ms. Nancy Walls 
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PROJECT MANAGEMENT FEASIBILITY STUDY QUESTIONNAIRE 

NAME: DATE: 
PHONE NO.: 

PURPOSE: 
The purpose of this study is to determine the immediate NEEDS 
of the project managers in the area of contract management and 
to determine the best method for meeting those needs. This 
questionnaire is the first step in accomplishing these tasks. 

INSTRUCTIONS: 
Please answer the following questions. If enough space has 
not been provided, please complete your answer on an 
additional page making sure to include the question number. 
You may direct any questions to Jim Taylor. Please return 
your completed questionnaire to him by Friday, February 19th. 

QUESTIONS: 

1. How many contracts do you manage? 

2. What contract information do you need and to what level of 
detail do you need this information (e.g., budget objectives, 
etc.)? 

3. Do all your contracts follow the attached form (see Attachment 
A)? If not, please include a sample form. 
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4. Are there standard objectives common to most of your contracts 
within a task andjor sub-task? If so, what are they? 

5. Are there standard responsibilities required of all 
contractors (e.g., submit monthly/quarterly Performance 
Reports, required meetings, etc.)? If so, what are they? 

6. Are there standard responsibilities required of the Department 
and the Contract Manager (e.g., Contract Manager-monitor the 
contractor's compliance with the fiscal requirements) ? If so, 
what are they? Please indicate the responsible party. 

7. Do you have report forms, other than monthly/quarterly 
Performance Report forms, currently used by the contractors, 
the Department, or the Contract Manager? If so, please 
provide a sample report indicating how you obtain it and with 
what frequency. If you are only interested in specific items 
listed on the report, please circle these items. 
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8. Please list any standard contractor/employee 
required for managing your contracts (e.g., 
employees to be compensated). 

information 
a list of 

9. Are there standard performance indicators for all/most of your 
contracts within a task andjor sub-task (e.g., number of 
meetings held)? If so, what are they? 

10. Are any accountable assets purchased on your contracts that 
require maintaining an inventory? 

11. What type of evaluation information do you use for your 
contracts (e.g., administrative assessment)? 

ADDITIONAL COMMENTS: 
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Attachment A 
Page 1 of 4 

TEXAS TRAFFIC SAFETY PROGRAM CONTRACT 
STATE DEPARTMENT OF HIGHWAYS AND PUBLIC TRANSPORTATION 

TRAFFIC SAFETY SECTION 
AUSTIN, TEXAS 71701 

I I I NATIONAL 
STANDARD 

PROJECT NAME 

BRIEF DESCRIPTION OF PROJECT (FOR DETAILS. SEE STATEMENT OF WORK) 

GOALS METHOD OF EVLUATION (FOR DETAILS, SEE STATEMENT OF WORK) 

COST CA TIQORY 
AMOUNT 

,... Contrect Future YMI"I TCICIII 'rotect PROPOSID PRO..IICT PERIOD 

PERSONAL SERVICES ............ 

FROM 

CONTRACT SERVICES ............ 

TO 

COMMODITIES ................... 

OTHER DIRECT COST ............. CONTRACT PERIOD 
ENDS 

INDIRECT COST .................. 

PROFIT ...... .. .. ······· ........ 

TOTAL 

TYPE OF RUIBURIEMENT IOURCII OF FUNDS AMOUNT RE ... URSEMENT LIMITS 

D LUMP SUM FEDERAL ............ 
1. MAXIMUM AMOUNT ELIGIBLE FOR 

REIMBURSEMENT $ 

D COST PER UNIT OF WORK GTSF ................ 2. NO COST CATEGORY MAY BE EXCEEDED 
BY MORE THAN 5% OF THE CON· 

D TRACT TOTAL BUDGET 
COST PLUS FIXED FEE 

3. ONLY THOSE COSTS INCURRED DURING 

D SPECIFIC RATES 
THE CONTRACT PERIOD SHALL BE 
ELIGIBLE FOR REIMBURSEMENT. 

D ACTUAL COST LOCAL .......•..••.. 
THE CONTRACTOR MUST BEAR ALL COSTS 
NOT ELIGIBLE FOR REIMBURSEMENT. 

FOA DETAILS, SEE STATEMENT OF WORK TOTAL 

• THIS CONTRACT INCLUDES __ ATTACHMENTS: 

1. STATEMENT OF WORK 

2. GENERAL PROVISIONS 

3. SPECIAL PROVISIONS 

• FEDERAL AND STATE REGULATIONS AND GUIDELINES SHALL BE THE BASIS FOR DETERMINING ELIGIBILITY OF COSTS 

File 18.133-1 (rev. 3/8<6) 
(Replacn TSS Form A3.0) 

page 1 of 3 



TEXAS TRAFFIC SAFETY PROGRAM CONTRACT 

Attachment A 
Page 2 of 4 

REPRESENTATIONS, CERTIFICATIONS, AND ACKNOWLEDGMENTS 

I. EQUAL OPPORTUNITY: (check appropriate boxes) 

B has 
The Contractor represents that it has not participated in a previous contract or 

subcontract subject either to the Equal Opponunity Clause herein, the clause originally contained in 
Section 301 of ExButive Order 1.0925. or the clause contained in Section 201 of Executive Order No.· 
11114; that it has filed all required compliance repons; and that representations 

· has not 
indicating submission of requiredcompliance repons, signed by proposed subcontractors, will be ob· 
tained prior to subcontract award. 

II. AFFIRMATIVE ACTION PROGRAM: (check appropriate box) 

The Contractor represents that it: 

0 has developed and has on file at each establishment affirmative action programs as required by the 
rules and regulations of the Secretary of Labor (41 CFR 60-1 and 60-2). 

0 has not developed or does not have on file at each establishment affirmtive action programs as re
quired by the rules and regulations of the Secretary of Labor (41 CFR 60·1 and 60-2). 

0 has not previously had contracts subject to the written affirmative action program requirements of 
the rules and regulations of the Secretary of Labor. 

Ill. CERTIFICATION OF NONSEGREGATED FACILITIES: 

The Contractor cenifies that it does not maintain or provide for employee's facilities which are 
segregated on the basis of race, color, retigion, sex or national origin, whether such facilities are 
segregated by directive or on a de facto basis. The offeror funher agrees that he will not maintain such 
segregated facilities. 

IV. CLEAN AIR ACT COMPLIANCE: 

For all contracts in excess of $1 00,000, the recipient agrees to comply with all applicable standards. 
orders, or regulations issued pursuant to the Clean Air Act of 1970. Violations shall be reponed to the 
Depanment and the Regional Office of the Environmental Protection Agency. 

V. PRINCIPAL PLACE OF PERFORMANCE: 

The location of the Contractor's plant or place of business where the item(s) will be produced or the 
principal servicH will be performed under the contract is: 

CITY ------------------------
COUNTY __________ _ STATE ___ _ 

VI. ASSURANCE: 

The Contractor hereby assures compliance with all terms, conditions and general and special provi
sions for this contract, including attachments. 



Attachment A 
Page 3 of 4 

The Contractor Is hereby authorized to perform work on this project during the contract period, subject to the 
terms and conditions of this contract and all applicable state and federal laws and regulations. 

BY: ________________________ ____ 

Signature of Person Authorized 
to Commit Contractor 

Title 

Contractor 

Contractor Mailing Address: 

Street or P. 0. Box 

City, State, Zip Code 

Area Code Phone Number 

File 18.133·3 (Rev. 6/88) 

Date 

STATE OF TEXAS 

Certified as being.executed for the purpose 
and effect of activating and/or carrying 
out the orders, established policies, or 
work programs heretofore approved and 
authorized by the State Highway and Public . 
Transportation Commission under the · 
authority of Minute Order 82513. 

APPROVED: 

BY----------------

Date ----------------------------------
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STATEMENT OF WORK 

(Outline Sample for This Study Only) 

I. Authorization 

II. Problem Statement 

III. Objectives 

IV. Responsibilities of the Contractor 

V. Responsibilities of the Department 

VI. Performance Indicators 

25 
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SUMMARY OF RESPONSES 

PROJECT MANAGEMENT FEASIBILITY STUDY 

1. How many contracts do you manage? 

1. 20-25 -- some pending approval 
2. Currently just one 
3. 13 
4. 2 
5. 3 
6. 50 
7. 4 -- 2 approved, 1 interagency, 1 under approval 

2. What contract information do you need and to what level of 
detail do you need this information (e.g., budget objectives, 
etc.)? 

1. a) performance indicators - monthly status 
b) dates of monthly performance reports received 
c) dates and amount of monthlyjquarterly claims received 
d) project budget by cost category 
e) project balance by cost category 
f) project identification; name, contractor, number, 
funding source 
g) dates of quarterly review meetings 
h) date(s) of on-site monitoring visits 
i) list of eligible e~ployees to be compensated 
j) age of project (contract year) 

2. No response. 
3. Tracking claims and reports as they come in; performance 

indicators (monthly and cumulative), fiscal status by 
cost category. 

4. Budget info objectives 
Claim status 
Report status 
Performance indicators 
Budgeted info and actual budget expenditure 
% of contract completed to actual time 
Actual time spent per person to budgeted time 

5. Budget by cost categories 
Performance indicators 

6. a) Budget 
b) Operations plan 
c) Objective 
d) Area of responsibility 

7. See attached (sample contract) 
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3. Do all your contracts follow the attached form (see Attachment 
A)? If not, please include a sample form. 

1. No -- see interagency contract form 
2. Yes 
3. Yes. In addition, we are now including Action Plans with 

contracts as an attachment. 
4. Yes 
5. Yes 
6. Yes 
7. No -- have an interagency contract (see attached contract 

with DPS) 

4 • Are there standard objectives common to most of your contracts 
within a task andjor sub-task? If so, what are they? 

1. No 
2. Yes. Most objectives are to develop an information piece 

(e.g., PSA, brochure, etc.), and to print and distribute 
the stated quantity. 

3. Comprehensive Anti-DWI Project objective is to implement 
program. This is done through the action plan. 

4. Produce a report; produce a product. 
5. No 
6. a) Reduce accidents 

b) Arrest DWis 
c) Secure compliance with 55 NMSL 

7. See attached statement of work, LAN and Technical 
Assistance. 

5. Are there standard responsibilities required of all 
contractors (e.g., submit monthly/quarterly Performance 
Reports, required meetings, etc.)? If so, what are they? 

1. a) Submit monthly performance report (including 
performance indicators and action plan) no later than 28 
days following the end of the reporting month. 
b) Submit financial claims monthly or quarterly no later 
than 28 days following the end of the reporting period. 
c) Schedule quarterly review meetings with department 
representative. 
d) Submit quarterly financial status report. 
e) Participate in meetings with the department as 
requested. 
f) Submit newly developed public information material to 
department for approval. 
g) Submit final report of project activities no later 
than 30 days following the contract ending date. 

2. a) All developed material must have department approval. 
b) Monthly performance report. 
c) Quarterly financial status report. 
d) Reimbursement requests. 
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e) Final report. 
f) Quarterly status meetings. 

3. Reporting Requirements: 
fiscal 
performance reports 
final 
performance indicators 
comprehensive Anti-DWI projects 
on-site visits 

4. Monthly reports 
R~quired meetings 

5. Monthly performance reports 
Quarterly review meetings 
Quarterly claims 

6. Submit all fiscal requests 
Submit performance reports 

7. See LAN and Technical Assistance contracts 

6. Are there standard responsibilities required of the Department 
and the Contract Manager (e.g., Contract Manager-monitor the 
contractor' s compliance with the fiscal requirements) ? If so, 
what are they? Please indicate the responsible party. 

1. a) Department provides technical assistance as requested 
b) Department monitors contractor performance 
c) Department reimburses eligible expenses 
d) Department conducts at least one on-site monitoring 
visit per contract year 
e) Department performs an administrative evaluation of 
the project at project close 

2. a) Monitor contractor's activities and financial records 
- manager 
b) Provide assistance - manager 
c) Reimburse expense requests - department 
d) Final reviews - manager 

3. See attached statement of work sample 
4. Monitoring contract for compliance - project director 
5. a) Monitor contract compliance - contract manager 

b) Provide program management and technical assistance -
Department 
c) Reimburse the contractor - Department 
d) Perform an administrative evaluation contract 
manager 

6. a) Monitor performance 
b) Monitor fiscal performance 
c) Monitor achievement of objective 

7. See LAN and Technical Assistance contracts 

7. Do you have report forms, other than monthly/quarterly 
Performance Report forms, currently used by the contractors, 
the Department, or the Contract Manager? If so, please 
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a. 

provide a sample report indicating how you obtain it and with 
what frequency. 

1. The attached Action Plan is collected monthly with the 
performance report 

2. Not applicable 
3. New TSS manual will be revising performance reports; 

looks like all these forms will change. 
4. Standard 
5. No 
6. Not applicable 
7. No 

Please list any standard contractor/employee 
required for managing your contracts (e.g., 
employees to be compensated). 

1. Employees to be compensated 

information 
a list of 

Identify employees working less than fulltime 
2. Not applicable 
3. See attached statement of work sample 
4. List of employees to be compensated 

Employee qualifications 
5. List of employees 

Changes in personnel assignments 
6. Not applicable 
7. See LAN and Technical Assistance contracts 

9. Are there standard performance indicators for all/most of your 
contracts within a task and/or sub-task (e.g., number of 
meetings held)? If so, what are they? 

1. No 
2. Number of PSAs produced and distributed 

Number of presentations made 
Number of brochuresjpostersjbumper stickers, etc., 
produced and distributed 
Number of presentations made and number of attendees 
Number of schools participating in education project 

3. No. Each contract's indicators are very similar, but 
the communities' sizes vary so much that the numbers are 
different. 

4. Meetings held. Contract on time compared to budget time 
and funds. 

5. No 
6. a) Hours per DWI arrest 

b) Number of citations per hour 
c) High accident locations identified 

7. See LAN and Technical Assistance contracts 

10. Are any accountable assets purchased on your contracts that 
require maintaining an inventory? 
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1. Occasionally, but not typically 
2. No 
3. Films over $250; DPS will be purchasing computers and 

intoxilizers. 
4. Yes 
5. No 
6. No response 
7. Yes 

11. What type of evaluation information do you use for your 
contracts (e.g., administrative assessment)? 

1. Administrative (includes performance indicators) and 
usage surveys 

2. Administrative assessment 
3. Administrative 
4. Administrative assessment 
5. Administrative 
6. No reponse 
7. Administrative only 

ADDITIONAL COMMENTS: 

1. None 
2. None 
3. The whole contract format may be revised soon which will 

change forms, procedures, etc. 
4. None 
5. No response 
6. No repsonse 
7. No response 
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ORAL INTERVIEW QUESTIONS 

July 11-12, 1988 

1. What is an Interagency contract? 

2. Are there two types of contracts, Interagency and the other? 

3. Do you have more than one type of contract? If so, how many 
and what type? 

4 . Do some contracts extend more than a year or are they 
technically separate contracts for each year? 

5. What method do you currently use to track your contracts and 
how can it be improved? 

6. Are there standard Performance Indicators across your 
contracts? 

7. Can you provide a list of the standard Performance Indicators? 

8. Are there non-standard Performance Indicators; e.g. , 
Performance Indicators that apply only to a given contract? 

9. Are Performance Indicators checked monthly, quarterly, at the 
end of the contract period, or all three? 

10. Are Performance Indicators reported on a special report or on 
the Monthly Performance Reports? 

11. What is the physical flow of Monthly Performance Reports and 
claims? 

12. Do some contracts have quarterly claims as opposed to monthly 
claims? 

13. Do all contracts have either quarterly or monthly performance 
reports? 

14. Do all contracts have either quarterly or monthly claims? 

15. Are there standard and non-standard cost categories for all 
contracts? 

16. Can you give us a list of the standard cost categories. 

17. Are claims submitted/itemized by cost categories? 
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18. Do you need to know the planned expenditures vs. the actual 
expenditures by cost category? 

19. Is there a unique identifying code, such as a contract number, 
assigned to each contract? 

20. If so, do the contract numbers follow a specific format? 

21. Are there items other than a contract number that you would 
need for project identification such as the contract name, the 
contractor, or the funding source? 

22. Are quarterly review meetings andjor on-site monitoring visits 
standard for all contracts? Are they performance indicators? 

23. Do you need, for each contract, a list of eligible employees 
to be compensated? 

24. For monthly and quarterly performance reports, is the 
reporting period always by calendar month(s)? 

25. Are monthly/quarterly claim periods also by calendar month(s)? 

26. Is the following statement correct: The minimal employee 
information needed to manage your contracts is a list of 
employees to be compensated, a list of employees working less 
than fulltime, and a list of each employee's qualifications. 

27. If a list of employees working less than full time is required, 
is this required on a monthly basis? 

28. If applicable, what information do you need to maintain an 
inventory on accountable assets purchased on your contracts? 

29. What information must you "channel up" to your supervisor? 

30. Are there responsibilities which require more time in 
completion than they should and how can that be improved? 

31. Are there any standard responsibilities on contracts which 
could be eliminated or information which you don't need to do 
your job? 

32. What federal reports do you make if any? 

33. How could you be more productive? 

34. What tasks involve the most time? 

35. What software do you have available? 
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SUMMARY OF ORAL RESPONSES 

Following is a paraphrased list of sample questions and responses 
received during the oral interviews. 

What methods do you currently use to tract your contracts and how 
can they be improved? 

The information is in my head and I use handwritten notes. I also receive monthly 
performance reports. I need a way to track claims; a budget system that would 
show actual versus planned expenditures and how much money is left. 

The department relies on the contract managers to monitor the contracts. 

I'm interested in knowing the turnaround time on claims. 

The turnaround time on claims needs to be improved. 

Districts are supposed to send on-site monitoring reports to the Department. This 
is basically not being done. I would like to know where the claims are physically. 
I would like to know if the claims were in on time. I would like to know if the 
performance indicators are being met. 

Ideally, a cumulative performance report that's automated would make it easy to 
produce an annual report. 

I use PlanPerfect. I track monthly expenditures but not by cost category. For 
performance reports, I'm not tracking them at all. I've been trying to develop 
something in Paradox to use in the interim but it's not complete. 

I need to have the claim information itemized by cost category. 

I need a way of tracking the standard requirements. 

I need to know if the contractors have fulfilled their agreements. 

I need to document the costs on contracts. For example, I need a running tally by 
cost category of planned versus actual expenditures. I need a way to track claims 
and performance reports. 

FFMS output reports when I get them. I use the project's monthly performance 
report, the claims, and dialogue with the contractor. 

We need an automated procedure to increase the turn-around time. 
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The fiscal end is done by our accounting section. They track claims and dollar 
amounts but we don't have direct access to that information. To know how many 
claims are in or if the claims are late, we wait for notification from them. If a 
question arises, we can ask them. 

I receive an activity report which depicts the officers' activities. I also ride with the 
units. I mostly rely on the activity reports to monitor the contracts. Then I do an 
on-site visit to those areas that look like they may be having some difficulty. 

Are there items other than a contract number that you would need 
for project identification such as the contract name, the 
contractor, or the funding source? 

The contract number and name and the contractor's name. 

The contract name and number, the contractor. 

The contract name, the contract number, the contractor's name, and the project 
manager. 

The contract number and name. 

It might be helpful to know if it's a state or local contract and the funding source. 

The contract number and the contractor's name. 

Are there standard performance indicators across your contracts? 

No, the activities on my contracts are very different. 

The performance indicators are different for the different types of contracts. Some 
types of contracts would have a standard list of performance indicators but there 
are other performance indicators that would apply only to a specific contract. 

What is the physical flow of monthly performance reports and 
claims? 

Monthly performance reports come to me, then they go to Terry Palmer and then 
to Jim Hodges. Claims come to our accounting section, then they come to me, 
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then Terry Palmer, and then Jim Hodges. In the future monthly performance 
reports will be done quarterly. 

Performance reports come to me and then are filed. The claims come to our 
accounting section and then come to me. 

The secretary sends fiscal claims to accounting. They send it to the project 
manager who reviews it and signs off on it. He sends it to Jim Hodges who signs 
off on it. Then it goes back to accounting for processing. They send it to 03; 03 
sends it to the comptroller. The monthly performance reports go to the project 
manager who signs off on it; then it goes to the contract file. If there's anything 
unusual on the report the manager may send it to Terry Palmer. For local projects, 
they pass through the Traffic Safety Specialist in the district office before going to 
the project manager. 

The monthly performance reports are sent by the contractor to the district office; 
then they are sent to the contract manager in Austin. After being reviewed, they are 
filed. The claims are sent to the district office by the contractor; they are then sent 
to our accounting section to be logged. Then they are sent to the contract 
manager for approval who sends it to Jim Hodges. After he reviews them, they are 
sent back to the accounting section. 

The monthly performance report is generated at the contractor level. That form is 
then sent to the respective Traffic Safety Specialist in the district it was generated 
in. The district TSS sends it to me for my review and comments and then I file it. 
The claims follow the same basic flow but after I review it and make any 
appropriate changes, I send it to our accounting folks. They process the claim and 
then it goes to file. 

Do all contracts have either quarterly or monthly performance 
reports? 

Currently, performance reports are done monthly. In the future, they will be done 
quarterly. 

The majority are done monthly and the others are done quarterly. We've asked that 
we in Austin receive them quarterly; if the districts want them monthly, that is their 
prerogative. 
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Do all contracts have either quarterly or monthly claims? 

Claims are usually done monthly. 

The majority are done monthly and the others are done quarterly. 

Are quarterly review meetings and/or on-site monitoring visits 
standard for all contracts? Are they performance indicators? 

Yes, quarterly review meetings and on-site monitoring visits are standard. 

No, they are not performance indicators. They are supposed to be standard for all 
contracts but it is not being done. The Traffic Safety Specialist is supposed to have 
the review meeting, write up the results, and send it to us. We may have received 
two for the whole year. 

Basically we intend to do that for all contracts although it doesn't always happen. 

Do you need, for each contract, a list of eligible employees to be 
compensated? 

No, I don't really need employee information; eventually I may need it. 

We ask for the professional level. The qualifications of an individual are available 
to us if we request it. 

The names, the hours they worked, the rate of pay, the check number, etc. This 
information is necessary because we allow only ten percent of our contracts to be 
used for staff andjor supervisory support. I receive a list of individuals with every 
claim. 

I would need to know their names and the salary level. 

What information must you "channel up" to your supervisor? 

Everything, weekly status reports, what we did last week and will do this week. 

Anything unusual, positive or negative. 
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Claims and monthly performance indicators. Also, contract change notices which 
go through almost the same routing procedure as getting a contract signed. This 
is a time consuming process. 

I report, informally, the achievements of a contract. Basically, if there is no 
problem, my supervisor won't hear about a contract. But if there is a problem, 1 
report it to him. Anything unusual is reported. 

Are there responsibilities which require more time in completion 
than they should and how can that be improved? 

Not really; we're just flooded with contracts. 

Processing claims. We don't have the backup data to answer questions from 
accounting about claims. 

Monitoring monthly performance reports is too time consuming. We're going to go 
to quarterly performance reports. 

The district's Traffic Safety Specialists call with questions on things they should 
handle. They need more training, responsibilities and authority. 

Getting approval for materials to be printed. That needs to be standardized and 
centralized. 

Are there any standard responsibilities on contracts which could 
be eliminated or information which you don•t need to do your job? 

No, not really. 

No, I really don't have any complaints. I think most of the responsibilities are 
reasonable. 

What federal reports do you make if any? 

None. I'm not required to produce an annual report. 

I am required to report on my program area quarterly. There's a traffic safety report 
we make to the Feds annually; each of the program area managers reports to the 
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Feds on a project-by-project basis telling what they accomplished in terms of 
performance objectives. 

Each year we need to know how many citations and arrests were achieved in each 
category; how many speeding tickets were issued; how many warnings were 
issued. An annual report to the Feds includes this type of information for each 
contractor. 

How could you be more productive? 

Tasks other than contract management take up lots of time. There's lots of red tape 
and too many channels. 

Automation would increase turn aroundtime. 

Year-to-date summary information would be helpful. 

Ideally, having a cumulative performance report would help contract managers to 
produce an annual report. 

I would be more productive if the information I received was on time and of better 
quality and if I could then quickly receive an automated analysis of the information. 

If I could spend more time in the field, if I could spend more time riding in the 
patrol car, working with the project director, reviewing the officers' reports, I could 
find more problem areas. 

Being able to track the financial status and performance reports would increase my 
productivity. 

Something automated to track claims and performance reports would increase my 
productivity. 

Financial tracking would help a lot; then I could process claims faster. 

Quarterly performance reports as opposed to monthly will help. 

We need some standard letters for standard tasks. 
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What tasks involve the most time? 

Negotiations of contracts and all the channels they must go through. 

Checking claims takes lots of time. 

Getting a contract approved. 

Getting contract change notices approved. 

Getting material approved. 

Monitoring claims takes a tremendous amount of time. 

Contract development and claim review take a large portion of my time. 

What software do you have available? 

For word processing, we have WordPerfect. PlanPerfect is the spread sheet. 
Paradox is for database management. We also have Reflex and Lotus. These are 
the main software packages available to us at this time. 
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