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. . oot Prequalified Consultant Form
Prequalifications M

Form DOT-C5-100

IForTn DT-0330 Part | I DT-0330 Part | Form (General Qualifications)

Form OT-0330 Part 1l

« https://www.tn.gov/ ... D e
tdot/professional- e .
services.html byt et g

you must submit a renewal rather than an update

* Prequalification must be renewed every 3 years.
Required Materials

Instructions [8

TDOT Prequalification Fundion and Profile Codes (1]

* Part! &

Balance Sheet [l

Organizational Chart [l
* Indirect Cost Rate Schedule - AASHTO Guidelines
®  FHWA Self-Certification Staterment

* FHWA Self-Certification Requirements ]

Examples provided below are for reference only. Mo packet will be exactly as shown in the examples.

Example Balance Sheet & indirect Cost Rate Schedule IB

Example DT-0330 Limited Packet [

Example OT-0330 Unlimited Packet

Prequal FAQ [B)


https://www.tn.gov/tdot/professional-services.html
https://www.tn.gov/tdot/professional-services.html
https://www.tn.gov/tdot/professional-services.html
https://www.tn.gov/tdot/professional-services.html
https://www.tn.gov/tdot/professional-services.html

Required Forms

 (New and Renewals)
— DT-0330 form for each location - Part 1only
— Resumes (Max 20 per firm)
— Balance Sheet
— Organizational Chart
— Indirect Cost Rate Schedule - Unlimited
— FHWA Self- Certification Statement - Limited

— Mustb d 3 ’
ust be renewed every 5 years Submit to

TDOT.PSPrequals@tn.gov

gy TDOT

nent o


mailto:tdot.psprequals@tn.gov

TENNESSEE DEPARTMENT OF TRANSPORTATION ! QuALIFICATION TYPE

Re q u i red Fo rm s ARCHITECT - ENGINEER QUALIFICATIONS

PART | - GENERAL QUALIFICATIONS
(If a firm has branch offices, complete for each specific branch office seeking work)

Za. FIRM (OR ERANCH OFFICE) NAME 3. YEARESTABLISHED (4. UEINUMBER
Y 2b. STREET 5 OWNERSHIP
3. TYPE
2e. CITY 2d. STATE 2e. ZIP GODE

b DISADWANTAGED BUSINESS ENTERFRISE (DEE)

FOIMT OF CONTACT MAME AND TITLE O ves m sl
7. TYFE OF OFFICE

— New DT-0330 form - Part 1 -

O n |y &b. TELEPHOME & FAX NUMBER @c.  E MAIL ADDRESS
8a. FORMER FIRM NAME{EL (if any) 8b. YR. ESTABLISHED 8c. DUNS NUMBER
Resumes (if needed)
10. PROFILE OF FIRM'S EXPERIENCE AND
. . 9 EMPLOYEES BY DISCIPLINE ANNUAL AVERAGE REVEMUE FOR LAST 5 YEARS
—_ _ Functi - c. Mo. of Employees  Profil ) Revenue Index
Organizational Chart sl e —

(1) FIRM (2) OFFICE {se= below)

A new DT-0330 supersedes any
previous one submitted for that office

- If within 3 months of expiration,
submit for renewal.

TDOT Other Emplovees

Total




Utility References

 If you are seeking U - codes, references must be included
in your packet

* |nstruction Part 10

« Must have a reference for each U-code
— TDOT cannot be a reference

e




Utility References

U03 Utilities; Subsurface Utility Engineering (SUE)
U04 Utilities Coordination; Electrical Distribution
UO5 Utilities Coordination; Electrical Transmission
UO06 Utilities Coordination; Communications

UO7 Utilities Coordination; Gas/Qil Distribution
UO08 Utilities Coordination; Gas/QOil Transmission
UO09 Utilities Coordination; Water

U10 Utilities Coordination; Sewer/Sanitary Systems

TN jec



TENNESSEE DEPARTMENT OF TRANSPORTATION ! QUALIFICATION TYPE

ARCHITECT - ENGINEER QUALIFICATIONS Unlimited
PART | - GENERAL QUALIFICATIONS
= 0 r m (if & firm has branch offices, complefe for each specific branch office seeking work)
2 FIRK (OR DRANGH OFFICE| NAME 3 YEARESTABLISHED |4 LEL WIMAEE
ABC Conzulting Inc. 1909 N/A
b STREET _ 5 CAWNERESHIF
' : 123 Nowhere Way - TVRE
« Box 1 Limited or — e
Anywhere ™ 37156 b, DISADVANTAGED BUSINESS ENTERPRISE |DBE)
U n | I l I l Ite d Ga. POINT OF GONTACT HAME AND TITLE O ves X HO
i - 7. TYPE OF OFFICE
Jay Jake President Home Office
B, TELEPHONE & FAX NUMDER Bc E MAIL ADDRESS
® B OX 9 C 2 613-777-9511 Jay.Jake@noemail com
e s FORMER FIRM NAME(SL ¥ any) 3b. YR ESTAGLISHED  |ac  DUNS NUMGER
1 . N/A N/A N/A
« Don't combine

10. FROFILE OF FIRM'S EXFPERIENCE AND
8. EMPLOVEES BY DISCIFLINE ANNUAL AVERAGE REVENUE FOR LAST 5 YEARS

function/profile codes e P T p— s Rz
Code ] "’ (1FIRM | (2) OFFICE Code i Pl
. I | d h | 7 |Admmisiative 3 il I8 |Cost Estumating 3
nclude the employee e e e
47 [Planner: Urban Regioml G, 5] Z01  |Zonims; Lend Uss Studiss 3
tota | 38 |Techmician Anabest 15 1
&0 Transportation Enzmeer 21 3

TDOT
COther Employees

| Total 77 44




Approval

Once your packet is
approved

A letter of approved
Function Codes will be
emailed.

The Profile code can be

found on the website that is Expil"ES in 3 \/EEI'S

updated 3 times a week.

.DreEa?t:ln-e nt of

e Transportation



Common Mistakes

« Submitting Part 2 not Part 1
« Not using our forms from the website
« Notusing TDOT approved codes

- Not providing the Utility code references for each
code

* Provide the entire packet when resubmitting for
corrections

« Keep the packet to the information requested

BN roor
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Advertisements




Advertisements — Phase | Updates

« Subject line Firm Overview:

- Take note of deadline for — Summary of the firm and
guestions its capabilities relevant to
this project

 Does notinclude Project Fit:

pl.’e.quallﬂcau.on COdefc" — A short explanation of what
- Divide letter into sections makes the firm uniquely

e Be Specific and Concise qualified for this work.
* Qualification Type:
— Unlimited or Limited

TDOT



Advertisements — Phase |l

. Criteria and Relative Weights
® Ad d reSS Wh at IS i.  Team capability (Section C, D, E, F, & G of Part || of the DT-0330 form). 15%

ii.  Pastwork experience in the required disciplines (Section E, F, & GofPartllof | 15%

1 the DT-0330 form).
req u eSted I n eac h li.  Size of prior projects (Sections E, F, & G of Part |l of the DT-0330 form). 5%

iv.  Staff qualification and availability® (Section |: Staffing/Certification Matrix). 35 %

o [ ]
crlterla v.  Technical approach (as explained in Section | of Part || of the DT-0330 form). 20%
vi.  Werkload capacity; including amount of work under contract with the 5%
Construction Division, if any.

vii.  Past performance evaluations on Construction Division Projects, if available. 5%

Section E shall be no more than 10 pages. Section Fshall include no more than 10 projects.

° P | M 't The proposal package shall contain no more than 40 pages including front and back cover.
a ge I I I l I S Section H will not count toward the 40 -page limit.

TN L1



CAP — Consultant Acquisition Plans

Sorting - Alphabetically by County

Description: Includes location

Major Types of Work: Prequalification code

Minor Types of Work: Prequalification code

Work Accomplished Through: Indicates consultant, will likely be advertised

Advertisement Date: Estimated advertisement posting date

Estimated Start Date: Tentative date work will begin

TDOT Contract Manager: Primary contact; can contact prior to advertisement posting for details

Region County Description Major Types Minor Types Work Advertisement Estimated Start TDOT Contract Earliest Estimated Number of
No. of Work* of Work*  Accomplished Date Date Manager** Letting Date Contracts
Through: Awarded from
Advertisement
01 Monroe SR-2, Bridge over Sweetwater Creek, LM 2.28 124490.00 C15 C16, TO2 TDOT in-house MN/A N/A Joshua Metz December-2026 N/A
CEl
03 Montgomery  State Route 48 Widening 123071.00 15 C16, TO2 Consultant November-2028 March-2029 Derek Pryer May-2029
01 Morgan State Route 62 Enhancements Mew Start SR-62 C15 €16, TOZ2 TDOT in-house M/A N/A Joshua Metz June-2024 N/A
CEl

httos// tdot/brofessional-services html

] oot

—————mirhi


https://www.tn.gov/tdot/professional-services.html
https://www.tn.gov/tdot/professional-services.html
https://www.tn.gov/tdot/professional-services.html

Department of
e _ Transportation

TDOT

TDOT.PSAdvertisements@tn.gov

When will the next surveying/mapping

advertisement be posted?

What resources are available to identify

future consultant design projects and when

those will be advertised?

How will rule changes impact new

solicitations?

When do you anticipate releasing the

updated CAP?

Will TDOT start sharing shortlist results?

What is the anticipated use of consultants

for Right-of-Way acquisition?
TDOT.HQ.ROW @tn.gov



mailto:TDOT.PSAdvertisements@tn.gov
mailto:TDOT.HQ.ROW@tn.gov

Agreements — Attestation & Insurance

* lllegal Immigrant * Insurance Policy
Attestation Form (per active agreement)

(per active agreement) — Email only - no mail
— Due June 30t & Dec 315t — Include agreement number
ATTESTATION REGARDING PERSONNEL USED IN —_— Professio nal Lia bility

CONTRACT/AGREEMENT PERFORMANCE

SUBJECT.H'\ EEEEEEEEEEEEE :. ° Confirm Coverage
amounts within
agreement

FEDERAL EMPLOYER IDENTIFICATION NUMBER:
oooooooooooo

The Contractor/Engineer, identified above, does hereby attest, certify, warrant, and
assure that the Contractor/Engineer shall not knowingly utilize the services of an illegal
immigrant in the performance of this Agreement and shall not knowingly utilize the
services of any subcontractor who will utilize the services of an illegal immigrant in the
performance of this Agreement.

“““““““““““ b IDOT.PS.Contracts@tn.gov
(] (] (]
MNOTICE: : This attestation MUST be signed by an individual empowered o contr; ractually
i i If said individual is not the utive or president, this



mailto:TDOT.PS.Contracts@tn.gov

Work Order - Proposals

« Fixed Fee

TDOT

Attachment D Fixed Fee

Calculator

Revised June 12, 2025
 Fillable form - not Excel

Maintain for life of work
order

Project Specific agreements
- submit new form per
proposal

Subconsultant uses same Fix
Fee percentage as Prime

« Cost Proposal
— Be clear & concise
— Cover letter summary

Direct Labor: $17,000.00
Overhead (Home): $24,650.00
Fixed Fee (12%): $4,998.00
Subconsultant: $10,000
Direct Costs: $7,000
Total: $63,648.00

Project No./s Ceiling Amount Fixed Fee

99NMSC-F1-035 S 50,918.40 $3,998.40

99NMSC-S1-036 S 12,729.60 S 999.60
Total $ 63,648.00 $4,998.00




TDOT.PS.Contracts@tn.gov
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Invoices — What to fill out

@ INVOICE SUMMARY PROFESSIONAL SERVICES DIVISION .
Invoice template:
FOR INTERNAL USE ONLY *  https://www.tn.gov/tdot/business-
RECEIVED DATE PS APPROVAL . . . .
redirect/consultantinfo/invoice-
templates.html
TO: Protession Senvoes Divson Remit: Campany 0K * Onthe summary page ONLY fill out
Tennesses I:lEﬂaITﬂEIT. D'TF.I.I'IEFI:II‘E‘UM AEG Sireel
James K. Polk Bullding, Sulte 500 h|gh||ghted fleldS
505 Deaderick Street Mashvile, TH 37243
Nale TH 375554 FILLRGG CONTACT: S * Please use correct contract manager
tdot psinvoicesin.gov PHONE: §15-123-4557 Emall; Jpin Smithicer com L4 D iViSiO N fle | d h as a d ro p -d own menu
CONTRACT MANAGER: Tom Jonss CONSULTANT PROJECTIMOB MO joptional Pay Tarms: 0
DIVISION: Constnuction
AGREEMENT & E1234 INWOICE DATE: 10232025
WORK ORDER #:1 INVOICE & CE123401
N b= INVOICE PERIOD: 01125 o D9I025
Final Inviolcs: g H PROGRESS BILLING & 1 DBE? YIN No

For professional seqvicas reatye to;


https://www.tn.gov/tdot/business-redirect/consultantinfo/invoice-templates.html
https://www.tn.gov/tdot/business-redirect/consultantinfo/invoice-templates.html
https://www.tn.gov/tdot/business-redirect/consultantinfo/invoice-templates.html
https://www.tn.gov/tdot/business-redirect/consultantinfo/invoice-templates.html
https://www.tn.gov/tdot/business-redirect/consultantinfo/invoice-templates.html
https://www.tn.gov/tdot/business-redirect/consultantinfo/invoice-templates.html

Invoices — Wh

at to fill out

For professional sendcss relative oo

Ref.  State Projsct# Cconst. Funding ¥ avallable,
Ho. (99595999559 Contract  Source Locatioh Description Countyta . | . h d d d h
" [ooocsr i stae Route 1 Cavasen Utilize the drop-down under the
3 Siale Routs 1 Dandson .
MOOK-F1-11 Federal |123455.01
_ Funding source so that the correct
: OH rate is applied
5
Ref. Na. 1 4 5
Expense Category Project OO HIOOLR-F1-11 Totals
I. [Direct Labor (DL) Total s 112500 | $ 150,00 | § E] ] 5 1.275.00 U O H b d h
a| : Homea: Per Schedule No. 14| § 50000 | 5 150,00 | 5 3 - 3 % E50.00 se rates ase on t e
b Flaid: Per Schedule No. 18| § 625.00 |5 - |s 5 - |s s 525.00
I. |[Cvermeaa Toml Fageral Stae 3 1,453.75 | & 23550 | % % % [} 1,729.25 I N VOI CE DATE
a| Home (La. x OH rate) 157.00% 145.00% s 72500 |5 23550 [ 5 5 - |s 5 0E0.50
b.| Fiel (Lo x OH rate) 123.00% 123.00% 5 7E8.75 [ 5 - |s 5 - |s 5 TEA.TE
n. [NetFes DL+ OH X 10.0%  jor” 5 261.85 | S s F F s 261.58
Taking Final Net Fee H -
*fee pavance ¥ iess than Mot to Excead 5 125,000.00
caicuaned Fee Previously Blied F H d f (y f h b d
rv. |Direct Coste Per Schedule No. __| § 10500 | § 22500 | 5 s E H 330.00 Ixe ee /o 10r t e su needas tO
W. |Premium Labor Per Schedulels Mo. | S 15000 | & = £ 3 = 3 5 150.00
VL |Subs Costs Per Schedule No. H - |s - |s H - |s 5 - H
g byl o Sonaa e : be the same as the prime
$ 313583 $ g10.50 % $ $ $ 3,746.13
TOTAL AMOUNT DUE THIS INWOICE 5 3. 74613
%% Involced bo Date: 0.00%: : 0.00% Totals .
Contract or Project Calingis: § 250,000.00 5 250,000.00 Pl k h
cofeactorproet el s : ease make sure thereis a
Less Amownt Praviowsly involeed: 3 313,62 [ S10LED 5 5 5 - 5 3,746.132 . . .
TOTAL AMOUNT DUE THIS INVOICE $ 3,746.13 Slgnatu re on the Involice
I the undersignad, do hersby certity that the above Involce |5 tnue and comect 1o the best of my knowisdge and that payment Nas not been received of COsLs previously
Involced.
By Diahs: 1242025

{Principal’s typ=ad name and title)

See Template Revislons Tab for Changes
PS5 Inveice Summany

TDOT



Direct Labor/Summary Log

Direct Labor Log * Reference Numbers
» Raises — Please include a note/letter
Praml Premiy . . .
L g Do not enter info in top portion
Direct Labor (Home) Totals: 1500 § ga000 [0 350 .
Ford == « Direct Labor Summary Amount should
AQREEMENT Efl4 CONSULTAKT PROJECT HO.: ] .
P e T match Direct Labor Log Amount
INVOICEPERIDD: 812026 il IB3N2E
PROGRERS BILLING &: 1 .
- Direct Labor Summary
] ! e} il 3 il it ) Il (Jm
W fwe | B s sw "ER B OGR Tt et ol
0 f it Pt Nenager ] s wmos & 1§ E Direct Labor [Home) Totals: 1500 § 65000 1m s %
2R\ 2 Lewts Lead i S0y 1000 -_—
AGREEMENT £: E1234 CONSULTANT PROJECT MO 0
WORK ORDER & 1 INVOICE & CE1234M
PROGRESS BILLING £ 1 INVOICE PERIOD: 08101125 b 08730725
(a) it} & i) (8) ffail'2) ] m (I=g'h)
RefNo.  Employes Name Title Rate  TolHows  Amount % F';ﬂ% mﬁ
1 Gearge Smith Project Manager § 0 100 S000 5 &0 10 2500
2 Mary Lewis Lead 5 3000 500 150,00




Invoices — Direct Costs

R =S T e R P e P |- E— Direct Costs include lodging, transportation,
== ====x— | fuel, mileage, lab testing (in-house), printing,
— EXPEHSE ———| et

* Break down direct costs for each individual
and attach receipts in the same order
* |tis not necessary to include company

I

—— | Flight .

——— Lodging Total labor logs, mileage logs, cover sheets, etc.
=== \tcals 100% per diem B==——— * For mileage, include origin and

| Meals 75% per diem E—— destination.

= | Mileage ———1 | * ForUber, Lyft, or Taxis, please provide a
B Other | — map.

E=————1 Parking | —

= Printing

————| Transportation (Car rental, Uber, Lyft, Cab)

———— | Truck Rate e




Other Costs
(Include subconsultants here)
Schedule No. ___

Other Costs Total: $0.00

AGREEMENT # 0 CONSULTANT PROJECT NO.: 0
WORK ORDER # 0 INVOICE & 0
INVOICE PERIOD:  01/00/00 fo 01/00/00
PROGRESS BILLING #: 0
@ ] ) &) (f) (g=d'f) ()
Ref. - .
No. No Description Quantity Unit Rate Costs Reference Source
‘ o

Show subs total cost on
this sheet

Use the correct reference
no. to tie to the correct
project number on
primes summary sheet



Invoice Timeline

A S.me'tteo! PS checks Send to Entered into
to PSInvoices email Contract !
the math Edison

box Manager

Gy g TDOT
Department of
. Transportation



Invoices — Supplier Portal

Edison Help Desk

1-866-376-0104 or
615-741-HELP (4357)

Hours of Operation:
7:00 a.m. to 4:30 p.m. CST

Monday through Friday (except
holidays)

Payroll Call Center

Questions about your paycheck, your

bank account information, direct deposit,

lost or stolen checks, taxes &
deductions, or your W-2 form contact
the Payroll Call Center.

Monday - Friday, 8:00am - 4:30pm CT
Phone: 1-877-944-3873 or
615-741-PAID (7243)

Email: payroll.callcenter@in.gov

DOHR HR Support

Questions about Leave, Performance
Management, or Policies & Procedures

Monday - Friday, 8:00am - 4:30pm CT
Phone: 615-741-4841
Email: HR Support@n.gov

Website and Web Chat: hrsupport.in.gov

Partners for Health

Employee Portal Login

Benefits Enrollment

Supplier Portal Home Page

Retrieve Access ID

First Time Login / New Hire

Questions about your benefits contact the Benefits
Administration Service Center at

1-800-253-9981 or
615-741-3590 or visit

TN Partners for Health Website
Benefits Support

STS Customer Care Center

Questions about Qutlook, Active Directory, 3270
passwords, STS network issues, STS server
155Ues, felephone issues, or hardware issues

(copiers, fax machings, scanners) contact
the 8TS Customer Care Center at

1-800-342-3276 or
615-741-1001
STS Customer Care Center Website

External Learners

A Maintenance/Special Notices

Edison Single Sign-On Upgrade Complete!

The Edison Single Sign-On upgrade Completel All users
may now log into Edison.

View All Articles and Sections

TN jec

e | FANSPOriatic

The Supplier Portal is for YOU

* Edison.tn.gov

* Click Supplier Portal and create an
account

e This will allow you to look into Edison to
see if an invoice is pending, approved or
denied

e Ifit hasn’t been entered into Edison
yet, you will not see it which means it is
still being processed by Professional
Services

* Please do not inquire about payment
until 30 days after submittal



Invoices — General Issues

» Invoice Period
e Period should include ALL charges on the invoice. This includes subconsultant
charges. Overlapping periods are acceptable
» Denials
* Please REPLY to our denial emails when resubmitting. This helps identify the
change(s) made which will expedite the approval process.
» Verify your TDOT Contract Manager with your firm’s Project Manager.

TN L1



Invoices — Denials

» Rounding Issues (PENNIES)
* Template has been updated to account for rounding issues
* Please use the latest template (Revised 4/14/25)
 When in doubt, feel free to contact TDOT.PSInvoices@tn.gov
» Hotels & Per Diem
e Per diem can ONLY be charged if there is proof of lodging
* The rates are based on where the lodging is located
* For example: Work is being done in Nashville, but the hotel is in Franklin TN

gy TDOT



Invoices — Denials

GENERAL

* Please resubmit with 1 invoice per email

* Asignature is needed on page 1 and all subs summary sheets

 Remove all Personally Identifiable Information (banking, or tax information)
 Complete the Invoice # field

* The direct labor on page 1 should match pages 2 and 3

* Ensure supporting documentation for the Direct Cost is submitted

TN L1



Invoices — Denials

Rof.  $late Project 4 Comst.  Funging 1 avaiazle,

e OH RATE Mo (et  Conet Sowe pw rea oy T — countr
! looooeas-14 otate 12343401 State Roote 1 Daviaion
¢ oo Fodern [1243 01 ! Bavion
« The OH Rate is based on the invoice date ’
« The overhead rate for state vs federal :
-  INVOICE NUMBER | [ 175 O B L) RN AN (R [ .1
2 Home POl SEnedue NO. L’ﬁ‘ 200008 15000 | § 3 $ ' .00
(] el Per Scneduie No. 181§ 250018 D $ 4 $ 62500
I [Overhead Tolal Fecer [ $ 140758 245504 ) ) ] 173925
. . 3| mome 12 x O rale) 14700% 400 |8 TH0| 8 2345018 ) ) $ $a%
»  The invoice number has been used on a R v A : : L
previous invoice. - ‘ :
« The invoice number needs to be the
Same on a” pages Ref. State Project # Const. Funding
° No. (99999-0999-99) Contract Source
1
‘431[}40—133—{}{}4 ‘ ‘Federal ‘
2
‘43|040-53-004 ‘ ‘State |

TN L1



Invoices — Denials

INVOICE PERIOD/DATE

The invoice period must match on all pages
The Invoice Date field cannot be a future date
The primes invoice period must include the subs invoice period

PROJECT NUMBERS

Incorrect Project numbers ex. 471VAR-M3-003 instead of 47IVAR-M3-003.
Refer to your work order on the contract if in doubt

oo



Invoices — Denials

CALCULATIONS/ROUNDING ISSUES

Rounding issue; all columns must be exact for finance approval (208338.24 —
204443.81 = 3894.43)
Using the latest templates eliminates this issue, do not make changes to the template.

SUB-CONSULTANTS

The “TO” field on the subs invoice should not be TDOT, but to the Prime
Sub consultant invoice must be on our template
Everything that applies to the prime applies to the subs invoice

[



Please name your files the way your contract and work
order number are set up

2-digit code, 4-digit contract number, 2-digit work order number
(if it applies), 2-digit progress billing number

ex. CE12340608

Please put the file name somewhere in the subject line



Invoices — General Information

» Extended Stays
* Extended stays are not permitted unless prior approval is obtained from the
Commissioner

» Contract Closeouts
* Please respond promptly if you receive an email from
tdot.pscontractcloseouts@tn.gov

gy TDOT

nent o


mailto:tdot.pscontractcloseouts@tn.gov
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