TENNESSEE DEPARTMENT OF TRANSPORTATION

DESIGN DIVISION

SUITE 1300, JAMES K. POLK BUILDING

NASHVILLE, TENNESSEE  37243-0348

Explanation and Directions

for Completing the

DOT-CS-100 CONSULTING SERVICES QUESTIONAIRE

to be Used by Businesses Doing Planning, Road Design, Structural Design, Environmental, Survey and Geo-technical Work



PURPOSE:

The DOT-CS-100 Form is to provide information regarding the qualifications of architect-engineer or related services firms.  This information will assist the Department of Transportation personnel in contracting for professional services.

DEFINITIONS:

"ARCHITECT-ENGINEER AND RELATED SERVICES" are those professional services associated with research, development, design and construction, alteration, or repair of real property, as well as incidental services that members of these professions and those in their employ may logically or justifiably perform, including studies, investigations, surveys, evaluations, consultations, planning, programming, conceptual designs, plans and specifications, cost estimates, inspections, shop drawing reviews, construction advisory services, sample recommendations, preparation of operating and maintenance manuals, and other related services.

"PRINCIPALS" are those individuals in a firm who possess legal responsibility for its management.  They may be owners, partners, corporate officers, associates, administrators, etc.

"RESPONSIBLE PROFESSIONAL PERSONNEL" are those individuals in a firm who are registered as professionals and are responsible for the quality and completeness of a contracted project.

"KEY PERSONS, SPECIALISTS AND INDIVIDUAL CONSULTANTS", as used in this questionnaire, refer to individuals who will have major project responsibility or will provide unusual or unique capabilities for the project under construction.

A. GENERAL INSTRUCTIONS:

1. COMFORMITY: The key to a filling out this form is following instructions. Creativity should be saved for project design.

2. PRE-QUALIFICATION DURATION: Your pre-qualification lasts for two years unless your financial data changes due to a “SIGNIFICANT COMPANY CHANGE”. TDOT no longer notifies consulting firms that their pre-qualification will or has lapsed.  It is now the SOLE RESPONSIBILITY OF THE FIRM to submit their DOT-CS-100 Form every two years.

3. SIGNIFICANT COMPANY CHANGE: You must submit a new DOT-CS-100 Form each time your firm name changes, or any other significant change occurs related to your organization and affecting your balance sheet and financial liability (e.g. buyout, merger, incorporation, etc.). If the new name represents a new company, state the type of transaction that formed it (buyout, merger, incorporation, etc.) under Item I along with the names of any companies dissolved by the transaction.  Please give the full date of the company change under Item I.

If you are under contract with TDOT, you must also submit to this office on your former letterhead, a letter in duplicate (one for the Design Division and one for the Department's Finance Office - both to be mailed to the Design Division Director) stating the nature of this change.  In the letter, you should also provide the following:

1. Your Employer Federal Identification Tax Number 

2. The address to which your invoice payments should be mailed or electronically transferred

3. The name and phone number of a contact person in that office

This data equips our Finance Office to set up your vender file data for invoice payment purposes.

4. DEADLINES: If you are not pre-qualified due to lapsing or "SIGNIFICANT COMPANY CHANGE" as stated below in the instructions for pages 1-2, you must resubmit the DOT-CS-100 Form.  The DOT-CS-100 FORM has no deadline itself, but it should be received and stamped in by the DESIGN DIVISION no later than the advertised deadline for your letter of interest. 

5. DOT-CS-100 FORM SUBMITTAL: ALWAYS submit this form to the DESIGN DIVISION.  Some firms submit their DOT-CS-100 Form with their letter of interest concerning advertised projects. Regardless of which division places an advertisement for work or who your usual TDOT contact may be, the form should be sent to Design.  Only the DOT-CS-200 Form should be submitted to the division that actually placed the newspaper ad.

6. GENERAL REQUIREMENTS AND ALLOWANCES: The form is to be completed by typewriter or computer but NOT HANDWRITTEN. It is preferred that the form be submitted as a hard copy by a mail carrier in order to receive a good, clean copy in one orderly package and with original signatures.  Only under tight time constraints, should the full form be submitted electronically. You may e-mail (in Word 97) the entire form and then fax (to Jeff Jones at 615-532-2799) the two signature pages (Pages 13 and 14) as long as you follow these two with originals via regular mail. When the form is sent through regular mail, it should be printed only on one side of each sheet so that copies can easily be made.  You may reproduce completed forms in any quantity deemed necessary to meet your firm's internal distribution requirements. When adding pertinent sheets to the form (e.g. organizational chart, preprinted balance sheet, etc.), be sure to insert these sheets so that landscape oriented ones are not upside-down and the top of portrait oriented sheets are to the right.  Reassembly takes time.


7. EXTRA SPACE: If the space allowed on the form is too limited for your data, simply duplicate the appropriate form sheet while still blank and add a letter after its page number.  (e.g. duplicates of the sheet 8 format would be designated 8a, 8b, 8c, etc.)  Data should be recorded in the format of the form.  Please do not redesign our form.  Do not merely insert the word "ATTACHMENT" on our form if the space is too small.  Begin the data in the space provided and add other sheets of the same format as necessary numbering them appropriately.

8. OTHER DATA REVISIONS: It is preferable that you submit revised pages only by e-mail. The exception would be signature pages. These must be mailed in order that we may receive original signatures. Please summarize clearly which pages you are replacing.

It is essential that you maintain correct address and other contact data. You should submit any changes in this data via Pages 1 and 2 of our form. It may be to a firm's advantage to maintain current data concerning its experience record. Please feel free to submit only the revised page(s) If any other data reported on this form changes significantly (e.g. number of employees or engineers, disciplines, etc.) during your two-year pre-qualification period, you may also update this data.

The pages in our original form should retain their original page number [e.g. Page 8). The addition of letter designations after the page numbers of duplicate sheets [e.g. Page 8a, Page 8b] becomes important when replacing existing pages with revised ones. 

If most of the form pages are changed, just submit all of the form except the balance sheet and note that your submission is for revision purposes. You should also add the note "Data Revised XX/XX/XX - JD" (the initials of the person making the change) in the bottom right corner of each revised sheets margin. 

Please understand that the only time your pre-qualification date will change is when your updated DOT-CS-100 Form includes a balance sheet. This complete update is, of course, required only once every two years based upon your pre-qualification date. 

9. BLANK PAGES: Always submit a complete form.  Never omit sheets simply because you have nothing to put on them.

10. Firms having never been a prime: In the event you are selected to perform services for TDOT, you must promptly provide us with a letter in duplicate (one for the Design Division and one for the Department's Finance Office - both to be mailed to the Design Division Director) containing the following: 

4. Your Employer Federal Identification Tax Number 

5. The address to which your invoice payments should be mailed or electronically transferred

6. The name and phone number of a contact person in that office


This data equips our Finance Office to set up your vender file data for invoice payment purposes. 

10. FIRM NAME: Even though the current form does not ask for it, you should now begin to insert your firm’s name on every page of the DOT-CS-100 Form that does not officially ask for it. This helpful bit of data will identify your pages in case it gets separated from the rest of your form during the pre-qualification process Our example form will show where to insert a text box for this purpose. 

B. DOT-CS-100 FORM PAGE BY PAGE INSTRUCTIONS:

Pages 1-2

ADDRESS CHANGE: You must advise this office of any change of address.  The change must be submitted as a revised sheet of the DOT-CS-100 Form not merely a postcard, phone call, etc.

PHONE NUMBER CHANGE: We also need to get any change in your phone number via a revised sheet of the DOT-CS-100 Form.  We are not always aware of area code changes affecting your firm's offices.

NEW BRANCH OFFICE: If you open a new office in or near Tennessee and want to inform us of this change, revise the affected sheets of the DOT-CS-100 Form and mail in the revised sheets only.  A notice by letter or card is not sufficient.

BEST, SINGLE, PRE-QUALIFICATION CONTACT: To help us make sure the appropriate people in your firm are contacted when issue come up, please indicate on page 2 (in the bottom, left corner as per our Internet example) the best contact person in your firm to receive the Form. This person, of course, may differ from your project contact person.

BEST, SINGLE, ACCOUNTING DEPARTMENT CONTACT: To help our external auditing staff in approving balance sheets and overhead schedules, please indicate on page 2 (in the bottom, left corner as per our Internet example) the best contact person to answer their financial inquiries. 

Also, see example form.

Pages 3-14:

OTHER CATEGORY (Page 5): 

Please do not put “sub-categories” under OTHER.  Show under the appropriate discipline.

SUBSURFACE UTILITY ENGINEERING (SUE): If you request pre-qualification for this discipline (under OTHER on page 5 of the DOT-CS-100 Form), be sure to show an in-house employee related to it who is an RLS in order to be pre-qualified for this discipline. A PE would be beneficial but is not required.

BOTH PAGES 13 AND 14 MUST BEAR AN ORIGINAL SIGNATURE IN BLUE INK FOR EASY RECOGNITION

BALANCE SHEET (Page 14) - LINE OF CREDIT: Many firms fail to break out their line of credit and label it as such on their DOT-CS-100 Form balance sheet. This data may be a deciding factor in the financial pre-qualification of your firm.

Also, your balance sheet must be “As of” the last day of your most recent fiscal year (Line 1), unless it is too close to the end of your fiscal year in which case you may submit the previous year’s data. Line 2 simply asks for the month and day on which each fiscal year ends. Line 3 will probably be omitted on the next revision of the DOT-CS-100 Form since it really doesn’t apply to a balance sheet so you may omit data on this line.  Many firms fail to line through the word “Audit” on Line 3. But if your data is has not been audited, this should be done. If an independent CPA or CPA firm did not produce your balance sheet, “CPA Firm” on the signature line should also be lined through. In this case, the chief financial officer, president or owner of your firm should sign Page 14 or your preprinted balance sheet in lieu of a CPA. According to federal regulations, your accounting system must operate on an accrual basis as opposed to a cash basis. If your firm has been in business for more than a year, your balance sheet must match the date that follows the phrase “For Year Ended” which must appear on your overhead schedule.

See example form.

ORGANIZATION CHART (first supplement which is not supplied in our DOT-CS-100 Form)
Attach it to the DOT-CS-100 Form after your financial data.  Do not insert it into the form proper.  Do not include TDOT in your firm’s organizational chart. Do not include any sub-consultants you may intend to use. The chart should be on one 8 1/2" x 11" sheet.  If your firm is large, include a very general chart of the whole company and then charts for each office that might actually be involved with a TDOT project.  If any of the charts are so complicated the print becomes illegible when reduced to an 8 ½” x 11” sheet, please split the chart into two sheets.  Some color charts are hard to read after we photocopy them so please use contrasting colors if you do print it in color.

OVERHEAD SCHEDULE (second supplement which is not supplied in our DOT-CS-100 Form)

Many firms do not submit an overhead schedule. As of July 1, 1999, our External Audit staff no longer approves the DOT-CS-100 Form balance sheet without a reasonably current overhead schedule on file. It does not have to be audited nor does it have to be signed. Income statements, etc. are not overhead schedules and will not be accepted in lieu of an overhead schedule. Attach it to the DOT-CS-100 Form after your organizational chart.  Please see our External Audit Issues link. Your overhead schedule should cover your most recent, fiscal year if your firm has been in business for twelve months or more.  It’s heading should contain the statement “For Year Ended (month, day, year)”.  According to federal regulations, your accounting system must be on an accrual basis not a 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. If your firm has been in business for more than a year, your overhead schedule must cover the most recent full fiscal year’s financial data. 

Always submit your overhead schedule to Jeff Jones, not our External Audit staff unless they specifically request it.

Final Comments:
CERTIFICATION OF INSURANCE FOR CONTRACTING PURPOSES: You should submit a certificate of insurance only if you are given a TDOT contract. It should not be submitted with your DOT-CS-100 Form. It should not be submitted with your DOT-CS-200 Form. 

After being awarded a contract, you must have your INSURANCE COMPANY send us a copy of it via US Mail prior to commencing work.  The certificate should indicate explicitly that your insurance covers professional liability for omissions and errors, the expiration date of the policy, the limits (annual aggregate limit and each occurrence limit), etc.  Also, do not forget to include the agreement number on the certificate.  Please see that your insurance company closely follows our example certificate under our Consultant Contract Orientation Information link (Look for the link “22 – CERTIFICATE OF LIABILITY INSURANCE FACSIMILE”) to be sure it is completed as we expect.

THOROUGHNESS: Also, thoroughness in completing the Form on first submission would help the process flow more smoothly and quickly.  We would appreciate your cooperation in regard to these issues. 

If you have any questions concerning the DOT-CS-100 Form or pre-qualification in general, please contact Randell Bracey at (615) 741-7801.

(2 Instructions for DOT-CS-100.doc)
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