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Attachment 1 - Sample Letter of Application for USCG Permit
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DEPARTMENT OF TRANSPORTATION
UNITED STATES COAST GUARD

MAILING ADDRESS

2100 Second Street, S.W.
Washington, D.C.  20593-0001
Staff Symbol:  G-NBR
Phone:  (202) 267-0368

COMDTPUB P16591.3A

COMMANDANT PUBLICATION P16591.3A

Subj: BRIDGE PERMIT APPLICATION GUIDE

1. PURPOSE.  This guide was prepared to assist federal, state and local agencies, as well as
members of the general public, when applying for a Coast Guard permit to construct a new
bridge or causeway or reconstruct or modify an existing bridge or causeway across navigable
waters of the United States.

2. ACTION.   District Commanders.

3. DIRECTIVE AFFECTED.  This guide supersedes COMDTPUB P16591.3 dated 11 April 1985.

4. DISCUSSION.  Federal law prohibits the construction of any bridge across the navigable waters
of the United States unless first authorized by the Coast Guard.  This guide shall be distributed to
state or local agencies who routinely apply for Bridge Permits and to other prospective applicants
when requested.  If the procedures described in this handbook are followed, it will expedite the
permitting process.  Questions regarding a specific project should be directed to the Bridge
Administration staff of the Coast Guard district where the project is located.  This edition of the
Bridge Permit Application Guide has relatively minor changes and is being reprinted because
existing supplies have been depleted.

Chief, Office of Navigation Safety
and Watering Services

DISTRIBUTION - SDL No. 132

a b c d e f g h i j k l m n o p q r s t u v w x y z
A
B 1
C
D
E
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NON-STANDARD DISTRIBUTION:  See Page 2.

SAMPLE LETTER
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Sample Letter of Application for Permit

Commander (obr)
Ninth Coast Guard District
1240 East Ninth Street
Cleveland, Ohio 44199

Dear Sir:

Application is hereby made by (name of consultant or engineering firm) (name of applicant) at (address)
for approval by the Commandant, U.S. Coast Guard, of the location and plans of a (type of bridge
structure) to be constructed (or modified) across the (name of waterway) at (city), (state), ____________
kilometers (miles) above the mouth of the waterway as shown on the attached plans.

Federal funds will/will not be utilized and have been/are being applied for.  Federal agencies which must
grant approvals, easements, or other actions for this project include

The bridge will have a/no significant impact on the human environment.  The impacts on the human
environment are as follows:  (briefly describe key issues)

An environmental analysis describing these effects has been prepared in the format of Section 102(2)(C)
of the National Environmental Policy Act of 1969 and is enclosed.

There are/are no wildlife and waterfowl refuges, recreational areas, public parks or historic sites in the
vicinity or in the way of the (type of structure) or its approaches. (as appropriate)

Legal authority for the (type of structure) is found in the General Bridge Act of 1946.  The laws of the
State of                      do not require us to obtain a state permit for this work (or enclose state permits).

Enclosed herewith is a letter of authorization from (structure owner) and an extract of (the motions from
Corporate meetings, etc.) authorizing me to make this application.

This (type of structure) will replace the existing (type of structure) at (city, state), and will be removed
when the new (type of structure) is completed.  (If applicable)

Sincerely,

Encls. (1)  Original and three copies of map of the vicinity and plans of (type of structure)
(2)  Environmental Analysis (or two copies of FHWA Final EIS or FONSI) as appropriate
(3)  Authorization for applicant to make application
(4)  Evidence of ownership of old (type of structure)
(5)  Water quality certification under 33 U.S.C. 1251 (or copy of letter requesting same)
(6)  CZM consistency statement
(7)  State agency concurrence in CZM consistency certificationSup
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CHECKLIST

ENCLOSURES TO APPLICATION FORM (as applicable)

(   ) letter authorizing agent to act in applicant’s behalf
(   ) letter authorizing modification or removal of another’s bridge
(   ) State license to construct the proposed bridge
(   ) extract from a corporation’s charter
(   ) proof of ownership of the land the proposed bridge will be located on
(   ) extracts of motions from meetings authorizing construction of the proposed bridge
(   ) water quality certificate
(   ) CZM consistency statement
(   ) state concurrence with consistency certificate
(   ) environmental document
(   ) other federal, state and local permits
(   ) identification of property owners adjacent to proposed bridge site

Drawings

LOCATION MAP

(   ) show the location of the proposed bridge in red
(   ) show the location of existing bridge
(   ) show wildlife and waterfowl refuges, historical and archaeological sites, public parks and

recreation areas
(   ) show graphic scale
(   ) show north arrow
(   ) show direction of streamflow by use of an arrow
(   ) show towns in project vicinity

PLAN VIEW

(   ) show properties adjacent to the proposed bridge and identify respective owners
(   ) show length and width of bridge (proposed and, as appropriate, existing)
(   ) show fendering system and indicate type of construction materials
(   ) show banks of the waterway
(   ) show navigation channel limits
(   ) show and identify structures immediately adjacent to the proposed bridge and their pier

alignment in relation to the proposed bridge
(   ) show graphic scale
(   ) show north arrow
(   ) show horizontal clearance normal to the channel axis
(   ) show channel axis

ELEVATION VIEW (looking upstream)

(   ) show the navigational opening in red
(   ) show the horizontal clearance normal to the channel
(   ) show the vertical clearance above the appropriate datum
(   ) show the elevation of the waterway bottom
(   ) show the amount of fill
(   ) show the graphic scale

TITLE BLOCKS
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(   ) indicate applicant
(   ) indicate waterway name and mile point
(   ) indicate the location of project (city, county, state)
(   ) indicate date of plans
(   ) indicate sheet number
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17.9     Working Drawing Procedures

1. Within five working days of Project Management receiving notice of Award of Contract
of a Project, the “Working Drawings Procedure Letter Input Data Memo” shall be
submitted to the Bureau of Structural Engineering, Structural Design Unit. (see
Attachment 2).  A copy of the award letter should be attached, if possible.

 
2. After receiving the “Working Drawings Procedure Letter Input Data Memo” the

Structural Design Unit shall prepare a letter to the Contractor, providing the notice to
submit working drawings, and the procedure for submittal, review and processing of
working drawings in accordance with Subsection 105.04 of the NJDOT Standard
Specifications (1989) (see Attachments 3 and 4, for Consultant and In-house designed
projects, respectively).  The procedures shall provide, but not be limited to, the
following information:
 
a) The name and location of the Designer (Consultant Engineering Firm or In-

House Design Unit).

b) The details for the Contractor’s approval stamp and the appropriate location for
placement of the stamp on the drawings.

 
c) Seven copies of all working drawings are to be sent to the Consultant or In-

House Design Unit to review for conformance with design concepts.  (When
Railroads are involved, four additional copies per agency will be submitted.)

 
d) Copies of the transmittal letter to the Consultant or In-house Design Unit shall

be sent to the Resident Engineer; Manager, Design Coordination; Manager,
Structural Design; Manager, Traffic Signal and Safety Engineering; and, where
applicable for Movable Bridges, Electrical Engineering/Draw Bridge Operations.

 
e) If approved, six copies will be submitted to the appropriate NJDOT processing

unit (Bridge, Roadway, Traffic Signal and Safety, Electrical/ Mechanical
components for Movable Bridges) for distribution.

 
f) If corrections are required, the working drawings shall be revised by the

contractor and resubmitted as above.
 

g) Contractors are responsible for informing sub-contractors of the working
drawing procedures.

3. A copy of the Working Drawing Procedure letter is sent to the following:

• Consultant or In-house Design Unit
• Resident Engineer
• NJDOT Design Processing Unit
 
 

4. The Consultant or In-House Design Unit is notified by copy of  the Working Drawing
Procedure Letter to:
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a) Send one copy of their transmittal letter to the Resident Engineer, and the
appropriate review/processing  unit, for drawings returned to the contractor for
corrections.

 
b) Resolve comments from both the Design Unit and the Railroad company(s),

when applicable, prior to submittal to the NJDOT Design Processing Unit.
 

c) Submit six, properly signed and stamped, copies of the Working Drawings to the
appropriate NJDOT Design Processing Unit, when the Working Drawings are
approved.

5. The Resident Engineer is notified by copy of  the Working Drawing Procedure Letter
that:

a) The contractor is required to submit the signed original working drawing tracings
(mylars) to him prior to the completion of the project.

 
b) The original tracings are then forwarded to the Structural Design Unit or

appropriate NJDOT processing unit.

6. For Consultant designed projects, the Consultant shall send the approved Working
Drawings to appropriate review/processing unit as follows:

Bridge and Structural Items - Structural Design

Roadway Items - Design Coordination

Electrical, Sign Face Layout, - Traffic Signal and Safety Engineering
Guide Rail and Safety Features

Electrical/Mechanical - Electrical Engineering/
(Movable Bridges) Draw Bridge Operations

7. For Projects designed by NJDOT In-House Design Units, the Contractor shall submit
Working Drawings for the review, approval and processing units are as follows:

Bridge and Structural Items - Structural Design

Roadway Items - Design Coordination

Electrical, Sign Face Layout, - Traffic Signal and Safety Engineering
Guide Rail and Safety Features

Electrical/Mechanical - Electrical Engineering/
(Movable Bridges) Draw Bridge Operations

8. The NJDOT review/processing unit shall distribute approved working drawings as
follows:

- One copy to the Resident Engineer
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- Two copies to the Bureau of Materials
- One copy to the unit’s file
- Remaining copies to the Contractor
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Attachment 2 - Working Drawings Procedure (Letter Input Data)
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NEW JERSEY DEPARTMENT OF TRANSPORTATION
MEMORANDUM

TO: Manager
Structural Design

FROM: _________________________________________
Project Manager

PHONE:                                           
DATE:                                            

SUBJECT: Working Drawings Procedure Letter Input Data

Please send the Contractor instructions regarding submittal of working drawings based on the information
provided below:

ROUTE:                                                                                                   SECTION:                                                   
STRUCTURE NAME:                                                                                                                                                  
MUNICIPALITY:                                                                        COUNTY:                                                    
CONSTRUCTION JOB NUMBER:____________________________
FEDERAL PROJECT NUMBER:                                                           D.P. NUMBER:                                            
***************************************************************************
CONTRACTOR NAME AND ADDRESS:                                             

                                                        
                                                        

ATTENTION:                                                         
***************************************************************************
DESIGN UNIT NAME AND ADDRESS          (CHECK ONE BOX ONLY)

[  ]     CONSULTANT FIRM:                                                                               OR       [ ]     NJDOT
                                                                      
                                                                      

ATTN:                                                                       
***************************************************************************
RAILROAD AGENCY/AGENCIES AND CONTACT PERSON
____________________________________________      ________________________________________
____________________________________________      ________________________________________
____________________________________________      _______________________________________

ATTN:                                                        ATTN: _______________________________
***************************************************************************
RESIDENT ENGINEER

NAME: ________________________________
ADDRESS: ________________________________

________________________________
***************************************************************************
CONSTRUCTION SPECIFICATIONS:                                                        1989 SPECIFICATIONS

                                                         OTHER (SPECIFY)
***************************************************************************
If this Project requires special details or unusual handling of Shop Drawings, please indicate below:
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Attachment 3 - Letter to Contractor (Consultant Designed
Project)
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date

Contractor
(Address)

Attention:

Re: Working Drawings, Rte.               Sec.            
Federal Project No.               ,  D.P. No.                           

Gentlemen:

Pursuant to Subsection 105.04 of the NJDOT Standard Specifications (1989) and the Special
Provisions, you are required to review, approve, sign, date and submit all working drawings
(see Subsection 101.03 of the above mentioned Standard Specifications for definition of
"Working Drawings"), to the Consultant indicated below:

Consultant
(Address)

The Contractor's approval of each working drawing shall be in the form of an approval stamp.
This stamp must contain the Contractor's company name, signature, date and the word
"Approved".  This stamp shall be located directly above the Title Block on the original tracing
for each 594 by 841 mm working drawing, which is required to be furnished to the Resident
Engineer prior to completion of the project.  Future revisions to the original tracing shall have
the date within the approval stamp updated with each revision to verify that the revision was
reviewed and approved by the Contractor.

All working drawings for which a 210 by 297 mm submittal size is acceptable (see Special
Provisions for detailed listing), the approval stamp shall be placed on a cover sheet attached to
each individual working drawing submitted.  For 210 by 297 mm sets of calculations, one cover
sheet with the approval stamp and an embossed seal with an original signature of a
Professional Engineer licensed to practice in the State of New Jersey shall be attached to
each individual set.

The following procedure shall be observed:

A. Send seven prints/copies of all working drawings to the above mentioned Consultant so
that they may review the drawings for conformance with the design concepts.  For
drawings that require review by the railroad agency/agencies, an additional four (4)
prints are to be submitted per each agency involved.  One copy of the transmittal letter
shall be sent concurrently to the following as appropriate:
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1. Resident Engineer (in all cases).

2. Manager (Roadway Items)
Design Coordination
NJDOT, CN 600
6th Floor E&O Building
1035 Parkway Avenue
Trenton, New Jersey  08625
Phone No. (609) 530-2448 Fax No. (609) 530-5557

3. Manager (Bridge Items)
Structural Design
Attention:  [Name]
NJDOT, CN 615
5th Floor E&O Building
1035 Parkway Avenue
Trenton, New Jersey  08625
Phone No. (609) 530-2664 Fax No. (609) 530-2005

 4. Manager (Electrical, Sign Face Layout,
Traffic Signal and Safety Engineering  Guide Rails and Safety Features)
NJDOT, CN 613
7th Floor E&O Building
1035 Parkway Avenue
Trenton, New Jersey  08625
Phone No. (609) 530-2600 Fax No. (609) 530-4567

5. Electrical Engineering/Draw Bridge Operations (Electrical/Mechanical
100 Daniels Way  Components of Movable
Freehold, New Jersey  07728  Bridges)
Phone No. (908) 308-4030 Fax No. (609) 308-0160

If these drawings are determined to be in conformity, the Consultant will forward six
prints/copies of each working drawing to the appropriate NJDOT approving authority as
shown above and NJDOT, in turn, will return two  prints/copies of each working drawing
to you bearing both the Consultant's stamp and the NJDOT stamp indicating that the
working drawings are in general conformance with the design concepts of the project.
The working drawings will be returned directly to you unless written instructions are
otherwise provided.

B. Working drawings requiring corrections and/or changes will be returned directly to you
by the Consultant.  The corrections and/or changes shall be made and approved by
you and the working drawings shall then be resubmitted as above.

C. Changes to approved working drawings, subsequent to the first submission, shall not
be initiated by the Contractor unless written approval is provided by the appropriate
NJDOT authority (Road, Bridge, etc.).  See Subsection 105.04 of the Contract Special
Provisions for working drawing requirements.  For your information we have attached
the Title Block formats (see Attachment 5).  Please be advised that drawings submitted
which do not conform to the required format will be returned for correction.

Sup
ers

ed
ed



17.9-9

D. Notify any Subcontractors of the working drawing content requirements and approval
procedures so the processing of working drawings can proceed with reasonable
promptness.

The Consultant is hereby notified (via copy of this letter) of the following:

Send one copy of their transmittal letter to the Resident Engineer, and to either this
Office or to the appropriate NJDOT Approving Authority as mentioned in Item A in the
event the drawings are returned to the Contractor for correction and/or change.

Submit four copies of working drawings which require railroad agency review and
approval to the following respective agency/agencies:

(Agency/Agencies) or N/A
(address)

Comments from both the railroad and your office shall be incorporated in the working
drawings before any subsequent action is taken.  Refer to Section 1.13.2(c) of the
NJDOT Design Manual, Bridges and Structures, for further clarification.

The Resident Engineer is hereby notified (via copy of this letter) that as per Subsection 105.04
of the Special Provisions, the Contractor is required to submit the signed original working
drawing tracings (sepias not accepted) to you prior to completion of the project.  Upon receipt,
the original bridge related tracings are to be forwarded to this Office and the original roadway,
sign, traffic, electrical and electrical/mechanical (moveable bridges) related tracings are to be
forwarded to the appropriate NJDOT office(s) for permanent record use and storage.

In order to expedite the processing of Bridge shop drawings, it is requested that the
Contractor, Consultant and Resident Engineer complete the appropriate section of the
attached form and return to NJDOT, Structural Design, CN 615, Trenton, New Jersey 08625-
0615.

Should there be any questions regarding the information and/or procedures contained herein,
please call (609) 530-2664.

Note:  Please be advised that Shop Drawing submission is no longer required for
reinforcing bars.

Sincerely,

Manager
Structural Design

Attachment
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Attachment 4 - Letter to Contractor (In-House Designed Project)
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Date:

Contractor
(Address)

Attention:

Re: Working Drawings, Route                  , Section                                  
Federal Project No.                            ,  D.P. No.                               

Gentlemen:

Pursuant to Subsection 105.04 of the NJDOT Standard Specifications (1989) and the Special
Provisions, you are required to review, approve, sign, date and submit all working drawings
(see Subsection 101.03 of the above mentioned Standard Specifications for definition of
"Working Drawings"), to the in-house design unit indicated below:

1. Manager (Bridge Items)
Structural Design
Attention:  [Name]
NJDOT, CN 615
5th Floor E&O Building
1035 Parkway Avenue
Trenton, New Jersey  08625
Phone No. (609) 530-2664 Fax No. (609) 530-2005

2. Manager (Roadway Items)
Design Coordination
NJDOT, CN 600
6th Floor E&O Building
1035 Parkway Avenue
Trenton, New Jersey  08625
Phone No. (609) 530-2448 Fax No. (609) 530-5557

3. Manager (Electrical, Sign Face Layout,
Traffic Signal and Safety Engineering  Guide Rails and Safety Features)
NJDOT, CN 613
7th Floor E&O Building
1035 Parkway Avenue
Trenton, New Jersey  08625
Phone No. (609) 530-2600 Fax No. (609) 530-4567

4. Engineering/Draw Bridge Operations (Electrical/Mechanical Components
100 Daniels Way  of Movable Bridges)
Freehold, New Jersey  07728
Phone No. (908) 308-4030 Fax No. (609) 308-0160

The Contractor's approval of each working drawing shall be in the form of an approval stamp.
This stamp must contain the Contractor's company name, signature, date and the word
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"Approved".  This stamp shall be located directly above the Title Block on the original tracing
for each 594 by 841 mm working drawing, which is required to be furnished to the Resident
Engineer prior to completion of the project.  Future revisions to the original tracing shall have
the date within the approval stamp updated with each revision to verify that the revision was
reviewed and approved by the Contractor.

All working drawings for which a 210 by 297 mm submittal size is acceptable (see Special
Provisions for detailed listing), the approval stamp shall be placed on a cover sheet attached to
each individual working drawing submitted.  For 210 by 297 mm sets of calculations, one cover
sheet with the approval stamp and an embossed seal with an original signature of a
Professional Engineer licensed to practice in the State of New Jersey shall be attached to
each individual set.

The following procedure shall be observed:

A. Send seven prints/copies of all working drawings to the above mentioned appropriate
NJDOT Design Unit so that they may review the drawings for conformance with the
design concepts.  For drawings that require review by  the railroad agency/agencies, an
additional four (4) prints are to be submitted per each agency involved.  One copy of
the transmittal letter shall be sent concurrently to the Resident Engineer.

If these drawings are determined to be in conformity, the NJDOT Design Unit will
forward two prints/copies of each working drawing to you bearing the NJDOT stamp
indicating that the working drawings are in general conformance with the design
concepts of the project.  The working drawings will be returned directly to you unless
written instructions are otherwise provided.

B. Working drawings requiring corrections and/or changes will be returned directly to you
by the NJDOT Design Unit.  The corrections and/or changes shall be made and
approved by you and the working drawings shall then be resubmitted as above.

C. Changes to approved working drawings, subsequent to the first submission, shall not
be initiated by the Contractor unless written approval is provided by the appropriate
NJDOT authority (Road, Bridge, etc.).  See Subsection 105.04 of the Contract Special
Provisions for working drawing requirements.  For your information we have attached
the Title Block formats (see Attachment 5).  Please be advised that drawings submitted
which do not conform to the required format will be returned for correction.

D. Notify any Subcontractors of the working drawing content requirements and approval
procedures so the processing of working drawings can proceed with reasonable
promptness.

The NJDOT Design Units are hereby notified (via copy of this letter) of the following:

The Design Unit will send one copy of their transmittal letter to the Resident Engineer,
in the event the drawings are returned to the Contractor for correction and/or change.
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Submit four copies of working drawings which require railroad agency review and
approval to the following respective agency/agencies:

(Agency/Agencies) or N/A
(Address)

Comments from both the railroad and the Design Unit shall be incorporated in the
working drawings before any subsequent action is taken.  Refer to Section 1.13.2(c) of
the NJDOT Design Manual, Bridges and Structures, for further clarification.

The Resident Engineer is hereby notified (via copy of this letter) that as per Subsection 105.04
of the Special Provisions, the Contractor is required to submit the signed original working
drawing tracings (sepias not accepted) to you prior to completion of the project.  Upon receipt,
the original bridge related tracings are to be forwarded to this Office and the original roadway,
sign, traffic, electrical and electrical/mechanical (for movable bridges) related tracings are to be
forwarded to the appropriate offices for permanent record use and storage.

In order to expedite the processing of Bridge shop drawings, it is requested that the
Contractor, Consultant and Resident Engineer complete the appropriate section of the
attached form and return to NJDOT, Structural Design, CN 615, Trenton, New Jersey 08625-
0615.

Should there be any questions regarding the information and/or procedures contained herein,
please call (609) 530-2664.

Note:  Please be advised that Shop Drawing submission is no longer required for
reinforcing bars.

Sincerely,

Manager
Structural Design

Attachment
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Attachment 5 - Title Block Formats
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SAMPLE A
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SAMPLE B
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SECTION 18
COMMUNITY RELATIONS

18.1     Overview

Community Relations is aimed at improving NJDOT’s community relations function by:

• Making project managers jointly responsible, with the OCR staff, for community
relations activities on specific projects or packages of projects and requiring a
community relations component in project status reports (PMCS); and

• Establishing early and on-going mechanisms and procedures for outreach to and
interaction with the public so that early public buy-in of the Department’s projects can
be accomplished.

These guidelines are intended to discuss more fully the manner in which those
recommendations should be implemented.

18.1.1   Immediate Implementation

The following steps should be implemented immediately:

• Require Project Managers, at the time of their appointments, to work with OCR staff to
gain an understanding of community relations issues affecting particular projects and to
develop community relations plans of action.  OCR staff will be responsible for all
scheduling and logistics necessary to implement the plans.

• Include a community relations component in project status reports (see Section 18.2).

• Ensure adequate OCR resources to: conduct analyses of community relations issues
by region; identify local stakeholders; engage in project-related community outreach;
respond to public inquiries and comments; and conduct post-project assessments of
community relations activities.

• Establish a closer working relationship with the MPOs in order to allow better
communication and information sharing and to allow the Department to employ the
resources of the MPOs.

• Develop and maintain a master list of public organizations and citizens’ groups with an
interest in transportation policies and issues and notify them of all capital projects (see
Section 18.2).

• Develop specific procedures to ensure timely, appropriate, and on-going public
involvement in the new capital project delivery process (see Section 18.2 for detailed
guidelines).

• Provide on-going training for the Project Managers, Design Coordinators, and other
NJDOT technical staff in the importance, techniques, and value of community relations
and outreach.
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NOTE: Additional recommendations which may be implemented in the future can be  found
in Section 18.4.

18.1.2   Miscellaneous Recommendations

The Director of Project Management and Director of the Office of Community Relations should
develop, special procedures and processes to be followed for those projects which are likely to
result in litigation.
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18.2     NJDOT Lead Projects

18.2.1   Generalized Community Outreach/Agenda Formation/Problem Identification

The OCR staff will identify transportation issues in each Region and determine the types of
agendas that can be formed around them for inclusion in the Department’s Strategic Capital
Investment Plan.

• Preliminary Analysis - The OCR staff will, at this juncture, prepare a preliminary
analysis of anticipated public reactions to various types of projects or packages of
projects in each region.  These analyses should also include:
-- information regarding previous NJDOT projects in the region (when available);
-- a general plan for promoting NJDOT initiatives in the region; and
-- A list of key community stakeholders who may take the lead in supporting or

opposing future NJDOT projects.  (The list of key stakeholders will serve as the
genesis of future project mailing lists and, where appropriate, will be added to
the Master List of persons, groups, and organizations to be notified of all the
Department’s capital projects.)

These analyses will be further updated and refined, as needed, during the problem
identification process.

18.2.2   Concept Development

During the Planning phase (or during the Scoping Phase, for non-planning originated projects),
the Department will inform the public of its plans through informal meetings with
-- local planners and municipal engineers;
-- MPO staff; and
-- local and state elected officials (through officials’ briefings).

The general public will be informed initially of the Department’s plans through notices in the
local print and electronic media (i.e., press releases, paid advertisements, and public service
announcements) and public information centers.

• Mailing List - A mailing list will be developed for each project or package of projects.
Initially, the list will include, in addition to the key stakeholders identified during the
agenda formation/problem identification stages, those property owners or tenants who
could be directly affected by the project.  The list will be expanded as project scope
becomes clearer through press releases and advertisements in the local media urging
members of the public to submit their names and mailing list sign up sheets at
information centers, public meetings, and public hearings.  Persons and groups on the
mailing list will receive notices of information centers, public meetings, and public
hearings, as well as copies of brochures and other material related to the project.

• Brochures - For each information center, public meeting, and public hearing, a
brochure will be prepared summarizing, in language accessible to the layperson,
alternatives developed to date and their impacts.  The brochures will be sent to persons
and groups on the mailing list; distributed at information centers, public meetings, and
public hearings; and made available to the public at the Department’s Regional Public
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Affairs Offices.   The brochures will also include self-addressed paid postage forms for
the submission of written comments and for requests to be included on the mailing list,
along with a questionnaire to solicit public input regarding the community relations
activities associated with the project.

Needs assessment/alternatives analysis (NA/AA) work also occurs during the planning
phase, the purpose of which is to ensure public understanding of the problem, give full
consideration to all potential solutions, and establish initial community buy-in of the
proposed projects.  For major projects, a formal public meeting, held in conjunction with
an information center, may be advisable to present project alternatives.

When initial community buy-in has been achieved, a pro-project constituency will be
identified, along with local stakeholders (ideally, local or state elected officials) who are
willing to take responsibility for promoting the project at the local level.

• Local Focus Groups - When substantial public opposition remains after the
completion of NA/AA work, the NJDOT staff involved in the project (e.g. Planning,
Project Management, Environmental/Historical, Office of Community Relations) shall
prepare and present to the Commissioner a briefing on the project, including
recommendations for action.  The Commissioner will then determine whether the
project should be abandoned, or whether, in the Commissioner’s view, the project is of
sufficient regional or statewide importance to warrant proceeding.

In the latter case, as well as in the case of projects which are anticipated to generate
significant community impacts, the Commissioner may direct that a local focus group be
established to provide an additional level of community input.  Such a group should
consist of a representative sample of local stakeholders who are likely either to benefit
or to be negatively impacted by the proposed project, as well as selected local technical
officials and those local elected officials who are in support of the project.

• Proposed Project Community Relations Plan - At the inception of a project, a
proposed community relations plan will be developed for each project or package of
projects based upon the public input received.

These plans will range from a minimal effort for those projects which enjoy substantial
public support and which are likely to result in few public impacts, to a more thorough
and detailed plan for controversial projects or for those projects or packages of projects
likely to result in significant public impacts.  The plans will include community relations
activities for all remaining phases of the capital project delivery process.

18.2.3   Scope Development

At this point in the process, a project is said to “exist,” and a Project Manager is appointed.
Immediately following their appointments, the Project Managers will be briefed by the OCR
staff on the community relations aspects of the project.
Project Managers will also be provided with:

-- a summary of the preliminary analysis of anticipated public reaction to NJDOT projects
in the relevant region, including the list of key stakeholders:
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-- a summary of the community relations activities which have take plan to date, including
the results of the local focus group, if one was formed;

-- the names of local stakeholders willing to promote the project to the community; and,
-- a copy of the proposed community relations plan for the project.

The Project Manager, with the assistance of the Regional Public Affairs Officer (RPAO)
assigned to the project, will then finalize the community relations plan and determine the
scheduling of future public participation, as well as designate the NJDOT technical staff who
will participate in the community relations process.

• Project Status Reports (PMCS) - Following the finalization of the project community
relations plan, the Project Manager will enter into the project status report a brief
description of the key elements of the plan, along with a summary of public input
accomplished to date.

The Project Manager will also be responsible for entering the community relations plan
into project schedules (i.e., into Primavera) and for updating the results of further
community input as the project progresses.

• Public Hearings - As scope development nears completion, a formal public hearing
may be required by FHWA, NEPA, or the permit applications process.  These hearings
will be scheduled, advertised, and conducted in accordance with FHWA, NEPA, or the
permit application process guidelines.

For major projects, more than one public hearing may be warranted.   In such cases, a
Notice of an Opportunity for a Public Hearing should be advertised in the local media
and sent to those persons and groups on the project mailing list.

If a strong interest in a subsequent public hearing is expressed, the RPAO will arrange
such a hearing.  If, however, the number of parties requesting an additional public
hearing is small (i.e., five or fewer), the RPAO and the Project Manager may opt to hold
an informal session with those parties to determine whether their concerns can be
resolved without the necessity of a full public hearing.

• EIS/EA - When necessary, EIS/EA activities will occur as scope development nears
completion.

For those projects which require the preparation of an Environmental Impact Statement
(EIS), copies of that document should be made available at local public libraries and at
the Regional Public Affairs Offices.  A notice of the availability of the EIS should be
sent to all individuals and groups on the project mailing list.

At the completion of the scoping phase, a community-wide public meeting will be held to afford
the public a final opportunity for input and comment and to achieve maximum community buy-
in of the project.  Subsequent public forums will be for progress reports only.

18.2.4   Design Development
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At completion of scoping a public forum (in the case of major projects, a public meeting,
preceded by an information center) should be held to present a detailed picture of the project,
including plans, estimates, construction impacts, etc.  The primary purpose of this forum is to
verify compliance with the community’s wishes.

18.2.5   Construction

After a contract has been awarded to build a project, but before actual construction begins, a
public construction information center may be held to inform the public about what will happen
during the construction phase, when it will happen, and who can answer questions about what
is occurring.

During the actual construction phase, there will be signing in the project area, directing the
public to contact the resident engineer, located at the work site, if they have questions or
concerns connected with the construction.

The Community Relations Process discussed in this section is diagramed in Figure 2.

18.2.6   Post Project Assessment

When a project has been completed, OCR staff shall prepare an assessment of the
community relations activities associated with the project for the purpose of identifying which
activities were beneficial and which activities need improvement.  That information will then be
incorporated into the appropriate preliminary analyses for future projects.
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18.3     Basic Responsibilities

18.3.1   Key Players

Director, Capital Project Management
Director, Office of Community Relations
Project Managers
Regional Public Affairs Officers (RPAOs)
Statewide/APMG Public Affairs Officers

18.3.2   Responsibilities

• Regional and Statewide Public Affairs Officers - Responsible for all community
relations activities which occur prior to the assignment of a Project Manager at the
beginning of the scope development phase, including:

-- preparation of preliminary analysis of anticipated public reaction to NJDOT
projects;

-- preparation of general plan for promoting NJDOT initiatives;
-- identification of key stakeholders;
-- advertising, arranging, and conducting meetings, workshops, and public

information centers during the planning phase;
-- developing an initial project mailing list;
-- preparing project brochures during planning phase;
-- identifying local stakeholders willing to promote project at the community level;
-- establishing local focus groups, when necessary;
-- preparing a proposed Project Community Relations Plan;
-- briefing the Project Manager on community relations activities undertaken with

regard to specific projects.

Responsible, following the appointment of a Project Manager, for the following
activities, which will be coordinated with the Project Manager:

-- amendments to the community relations plan for the project;
-- preparing advertisements and notices of public information centers, meetings,

and hearings;
-- preparing brochures to be distributed at public forums;
-- preparing agendas for public forums;
-- updating the project mailing list;
-- distribution of EIS documents and notices of EIS availability;
-- logistics for all public forums, including meeting location, set-up, displays of

maps, handouts, sign-in sheets, greeting attendees, and, in consultation with
the Project Manager, determining who will conduct or chair meeting programs;

-- preparing post project assessment reports.

• Director, Capital Program Management - Responsible for notifying (or designating
someone to notify) the Director of the Office of Community Relations of the
appointment of all Project Managers.
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• Director, Office of Community Relations - Responsible for reviewing Proposed
Project Community Relations Plans, determining the level of OCR staff support to be
provided to the Project Managers and for maintaining on-going liaison with the state’s
MPOs.

• Project Managers - Responsible for directing in conjunction with OCR staff, all
community relations activities during Scope Development, Design, and Construction
phases, including:

-- approving, finalizing, and amending project community relations plans;
-- scheduling (i.e., timing) of all public information centers, meetings, and

hearings;
-- determining which NJDOT technical staff will be made available at each public

forum;
-- approving all advertisements, notices, and brochures;
-- approving agendas for all public forums;
-- deciding when more than one formal public hearing on a project will be held.
-- entering, updating, and tracking public input on project status reports (PMCS)

and project schedules (Primavera)
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18.4     Guidelines - Future Implementation

The following recommendations require the use of outside consultants.  However, it should be
noted that consultants should serve in a support capacity only; they should not be used to
replace NJDOT staff in direct dealings with the public.

• Begin a program of general community outreach, with the assistance of an outside
consultant, to identify important transportation issues and to determine what type of
agenda can be developed around those issues.  This activity should take place at the
same time the Department puts together its Strategic Capital Investment Plan (SCIP)
and should be updated as that Plan is updated.

• Enlist an outside consultant to assist in designing an optimal customer service program
and to determine which NJDOT unit should take the lead in this area, the level of
resources (e.g., phone lines, customer services representatives, etc.) needed to
establish and operate such a program, the components of which may include, but need
not be limited to, the following:

-- establishing customer assistance telephone lines at NJDOT headquarters and
in the regions;

-- placing these numbers at the top of NJDOT’s telephone directory listings;
-- developing a list of the most common public inquiries and answers for same, to

be used by the RPAOs and OCR support staff, who will be responsible for
handling these inquiries;

-- establishing an 800-number hotline during the construction phase of major
projects to elicit public comments and suggestions of a non-emergency nature.
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SECTION 19
PROFESSIONAL SERVICES

19.1  Initiating Professional Services

The Project Manager is responsible for identifying professional services needed for project
delivery.  Professional services needs must be anticipated, defined, and secured in such a
manner as to not adversely impact project delivery.

The first step in the process of procuring any professional services will be the definition of the
scope of services to be performed.  A well defined scope of services is critical to successful
project management.  This step is where the most value is added to the process.  The Project
Manager should consult with the appropriate in-house technical experts to identify all activities
required in accordance with the Process Delivery Network depicted in Section 3.5.

19.1.1  Approval to Initiate Professional Services

Prior to initiating any new agreement, or modification to an existing consultant agreement,
approval from the Division Director must be obtained.  The Project Manager shall prepare a
written request to proceed with any agreement or modification processes described in this
section.  This also applies to Task Order Agreements.

This written request must provide the following:

• A brief description of the scope of professional services required.
• The estimated cost of this work.  An order of magnitude, or “ballpark”, estimate is to be

developed by the Project Manager for this purpose.  Detailed design cost estimating, such
as that performed by the Bureau of Program Support Services, or a consultant preparing a
proposal for agreement modification, shall be deferred until approval is obtained from the
Director.

• Current Capital Program years for Design, Right of Way, and Construction.
• Reason for requesting professional services.  Appropriate justification should include

impacts to project and program delivery.
• Indication that in-house forces have been contacted regarding performing the work, and

the reasons why the work cannot be done by in-house forces.
• If a modification to an existing consultant agreement, provide a copy of the section(s) of

the original agreement providing the legal and contractual authority to add the work by
modification.  Include a copy of the scope of services included in the Original agreement.

• Concurrence line for signature by the Program Manager.
• Approval line for signature by the Director.

Upon receipt of approval by the Director, the Project Manager may proceed with the
procedures described in sections 19.2, 19.4, or 19.6, as appropriate.

19.1.2  Funding for Professional Services
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New projects are initiated through the process described in Section 2.2 “Project Selection and
Capital Programming”.  Selected projects will be assigned to the Division of Project
Management for Final Scope Development.  At the conclusion of Final Scope Development,
the Project Manager will submit the Scope Development Package to the Capital Program
Development Committee for review.  If approved, the project will then be available for design,
right-of-way, and construction.

Prior to requesting approval to initiate professional services for a new project, the Project
Manager should verify that the proposed project is included in the approved Capital Program
and that it is included in the Annual Element of the appropriate Transportation Improvement
Program (TIP) if federal funds are involved.

Based on the final scope of work for the project, the Project Manager should develop
estimates of consultant and in-house costs.  In-house costs are to be broken down by
organizational unit.  The development of these cost estimates shall be in accordance with
Section 3.4 “Cost Baselines”.  Initial Baseline Budget approval must be obtained prior to
requesting professional services.  The funding process for new design work continues after
selection and negotiation with the submission of a funding request memorandum to the Bureau
of Capital Program Coordination which is described in Section 19.3.

Similarly, the funding process for additional design work by modification to a current consultant
agreement, as described in Section 19.6, requires a funding request memorandum to the
Bureau of Capital Program Coordination which includes a description of the additional work,
consultant cost estimate, and in-house cost estimate.  This funding request is to be included
as an attachment to the Baseline Change Request.

Funding for construction engineering/inspection services, including any design consultant
agreement modification required for shop drawing review should be requested concurrent with
the estimated construction costs, prior to advertisement for construction, based on the budget
established by the Project Manager and Regional Construction Engineer (as recommended by
the Field Manager during the Final Design Review and Prepare PS&E activity time periods). 
The Regional Construction Engineer shall recommend if inspection services are to be provided
by Department staff, consultant(s), or a combination of both. The PS&E submission to the
Bureau of Contract Administration Services should include this funding information.

The following subsections describe tasks which are to be performed by the Project Manager’s
Agreement Coordinator.  The Agreement Coordinator assigned to each Program Manager is
essentially the “branch office” of the Bureau of Contract Administration Services. 
Responsibilities of the Bureau of Contract Administration Services are summarized in Section
19.4. Sup
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19.2  Consultant Selection

A consultant is to be selected to provide professional services when the expertise required is
not available in the Department, or when the Department’s workload is such that the
professional services required cannot be completed within the required time frame. Consultant
selection is to be initiated only upon approval of the Director as per Section 19.1.1.

Consultants are firms or businesses, individuals, Colleges, and Universities who, for a
negotiated fee, render professional services pertaining to:  research development, planning,
design, right of way appraisal, acquisition, environmental engineering and mitigation, in
conjunction with the improvement, betterment, maintenance, and operation of local and State
highways and bridges, public transportation systems, paratransit systems, and aeronautical
systems.

The following procedure ensures that a qualified consultant is obtained through an equitable
selection process, in accordance with NJSA Title 23 and 48, and the Federal-Aid Policy Guide
23 CFR 172A, which is included as Attachment 1.

Consultant selections for professional services are qualifications-based, with fee negotiations
occurring only after a consultant selection has been approved.  Expressions of Interest are
solicited from all prequalified consultants via the Department’s Electronic Bulletin Board.

19.2.1   Consultant Prequalification

Prequalified Consultant - means those Colleges, Universities, individuals, firms or businesses
that have been approved by the Department to provide consultant services for specific
disciplines and classification levels, through the prequalification Form PS-03, in response to a
Department advertisement, direct mail-out or other notification.  In addition, all consultants
must be Cost Basis approved through the Bureau of Auditing as a final step in the
prequalification process.

The Bureau of Professional Services annually places a general solicitation advertisement in
appropriate media sources requesting interested consultants to process a prequalification
Form PS-03 and obtain classification approval for providing various professional services, such
as but not limited to:

• Access Review
• Aerial and Topograhical Surveys and Mapping
• Bridge Inspection
• Construction Engineering and Inspection
• Environmental Engineering (all types)
• Geotechnical Design
• Highway Design
• Landscape Architecture
• Research and Development
• Right of Way Appraising
• Structural Design
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• Traffic Engineering
• Transportation Planning (all modes)
• Transportation Management Systems

A complete listing of prequalification disciplines, Form PS-03, project types and evaluation
criteria are provided in Attachment 2.

The approval classification for prequalifications are as follows:

Estimated Project Fee:

Level Estimated Project Fee

A Less than $500,000
B $500,000 to $1,499,000
C $1,500,000 or more

The appropriate major disciplines and approval classification must be determined by the
Project Manager prior to requesting a solicitation for professional services.  Major disciplines
are those comprising 30% or more of the professional services being requested.

As part of the prequalification process, the consultant must have an approved Quality
Assurance Plan.  The consultant QAP must adhere to the requirements of the “NJDOT Capital
Program Management Guidelines for the Preparation of Consultant Quality Assurance Plan.” 
The consultant QAP must be submitted to and approved by the Bureau of Quality
Management Services prior to the request for prequalification.

19.2.2   Project Type Criteria

Prior to the initiation of the consultant selection process the Project Manager will have
identified funding in accordance with Section 19.1.  The consultant cost estimate developed to
establish the Initial Baseline Budget will then be used to determine the project selection type
as follows:

Simple Projects

1. Any project regardless of fee involving an emergency situation or a constricted time
frame.

2. Projects having an estimated fee of $500,000 or less.
3. Projects having limited scopes of work such as:  Resurfacing, Bridge Deck Patching,

Construction and Bridge Inspection.

Standard Projects

Multi-disciplined project, highly specialized projects, or projects having an estimated fee of
more than $500,000.

Consultant selections for Simple projects will be based on the rating and ranking of
Expressions of Interest.  For Standard projects, the rating and ranking of Expressions of
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Interest will be used to develop a “short-list” (minimum of 3 firms) of consultants, from which a
Technical Proposal will be evaluated as the basis for final selection.

19.2.3   Request for Professional Services

The Project Manager’s Agreement Coordinator shall prepare a request for professional ser-
vices from the appropriate Division Director to the Moderator/Secretary of the Consultant
Selection Committee, Bureau of Professional Services, which contains the following:

1. Transmittal memorandum which includes:

• Brief Project Description (give Route and Section).  “The division of Project
Management is currently undertaking preliminary work leading to the
development of the subject Agreement.  This Agreement (project) provides
for...leading to the development of...and is in support of...and is essential for...” 
Once a format like this is developed it can be used for other letters during the
project’s initiation stage.  Also mention the type of Agreement (Cost Plus, etc.)
that is intended.  Various Agreement types are listed in Section 19.3.1.

• The Type of Project (selection process Simple or Standard) you are initiating.
EXAMPLE:  The preliminary estimate for this project is $2,475,000.00  (this is
the Consultant cost only); therefore, we are requesting a list of prequalified
Consultants under the Standard Project Consultant Selection Process.  This
statement sets the course of action for the Selection.

• Disciplines and the classification level requested as determined in Section
19.2.1.

• Funding Type/Source identification with program year and item number as
verified by the Bureau of Capital Program Coordination in accordance with
Section 19.1.

2. Completed Expression of Interest Package on floppy disk with a hard copy to be used
to post the request for Expressions of Interest to the Department’s Electronic Bulletin
Board.  This package includes the following:

• Scope of Work added to the disk.
 

• Expression of Interest Letter - select the appropriated type Simple or Standard. 
Provide the due date based on allowing a range of 5 to 10 working days as
determined by the Project Manager.

 
• Expression of Interest Rating Form with weights of rating criteria indicated.
 
• Workload Disclosure Form.
 
• Statement of Joint Venture.
 
• Current Performance of the Project Manager Form*
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• Past Performance of the Firm Form*
 
• Commitments of Project Manager and Key Staff Form*
 
• (*See Section 19.2.6)

The Expression of Interest files are available on Project Management’s shared directory
and should be copied to a floppy disk and modified to insert required information using
Word Perfect 6.0 to 6.1.  A sample EOI package is included as Attachment 3.

Upon receipt of the above, the Bureau of Professional Services posts the request for
Expressions of Interest on the Electronic Bulletin Board on Tuesdays and Thursdays by
11:00 am.  The Project Manager’s Agreement Coordinator must track and monitor the
remaining Selection/ Agreement activities utilizing the tracking form included in
Attachment 4.

Upon completion of the Expression of Interest Package, the Project Manager is to
finalize the development of the detailed scope of work that will be provided to those
consultants directed to submit technical and fee proposals.  This activity must be
performed concurrently with the ratings of Expressions of Interest so that it is
completed prior to the approval of consultant selection (Simple) or when a short list is
approved (Standard).

19.2.4   Review Team for Simple Projects

For Simple projects, Expressions of Interest will be rated in accordance with Section 19.2.6 by
a review team established by the Project Manager as follows:

The Project Manager, with a minimum of two others, reviews, evaluates, and ranks the
Expressions of Interest.  This Group shall consist of the following:

• Project Manager
• Additional members, depending on the project, shall be the appropriate Division

Director or designee (Design or Construction), or a representative from the Bureau of
Environmental Services, or the Bureau of Project Scope Development.

The Project Manager convenes the Group which reviews, evaluates, and ranks the
Expressions of Interest, within 10 working days.

19.2.5   Technical Evaluation Committee for Standard Projects

For Standard Projects, Expressions of Interest will be rated in accordance with Section 19.2.6
by a Technical Evaluation Committee, established by the Project Manager, comprised of the
following:

• Project Manager
• Member, Bureau of Professional Services
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• Additional members, depending on the project, shall be the appropriate Division
Director or designee (Design or Construction), or a representative from the Bureau of
Environmental Services, or the Bureau of Scope Development.  One to three
disciplines should be represented.

The Project Manager convenes the TEC which reviews, evaluates, and ranks the Expressions
of Interest within 10 working days.

This same Technical Evaluation Committee will later evaluate Technical Proposals submitted
by “short listed” consultants in accordance with Section 19.2.8.

19.2.6   Expressions of Interest Rating and Ranking

Expressions of Interest are to be rated according to the criteria and weights included in the
Expressions of Interest Rating Package which was provided to the Bureau of Professional
Services for posting to the Electronic Bulletin Board.  Any modification to the Standard EOI
Rating Criteria and weights, or any additional forms required to be submitted with Expressions
of Interest, must be included on the Word Perfect disk provided to the Bureau of Professional
Services in accordance with Section 19.2.3.

The Project Manager is to develop an Expression of Interest Rating Guide to be used by the
Review Team or Technical Evaluation Committee.  This guide provides the basis for scoring
each of the rating criteria to be evaluated.  A sample Expression of Interest Rating Guide for
Design Projects, with corresponding modification to the Standard EOI Rating Criteria and
Weights, and additional forms required in the EOI Package is included as Attachment 5.

Copies of the rating guide and EOI Rating Criteria and Weights form is to be provided to all
members of the Review Team/Technical Evaluation Committee.  All Expressions of Interest are
then to be rated, scored, and returned to the Project Manager within 10 working days.

The ranking of Expressions of Interest is then used as the basis for the following
recommendation to the Consultant Selection Committee:

• For Simple Projects, the consultant submitting the top ranked Expression of Interest is
recommended for selection.

• For Standard Projects, the consultants submitting the highest ranked Expressions of
Interest will be recommended in a short list of firms (minimum of three) from which
technical proposals will be requested.

Concurrent with this activity, the Project Manager will have finalized the detailed Scope of
Work and updated the independent consultant cost estimate in anticipation of selection/ ”short
listing” by the Consultant Selection Committee.

19.2.7   Consultant Selection Committee

The Consultant Selection Committee is responsible for:
• Reviewing the justification for engaging consultant services
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• Reviewing and approving the recommended “short list” of consultants submitting
Expressions of Interest for Standard projects.

 
• Recommending each consultant selection, based on evaluation of the professional and

technical qualifications necessary for satisfactory performance of the required services,
to the Deputy Commissioner for concurrence and final approval.

The Bureau of Contract Administration Services is responsible for:

• Reviewing all draft Consultant Selection Committee packages.
 
• Concurring with or rejecting the Project Manager’s recommendation for selection or

short list.
 
• Maintaining the integrity of the selection process.

The Consultant Selection Committee is currently comprised of the following:

• Assistant Commissioner Capital Program Management
• Assistant Commissioner External and Governmental Affairs
• Assistant Commissioner Finance and Administration
• Executive Director, Division of Aeronautics and Freight Systems
• Director, Division of Civil Rights/Affirmative Action
• Director, Capital Program Control and Support Services
• Director, Division of Procurement

The results of the Expressions of Interest ratings and ranking are compiled by the Agreement
Coordinator with the Project Manager’s recommendation into the draft Consultant Selection
Committee Package.  The Program Manager is responsible for concurring with the Project
Manager’s recommendation.  The draft package is then reviewed by the Bureau of Contract
Administration Services.  After review and concurrence, the final package is then forwarded,
under the signature of the Director, Division of Project Management to the Bureau of
Professional Services, Secretary/ Moderator of the Consultant Selection Committee, for the
Committee’s selection of a Consultant for Simple Projects, or for the Committee’s approval of
the recommended “short list” for Standard Projects.

This Consultant Selection Committee Package must be submitted to the Bureau of Contract
Administration Services eight (8) working days prior to the Consultant Selection Committee
meeting which is held on the second and fourth Monday of each month.  The Bureau of
Contract Administration Services will represent the Division of Project Management at the
Consultant Selection Committee meeting.

The Consultant Selection Committee transmittal memorandum will include a recommendation
with appropriate justification as follows:

• For Simple Projects, a recommendation for selection with a description of the factors
responsible for the distribution of Expressions of Interest rating scores and the
significance of criteria weighting.  Also include the purpose for the selection in relation
to Departmental goals and policies for Capital Program implementation.
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• For Standard Projects, recommending a “short list” of consultants (minimum of 3) based

on the ranking of Expression of Interest, a description of the factors responsible for the
distribution of Expressions of Interest rating scores, and other factors influencing the
recommended cut-off score limiting inclusion in the recommended “short list”.

• For Standard Projects, a recommendation for selection based on the evaluation of
Technical Proposals which includes a description of the significance of the evaluation
criteria and distribution of scores.  Also include the purpose for the selection in relation
to Departmental goals and policies for Capital Program implementation.

Recommendation packages prepared by the Project Manager’s Agreement Coordinator must
also include the following in each short listing and/or final selection package:

1. A brief description of the project.  Include or attach discipline listing.
2. County(ies) affected by the project.
3. Scope of Work upon which Expressions of Interest were based.
4. An independent cost estimate breakdown, by task, providing full anticipated cost of

project, even if total funding is not available at this time.  Also include DBE goal, if
applicable.  If scope cannot be completely defined, provide the CSC with an anticipated
minimum and maximum for the project.

5. List of Consulting Firms being considered for the job(s) (listed in ranking order -- high to
low).

6. The name and title of the project manager from each of the consulting firms considered
for selection.

7. The approved ASCE grade levels for each.
8. Consultant’s office location (by County) out of which the work will be performed, not

Home Office location.
9. Funding source, year and Item Number.
10. Whether it is a Federal or State Project.
11. Summary of the Reviewers’ rating sheets showing the average rating for each

evaluation criteria and the weighting of each rated criteria.
12. Copy of each evaluator’s rating sheet with a clear designation as to which unit, or

Bureau, did the review.
13. Copies of at least the top ten ranked, including ties and those above recommended

comparable line, consultant’s “Disclosure” forms for outstanding billable work with the
Department.  Please be sure the company’s name is clearly evident on each individual
disclosure sheet.  (Submit this for “Expressions of Interest” only.  The CSC does not
take the consultant’s outstanding work into account for technical proposals.)

The original and seven (7) copies of the above package are to be provided to the Secretary/
Moderator, Consultant Selection Committee; one (1) copy is to be provided to the Bureau of
Contract Administration Services.

In addition, Bureau of Contract Administration Services is to be provided with one copy of each
Expression of Interest or Technical Proposal for all “short listed” consultants to bring to the
Consultant Selection Committee meeting.
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Project Managers are expected to check the references of the firms being considered for
selection.  This information will be brought to consultant selection committee meetings and
discussed as part of the criteria used in making selections.  This may be accomplished by
including this criteria as suggested in the sample EOI Rating Guide included as Attachment 6.

19.2.8   Technical Proposal

For Standard Projects, the Bureau of Professional Services will advise the Project Manager of
the Consultant Selection Committee action approving the “short list”.

The Project Manager will be directed to request detailed Technical Proposals from a minimum
of three consultants “short listed” for evaluation by the Technical Evaluation Committee
previously established for the rating of Expressions of Interest.

The Agreement Coordinator will prepare and send under the direction of the Project Manager a
solicitation package notification to all “short listed” firms which contains the following:

1. Requirement that all Technical Proposals be prepared in accordance with the Project
Delivery Process Network logic, activities, and procedures described in this Manual.

 
2. Request for Technical Proposal to be submitted within 10 to 20 working days as

determined by the Project Manager.  Description of Technical Proposal requirements,
generally limited to 25 pages with 15 additional pages of attachments, describing the
consultant’s proposed manner of performing the services required for project(s),
specific experiences related to the project or similar projects, as well as proposed
innovative concepts or methods of project delivery.  Provide in the request for Technical
Proposal the evaluation criteria to be used for evaluation by the Technical Evaluation
Committee.

 
3. Request for Fee Proposal prepared in accordance with the standard scope of services

provided by the Project Manager, to be submitted in a separately sealed envelope
concurrently with the Technical Proposal.  Description of Fee Proposal requirements,
generally stating the consultant’s proposed costs for providing the services described in
the Technical Proposal.  Fee Proposals are to include a breakdown of services by title,
approved wage rate escalated to design mid-point, Direct Expenses and Interim
Overhead rate as approved by the Department’s Bureau of Auditing.  Proposed fixed
fee is also to be included.  All subconsultant costs are to be similarly broken down. 
Sealed Fee Proposals are to be forwarded to the Bureau of Contract Administration
Services for safekeeping during final negotiations.

4. Agreement type to be used for this contract.  This was previously determined in
accordance with Sections 19.2.3 and 19.3.1.

 
5. Requirements for oral presentations to the Technical Evaluation Committee.  Oral

presentations should be scheduled during the Technical Proposal rating period so that
the Technical Evaluation Committee can include oral presentation ratings in the final
evaluation of all “short listed” consultants.

A meeting may be scheduled with all consultants during the Technical Proposal preparation
time period so that consultant’s inquiries may be responded to.  The solicitation notice should
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also advise consultants of the presence and availability of any existing studies or plans of the
project area.

Evaluation criteria for Technical Proposals must be developed by the Project Manager. 
Criteria previously developed for rating Expressions of Interest must be reevaluated and
modified for use in the evaluation for Technical Proposals.  Additional criteria may be based
on, but not limited to, the following:

• Presentation of the Proposal
• Understanding of the Project Scope
• Innovation and ingenuity
• Experience on similar projects
• Key personnel assigned to the project
• EEO and MBE qualifications
• Additional project-specific criteria
• Oral presentation (if required)

Upon receipt of the Technical Proposals, the Project Manager’s Agreement Coordinator will
distribute a copy to each member of the Technical Evaluation Committee, with a blank rating
form listing the selected evaluation criteria, relative weighting, and scoring ranges as
determined by the Project Manager.  A sample copy of such a form used for Technical
Proposal Evaluation is included as Attachment 6.

The Technical Evaluation Committee will then evaluate and score all Technical Proposals
within 5 to 10 working days and return completed rating forms to the Project Manager.  The
Project Manager’s Agreement Coordinator will then compile all ratings and prepare a ranking
summary form which is to be signed by each member of the Technical Evaluation Committee. 
The Project Manager should schedule and conduct a meeting of the Technical Evaluation
Committee to discuss the Committee’s recommendation.

The Project Manager’s Agreement Coordinator then prepares the Consultant Selection
Committee Package in accordance with Selection 19.2.7.

19.2.9   Selection Approval Process

The Moderator/Secretary of the Consultant Selection Committee assigns the Selection Number
and Agreement Number and presents the package listing the Firms in order of ranking to the
Consultant Selection Committee for selection.

The Consultant Selection Committee will then consider the recommendations presented to the
Committee and select a Consultant based on Department Policy and comparative evaluations
of the professional and technical qualifications necessary for satisfactory performance of the
required services.

The moderator/secretary of the Consultant Selection Committee recommends the selected
Consultant to the Deputy Commissioner for concurrence and final approval through the
Executive Decision Document.
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The Deputy Commissioner reviews the Consultant Selection Committee action and informs
Professional Services of the approval or rejection of the selection.  If disapproved, the
Moderator/Secretary of the Consultant Selection Committee shall follow the directions given by
the Deputy Commissioner.

The Bureau of Professional Services notifies the Bureau of Contract Administration Services of
the outcome of the Consultant Selection.  For Standard Projects, the selected consultant’s Fee
Proposal is then opened by the Bureau of Contract Administration Services and provided to
the Project Manager.

The Project Manager is responsible for tracking the above activities and assisting the Bureau
of Professional Services in expediting their completion.

19.2.10   Notification to Consultants

The Bureau of Contract Administration Services is responsible for providing notification of
Consultant Selection Committee actions to all consultants submitting Expressions of Interest or
Technical Proposals.

For Simple Projects, upon approval of the selection by the Deputy Commissioner:

1. The Project Manager is to notify the selected consultant, scheduling a Scope of Work
meeting, and requesting a Technical and Fee Proposal to be submitted within 5
working days of the meeting. Details of the Scope of Work meeting are included in
Section 19.3.2.

 
2. The Bureau of Contract Administration Services is to notify all remaining consultants

submitting an Expression of Interest of their non-selection.  Consultants who respond to
the Project Manager requesting a review of the Expressions of Interest rating and
ranking are to be referred to the Bureau of Contract Administration Services who is to
provide only the following information:

• The requesting consultant’s own numerical score.
• The maximum numerical score possible for the project.
• The ranking of other firms but not the numerical scores.
• A description of how the firm did in each evaluation category.  The firm may not

know their numerical score by category.
• The names of the reviewers of the Expression of Interest and Technical

Proposals shall not be given out.  The contact person for the consultant
inquiring as to the above information is only the Bureau of Contract
Administration Services.

For Standard Projects, upon approval of the “short list” by the Consultant Selection Committee:

1. The Project Manager’s Agreement Coordinator is to notify the “short listed” consultants
by preparing and sending the solicitation package notification described in Section
19.2.8.
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2. The Bureau of Contract Administration Services is to notify all remaining consultants
submitting an Expression of Interest of their failure to be included in the “short list” as
per the guidance provided above under Simple Projects, Item 2.  Sealed Fee Proposals
are to be retained by the Bureau of Contract Administration Services until successful
negotiations are completed with the selected consultant.

For Standard Projects, upon approval of the selection by the Deputy Commissioner:

1. The Project Manager is to notify the selected consultant, scheduling the anticipated
completion of the Department’s review of the Technical and Fee Proposals, and a
tentative date for the one day negotiating session.

2. The Bureau of Contract Administration Services is to notify the remaining “short listed”
consultants of their non-selection, advising that their sealed Fee Proposals will be
retained by the Bureau of Contract Administration Services.  At that time, if the
consultant has provided a stamped, self-addressed envelope, the Fee Proposal will be
returned.  Otherwise, the consultant will be instructed regarding his ability to pick up the
sealed Fee Proposal.
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Attachment 1 - Administration of Engineering and Design
Related Service Contracts
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FEDERAL-AID POLICY GUIDE 23 CFR 172A
July 21, 1995, Transmittal 13 OPI:  HEP-10

SUBCHAPTER B - PAYMENT PROCEDURES

PART 172 - ADMINISTRATION OF ENGINEERING AND DESIGN RELATED SERVICE 
  CONTRACTS

Subpart A - Procurement Procedures

Sec.
172.1 Purpose and applicability.
172.3 Definitions.
172.5 General principles.
172.7 Methods of procurement.
172.9 Compensation.
172.11Contract modifications.
172.13Monitoring the contract work.
172.15Alternate procedures.

Authority:  23 U.S.C. 112(b), 114(a), 302, 315, and 402; 49 CFR 1.48(b) and 18; 48 CFR 12
and 31; 41 U.S.C. 253 and 259; and Sec. 1060, Pub. L. 102-240, 105 Stat. 1914, 2003 (1991).

Source:  56 FR 19802, April 30, 1991, unless otherwise noted.

Sec. 172.1 Purpose and applicability.

(a) To prescribe policies and procedures for contracting to ensure that a qualified
consultant is obtained through an equitable selection process, and that prescribed work
is properly accomplished in a timely manner, at a reasonable cost.

(b) This regulation applies to all engineering and design related service contracts financed
with Federal-aid highway funds.  Agencies with approved Certification Acceptance
Plans (CA), Secondary Road Plans (SRP), and/or Combined Road Plans (CRP) shall
submit for the Federal Highway Administration’s (FHWA) approval, procedures
consistent with this regulation if they intend to utilize Federal-aid highway funds for any
of the above contract types.  The use of procedures codified in State statutes to select
consultant firms is also acceptable.  Other types of negotiated contracts should be
administered under the requirements of the common grant management rule, 49 CFR
18.

Sec. 172.3 Definitions.

As used in this part:

Competitive negotiation.  Any form of negotiations that utilizes (1) qualifications-based
procedures complying with Title IX of the Federal Property and Administrative Services Act of
1949 (Pub. L. 92-582, 86 Stat. 1278 (1972)); (2) equivalent State qualifications-based
procedures; or (3) a formal procedure permitted by State statute.
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Consultant.  The individual or firm providing engineering and design related services as a party
to the contract.

Contracting agency.  The State highway agency or local governmental agencies which have
responsibility for the procurement.

Contract modification.  An agreement modifying the existing contract, such as an agreement to
accomplish work beyond the scope of the original contract.

Engineering and design services.  Program management, construction management, feasibility
studies, preliminary engineering, design, engineering, surveying, mapping, or architectural
related services.

Extra work.  Any services or actions required of the consultant above and beyond the
obligations of the original or modified contract.

Fixed fee.  A dollar amount established to cover the consultant’s profit and business expenses
not allocable to overhead.

Prenegotiation audit.  An examination of a consultant’s records made in accordance with
generally accepted auditing standards.

Private sector engineering and design firms.  Any individual or private firm (including small
business concerns and small businesses owned and controlled by socially and economically
disadvantaged individuals as defined in 49 CFR part 23) contracting with a State to provide
engineering and design services.

Scope of work.  All services and actions required of the consultant by the obligations of the
contract.

Sec. 172.5 General principles.

(a) Need for consultant services in management roles.  When Federal-aid highway funds
participate in the contract, the contracting agency shall receive approval from the
FHWA before hiring a consultant to act in a “management” role for the contracting
agency.  This concept should be limited to situations where unique or unusual
circumstances exist and where the contracting agency has provided adequate
justification to explain its reason for using a consultant in this role and the reason it
cannot perform the work.

(b) Written procedures.  The contracting agency shall prepare written procedures for each
method of procurement it proposes to utilize.  These procedures and all revisions shall
be approved by the FHWA and describe, as appropriate to the particular method of
procurement, each step used:

(1) In preparing a scope of work, evaluation factors and cost estimate for selecting
a consultant,

(2) In soliciting proposals from prospective consultants,
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(3) In the evaluation of proposals and the ranking/selection of a consultant,

(4) In negotiation of the reimbursement to be paid to the selected consultant,

(5) In monitoring the consultant’s work and in preparing a consultant’s performance
evaluation when completed, and

(6) In determining the extent to which the consultant, who is responsible for the
professional quality, technical accuracy, and coordination of services, may be
reasonably liable for costs resulting from errors or deficiencies in design
furnished under its contract.

(c) Prenegotiation audits.  The contracting agencies shall prepare prenegotiation audits to
provide the necessary data to assure that the consultant has an acceptable accounting
system, adequate and proper justification of the various rates charged to perform work,
and is aware of the FHWA’s cost eligibility and documentation requirements.

(1) Prenegotiation audits and the resultant audit opinions are required for all
contracts expected to exceed $250,000 and for contracts of less than $250,000
where:

(i) There is insufficient knowledge of the consultant’s accounting system,

(ii) There is previous unfavorable experience regarding the reliability of the
consultant’s accounting system, or

(iii) The contract involves procurement of new equipment or supplies for
which cost experience is lacking.

(2) The use of an independent audit, an audit performed by another State/Federal
agency or an audit performed by another local governmental agency is
acceptable if the information is current and of sufficient detail.

(3) Prenegotiation audits may be waived when sufficient audited consultant data is
available to permit reasonable comparisons with the cost proposal.

(d) State responsibility in local agency contracts.  The State highway agency shall ensure
that procurement actions by or through other State agencies or local agencies comply
with this regulation.  When Federal-aid highway funds participate in the contract, a local
agency shall use the same procedures as used by the State to administer contracts not
under CA, the SRP or the CRP.  These contracts shall be subject to the prior approval
of the State highway agency and the FHWA.  Nothing herein shall be taken as relieving
the State of its responsibility under Federal-aid highway laws and regulations for the
work to be performed under any agreements entered into by a local agency.

(e) Disadvantaged Business Enterprise (DBE) program.  The contracting agency shall give
consideration to DBE firms in the procurement of engineering and design related
service contracts subject to 23 U.S.C. 112(b) (2).
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(f) Contractual responsibilities.  The contracting agency or State highway agency shall be
responsible for the settlement of all contractual/administrative issues.  All settlements
shall be reviewed and approved by the FHWA before Federal-aid highway funds can
participate in any additional costs.

Sec. 172.7 Methods of procurement.

This regulation addresses three methods of procurement for the hiring of consultants to
perform engineering and design related services specified in 23 U.S.C. 112(b) (2).  These
methods are:  competitive negotiations which follows qualifications-based selection procedures
or another selection procedure permitted by State statutes; small purchase procedures for
small dollar value contracts; and non-competitive negotiations where specific conditions exist
allowing negotiations to take place with a single firm.

(a) Competitive negotiation.  Competitive negotiation should be used for the selection of a
consultant to provide engineering and design related services.  The following
procedures shall apply to the competitive negotiation process:

(1) Scope, evaluation factors and cost estimate development.  The contracting
agency shall prepare:

(i) A scope of work before issuing a Request for Proposal that reflects a
clear, accurate, and detailed description of the technical requirements for
the services to be rendered and a list identifying the evaluation factors
and their relative importance.

(ii) A detailed cost estimate, except for contracts awarded under small
purchase procedures, with an appropriate breakdown of specific types of
labor required, work hours, and an estimate of the consultant’s fixed fee
(considering the risk and complexity of the project) for use during
negotiations.

(2) Soliciting proposals.

(i) Solicitation.  The solicitation process shall be by advertisement (project,
task or service), by mailing Requests for Proposals to
certified/prequalified consultants, or any other method that ensures
qualified in-State and out-of-State consultants are given the opportunity
to be considered for award of a contract.  It shall include a process
where either:

(A) General interest is solicited for performing the work; responding
consultants are ranked based on an evaluation of their
qualification statements (submitted with their letters of interest or
on file with the contracting agency); and proposals are requested
from three or more firms starting with the highest ranked firm, or

(B) Proposals are solicited from all consultants that are interested in
being considered for the work.
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(ii) Request for proposal.  The request for proposal shall:

(A) Provide a description of the scope of work and identification of
the evaluation factors including their relative importance as
included in Paragraph (a) (1) of this section.

(B) Specify the method(s) of payment (lump sum, cost plus a fixed
fee, cost per unit of work, or specific rate(s) of compensation).

(C) Request the submission of a proposal.  Priced proposals may be
used in the selection phase if allowed for under a State statute,
but shall not be used in the selection phase when qualifications-
based procedures are used.

(D) Allow sufficient time for the consultant to prepare and submit the
proposal.

(3) Analysis and selection.

(i) The consultants’ proposals, containing the information required by
Paragraph (a) (2) of this section, shall be evaluated and ranked by the
contracting agency.  This process shall include an analysis of the
proposals in comparison to the evaluation factors.  In addition, the
consultants’ applicable work experience, present workload, past
performance, staffing capabilities, etc., should be evaluated and
included in the ranking process.

(ii) The award of engineering and design related services shall:

(A) Utilize qualifications-based procedures that either comply with the
provisions of Title IX of the Federal Property and Administrative
Services Act of 1949 (Pub. L. 92-582, 86 Stat. 1278 (1972), as
amended) or utilize equivalent State qualifications-based
procedures, or

(B) Utilize a formal procurement procedure that is established by
State statute or is subsequently established by State statute.

(iii) The contracting agency shall retain acceptable documentation of the
proposal, evaluation and selection of the consultant.  Records shall be
maintained in accordance with the provisions of 49 CFR 18.42.

(4) Negotiation responsibilities.

(i) The negotiator shall use all resources available to conduct effective
negotiations, including but not limited to, the refined scope of work, the
evaluation factors and their relative importance, the agency’s cost
estimate as required in Paragraph (a) (1) of this section, and the audit
opinion issues as a result of the prenegotiation audit required in Sec.
172.5(c) of this part.
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(ii) The negotiator shall separately negotiate the dollar amounts for elements
of cost and a fixed fee except for services normally negotiated on a per
unit (includes costs and fees) cost.

(iii) The contracting agency shall maintain records of negotiations to
document negotiation activities and set forth the resources considered
by the negotiator.  Records shall be maintained in accordance with the
provisions of 49 CFR 18.42.

(5) Execution of contracts.  The proposed contract including the agreed upon cost
figures shall be submitted to the FHWA for approval prior to its execution.

(b) Small purchases.  Contracting agencies may use small purchase procedures for the
procurement of engineering and design related services when the contract cost does
not exceed $25,000.

(c) Noncompetitive negotiation.  Noncompetitive negotiation may be used to obtain
engineering and design related services when the award of a contract is not feasible
under small purchase or competitive negotiation procedures.  The contracting agency
shall submit justification and receive approval from the FHWA before using this form of
contracting when Federal-aid highway funds are used in the contract.

(1) Circumstances under which a contract may be awarded by noncompetitive
negotiation are limited to the following:

(i) The service is available only from a single source, or

(ii) There is an emergency which will not permit the time necessary to
conduct competitive negotiations, or

(iii) After solicitation of a number of sources, competition is determined
inadequate.

(2) The contracting agency shall comply with the following procedures for
noncompetitive negotiations:
(i) Establish a process to determine when noncompetitive negotiation will be

used,

(ii) Develop an adequate scope of work, evaluation factors and cost
estimate as required in Paragraph (a) (1) of this section,

(iii) Conduct negotiations as required in Paragraph (a) (4) of this section, and

(iv) Submit the proposed contract and cost estimate to the FHWA for
approval.

Sec. 172.9 Compensation.
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(a) Contracting agencies may establish cost principles for determining the reasonableness
and allowability of costs.  Federal reimbursement shall be limited to the Federal share
of the costs allowable under the cost principles in 48 CFR 31 (Federal Acquisition
Regulations).  Any references included in 48 CFR 31 to other parts of 48 CFR do not
apply to these contracts.

(b) Applicable cost principles shall be referenced in each contractual document.

(c) Methods of payment.

(1) The method of payment to compensate the consultant for all work required shall
be set forth in the original contract and in any contract modifications thereto.  It
may be a single method for all work or may involve different methods for
different elements of work.  The methods of payment which shall be used are: 
lump sum, cost plus fixed fee, cost per unit of work or specific rates of
compensation.

(2) Compensation based on cost plus a percentage of cost or percentage of
construction cost shall not be used.

(3) When the method of payment is other than a lump sum, the contract shall
specify a maximum amount payable which shall not be exceeded unless
adjusted by a contract modification.

(4) The lump sum method shall not be used to compensate a consultant for
construction engineering and inspection services except when the agency has
established the extent, scope, complexity, character and duration of the work to
be required to a degree that fair and reasonable compensation including a fixed
fee can be determined.

(d) Fixed fees.

(1) The determination of the amount of the fixed fee shall take into account the
size, complexity, duration, and degree of risk involved in the work.  The
establishment of the fixed fee shall be project specific.

(2) Fixed fees normally range from 6 to 15 percent of the total direct and indirect
cost.  Subject to the approval of the FHWA, a fixed fee over 15 percent may be
justified when exceptional circumstances exists.

Sec. 172.11 Contract modifications.

(a) Contract modifications are required for any modification in the terms of the original
contract that change the cost of the contract; significantly change the character, scope,
complexity, or duration of the work; or significantly change the conditions under which
the work is required to be performed.

(b) A contract modification shall clearly outline the changes made and determine a method
of compensation.  FHWA approval of contract modifications shall be obtained prior to
beginning the work except as discussed in Paragraph (d) of this section.
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(c) Overruns in the costs of the work shall not warrant an increase in the fixed fee portion
of a cost plus fixed fee contract.  Significant changes to the Scope of Work may require
adjustment of the fixed fee portion in a cost plus fixed fee contract or in a lump sum
contract.

(d) In unusual circumstances, the consultant may be authorized to proceed with work prior
to agreement on the amount of compensation and execution of the contract
modification, provided the FHWA has previously approved the work and has concurred
that additional compensation is warranted.

Sec. 172.13 Monitoring the contract work.

(a) A public employee qualified to ensure that the work being pursued is complete,
accurate and consistent with the terms, conditions, and specifications of the contract
shall be in responsible charge of each contract or project.  The employee’s
responsibilities include:

(1) Scheduling and attending progress meetings with the consultant and being
involved in decisions leading to change orders or supplemental agreements,

(2) Being familiar with the qualifications and responsibilities of the consultant’s staff,

(3) Visiting the project and/or consultant’s offices on a frequency that is
commensurate with the magnitude, complexity and type of work.  This includes
being aware of the day-to-day operations for Construction Engineering Service
contracts, and

(4) Assuring that costs billed are consistent with the acceptability and progress of
the consultant’s work.

(b) A final performance evaluation report, except for contracts awarded under small
purchase procedures shall be prepared by the public employee in responsible charge
of the contract and shall be submitted to the State highway agency’s contracting office.
 The report should include, but not be limited to, an evaluation of such items as timely
completion of work, conformance with contract cost and the quality of work.  A copy of
the report shall be sent to the firm for its review and/or comments and any written
comments submitted to the contracting agency by the firm shall be attached to the final
report.

(c) Contracting agencies should include a clause in engineering contracts 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.  However, in general, a consultant should not be held responsible for
additional costs in subsequent related construction resulting from errors or omissions
which are not a result of gross negligence or carelessness.

Sec. 172.15 Alternate procedures.
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(a) This is a process whereby the contracting agency can be authorized to substitute its
contract review and approval actions for those of the FHWA.  Before a contracting
agency can operate under the alternate procedures concept, it shall submit procedures
to the FHWA that include the following:

(1) A formal request to operate under the alternate procedure concept.

(2) The written procedures, as required by Sec. 172.5(b) of this part, it will follow,
and

(3) A statement signed by the chief administrative officer of the contracting agency
certifying that it will conform with its written procedures, the provisions of this
regulation, and all applicable Federal and State laws and administrative
requirements.

(b) The alternate procedures and all revisions shall be approved by the FHWA.

(c) The alternate procedures concept may apply to all Federal-aid highway funded
contracts.

(d) A copy of the original executed contract and all contract modifications shall be
submitted to the FHWA.
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Attachment 2 - Consultant Prequalifications
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INSERT FORM PS-02
Pages 23-29
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INSERT FORM PS-02
Pages 23-29

Sup
ers

ed
ed



19.2-25

INSERT FORM PS-02
Pages 23-29

Sup
ers

ed
ed



19.2-26

INSERT FORM PS-02
Pages 23-29

Sup
ers

ed
ed



19.2-27

INSERT FORM PS-02
Pages 23-29

Sup
ers

ed
ed



19.2-28

INSERT FORM PS-02
Pages 23-29

Sup
ers

ed
ed



19.2-29

NEW JERSEY DEPARTMENT OF TRANSPORTATION
DIVISION OF PROCUREMENT

BUREAU OF PROFESSIONAL SERVICES

DEFINITIONS FOR TYPES OF PROJECTS FOR CONSULTANT SELECTION

Simple Projects - (any one of the following)

1. Any project, regardless of fee, involving an emergency situation or a constricted time
frame.

2. Projects having an estimated fee of $500,000 or less.
3. Projects having limited scopes of work such as:  Resurfacing, Bridge Deck Patching,

Construction and Bridge Inspection.

Standard Projects

Multi-disciplined projects, highly specialized projects, or projects having an estimated fee of
more than $500,000.

DEFINITIONS FOR PREQUALIFICATIONS OF CONSULTANTS

Simple Level A

Prequalification of Consultants for project types having an estimated fee less than $500,000.

Routine Level B

Prequalification of Consultants for project types having an estimated fee of at least $500,000
but less than $1,500,000.

Complex Level C

Prequalification of Consultants for project types having an estimated fee of $1,500,000 or
more.
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CONSULTANT PREQUALIFICATION
EVALUATION CRITERIA

DISCIPLINE:

Level - A
Simple

Level - B
Routine

Level - C
Complex

1.  Staff Size by Expertise

2.  Number and Size of Similar Projects

3.  Years Experience of Firm

4.  Years Experience of Key Staff

5.  Equipment

6.  Other
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Attachment 3 - Expression of Interest Package
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NEW JERSEY DEPARTMENT OF TRANSPORTATION

MEMORANDUM

TO: Secretary/Moderator
Consultant Selection Committee

FROM: Manager, Bureau of Contract
Administration Services

DATE:

PHONE:

SUBJECT: Expressions of Interest
FY - 97 Task Order Preliminary Engineering Agreement
Cost Plus Fixed Fee

                                                                                                                                                              

Please post the attached Expression of Interest letter on the Electronic Bulletin Board.  The
following information is in compliance with your memorandum of __________________ stating
Revisions Involving the Consultant Selection Process.

BRIEF DESCRIPTION

Preliminary Engineering “Scoping” for the Bureau of Project Scope Development (BPSD),
which includes:  identification of the problem, providing Community Involvement Support,
analyzing existing data and obtaining additional background information as required,
developing schemes and cost estimates, performing an Alternatives Analysis providing
information to obtain a Level of Action Determination, and preparation of the Engineering
Proposal for transfer to the Project Management Section.

This Agreement will provide BPSD with the capability to more efficiently meet the compressed
project schedules for its own activities and will provide BPSD with the capability to assist
others in their priority assignments, thus greatly contributing to the on-time project delivery
which is critical to the Department’s ability to deliver its Fiscal Year Capital Programs.

TYPE OF PROJECT/CONSULTANT COSTS

Funding for this Preliminary Engineering Agreement is limited to an amount not to exceed
$350,000.00; therefore, this project shall follow the Simple Project Consultant Selection
Process.
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FUNDING TYPE/SOURCE

Funding is from Item No. XXX of the 1997 Construction Program, 100% State.

DISCIPLINES AND CLASSIFICATION LEVEL

B-1, Bridge Design Level B
G-2, Geotechnical Design Level A
H-1, Highway Design Level C
T-1, Traffic Engineering Level B
H-3, Hydrology, Hydrogeology, Hydraulics Level A
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GENERAL SCOPE OF SERVICES

TASK ORDER PRELIMINARY ENGINEERING AGREEMENT

A. The CONSULTANT shall perform the following tasks:

1. Public Involvement, including:

a. Introductory Public Meetings (Public Information Centers).

b. Meetings with Local Officials.

c. Developing material (handouts and graphics) for meetings.

d. Providing 3D Computer Modeling of proposed schemes for presentation
purposes.

2. Topographic Mapping for base maps of the study area (development of alignment
alternatives, environmental constraints, etc.).  This work effort includes
photogrammetry, and submittal of information on Intergraph Compatible compact disks.

3. Traffic Data Collection, including:

a. Automatic Traffic Recorder Counts.

b. Manual Classification Counts.

c. Turning Movement Counts.

d. Accident Location Diagrams and Analysis.

4. Traffic Studies to determine:

a. Major Origins and Destinations of corridor travels, existing and projected.

b. Existing and Future Traffic Volumes.

c. Levels of Service and Capacity Analysis.

d. Trip Generation/Trip Distribution, Modal Split Analysis

5. Surveying:  Field survey to establish horizontal and vertical contours on topographic
mapping.

6. Cost Estimates, including:

a. Right of Way.

b. Construction.
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c. Utility Relocation.

7. Design, including:

a. Development of 1:1000 scale or larger Preliminary Design of Concepts.

b. Development of 1:300 scale Design Plans.

c. Preparation of Design Exceptions.

d. Development of Structural Designs.

Note:  If Design is undertaken on CADD, all information provided shall be compatible 
with the Microstation Intergraph System.

8. Soil Boring Program, identifying subsurface conditions.

9. Hydraulic/Hydrologic Studies, identifying potential roadway and adjacent area flooding,
and developing a means to mitigate.

10. Preparation of Related Reports, studies, maps, photographs, renderings/drawings, etc.

11. Alternatives Analysis, describing the various alternatives studied (based on proposed
design schemes, traffic and transportation needs), including a recommendation to
advance an alternative to final design, and reasons why others are rejected.

12. Computer Generated Data and Information, providing assistance in assessing and
manipulating computer generated data and information.
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EXPRESSION OF INTEREST FOR NJDOT SIMPLE PROJECTS

RE: (Name of Project)

Dear Consultant:

The NJDOT’s competitive consultant selection process has yielded the attached list of
consultant firms from which one may be selected to perform work associated with the above-
referenced project.

Because your firm is on this list, you are invited to submit an Expression of Interest in the
project which is described in the attached scope of work.

The following is (are) the discipline(s) and level of service for which firms must be prequalified
with the NJDOT prior to responding to this Expression of Interest.

(List Disciplines and Level of Service)

Firms wanting to Joint Venture may do so by completing and returning the attached Statement
of Joint Venture with the submission of their Expression of Interest.  However, firms doing so
must be prequalified with the NJDOT and by joint venture meet the discipline(s) and level of
service(s) requirements for this project.

The Expression of Interest shall be no more than three typed, single sided, 210 by 297 mm
sheets in length.  Anything in excess of this page limitation will not be read or considered.  The
Expression of Interest must contain the following information:

1. A statement that your firm is interested in performing the work described in the attached
scope.

2. The address of the office in which the work would be performed.

3. The name, title, and ASCE grade of the individual who would be assigned as your
project manager.

4. A listing of work areas you would subcontract out to other firms, the names of the firms
you would anticipate using as subconsultants, and the subconsultant project manager.

5. A narrative demonstrating your understanding of the project work and detailing your
firm’s particular ability to perform this work.

6. A statement certifying that the Consultant will make a good faith effort to meet the
established goals.

7. Return the attached workload disclosure form completed and signed with your
Expression of Interest.  (DISCLOSURE FORM IS TO BE SEPARATE FROM ANY
BOOKLET TYPE PROPOSAL TO FACILITATE COPYING)
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8. The staff you propose in an Expression of Interest MUST be used in the performance
of the project.  When proposing same staffing in multiple Expressions of Interest,
please disclose the following:  A.  Confirm all projects utilizing same staff will be
completed on time (or) B.  Selection for one project would mean voluntary withdrawal
from consideration for other projects utilizing same staff.

Resumes of key personnel must be attached to the Expression of Interest.  Each resume shall
be a maximum of two, single sided, 210 by 297 mm sheets in length and should highlight
education, professional credentials, and work performance on projects similar to that described
in the attached scope.  You must include the resume of the project manager, as well as the
resume(s) of __________________________________.

Your Expression of Interest must be received by the NJDOT no later than the close of
business on (date) to be considered for evaluation.  ______ copies of the Expression of
Interest should be sent to:

(NJDOT Project Manager)
(Address)

(Telephone Number)

If your firm is not interested in performing this work for any reason, please notify the NJDOT
Bureau of Contract Administration Services of this fact.  If your firm does not respond to this
request for an Expression of Interest by the due date set forth above, it will be concluded that
you are not interested in performing the work for this project.

Expressions of Interest will be reviewed and evaluated.  Attached is a copy of the Rating Sheet
with weights indicated.  Recommendations to the Consultant Selection Committee will be
based on these evaluations, as well as your statement to meet established goals for this
project.

[USE ONE OF THE TWO FOLLOWING PARAGRAPHS WITH REGARDS TO DBE GOALS:]

The Goal for this project is _____% (State 10%, Federal 16%)*.  An updated DBE/WBE/MBE
list may be obtained by contacting the Bureau of Professional Services at (609) 530-2452. 
Failure to meet the established goal may be cause for canceling negotiations with a selected
firm and selecting a new firm.

(OR)

The Goal for this project is 0%.  If you plan to subcontract any work, we encourage the use of
Certified DBE/WBE/MBE.  An updated listing may be obtained by contacting the Bureau of
Professional Services at (609) 530-2452.

We anticipate that a consultant selection will be made for this project during the month of
__________________.

*Goals for State funded projects shall be a total of 10% minimum consisting of:  WBE 3%
minimum plus MBE 7% minimum.  Goals for Federally funded projects shall be a total of 16%
minimum consisting of:  DBE’s and/or WBE’s to satisfy the goal.
Sincerely,
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(NJDOT Project Manager)

Enclosures

c: Bureau of Professional Services
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EXPRESSION OF INTEREST FOR NJDOT STANDARD PROJECTS

RE: (Name of Project)

Dear Consultant:

The NJDOT’s competitive consultant selection process has yielded the attached list of
consultant firms from which one may be selected to perform work associated with the above-
referenced project.

Because your firm is on this list, you are invited to submit an Expression of Interest in the
project which is described in the attached scope of work.

The following is (are) the discipline(s) and level of service for which firms must be prequalified
with the NJDOT prior to responding to this Expression of Interest.

(List Disciplines and Level of Service)

Firms wanting to Joint Venture may do so by completing and returning the attached Statement
of Joint Venture with the submission of their Expression of Interest.  However, firms doing so
must be prequalified with the NJDOT and by joint venture meet the discipline(s) and level of
service(s) requirements for this projects.

The Expression of Interest shall be no more than three typed, single sided, 210 by 297 mm
sheets in length.  Anything in excess of this page limitation will not be read or considered.  The
Expression of Interest must contain the following information:

1. A statement that your firm is interested in performing the work described in the attached
scope.

2. The address of the office in which the work would be performed.

3. The name, title, and ASCE grade of the individual who would be assigned as your
project manager.

4. A listing of work areas you would subcontract out to other firms, the names of the firms
you would anticipate using as subconsultants, and the subconsultant project manager.

5. A narrative demonstrating your understanding of the project work and detailing your
firm’s particular ability to perform this work.

6. A statement certifying that the Consultant will make a good faith effort to meet the
established goals.

7. Return the attached workload disclosure form completed and signed with your
Expression of Interest.  (DISCLOSURE FORM IS TO BE SEPARATE FROM ANY
BOOKLET TYPE PROPOSAL TO FACILITATE COPYING)
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8. The staff you propose in an Expression of Interest MUST be used in the performance
of the project.  When proposing same staffing in multiple Expressions of Interest,
please disclose the following:  A.  Confirm all projects utilizing same staff will be
completed on time (or) B.  Selection for one project would mean voluntary withdrawal
from consideration for other projects utilizing same staff.

Resumes of key personnel must be attached to the Expression of Interest.  Each resume shall
be a maximum of two, single sided, 210 by 297 mm sheets in length and should highlight
education, professional credentials, and work performance on projects similar to that described
in the attached scope.  You must include the resume of the project manager, as well as the
resume(s) of __________________________________.

Your Expression of Interest must be received by the NJDOT no later than the close of
business on (date) to be considered for evaluation.  ______ copies of the Expression of
Interest should be sent to:

(NJDOT Project Manager)
(Address)

(Telephone Number)

If your firm is not interested in performing this work for any reason, please notify the NJDOT
Project Manager of this fact.  If your firm does not respond to this request for an Expression of
Interest by the due date set forth above, it will be concluded that you are not interested in
performing the work for this project.

Expressions of Interest will be reviewed and evaluated.  Attached is a copy of the Rating Sheet
with weights indicated.  Recommendations to the Consultant Selection Committee will be
based on these evaluations, as well as your statement to meet established goals for this
project.

[USE ONE OF THE TWO FOLLOWING PARAGRAPHS WITH REGARDS TO DBE GOALS:]

The Goal for this project is _____% (State 10%, Federal 16%)*.  An updated DBE/WBE/MBE
list may be obtained by contacting the Bureau of Professional Services at (609) 530-2452. 
Failure to meet the established goal may be cause for canceling negotiations with a selected
firm and selecting a new firm.

(OR)

The Goal for this project is 0%.  If you plan to subcontract any work, we encourage the use of
Certified DBE/WBE/MBE.  An updated listing may be obtained by contacting the Bureau of
Professional Services at (609) 530-2452.

We anticipate that a consultant selection will be made for this project during the month of
__________________.

(OPTIONAL:  A presentation will be made on (date, time and location) to discuss the scope of
work for this project in greater detail for any interested party.)
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If you have any questions regarding any aspect of this project, you may call the NJDOT Project
Manager identified above.

*Goals for State funded projects shall be a total of 10% minimum consisting of:  WBE 3%
minimum plus MDB 7% minimum.  Goals for Federally funded projects shall be a total of 16%
minimum consisting of:  DBE’s and/or WBE’s to satisfy the goal.

Sincerely,

(NJDOT Project Manager)

Enclosures

c: Bureau of Professional Services
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EXPRESSION OF INTEREST

RATING FORM

CRITERIA WEIGHT* POINTS* TOTAL
                                                                                                                                                

1) Location x =
                                                                                                                                                

2) Project Manager x =
                                                                                                                                                

3) Key Staff x =
                                                                                                                                                

4) Understanding of Project x =
                                                                                                                                                

5) Particular Ability to Perform Work x =
(Including Prior Experience and
Appropriateness and Ability
of Subconsultant)

                                                                                                                                                

6) Special Innovative Concepts or x =
Benefits to Bring to the Project

                                                                                                                                                

7) Other _______________________ x =

                                                                                                                                                

GRAND TOTAL _____________

*USE WHOLE NUMBERS ONLY AS INDICATED BELOW.

POINTS High = 5 Weighting - Most Important = 5
4 4
3 3
2 2

Low = 1 Least Important = 1Sup
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TO ALL CONSULTANTS FIRM NAME                                                                

Re:  Workload Disclosure Form PROJECT DESCRIPTION                                         

Dear Consultant:

The purpose of this form is to disclose the outstanding work your firm has with the Department.
 The outstanding work is defined as all work your firm anticipates to bill the Department in the
next 18 months.  Do not include work to be performed by your Subconsultants.  However, work
your firm has as a Subconsultant should be included.  Include recent Consultant Selections
(unexecuted Agreements), all executed Agreements, Letters of Intent and Modifications with
outstanding work and Modifications that under normal conditions should be executed and
billable in the next 18 months.

The Consultant Selection Committee will only consider workload at the time of reviewing this
Expression of Interest (EOI) for selection and or short listing.  If this project requires a technical
proposal (Standard projects only), workload will not be considered again.

The undersigned certifies that the foregoing information regarding outstanding work is true and
accurate as of ____________.  I am aware that if any of the foregoing information provided
herein is willfully false, I am subject to punishment as provided by law.

Certification:                                                                                                                
Signature of Principal of the Firm Print Principals Name

Please complete this form and submit as a separate sheet, NOT bound with your EOI
submission.

List each Agreement and Modification separately.

DISCLOSURE

TOTAL OUTSTANDING WORK TOTAL OUTSTANDING WORK
ANTICIPATED TO BE BILLED/INVOICED NOT ANTICIPATED TO BE
FOR THE NEXT 18 MONTHS FROM THE BILLED/INVOICED FOR THE
DATE OF THIS EXPRESSION OF NEXT 18 MONTHS (check
INTEREST LETTER with Department Project Managers

for durations)

AGREE#     MOD# DESCRP. $          AGREE#     MOD# DESCRP. $          

TOTAL $                                  TOTAL $                                  
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STATEMENT OF JOINT VENTURE

STATE OF NEW JERSEY)
) SS:

COUNTY OF )

We, the undersigned, being duly sworn according to law, upon our respective
oaths depose and say that:

1. Each of the following named Consultants are pre-qualified with the New Jersey
Department of Transportation to respond to Expressions of Interest for work of that
Department.

(A)                               ;                                     ;                                     ;
( ) Individual ( ) Partnership ( ) Corporation

(B)                               ;                                     ;                                     ;
( ) Individual ( ) Partnership ( ) Corporation

(C)                               ;                                     ;                                     ;
( ) Individual ( ) Partnership ( ) Corporation

2. The Consultants listed in Paragraph 1, above, have entered into a joint venture
agreement for the special purpose of carrying on the work hereafter described in
Paragraph 5 of this Statement.

3. Under the terms of the joint venture agreement, the assets of each of the Consultants
named in Paragraph 1, above, will be available for the performance of the work of the
joint venture and for the satisfaction of any obligation or liability incurred by the joint
venture.  If any of the Consultants named above is a partnership, the assets of the
individual members of such partnership will also be available to satisfy any obligations
or liability of the joint venture.

4. This statement of joint venture is executed so that the named Consultants may under
such joint venture, compete for the work described in Paragraph 5 of this Statement.  If
the joint venture is selected to perform the work, the contract for the work shall be
executed by any person authorized to bind any Consultant to this joint venture, and
when so executed shall bind this joint venture and each and every Consultant named
herein, severally and jointly.

5. The work for which this joint venture has been entered into is identified as:
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6. Each person signing this Statement of Joint Venture is duly authorized and empowered
to execute this Statement in the name of and on behalf of the Consultant as stated in
the attached Authorization of Signature, and each person signing this Statement and
each Consultant represents under penalty of law that the facts set forth herein are true
and correct to the best their knowledge, information, and belief.

Subscribed and Sworn to before me (A)                                           
this                                           Day of (Name of Consultant)
                                                , 19      
                                                            By                                            

(Type or Print)

Subscribed and Sworn to before me (B)                                           
this                                           Day of (Name of Consultant)
                                                , 19      
                                                            By                                            

(Type or Print)

Subscribed and Sworn to before me (C)                                           
this                                           Day of (Name of Consultant)
                                                , 19      
                                                            By                                            

(Type or Print)
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TO BE EXECUTED BY EACH JOINT VENTURER

SIGNATURE AUTHORIZATION
STATEMENT OF JOINT VENTURE

(A)                                                                                hereby certifies that
(Name of Consultant)

                                                             has been and is hereby empowered
(Name of Representative)

to sign the foregoing Statement of Joint Venture as the

authorized representative of                           for the special
   (Name of Consultant)

purpose therein expressed.

ATTEST                                                                                                                      
(Corporate Secretary, (Seal necessary if Corporation) (if Corporation)

(B)                                                                    hereby certifies that
(Name of Consultant)

                                                             has been and is hereby empowered
(Name of Representative)

to sign the foregoing Statement of Joint Venture as the

authorized representative of                           for the special
   (Name of Consultant)

purpose therein expressed.

ATTEST                                                                                                                      
(Corporate Secretary, (Seal necessary if Corporation) (if Corporation)

(C)                                                                                hereby certifies that
(Name of Consultant)

                                                             has been and is hereby empowered
(Name of Representative)

to sign the foregoing Statement of Joint Venture as the
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authorized representative of                           for the special
   (Name of Consultant)

purpose therein expressed.

ATTEST                                                                                                          
(Corporate Secretary, (Seal necessary if Corporation) (if Corporation)
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Attachment 4 - Consultant Selection Tracking Form
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CONSULTANT SELECTION/AGREEMENT TRACKING FORM:  STANDARD PROJECTS

Instructions: The Project Manager completes the scheduled completion dates upon finalizing the request.  These calculations are based on the number of
workdays from the third column.  The responsible department/individual will complete the remaining information, including actual completion date, and place
appropriate comments that impact the schedule.

Dept. Activity Completed # of
Workdays

(Goal)

Scheduled
Completion

Date

Actual
Completion

Date

Comments Signature

Proj. Manager Finalizes request
Prof. Serv. Solicits EOI 1
Proj. Manager All responses received *  5-10
Tech. Eval.
Committee

Reviews and ranks all
EOI’s

10

Director, Project
Management
A/C-CPM

Review and evaluate EOI -
recommends shortlist

3

Proj. Manager Sends out RFP 1
Proj. Manager RFP’s received *  10-20
Tech. Eval.
Committee

Evaluates all RFP’s *  5-10

Consult. Selec.
Committee

Select a consultant 11

Deputy
Commissioner

Approves selection 2

Proj. Manager Completes negotiations 12
Proj. Manager Finalizes draft agreement 16
Proj. Manager Executes Final Agreement/

NTP
5

TOTAL 90-110

* as determined by the Project ManagerSup
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CONSULTANT SELECTION/AGREEMENT TRACKING FORM:  SIMPLE PROJECTS

Instructions: The Project Manager completes the scheduled completion dates upon finalizing the request.  These calculations are based on the number of
workdays from the third column.  The responsible department/individual will complete the remaining information, including actual completion date, and place
appropriate comments that impact the schedule.

Dept. Activity Completed # of
Workdays

(Goal)

Scheduled
Completion

Date

Actual
Completion

Date

Comments Signature

Proj. Manager Finalizes request
Prof. Serv. Solicits EOI 1
Proj. Manager All responses received 5-10
Proj. Manager Completes, scores and ranks

EOI’s
10

Consult. Selec.
Committee

Recommends a consultant 1

Deputy
Commissioner

Approves the contract 2

Proj. Manager Receive technical and fee
proposal

10-20

Proj. Manager Negotiating completed 10
Proj. Manager Finalize Draft Agreement 16
Proj. Manager Execute Final Agreement/

NTP
5

TOTAL 70-85
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Attachment 5 - Expression of Interest Rating Guide
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STANDARD RATING CRITERIA AND WEIGHTS

EXPRESSION OF INTEREST
FOR DESIGN PROJECTS
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DESIGN PROJECTS

EXPRESSION OF INTEREST

RATING FORM

CRITERIA WEIGHT POINTS* TOTAL
                                                                                                                                                            

1) Project Manager 5 x =
                                                                                                                                                            

2) Key Staff/Discipline Leaders 4 x =
including assignment of DBE work

                                                                                                                                                            

3) Project Understanding 4 x =
                                                                                                                                                            

4) Past Performance (evaluated 3 x =
by checking references)

                                                                                                                                                            

5) Resource Availability 2 x =
                                                                                                                                                            

6) Special Innovative Concepts or 2 x =
Benefits to Bring to the Project

                                                                                                                                                            

7) Location 1 x =
                                                                                                                                                            

GRAND TOTAL                     

*USE WHOLE NUMBERS ONLY AS INDICATED BELOW.

POINTS High = 5 Weighting - Most Important = 5
4 4
3 3
2 2

Low = 1 Least Important = 1Sup
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STANDARD INFORMATION TABLES

TO BE SUBMITTED WITH EXPRESSIONS OF INTEREST
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PAST PERFORMANCE OF THE FIRM

List below a minimum of 3, maximum of 5 projects completed within the past 2 years that are similar to the proposed project.

PROJECT TYPE CLIENT CLIENT CONTACT
(Name and Phone #)

CONSULTANT’S
Project Manager

DESIGN
COST

CONSTRUCTION
COST

(include Utilities)

CURRENT PERFORMANCE OF THE PROJECT MANAGER

List below a minimum of 3, maximum of 5 current or recently completed projects that are similar to the proposed project.

PROJECT TYPE CLIENT CLIENT CONTACT
(Name and Phone #)

ROLE OF THE
PROPOSED PM

DESIGN
COST

ESTIMATED
CONSTRUCTION

COST
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COMMITMENTS OF PROJECT MANAGER AND KEY STAFF

*   Include information on key staff of prime and subconsultants as appropriate

Project Client Anticipated Commitments
Next 12
Months

Subsequent 12
Months

Project Manager:
Project A
Project B
Project C
Project D
Non-Project Related Duties

Client X
Client X
Client Y
Client Z
Your Firm

30%
25%
15%
15%
15%

10%
40%
15%
20%
15%

Key Staff Person A

Completed By:                                                                    
(Consultant’s Name)

Date Completed:Sup
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EOI RATING GUIDE

This document is intended as a guide and was developed for broad-based application to
Expressions of Interest submitted for design projects.  It is realized that project specifics may
dictate the need to alter the guidelines.  In such a case, the Project Manager should revise the
guidelines prior to review of the EOIs and distribute the revised guidelines to all reviewers.
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EOI RATING GUIDE

Evaluation Category:  Project Manager

Instructions:  Assign a ‘1’ if criteria is met, a ‘0’ if it is not.  Sum the points to arrive at the
score for the category.  Criteria that rely on past performance will be evaluated by checking
references.  Contact will be made by the Department Project Manager and information shared
with the other raters.

CRITERIA SCORE (1 - yes 0 - no)

Served as Project Manager on similar projects (any agency)

Served as Project Manager on similar projects with NJDOT

Delivered past projects on time and on budget

Demonstrated communication and leadership skills on past
or current projects.

Possesses relevant technical skills
                                    

TOTAL
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EOI RATING GUIDE

Evaluation Category:  Key Staff and Discipline Leaders, including assignment of DBE
work

Instructions:  Average rating for all categories governs

Rating Experience in
Specific Work

Technical
Expertise

Team Approach
DBE Assignment

5 4 or more active or
completed similar
projects in last 5 years at
NJDOT for key personnel
in all major disciplines.

All key staff with
appropriate licenses and
degrees in specific fields. 
Technical leadership and
innovation evidenced.

Coordinated team
approach proposed for
project delivery.  DBE
assignment well integrated.

4 2 or 3 active or
completed similar
projects in last 5 years at
NJDOT for key personnel
in all major disciplines.

All key staff with
appropriate licenses and
keeps current in field. 
Average technical expertise
in project disciplines.

DBE assignments
addressed, but not
coordinated in team
approach.

3 1 active or completed
similar project in last 5
years at NJDOT.

Minimal technical expertise
as required by
prequalification.

DBE assignments
addressed, but disjointed
without team approach.

2 Similar work for other
agencies.

N/A Anticipates but does not
specifically assign DBE
work.

1 No similar experience N//A DBE assignment not
addressed.
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EOI RATING GUIDE

Evaluation Category:  Project Understanding

Instructions:  Assign points as follows:

Rating Description
5 Demonstrates thorough and comprehensive understanding of scope presented in

request for EOI.  Identifies potential problems and describes how they will be
resolved.  Comments on key components of this project, i.e. Permits, ROW,
Landscape, Traffic Control, etc.

4 Demonstrates thorough understanding and expands on scope presented in request
for EOI.

3 Demonstrates basic understanding of scope given in request for EOI.
2 Only brief reiterates scope.  Project understanding cannot be determined by content

of Expression of Interest.
1 The EOI is not project specific, providing no evidence of project understanding.  Also,

this rating would apply for Expressions of Interest that include assumptions which are
clearly inappropriate for the project scope.

Sup
ers

ed
ed



19.2-62

EOI RATING GUIDE

Evaluation Category:  Past Performance

Instructions:  For consistency, and in order to minimize the significant amount of telephone
contacts involved in this section of the evaluation, the Project Manager shall prepare this “Past
Performance” rating section.

The scores prepared by the Project Manager shall be applied across the board to all of the
raters’ score sheets for this section.

The Project Manager shall score each consultant, based on the conversation with each
reference, and average out the scores to provide an overall score for that consultant.  For each
interview, the consultant is to be scored according to their average score for schedule, quality,
budget and guidance.  For example, if the consultant required less than average guidance,
acceptable quality plans, and met the schedule, but was less than acceptable with respect to
budget (i.e., frequent minor overruns), then the consultant score for that particular interview
would be 3 - “Acceptable”.

If a listed reference declines to provide a reference, do not count this in the scoring and
proceed to the next listed reference.  A minimum of three (3) references must be contacted.

Rating Description
5 Significantly Above Standard.  Documents prepared were of highest quality, delivered

ahead of schedule, under budget, and with minimal guidance from agency project
management.

4 Above Standard.  Documents prepared were generally of high quality, delivered on or
ahead of schedule, within or under budget, and with less than average guidance from
agency project management.

3 Acceptable.  Documents prepared were of acceptable quality, delivered on schedule,
within budget, and with average guidance from agency project management.

2 Acceptable with Reservations.  Documents prepared were of minimal quality, and
exhibited failure to implement quality control at consultant; delivered late; and/or
budgets exceeded, and with more than average guidance from agency project
management.

1 Marginally Acceptable.  Documents prepared were of poor quality, majority of
documents delivered late, budget exceeded, and with guidance often required from
agency project management.

0 Unacceptable.  Poor performance by consultant resulted in removal from project due
to failure to perform.Sup
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EOI RATING GUIDE

Evaluation Category:  Resource Availability

Instructions:  Based on the Commitments of Project Manager and Key Staff form required in
the EOI, assign a score of 1, 3, or 5 to the proposed Project Manager and the Key Staff in
accordance with the criteria below.

Then average the scores to provide a total Resource Availability rating.

Rating Description
5 Commitment by consultant evidenced by proposed dedication of Project Manager

and Key Staff commensurate with the project scope.
3 Relationship between project needs and minimum commitment of resources required

for project delivery is insufficient for evaluation purposes.  Rate all consultants 3.
1 Consultant is unwilling to commit Project Manager and Key Staff warranted by project

scope.
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EOI RATING GUIDE

Evaluation Category:  Special Innovative Concepts or
Benefits to Bring to the Project

Instructions:  Based on the contents of each consultant’s EOI, assign a score of 1, 3, or 5 to
this evaluation category.

Rating Description
5 Consultant offers special innovative concepts or benefits to bring to the project that

have the potential for significant cost and schedule reductions.
3 Consultant offers special innovative concepts or benefits to bring to the project,

however, the potential for significant cost and schedule reductions is uncertain.
1 Consultant offers no special innovative concepts or benefits to bring to the project.
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EOI RATING GUIDE

Evaluation Category:  Location

Instructions:  The Project Manager is to determine based on project specifics if the location
criteria are to be applied to the location of the consultant’s office with respect to the
Department’s offices, the project site or both.  Then the following will be used to assign points.
 Location criteria is only to be used if applicable to project delivery.

Rating Description
5 Consultant’s office is within 1-50 kilometers of the NJDOT office and/or their office is

within that same amount of miles of the project site.
4 Consultant’s office is within 51-100 kilometers of the NJDOT office and/or their office

is within that same amount of miles of the project site.
3 Consultant’s office is within 101-150 kilometers of the NJDOT office and/or their

office is within that same amount of miles of the project site.
2 Consultant’s office is within 151-250 kilometers of the NJDOT office and/or their

office is within that same amount of miles of the project site.
1 Consultant’s office is beyond 250 kilometers of the NJDOT office and, beyond 250

kilometers of the project location.
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Attachment 6 - Technical Proposal Evaluation Form
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Average Score by Criteria

Consultant
Score

No. Criteria Weight 1 2 3 4
1 Understanding of Project Work 4 16.00 16.00 12.00 13.00
2 Innovative and Ingenuity Applied to Project 5 22.50 20.00 15.00 16.25
3 Team Organization, Project Management 3 12.00 12.00 9.00 9.75
4 Experience, General and Specific 3 13.50 13.50 10.50 11.25
5 Ability to Perform Work, Scheduling 3 12.00 12.00 9.75 11.25
6 Location of Office 1 4.00 3.75 3.75 2.75
7 Support of DBE Goals 1 3.75 3.25 3.75 3.75

TOTAL 83.75 80.50 63.75 68.00

Points: 5 = Outstanding Maximum Possible Score = 100
4 = Excellent
3 = Good
2 = Fair
1 = Poor

Individual Category Score = Weight x Points
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19.3     Consultant Agreement

Upon completion of the qualifications-based selection process described in Section 19.2, the
Project Manager will continue the process until such time as the Consultant Agreement is fully
executed and a “Notice to Proceed” is issued.

Primary tasks described in this section are to be conducted concurrently where indicated.  The
Project Manager’s Agreement Coordinator is to continue tracking and monitoring the remaining
agreement activities utilizing the tracking form included in Attachment 5.

19.3.1    Agreement Types

The Project Manager shall determine the type of Agreement which best suits the project.  A
preliminary determination of Agreement type should have been included in the Request for
Professional Services described in Section 19.2.3.  The Agreement type described below is
provided to “short listed” consultants in the solicitation package notification for Standard
Projects in accordance with Section 19.2.8, and to the selected consultant for simple projects
at the Scope of Work meeting described in Section 19.3.2.

One of the following three (3) Agreement types shall be selected:

1. Cost Plus Agreement

• Definition

The Cost Plus Agreement is a form of agreement which reimburses the Consultant for
his costs (salary, overhead, direct expenses), in addition to a predetermined amount as
a Net Fee.

• Reason for Selection

The Agreement is required when the State cannot precisely define at the time of
negotiations the extent, scope, complexity, character or duration of the study, or cannot
justify by the review of the proposal the Consultant’s ability to do so.

• Agreement Terms

The State will reimburse the Consultant for the following:

(a) Salary Costs
(b) Overhead
(c) Direct Expenses
(d) A Net Fee (profit)

Ceilings will be established for (a), (b), and (c) above.

The Fee, Item (d), is a fixed amount and does not vary with costs.  However, the Fee
can be adjusted if an increase in the Scope of Work is warranted.
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The Consultant’s proposal should include a detailed breakdown of items (a), (b), and
(c) above.

When there has been a change in the scope, complexity, duration, etc. of the services
to be performed, or additional work is requested, the State will execute a Contract
Modification to compensate the Consultant for his work.

2. Fixed Price Agreement (Lump Sum)

• Definition

The Fixed Price Agreement is a direct development from the Cost Plus Agreement.  It
reimburses the Consultant for his/her costs (salary, overhead, direct expenses), and a
Net Fee, payable as a Fixed Price (No Cost Adjustments) over the life of the
Agreement.

• Reason for Selection

The Agreement is workable only if the State can precisely define at the time of
negotiations the extent, scope complexity, character and duration of study and the
Consultant can justify a proposal of the same.

• Agreement Terms

The State will pay the Consultant a Fixed Price amount adjusted over the project
estimated life of the Agreement based on the following:

(a) Salary Costs
(b) Overhead
(c) Direct Expenses
(d) A Net Fee (profit)

All of the above are compiled based on estimated duration of the services.

The Consultant’s proposal should include a detailed breakdown of items (a), (b), and
(c) above.  The Consultant assumes full responsibility for all cost over the Fixed Price.

Under the terms of a Fixed Price Agreement, Contract Modifications are executed only
for Extra Work as specified by the State.  Extra Work is work outside the scope or
services stated in the Agreement.

3. Salary Cost Times a Multiplier, Plus Direct Non-Salary Expense Agreement

This agreement combines some of the advantages and disadvantages of both the Cost
Plus and Fixed Price Agreements.  This type of agreement is not eligible for Federal
participation.

(a) Under this Agreement the Profit and Overhead (the Multiplier) are fixed for the
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life of the Agreement.

(b) If the Agreement is Modified for Extra or Additional Work tasks, no matter how
difficult or how simplified the new task is, the Multiplier is not increased or
decreased, it is fixed for the life of the Agreement.

(c) If the firm becomes more efficient or inefficient in controlling administrative
costs, the Overhead remains unchanged, it is fixed for the life of the Agreement.

(d) Thus the Multiplier, determined at the outset, remains fixed for all work and
services.

A comparison of Cost Plus Agreements with Fixed Price (Lump Sum) Agreements is provided
below:

Agreement Criteria Fixed Price (Lump Sum) Cost Plus
Degree of risk for the actual
cost of performance

The Department will only pay the
agreed upon price when the work
is completed regardless of the
actual cost.

If the actual cost is greater than
the Agreement price, the
Consultant bears the entire loss.

If the actual cost is less than the
price, the Consultant has a larger
profit.

The Department reimburses the
Consultant for all allowable costs
incurred during the performance of
the Agreement.

Project Scope The extent, scope, complexity,
character and duration of the
project must be well defined

Should be used when the extent,
scope, complexity, duration or
character cannot be fully
determined.

Project Price Negotiated; but greater burden
placed on price negotiation since
price not subject to adjustment.

Negotiated; but considered an
estimate subject to adjustment
based on actual cost.

Cost Allowability Criteria Federal cost principles and
Department policies and
regulations.

Federal cost principles and
Department policies and
regulations.

Cost Basis Approval Required Yes Yes
Payment Methodology Percentage of completion applied

to fixed price.
Reimbursement of actual costs
incurred.

Record Keeping/Audit
Requirements

The Consultant must maintain
detailed accounting records that
comply with Federal and
Department regulations.

The Consultant must maintain
detailed accounting records that
comply with Federal and
Department regulations.  Interim
and final audits will be completed
to determine actual allowable
costs.

Allowable Costs Negotiated price must be based on
actual allowable costs as defined
by the Federal cost principles and
Department policies.  Costs that
would not be paid on a cost plus

Costs will be defined by the
Federal cost principles and
Department policies.

Sup
ers

ed
ed



19.3-4

agreement cannot be included in
the fixed price Agreement.

Out of Pocket Expenses Can be included in the fixed price
amount or paid on an actual cost
basis in addition to the fixed price
amount.  In either case, direct
expenses must be based on actual
allowable costs.

Reimbursement for allowable
costs.

19.3.2   Pre-Proposal Meeting

The Project Manager is to conduct a Pre-Proposal meeting for all Simple Projects as specified
in the selected consultant’s notification.

The Project Manager, by this time, should have completed the detailed scope of work and
independent cost estimate for the Consultant’s services.  The Project Manager’s Agreement
Coordinator should have obtained the specific “Model Agreement” from Professional Services,
and should have obtained cost information (allowable direct expenses, interim overhead rate,
etc.) from Auditing.

The Project Manager shall conduct the meeting with the Consultant to review the scope of
work and the various items pertaining to contract administration, and request that a
Technical/Fee Proposal be submitted within 10 working days of that meeting.  The Bureau of
Contract Administration Services should be represented by the Agreement Coordinator.

The items to be discussed are as follows:

• Scope of work (review thoroughly with the Consultant and resolve any questions or
issues).

 
• All proposals are to be prepared in accordance with the Project Delivery Process

Network logic, activities, and procedures described in this Manual.  A standard scope of
services broken down by activity will be provided by the Project Manager.

 
• The agreement (review the conditions of the specified type of agreement which best fits

the type of project to be undertaken [Cost Plus Fixed Price, Cost Times a Multiplier]).
 
• Provide the firm’s allowable direct expenses and the firm’s interim overhead rate (this

information is obtained from the Bureau of Auditing).

• Inform the consultant to use only Department approved titles and wage rates, and the
rates must be for the most recent quarter.

19.3.3   Technical and Fee Proposal Evaluation

The Project Manager shall initiate the evaluation of Technical and Fee Proposals as follows:

• For Standard Projects, immediately upon approval of the selection by the Deputy
Commissioner.
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• For Simple Projects, immediately upon receipt of the Technical/Fee Proposal from the
selected Consultant (within 10 working days of Pre-Proposal meeting).

In order to successfully negotiate a final proposal which meets the Department’s goals for cost,
quality, and schedule, the Project Manager must have performed a detailed review of
Technical and Fee Proposals.  The Project Manager’s Agreement Coordinator is responsible
for soliciting and compiling all review comments.  The following activities must be conducted
concurrently so that the evaluation will be completed within 10 working days:

1. Task Evaluation - The proposal is to be evaluated to ensure that all tasks necessary for
project delivery are included in the scope of services to be provided.  Tasks which may
be unnecessary, or which may be performed more efficiently by in-house staff, are to
be eliminated.  The following sources should be consulted when performing the task
evaluation:

• Detailed Scope of Work developed by the Project Manager and provided to the
Consultant for the development of the Technical/Fee Proposal.

 
• Scope Development Package.
 
• Quality Control Guidelines for Designers, Section 6.1, specifically those Design

Submission guidelines applicable to the project.
 
• The Design Coordinator assigned to the project, as well as other in-house

functional units such as the Bureau of Structural Engineering, to provide
technical assistance.

2. Schedule Evaluation - The Consultant’s Design Schedule should be evaluated against
the project’s Baseline Design Schedule to ensure project delivery in accordance with
Department goals.  The Baseline Design Schedule is developed by the Project
Manager towards the conclusion of Final Scope Development and must be completed
prior to receipt of the Consultant’s Technical Proposal.

3. Cost Evaluation - The Consultant’s Fee Proposal is to be evaluated for total cost,
detailed cost analysis, and cost accounting principles approved by the Bureau of
Auditing.

The Consultant’s total proposed cost is to be evaluated for conformance to:

• The Project Manager’s independent cost estimate initially developed by the
Bureau of Program Support Services, Cost Control Unit for budget
development.

• The project’s Initial Baseline Budget, previously recommended for approval by
the Project Manager.

 
• The Department’s Soft Cost Target goal.

A detailed cost analysis must then be performed by the Project Manager’s Agreement
Coordinator comparing the costs associated with each task by evaluating man-hour
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estimates, wage rates, and direct expenses.  The proposed overhead rate is to be
noted for negotiation purposes.  The basis for this cost analysis will be the detailed
independent cost estimate previously prepared for the Project Manager by the Bureau
of Program Support Services in accordance with Section 3.4.  The Consultant’s
Proposed Fixed Fee is compared with the Department’s Calculated Fixed Fee in
accordance with Attachment 7.

The Bureau of Auditing will evaluate the cost proposal and produce an Advisory Report
approving wage rates, interim overhead, and direct expenses.

19.3.4   Final Proposal Negotiation

The most important factor in successful negotiations is preparation by the Project Manager. A
detailed evaluation of the Technical and Fee Proposal will identify:

• misunderstandings concerning tasks to be performed.
• variations in estimates of man-hour effort required to complete agreed upon

tasks.
• alternate staffing and associated wage rates proposed.
• additional overhead costs associated with the particular firm.
• excessive Fixed Fee requested.
• excessive design schedule duration.

Negotiation tactics will vary based on the agreement type and any divergence identified in the
proposal evaluation, however, all negotiations must be documented by the Project Manager. 
Therefore, the following steps shall be taken:

1. Upon completion of the Technical and Fee Proposal evaluation described in Section
19.3.3, the Project Manager’s Agreement Coordinator is to prepare a summary of the
evaluation, which may reference a marked-up proposal for substantial detailed
comments.

2. Minor Proposal comments may be transmitted to the Consultant via facsimile or other
appropriate means, with the Consultant to make revisions and submit a Final Proposal
(5 copies) immediately upon receipt.

3. Proposal comments requiring negotiation are to be submitted in writing to the
Consultant in advance of the one day negotiating session which was previously
scheduled for the conclusion of the proposal review period.  Inform the Consultant that
the Department’s preference is for negotiations to be completed that same day.Sup
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4. Conduct the negotiating session by first reaching agreement on the specific tasks to be
performed by the Consultant.  The design schedule should concurrently be discussed if
required.  Cost negotiations cannot be successful where disagreement over tasks
exists.

5. Tactics for cost negotiations should be developed based on the agreement type and
the results of the cost evaluation performed in accordance with Section 19.3.3. 
Successful cost negotiations will be based on the final contract ceiling regardless of
methods employed by the Project Manager.

In the past, for Cost Plus Agreements, negotiations with Consultants were primarily
focused on estimated man-hours assigned to each task, and the distribution of those
man-hours across appropriate staff levels.  Upon completion of man-hour negotiations,
the Consultant would assign wage rates assumed to be in effect at the design mid-
point.  In this way, direct labor costs were negotiated, a maximum overhead rate was
applied, and lastly, fixed fees were negotiated using existing Department guidelines. 
This approach may be effective based on the results of the detailed cost evaluation.

Providing the Consultant with contract flexibility by eliminating wage rate and overhead
caps, and by abolishing the 10% senior staff limit will require negotiation based on a
reasonable contract ceiling.  This ceiling will be estimated based on the Department’s
man-hour estimate, using average wage, overhead, and fixed fee rates representative
of the project discipline.  For negotiation purposes, this ceiling must be broken down by
task.  If a Consultant wishes to dispute the overall or specific task ceiling, a discussion
of man-hours will be required.  In this case, the Department and Consultant may be
using significantly different wage rates and staff distribution. The problem may be
simply that the Consultant’s interim overhead rate is far beyond that used by the
Department in calculating a reasonable cost ceiling.  In either case, both parties must
find common ground upon which to build successful negotiations.  Since protracted
negotiations will not be tolerated, the burden will be far greater on Consultants to
provide justification for such variations.

6. Upon completion of successful negotiations, the Project Manager is to direct the
Consultant to submit a Final Proposal within 5 working days.  Concurrently, the Project
Manager is to prepare the Final Baseline Budget and Schedule for approval.

7. If successful negotiations cannot be completed within the one day session, or if
significant progress has not been made, negotiations are to be concluded.  The Project
Manager is to document failed negotiations, preparing a recommendation to rescind the
original selection and proceed to the next highest ranked firm on the selection list
established at the Consultant Selection Committee meeting.

19.3.5   Agreement Preparation

Prior to the conclusion of proposal evaluation, the Project Manager’s Agreement Coordinator
should have requested and received a copy of the “Model Agreement”, for the agreement type
selected, on disk from the Bureau of Professional Services.
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Upon receipt of the Final Proposal, the Agreement Coordinator will prepare and distribute the
draft agreement as follows:

1. The Agreement Coordinator, utilizing the Audit Report and the final negotiated
Consultant cost, enters the costs (salaries, overhead, direct expenses, profit), the
interim overhead rate, Subconsultants’ costs and the total agreement amount, in the
proper areas of the agreement (Cost Plus Fixed Fee). The overall list of direct
expenses is included in the Cost Plus Fixed Fee and Multiplier Agreements.  If the
agreement is Fixed Price, enter the Prime Consultant’s and subconsultants’ Fixed Price
amounts, and total Fixed Price amount for the agreement.  If it is a Multiplier
Agreement, enter the multiplier, salaries, and direct expense amounts for both the
Prime Consultant and any Subconsultants, and enter the total agreement amount.

The Agreement Coordinator enters the Consultant’s name and address and describes
the project, both on the first page of the agreement.

The Agreement Coordinator references the proposal under the agreement’s “Statement
of Consultant’s Work and Services”.

The Agreement Coordinator identifies the Department’s Project Manager and the
Consultant’s contact person for work under the agreement, and lists the firm’s name on
the signature page.

2. If there are no changes to the agreement’s standard language, forward the agreement
to the Bureau of Contract Administration Services for Deputy Attorney General review. 
Any proposed changes to the standard language are to be avoided, but if necessary
should have been resolved with the BCAS and the Deputy Attorney General prior to
submittal of the Consultant’s Final Proposal.

Forward the Consultant’s Final Proposal and Draft Agreement utilizing final proposal
costs, to the Bureau of Auditing for review and comment.

Forward Draft Agreement to the Consultant for review and comment.

3. The following steps are concurrent:

• Consultant reviews Draft Agreement and forwards comments to the Project
Manager.

 
• The Bureau of Contract Administration Services reviews the Draft Agreement.
 
• The Bureau of Auditing reviews the Final Proposal and Draft Agreement and

forwards comments to the Project Manager.
 
• The Deputy Attorney General reviews the checklist and the Draft Agreement.

4. Following the Audit review and comments, prepare the funding request to the Bureau of
Capital Program Coordination for use of 100% State funds for the project, or for
Federal authorization of funds, if Federal funds are involved.  If Federally funded, also
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include the state force cost estimate for the various units that will be working on the
project.  This cost estimate shall be developed with input from the Cost Control Unit of
the Bureau of Program Support Services as per Section 3.4.

5. The funding process for new design work continues after selection and negotiation with
the submission of a Project Programming Request to the Bureau of Capital Program
Coordination which includes the following:

• Transmittal Memorandum
• Description of the Scope of Work
• Project Location Map
• Consultant Cost Estimate
• In-house Cost Estimate
• Copy of Final Baseline Budget Approval
• Project ID and Summary form for Federal Authorization Request
• Job Number Request form

A sample of the above package is included in Attachment 8 for reference.  For projects
involving federal funds, a copy of the above shall be sent to the Federal Aid
Coordinator.

6. FHWA reviews the request for Federal authorization of funds and responds to the
Bureau of Capital Program Coordination with copy to the Project Manager.  The Bureau
of Capital Program Coordination prepares and processes the Federal Project
Agreement (PR-2).  This is an independent task not part of the process.

The Agreement Coordinator incorporates appropriate comments and forwards the Final
Agreement to the Consultant for signature.

19.3.6   Execution of Agreement

1. The Consultant signs and returns the Final Agreement to the Project Manager.

2. The Project Manager’s Agreement Coordinator forwards the Final Agreement and
checklist to the Deputy Attorney General for signature.

Note: For projects which a Department Certification has been established with the
DAG’s office, send Agreement, AD-12 and checklist to the Bureau of Capital Program
Coordination.  For all other projects, forward checklist and Final Agreement to DAG for
signature, then send Agreement, AD-12 and Checklist to Bureau of Capital Program
Coordination.  Send a copy of the Agreement Checklist to the DAG’s office for their file.

3. The Agreement Coordinator should have already prepared, and be ready to submit the
Agreement package (AD-37 Referral Form, AD-12 Department Action Slip, Agreement,
and signed Agreement checklist) to the following for signature/approval:

• Program Manager, signs AD-12.
• Bureau of Contract Administration Services reviews the Agreement package.
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• Bureau of Capital Program Coordination, verifies funding and attaches Federal
Aid Project Agreement Form PR-2 for Accounting’s use.

 
• Bureau of Agreement Accounting, Capital Accounting Section, certifies the

Funds on AD-12 and establishes the account.
 

• Director, Division of Project Management signs AD-12.
 
• Assistant Commissioner, signs AD-12 and signs the Agreement.
 
• Department Secretary, executes Agreement package.

4. Bureau of Capital Program Coordination - processes agreement package (Consultant
Agreement, Federal Project Agreement and AD-12) and forwards to the Bureau of
Agreement Accounting.

5. Bureau of Agreement Accounting - processes agreement package and forwards to
appropriate Assistant Commissioner.

6. Assistant Commissioner - sign agreement and forwards to Department Secretary.

7. Department Secretary - executes agreement package.

8. Bureau of Contract Administration Services - issues Notice to Proceed to the
Consultant with a copy to the Project Manager.

9. The Bureau of Contract Administration Services distributes the Agreement to:

• Bureau of Agreement Accounting (original).
• Bureau of Capital Program Coordination (Federal Projects only).
• Federal Highway Administration for full oversight projects.  For projects

developed using Alternate Procedures, a copy will be transmitted to FHWA
upon request.

• Bureau of Professional Services.
• The Consultant.
• Project Manager.
• Bureau of Program Support Services (copy of AD-12 only)

10. The Project Manager notifies the Consultant of the “Project Kick-off Meeting”.Sup
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Attachment 7 - Fixed Fee Procedure
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PROCEDURE FOR CALCULATING
FIXED FEE

The following procedure is to be used to calculate a fixed fee to be used as the basis for
negotiations.

Fixed fees are firm, no-risk, dollar amounts established to cover the consultant’s profit and
business expenses not allocable to overhead.  Fixed fees are negotiated on facts pertinent to
the specific project, including: size, complexity, duration and degree of risk.  Fixed fees are not
solely based on a percent of salaries plus overhead.  The expression of fee as a percent of
consultant costs is only used as a test of the prudence of the fee proposal.  The fixed fee is
negotiated separate from other costs.

EVALUATE PROJECT SPECIFICS

1. Size

a. Small - Project having a total estimated fee of $500,000 or less.

b. Large - Projects having a total estimated fee of more than $500,000.

2. Complexity

a. Simple - Projects having limited scopes of work such as resurfacing, bridge deck
patching, restoration, and construction inspection.

b. Standard - Projects of moderate scope such as rehabilitation, new or
reconstruction.

c. Complex - Multi-disciplined, highly specialized projects such as major/ unusual.

3. Duration

a. Standard - Projects with a schedule considered appropriate for project size and
complexity.  The standard schedule shall be developed by the Project Manager
prior to Consultant Selection in accordance with the NJDOT Procedures
Manual.

b. Aggressive - Projects where the Designer has proposed a design schedule
reduced by more than 10% of the standard schedule developed by the Project
Manager.

4. Degree of Risk

a. Level 1 - Contracts with low risk of claims or lawsuits.  Contracts which typically
would fall in this category include studies, surveys, systems management,
landscape, inspections, etc.

b. Level 2 - Contracts with average risk of claims or lawsuits.  Contracts which
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typically fall in this category include most designs of standard complexity and
duration.  The risk of claims or lawsuits may increase with public exposure.  For
example, a small resurfacing project with a Level 1 schedule could be classified
as a Level 2 degree of risk if the roadway has a high truck percentage, is
heavily traveled, and if a complex maintenance of traffic plan or night work may
be required.

c. Level 3 - Contracts with high risk of claims or lawsuits.  Contracts which fall in
this category include those involving hazardous materials, experimental designs
or bonus/ penalty clauses.  Factors affecting Level 1 and 2 categories also
affect Level 3.

RATING PROJECT SPECIFICS

1. Size

a. Small - 15

b. Large - 20

2. Complexity

a. Simple - 10

b. Standard - 15

c. Complex - 20

3. Duration

a. Standard - 15

b. Aggressive - 20

4. Degree of Risk

a. Level 1 - 20

b. Level 2 - 30

c. Level 3 - 40

FIXED FEE DETERMINATION PROCEDURE

1. Add the rating points assigned to each criteria and divide by 100 (maximum points
available) to determine the project specifics factor.

2. Multiply the project specifics factor times 0.30 to determine the fee factor.
3. Multiply the fee factor times the estimated direct labor costs to obtain the total fee.
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4. Negotiate based on the above figure.

5. Upon completion of successful negotiations, verify that the final Fixed Fee falls within
the allowable Federal Acquisition Regulations range of 6 to 15 percent.  This
verification must use the Consultant’s actual interim overhead rate as approved by the
Bureau of Auditing.

EXAMPLES

1. A highway design project with typical project specific ratings would include small size,
standard complexity and duration with average risk of claims. The estimated consultant
direct labor is $200,000.  The consultant’s approved interim overhead rate of 120%.

Add rating points: 15+15+15+30 = 75
Project specifics factor: 75/100 = 0.75
Fee factor: 0.75 x 0.30 = 0.225
Total fee: 0.225 x $200,000 = $45,000
Assume negotiations result in a final Fixed Fee of $45,000.

Therefore,

$200,000 Direct Labor
$240,000 Overhead
$  45,000        Fixed Fee

$485,000 Total plus Direct Expenses

Verify Fixed Fee range: $45,000 divided by $440,000 x 100% = 10.2%

2. A highway design project with minimum project specific ratings.  The estimated
consultant direct labor is $100,000.  The consultant’s approved interim overhead rate is
120%.

Add rating points: 15+10+15+20 = 60
Project specifics factor: 60/100 = 0.60
Fee factor: 0.60 x 0.30 = 0.180
Total fee: 0.180 x $100,000 = $18,000
Assume negotiations result in a final Fixed Fee of $18,000.

Therefore,

$100,000 Direct Labor
$120,000 Overhead
$  18,000        Fixed Fee

$238,000 Total plus Direct Expenses
Verify Fixed Fee range: $18,000 divided by $220,000 x 100% = 8.2%
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3. Assume complex project with maximum project specific ratings.  The estimated
consultant direct labor is $500,000.  The consultant’s approved interim overhead rate is
140%.

Add rating points: 20+20+20+40 = 100
Project specifics factor: 100/100 = 1.00
Fee factor: 1.00 x 0.30 = 0.30
Total fee: 0.30 x $500,000 = $150,000
Assume negotiations result in a final Fixed Fee of $150,000.

Therefore,

$500,000 Direct Labor
$700,000 Overhead
$150,000        Fixed Fee

$1,350,000 Total plus Direct Expenses

Verify Fixed Fee range: $150,000 divided by $1,200,000 x 100% = 12.5%

4. Assume the above consultant’s approved interim overhead rate is 110%.  Total fee
calculation would remain unchanged.

Therefore,

$500,000 Direct Labor
$550,000 Overhead
$150,000        Fixed Fee

$1,200,000 Total plus Direct Expenses

Verify Fixed Fee range: $150,000 divided by $1,050,000 x 100% = 14.3%
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Attachment 8 - Project Funding Request
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NEW JERSEY DEPARTMENT OF TRANSPORTATION

MEMORANDUM

TO: Manager, Bureau of Capital Program Coordination

FROM: Project Manager
Division of Project Management

DATE:

PHONE:

SUBJECT: NJ 139 Sec (1) Contracts #1, #2, #3
Project Funding Request

                                                                                                                                                              

Attached is a Project Identification Summary form, location map, new T-AC 1643 (Job Number
Request), the consultant’s cost proposal dated ______________, and State Force Account
man-hour estimates pertaining to the above captioned project.

The first project will be for the concrete encasement removal on the 12th Street, 14th Street,
and Conrail Viaducts.  We are requesting Federal authorization for $694,418.00 of which
$555,534.40 is FF which will allow the Department to retain a consultant to perform design
services for the NJ 139 Sec (1) Contract #1 project.  This figure includes $50,000.00 for in-
house NJDOT staff to make the necessary certifications and reviews.

The second project will be for the deck replacement, seismic retrofitting, and superstructure
replacement on the 12th Street and 14th Street Viaducts.  We are requesting Federal
authorization for $1,480,993.00 of which $1,184,794.40 is FF which will allow the Department
to retain a consultant to perform design services for the NJ 139 Sec (1) Contract #2 project. 
This figure includes $111,000.00 for in-house NJDOT staff to make the necessary certifications
and reviews.

The third project will be for the design build phase on the Hoboken Avenue and Conrail
Viaducts.  We are requesting Federal authorization for $1,700,992.00 of which $1,360,793.60
is FF which will allow the Department to retain a consultant to perform design services for the
NJ 139 Sec (1) Contract #3 project.  This figure includes $50,000.00 for in-house NJDOT staff
to make the necessary certifications and reviews.

Attachments
c: R. Stout
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PROJECT PROGRAMMING FORMS

PROJECT IDENTIFICATION AND SUMMARY
REQUEST FOR FEDERAL AID PROJECT APPROVAL/AUTHORIZATION

To: Federal Aid Coordination Section Date: 

From: Initiating Unit Division of Project Management
Project Manager Phone: 

Note: This form shall be completed fully.  Line items which are not applicable should be
marked “NA”.  A “Location Map” shall be provided with project limits designated.

Project Limits: (provide full description including municipality(s) and county(s):

Route(s): NJ 139 Section(s): Contract #2

City of Jersey City County of Hudson

                                                                                                                                                            

Mileposts: 0.3 to 1.5 Project Length: 1.2 miles (1.9 km)
Highway Type: FP Structure Nos.: 0904-153,154

Work Effort: P.E. up to completed Env. Doc. [X]; Environmental Work [ ]; Final Design [ ]; 
Right of Way [ ]; Utilities [ ]; Other [ ]. (Check One)

Requested Phase of Work (Detailed Description):

Prepare preliminary design phase of this project.  The remaining design will be accomplished
as a CCM to the proposed contract.

                                                                                                                                                            

Federal Aid Data: (complete if known)

Metro. Planning Org. NENJ Ref. No. 053A

Class of Funds: Bridge

Alternate Procedures [X] Full Oversight [ ]

Environmental Documentation: (check one)

[  ] C.E.# [  ] E.A. [  ] FONSI [  ] E.I.S. (Year ______ No. _______)

[  ] EO #215 [X] To Be Determined

Date of Federal Concurrence:
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GENERAL PROJECT SCOPE

Note:  If an Environmental Document has been approved, attach in place of completing the
following impacts check off.

Anticipated Yes No Anticipated Impacts Yes No
Design Exception {X} { } Public Support {X} { }
Increase in Number of Traffic Lanes { } {X} Local Government Support {X} { ]
Right of Way {X} { } Wetland Involvement { } {X}
New Alignment { } {X} Floodplains { } {X}
Realignment { } {X} Stream Encroachment { } {X}
Detour(s) {X} { } Riparian { } {X}
Structure Repairs
Rehabilitation

{X}
{X}

{ }
{ }

Parkland (Section 4f) { } {X}

Replacement
New

{X}
{ }

{ }
{X}

US Coast Guard { } {X}

Utility Relocation(s) {X} { } US Corps of Engineers { } {X}
RR Crossing {X} { } CAFRA { } {X}
Traffic Signal(s) {X} { } Displacements

Residential
Business

{ }
{ }

{X}
{X}

Sign Structure(s) {X} { } Farm Land { } {X}
Highway Lighting {X} { } Archaeology (Sect. 106) { } {X}
Driveway(s) { } {X} Noise { } {X}
Bicycle Compatible { } {X} Hazardous Material(s) { } {X}
Jurisdictional Agreements {X} { } NP Federal Costs { } {X}
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FUNDING SUMMARY

- List Applicable Costs -

Consultant(1) $1,369.993.00
State Forces(2) $   111,000.00
Total Cost $1,480,993.00
Federal Share $1,184,794.40
State Cost $   296,198.60
Other Costs... $
________________ $
Non participating $

Notes:
(1) Provide Consultant Proposal/Scope of Work
(2) Provide State Forces Breakout by unit and scope as prepared by the Bureau 

of Program Support Services

PROJECT SCOPE DEFINED

Include a detailed description of the proposed project, the project justification, anticipated
Right-Of-Way needs and other pertinent data that would best describe the project scope
(attach additional sheets if necessary):

Contract number 2 will be for the deck replacement, seismic retrofitting, and superstructure
rehabilitation for the 12th Street and 14th Street viaducts.

                                                                                                                                                            

Note:  Request for Right-Of-Way and PS&E Approval shall be accompanied with a current
(date within three months) Environmental Reevaluation.
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Figure
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Form T-AC-1643
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19.4   Task Order Agreement Process/Procedure

The responsibilities of the Bureau of Contract Administration Services (BCAS) are as follows:

• Preparing and processing new agreements and contract modifications for additional
funds.

 
• Retaining an inventory of all agreements and modifications to the agreements.
 
• Retaining an inventory of all task orders against the agreements.
 
• Determining which agreement(s) will be used to provide for the individual task order

requests by the Project Managers.
 
• Tracking the balances against the agreements (obligated funds through executed task

orders, not the unbilled costs within task orders).
 
• Coordinating with the Program Managers and other managers within Capital Program

Management at the end of the calendar year to determine funding needs for the next
fiscal year or when the cost threshold of executed task orders approaches 80% of the
agreement total.

 
• Preparing the request to the Director, Capital Program Control and Support Services, to

have funding included in the Annual Capital Construction Program or for additional
funds from the existing Capital Program for the various task order agreements.

 
• Acting as a member of the Technical Evaluation Committee for all task order

agreements.

The Project Manager will be responsible for:

• Approving all requests for task orders.
 
• Executing task order notices to proceed.
 
• Providing input into new task order agreements requirements for the next fiscal year or

additional funding required within the existing fiscal year.
 
• Reviewing and approving all proposals.
 
• Reviewing and approving all invoices and resolving any accounting problems that occur

from invoicing.
 
• Ensuring that task order ceilings are not exceeded.
 
• Providing information to BCAS as requested to complete monthly or special reports.
 
• Acting as member of the Technical Evaluation Committee for Task Order Agreements
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(the third member of TEC will be either form the Bureau of Environmental Services,
Bureau of Scope Development, or Design Services, as appropriate for scope of work).

 
PROCEDURE FOR TASK ORDER SERVICES

1. Project Manager submits memorandum to BCAS requesting services, including the
estimated cost, description, and time frame for the work and justification, if a specific
consultant is requested.  Other Bureaus may initiate requests for services, which must
be approved by the respective Project Manager.

2. BCAS will determine if an existing agreement is available to provide these services and
notify the Project Manager which agreement to use, or if none is available.

3. Project Manager requests Consultant to submit proposal within 5 working days.

4. Project Manager reviews proposal and negotiates final ceiling.

5. If final ceiling is within original request, the Project Manager will execute the Task Order
with the Consultant utilizing the Task Order Form and Transmittal Sheet (Attachment
9), with copy to BCAS.  If the final negotiated ceiling exceeds the original estimate, the
Project Manager will contact BCAS to increase the estimated ceiling or renegotiate with
the Consultant to reduce services.

6. Project Manager monitors Consultant performance, reviews and approves invoices, and
copies BCAS to allow tracking of costs and performance.

7. Project Manager advises BCAS when the task order services are completed and the
actual amount invoiced.
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Attachment 9 - Task Order Form and Transmittal Sheet
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TRANSMITTAL SHEET

To:                                                     From:                                                     
Project Manager

                                                    

                                                    

                                                    

                                                    

                                                    FILE

EXECUTED TASK ORDER
CCM AGREEMENT

PROJECT:                                                                                            

DISCIPLINE:                                                                                            

AGREEMENT NUMBER:                                                                                            

JOB NUMBER:                                                                                            

TASK ORDER NUMBER:                                                                                            

CONSULTANT:                                                                                            

COMMENTS

                                                                                                                                               

                                                                                                                                               

                                                                                                                                               

                                                                                                                                               

                                                                                                                                               

                                                                                                                                               

                                                                                                                                               

                                                                                                                                               

NEW JERSEY DEPARTMENT OF TRANSPORTATION
BUREAU OF CONTRACT ADMINISTRATION SERVICES
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TASK ORDER AGREEMENT
TASK ORDER

REGION:                                    TASK ORDER NO.:                                 SALARY COST:                           

WORK AUTHORIZATION DATE:                                                              OVERHEAD:                                 

CONSULTANT:                                                                                            PROFIT:                                       

AGREEMENT DATE:                                                                                  DIR. EXPENSES:                         

AGREEMENT NO.:                                                                                     TOTAL COST:                            

AGREEMENT BALANCE:                                      

JOB NO.:                                    PROJECT NO.:                           NOS.:                THRU:                            

SCOPE OF SERVICES:

APPROVED:                                                                                                                                     
Project Manager Date

                                                                                                                                  
Program Manager Date

Division of Project Management

ACCEPTED AS PER TERMS OF SCOPE OF WORK AND PROPOSAL:

                                                                                                                                    
Consultant Date

c: Consultant
Accounting w/Proposal
Contract Administration Services
Professional Services
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19.5   Construction Engineering and Inspection Services

Professional services required for Construction Engineering and Inspection are to be directed
through the Project Manager, as recommended by the Regional Construction Engineer, and
coordinated by the Bureau of Contract Administration Services.

In accordance with Section 4.3, during the Final Design Submission review, the Regional
Construction Engineer will prepare a recommended Scope and Budget for Construction
Engineering and Inspection Services.  The Regional Construction Engineer shall recommend if
the services shall be provided by Department staff, consultant(s), or a combination of both.

The Project Manager will review and approve the final CE Budget.  If consultant services are
required, the Project Manager will proceed with the Selection and Agreement Processes
described in Sections 19.2 and 19.3, respectively, with the following modifications:

1. All Consultant Construction Engineering and Inspection Services Agreements are
classified as “Simple Project”, even if the total cost ceiling exceeds $500,000.  Fixed
Price Agreements are discouraged unless the scope, extent, and duration of services
provided can be fully defined.

2. Upon receipt of the Scope of Work for CE Services from the Regional Construction
Engineer, and approval of the Final CE Budget by the Project Manager, the Project
Manager’s Agreement Coordinator is to initiate the request for professional services in
accordance with Section 19.2.3.  For Federally funded projects, a separate funding
request is not required for CE services, if the Federal authorization to advertise for
construction includes adequate CE services funding.

3. The Project Manager and a minimum of two (2) others, including the Regional
Construction Engineer, will review the Expressions of Interest and provide the
combined ratings and their recommendations for selection to the Consultant Selection
Committee.

4. The Project Manager and Regional Construction Engineer, along with Auditing, will
review the Proposal.  The Project Manager, after consultation with the Regional
Construction Engineer, has final approval for the scope and budget.

5. The Resident Engineer and/or Field Manager will review each invoice for hours worked,
etc., by the Consultant, sign Form AC-1641, and forward both to the Project Manager
for approval and processing of the invoice.

In addition, if it is determined by the Project Manager that Construction Services are required
by the design consultant, the Project Manager shall modify the designer’s contract in
accordance with Section 19.6.Sup
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19.6   Consultant Agreement Modifications

Changes to the design consultant’s contract are considered to be a Scope Change and must
be evaluated in accordance with Section 4.7, Change Requests.  A proposed Scope Change
must be evaluated for all associated impacts to the project’s budget and schedule. A change to
the consultant’s agreement under the $100,000 threshold may result in additional Right of Way
or Construction costs which would require approval of the Change Control Board.

Changes to the Consultant Agreement under $100,000 where Change Control Board
approval is not required:

1. The Project Manager obtains approval to initiate the Consultant Agreement Modification
in accordance with Section 19.1.1.  Determine if the change is Extra Work (entitled to
Fixed Fee) or Additional Work (may not be entitled to Fixed Fee).  Extra Work is
defined as new and unanticipated work essential to the satisfactory completion of the
project. Additional Work is defined as work that is supplementary to and already part of
the existing Scope of Work.

2. The Project Manager is to develop detailed estimates of additional costs (including
Design, Construction, ROW, and Utility costs) associated with the potential budget and
the schedule impacts. Concurrently, the Project Manager will request the designer to
submit a preliminary proposal with cost and schedule impact estimates as may be
warranted to supplement the Project Manager’s efforts.  Additional cost and schedule
estimating assistance may be obtained through the Bureau of Program Support
Services.

3. The Project Manager is to negotiate the design costs, consultant CE costs (Consultant
to review shop drawings), and schedule impacts with the consultant and come to an
agreement.  Modifications for consultant CE costs to a design agreement must be
made timely so that they are executed prior to execution of the construction contract for
the project.  A technical review of the proposal may be obtained through the Bureau of
Design Coordination.  If there is a modification to a consultant inspection agreement
(construction engineering), negotiation and review should be coordinated with the
Regional Construction Engineer.  The Project Manager’s Agreement Coordinator is to
perform a cursory Audit Review of Proposal to check for the following items:

• Wage rate conformance with latest Approved Wage Rates (confer with the
Bureau of Professional Services).

• Perform fixed fee calculation in accordance with Section 19.3.3.
• Allowable direct expenses.
• Interim overhead rate is correct (use the interim overhead rate for calculating

ceilings).
• Audit requirements for Fixed Price Contracts.

4. The Project Manager is to prepare a Baseline Change Request when a change in
scope is necessary or desirable in order to meet project objectives.  Indicate
appropriate justification and all anticipated budget and schedule impacts.  The package
is to be completed by the Agreement Coordinator and is to include as attachments the
following:
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• Copy of approved Request to Initiate Professional Services (Section 19.1.1).
• Funding Request Memo (will initiate an Identification of Funds memo to Project

Manager; provide a copy of the memo and the proposal to the Federal Aid
Coordinator to initiate request for FHWA approval/authorization, if applicable).

• Soft cost analysis.
• Copy of negotiated proposal.
• Revised schedule, if required.

5. The Agreement Coordinator is to circulate the package listed in Step 4 to the Program
Manager, the Director of Capital Program Control and Support Services, and the
Director of Project Management for concurrence.

6. Upon approved of the Baseline Change Request, the Project Manager will request the
Agreement Coordinator to prepare and send two (2) originals of the Consultant
Agreement Modification (CAM) to the Design Consultant for signature.

7. After the consultant signs the CAM, the Project Manager signs the CAM, and the
Agreement Coordinator circulates two (2) originals to: the Program Manager; the
Manager, Contract Administration Services; the Manager, Bureau of Capital Program
Coordination; the Division of Accounting and Auditing; and the Director, Division of
Project Management with a copy to the Manager, Program Support Services. 
Attachments to be circulated with the CAM include:

• Copy of final negotiated proposal.
• Soft cost analysis.
• Identification of funding memo.
• FHWA approval/authorization memo (only if federally funded).

8. The Agreement Coordinator is to distribute the executed Modification as follows:

• Original to Design Consultant.
• Original to Accounting and Auditing.
• Copies to Project Manager, Contract Administration Services, and Federal Aid

Section (only if federally funded), Professional Services, Program Support
Services (copy of Modification only, no other attachments)

Changes to the Consultant Agreement in excess of $100,000:

1. Follow Steps 1 through 3 listed above.

2. Submit the designer’s proposal to the Bureau of Auditing for review.  Include the
comments provided in the Audit Report in negotiations conducted with the designer.

3. Submit a Design Change Request in accordance with Section 4.7.3 in place of the
Baseline Change Request at Step 4 above.

4. Upon approval of the Change Control Board, proceed with Steps 6, 7, and 8 above,
also including the preparation of a Department Action Form AD-12 by the Agreement
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Coordinator, and circulate with the CAM package described in Step 7 above.  Include
the AD-12 with the copy to the Manager, Program Support Services.

Department Action Form AD-12 circulation is as follows:

• Program Manager*
• Manager, Capital Program Coordination
• Manager, Bureau of Agreement Accounting
• Director, Project Manager*
• Assistant Commissioner, Capital Program Management
• Department Secretary*

(* denotes signature)

19.6.1   Transfer of Monies Within a Contract

The following Contract Modification is required for the transfer of funds within an agreement,
while maintaining the contract ceiling.

This modification only inserts the language into the project agreement(s) which is (are)
necessary for the potential transfer of money.  However, the Consultant is still required to
make a specific request to the Project Manager for each project, and receive approval for the
actual transfer of funds:

CONSULTANT CONTRACT MODIFICATION

WHEREAS, the Department of Transportation, State of New Jersey (“State”) has
determined that the removal of overhead and wage rate ceilings from consultant agreements
will increase consultant flexibility and advance the State’s interest in securing a high quality
work product;

WHEREAS, the State wishes to allow for such flexibility in agreements that have
already been executed by the State and a Consultant without raising the overall cost ceiling
that was negotiated by the parties; and

WHEREAS, ____________________________ (“Consultant”) wishes to have the
option of increasing its flexibility with regard to wage and overhead rates on executed
agreements;

NOW, THEREFORE, the Consultant and the State agree that the agreements listed
below shall be modified as follows:

1. The following language shall be added to the payment terms of the agreements:

“If, during the duration of this Agreement, the CONSULTANT determines that the costs
to be incurred in any of the cost categories set forth herein will be less than the
category limitations contained in those cost categories, the CONSULTANT may ask the
STATE to transfer the excess monies to any of other categories.  The CONSULTANT
must provide the STATE with a complete written justification for the transfer and gain
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approval from the STATE before incurring costs in excess of a category limitation.”
2. The agreements to which this Consultant Contract Modification apply are:

Agreement Number/Date Description Department/Project Manager

3. All other terms and conditions of the above-referenced agreements shall remain
in full force and effect.

ACCEPTED ______________________________ DATE ____________________
(Consultant)

APPROVED ______________________________ DATE ____________________
Assistant Commissioner
The State of New Jersey
Department of Transportation
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19.7   Invoice Processing

The Project Manager is responsible for:

• Reviewing Consultant invoices to ensure that all required documentation has been
provided and either approving the invoice for payment or declaring it deficient and
returning it to the Consultant or requesting additional information.  Review
responsibilities for invoices for environmental services is provided in Attachment 9. 
Invoice processing for construction inspection services is provided in Section 19.5.

The Program Manager is responsible for:

• Providing concurrence with the Project Manager’s decision to approve or deny
payment.

Accounting is responsible for:

• Processing all invoices approved by the Project Manager and issuing payment to the
Consultant.

Consultant invoices will be considered for payment if the amount is greater than 2% of the total
contract cost for contracts up to $100,000 or greater than $2,000 for contracts in excess of
$100,000 (unless the Consultant’s written justification for such payment is approved by the
State or there has been no project work performed in the last three months and the State has
been so notified).

Consultant progress reports must accompany invoice submittals in order for a Project Manager
to make a clear assessment of payment justification.

Invoices must be processed by the Project Manager within 10 calendar days of receipt by the
Department.  (According to the “New Jersey Prompt Payment Act”, February 1996, the total
turnaround time for payment shall be 60 calendar days from the receipt of a properly executed
State invoice.)

The Consultant shall perform the following:

1. Submits invoice to the Project Manager for payment.  Invoices must be submitted in
duplicate and must include a summary of expenditures, and backup documentation. In
addition, a progress report covering the period of the invoice must be submitted in
accordance with the established format (Attachment 10).

The Consultant shall prepare invoices for payment for work performed under an
agreement on forms supplied by the State.

The Consultant shall submit a separate invoice for each billing under an agreement,
and a separate invoice for each billing under a Consultant Agreement Modification for
Extra Work.  Each invoice shall contain, but is not limited to, the following:
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• A project identification number and, when applicable, the Consultant Agreement
Modification number.

 
• The Agreement date.
 
• The billing period covered by the invoice.
 
• The amount of the current billing and the amount for the items listed as follows:

For Cost Plus Fixed Fee Agreements:

a. Salary Expense
b. Payroll Burden and Overhead
c. Non-Salary Direct Expense
d. Subcontractor Expense
e. Proportional Amount of Fixed Fee
f. Retainage

For Fixed Price Agreements:

a. Subcontractor Expense
b. Retainages

• The total amount of the Agreement.

Appropriate support documents for all items shall be attached to each invoice (i.e.,
receipts).

The secretarial assistant, Project Management Group shall perform the following:

2. Maintains an Invoice Control Log Book for the Program Manager, logs in the date the
invoice was received, and tracks the invoice processing within the Group.

3. Gives the original invoice package to the Project Manager and files the copy in the
Project Management group files.  Attaches a blank FMIS Expense Distribution Form
AC-1641.

The Project Manager shall perform the following:

4. Reviews the invoice to ensure that the following requirements are met:

• consultant signature is provided.
• the payment amount requested exceeds the minimum amount needed for

processing (see Policy Section above).
• all relevant work with regard to the invoices has been performed.
• the percentage of total contract cost invoiced matches the percentage of work

actually completed.
• sufficient supporting documentation has been provided.
• federal, nonparticipating tasks are billed separately.
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Note: The invoice must be approved or denied by both the Project Manager and
Program Manager within 10 calendar days of receipt.

5. Completes the FMIS Expense Distribution Form AC-1641 with appropriate job number.

6. If any of the requirements in Step 4 have not been met, calls the Consultant to explain
the deficiency and completes a Deficiency Notification form, AR-PP1, signs it, attaches
it to the original invoice package, and forwards it to his or her supervising Program
Manager for concurrence.

7. If all requirements in Step 4 have been met, signs the original invoice and FMIS
Expense Distribution Sheet (Materials Received), and gives the entire package to the
Program Manager for concurrence.

The Program Manager shall perform the following:

8. Signs either the FMIS Expense Distribution Sheet (Recommended for Approval) or the
Deficiency Notice Sheet, thereby stating concurrence with the Project Manager’s
decision and gives the entire package to the Group’s secretarial assistant.

The secretarial assistant, Project Management Group shall perform the following:

9. Records the date the invoice was approved/denied in the invoice Log Book and
transmits the signed original package to either Accounting (if the invoice has been
approved) or the Consultant (if the invoice has been found deficient).
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Attachment 9 - Environmental Invoices
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Procedure for Processing Environmental Invoices
within the Division of Project Management

Step 1 Consultant sends invoice to Project Manager.  Project Manager decides who
should receive invoice, E-Team leader or BES Technical Services Section
Chief.  Note: Prior to commencement of detailed technical studies, all invoices
should be sent to the E-Team leader for processing.  Once the CE
Documentation determines that detailed technical studies are needed, invoices
for Air, Noise and Hazardous Waste studies should only be sent by the Project
Manager to the Section Chief of BES’s Technical Services section.  All invoices
for other environmental areas should continue to be sent by the Project
Manager to the E-Team leader.

Step 2 E-Team leader and/or Technical Services Section Chief (or their designee)
reviews invoice and signs the materials received/services performed section on
Form AC-1641.

Step 3 E-Team leader or Technical Services Section Chief (whomever has “lead”)
forwards invoice and Form AC-1641 to the Project Manager.

Step 4 Project Manager signs invoice and “recommended for approval” section of Form
AC-1641.  Forwards invoice and Form AC-1641 to Program Manager.

Step 5 Program Manager signs “recommended for approval” section of Form AC-1641,
then forwards same to Bureau of Accounting Operations for processing.
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Attachment 10 - Progress Report Format
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PROGRESS REPORT FORMAT

The intent of this document is to establish minimum requirements and contents for consultant
monthly progress reporting to NJDOT.

Monthly consultant progress reports should include:

Summary of Work Performed

General narrative of accomplishments during the reporting period, summarized by Activity ID#,
including any particular problems encountered or decisions made.  Summarize the
accomplishments resulting from any meetings or site visits conducted during the reporting
period.  This section should relate to the projected activities in the Short Term Workplan from
the previous period’s report.

Tabular Cost/Schedule Analysis

For each activity, tabularize budget cost, total cost incurred to date, actual start/actual finish
dates for each activity, % completion for each activity based upon actual progress (not based
on $ expended) and % completion for the total project.  Subconsultant and prime consultant
work should be summarized in the same format.

Example:

Activity
ID#

Activity Description Budget $ Cost to
Date

% Comp Start
Date

Finish
Date

Project %

2050 Appraise Right of Way $10,000 $9,000 100 10SEP95 15OCT95 10.53
2170 Prepare Drainage

Design
$15,000 $10,000 66 15SEP95 10.58

2240 Conduct Supplemental
Surveys

$20,000 0 0 0.00

2300 Prepare Permit
Applications

$50,000 $20,000 50 15AUG95 26.32

$95,000 $39,000 47.43

Project Schedule

This section should include a graphic representative of the consultant’s schedule including the
original duration of all activities, the actual start of any activities in progress, the remaining
duration of all activities, key interrelationships between activities, major NJDOT interface or
decision points, major submissions or project reviews.

Short Term Workplan

This section should include a detailed description of the Consultant’s workplan for the
upcoming period, including all meetings planned with NJDOT support units or outside
agencies, deliverables or submissions planned, and any major activities that will either
commence or be completed during the period.
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Scope Modifications

Identification and discussion of any issues the Consultant believes may impact the scope of
the project, necessitating either increases in the cost or duration of the design effort.  The
discussion should also include estimates of any additional time and cost that may result from a
change in the scope of the project.
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19.8   Consultant Performance

It is the policy of the New Jersey Department of Transportation to regularly monitor the
performance of consultants and contractors.  The Project Manager shall review the Terms and
Conditions of all Agreements for performance requirements.  Documentation of a consultant’s
performance shall be ongoing and will be provided in the form of memorandums furnished to
the consultant.  Contractor performance reviews will occur as required, but no less than three
times a year.  Any immediate concerns regarding the contractor’s performance should be
addressed at the time of occurrence.  In instances where in-house design services are used,
the Project Manager should monitor performance in a similar manner, as appropriate.

Consultant Reviews

For consultant work, this procedure applies to all professional services contracts which
includes capital project design, technical inspection, and similar contracts administered by all
NJDOT Departments that has a Project Manager assigned to them.

Although the consultant performance procedure provides a step-by-step process for
documenting poor work performance, the Project Manager should document instances where
the consultant is performing up to or exceeds the expectations of the assignment.

Some of the more common items that the Project Manager may review or report on (either as a
problem or for satisfactory work performance) relating to consultant performance are as
follows:

• The quality and timeliness of the:

Consultant of QA Plan and Procedures
drawings
cost estimates
specifications
responses to requests and comments
design calculations and the associated narrative

• Working relationship with the:

subconsultant
NJDOT Operating Groups
NJDOT Engineering Department
Other Agencies (as applicable)

• Other items that the Project Manager may report on:

design within scope and budget
economy of design
attitude/cooperation
initiative
innovative concepts
judgment

Sup
ers

ed
ed



19.8-2

knowledge
level of NJDOT support required
monitoring and scheduling
senior management involvement
consultant’s compliance with QA Plan and Procedures

It is also the policy of NJDOT Capital Program Management to make visits, as it deems
necessary, to the office of consultants and their subconsultants who have been retained for
design projects.  These visits will allow the Project Manager to perform the necessary
monitoring of consultant and subconsultant activities and will also provide information needed
to confirm job progress and expedite consultant payments.  Office visits can serve several
different purposes and should be tailored to the project needs, and would include:

• An overview of the consultant’s operation to acquire an overall impression of how the
firm functions and the amount of effort being devoted to the NJDOT contract.

• Review of consultant progress and work being performed.
• Investigation of any suspected irregularities.

The Project Manager (and, if required by the Project Manager, other technical staff) will make
monthly visits to the consultant’s offices throughout design development to review the
consultant’s operations and progress of the consultant’s work.  When submissions show
inadequacies, additional office visits will be required between submissions as may be deemed
necessary by the Project Manager.

When in-house design forces are used, the Project Manager must periodically monitor and visit
with the in-house design team and evaluate their performance.

When a design consultant is retained for construction engineering services, the Project
Manager will continue to monitor and notify the designer in writing of any problems (or
successes).  Typical items that may be addressed in this stage, in addition to those items
noted above, are the timeliness of shop drawing reviews, quality and timeliness of field design
drawings, and knowledge of payment procedures.  The Resident Engineer or Field Manager
may provide input when appropriate.

When professional service firms are hired for RE and inspection services, items that should be
reviewed and reported by the Project Manager are the quality and timeliness of the
consultant’s monthly reports, the quality and timeliness of technical inspection performed by
the consultant, the quality and timeliness of the Consultant’s field reports, monitoring of safety
requirements, monitoring of the contractor’s Quality Program, and the quality and timeliness of
the review of additional work orders.  The NJDOT Resident Engineer or Field Manager should
perform the actual review and notify the Project Manager.

Upon the completion of all consultant service contracts, the Project Manager will prepare a
Project Summary Report addressing the above performance items.
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Consultant Evaluations: Architectural/Engineering and/or Design Services

Project Manager: 1. Upon arrival at the consultant’s office, provides an
introduction identifying the employees who will be involved
in the design review.

2. Requests that NJDOT representatives be taken
immediately to the appropriate area where the NJDOT,
work is being conducted.

3. Meets with the consultant Project Manager and requests
names and experience of the project group, inquires how
the project group is organized, where they are located,
and the procedures used for assigning, supervising, and
checking work.

4. Requests copies of job related information or files such as
correspondence, plans, drawings, studies, and time cards,
as needed.

5. Discusses project status, upcoming deliverables and all
relevant project issues.

6. Walks through the entire office area to note facilities,
general quality of the office, etc.

7. Selects, at random, one or more personnel assigned to
the project, and inquire as to their understanding of the
project.

8. Interviews personnel working on the project.  Look at
calculations, drawings, and studies in sufficient detail to
make an evaluation of progress beyond the last progress
milestone submission.

9. Makes estimate of percent complete of each discipline.

10. Checks for conformance to previous comments.

11. Checks for adherence to scope of work.

12. Examines time cards and other documents as appropriate
to the particular problem and discuss with personnel.

13. Prior to leaving the consultant’s office, conducts an exit
interview for the purpose of briefing the consultant’s
management of the findings of the visit.  (This interview
should include a discussion of any adverse findings or
deficiencies noted during the visit and gives the consultant
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the opportunity to explain any discrepancies).

14. Within five days of the visits, develops a summary report
that includes the following information:

• name of the consultant
• date(s) of visit
• address of consultant
• consultant contract number
• brief description of the project
• names and units of the NJDOT representatives

who conducted the visit
• purpose of the visit
• any noteworthy findings during the visit (including

the exit interview)
• action to be taken by the consultant
• comments, including the need for follow-up
• signatures

15. Forwards a copy of the report to the Consultant Project
Manager and one copy to Contract Administration
Services.

16. Follows-up on any adverse findings and monitors the
progress of any corrective action plan developed by the
consultant and approved by the NJDOT Project Manager.

Consultant Evaluations: Engineering and Inspection Services

Field Manager or
Resident Engineer 1. Continuously monitors CE&I Services through

observations of site work and review of pertinent
documentation.  Considers written evaluations at the
following junctures, however, ensures that the CE&I
consultant is notified in writing at the time when a work
product is considered inefficient.

• preconstruction
• construction 25%
• construction 50%
• construction 75%
• post-construction
• agreement close-out

For observed unacceptable work, see “Consultant 
Reviews for Deficiencies” (Part C).

Sup
ers

ed
ed



BDC97PR009

19.8-5

2. Within five days of an unacceptable specific construction
milestone, develops a summary report that includes the
following information:

• name of the consultant
• dates of review
• address of the consultant
• consultant contract number
• brief description of the project
• noteworthy findings
• action to be taken by the consultant
• comments, including the need for follow-up
• signatures

3. Forwards a copy of the report to the Project Manager for
review and approval.

Project Manager 4. Forwards a copy of the report to the Consultant Project
Manager and one to Contract Administration Services.

Field Manager or 5. Follows up on any adverse findings and monitors the
Resident Engineer progress of any corrective action.

Consultant Reviews for Deficiencies

Project Manager 1. Upon becoming aware that the consultant is not
performing work in an acceptable manner, immediately
sends a letter to the consultant reporting the specific
deficiencies.  Copies of the letter shall be sent to the
Program Manager, the Manager, Contract Administration
Services, the Director, Project Management, and the
Manager, Quality Management Services.

Note: The Project Manager, in many cases, will be notified
by in-house design support staff of a non deliverable or
problem area.  If the problem is not serious, the Project
Manager may provide a verbal warning with an agreed
upon due date prior to a written warning.

2. Ensures that the letter contains suggestions (when
appropriate) for correcting deficiencies, a deadline for any
required recovery plan, and actions that may be taken by
NJDOT if the Consultant does not remedy the
deficiencies.

3. Meets with the consultant to resolve the problem. Include
the consultant senior management where necessary.

Consultant 4. Takes immediate action to correct the deficiencies or
provides a detailed recovery plan (within 5 days of receipt
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of the letter) for correction of the deficiency.

Project Manager 5. Reviews the recovery plan and either approves it or
advises the consultant to revise the recovery plan.

6. Monitors the consultant’s progress towards correcting the
deficiency by the agreed upon deliverable date.  Informs
the consultant if the actions taken do not appear in
compliance or on schedule with the recovery plan
deliverables.

7. Upon the due dates of the specific deliverables, informs
the consultant in writing whether the deliverable was
satisfactorily completed or whether the concern is still
open.  Copies of this response shall be sent to the
Program Manager, the Director, Project Management, the
Manager, Contract Administration Services, and the
Manager, Quality Management Services.

8. If the consultant has not corrected the deficiency by any
revised agreeable date, prepare a Notice of Non-
Conformance as per Section 6.6.1, with a copy for the
Program Manager.

Manager, QMS 9. If the Manager, QMS, in conjunction with the Program
Manager, Project Management, determine that the
consultant’s non-performance of deliverables, errors and
omissions, or non-conformance with the approved Project
Specific Quality Assurance Plan (PSQAP) has not been
satisfactorily resolved, the consultant shall be terminated
from the project as per the Agreement.

10. If the consultant fails to satisfactorily correct the deficiency
by any revised agreeable date, whether the deficiency is
in a specific deliverable or a major non-conformance with
the approved PSQAP, the Manager of Quality
Management Services shall rescind the consultant’s
prequalification status.Sup
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19.9   Consultant Closeouts

When final design nears completion, the Project Manager should prepare a Project Summary
Report and begin closeout activities.

If the consultant is to provide construction support services, the design portion of the contract
should end.  In some cases, where there are no construction support provisions in the
contract, then the entire contract agreement must end.  This process is commonly referred to
as closeout.

A final invoice represents the last chance to compensate the consultant for a satisfactory job,
or withhold money due to incomplete work.  It is important that the Project Manager review the
entire file, especially information related to the deliverables and consultant’s performance. 
Section 19.8 specifies that the Project Manager document all instances where the consultant
did not satisfactorily perform or deliver on a timely schedule.  The Project Manager should
ensure that these problems were corrected prior to closeout.  The Project Manager should
check with Quality Management Services and Contract Administration Services to ascertain
that there are no other outstanding issues or findings either from a contractual standpoint or
from a quality audit or quality control standpoint.  In addition to reviewing the project files, the
Project Manager, prior to closeout, should develop a punchlist of items contractually required
for completion or delivery just prior to or at the time of closeout.  NJDOT reserves the right to
retain payment until these punchlist items are completed.

Consultant Contract Closeout

Project Manager 1. Prepares Project Summary Report addressing consultant
performance in accordance with Section 19.8.

2. Requests the consultant to submit a Final Invoice to CAS,
if closeout is recommended.

Manager, Bureau of
Contract Administrative
Services 3. Receives a signed invoice and consultant  progress report

requesting final payment when the Project Manager has
determined that the work is complete.

4. Reviews the invoice to ensure that the following
requirements are met:

• The consultant signature is provided.
• Punchlist of items contractually required for

completion to ensure that all work has been
completed.

• The release clause is included.

5. Prepares AD-12 to closeout agreement, verifying work has
been completed to the satisfaction of the Department. 
Recommends final invoice payment and that any unused
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funds be canceled upon final audit.

6. Notify FHWA through Capital Program Coordination.  If
the design has been funded using Federal funds, but it is
anticipated that State funds will be used for construction,
forwards a letter to FHWA closing out preliminary
engineering and right of way contracts.

7. If it is assessed that the work has been completed,
approves and forwards invoice to Accounting for payment.
 If the work has not been completed (as defined by the
examples provided in the “Policy” section), notifies the
consultant that the work has not been met, and prepares
a deficiency notification to the invoice and forwards it to
the supervising program manager for concurrence.

Program Manager 8. Reviews the deficiency notification to ensure that it is
accurate and complete.

Project Manager 9. Determines with the consultant when the “open items” will
be satisfactorily completed and accepted by NJDOT.

10. Upon satisfactory completion of all open items,
recommends release of final payment or retainage upon
receipt of final invoice.  If completion of the open item
delays the project, where NJDOT incurs additional costs,
NJDOT may deduct this from the final payment or
backcharge the consultant.
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SECTION 20
FUNDING

20.1   New Project - State Force Account

Project Manager - (Federal Projects Only) - Prepare funding memorandum,
project identification and summary form, and job number
Form TAC-1643, and submit to Manager, Bureau of
Capital Program Coordination.

100% State funded projects need only provide job number
Form TAC-1643.

Capital Program Coordination - Verify project’s inclusion in State Transportation
Improvement Program and Capital Construction Program
and Federal Obligation Plan.  Assign job number and UPC
number and refer project to Federal Aid Coordination
Section (Federal projects only) for submission to FHWA. 
On 100% State funded projects, job numbers are provided
directly to Project Manager.

Federal Aid Coordination - Prepare Federal authorization request letter, Federal Form
PR-37, enter project in State FMIS PA-18, link job number
to Federal project number in PA-20, and enter request in
Federal Electronic Data Sharing System (EDS).  Send
authorization request to FHWA.

FHWA - If approved, authorize project for accumulation of funds
and approve DOT entry into EDS.  Return authorization
request letter with concurrence indicated.  If not approved
or approved with conditions, notify Federal Aid
Coordination with reasons.

Federal Aid Coordination - Verify EDS action for accuracy, provide data for State
FMIS update, notify Project Managers of approval, and
prepare Federal PR-2 with detailed estimate of project. 
Send PR-2 to General Accounting.  If project was not
approved by FHWA, refer to Project Manager for
resolution.

Federal Aid Coordination - Enter PR-2 data into Federal EDS Sharing System, and
forward to FHWA for approval.

FHWA - Approve EDS entry, sign PR-2, and return to Federal Aid
Coordination along with approved Federal PR-37.

Federal Aid Coordination - Review Federal PR-37, and send copy to General
Accounting for input into FMIS.
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20.2   New Project - Professional Services

Project Manager - Prepare funding memorandum to the Bureau of Capital
Program Coordination requesting identification of funds
and, where appropriate, FHWA authorization for the
proposed work.  This request must be accompanied by a
scope of work and an estimate of the consultant and in-
house costs.  A job number request form (TAC-1643)
must accompany this memorandum for new projects.  For
Federally funded projects, a copy of this memorandum
together with a copy of the consultant proposal (if
available) and a unit by unit breakdown of state forces
must also be provided.  Also to be provided is a
completed Project Identification and Summary form with
all pertinent data (refer to Section 19).

Capital Program Coordination - Ascertain that the proposed project is included in the
current Capital Program and State Transportation
Program (STIP) and Federal Obligation Plan.  Through
the Bureau of Accounting, identify and activate new job
number and, where required, new UPC number.  Provide
job number to Federal Aid Coordination where required.
Respond to Project Manager with memorandum
identifying funding source, job number and UPC number. 
A copy of this memorandum is provided to the Federal Aid
Coordinator instructing him to prepare an authorization
request to FHWA.  In the event the project is to be funded
with 100% State funding, requisition the required funds on
the Department of Treasury MACS-E conversation. 
Provide the FRA requisition number to the Project
Manager.

Federal Aid Coordination - Assign new Federal agreement ID where required,
prepare authorization request to FHWA including proposal
or scope of work, fiscal data sheets (federal PR-37), STIP
data, and level of action determination (where applicable).
 Input financial data into EDS and DOT FMIS conversation
PA-18.  Link Federal agreement ID and State job number
in conversation PA-20.  Send request to FHWA.

FHWA - If approved, authorize project for accumulation of costs,
approve DOT entry on EDS.  Return approval to DOT
Federal Aid Coordination with concurrence indicated.  If
not approved or approved with conditions, notify Federal
Aid Coordinator.

Federal Aid Coordination - Verify EDS for accuracy, provide data for State FMIS
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update, and notify Project Manager of disposition of
request.  Indicate approval on PA-18.

Project Manager - Proceed with consultant selection process.  Prepare
consultant agreement together with completed
Department Action (AD-12), including job number, funding
source, federal agreement ID (where applicable), and
requisition number.  Send to Bureau of Capital Program
Coordination for processing.

Capital Program Coordination - Review Department Action (AD-12) for completion and
verify information.  Non-Federal projects are sent directly
to Bureau of Capital Accounting after review (see Capital
Accounting Procedures for continuation of process).

Federally funded projects require preparation of Federal
Form PR-2 (or PR-2A for modification) by the Federal Aid
Coordinator.

Federal Aid Coordination - Assure Federal authorization of funds, prepare detailed
estimate of costs and federal PR-2 (or PR-2A).  Update
FMIS PA-18 Federal EDS and submit agreement, PR-2,
and detailed estimate to Bureau of Capital Accounting (for
non-electronic signature projects; electronic signature
projects are sent with PA-18 certification).

Bureau of Capital Accounting - Sign PR-2 (or PR-2A), and return to Federal Aid
Coordination.  Department Action (AD-12) is processed
for final execution (see Capital Accounting Procedure).
Copy of final executed Agreement should be provided to
Federal Aid Coordination.

Federal Aid Coordination - Sign PR-2 (or PR-2A) and transmit to FHWA.

FHWA - Sign PR-2 (or PR-2A), approve EDS entry, and return
executed PR-2 (or PR-2A) to Federal Aid Coordination.

Federal Aid Coordination - Verify EDS action and provide data for State FMIS update.

Note: This is the point where the State is eligible for reimbursement by FHWA for
costs incurred.  Costs incurred prior to this action will run in “suspense” as will
costs in excess of the amount authorized.  Also, note that should the scope of
work or the estimated costs of the project vary significantly from the original
authorization request, a revised request may be required prior to the PR-2
initiation.
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20.3   Consultant Agreement Modification

Project Manager - Prepare funding memorandum requesting a fund source
to the Bureau of Capital Program Coordination.  Identify
project, description of the scope of work, and estimated
cost, contract modification number, job number (where
appropriate), federal project number and estimate of state
force need and send to the Manager, Bureau of Capital
Program Coordination with a copy to the Federal Aid
Coordinator.

Manager, Bureau of Capital
Program Coordination - Review request for funding availability including, where

required, inclusion in the current Capital Program and
State STIP.  Requisition State funds where required.

Prepare a response to initiator with funding source
requisition number.  When required, send copy of request
to Federal Aid Coordinator requesting him to seek Federal
authorization or approval of work.  A copy is also sent to
the Bureau of Capital Accounting.

Federal Aid Coordinator - Prepare letter to the FHWA requesting approval of the
modification.  Actual processing depends on amount,
scope, and whether project is under full oversight or
alternate procedures.  Where authorization is required,
EDS and PA-18 procedures are also followed.

FHWA - Approve or authorize request and approve EDS entry. 
Notify Federal Aid Coordinator of approval.

Federal Aid Coordinator - Verify EDS update, provide FMIS update and notify
Project Manager of approval.

Project Manager - Prepare Contract Modification and circulate with
Department Action (AD-12) for signatures through the
Bureau of Capital Program Coordination.

Bureau of Capital Program
Coordination - Verify Department Action (AD-12) information including

fund availability.  Projects not linked to any federal
agreement are sent to the Bureau of Capital Accounting
(see Capital Accounting Procedures).  Federally funded
projects or projects linked to a Federal Agreement ID are
given to the Federal Aid Coordinator for preparation of a
modified Federal Project Agreement (PR-2A).
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Federal Aid Coordination - Verify funding, prepare detailed estimate and PR-2A into
State FMIS, PA-18 and Federal EDS.  Attach PR-2A to
Contract Modification and send to Bureau of Capital
Accounting.

Note that due to the nature of the Federal Financial System, only one modification to the
Federal agreement can be made at one time.  The Project Manager should be aware that
processing delays may result when modifications to the Federal project agreement (PR-2) are
processed too close together although the Federal project agreement may include several
actions.

Bureau of Capital Accounting - See Capital Accounting Procedure.  Sign PR-2A and
return to the Federal Aid Coordinator.

Federal Aid Coordinator - Sign PR-2A and send to FHWA with required
documentation for final approval.

FHWA - Sign PR-2A and approve EDS entry to establish eligibility
for Federal reimbursement.  Return PR-2A to Federal Aid
Coordinator.

Federal Aid Coordinator - Verify EDS data, approve PA-18 entry and provide data
for State FMIS update.
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20.4   Utility Authorizations

Project Manager/Manager,
Bureau of Utilities - Prepare memorandum to Manager, Bureau of Capital

Program Coordination requesting Utility Preliminary
Engineering/Utility Reconnaissance programming.  This
memorandum should include an itemized list of the
companies involved and an estimated cost for each
company.  A job number TAC-1643 form should also be
provided for new projects.

Manager, Bureau of Program
Coordination - Establish job number, verify funding availability and

inclusion in Federal Obligation Plan, and requisition State
funds where required.  Notify Bureau of Utilities.  For
federally funded work, notify Federal Aid Coordinator to
request federal authorization of funds.

Federal Aid - Establish Federal Agreement ID, prepare Federal fiscal
Data Coordination Sheet and authorization request,
including State Transportation Improvement Program for
Utility Reconnaissance data funding.  Link job number and
agreement ID with FMIS conversation PA-20, enter into
FMIS PA-18.  Send request to FHWA.

FHWA - Approve request, authorize cost accumulation data,
approve EDS entry, and return approval to Federal Aid
Coordination.

Federal Aid Coordinator - Verify EDS approval, provide data for State FMIS update,
approve PA-18 entry, and notify Project Manager and
Bureau of Utilities.

Project Manager - Notify Utility companies of approval to incur costs.

Bureau of Utilities - At the time Utility Construction is required, prepare
memorandum to Manager, Bureau of Capital Program
Coordination (federal projects only; State projects should
skip to Utility Agreement step) and send with copy of draft
Utility agreements where required.

Bureau of Capital Program
Coordination - Verify inclusion for Construction in State’s Capital

Program, Federal Obligation Plan, and State
Transportation Improvement Program.  Provide
memo/draft agreements to Federal Aid Coordinator.  If
funds are not available, notify Bureau of Utilities.
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Federal Aid Coordinator- Prepare federal authorization request, including STIP
data, enter into Federal EDS warehouse, and send
request to FHWA.

FHWA - Authorize funds and approve EDS entry, and notify
Federal Aid Coordinator.

Federal Aid Coordinator - Verify EDS action.  Notify Bureau of Utilities of approval of
construction; indicate approval of PA-18 and provide data
for State FMIS update.

Bureau of Utilities - Prepare final Utility Agreements and circulate for signature
with Department Actions to the Bureau of Capital Program
Coordination.

Bureau of Capital Program
Coordination - Review Department Action, verify inclusion in current

Capital Program and STIP, where required requisition
State funds on MACS-E.  Non-Federal agreements are
processed to the Bureau of Capital Accounting.  Federal
projects are given to the Federal Aid Coordinator.

Federal Aid Coordinator - Verify agreement against previously authorized Federal
funds; prepare PR-2, detailed estimate, update State
FMIS, PA-18, and enter financial data into Federal EDS.
Forward agreements to Bureau of Capital Accounting for
further processing.

Bureau of Capital
Accounting - See Capital Accounting Procedures.  Send signed PR-2 to

Federal Aid Coordinator.

Federal Aid Coordinator - Sign PR-2 and send to FHWA.

FHWA - Sign PR-2 and approve EDS entry establishing eligibility
for Federal reimbursement of costs.  Return PR-2 to
Federal Aid Coordinator.

Federal Aid Coordinator - Verify EDS action and provide data for State FMIS update.Sup
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20.5   Right of Way

Division of ROW - Verify funding source from Capital Program Coordination. 
For Federally funded projects, obtain Federal Agreement
ID from Federal Aid Coordinator.  Prepare ROW Cost
Summary RE-27 and job number Form TAC-1643.  Send
together with ROW key sheets to Project Manager for
transmittal of authorization package to the Bureau of
Capital Program Coordination.

Capital Program Coordination - Verify funding availability in Capital Program and State
Transportation Improvement Program.  Obtain job number
and link with project’s UPC number.  For non-Federally
funded work, requisition State funds through MACS-E and
transmit ROW RE-27 to the Bureau of Capital Accounting.
 For federally funded projects, request the environmental
reevaluation, where required, from Project Manager,
prepare Federal authorization request, enter data into PA-
18 and EDS, link job number and Federal agreement ID,
and transmit the ROW authorization package to FHWA.

FHWA - Authorize Federal participation and approve EDS entry. 
Return approval to Federal Aid Coordinator.

Federal Aid Coordinator - Notify Project Manager, verify EDS action, provide update
to State FMIS system, and prepare detailed estimate and
Federal PR-2.  Transmit PR-2 and RE-27 to Bureau of
Capital Accounting.  Update PA-18 and Federal EDS.

Capital Accounting - See Capital Accounting Procedures.  Sign Federal PR-2
and return to Federal Aid Coordinator.

Federal Aid Coordinator - Sign PR-2 and transmit to FHWA for approval.

FHWA - Sign PR-2 and return to Federal Aid Coordinator.  Approve
EDS action.

Federal Aid Coordinator - Verify EDS action and provide data for State FMIS update.Sup
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20.6   Construction Award

Construction Administration
Services - Prepare Department Action for approval of plans and

specifications and authority to advertise.  Send to Bureau
of Capital Program Coordination.

Capital Program Coordinator- Review Department Action for accuracy, insure project
inclusion in Capital Program, State Transportation
Improvement Program, note project as multi-year and/or
advance construction, where applicable, requisition any
State funds required and transmit to Capital Accounting
(see Capital Accounting Procedures).

Contract Administration
Services - Compile and submit to the Federal Aid Coordinator the

PS&E package, including Plans and Specifications (where
required), estimates (including State force C.E.),
environmental reevaluation, design certification, and utility
clearance.  Where possible, any contract modifications for
CE services by the design consultant and any consultant
inspection services requests should also be provided.

Federal Aid Coordination - Complete fiscal data sheet (PR-37) with funding and
project type breakouts, compile PS&E package, prepare
submission letter, including STIP data and design
acceptance where required.  Enter fiscal data into EDS
warehouse and State FMIS PA-18, and submit for federal
authorization of funds.  Note that if a project has been
submitted under advance construction procedures a
subsequent authorization request converting the project to
regular Federal Aid must be submitted and approved by
FHWA prior to award of contract.

FHWA - Authorize project and approve EDS entry.  Notify Federal
Aid Coordinator of project’s authorization and any
conditions to the approval.

Federal Aid Coordination - Verify EDS entry, provide data for State FMIS update and
notify Project Manager of project’s approval to advertise
and/or authorization of funds and/or conditions of
approval.

Contract Administration - See contract advertisement and award process.

Federal Aid Coordinator - Upon modification of award of contract, receipt of bid
analysis, and receipt of Department Action for award of
contract, arrange for adjustment of non-participating cost
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on Department Action where required.  Sign and transmit
to Capital Accounting the Certification of Award, prepare
detailed estimate and PR-2, and send to Capital
Accounting.

Non-Federal Department Actions for award are sent
directly to Capital Accounting, unless the award amount
exceeds the amount indicated on the original Department
Action.  The Department Action for award is then sent to
the Bureau of Capital Program Coordination.  Capital
Program Coordination will provide the additional funds
award and send the action to Capital Accounting.

Capital Accounting - See Capital Accounting process.  Sign PR-2 and return to
Federal Aid Coordination.

Federal Aid Coordinator - Sign PR-2 and send to FHWA.

FHWA - Sign PR-2 and return to Federal Aid Coordinator.  Approve
EDS entry.

Federal Aid Coordinator - Verify EDS data; provide input for State FMIS.
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20.7   Construction Orders

Resident Engineer - Upon approval to issue change order/supplemental
agreement by Project Manager/Change Control Board,
prepare written change order and forward to appropriate
chain of command to the Bureau of Capital Program
Coordination.

Bureau of Capital Program
Coordination - Review funding requirements, requisition State funds

where applicable, and provide Change
Order/Supplemental Agreement to Federal Aid
Coordinator (send directly to Bureau of Capital Accounting
for non-Federal projects).

Federal Aid Coordinator - For Interstate and Non-Certification Acceptance projects,
send change order to FHWA for approval.

FHWA - Sign Change Order/Supplemental Agreement as approved
and return to Federal Aid Coordinator.

Federal Aid Coordinator - Review change for potential use of contingency funding.
Process Change Order/Supplemental Agreement through
PR-2A (modified Federal project agreement) process.
Note that the Federal financial system can accept only
PR-2A transactions at a time.  Change Orders that are
processed too close together (or not close enough so they
may be grouped) can be delayed.
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