








STANDARD INVOICE FORMAT: We have introduced two new identifiers on our format: A PIN (project identification number) and the project monitor (TDOT’s manager or managers who watch over all, or part, of a consultant project.) We are using the term “Project Monitor” as opposed to “Design Manager” so that the term will be flexible to fit any division that uses our format. The term “Project Manager” is now used in another context within TDOT. PINs began to be assigned to TDOT projects let from April 26, 2002 and thereafter. Older project will be assigned PINs in the near future. The “Project Monitor” should appear on all TDOT consultant invoice from this point on. The PINs should appear on all TDOT invoices as they become available. 





5. CERTIFICATE OF INSURANCE: Too many of these are being submitted either incorrectly or


incompletely.  Please make sure your insurance company knows exactly what we want on these certificates.  On the next page is a facsimile of a certificate with instructions on the blank form itself.  It should be very easy to fill out correctly.  Remember, this form is ONLY for firms having an agreement with TDOT.  You are to submit this completed form BEFORE beginning work.  To fail to complete the form as instructed could be construed as non-submittal.








7. PRE-QUALIFICATION PREREQUISITES: TDOT “cost-plus” and “lump sum” contracts contain a fixed overhead rate. To establish this rate, a firm has to have been in business 12 months. By utilizing the firm’s overhead schedule, TDOT External Audit determines this fixed rate. A firm’s overhead schedule must indicate that it covers a full 12 month period by including a statement such as: “For Year Ended December 31, 2003” where December 31 is the last day in the firm’s fiscal year. The federal government also requires that a firm have a job costing system and that it be on the accrual basis. TDOT’s External Audit staff will adjust the firm’s books to TDOT requirement as well. Each firm must have an audited indirect cost rate before contracting with TDOT.









































OVERHEAD & BALANCE SHEET: Your overhead schedule must cover your last fiscal year and bear the statement “For Year Ended ____________”. Although your balance sheet reflects a point in time, it must relate to the same period of time and show the beginning and ending dates on our form or within your chosen format, include the statement “For Year Ended ________. According to federal regulations, your accounting system must operate on an accrual basis as opposed to cash basis.  Also, companies that have provided services on the construction end of a project(s) must realize that construction services are procured using the low bid process.  





On the other hand, the same company could provide the same services as a consultant during any phase prior to construction and be required to submit an overhead schedule.  This schedule would be used in determining the firm’s current overhead rate to be applied to the regular, direct labor in proposals and invoices. These type projects are advertised and their contracts are negotiated in order to get the best professional services as opposed to merely selecting the low bidder. Establishing an overhead rate is of critical importance to finalizing negotiations and completing contracts for professional services.














6. FIRM IDENTIFIER: Every page of the DOT-CS-100 Form must bear the firm’s name in the bottom, 


left margin. The exceptions are Pages 1, 13 and 14 since they already ask for the firm’s name. It should appear outside the form’s boxes in order to make it conspicuous.  


















































2. FINANCIAL DATA: The External Audit Office of the Tennessee Department of Transportation will not approve consulting firms which do not have a full twelve months of financial data. Therefore, these firms will not be pre-qualified and will be ineligible for Engineering and Technical work on advertised, negotiated contracts.











3. NEW CONSULTANT POLICY: Our new “Standard Procurement Policy for Engineering and Technical Services” is now posted as a link on our “Consultant Information” web page.

















NEVER ASSUME THE DOT-CS-100 FORM, ITS INSTRUCTIONS OR ITS SAMPLE ARE THE SAME AS THE LAST TIME YOU CHECKED.  READ ALL OUR MATERIALS CAREFULLY, ATTENTIVELY AND THOROUGHLY.  IT COULD SAVE YOUR FIRM AND TDOT MUCH TIME, EFFORT AND FRUSTRATION.
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