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STANDARD PROCUREMENT POLICY FOR ENGINEERING 

AND TECHNICAL SERVICES

THE STATE OF TENNESSEE

DEPARTMENT OF TRANSPORTATION

I. Purpose

To prescribe the policy of the Tennessee Department of Transportation (TDOT) applicable to the retention of consultant services for architectural, engineering, right-of-way and technical services.

II. Application

A. Engineering Services

Contracts for project management, construction management and inspection, planning studies, preliminary engineering, design engineering, surveying, mapping, geotechnical studies, environmental assessments and related studies, right-of-way acquisition and related services, and architectural related services for a project, task or service are covered herein.  They may include emergency contracts and those calling for special expertise.

B. Technical Services

Technical services such as inspection of structural steel fabrication, sub-surface exploration/drilling, laboratory testing, inspection of welds on existing bridges, underwater inspection, etc., are covered.

III. Policy and Procedures – Engineering Services

A. Determination of Need for Consultant Services:  The TDOT is obligated with the responsibility of deciding the necessity of using outside consultant services.  The three general conditions in determining the necessity and/or desirability of retaining a consultant are:

1. The magnitude of the work involved for the project as compared to available departmental manpower.

2. Complexity of the work involved as compared to available expertise within TDOT.

3. The time frame in which the work must be accomplished and the ability of TDOT to do the work and maintain its program on schedule.

B. Procedures for Procurement

1. Establishment of a Consultant Evaluation Committee:  The TDOT will have a consultant evaluation committee composed of the Chief Engineer, the Assistant Chief Engineers, and the Division Director(s) requiring the services.  The evaluation committee shall have the responsibility of determining the need for consultant services and submitting to the Commissioner of Transportation a recommended list of qualified firms.

2.  Prequalification of Consultants:  This policy is not applicable to construction contractors. The Department shall publish annually a solicitation advising that consultant services may be sought during the forthcoming twelve-month period for various disciplines of work; therein, TDOT shall request that firms not currently pre-qualified submit a completed DOT-CS-100 form to indicate their interest in performing work and to secure pre-qualification status with the Department.  The Department will maintain webpages on its Internet Website relative to consultant information.  The Department will request that applicants download the DOT-CS-100 form from the website for use in pre-qualification.  The form shall be submitted to the Director of the Design Division. All required signatures shall be original. The Department shall review each applicant firm’s professional, technical, and financial credentials from information provided on form DOT-CS-100 and complete a registry of successfully pre-qualified firms in the several professional disciplines.  This registry shall be updated throughout the year as other firms successfully meet TDOT’s pre-qualification requirements.  Pre-qualified firms shall keep all information current with TDOT by updating their DOT-CS-100 form as required.

Only those firms who have successfully met the following criteria shall be considered in the procurement processes:

a) Firms should be of a high ethical and professional standing, and provide references from clients of recent performances of work of a similar character to the usual Departmental projects.  Firms must comply with the provisions of TCA, Section 62-2-601.

b) Principals, project administrators, project managers or other key responsible members of the consultant firm shall be registered as professional practitioners as required in TCA 62-2-1, and/or TCA 62-39-103.

c) Principals and/or responsible professionals of the firm’s staff must be experienced in the disciplines for which pre-qualification status is being sought.

d) Firms should be of a sound financial standing and have the financial ability to undertake an assignment.

The Department shall notify all applicants of the results of the review of their application for pre-qualification.

A firm’s successful pre-qualification status shall remain in effect for a period of two years plus a three-month grace period, beginning with the date of TDOT External Audit’s approval of the firm’s balance sheet; thereafter, the firm must reapply for pre-qualification renewal.  No notice of expiration of pre-qualification will be given by TDOT.  A new pre-qualification may be filed at any time.  A name change, merger or buy out shall necessitate a new DOT CS-100 submittal.

3. Consultant Selection:  Upon determination of need for a consultant for a specific project or projects, TDOT shall seek letters of interest from pre-qualified firms by advertising through appropriate printed public media and its Internet Website.  Advertisements for consultant services will clearly state that all firms shall be pre-qualified or have a completed DOT-CS-100 with original signatures filed with the Department by the deadline for letters of interest.  The evaluation committee shall evaluate the current statements of qualification and performance data for those submitting letters of interest and choose several firms who would make viable selection candidates.  The committee shall invite, from those firms, the submission of proposals on Form DOT-CS-200.  This invitation will include a scope of work, a list of evaluation factors and their relative importance.  The evaluation factors as a minimum shall be past experience in the required disciplines with TDOT and/or other clients, staffing available to perform the required services, demonstrated ability to meet schedules without compromising sound engineering practices, and time since last project with TDOT.  The committee shall take affirmative aggressive steps consistent with the Department’s related DBE goals to identify and give selection consideration for employment to Disadvantaged Business Enterprises professionally qualified in the disciplines required under the proposed work.  The committee shall evaluate the proposals received (including interviews and demonstrations if required) and recommend to the Commissioner a list of no less than three of the firms deemed most qualified to provide the services required.  The Commissioner shall rank the firms in order of preference based upon the criteria established.  The Department will negotiate with the highest qualified firm.  All considered firms who were unsuccessful in the selection process shall be so notified.

4. Negotiations

a) Determination of Contract Price:  Following a decision to use consultant services, TDOT staff shall analyze the work to be undertaken and an estimate of man-days or project cost required will be determined based on:

(1) Relative difficulty of the proposed assignment or project, size of project, details required, and the period of performance, and,

(2) A comparison with the experience record for similar work performed both by TDOT personnel and previously negotiated consultant contracts.

b) Negotiation of Contract Use:  The Director (or his designee) of the TDOT functional area responsible for the services to be acquired will negotiate with the selected firm.  Said Director shall arrange a conference with the prospective consultant at which the parties must come to a mutual understanding of the scope of work and all technical and administrative requirements of the proposed undertaking.  The Director shall invite the Division Administrator of the Federal Highway Administration or his representative to negotiation conferences for projects which require FHWA oversight. Other participants at these conferences may include representatives from the offices of External Audit, Civil Rights, and Consultant Contracts.  The prospective consulting firm may be represented as they wish; however, a project manager and accounting representative are recommended. The prospective consulting firm will be invited to submit a cost proposal for the project; this cost proposal is to be broken down by the various items of work as requested and supported by estimated labor requirements.  Instructions shall be given at the conference regarding the method of compensation and the documentation needed to justify the proposed compensation.

In evaluating the consultant’s cost proposal(s), the Director shall judge the reasonableness of the proposed compensation and anticipated labor and equipment requirements by the following and other appropriate considerations:

(1) The proposed compensation should be comparable to that of other projects of similar nature, terrain, complexity, etc.

(2) The Director, as deemed appropriate, will assess the fairness of the proposed fee.

(3) The proposed compensation shall be studied for reasonableness and to assure sufficient compensation to cover the professional quality of the work items desired.

(4) The proposed compensation shall be subject to a pre-award audit evaluation as required by 23 CFR Part 172.  The resulting audit report shall be a part of the supporting documentation.

(5) The consultant’s proposed compensations and labor estimates or unit prices shall compare favorably with those originated independently by TDOT staff.

If the consultant’s first cost proposal is rejected by TDOT, the negotiation parties shall hold a second conference to discuss those points of the cost proposal which are considered unsatisfactory.  The consultant shall submit a second cost proposal based upon this second conference.

If the Department rejects the consultant’s second cost proposal, negotiations shall cease and commence with the second most qualified firm.  If like negotiations are unsuccessful with the second most qualified firm, TDOT will undertake negotiations with the third most qualified firm and others on the selected list in sequential order.  Should negotiations fail with all of the selected firms, the Department may select additional firms in order of their competence and qualification and continue negotiations in accordance with this section until an agreement is reached.

The Department may, at any time, in lieu of continuing negotiations, elect to redefine the scope of the project, with the concurrence of the Commissioner and invite another group of consultants to submit proposals pursuant to Section III, B, 3.

C. Monitoring of Active Projects

1. Prior to approval of the contract, the Department must have on file a contract specific Certificate of Insurance for the consultant.  It shall confirm that the firm has professional liability insurance for errors and omissions in the amount of $1,000,000, as a minimum, and the policy shall be maintained for the life of the contract.  Consultants responsible for the disbursement of TDOT funds shall be required to provide evidence of a Fidelity Bond in the amount of $250,000 maintained for the life of the contract.

2. After the contract has been approved, a work order issued, and productive work on the consultant’s assignment has begun, representatives of the Departmental division requiring the consultant’s services and, as appropriate, the Federal Highway Administration, shall periodically review and document the consultant’s progress.  Said monitoring reviews shall be directed toward assurance that the consultant’s assignment is being performed as specified in the agreement, that an adequate staff has been assigned to the work, that project development is commensurate with project billings, and that work does not deviate from the contracted assignment.

Should conditions warrant, these reviews may consist only of an appropriate exchange of correspondence.  These reviews shall determine, among other matters, if any changes or supplemental agreements are required for the completion of the consultant’s work.

3. An employee of TDOT shall be in responsible charge of each contract or project.  Annually and/or at project close, he will prepare a performance evaluation report covering such items as timely completion of work, conformance with contract cost and quality of work.  A copy of this report will be furnished the firm for its review and comments upon request.

4. The contract will include a clause requiring the consultant to perform such additional work as may be necessary to correct errors in the work required under the contract without undue delays and without additional cost to the owner.  In the event that additional construction cost is entailed due to a result of the firm’s negligence, the firm shall bear that additional cost also.

D. Documentation of Selection, Negotiation, and Monitoring Processes

The aforementioned processes for each consultant agreement shall be documented; the Department shall retain a record of proposals received, and the evaluation and selection of a consultant for each project for a period of at least three years from completion of the project.

E. Contract Accounting Policies

1. Overhead Limits:  The overhead charge, effective June 14, 1996, shall be the actual rate up to a maximum of 145% of the consultant’s direct labor costs.  The overhead rate should be determined in compliance with Federal Acquisition regulations and audited by a cognizant agency as defined by 23 CFR 172.  The cognizant agency is the home state transportation department, a federal agency, or TDOT in the absence of any of the other.  A Certified Public Accountant (CPA) may perform the audit, but the audit work papers must be reviewed by the governmental agency.  Audited overhead rates may require adjustment for TDOT policies.  The overhead rate for firms with multiple offices shall be a combined rate for all offices.  Any Bonus, Employee Management Incentive Program, or any other type payments to an Owner, Partner, Officer or Associate, other than salary, shall be considered as a distribution of profit and shall not be allowed in arriving at the overhead rate.  Any bonus paid to employees owning more than 2% of the out-standing stock shall be disallowed.

Supplements, work orders, addendums, etc., to contracts dated prior to June 14, 1996, shall not exceed the overhead maximum rate of 135%.

Effective June 14, 1996, a fixed overhead rate approved by External Audit will be stated in the basic contract.  This fixed overhead rate will also remain in effect for supplements, work orders, addendums, etc., for the life of the basic contract.

Indirect Salary Limits:  Individual indirect salaries, wages or any other type remuneration in excess of the salary of the Commissioner of TDOT, at the time of the audit, shall be disallowed in the overhead computation.

2. Travel:  Travel and subsistence charges shall be in conformance with the State of Tennessee Comprehensive Travel regulations.  Air travel shall be pre-approved.

Actual expenses, not to exceed the commercial rate, of company owned airplanes are allowable as a direct charge.

3. Net Fee Calculation:  The fee for profit is negotiable.  The allowable fee shall be based on the total of direct labor and overhead by using the following formula:

Net Fee = 2.35 x Direct Salary x Allowed Net Fee Rate

Maximum allowed Net Fee Rate = 13%

The profit shall be the same regardless of the overhead rate.  It is noted that 13% is the maximum profit rate.  The rate should be negotiated depending on the type work, complexity, time restraints, etc., of the project.  Net fee is invoiced on percentage of completion of the project.

4. Standard Invoice:  All invoices for contracts under this policy shall use a standard invoice (see Attachment A).  Any deviation from this standard invoice shall be approved by the Division of Finance.  All approved standard invoices shall be kept on file in the Division of Finance.

5. Contract and Project Closing:  The functional area manager is responsible for the timely closing of the contract.  He is responsible for keeping up with contract costs and knowing when a contract is complete.  By letter to the consultant, the functional area manager shall affirm that the contract or work order has been satisfactorily completed.  A copy of the completion notice shall be sent to the Division of Finance and  the Consultant Contracts Office (see Attachment B for an example).  This notice will initiate a review of the contract or work order by the External Audit Office.  In the event that additional services are required, within the original scope of the project, the contract may be re-opened.  When a contract is re-opened, the current overhead rate of the consultant will be applicable.  A supplement to an existing contract would not allow for a change in overhead rate.

6. Retainage:  Effective as of the date this policy is approved, retainage shall not be required for new Engineering and Technical Services Contracts.

7. Audit Requirements:    Pre-award audits as required by 23 CFR 18 consist of providing an audited indirect cost (overhead) rate, review of the consultant’s job cost accounting system, and review of project man-day or unit price proposals.  Awarded contracts are subject to interim and final audits.  The audits consist of determining the accuracy of invoice charges by reviewing time sheets, payroll registers, travel documents, etc.  Charges that cannot be supported will be billed back to the consultant.  For the exception of non-fixed indirect cost rate contracts, annual audits of the indirect cost rate will be required and adjustments to the invoiced billing rate may be necessary based on audit results.

Pre-award review of contracts:  All engineering and specialized consultant contracts under this policy shall be reviewed before approval by the external audit section of the Division of Finance.  A copy of the proposed contract shall be sent to the External Audit section for review.

8. CADD Expenditures:  All CADD equipment and software expenditures are to be treated as part of overhead and subject to the overhead limits as defined previously.  CADD will not be allowed as a direct expenditure based on an allocation rate.

9.  Facilities Capital Cost of Money (FCCM) Rate:  FCCM referenced in 48 CFR 31.205-10 shall be allowed as part of overhead and applied to direct labor.  The total overhead, including FCCM, shall not exceed the overhead limits as defined previously.

10. Direct Costs:  Include job related expenses which are required directly in the performance of project services such as travel, subsistence, long distance telephone, reproduction, printing, etc.  These should be itemized as to quantities and unit costs in arriving at the total cost for the expense.

The proposed direct cost shall not exceed the Department’s maximum allowable rate when a rate for such cost is specified.  All other direct costs must show supporting documentation for auditing purposes.  The proposed rates should show how they were developed including historical in-house cost data or names and phone numbers of vendors that supplied price quotes along with receipts, invoices, etc. if available.

Electronic equipment, such as personal computers, cameras, and cellular phones, shall be included in the consultant’s overhead.

The cost of the use of the consultant’s vehicle(s) to the Department’s project shall be paid for at the Department’s current reimbursement rate per mile (as determined by state travel regulations).  If the consultant must obtain a vehicle for exclusive use on the Department’s project, the consultant shall provide justification for the type vehicle requested based on its intended purpose and shall submit a cost/benefit analysis to justify the method by which the vehicle will be obtained (i.e., lease, rent, or purchase).  If purchased, the vehicle cost submitted to the Department shall be the difference between the purchase price (including title and taxes) and the anticipated salvage value of the vehicle at the end of the project.  

An average monthly vehicle ownership cost shall be reimbursed to the consultant based on straightline depreciation for the duration of the project.  The maximum depreciation shall be limited to 20% per year.  (Example:  New vehicle costs $17,000 and is anticipated to have a salvage value of $6,800 at the end of a 3-year project.  The monthly vehicle ownership allowance would be $283.33.)  If a contract extension requires continued vehicle usage, the total sum of the monthly vehicle ownership allowances paid the consultant shall be limited to 90% of original purchase price of the vehicle.  For early completions, no vehicle ownership allowance payments will be made after the actual project completion date.  Finance charges shall not be included in the vehicle cost.  The vehicle allowance shall be based on the most economical vehicle class meeting the needs of the project.  Operating cost (including gas, maintenance, insurance, and licensing and emissions testing) for project specific vehicles shall be itemized separately.

11. Collection of Funds Due as Result of Contract Audit:  Once an audit is completed and the consultant is found to owe the Department, the External Auditor will notify in writing the consultant, the appropriate Consultant Contracts Office, and the Finance Director.  The Consultant Contracts Office will contact the consultant in writing about the indebtedness and request payment within 30 days from the date of the letter.  If after 30 days payment is not received, the Consultant Contracts Office will notify the Finance Director.  The consultant will then be notified by the Finance Director that any funds held in retainage or funds owed to the consultant under other agreements will be used to satisfy the indebtedness.  If funds or payables to the consultant in the Department’s possession are in excess of the indebtedness, anything owed the consultant will be remitted under normal payment procedures.  If the funds in the Department’s possession are not sufficient to satisfy the indebtedness, the Finance Director will discuss the matter with the Department’s legal counsel and take appropriate action.

12.
Method of Payment:  Contract fee will be cost reimbursable plus fixed fee, fixed fee per unit, or lump sum.  Although lump sum contracts are allowed, they should be limited to short-term projects with restrictive schedules and well-defined scope.  Identical cost accounting records must be maintained regardless of the payment method.
F. Geotechnical Contracts:  Contracts for geotechnical services are considered separately because they can involve a mixture of two types of services, i.e., geotechnical studies (engineering services) and subsurface exploration/drilling or laboratory testing (technical services).  Additionally, there is a mixture of firms some of which offer one or other of these services, others which offer both and others which offer some combination as well as other services, e.g., design.  Firms offering both services must, for accounting purposes, separate the two operations.  Cost of equipment, supplies, etc., used in technical services may not be applied towards overhead computations for engineering services.
1. Subsurface Exploration/Drilling and/or Laboratory Testing:  These services shall be procured as noted in Section V, Technical Services.  
2. Geotechnical Studies Only:  These services shall be procured as noted in Section III, Engineering Services.

3. Geotechnical Studies and Sub-surface Exploration/Drilling and/or Laboratory Testing Combined:  The services of these firms shall be procured as noted in Section III, Engineering Services.  The technical services costs shall be negotiated by the Geotechnical Engineering Section Manager, Materials and Tests Division based on usual industry standards.
4. Geotechnical Studies and/or Sub-surface Exploration/Drilling and/or Laboratory Testing Within Another Engineering Services Firm:  These services shall be procured as part of the larger contract, e.g., road design.  Payment for sub-surface exploration/drilling shall be invoiced as a direct cost.  Overhead cost restrictions as previously stated also apply.  Geotechnical studies shall be invoiced as other engineering services.
G. Sub-consultants for Engineering Services
1. A consultant responding to a request for a letter of interest from TDOT, should not specifically identify sub-consultant(s).  Rather, the letter of interest should only identify the need to use a sub-consultant and  the scope of work to be performed.  The sub-consultant shall be one that is pre-qualified by TDOT to perform the specific tasks required.  A pending pre-qualification status will be acceptable.

2. A consultant which has been short-listed for a project and asked to submit Form DOT-CS-200, shall specifically identify any sub-consultant(s) required to complete the project team. All sub-consultants identified on the submittal shall be pre-qualified by TDOT to perform the required tasks at the time of the submittal.  Failure to meet these requirements would void the submittal.  A pending pre-qualification status will be acceptable.

3. Once a contract has been awarded, the consultant may negotiate directly with sub-consultants. A change in sub-consultants must be approved by TDOT.  A written request must be submitted to the TDOT manager, of the functional area involved, to initiate the change.  This request must include an explanation of the need to change sub-consultants and the impact on the project schedule and financial elements of the contract.  The substitute sub-consultant must be pre-qualified by TDOT to perform the required tasks.  After consideration of all factors of the request, TDOT will respond to the request in writing.

4. Geotechnical Studies Firms as Sub-Consultants

a) Geotechnical Studies Only: The services of these firms may be procured by negotiation with the prime consultant as described previously here in.

b) Geotechnical Studies and Sub-surface Exploration/Drilling and/or Laboratory Testing Firms as Sub-Consultants:  The services of these firms shall be procured by negotiation with the prime consultant.  However, costs associated with sub-surface exploration/drilling and/or laboratory testing shall be negotiated under the direction of the Geotechnical Engineering Section Manager, Materials and Tests Division.


H.
Sub-consultants Not Covered Under Engineering Services (Section III):  In the event a sub-consultant is required whose hiring process, as a prime, would be governed by Section IV or V of these policies or other state policy, that sub-consultant shall be retained by the same method used if he were a prime.
1. Example:  Design consultants are occasionally asked to provide sub-surface exploration/drilling and/or laboratory testing services under their design contract.  These services procurement methods are described under Section V, Technical Services.  The design consultant shall use, and document, the procedures described under Section V of this policy when hiring the sub-surface exploration/drilling and/or laboratory testing consultant.
2. The functional area manager responsible for the project should monitor the hiring and documentation of sub-consultants by the prime.  Documentation should detail the method used and should be satisfactory for a final project audit.

I.
Expedited Procurement for Engineering Services:

When the contract cost of the services does not exceed $100,000, small purchase procedures may be used.  Price negotiations will be obtained from an adequate number of qualified sources with a minimum of two.  Awards will be made to the responsible firm whose proposal is most advantageous to the program with price and other relevant factors considered.

IV. Sole Source Engineering Services

The following procedures shall be used by the Department in those circumstances where there exists only one viable source for the desired services, when competition among available sources is inadequate, or when adherence to normal procedures will entail undue delays for projects requiring urgent completion.  Upon determination of a need for this type service, TDOT shall request a proposal from the qualified firm for the accomplishment of the desired assignment.  The request for proposal shall define the full scope of the desired services, together with minimum performance specifications and standards, the date materials and services are to be provided by the consultant to the Department, and the required assignment completion schedule.  Response to the request for proposal shall be evaluated, giving due consideration to such matters as a firm’s professional integrity, compliance with public policies, records or past performances, financial and technical resources, and requested compensation for the assignment.

V. Technical Services

The following procedures shall be used by the Department for procurement of the services described in Section II-B.  Price quotations shall be obtained from qualified firms for the specified work either by public advertisement or by requests.  A minimum of three firms is required, if available.  Awards will be made to the responsible firm whose proposal is most advantageous to the program with price and other relevant factors considered.

[image: image3.png]



[image: image4.wmf][image: image5.png]


Job No. 37281     HYPOTHETICAL ENGINEERING CO., INC.     Inv. No. 0183

Consulting Engineers

1000 Jackson Blvd., Chattanooga, TN  37110-1234

PH:  (423) 247-2011
Tennessee Dept. of Transportation
September 7, 2001

Jeff Jones

Civil Engineering Director

Design Division, Suite 1300
Agreement No. 9099

James K. Polk Building
Work Order # (If Applicable)

Nashville, TN  37243-0348

For professional services relative to project I-240-1(144)14, 79006-1131-44, 79008-1127-44, I-55-1(67)0, 79004-1121-44, 79005-1128-44, I-240 from

Carter Blvd. to Smith Rd., Shelby Co.

Progress Billing No. 2
Aug. 1, 2001 - Aug. 31, 2001

I. Direct Labor:  (Per Schedule No. 1 attached)
$  2,890.00


II. Overhead:  Payroll Additives and General


& Administrative ($2,890.00 @ 100.00%)
   2,890.00




SUBTOTAL
$  5,780.00





III.  Net Fee (6.0% completion of work per this


invoice X $10,000 net fee ceiling


based upon attached progress report)
     600.00


IV.  Direct Costs:  (Per Schedule No. 2 attached)
     114.00


V.  
Other Costs:  (Per Schedule No. 1 - Premium Labor)
     260.00


(Per Schedule No. 3 attached)
   7,000.00

AMOUNT DUE THIS INVOICE
$ 13,754.00


SUMMARY

Contract Ceiling:  $200,000.00
Total Invoiced through Aug. 31, 2001
$ 50,000.00


Less amount previously invoiced
  36,246.00
AMOUNT DUE THIS INVOICE






  $ 13,754.00


I, the undersigned, do hereby certify that the above invoice is true and correct to the best of my knowledge and that payment has not been received or costs previously invoiced.




By ______(Principal's Signature)________
    
    (Principal's typed name and title)
Page 1 Revised 8/21/01 – WORD 97 format



Contract No. 9099

Job No. 37281











  Inv. No. 0183

SCHEDULE NO. 1


Rate
Tot
Overtime

Employee
  Title
Per Hr.
Hrs.**  Amount   
Hrs.    Amount
Anderson, A. C. 
Principal
20.00
20
$  400.00

Brown, B. D.
Engineer
18.00
60
 1,080.00
20  $  180.00

Carr, C. E.
Jr. Engineer
16.00
50
   800.00
10
    80.00

Drake, D. F.
Designer
13.00
30
   390.00

Earp, E. G.
Draftsman
 8.00
20
   160.00

Fort, H. T.
Secretary
 6.00
10
    60.00

________

Subtotal (Premium Labor)




$  260.00

Subtotal (Direct Labor)
$2,890.00
$2,890.00

TOTAL
$3,150.00*

*
BREAKDOWN OF LABOR COSTS BY PROJECT:


79006-1131-44:  
$  900.00
79004-1121-44:
$   775.00


79008-1127-44:   
$  700.00
79005-1128-44:
$   775.00    


I-240-1(144)14:
$1,600.00
I-55-1(67)0:
$ 1,550.00

** Tot. Hrs. = Direct Labor Hrs. + Premium Labor Hrs. 
SCHEDULE NO. 2

Automobile (480 mi. @ $.10 per mi.)
$   48.00

Lodging (1 person x 1 night x $50.00/night attending
    50.00


conference in Nashville)

Meals (1 person x 1 day x $16.00 per diem)
    16.00

TOTAL
$  114.00*

* BREAKDOWN OF DIRECT COSTS BY PROJECT:


79006-1131-44:  
$   20.00
79004-1121-44:
$   30.00


79008-1127-44:   
$   34.00
79005-1128-44:
$   30.00
I-240-1(144)14:  
$   54.00

I-55-1(67)0:
$   60.00

SCHEDULE NO. 3

Aerial Photography (Eastern Aerial Surveys, Inc. - copy of
$3,000.00




  invoice attached)

Subsurface Investigations, Evaluation Reports

(M. R. Ross, Inc. - copy of invoice attached)
$4,000.00

TOTAL










$7,000.00*

* BREAKDOWN OF OTHER COSTS BY PROJECT:


79006-1131-44:   $2,000.00
79004-1121-44:
$1,000.00


79008-1127-44:   $3,000.00
79005-1128-44:
$1,000.00
I-240-1(144)14:  
$5,000.00

I-55-1(67)0:
$2,000.00

Page 2 Revised 8/21/01 – WORD 97 format 



Job No. 66666     HYPOTHETICAL ENGINEERING CO., INC.      Inv. No. 0666 

Consulting Engineers

1000 Jackson Blvd., Chattanooga, TN  37110-1234

PH:  (423) 247-2011


Tennessee Dept. of Transportation



September 7, 2001


Jeff Jones


Civil Engineering Director


Design Division, Suite 1300




Agreement No. 9666


James K. Polk Building




Work Order No. 6


Nashville, TN  37243-0348


For professional services relative to project I-240-1(144)14, 79006-1131-44,


79008-1127-44, I-55-1(67)0, 79004-1121-44, 79005-1128-44, I-240 from


Carter Blvd. to Smith Rd., Shelby Co.


Progress Billing No. 6



Work Order No. 6 Ceiling:  $100,000.00





80% complete as of 8/31/01


$ 80,000.00





Less previously invoiced


  70,000.00




AMOUNT DUE THIS INVOICE
$ 10,000.00

I, the undersigned, do hereby certify that the above invoice is true and correct 

to the best of my knowledge and that payment has not been received or costs previously invoiced.

By ____(Principal's Signature)____ 









(Principal's typed name and title)

Revised 8/21/01 – WORD 97 format 


XYZ CONSULTANTS, INC.

100 Main Street

Nashville, Tennessee 37219

April 23, 2002

Tennessee Department of Transportation

Regional Transportation Manager 2

P.O. Box 429

Jackson, TN  38302-0429

Re:  State Project No. 73950-2552-14

        Federal Project No. NH-3 (53)

        Roane County, Billing

        XYZ Consultants, Inc.

Dear Sir:

In accordance with State Agreement No. 0045, we have completed the following services:

Relocations have been completed on the following tracts:

1. Tract 007, Ann Smith, Owner ……………………… 
$145.00

2. Tract 014, Sarah Abrams, Owner …..……………..  
$145.00

3. Tract 017, Rebecca Jacobs, Tenant ……..………..  
$145.00

Submitted claim forms for business relocation on the following tracts:

1. Tract 017, B & B Supplies, Tenant ………………….

$580.00

2. Tract 017, Blackman Chemical Co., Tenant ……….  
$580.00

3. Tract 024, Sam’s Auto Sales, Tenant ………………  
$580.00

4. Tract 068, Henry’s Hardware, Owner ……………… 

$580.00

A business relocation has been completed on the following tract:

1. Tract 022, The Hungry Carpenter, Tenant …………  
$145.00

Negotiations have been completed on the following tracts:

1. Tract 073 ………………………………………………  
$429.00

2. Tract 081 ………………………………………………  
$429.00

3. Tract 088 ………………………………………………  
$429.00

The following tracts have been closed:

1. Tract 073 ……………………………………………….  
$60.00

2. Tract 081 ……………………………………………….  
$60.00

3. Tract 088 ……………………………………………….  
$60.00

A check in the amount of $ ____________ made payable to XYZ Consultants, Inc. will be appreciated.

Sincerely,

By                    (Principal’s Signature)                   .

                (Principal’s typed name and title)


ABC Appraisal

200 Main Street

Pleasant View, Tennessee 37146

April 23, 2002

Tennessee Department of Transportation

Regional Chief Appraiser

4005 Cromwell Rd.

Chattanooga, TN  37422

State Project No. 11025-2359-14

Federal Project No. STP-24(6)

Cheatham County

Dear Sir:

The following appraisals have been completed for Cheatham County and are submitted for payment.

APPRAISAL INVOICE


TRACT



FEE


AMT. DUE

10



        $2,000.00
70%    $1,400.00


51A



        $4,000.00

$2,800.00


43



        $2,500.00

$1,750.00







   TOTAL DUE …….$ 5,950.00

Sincerely,

By _________(Appraisers Signature)__________

               (Appraisers typed name and title)

                     (Appraisers License No.)


Acme Right-of-Way Consulting, LLC

1267 Elm Street

Suite #57

Friendsville, Tennessee  37737
April 23, 2002

Bill To:
Tennessee Department of Transportation

Regional Transportation Manager 2

P.O. Box 22368

Chattanooga, TN  37422-2368

Re:  State Project No. 05020-3698-14

        Federal Project No. STP-32 (2)

        Blount County

ITEM


DESCRIPTION


QTY
RATE

SERVICED
AMOUNT

Closings

Closing Completed; Tract 4A
  1
150.00


150.00

Closings

Closing Completed; Tract 25
  1
150.00


150.00

Closings

Closing Completed; Tract 95
  1
150.00


150.00

Condemnations
Tract Condemnations; Tract 47
  1
825.00


825.00

Condemnations
Tract Condemnations; Tract 83
  1
825.00


825.00

Condemnations
Tract Condemnations; Tract 126
  1
825.00


825.00

Condemnations
Tract Condemnations; Tract 169
  1
825.00


825.00

Condemnations
Tract Condemnations; Tract 132
  1
825.00


825.00











      TOTAL            4,575.00

By _____(Principal’s Signature)______

       (Principal’s typed name and title) 








DATE: __________________________

M_. _____________________________

CONSULTANT: ___________________________________________

ADDRESS: _______________________________________________

_________________________________________________________

SUBJECT:  Contract No. ___________  Work Order _____________ (if applicable)


Project No. _________________________  County ________________


Description: ________________________________________________












________________________________________________

Dear M_. ______________:

This letter is to advise you that your firm has completed the work outlined under 

the subject contract or work order.

If you have any questions, please contact this office.


Sincerely,


_____________________________


Manager

cc:   
Program Development & Administration Division


Finance Division


Design Office
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EXAMPLE – Cost Plus Net Fee Invoice





CONSULTANT’S INHOUSE INVOICE NO.





CONSULTANT’S INHOUSE PROJECT NO.





ONLY IF CONTRACT IS A CONTINUING AGREEMENT





FEDERAL PROJECT NO.





STATE PROJECT NO.





NOT A PERCENTAGE OF DIRECT LABOR AND OVERHEAD





USUALLY SUB-CONSULTANT COSTS





ATTACHMENT A, PAGE 1





EXAMPLE – Cost Plus Net Fee Invoice





BREAKDOWN MAY ALSO BE BY TYPE OF WORK E.G. SURVEYS, DESIGN, ETC.





INDIVIDUAL MEAL CALCULATIONS SHOULD BE IF APPLICABLE – SEE PAGE 7 OF TRAVEL REGS.  SEE NEXT PAGE FOR EASY TO FOLLOW EXPLANATION OF RATES.





CALCULATIONS FOR MILEAGE, MEALS, LODGING AND LARGE EXPENSES MUST SHOWN AS ILLUSTRATED BELOW





Rates used above are for example purposes only.  ALWAYS check Travel Regs for VALID current rates on Mileage, Meals and Lodging





TYPICALLY, SCHEDULE 3 IS USED FOR SUB-CONSULTANT SERVICES





ATTACHMENT A, PAGE 2





EXAMPLE – Lump Sum Invoice





ATTACHMENT A, PAGE 3
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EXAMPLE – Right-of-way Invoice





ATTACHMENT A, PAGE 4





EXAMPLE – Right-of-way Invoice





ATTACHMENT A, PAGE 5





ATTACHMENT A, PAGE 6





EXAMPLE – Right-of-way Invoice





Work Complete 


Form Letter Notification





ATTACHMENT B





STATE OF TENNESSEE


DEPARTMENT OF TRANSPORTATION











14

_1080715207.doc
[image: image1.png]






_1080721476.bin

