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3 NC DOT Project Manager '

e Accountable for the success or failure of a project
— Face of NC DOT to a Private Engineer Firm
— Manages money, scoping, negotiations, project progress, invoicing, closing
| out the project, assessing and evaluating
[ . Requires empathy and rigidity
— Has to understand what is being asked of the firm
— Has to hold the firm to the same standard as the NC DOT and others

— |If facing an ethical dilemma, conflict of interest, or any gray area; don’t go it
alone — ask for help

— Always remember; manage the State’s money how you would manage
your own money
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NTP Issuer

e Responsible for issuing a Notice To Proceed
— Instructs the firm to start work on a specified date; obligates the State
— Indicates an independent review of the final negotiated cost proposal
and makes a determination that it is consistent with a LSC’s salaries
and rates
 Requires fairness
— Can not do own NTP (Issue NTP and negotiate contract)
— Rigid process and step driven; subject to Federal audits
— Most critical “checker” throughout the whole process

| — If facing an ethical dilemma, conflict of interest, or any gray area,
i contact Unit Head or Division Staff Engineer to address
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NTP Issuers for TMSD |

. P L

* Division: Dom Ciaramitaro |
|« Traffic Safety: Jeff Jaeger, Chris Oliver

e Signing & Delineation: Mitch Eaton, Dale Stokes, Jose Martinez
o Traffic Management: Joe Hummer

| « ITS/Signals: Tim Williams

|« Traffic Operations: Zach Clark
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b) STATE OF NORTH CAROLINA [
j DEPARTMENT OF TRANSPORTATION [
ROY CooPER TAMES L TR0GDON, IT
- Goveaman Scasany [
A . O Jemuary 24, 2018
1 0 MEMORANDUM TO: Division Engineers 4
j ‘Business Unit Heads
FROM: Christopher M. Wemer, PE (o L
ﬁ Director of Technical Services Division [ Clufoploe 0 ey .
1 - - - SUBMECT ‘Professional Service Contract Negotiations, Fess, and Limited ]
1 Notice to Frocesd
E _
] ) This memo serves 1o establish updated procedires for task order negotiations, dstermination of r
A task ordsr fees and authority to issue a Limited Notics to Drocesd.
1 - - - = Justification for increasing standard fee i such time the 4
1 NCDOT's standard fee (profit margia) is 9%, with » maximum of 15%. Based upon Department  final approval
A Policy and Procedures, the establiskment of a fee shall be project-specific and shall take inio
] account the size, conplexity, duration, degres of risk involved in the work and schedule. When a
£ae higher than the standard foe is usilized. it mnst be justified by the firm and approved in =
A gher: 3 ¥ appro
4 wriring by the Professional Services Masagement Unit (PSMU) Unit Head, the NCDOT ss for wage rates
A ‘Business Unit Head or D En prios fo the submittal NCDOT will in A
A ‘using ibe atiached Fee Negotiation temiplate. respective frm's
¢ scope of semvices
Limited Notice 1o Proceed all prepare 2 cost
'NCDOT uses various types of contracts with assignments issued on a task order basis. However, pof sufiing
4 with the tnterest of expedining project delivery, fmus often besin work once the detatls of the e cost of the scope 4
A P fates, the fir's b
‘negotiation process and formal Notice to Proceed (NTP). While it is ansicipated the process. st
1 from scoping to NTP will occur within 30 days, exceptions may occur and justifying the need for ate level of detail
1 a Limited NTP. The NCDOT Business Unit, Division Engineer, or delegate may issue a Limited n these changes, hates were
F TP using the language below with @ maximum value of $30.860. I you have questions abeut of contracts with e nasdad) and
[ — this process, please contact BSMU. e wlennces .
] Thiz email will zerve as your limiad Notica 1o Proceed ot o exceed $30,000) ta Begin fossional services, Foposal bas been r
Work on the above-menrionad project Wik the undersiamding thar wa will Work through hoal services B e wpoopoate
4 the authorization of the Purchase Order and il other project decumantation. This Fope, estimate, and i Espector General
s final NTP t additve to the final hall adhere to the e cost proposal
k. NTP amount. We anticipate having a formal Notica to Proceed sometime in fhe near
A [] [] [] e hreni-LSC or project
] e respective LSCs to ant that line items L
® . B - ersopta o
DTN OF TRANSHORTATIN - 1 SOUTH STASCTON STREFT |
4 T Sones cneren BACHRES G e the tack order and Fizmed by the firm.
RALEIGH, NC 19991515 e NCDOT Scope -2 fomis
emors and 0 s, certification
1 and any other
] arious he Purchsss Order i
. disciplines based upon the respocrive firm’s salary rates, fimn overhead and cost of 4
¥ capital rate. Purchase Order in
5. Ensure that the firm manday 5 2d ar basad upon the parem-LSC s Order through
1 f— “Pre-Award Audited” salary rates, overhesd, and cost of capital, of the latest rates |
A , approved and on-file with NCDOT's Office of Inspector General (if the parent LSC ¥
is alder than ane year). Use of the “NCDOT Scope nd Mandey Estimate Form™ rce to all business
spreadshet s very useful for detecting calculation errors. plates Including cost g
6. Check the imate for usage of the spprop: th .
A information attsched Sats parem-LSC o proj conmactin hnces, scopes of
1 [] [ [] [] SaP. it for any updared b
7. mandays with the fim. The firm manday estimate tes. and cost of 4
;' . ‘must be within 5% of the NCDOT manday estimate by discipline. The Business Unit
A representative may use sound judgement o exceed these limits up to 10% of 3
‘mandays, provided that the Business Unit Head or Division Engineer co-signs the 4
| cartification memo raquired herein Any firm estimate that sxcaeds the NCDOT
4 manday estmare by more than 10% will Tequire pproval by tie Director of
4 Technical Services. ¥
A . 8 2
] - [
.
A
1 John F. Sullivan, T, PE - FHWA North Carolina Administrator :
1 Bobby Lews, PE - Chusf Oparating Offcer
A David L. Howard - Chief Deputy Secretary
A Chuck D. Watts — General Counsel -
Elizabeth L. McKay — Specis] Depury Attomey General
A Tim Little, PE — Chief Engineer
8 . Bean Memory - Director, KC Turmpike Authority r
A David Tyeryar - Chief Financial Officer
Mary Morton — Inspector General
’ pactor
A Shelby Scales — Office of Civil Rights Director
F.
6
4
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3 Highlights of 2018 LSC Updates '

 Notice to Proceed Dates for most: June 29, 2018 (2 yr contract w/ option
to extend for 1 yr)

 Description of Work Required: Traffic Management, ITS & Signals,
| Traffic Systems Operations, Traffic Safety, Signing & Delineation, Mobility
| and Safety (Not by discipline code — must be prequalified, though)

e Subconsultants:
— Permitted
— Must maintain same qualifications (ERM, COI, prequalifications) as Prime
— Primes can’t be subs
— Can either be previously identified on LOI or during project proposal

— NC DOT can approve or reject the Prime’s or Sub’s PM, project engineer, design
engineer, technicians, and other technical or supervisory personnel assigned to project
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| Highlights of 2018 LSC Updates

]

| Things to Check (all firms to be tracked on a single spreadsheet)

§ « ERM: Experience Rate Modifier (Collected by TMSD) [
— Numeric representation of a business’ claims history and safety record as | o {
] compared to other businesses in the same industry, within the same state e :
: — Determined by insurer for worker’s compensation, NC Rate Bureau, or mif;;::mj:“i““f

;‘ National Council on Compensation Insurance (NCCI) et e et st

:  >1.0: Riskier than average T R
: e =1.0: No more or no less risky than average i
: e < 1.0: Safer than average —_—

| « Contract requires < 1.3 ERM, provided on an annual basis; SRR e T
confidential = = |
* Insurances: (Certificate of Insurance (COI) Collected by TMSD) | o [
— Worker’s Compensation
— Automobile Insurance :
,; — General (Prime and Subs) and Professional Liability (Prime Only)

] 8 :
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Highlights of 2018 LSC Updates '

|+ Progress Reports: covers accomplishments to date, % of tasks
completed, current and updated project schedules, and identify outstanding
| ISsues or problems

— With invoice, provide cumulative total of all payments to subs, regardless of a sub’s
1 current engagement on the tasks

e Payments

— Either partial payment for lump sum or payment of actual costs incurred on cost-plus
| — Monthly basis upon submission of progress report
— Prime pays subs for work performed w/i 7 x days after prime gets paid

ﬁ o Salary Rates: Update after first year of LSC (o/a July 2019 for relook)

:  No guarantee of Need for Services
— LSC is not a funding source, it’s “availability” — Unit still has to identify the funding

.. P
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Highlights of 2018 LSC Updates

: o Supplemental Agreements
— When expenditures approach 75% of NTE amount, Prime notifies PM in writing
— PM and Prime review work progress and determine probability of cost overruns
— Review doesn’t interrupt work
— Prime must notify PM when cumulative value of all Task Orders approach 90% (I.E. $900K of
$1Mil)
 Consultant Responsibilities
— If Prime is directed to do work outside of SOW, all work suspended until resolved

* Prime notifies PM in writing of the description and justification for extra work
* Does not continue work until issued a new NTP (a supplement)

— If Prime receives incorrect instruction or direction on a SOW

* Contact NC DOT PM with the details of the work beyond the negotiated SOW

* Prime and DOT PM will mutually agree upon what direction to pursue before any additional work is
a_ undertaken for that specific assignment

 If additional services are required, then DOT will prepare a new SOW (a supplement)

i 10 :
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Highlights of 2018 LSC Updates

J « Changes, Delays, Extensions, Termination/Abandonment
— Changes: need supplements
— Delays: must have mutual written consent

— Termination / Abandonment: PM notifies Prime 30 days in advance, Prime immediately ceases
work — but brings tasks to a reasonable stage of completion, and turn-over all work to PM, final fee
paid to Prime should be proportional to % work completed

 Subletting, Assignment, or Transfers

— No assignment, subletting or transfer of the interest of the Prime without the written consent of the
NC DOT

— Prime may, with prior notification, sublet property searches and related services without further
approval of the DOT

e Endorsement of Plans

— Prime will sign and professional seal all environnemental documents, reports, surveys,
’- computations, maps, plans, specifications, estimates, and engineering data furnished by it

i 11 ,'
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Firm LSC #

Accelerate 7000019051
AECOM 7000019052
Atkins 7000019053
Davenport 7000019054
Dewberry 7000019055
DRMP 7000019056
Exult 7000019057
HDR 7000019058
HNTB 7000019059
Kimley-Horn 7000019060
Kittelson 7000019061
Mattern&Craig | 7000019062

Firm LSC #

Mekuria 7000019063
Mott MacDonald 7000019064
Parsons 7000019065
Patriot Transportation 7000019066
Ramey Kemp 7000019067
RKK 7000019068
RS&H 7000019069
Stantec 7000019070
Summit 7000019071
Three Oaks Engineering 7000019072
VHB 7000019073
WSP 7000019074

New 2018 LSC Updates

12




Data Collection Contract
As of: June 30, 2017

* For firms selected for a LSC and are prequalified for traffic data collection, they
can do traffic data collection via their LSA contract # If:
s — LSC firm was currently prequalified for traffic data collection (discipline 309)

— Cost of the data collection did not exceed the maximum amount for that type/location on the
1 bid contract

— Cost of the data collection for the LSC task order work was incidental to the overall cost of
the work (i.e. 1%-2%)

— Requires State Traffic Engineer approval each time this condition is considered prior to
submitting any estimates
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But wait, what about the 2016 LSC? |
: :
J ® 2016 LSC ﬁrmS extended through February 2019 2016 Mobility and Safety Limited Services Contract Availability E
] . . Firm Mame LSC# I Contract Amount
| ¢ Intentis to fully transition to new 2018 LSC — —
e Existing POs on 2016 LSC: Should only have — e
supplements on the 2016 LSCs v T R
| « New POs on 2016 LSC: Unit Head to State Traffic e TS
1 - HHNTE JO00D01670E 5 7.500,000.00
Englneer approval ICA 7000016707V s 2,000,000.00
| Kimley Homn J00D0D167050 5 3,500,000.00
Mattern & Crai TﬂDﬂD1ETﬂQI $ 1.000,000.00
l ] ) Mekuria - 70000167100 $  1.000.000.00
2016 Firms not on 2018 LSC 2018 Firms not on 2016 LSC Parsons 70000167110 5 1,000,000.00
. Patriot T00D0167120 %  2,000,000.00
¢ CDM Smlth ¢ DeWberry Progressive Design Group 70000167130 % 1.500,000.00
. ° P RE&K TO00016T14) & S00,000.00
ICA DRMP
] ) ) RS&H 70000167150 3.500,000.00
| + Progressive Design Group « Exult Sepi 7o0o0i67ie)s 100000000 |
: . Stantec J000016717 % 6,500 000.00 E
: ¢ S E P I ¢ Klttelson STV 70000167180 % 2,000 000.00 .
| - sTV + Ramey Kemp = e el
e Summit 5 54,500,000.00
) e Three Oaks
; 14
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| The Project Management Paradigm

1
i
- r’
Purchase Order Under Limited Services Contract - Notice to Proceed
4 Approved for Pilot Date: Apnl 26, 2017
1 Scle NCDOT "“.':;’“" 4
¢ RepansiBity| | pocponcniny Revised Date: September 25, 2017 4
o !
] womensor o Establishes roles |
1 — 1 —_ 1 4
] ey Scoping — Project Manager NTP Process - Issuer 5
E Needs —— i
| - e Sets goals for a 30- |
1 L Calendar Days Calendar Days Calendar Days P M |
1 |
y Fact Sheat
l Day -X ‘ ‘ ° o [
| 2 day timeline |
Select Firm| Firmand - . .
4 FromLSC | Supparting Day 0 . D:’ & Day 10 Estmdes oeto  Estmates Day 21 e Day25 I I
i £ i q
4 Cs:;upe fmmulg:ann md . Scope Project Manager Submitted NTR F
1 DOH/ Unit Supporting Units e Y 1 1 F
: e - . utitnes require -
Firm NCDOT Project P Complets Geat Negotiate Man- Y
1 : Man-day and Cost Estimate Comparinan. days, then
4 Tash(s) s LSS Pra- Dollars. 4
¢ m —— .:l-q ded). and Compes AT ° ° ° '.I
| = e RS e e T e [ FEE | o activities and
| Fact Sheet | ke Fo
N L . r
n L]
N oo deliverables :
Process
¢ l Complets g
Day 17
] ) Issue NTP
Project Fact Sheet: NCDOT Pre-Scoping Activity: Sub Estimates Letter . [
[ ]
| . R — e Breaks down into: |
4 - Expected Project Deliverables - Check Funding and WBS (Request Funds | ;
Accelerate PE If Neaded) {
E NTP Timetable (Calendar Days): . mmgk“ﬂ;?m of Wark (incleding S C O i n ¥
; « Nty Firm - Day - {7 to 14 days before Scope + Develop Preliminary Man-day Estmate ".'-'p"u".::.:." p g F
1 Contact depending on task complexty) « Establish NTP Tmetable with Dates Inciuding o r
A = Scope Corntact (Mesting ! Teleconference | Emai Initid Scope Contact ¥ [
Exchange / Questions) - Day 0 2o - N T P P 1
| * Scope Response from Firm - Day PE Firm Pre-Scoping Activity: PG ntro or P cewment ro C e S S [
A » Scope Concumence - Day 10 . ) ) s ready for approval y
; = Inital Estimates Due - Diay 20 : m‘f‘m&“ﬂ?m ofWrk (inciiing L 4
: » Negotition Complat - Day 24 « Develop Preliminary Man-day Estmate % 1
A = Motice to Proceed - Day 25 Fiaeal}
j - Fonms Retumed to NCDOT - Day 28 Use SAP fransacson ZCMIT to moniior PO 4
,ﬂ + Process Complete - Day 20 ’W’éfﬁﬁ%ﬁ;ﬂ” rany [
y 15 |
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The Project Management Paradigm

NTP Timetable (Calendar Days):

e Notify Firm - Day -X (7 to 14 days before Scope
Contact depending on task complexity)

e Scope Contact (Meeting / Teleconference / Email
Exchange / Questions) - Day 0 —

Project Manager
e Scope Response from Firm - Day 6
e Scope Concurrence - Day 10

e Inifial Estimates Due - Day 20 _ j
o Negotiation Complete - Day 24 === :t:l?;ti::ul\::nager “
I- Notice to Proceed - Day 25 I “Limited (optional per memo)”

e Forms Returned to NCDOT - Day 28

= NTP |ssuer

16

I- Process Complete - Day 30 I “Executed NTP” —
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| Scoping Process (1 of 5)

4 Joint NCDOT /
Sole NCDOT

Responsibility Responsibility

T

S e e e e 2

Identify
-‘ Project
] Needs
i Calendar Days Calendar Days cale :
1 Develop !
-. Project :
] Fact Sheet :
Day -X 4
y Notify Day 17 Day 20 4
Select Firm| Firm and Day 6 Supporting Unit Initial :
i e SUT.ITT;I“Q Day 0 Scope Response Day 10 Estimates Due to Estimates i
Project Manager Submitted 1
] Csccn?cgit from Firm, Subs and C-::nsc::.lnrl:;lne ) g¢ b
¥ N N [
A S Supporting Units [
1 Approves NCDoOT ol r
1 Firm | Pre-Scopes | ) NCDOT Project Manager Completes Independent | :
_ i ope Man-day and Cost Estimate [
| _ Task(s) + . s
} Notify :
] Fim/ | | . Scope Task(s) with Firm . L, }
1 Provide [May Involve Meeting ! Tele conference | Email Exchange [ Questions | Minutes) 4
] Fact Sheet !
A 'r
L
!
i
i

N R

U i Gl B L i i e _f/?* g L S ol i i Y



= E
o |dent|fy Project Needs Links to current forms: I o x|
_ Professional Services Management B e |
 Develop Project Fact Sheet Guidelines and Forms fromise] S |
— Basic Project Information (SPOT #, WBS, project description, contract ng;{,;g:;" ,

type, etc) s |

Notify
— Expected Project Task Description Provide {

— Other Important Information (special considerations, milestones, NTP —
timetable and the “Issuer”, etc) L e a
« Select Firm ——oemzm=m | ||
— Check availability and capacity with TMSD Business Officer B ‘" [
— Check availability and capacity with potential firms B B ;
— Try to use full breadth of 23 firms selected =33 :
_; — Identify potential #2 and #3 firm = o f
1 » Unit Approves Firm (via email or other written form) == Eis :

' I Notlf Flrm / Prowde Fact Sheet e



https://inside.ncdot.gov/TransportationServices/professional-services-management/Pages/default.aspx
https://connect.ncdot.gov/business/consultants/Pages/Guidelines-Forms.aspxhttps:/connect.ncdot.gov/business/consultants/Pages/Guidelines-Forms.aspx

Contract / Payment Type
Lump Sum vs Cost-Plus

1+ Lump Sum :

PEF is responsible for completing the
project within the agreed-upon fixed cost

If the PEF completes project under total
cost, PEF keeps the difference

Supplements only allowed for extra work
(not poor scoping)

Risk: DOT — Lower, PEF - Higher

Advantages: easy to manage, payments
based on % work completed

Disadvantages: dealing with cost overruns
and lack of flexibility (poor estimates during
scoping cause problems)

5 i G ’.f; ’! ,,,55; 555 } !5’5" ,5’5 !.’5 ”5’, L ’,ff‘-’/f."ff_“".".-’/? o

Cannot initially or sufficiently detail SOW

PEF reimbursed for actual cost of work
(plus overhead and profit); typically has an
agreed upon Not To Exceed amount (NTE)

Risk: DOT — Higher, PEF - Lower

Advantages: ldeal for fast-tracked projects
or situations, allows most flexibility to
Increase amounts or change things as
project proceeds

Disadvantages: Cost can rise quickly - unit
must verify all costs;

19
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NCDOT

Scoping Process (3 of 5) s

Task(s)

: * Level of effort for each task I
— TMSD units have different methods of determining work effort
— Scoping is about time and effort to complete and less about $ (must use the firm’s rates)
— NCDOT

 Verify Project Schedule

e Submit a projected estimate to reserve amount to Business Officer

» Develop preliminary scope of work and tasks, and preliminary man-day estimate

o Establish NTP timetable with milestones

 |f multiple units involved, determine lead for each unit and lead for overall project
‘f — Firm
i » Develop preliminary scope of work and tasks, and preliminary man-day estimate

 Pre-scoping
— Business unit needs to understand their own practices
 Man day estimates to do tasks

.. P

T R e o

20

AR
e e e S e



Scoping Process (4 of 5)

e Scope tasks with firm |

T .

e s

Day 6 {

— Should be about 6 days to scope, and 4 days to agree :ypo fs"‘pi,"“.iﬁt"’ zy;:
— Must agree / have shared understanding:

* Required tasks v y :

* Need for sub consultants (lay krvoive Meeting | Tolroimbomncs | Exa Esrungs | Questions | Minurcs ',

 NTP milestones '_

— Can do via email, meetings, teleconferences, etc (involve all unit POCs and subs) '_
— Normally, firm completes final scope of work documents :
— Typically covers (firm / unit specific)

* Glossary Less descriptive SOW _
* Project Overview (Problem Statement and Goals) e Higher risk to not get what you want | |
 Tasks Too descriptive SOW (a novel) |
« Responsibilities of Firm / Subs and DOT * Higher risk to not get what you want | |

e Deliverables
 Schedule and Milestones 21
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Scoping Process (5 of 5)

.;_\..A..._.'x_.;_..—u'.;_.;_ PR T g S e e . .

s e r—r—_————

« Complete Independent Estimates o1 ,_,J,
— Firm (w/ subconsultants) ceimaes Dusto  Eatnaes

— NCDOT PM (w/ supporting unit PMs) - |
— Should take 7 days to complete initial manday -»f Mo o e e tes paccrendent |
1 and cost estimates R
— PM reviews supporting unit estimates and firm
reviews subconsultant estimates (~ 3 days)
, — By day 20, initial estimates submitted to NTP

Day 17

; Issuer 19 Activity: Sub Estimates

Due to Prime
|

.3 T —— -




Scope and Manday Estimate Form

(1 of 9)
1+ Located on PMSU Site or TEPPL

« NCDOT preferred method for estimating
— Verified calculations
— Merges all units into estimate
— Auto-populates many fields
— Primes, Subs, and PMs should use

| » Provides
— Overall Summary of Project
— Ability to Select Disciplines
— Account Initiation Request (AIR)
— Individual tabs for discipline estimates
— Consolidated costs comparison
Initial and final estimate tool for negotiations T 23
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Scope and Manday Estimate Form
(2 of 9)

INSTRUCTION SUMMARY Note: Initialty all disciplines will be not be selected.
FIRST: Choose the discipline for which you have an interest in creating a manday estimate. (Note: For all Disciplines, Subconsultant forms are located at the bottom of this listi
By selecting the ™'es” icon next to the discipline, Green shading behind Yes will indicate the selection, revealing the desired discipline-specific scope
If you choose the discipline by mistake, select the "No” icon next to that discipline. Green 2hading behind No will display, removing the discipline-specific scope and manday estim:

o Step 1. Select Disciplines

P A W A R AT S A

- - - - If the prime discipline or sub discipline will not be used on this project, you have the option to delete that discipline from this project’s form in order to reduce the file size. 7
— O to ISCI p I n e e eCtI O n [E_'E'*?;?"-“ jon. Green shading will be behind the “Delste” icon for that disgipline, whils both Selected (YES icon) and Not Selected (NO icon) will not have green shading in this i
isciplines
Tr:at;.o.?re NEXT: Proceed to all worksheets following this worksheet and fill out all sections for all tabs exposed by the selection process on this worksheet.
Selecteq” W||T You make a mistake, select the cell and the “Delete” key on your keyboard. If you placed your information in the wrong row or column, you may "copy” and “paste” "values” (NE
O r S e et There are one or more worksheets per discipline selected, however they all begin with a yellow worksheet tab. Fill put all worksheet tabs that are orange prior to starting an?

— Click “Yes” to select a discipline
— Click “No” to unselect a discipline

WZTC, Signing, Signals, ITS, =
Congestion Management, etc —

(Subs use SUB version) = =
— Can delete all other disciplines if %
not being used =
"o |

DISCIPLIME SELECTION OVERALL SUMMARY | Acct Initiation Request PEF CLASSIFICATIOM SHEET SIGNIMNG

"Prime” Consultant Disciplines Selected Listing|
Discipline Selection (Must have Prime Conswltant per discipling
listed below prior to selecting any

Sub itant versions.)

P L WL I AL L T

** Note: Complete all Orange Worksheets
24
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Scope and Manday Estimate Form

12
I Jeotscoc.0m,
HHHHHHHHHHHH il Merge CVERALL SUNMARY Into fris fiz |.
Mg flie i CiTEmpMerge Thiss ke sdsm

- T

IIIIIIIIII

WBS HUHEER(x):

|+ Step 2. Complete Overall
Summary T e cn e

COUHTT: FEADY T COMFLETEFINALESTIMATE!

I wppticadis LOCK INITIAL EETIMATE
i - : REEULTE
Fill out all blocks (ma s e o s RO S
FAHUMBER fif eppficelfer: [ | HENGLIGKTHEBUTTONTO THERIGHT :
— en
L7 T

OTHER FROJECT IDEHTIFIER IHFORHATIOH:

have some pull-downs) Zs

DISCIFLINE USED:

| — TIP #, County, Task Order #, E e e
| Estimate Submittal #, Other ID, e e

Diircct Carkr

Description, Managing DOT = = |== = —
Unit, Firm, Firm Contract #, e

EHGIHEERIHG FIRH COHTRACT HUHEER: COHTRACT FPATHEHT TTPE:
TTPE:

Contract Type, Payment Type, e :
| |

SCOPE/HANDAT ESTIHATE AFPROYED BT:

REASOH FOR SUPFLEHEHTAL:

Preparer / Approver, Reason for =~ #EEEE e[
Su PP lemental , PO # , Su P H# O AR i e R R i S

DOTFILEMAME: - --DOT

Instructions DISCIPLINE SELECTION OVERALL SUMMARY Acct Initiation Request PEF CLASSIFICATION

e r——

L TEr——— G e s i i o e e o S o ol i e i e o T e



| Scope and Manday Estimate Form |

(4 of 9)

: ° Step 3. Com plete AIR “"::Zm‘ﬂf:;gyﬂﬁfﬂ%?m:;:ﬂ .
— Firm and PM have different responsibility e ——
+ Firm fills out all blocks = =
(may have some pull-downs) -
 PM fills out all and T s
blocks R e
 PM Clicks “Populate Units Selected”
e You can Hide / Unhide unused rows
26
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Scope and Manday Estimate Form
(50f9)

o Step 4. Complete PEF . o

T

C
r
c
A B e

COUNTY: T
- - - DESCRIPTION: 0
assification eet -'
DISCIPLINE(S) SELECTED: Tigning 1 T& ¢ 4
. |
— a O C S . |PRIMARY CONSULTANT OR NCDOT ENTER PRIMARY CONSULTANT NAME OR NCDOT UNIT!IDIVISION STANDARD FEE IS 92 L
Format: [First Name initial, Last Mame initial) RAW HOURLY RATE OVERHEA FEE Cost of
Mame as submitted to NCDOT o Consatansy wicss D {Thisihe  Capital
= = = Le. [JH] John Hancock I 03 raha Jooeoiad S (Thirirthe rabw FThE e F
—_— P e r D | S C | | | n e CLASSIFICATION st the name of each smplives shat wilba savoles | MTHET for the rana anprowad | s
L thhe onstans name hat i o 27 2N SRR s A0 RIS respeciie ofasalinanon | amodees fdinanad’ goomned | HeAWCRST | aoommad
DISCIPLINE sadariadto compans sonoe andmanday | orclaeaiicanion aguicadan: Thicfpid i opnionalfan | andthe consatan: b MRGT Aarvhe e WREST
{Lindisiradacnadto compodans the soaoe | asnimanss wdh MOCTT for this MG T cond dr dndicaradinron B Adims vidfnead namefudicsnsd OFthe forthe soasadtan | Aadhe 4
[ ] Ad d a ‘ 0 n S u |tant N al I I e & manday esmnatalaifor this pradact LHSEHEE VE i ans tha classifcanion o |t dhaccment i codass i rane Aol ata e hgaiiicaan rata constant | sadinanad conssdans
FHams 30 $a0 R3ms s 1 Rsh rens SRR Sreatan of a2 Rt & Samad on the slzeaiinanian sodivacead. For fudiranad doodkimn Sdisaied'i
sadaciadon s TSR SAmotavas a3 i e feadeadi e Mbasn cdber iiiads i ooocelans on e Sl ML T i, s s dfhe oobamn | Db T £

° S e | eCt C | aSS ifi Cati 0 n Leve | i SELEL TN "wonbstoet s of W proyact F sty (o (A rabs gponrved i ihe Loy MHW- A b '_

i | Bigming CONSULTANT NAME

« Add name for each classification |
level (follow format) i :

e Add hourly rate per position / name '

 Add Overhead, fee, and cost of =

o

capital rates | r_

Must have same names and |

o ; |
r a te S betwe e n N C Do T & F l rm Instructions DISCIPLINE SELECTION OVERALL SUMMARY Acct Initiation Request | PEF CLASSIFICATION SHEET | SIGNING | T ,‘
27
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| Scope and Manday Estimate Form |

(6 of 9)

|+ Step 5. Complete each — E
Discipline Worksheet ol s

— Fill out all blocks —— |

— Each discipline has a unique worksheet e ?

— May need to add tasks S e,

— Add mandays for all tasks and for each = == |
individual

— Add quantities or notes as needed T LT — |

— Add direct cost quantities as needed e e ;

— Can hide or unhide rows

Must be independent from NCDOT and Firm! |

28
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| Scope and Manday Estimate Form

(7 of 9)

o Step 6. Hide or Unhide E
— On the worksheets, hide unused

.

rows and columns (delete, too) — —_— — |
. | Hld;-m:sad ng«:rﬁrl:l:iﬂd Unhide all Columins and Rows | |
— Decreases size of workbook — :

— Check: PROJECT PHASE —

e Discipline Selection e

° AIR PRELIMINARY STAGE
Projec Familiarzation

‘ ° PEF Sheets Dearunsa Maoine Ansirarkene £ okt fne mbudo [
1 Step /. Repeat steps 5 & 6 E
{ for all PEF sheets g
;
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Summ

Scope and Manday Estimate Form
(8 of 9)

o Step 8. Review Overall

ary

— Check values for gross errors
(check w/ supervisor if required)

— Save as:

e DOT:TIP#-Firm—-DOT SAP Code
(TRA ...) — SUPP or PO# - DOT —
Estimate Submittal #

e Firm: TIP # - Firm — DOT SAP Code
(TRA ...) — SUPP or PO# - DOT -

Es

timate Submittal #

 Example: B2500 - AECOM — TRA
Signals — Supp 1 — DOT Initial V1

[T

OVERALL SUMMARY

TIP NUMBER:

WBS NUMBER(s):
Note T Popul

om “Acct Initiation Request™ work h
Note 2: m. fill out WBS Numbei(s) section only on
Initiati st” worksheet tab.
Note 3: DOT team,

Request™ workshee!

COUNTY:

TASK ORDER NUMBER (if applicable):

FA NUMBER (if applicable):

ESTIMATE SUBMITTAL NUMBER:

(Version Control-if needed) (Ex. InitialV2 (initial estimate version 2))
‘OTHER PROJECT IDENTIFIER INFORMATION:

(if needed)

DESCRIPTION:

(List the project parameters;

where the project starts and stops)

DISCIPLINE USED:
(List each discipline that will
e involved in this project)

Mergs OVERALL SUMMARY into this file :
Merge file i C\TempiMergeThisFile xism

. the Project Managen fills out the entire ~Acct Initiation
t tab.

1ST STEP FOR FINAL ESTIMATE
(SEE BELOW)

READY TO COMPLETE FINAL ESTIMATE?
ENTER A", F YES. —s

THEM CLICK THE BUTTON TO THE RIGHT

LOCK INITIAL ESTIMATE
| RESULTS

Signing : MS
DISCIPLINE INITIAL FINAL
ITEM MD COST COSTIMANDAY MD COST COSTIMAHDAY |

Signing 0.000 3

Direct Costs. 3
s 0.000 3

Direct Costs. 3
ITS—-5UB1 0.000 3

Direct Costs. 3
‘Grand Total - All Disciplines 0.000 5 0.000 3
Labor, Overhead & Fee
MANAGING DOT UNIT:

Instructions DISCIPLINE SELECTION OVERALL SUMMARY Acct Initiation Request PEF CLASSIFICATION SHEET SIGNING Ims | ITS-SUB1 ®

30
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Scope and Manday Estimate Form
(9 of 9)

[T

o Step 9. Initial and Final
Estimates e SRS e |

WBS NUMBER(s): }
Bote 2: Furm vear, illout HB3 Number(sseation anly on his oot 1ST STEP FOR FINAL ESTIMATE
tab.

- o - . (14 yy - Hm:li et Manages fills out the entire “Aoct Initiation (SEE BELOW)
— For Initial estimate: Place “1” In e
TASK ORDER NUMBER (if applicable) :

READY TO COMPLETE FINAL ESTIMATE? LOCK INITIAL ESTIMATE
- . = RESULTS
ENTER A", F YES. —=
orange field, press lock Initial oo .

ESTIMATE SUBMITTAL NUMBER:

(Version Control-if needed) (Ex. InitialV2 (initial estimate version 2))

- ‘OTHER PROJECT IDENTIFIER INFORMATION:
I I I I (if needed)
DESCRIPTION:

(List the project parameters;
where the project starts and stops)

DISCIPLINE USED:

— If estimate meets thresholds, use  &=mme

Signing : MS

PEF estimate for actual #s — e ———
— For final estimate: Work through == =,
steps 5-8 again (and negotiate) —

— If estimate meets thresholds, use
PEF estimate for actual #s

31
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e P

i e e e i e e R S 2

T

.

.

BT e S e e e iy

e

- |
o All up-to-date forms and docs in TEPPL o
Day 21 Negotiation
Complete Day 25
NTP
- -
— NTP Checklist: Primes and Subs i i
u Complete Cost Negotiate Man-
o= days, then
Use LSC Pre- Dollars (if ¥
Award Sal Complete AIR
Rates, Overhesd needed), and Form; Complete
NTP Chechlist - Primes Fome sae WTP Checklint - Pri Frome £ TP Checklint - Subs et sae " mcﬂcn:m' > EIED mmmdsw-m Day 28
Propwet vander s sor = 1-“ " vander s sor = 1-“ vandir s o ) Final PEF and Sl!dm aY
[ ] e S e e e = Checkfor NCDOT Man-day T Forms
ol it 8 e e e e fommesE and Cost Retumned
! o Yo P o e i ) ] ey - Subconsultants. Estimates Create PO
2p | oA ivnenis wyssi v Prima' s e in SAP Day 30
——— E‘:‘.‘.-;‘:_"h?" Undelr LscC
T e - Luacasy
1 33 |Compiune 1o WTD dpem (cn DO WO sige vy
o e 2. |bend a8 v e By meing e g s et R bt e Issue NTP
s &7 Bt igat NP 4l K52 tarmia) e P Letter
i B ' '
3 | T e a s neeead e SR Sacan cobe Lrted far Toam 00 Toa A Seem 191851 oo g by
e | o s s
[ g iheda el ocsor-L onlor s Do H
" - -
" ol ¥
e Gather Executed
o [y e e, peeps———— NTP Letter and
\ ] Signed R§-2
. Forms
P ¥
W [Comphotm st srmpo e e hstryd i et e —ain
i i T v T A A T Assemble / Scan Package and
Attach to PO in SAP. Email
3| Esentieiewn seiels vt reorus s PSMU thatPO or PO supplement
B[ g abians e nmmds rern b B bt e is ready for approval
£
= - - - L PO Approval in
IR, 18P DG - TraRIparCITISS Aasbny and Lalery Grisen Fagrials IR, 18P DG - TraRIparCITISS Aasbny and Lalery Grisen ragraels FAAEE, 138 M DG - TraRIparCITISS Aasbny and Lalery Grisen Fagrieli SAP Workflow
(PSMU. OIG,
Fiscal)
SUB NTP Checklist 32
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NTP Process for TMSD (2 of 14)

Step Description
Receive Business Unit (BU) Information:

(a) verification of Unit Head approval for work
(b) verification of amount reservation by Staff Engineer/Business Officer
(c) project scope
(d) in-house cost estimate (NCDOT Scope and Manday Estimate Form or TSU template)
(e) account initiation request (AIR) form, if not included in (d)
(
(
(

f) fee negotiation form, if used and approved by the State Traffic Engineer
g) approved rates - Prime

h) approved rates - Subs (provided by the Prime, if Subs are to be used)

* [nformation gathered by Project Manager
 Scope and Manday Estimate Form or Simplified Form

** Reminder:
o Salary rates are locked-in for 15t year for Primes
 OIG maintains current lists (new hires, cost of capltal and overhead rates) 33
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NTP Process for TMSD (3 of 14)

Verify that the AIR form states the specific discipline(s) being used for both the Prime and any Subs (i.e. Prime - 458, 459;

Sub 1 - 309, Sub 2 - 250)
If discipline(s) are not specified, or if they are not specified by Prime/Sub, request an updated AIR form

Receive Prime's cost estimate

If Subs are used, complete the Subconsultant Checklist (one checklist per Sub used)

Account Imitiation Request

Account Initiation Request
. s

Approved by

S%u’d?lm

Fiscal # %A\aﬂ.f
Dae

INFORMATION REQUIRED FROM NCDOT PROJECT MANAGER TO BE " NTP Checklist - Subs sub: Date:
SUBMITTED TO PSMU WITH INITIAL ESTIMATE AND SCOPE _ - —
Comting Fim I | vevorume [ | e — Project: vendar #: PO#:
S ! step Description Date
[ | ro I$| . L erify the Sub is prequalified for each discipline code listed for them on the IR form
DOT Project MmmgerTe # | | It preguaiified then rghect - Suba must be prequolified by o discisline code befone Dhey oo do ot wornk
DOT Broject Manager eal. [ ] werify the Sub has a compliant Experience Rate Modifier (ERM) and that the ERM was reviewed in the last
Project Name: o TIP - twelve (12] months
e I the ERM & et presient or & e of dete contaet the Divkiion Staff Fagineer - the Sub cannct be uied el the ERM & cumest
‘h"“”m‘”"“ | T teree: — e EAR & ot cceryplimt e st - B Sk sarvvct b isind el th sy v ekl ERM
verify the Sub has compliant insurance coverage and that the insurance coverage was reviewed in the last
‘ 5 [|twelve {12} months
[Winswancr i not present o b out of dote contact the Division Sooff Enginner - the Sulr covinod b csed until inseraree & current
WBS Element(s) 9% Utilization Cost Center(s). Function Codes) I the dnsurewee i mot compliont then reiect - Die Subr comnot be wed sl chey howe acceptoble Muranor coveroge
A werify the Sub was not selected as a Prime on the LSC
sy, Do et - Primes are nee ollowed 1o be Subs
_ |werify the sub's overhead (OH) and cost of capital [CC) rates with PSMU
- if rotes gre NOT correct on either estimate, request revised estimateys| os appropriots
& |Werfy the Sub's salary rates with PSMU (or Prime's contract if less than one year from contract date)

34
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NTP Process for TMSD (Subs)

35

|

|

E

i

i

|

|

i

§ Step Description

slide 5 of 14 1 Verify the Sub is prequalified for each discipline code listed for them on the AIR form

; If not prequalified then reject - Subs must be prequalified in a discipline code before they can do that work

l » = » = " - "
| Verify the Sub has a compliant Experience Rate Modifier (ERM) and that the ERM was reviewed in the last
|

! - twelve (12) months

i If the ERM is not present or is out of date contact the Division Staff Engineer - the Sub cannot be used until the ERM is current

;i' . If the ERM is not compliant then reject - the Sub cannot be used until they have an acceptable ERM

'|Slide 4 of 14 - — - - -
i Verify the Sub has compliant insurance coverage and that the insurance coverage was reviewed in the last
! 3 twelve (12) months

! If insurance is not present or is out of date contact the Division Staff Engineer - the Sub cannot be used until insurance is current

1

| If the insurance is not compliant then reject - the Sub cannot be used until they have acceptable insurance coverage

l » [l

1 LSC Slide 4 Verify the Sub was not selected as a Prime on the LSC

i If so, then reject - Primes are not allowed to be Subs

1

f c Verify the Sub's overhead (OH) and cost of capital (CC) rates with PSMU

| _ If rates are NOT correct on either estimate, request revised estimate(s) as appropriate
|Slide 6 of 14

] 6 |Verify the Sub's salary rates with PSMU (or Prime's contract if less than one year from contract date)
|

A

1
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' NTP Process for TMSD (4 of 14)

Verify the Prime has a compliant Experience Rate Modifier (ERM) and that the ERM was reviewed in the last twelve (12)

months :

5
If the ERM is not present or is out of date contact the Division Staff Engineer - the Prime cannot be used until the ERM is current L
If the ERM is not compliant then reject - the Prime cannot be used until they have an acceptable ERM )
\Verify the Prime has compliant insurance coverage and that the insurance coverage was reviewed in the last twelve (12) |
months
6

If insurance is not present or is out of date contact the Division Staff Engineer - the Prime cannot be used until insurance is current

If the insurance is not compliant then reject - the Prime cannot be used until they have acceptable insurance coverage

* Since ERMs are confidential, NC DOT PMs and NTP Issuers only have access
to spreadsheet that indicate either Go / No-Go (Primes and subs, as needed)

o **“Red” in the row means no-go ** r

W W L

36
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NTP Process for TMSD (5 of 14

Verify the Prime is prequalified for each discipline code listed for them on the AIR form
If not prequalified then reject - Primes must be prequalified in a discipline code before they can do that work

Account Imtiation Request

INFORMATION ACQUIRED FROM NCDOT PAOUCCT MANAGER 10 B8
SURMAITTED D

-----

Start Your Diwetery Svarch

Oownload Vendos Listings

g o cortified and pragualified firem.

Stan Your Directory Seasch

Downdoad Yendor Listings

o i & e s

Search Firm Name on Prequalification Site

______


https://www.ebs.nc.gov/VendorDirectory/search.html?s=fn&a=new

NTP Process for TMSD (6 of 14)

Verify that the BU in-house cost estimate uses contractor employees names and salary rates (prime and sub)

If rates are NOT correct, request a revised BU estimate

Verify the Prime's overhead (OH) and cost of capital (CC) rates with PSMU

If rates are NOT correct on either estimate, request revised estimate(s) as appropriate

10 |Verify the Prime's salary rates with PSMU (or contract if less than one year from contract date)

Verify that both cost estimates have employee names listed and use the correct salary rates

If rates are NOT correct, or names are NOT listed, request revised estimate(s) as appropriate

11
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Il o
Merge & de Synchro Sidra and "« X
ansModelor morkshest zo. - | 1 | [T = = = = gesti CONSULTANT NAME (R o] e
referenced formulas on this Hide Unused| Hide Unused CUIT‘""’E ﬁ"d eLassnicanon Tratfic Unit Head (TR-1) The PEF Manager %
workshest. Merge file is Rows Columns olumns an SR Frojest Engineer Sup. [TES-3] Ir. PEF Supervisor $
CATemp\MergeThisFile xlsm Rows WORKLOAD Froject Engineer Sup. [TES-Z) s FEF Superdison kS
| e Project Project Project Praject Project Engineer [TE-3] Ir. PEF Engineer #1 3
sssssssssssssss e iy | Engineer Sup, | Enginesr TE- | Ergineer (TE- | Engineer [TE- Froject Engineer [TE-2] Iz FEF Engineer #2 $
anpaorz (TES-21 3) i} 1) Project Engineer [TE-1) 14r. PEF Engineer #3 4
s TRAFFIC 4OLUME DEVELOPMENT
24 anvort Farecartto Peak Haur Yalumer
4 2022 BaSEHEAR MODEL
a1 Hiahusay Gapacies Safeu i 1.9 10.00] .40 1001
az N 1 T
s
5 Ts--SUB1 CONSULTANT NAME | 9.002
51 P
sz 0.
52 5.0 10.0] .40 1.0
s
61 o ]
oz 4 b OVERALL SUMMARY Acct Initiation Request PEF CLASSIFICATION SHEET SIGNING ms ITs-5UB1 COMNGMGMT COMC
63
6.t iL.
0 100% by
1 100%) sy
2 ToTAL woR
3 woun,
5 3 En.
5 TOTAL WORKDAY'S:
7 TOTAL PAYROLL BURDEN:
B -
9 GENERAL OVERHEAD:
o] SUBTOTAL: C
1 COMPARATIVE FEE:
2 FACILITIES COST OF CAPITAL:
3 TOTAL:
DIRECT EXPENSES:
CONGESTION MANAGEMENT GRAND TOTAL: ” 38
3 OVERALL SUMMARY Acct Initiation Request PEF CLASSIFICATION SHEET SIGMNIN ms IT5-5UBL ca
i e pos = — - P ——— e =



What if Firm wants to use a higher level |

employee to do entry level work?

« (Can use lower rates for an individual, just as long as they don’t exceed the
maximum amount that they were approved for on the certified rate sheet

e Can reduce the hours of the higher level individual (gain efficiency)
 Rates should be in line with the others at the same classification

e 2 X Methods:

— Complete DOT estimate with hours and classifications, then fill in the salary rates once
you get the firm’s estimate

d — Have the firm provide the rates up front when scoping the project (prior to sending
: Initial estimates to NTP issuer)

- i B 2

s T R e o

A
:
#
A
i 39 :
g |
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( i
12 Verify maximum allowable non-salary direct costs :
If costs are NOT correct on either estimate, request revised estimate(s) as appropriate
13 |Verify that direct cost estimates are similar, and any non-standard direct costs are reasonable
14 Verify that tasks on both estimates (BU and Prime) are exactly the same (number and wording)
If tasks are NOT the same on both estimates, request revised estimates
15 |Verify the work effort by employee levels is similar on both estimates
o R e — _ . o R e — _ .
[ ) I F— e = i s sl "'"""‘"’.;ﬁ‘;':.f."z‘iz"...’.,‘l‘&.m:i‘i"""”“""! I F— e = i s sl "'"""‘"’.;ﬁ‘;':.f."z‘iz"...’.,‘l‘&.m:i‘i"""”“""!
e S ?m'”l itm 7 . —— S ?m'”l itm 7 .
aoss o e 3 aoss o e 3 F
< o 2000 o0 o 2000 o0 .
] o= W N = o= W B a 40
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' NTP Process for TMSD (8 of 14)

Complete cost comparison worksheet with initial estimates

17 |If negotiations are needed, forward the Prime's initial estimate to the DOT Project Manager :

18 |If negotiations were needed, receive revised BU estimates

19 |If negotiations were needed, receive revised Prime estimates

41
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|

Wait — Didn’t you say we only need to
worry about mandays?

e Scope / negotiate the mandays and :
classifications with the firm. :

Manday estimates and negotiations will no longer use NCDOT in-house rates
. NCDOT is in the process of preparing an updated assessment of reasonableness for wage rates
5% Mandays is the goal
— 5-10% Unit Head Authority

(or establishment of wage rate benchmarks). Until this has been completed, NCDOT will. in
— >10% Technical Services Director Authority

accordance with Federal Law and Department Policy and Procedures. use the respective firm’s '-
* $ do not require higher authority signature

actual salary rates during the negotiations of task orders. Once details of the scope of services
— Gap in $is an indication that you have further

are determined. the NCDOT Business Unit/Division. or its representative. shall prepare a cost f
estimate for the work which includes the level of effort for each classification of staffing

negotiation needs regarding manday classification

assignment

required. Level of effort for each classification will then be negotiated. The cost of the scope 4
of work will then be a result of the negotiated effort, the firm’s actual salary rates. the firm’s
approved overhead rate, and the fee. Please note. the NCDOT Business Unit/Division must f
prepare an_in-house cost estimate for all work required. and 1n the appropriate level of detail
which will allow for negotiations of level of effort for each major task. Given these changes. :
detailed below are revised requirements to issue a NTP for the various types of contracts with
assignments issued on a task order basis: :

N S e B

» Cost comparison worksheet flags 10% or
greater differences in cost differences per

unit between NCDOT and the firm

— Flag will help you identify those instances of large
manday classification assignment differences

— Not required to use automated worksheet, but all
the more reason why it's a good idea

Negotiate the mandays and classifications with the firm. The firm manday estimate
must be within 5% of the NCDOT manday estimate by discipline. The Business Unit
representative may use sound judgement to exceed these limits up to 10% of
mandays. provided that the Business Unit Head or Division Engineer co-signs the
certification memo required herein. Any firm estimate that exceeds the NCDOT
manday estimate by more than 10% will require approval by the Director of
Technical Services.

42
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Tips on Negotiating '

 Goal of NC DOT: Get to a reasonable cost for delivering the task within the
time you need, within budget you have, and to the quality you require (not to
break the firm)

 Goal of Firm: Provide a service to the NC DOT that delivers a task within the
time you need and the guality you require, while maximizing profit

e Understand the firm’s perspective, strengths, and limitations (empathy)
—Time and effort for a task may be different
— Partner in growing capability, as long as it's in NC DOT’s best interest
—Is the firm pricing “risk” too high?

e Finding common ground vs. giving Iin

» Cadillac Escalade vs Ford Fiesta, and only $20K

* It’s ok to say no and move on to #2 or #3

A
:
#
A
i 43 :
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NTP Process for TMSD (9 of 14) ;

Complete cost comparison worksheet with initial estimates ;

:
st e Link to Cost Comparison Tool to Merge PEF and NCDOT “Scope and |

File name of the Fim Scope and Manday Estimate for this project

Your projects FEF flie name
PEF xdsm

e ooroc e e o e et e Manday Estimate” workbooks: PMSU Cost Comparison Tool :

‘C:Temp\PEFxlsm]  This PEF Scope and Manday estmate fie

e ] * Cost Comparison Tool provides details at the task level vs overall

Note 2: You could save the curent PEF file as DOT dsm and the Last version of the PEF file
as PEF.xlsm to compare what changed version to version.

.
Process 1. Ensure you selected "DONT UPDATE" when you opened this file. This file can reside in any kcation p rOJ e Ct

2. Selectthe icons below in the order that they appear

OPEN FILES NEEDED TO UPDATE THIS ALE
4

4
CREATE DETAILS WORKSHEET TAB - STEP 1 COLT COMPARIEON THEET |
— . [ —
7 wun = r
CREATE DETAILS WORKSHEET TAB - STEP 2 COUNTY: T y
scaer: e = -
CREATE DETAILS WORKSHEET TAS - STEP 3 DOT ESTIMATE Firal PEF ESTIMATE COMPARISON DTN r
e = = = o s = F
= Troaieay | [ 3
DELETE UNUSED UNIT WORKSHEET TABS Vieh Eawa Traic Contrel TAETC]| = Warh Tana Tl Conol WWETE] == ek Zans Tralfi Contral PWETE)| -
o o
il Pavarsar Marking & Mames| Firal Parvroet Wi hirea & Wareers | Toral Porverment Markies & Harkars
REMOVE FORMULAS FROM UNIT WORKSHEET TABS ydraica| = Tirdraial Ere—— r
- d
= T Eroaes o
o
FILTER DETAIL WORKSHEET TAB TO "RED" MANDAY TASKS Gectmhneal [rrr— ek | [
o
Shgming| Hrgnirg | arong)
HIDE UNUSED UNITS ON SUMMARY WORKSHEET TAB F
TOTAL MANDAYS and SALARY COSTS. I | TOTAL MANDATS and SALARY COSTS OVERALL I |
TGTAL GRECT COSTS, Ix T TOTAL GIRECT CORTE H T | 1
CLOSE FILES USED TO UPDATE THIS FILE SRR TR TR I -1 EEE - =
RS — [—— - - 3
y 3. The MASTER FILE has been renamed to “TIP" - “Firm" - Cost Comparison. coumane - e = ——— =

y ixg"z}‘;z‘:“ﬂ c4293) TP~ is replaced by the TIP & “Fimn' is replaced by the prime fim indicated on the DOT fie. - e f
,¢ : This file can be found in the C:\Temp folder (along with your originating DOT and PEF files)

j ;
; 4
y
A a4 !
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https://inside.ncdot.gov/TransportationServices/professional-services-management/Documents/NCDOT%20Cost%20Comparison%20of%20Scope%20and%20Manday%20Estimates%20MASTER%20FILE.xlsm

NTP Process for TMSD (10 of 14)

20 |Complete cost comparison worksheet with final estimates and sign

Email the AIR form (with the vendor number in the subject line) to the TMSD Processing Assistant and request a purchase

21
order (PO) number

**Include: PEF Final Estimate and Contract Type

22 |Receive the PO number Tue 20302018 1205 P
Ciaramitaro, Dominic J

= . B . PO for HNTB (Vendor# 60027), Contract #7000016706
Ue rl.fl?III th E fcl IOWI ng I n SA P = o Smith, Cathy 3; I Cliver, Judy A
(a } ven dDr ( P ri mE} Message ™1 Route Change Investigations 2018 AIR Form 180120.pdf (105 KE)]
(b) Cost Type ("lump sum" or "cost + overhead + profit") S~
(C} Amﬂunt (ShDU|d EC]LIEII thE PrlmEIS fll'lal EStlmatE} PleasesetupaPOforHNTBfor_asaCostPIus. Attached is the AIR.

(d) Short Text (should be the same as the Project Name on the AIR form) Thanks|

23

e e e e T e e e B e e e e e e e e e B e . B e B e . .

Dom
(E) WBS E|EI IIEI"It = # .| A3-Consultant 6300052795 Created by Judy A. Oliver
[® .| A3-Consultant 6300052795 Created by Judy A. Oliver & YL
. — _— Document Oversew on (1 2 @ (et prevew meszages [ & personal settmg
(f} F u n Ctlﬂ na I Are a Document Overview on | [ "/' Aprint Preview  Messages Personal Setting [ s Cansarart TVETR00555E] vendor ETE TS NORTH CDLIATE] Doc. dite:  [GE7L375018
= ‘2 Header
(g} CD St Cen t-e r @:F\}Ccmsultant | R Vender 6018 HNTB NORTH CAROLINA PC IDDC- date  |02/1372018 P S m A 1 Shor Tex PO Quantiy 0. C Deiv. Date | et Price Curt.. Par O.. Mag]
= |E| Delvery/Invoice | Conditions | Texts . Address -~ Communication | Partners | Additional Data Org. Data Status . Customer Data | R... DlEl a R e e i
Original Budget Estimate 0.00 USD i
o EEE (AlaET &F]TF o
Suppl. Amount 0.00 UsD Contract Changes-Supp/Amen/Other @ ||
” o Ant. Under/Over 0.00 USD PO Closed Tate | mem [ 10 ] Route Change investgations 2018 | |a)=
SAP CODE: M E 23 N , D I S p I ay TEET e 0,00 USD Tast T COST + OVERHEAD + PROFIT Services | Lirfts | MateruiDate | Quanttes/Weghts | Debvery Schedule | Debery | Bnoie | Condiions
h d ” Budget Corrections 0.00 USD FaTIITET AR T7pe = Acch LoaTMAst . ¥ Dt £5k racegome ¥ CoCode [NCDOT -
Fun
Enter PO # = oo e
|_ B i Itm A I —Short Text PO Qugntine 0_cDgly Datg pgt pricg Curr.. |Par 0... Matl Group  |PInt F... | T.. outin:Td e Trafic e > e
|=‘ — MMS Task 0
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NTP Process for TMSD (11 of 14)

24 |Complete and sign the cost certification memo

25 |Complete the NTP form (but DO NOT sign it yet)

26 |Send unsigned NTP to the Prime requesting their signature and sighed Subconsultant RS-2 form(s)

Receive sighed NTP and Subconsultant RS-2 form(s) from Prime

Subconsultant RS-2 form is required even if no Subs are being used

27

1'% iy
$TATE OF NORTH CAROLDU
STATE OF Noafit CAzoLnts o DEPARTMENT OF TRANSPORTATION LA TGO RAGE AND GENDER NEUT

DEPARTMENT OF TRANSPORTATION el
Tases | Tassese == T T T

46




NTP Process for TMSD (12 of 14)

**DO NOT SEND SIGNED NTP TO Prime PEF, YET **
IF NEED TO START IMMEDIATELY, ISSUE “LIMITED NOTICE
28  [Sign the NTP TO PROCEED”, AND MUST NOT EXCEED 550K OF WORK

Send documentation package (in the following order) to the TMSD Processing Assistant and ask that it be added to the PO
in SAP

(a) NTP (fully executed)

(b) RS-2 (subconsultants) form(s)
| 59 (c) Certification memo
i (d) Cost comparison sheet
(e) NCDOT estimate (final) - includes both the manday estimates and direct costs sheet (even if zero)
(f) Prime's estimate (final) - includes both the manday estimates and direct costs sheet (even if zero)
(g) Fee negotiation form (only if used to increase the standard fee)
(h) Scope (task order)

** Combine into 1 x File using Adobe Acrobat **

30 |Receive notification that the documentation has been added to the purchase order

P T, R U .
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NTP Process for TMSD (13 of 14)

31 |Verify the correct documentation has been added to the correct purchase order | In the “Attachment List”

32 |If supplement, verify additional money has been added to the PO

Send an email to PSMU requesting review/approval with PO# in subject line
33 Note that approvals are needed from the Professional Services Management Unit (PSMU), the Office of Inspector General (01G), and the Contract

Management (CM) office |
Verify approval of the purchase order (PO) As of July 2018_' Terry Farr, Dan
(a) Use SAP transaction ME23N ("Display Purchase Order") Shuller, Jennifer Hernandez

(b) In the "Header" section, go to the "Release Strategy" tab
34 (c) Code "AA" is PSMU approval - green check means approved and yellow triangle means pending
(d) Code "EA" is OIG approval - green check means approved and yellow triangle means pending
(e) Code "CM" is Contract Management - green check means approved and yellow triangle means pending
(

f) If all codes have green checks and the "Release indicator" is set to "R" then :he PO is approved

Purchase Order B Goto  Emyros Sy Hel
¢rH Coe QMR voLD BE @@
[ .| A3-Consultant 6300052795 Created by Judy A. Ofiver

i & 1 Shom Tewt Uzt 0.../C Dab. Hat Prica 0. Mati Group Pt [ 48

A |_lt0 W T Routa Changa Investigati 1A o I I AL Cm Servces Cantract Man agem
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NTP Process for TMSD (14 of 14)

If PO is approved, forward the executed NTP and RS-2 forms to the Staff Engineer/Business Officer and request they

update the PEF spreadsheet with the actual task order amount
If PO is approved, forward the executed NTP and RS-2 forms to the DOT Project Manager and let them know they can

35

36
begin to issue work

37 |If PO is approved, forward the executed NTP to the Prime

38 |Send all documentation to the TMSD Processing Assistant Not necessary if the documents didn’t change

49
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What Changes with Supplements? '

 Not much — must scope and negotiate (as needed) with PEF again

 Reminder on lump sums

— Supplements only for extra work outside the scoped tasks (I.E. scoped 5 widgets, now you
need 10 widgets)

— Not for more $ of the same task (took too long or more effort than estimated, |.E.
estimated 5 man-days to complete a task, but it actually took 15 man-days)
o Step 1: Project Scope and Estimates only include supplement; AIR keeps
same PO - add a Supplement # and verify that the WBS did not change

o Step 19 and Step 20: Only receive confirmation that supplement was added
to the PO and if any other adjustments were required; verify supplement was
added to PO (a change in total amount, not a separate line)

A
:
#
A
i 50 :
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ncdot.gov

1 4
r.
¥

i | '

) | i

| v
L
:
F

A 4
b
i

1 3

: [

1 y

4 :

Purchase Order Under Limited Services Contract - Notice to Proceed :

y Approved for Pilot Date: April 26, 2017

1 A

4 Revised Date: September 25, 2017 y

1 I

] Approved Date: November 16, 2017 F

' i

4 y

A Calendar Days ‘Calendar Days Calendar Days
4

1 | | y

1 A

Day 0 . D:' 8 Day 10 Erdesdorts  Estmdes bay 21 ”ég,‘:.“‘:,m“ Day 25 y

1 CSW mogfm:eaﬁ‘ 4 R Scope Project Manager Submitted TP . . :

= ~ nvoicing |

] :

NCDOT Project Manager Completes i
5 pre-

F A Sy [

| Scope Taskis) with Firm T 1

i Guestions {Minter) . ;

= Evaluate
g s s
UL s
F

A
L

pall rogress :

1 Project Fact Sheet NCDOT Pre-Scoping Activity: Sub Estimates P r OJ e C t F

4 « Basic Project Infrmation and Project Schedue + Verfy Project Schedule

« Expected Project Delivarables + Check Funding and WES (Request Funds / d

i Accekerate PE [fNeeded) .

: NTP Timetable (Calendar Days): N mﬁ-ﬂ'ﬁ?m ofWerk (ichdng C O I I I p I et I O n ;

« Moty Firm - Day -X (7 o 14 days before Scope + Devslop Prelminary Man-day Estmate
Conmet dzpending on sk complexty) + Establish NTP Tmetable with Diates Indluding {

4 + Scope Cortact (Mesting / Teleconference | Emal Initid Scope Contact

4 Exchange / Questions) - Day 0 ;

4 5

4 + Scope Response Fom Firm - Day 6 PE Firm Pre-Scoping Activity: o

] + Scope Concumence - Day 10 .

1 « Irifal Estimstes Due - Day 20 e Ty P ek (e r

« Negotistion Complate - Day 24 + Develop Prelminary Man-day Estmate :

4 « Natice to Proceed - Day 25 F’

.‘ = Forms Retumed to NCDOT - Day 28 Use SAP ransacion ZCM17 o monitor FO '

- « PG -5, e e ,

1 y

A 1

A
2 i
A
’j 1
y
A
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Invoicing (TMSD Processing Team) '

 PMs request to reserve funds for a PO through Business Officer during Scoping (LSA
Contract #, WBS, Supplement # (if required), Reserve Estimate Amount)
* Business Officer reserves amount, responds back to PM confirming update to spreadsheet
— If > $300K, requires Division Chief / State Traffic Engineer approval
— If <$300K, requires unit head approval
* Follow NTP process through completion (includes sending final budgeted estimate to
Business Officer for revising initial estimate)
— Processing Assistant notifies the PM of the PO final approval in SAP by Contract Management
— Limited Notice to Proceeds cannot be invoiced

: « PM sends PEF sample invoice template e

s P

T R e o
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| Invoicing (1 of 7)

—

I
1 v
* Invoice complete packet requires ;
1 v
] : e E
— Invoice template completed with firm letterhead :
.1 . . :
‘ — DBE-IS Form (provided by firm) ;
A - - r
r
-. — Progress Report Form (provided by firm)
A i
: — Invoice Payment Authorization (Internal tracking form) :
A i
1 Lefterhead / Name & Address Goes Hers 4
] e N - RSsH !
R i Department of Transportation kel -
4 Subcontractor Payment Information :::.I\A:f
A Submit wim Involce Tor involoe Coorinaar —h y
1 INVOICE FORM mca‘yua.m’amne;ammawmm .
- e INVOICE PAYMENT AUTHORIZATION 1
j Tt e 3T e e TO: CMACOMSIGNAL/SIGNING/TC TM RETURN T BY: 2
Lummz Sure Fem™ WES No. (State Mo
N Mo PAY INVOICE: (YESMNO) _ DAIE B :
e
: ? = =E=== [rv— VORI oeidv bt HOLD FOR TWO WEEKS FRIOR TO PAYING: F’
i T o el i il e omionmn - HOLD UNTIL FURTHER NOTICE: __ (IF THIS SPACE IS CHECKED REVIEWER :
4 E ek comgaesed g At . T8 i i SHOULD NOTIFY FIRM OF REASON FOR DELAYED PAYMENT) b
= — A/ i<l Bt _ t
‘ — . o - i
EE T “Totad amount Faid to Subsontractor Fimes. 3 ; : 2 ! - P
= T e ks 105% somgiie PLEASE SIGN AND DATE THE INVOICE. THIS IS A NEW PROCEDURE REQUIRED BY THE 4
1 £ D — — O s —— FISCAL ACCOUNTING OFFICE. K
i - b 5 gt e T NOTE: This invoice isto beretumedto______incube__ on or before the date listed above. E
A ogawre e Lot e wmm Timeng Fians :
f P — . F. Task b = Presminary Subminal Dats: To ¥
A = Tt 15 100% compit. b
A :::i‘?;_. — - G. Toak 7 Fielg 5 4
5 e bt Pt fo— [ — . “:“.m:__';..;‘iguz;‘:}“.,‘:;;”“..? T ek ;
’: ....... g [ i ML Tk B = Evadaition of Trame Signal System Opcations i
F — Gyt :
,j e T e ST e RSsH ['.
A 53 :
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| Invoicing (2 of 7)

* Invoice Template

——

-

1 — Filled-in by firm R
5  PEF can modify activity lines and fills in header info N

; — Remit to address per W9 (firm not NC DOT) E"_:'j",_,:

] * Requires approval signatures on front page (PEF and PM) N

J — PEF typed name and signature required %%%%%

: — NC DOT PM signature block required %%%%%

« Subconsultants must be listed and match the DBE-IS Form ===

« NC DOT Invoice # should be sequential and reference supplements o fi:::

: — PM reviews / validates =

J * %s and $s - compare to progress report Ee.;:?_,_ =

* Reviews / validates %s and $s of sub-consultants
— Sub-consultant pay cannot exceed invoice amount or total sub-consultant authorization
— Sub-consultant pay must match DBE-IS Form

— Upon review, NC DOT PM signs
e Unless designated, Unit Head should not sign |
 NTP Issuer cannot sign because of conflict of interest o4 '

e o S 3 C o e s o - e P ———
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Invoicing (3 of 7)

i e e

1

e DBE - IS Form

T

| — Filled-in by firm S

3 « Form is a validation that subs are being paid o EE ;
 Validation that subs are not primes (2018 LSC only) o e——— |
 Prime PEF must sign (twice) — . |
« Signature should match invoice approval signature —
|  PM reviews / validates $s - compare to progress report — ———— :
; * PM reviews / validates $s of sub-consultants e e e =

i — Sub-consultant pay must match Invoice Template mmﬂm%wlwzi [
A {
|
i 55 .['
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Invoicing (4 of 7)

:

Bl S BB R

e U e e

* Progress Report B
— Prime PEF’s template -

iy TS Prosgrens

: — Includes: B

3 o Accomplishments to date
* 9% of tasks completed e
« Current and updated project schedules iy O
« Outstanding issues or problems - |

— PM ensures that % work in line with rate of completion of work

— PM clarifies with firm any questions / revisions with Progress Report

e

R

= e bl

T TT—

f — Signatures not required =
— If subs, submit a report with the cumulative total of all payments

) to subconsultants, regardless of any particular subconsultant’s

) engagement level under a particular task order .

U i i S ) i T b i i il i



| Invoicing (5 of 7)

* |Invoice Payment Authorization (Internal NCDOT)
— Initiated by Processing Assistant

——

S Al
-

Sln

T

i  PM name

e Date invoice received el :
3 * Cost of invoice e E
* Return to Processing Assistant date ﬂmﬁm“ﬁw—m%“im“m |
~ Completed by PM =
* Yes/No pay invoice s R R AR f
| « Yes/No date e r

« Sign only if approved for payment [
« Any discrepancies or “no” annotated in comments [
{

S e Bl

o With multiple WBSs, PM annotates amounts paid per WBS in Comments section
 PM must respond back to Processing Assistant by due-date
— Any “no”, PM should respond back to Processing Assistant ASAP and PM resolves with firm

57
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Invoicing (6 of 7) '

| « Partial Billed / Monthly Invoices

P

— PEF submits invoice to Processing Assistant / Staff Engineer via email or malil
— Processing Assistant assembles and delivers to PM w/i 24 hrs of receiving
— PM submits complete invoice packet to Processing Assistant by due date

; — Processing Assistant enters invoice packet into SAP

* |n transaction ZCM1, enters the PO, date of invoice, date received, firm invoice #,
: total amount due on invoice (per WBS, if required) —

» Records SAP documents # on invoice ===

s P

L L W R W W N W L

« Scan and uploads invoice documents into SAP | e 11 -
j « Business Officer / Staff Engineer approves releasing invoice in SAP _ == i: E
» Workflow routed to OIG to Fiscal CM (ho PMSU) — | E
] * Any discrepancies, OIG contacts Processing Assistant who contacts PM to resolve : E
with firm "'W E
1 * Upon Fiscal CM approval, Prime Firm is paid (prime responsible for paying subs) :

i 58 :
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Invoicing (7 of 7)

:

Bl S BB R

e U e e

e Closing out final invoice
— When final invoice received, PEF must mark “final billing” on Invoice Form

— PM reviews that final amounts are 100% spent (to the penny)
J * Invoice will be rejected by SAP if not exactly 100%

| — If there is a supplement pending,

* Note in comments of Invoice Payment Authorization form that the invoice is “not final” (even
though may be marked by PEF as final)

* An invoice on a supplement will be delayed until PO receives final approval in SAP

— Processing Assistant checks “final invoice” in SAP, Business Officer / Staff Engineer release
e PO remains in SAP as “closed”
« TMSD processing section has ability to reopen if needed

= e bl PR
s B e e R T Y —

CO .

e e e e T e e e iy —_—
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Evaluate

Used in selection of future task orders on current LSC and future LSCs

{ * Upon completion of Task Order, PM completes Prime and Sub evaluations NLT 30 days
 Review work

: — Schedule: did they meet it, exceed it, fall behind? Quality — needed multiple corrections?

— Work: Reports — meet, exceed, not meet expectations? Analysis — correct or need corrections?

1 — Cost: Accuracy of estimate — overruns due to Prime?
— Other factors: complexity, schedule, etc

 Determine an overall rating 0-10; 8 is baseline for acceptable — provide justification + or - 8

e Feedback to firm
— Required for both positive and negative feedback
— Clearly understanding and communicating the issues is more important than the # of the rating
ﬁ — Section / Unit head have responsibility to explain negative ratings to firm; elevate as required
— Negative evaluation should not be the first time the firm hears about substandard performance (progress reports)

i 60 :
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ASSessS

« Each project becomes a data point for refining future project estimates :

* Highly recommend to document level of engineer expertise and
supervision, and mandays required to completes tasks

| o Units have different methods of documenting historical assessments of
} each firm and/or task; SAP, Scope and Manday Estimate Worksheet, etc

e Estimates for a task’s effort level should continue to improve
— Reduces over or underestimating and the associated “Factor of Safety” or “Fluff”
— Stretches the State’s Transportation $

Bl S B B

i

O P

T —_—
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|

Summary |

* Roles and responsibilities
« NCDOT Policy and 2018 LSC changes
 Addressed some common questions

 lllustrated how you fit into the NC DOT's
Project Management Paradigm and
beyond

e Scoping, NTP Issuing, Project Progress,
Invoicing, and Close-out

o
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