
Payment Request OT Printing Updated V15

1. Payment Request OT Printing

1.1 Welcome to BRICKS!
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Notes:

Hello and welcome to BRICKS.   In this tutorial, we are going review how to make a payment request for Other Services - Printing.  The purpose of this tutorial is to outline the very specific requirements necessary for the submission and reimbursement of printing expenses.

1.2 About the Tutorial
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Notes:

Here are some guidelines that will help you get the most out of the tutorial.  The left pane of your viewing area is a menu of the contents.  You can move around within the tutorial or revisit a slide by clicking on the menu item.

All slides have player options that allow you to pause or go backward and forward within current slide.

When you see a next button, the slide is waiting on you to advance to the next one.  Some slides contain lots of information, so you can decide when you're ready to go forward.  You can revisit the previous slide with the previous button.

You can access any additional resources by clicking on the resources button at the top of any slide.  

When you see the question mark symbol, click it to receive additional information about the related topic.

1.3 Professional Payments
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Printing reimbursements differ from
general OT reimbursements in that the
award for printing is made after the
services are rendered.

After the award is made, printing
payment requests are submitted in the
same way as typical OT payments are
through the Other Services Payment
BP.





Notes:

Printing reimbursements differ from general OT reimbursements in that the award for printing is made after the services are rendered. 

After the award is made, printing payment requests are submitted in the same way as typical OT payments are through the Other Services Payment BP.

1.4 General - Printing Reimbursement
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There are very spedific requirements for submitting an OT
Payment Request for printing reimbursement.

« The Professional i reimbursed only for bid documents and
subsequent contract documents after the project is awarded.

« The professional is not reimbursed for SD, DD or CD phase
submittal documents.

« If, when a project is bid, the project is not awarded and the
professional i instructed to re-package the documents for re-bid,
the Professional is ot eligible for reimbursement of the original
bid documents that were not awarded.





Notes:

There are very specific requirements for submitting an OT Payment Request for printing reimbursement.
1. The Professional is reimbursed only for bid documents and subsequent contract documents after the project is awarded.

2. The professional is not reimbursed for SD, DD or CD phase submittal documents.

3. If, when a project is bid, the project is not awarded and the professional is instructed to re-package the documents for re-bid, the Professional is not eligible for reimbursement of the original bid documents that were not awarded.

1.5 Printing Costs in Excess of $5,000
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In some instances, it is reasonable to expect that printing
costs may exceed $5,000 - such as projects with large
document files or the potential for increased bidder
interest. Keep these requirements in mind.

« Cost proposals are required from a minimum of
two sources when the potential exists for printing
costs to exceed $5,000.

« At the time of printing, select the lowest cost
proposal.

« Before sending documents to the printer, upload
all printing proposals to Document Manager -
Planning - Proposals.





Notes:

In some instances, it is reasonable to expect that printing costs may exceed $5,000 - such as projects with large document files or the potential for increased bidder interest.  Keep these requirements in mind.

1.  Cost proposals are required from a minimum of two sources when the potential exists for printing costs to exceed $5,000.

2.  At the time of printing, select the lowest cost proposal.  

3.  Before sending documents to the printer, upload all printing proposals to Document Manager - Planning - Proposals.

1.6 In-house Printing
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Here's what you need to know for in-house printing.

1. Prior to printing documents in-house, receive itemized
cost proposals from two commercial printers.

2. Prior to printing, upload the commercial printer cost
proposals to Document Manager - Planning -
Proposals.

3. Your pay request for reimbursement of in-house
printing costs must not exceed the lowest of the
two cost proposals.

Send an email o the BOB project manager or taff
architect asking them to review the printing cost

proposals you uploaded to Document Manager.





Notes:

Here's what you need to know for in-house printing:

1. Prior to printing documents in-house, receive itemized cost proposals from two commercial printers.
2. Prior to printing, upload the commercial printer cost proposals to Document Manager - Planning - Proposals. 
3. Your pay request for reimbursement of in-house printing costs must not exceed the lowest cost of the two proposals.
Remember to send an email to the BOB project manager or staff architect asking them to review the printing cost proposals you uploaded to Document Manager.

1.7 Printing Award and Reimbursement 

[image: image7.jpg]Printing Award and Reimbursement
Documentation

1. Complete the BOB Bid Document Printing Summary
Sheet;

2. Backup documents for the Printing Summary Sheet:
a. A copy of all invoices for printing bid and
contract documents;

b. A copy of all mailing and freight charges for
bid and contract documents;

. A copy of the bid document register (plan
holder list).

lick to view summary form and instructions





Notes:

Let's review the printing award and reimbursement documentation.

1.
Complete the BOB Bid Document Printing Summary Sheet;

2.
Backup documents for the Printing Summary Sheet:

a. A copy of all invoices for printing bid and contract documents;

b. A copy of all mailing and freight charges for bid and contract documents;

c. A copy of the bid document register (plan holder list).

Bid Document Printing Summary Sheet

This form is required to summarize your printing costs.  It is the cover sheet for submitting your printing invoices and backup documentation to the BOB for review and approval.

Printing Reimbursement Form (Slide Layer)
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1.8 Submitting A Request
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Here's an overview of the process:

1. Submit a request for an award for printing by uploading the
printing deliverables to the reports folder in document manager;
request review by the BOB PM or SA to initiate an award.

2. Once awarded, create a payment request in the OT Payment BP;
attach the printing backup to the payment request.

3. 5end it o the BOB for Approval.

4. When approved, you will receive a task from the BOB prompting
you to submit paperwork in the form of a custom printed invoice.

5. Create your invoce through the BRICKS custom print function and
send the task back to the BOB;

6. Mailthe original (signed in biue ink) and one copy to the BB
through the USPS.





Notes:

Here's an overview of the process:

1.
Submit a request for an award for printing by uploading the printing deliverables to the reports folder; request review by the BOB PM or SA to initiate an award. 

2.
Once awarded, create a payment request in the OT payment BP; attach the printing backup to the payment request.

3.
Send it to the BOB for Approval.

4.
When approved, you will receive a task from the BOB prompting you to submit paperwork in the form of a custom printed invoice.

5.
Create your invoice through the BRICKS custom print function and send the task back to the BOB;

6.     Mail the original (signed in blue ink) and one copy to the BOB through the USPS.

1.9 OT Payment DEMO

[image: image10.jpg]OT Payment DEMO

Once the printing reimbursable award has
been made, the process for requesting
payment is the same as for typical OT
services. You can view the demo for
submitting an OT Services Payment
Request from the training links on the
BOB Website.





Notes:

Once the printing reimbursable award has been made, the process for requesting payment is the same as for typical OT services.  

You can view the demo for submitting an OT Services Payment Request from the training links on the BOB Website.

1.10 Conclusion
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This concludes the
restart, or you can e
your browser..





Notes:

This concludes the tutorial.  You can restart or you can exit by closing your browser.
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