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Prequalifications

ot o Prequalified Consultant Form

Prequalification Procedures Revised: October 20, 2025

Form DiOT-C5-100

I Form DT-0330 Part | I DT-0330 Part | Form {General Qualifications)

Forrm DT-0330 Part 1l . i
Training Video

Consultant Informational Session - Prequal KN

Current Advertisements

Current Selection Results

Imneoice Information Contact
tdot psprequals@m.gow

# If your firm is within 3 months of expiration,
you must submit a renewal rather than an update

* Prequalification miust be renewed every 3 years.
Required Materials
Instructions [5

TDOT Prequalification Fundtion and Profile Codes @

Part1 [

Balance Sheet [l

Organizational Chart full

Indirect Cost Rate Schedule - AASHTO Guidelines

FHWA Self-Certification Statement

BHWA Self-Certification Requirements @

TENNESSEE DEPARTMENT OF TRANSPORTATION

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

* BExample Balance Sheet & indirect Cost Rate Schedule @

Example DT-0330 Limited Packet [8

gy \§ TDOT

Department of
. Transportation

Example DT-0330 Unlimited Packet

Prequal A [


Presenter Notes
Presentation Notes
You can find all the necessary instructions, examples, and forms 
Please use the forms on our website
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Prequalifications

gy \§ TDOT

Department of
. Transportation

« (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

Must be renewed every 3 years

Submit to
TDOT.PSPrequals@tn.gov



Presenter Notes
Presentation Notes
Same for Sub-consultants
Resumes: We don’t need 5 Civil Engineer resumes 
Balance Sheet – If you use yours, you may be at risk of denial 
Limited status - $250,000.00 per contract. Also, the overhead rate is capped at 125%
Currently it's your responsibility to renew you pre-qualification 
We ask that you give us 2 weeks to review.
Use our TDOT approved codes 


mailto:tdot.psprequals@tn.gov
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Prequalifications

L T T o T A N o e R T e T L IE ] A e

U pd ates ARCHITECT — ENGINEER QUALIFICATIONS

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

N eW D I - O 3 3 O fo rm P a rt 1 Za. FIRM [OR BRANCH OFFIGE) NAME 3. YEAR ESTABLISHED |4 UEINUMBER
2b. STREET 2. OWHNERSHIP
onl -
y 2. CITY 7d. STATE 2=, ZIF GODE

b.  DISADVANTAGED BUSIMESE ENTERPRISE (DBE)

— Resumes (if needed) T

Gb. TELEPHOME & FAX NUMEER Gc. EMAIL ADDRESS
(] [}
— O rg a I I I Z atl O l l a I ‘ : I l a rt 8a. FORMER FIRM NAME(S)L (if sny) Bb. YR. ESTABLISHED Bz DUNS NUMBER

10. PROFILE OF FIRM'S EXPERIENCE AND
ANMNUAL AVERAGE REVENUE FOR LAST 5 YEARS

9. EMPLOYEES BY DISCIPLINE

a. Function o €. No. of Employees a. Profile ) Revenue Index
b. D b.
Code iscipline [1)FRM | @ oFFicE | Code Expenience i

 Anew DT-0330 supersedes any
previous one submitted for that
office

 [f within 3 months of expiration,
submit for renewal.

TENNESSEE DEPARTMENT OF TRANSPORTATION

Other Employees

Total

gy \§ TDOT

Department of
. Transportation


Presenter Notes
Presentation Notes
Updates – If you need to update contact information a new DT-0330 is not needed 
Address changes will require a new form. 
If you’re 3 months within expiration: you need to renew not update. 
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Prequalifications

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

e Instruction Part 10

« Must have a reference for each U-code
— TDOT cannot be a reference
— References must be within the last 3 years
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Presenter Notes
Presentation Notes
August 2024 the process changed. 
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Utility References

« UO3Utilities; Subsurface Utility Engineering (SUE)
« UO04Utilities Coordination; Electrical Distribution

« UOSUtilities Coordination; Electrical Transmission
« UO6Utilities Coordination; Communications

« UOQ7Utilities Coordination; Gas/Oil Distribution

« UO8Utilities Coordination; Gas/Oil Transmission

« UQO9Utilities Coordination; Water

« U10Utilities Coordination; Sewer/Sanitary Systems
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Presenter Notes
Presentation Notes
It is your responsibility to make sure you include the references. If you are seeking U05 code and the reference is not included, U05 code will not be granted. 



L2

TENNESSEE DEPARTMENT OF TRANSPORTATION

DT-0330 Form

e Box 1 Limited or
Unlimited

e Box9.c.2

« Don't combine
function/profile codes

* Include the employee
total

gy \§ TDOT

Department of
. Transportation

TENNESSEE DEPARTMENT OF TRANSPORTATION
ARCHITECT — ENGINEER QUALIFICATIONS

T QUALIFICATION TYPE
Unlimited

PART | - GENERAL QUALIFICATIONS

(If & firm has branch offices, complefe for each specific branch office seeking work)

Za. FIRM (DR BRANGH OFFICE| MAME 3. YEAR ESTABLISHED LIEL WIREE
ABC Consulting Inc. 1999 MNiA
2b. STREET CRRwT = zaci =
- TYFE
123 Nowhere Way N
Zc. CITY 2d. BTATE Ze. ZIF CODE LLC
Anywhere TN 32156 b.  DISADVANTAGED BUSINESS ENTERPRISE [DBE)
Ha. POINT OF CONTACT NAME AND TITLE 0 vEs X MO
. 7. TYPE OF OFFICE
Jay Jake Prezident
L Home Office
&b. TELEFHOME & FAX NUMBER G E MAIL ADDRESS
G13-7T77-9311 Jay_ Jake@noemail com
Ba. FORMER FIRM NAME[SL4¥ &y} ab.  YR. ESTABLISHED Ac.  DUNS NUMBER
MN/A MAA M/A
10. PROFILE OF FIRKMS EXFERIEMCE AMD
g. EMPLOYEES BY DISCIPLINE ANNUAL AVERAGE REVEMUE FOR LAST 5 WYEARS
- . Mo. of Emglo Revenue Index
a. Functian b. Discipline £ ¥ERE | = Profile b. Experience Mumber
Code {1) FIRM {2) OFFICE Code (e Bekowl
02 Administrative 13 11 C1lE Cost Estimating 3
12 Civil Eneinaer 1 1 Go4 Geosravhic Information Svstem 3
14 Computer Programmer 1 0 P03 Planning (Community, Regional, drsawids 3
47 Planner: UrbanFegional 22 13 Z01 Zonmg: Land Use Studiss 3
5B Technician’ Anaby=t 18 11
50 Transportation Engimeer Fal 3
Other Emplovess
| Total 77 44
°



Presenter Notes
Presentation Notes
Common problems with the DT-0330 form. 
UEI Number – Obtain at SAM.gov
There is not a direct link between the function codes and profile code. I.E engineer can have the bridge experience, environmental experience, etc.
Box 10 Firm Experience 



Approval

Once your packet is
approved

A letter of approved
Function Codes will be
emailed.

The Profile code can be Expires in3 years

found on the website
that is updated 3 times
a week.
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Presenter Notes
Presentation Notes
Website update 3 times a week M,W,F



©4 Common Mistakes

* Submitting Part 2 not Part 1

* Not using our forms from the website
 UEI Number (obtain from SAM.gov)
* Not using TDOT approved codes

* Not providing the Ultility code references for
each code

* Provide the entire packet when resubmitting for
corrections

« Keep the packet to the information requested

TENNESSEE DEPARTMENT OF TRANSPORTATION

eeeeeeeeeee
. Transportation
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TDOT.PSPrequals@tn.gov

11
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Department of
Transportation
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Advertisements - Phase | Updates

* Subject line
* PDF name

 Take note of deadline for
guestions

* Does not include
prequalification codes.

* Divide letter into sections
* Be specific and concise

eeeeeeeeeee
. Transportation

e Firm Overview:

— Summary of the firm
and its capabilities
relevant to this project

* Project Fit:

— A short explanation of
what makes the firm
uniquely qualified for
this work.

 Qualification Type:
— Unlimited or Limited

13


Presenter Notes
Presentation Notes
Firm Overview:
Professional credentials, certifications, and/or specialize training that the firm has if noted in the scope of services.

Project Fit:
The explanation should include details and approach to this specific project as well as previous work that is similar in nature. 


L

Advertisements - Phase Il

Criteria and Relative Weights

i.  Team capability {(Section C, D, E, F, & G of Part Il of the DT-0330 form). 15%

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

° AddreSS What |S the DT-0330 form).

ili.  Size of prior projects (Sections £, F, & G of Part || of the DT-0330 form). 5%

: iv.  5taff qualification and availability® {Section |: Staffing/Certification Matrix). 35%
requested in each

v.  Technical approach (as explained in Section | of Part [l of the DT-0330 form).

C 't - vi.  Workload capacity; induding amount of work under contract with the | 5%
rl erla 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 F shall include no more than 10 projects.
The proposal package shall contain no more than 40 pages including front and back cover.

¢ Pag e I | m |tS Section Hwill not count toward the 40 -page limit.

TENNESSEE DEPARTMENT OF TRANSPORTATION

gy \§ TDOT

Department of
. Transportation


Presenter Notes
Presentation Notes
PS uses their performance evaluation data; if no evaluation data is available, this is not held against the firm
PS uses their data related to contracts they have on file
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Advertisements - Phase Il

Contract Manager Contacts Via Phone

Results Posted to Website

Debrief Requests

Agreement Execution

gy \§ TDOT

Department of

15


Presenter Notes
Presentation Notes
Contract mgr. will contract via phone
PS will post results on website in line with ad
Email PS to request debrief if wanted
Agreement Execution: 
On-Call – PS will send signature request to primary contact on DT-0330 Part I
Project Specific – Contract Mgr. will reach out to scheduling scoping meeting and negotiate cost


4 Proposal & Advertisement Response Naming Requirements

TENNESSEE DEPARTMENT OF TRANSPORTATION

. . Examples
Effective Immediately
« All proposal submissions, advertisement
responses, Letters of Interest, Statements acorect Selirela
of Qualifications, and related Advanced Engineering
correspondence must use the firm's AEC Consultants. Inc
official prequalified name exactly as it R
appears in TDOT's prequalification e Mid-South Transportation
records. Solutions, LLC
* Requirements g I
« [4 Use the full prequalified firm name Summit Iumm' nirastructure roup,
- 4 Use the same firm name throughout N
the entire submission N Premier Civil Engineering
[ Verify the name matches the firm's remier Services, LLC
prequalification record before submitting
 Not Acceptable
« XX Abbreviations Why This Matters
. X Acronyms in place of the firm name *Ensures proposals are accurately associated with the
« X Alternate company names or trade prequalified firm
names *Reduces administrative review time
X Different firm names used within the *Prevents delays during evaluation and contract development

same submission *Maintains consistency with TDOT procurement records

gy \§ TDOT

Department of 16
. Transportation



[} . e.e
=4 CAP - Consultant Acquisition Plans

IN

Department of
lransportation



Presenter Notes
Presentation Notes
Visit the CAP page for FAQ’s and this overview video. 


IN

TDOT

Department of
Transportation
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® Agreements - Attestation & Insurance

TENNESSEE DEPARTMENT OF TRANSPORTATION

* lllegal Immigrant
Attestation Form

(per active agreement)
— Due June 30t & Dec 31st

ATTESTATION REGARDING PERSONNEL USED IN
CONTRACT/IAGREEMENT PERFORMANCE

SUBJECT AGREEMENT HUMBER:

ENGINEER'S LEGAL ENTITY NAME:

FEDERAL EMPLOYER IDENTIFICATION NUMBER:
{ior Social Securnty Mumber)

The Contractor/Engineer, identified abowve, 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.

SIGHATURE & DATE:

MOTICE: This attestation MUST be signed by an individual empowered o contractually
bind the Contracter/Engineer. If said individual is not the chief executive or president. this
document shall attach evidence showing the individual’s authaority to contractually bind the
Ceontractor’ Engineer.

gy \§ TDOT

Department of
. Transportation

 Insurance Policy
(per active agreement)
— Email only — no mail
— Include agreement number

— Professional Liability

« Confirm coverage amounts
within agreement

TDOT.PS.Contracts@tn.qov

20


mailto:TDOT.PS.Contracts@tn.gov

IN

TDOT

Department of
Transportation

21






IN

TDOT

Department of
Transportation

23



()
<9

TENNESSEE DEPARTMENT OF TRANSPORTATION

Work Order - Proposals

gy \§ TDOT

Department of
. Transportation

 Fixed Fee
— 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

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 S 63,648.00 $4,998.00

24


Presenter Notes
Presentation Notes
Walk through how the total is calculated
Show how direct labor is calculated, hours * rates
Beware or rounding


L

Work Order - Letters

SUBJECT: Agreement E1234, Work Order No. 00

[ ) I p I 1. Project No. NH-I-40-8(201), 78I040-F0-004, (PTN 1333281.00). New Interchange at Exit 408 and
m O rta nt te m S Connector Foad from Dumplin Vallev Road to SR—l;; (10vp-THA) - Sevier County

—_ I This work order charges you with the below work for the above referenced project. Your work shall be
Fed e ral P rOJ eCt N u m performed consistent with the work specifications, details, and format set forth in Agreement No. E1234.

— leed Fee Scope of Services: Sample work order letter

This work order was made verbally effective June 26, 2023, This work: 13 scheduled to be complete by

- C O n t ra Ct M a n a g e r January 31, 2024. The compenszation ceiling for this work order 15 establizhed as follows:

Project MNo_'s Total (Fixed Fee) 12 50%
7E1040-FO-004 519292875 (519,289.932)

The compensation ceiling for this project shall be exceeded only after prior approval of a work order fo thas
document as set forth in the provisions of Agreement No. E1234. Please coordinate this work with Bryan A.
Williams.

TENNESSEE DEPARTMENT OF TRANSPORTATION

gy \§ TDOT

Department of
. Transportation 25


Presenter Notes
Presentation Notes
If a project is federally funded, that project number will be seen as highlighted above
The fixed fee last with the life of the work order
The contract manager is noted on the original work order


TDOT.PS.Contracts@tn.gov

1. How do | determine if a
project is Federally
funded for a cost
proposal?

TENNESSEE DEPARTMENT OF TRANSPORTATION

gy \§ TDOT

Department of
. Transportation 26



Presenter Notes
Presentation Notes
How do I determine if a project is Federally funded for a cost proposal?
Consult with the requesting TDOT contract manager if there is a federal project number available in addition to the state number.


mailto:TDOT.PS.Contracts@tn.gov

IN

TDOT

Department of
Transportation
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TENNESSEE DEPARTMENT OF TRANSPORTATION

Invoices - What to fill out

INVOICE SUMMARY FROFESSIONAL SERVICES DIVISION
FOR INTERMAL USE ONLY
RECENED DATE B3 APPROVAL
TO. Professiond Services Femit ¥¥7
Tenre=see Dapardment Of Transpodaton
WRE Terriessas Tower, 10th Flox
2 Roma L Parks Awe.
Mahvile, TH 37203 BILLING CONTACT:
tdaot. psinvoices@in.oov PHOME: Emall:
CONTRACT MANAGER = ___Matthew Chandler CILTANT PROJECTH OB NO.jrpsiand); Pay Tamms: 0
E'l"ﬂ'lSl'E'Hi_: H&T Di'r.rision i
AGREEMENT#: | E"V DV -Region 2 NVOICEATE: BRI
k Env Div - Region 3 ————
WORK ORERE: Env Div - Region 4 INWOICEE:  CE13401
Environmental INVOICE PERIDD:  GEMfE g 07N 126
| Geotech
Final |I'I1H}IbEl; Human Besources FROGRESS BILLING &: 1 EE‘E?T'H

@ Invoice template:

IT
Local Programs
M&T Division |
"1 Maintenance
Multimadal
i Project Management

gy \§ TDOT

Department of
. Transportation

On the summary page, ONLY fill
out fields highlighted in gray

Please use the correct contract
manager

Division field has a drop-down
menu (ensure that you choose the
correct Division)

Make sure that the remittance
address matches what is in Edison

Service period can not cross the

Fiscal year, which is June 30
28



Invoices - What to fill out

For professional services relative to:
State Project # Const. Funding If available, ° 1 H

No. O CrCr O Oror OO ) Contract Source PIN, Fed. Proj. # ) Location Description Countyis Any gray a real you WI ” pOpUIate If

1 '99999.51.99 State _ nee d e d

2 Jr— ' .
zZ ~ H
@) 5 - - Funding Source
= - Please pick from |

elect drop down, H

< § i o P e Use the Funding Source drop-down
o 3 . State
o : to ensure the correct overhead rate
o Ref. No. = : 4 =
; E::cpense Category Project: 99999-51-99 Totals iS a p p I ied .

|. |Direct Labor (DL) Total 7 62500 | § - g - $ - $ - $ 625.00
< a. Home: Per Schedule No. 14 5 §25.00 : § - 5 - 5 - 5 - 5 §25.00
|°_‘ . Field: Per Schedule No. 18: § - s - s - is - s - 75 .

Il. [Owerhead Total Federal State -3 906.25 | § - 3 - § $ - 3 906.25 .
| . o (1o, x Of rate) soow N - s s I s ws2: | * The overhead rate is based on the
o b.| Field(lb.xOHrate}) 5 - is - is - is - is - s - . . . .
" Ve oo sk odg s e - s s -8 invoice date, not the service period.
= aking Final Met Fee -
L e sl B RS Mot to Exceed
> s cabLEes Fee Previously Biled
— ns. |Direct Costs Per Schedule No. _ | 3 Sf450 : % - 3 - 3 - 3 - 3 57450 ) .
o . [Premium Labor Per Schedule/s No. ¢ § 2500 i § - ] - 5 - 5 - 5 25.00 e’ EnSU re the SU bCOhSUlta nt S flxed_fee
< Wl |Subs Costs Per Schedule No. | % - - - - - 5 - - - 3 - .
il |- |(Extrs category) Per Schedule No. s - percentage matches the primes.
o § 213075 § -5 -5 -5 - 5 2,130.75
L TOTAL AMOUNT DUE THIS INVOICE $ 213075
(i
wn % Invoiced to Date: : Totals ° H H H H
% e P . ] Confirm that the invoice includes a
L Total Inwvoiced thru 7/1/2026: 5 - .
z Less Amount Previoushy Invoiced: k3 2,130,765 % . £ - £ - % . g 213075 S I g n at u re .
E TOTAL AMOUNT DUE THIS INVOICE $ 213075
— |, the undersigned, do hereby certify that the above invoice is true and correct to the best of my knowledge and that payment has not been received or costs

previoushy invoiced.
r
. o000
(Principals typed name and title)

gy \§ TDOT

Department of
. Transportation 29



TENNESSEE DEPARTMENT OF TRANSPORTATION

Direct Labor/Summary Log

Direct Labor Log

Direct Labor Log (Home)
To support Schedule No. 14

Pramim  Pramium
£ Diale Estow b Duteice Xarfing Involos Pedod M M Hours Amount
Direct Labor (Home) Totals: BM0F 6250 MMy BN
WRENET £ CE1E4 COMBULTANT PROJECT M0
WORK ORDER & 1 IRVOICE £ CEIZMD
MODEFERDD:  GBOHEE o e
PRODRERIEILLING £ 1
fal Bl il i fal ol el I fl F"‘ hti
e Rsthe  Employss hems Titis R ToblHours  Amount % EI EI]
1 John Smith Inspercior 2500 2500 §EE00 0§ 123 20 2500
Direct Labor Summary
Direct Labor Summary (Home)
Schedule No. 1A
Final summanyand premium &k Premium  Premium
may be adused for consistency Total Hours Amount Hours Amount
Direct Labor (Home) Totals: A0 3 62500 200 5 D0
Summary ToE 5 50 PremiUm ToR1 5 2500
dustment 3 sdjustment 3 -
AGREEMENT#; CE1Z CONS ULTANT PROJECT MO
WORK ORDER#: INVDICE #: CETEHI
PROGRES § BLLING £ 1 INVOICE PERIDD: (801125 m e
(&) b i) i je) (e} ig} (ki ig'h)
RefMo.  Employes Name Title Rie Tolbows  hmowi oo Pewhm  Femim
John Smith Inspectar $25.00 250 2500 2.5 200 12500
gy \§ TDOT

Department of
. Transportation

Use the reference numbers to populate the
Summary sheet.

Raises no longer require a letter or number;
however, a note or memo must be attached.

Do not enter information in the top section, as it
pulls from the Summary tab.

The Direct Labor Summary amount must match the
Direct Labor Log amount.

A Summary Total Adjustment field has been added
to the Direct Labor Summary sheet to correct

penny-level differences from the Labor Log.

30



Direct Costs

TENNESSEE DEPARTMENT OF TRANSPORTATION

Flight

Lodging Total

Meals 100% per diem
Meals 75% per diem
Mileage

Other

| Parking
1 Printing
| Transportation (Car rental, Uber, Lyft, Cab)

Truck Rate

I
F]

00

0

X

00

.0

STl AW

(sl 400

gy \§ TDOT

Department of
. Transportation

— EeE T ey = - « Direct Costs include lodging,
Empiopee Name _ Expense Meptdiy | R | Qowy| Cm | Rihe | P Nt finchd orgintdestination] ] .
e e — B transportation, fuel, mileage, lab
testing (in-house), printing, etc.
Expense
Break down direct costs for each
— R mm— individual and attach receipts in the

same order

It is not necessary to include company
labor logs, mileage logs, cover sheets,
etc.

For mileage, include origin and
destination

Include all logs included in the
template

For Uber, Lyft, or Taxis, please provide
a map.

31



Subconsultant Cost

e Jooer costs rere « Show subs’ total cost on this sheet
§ Schedule No. ___
— Amount .
= Other Costs Total:  $0.00 « Use the correct reference no. to tie
o — .
g AGREEMENT #: 0 CONSULTANT PROJECT NO.: 0 to the CorreCt prOJeCt number On
0 : 1 !
; WORKORDER INVOICE PERIOD: 01/00/00 INQOICE# 01!0001’00 the prlme S Summary Sheet
<C PROGRESS BILLING #: 0
o
'_
W (@ (k) (c) (d) (e) (f) (g=d*) (h)
©) No. ?;Zf.' Description Quantity Unit Rate Costs Reference Source
z
=
'_
(o'
<
a
-
Z
-
TN ge?a?tzln-ent of 32

. Transportation



TENNESSEE DEPARTMENT OF TRANSPORTATION

Invoice Timeline

Invoice Submitted
to PSInvoices email
0]0)

gy \§ TDOT

Department of
. Transportation

PS checks
the math

_\_ Send to
Contract

Manager

Entered into
Edison

33



Invoices — Supplier Portal

Edison Help Desk artners for Health » The Supplier Portal is for YOU
- Edison.tn.gov

1-866-376-0104 or Questions about your benefits contact the Benefits
615-741-HELP (4357) Administration Service Center at’

Hours of Operation: Benefits Enrollment 1-800-253-9981 or . .
700 10430 g, CST 618-741-9890 o Vit » Click Supplier Portal and create an
Monday through Friday (except
holidays) : TN Partners for Health Websit
oays) Supplier Portal Home Page s SESM R account
Payroll Call Center STS Customer Care Center . . .
Questions about your paycheck, your Retrieve Access ID o ® Th|S W||| a”OW yOU tO |00k |nt0
bank account information, direct depasit Q“esmns‘dam;“%é]”“?DK?.EWE D|‘rSeTcg:r\,- 3270 . . . . .
PASEWOrds, o | NEIWOIK ISSUES, SEIVer
STt B s e Edison to see if an invoice is
] . o ; ; copiers, fax machines, scanners) contac : :
the Payroll Call Center First Time Login / New Hire e g e pen di ng, app roved , or denied

Monday - Friday, 8:00am - 4:30pm CT

Phone: 1-877-944-3873 or 1-800-342-3276 or

615-741-1001

615-T41-PAID (7243) - ) . H
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Website and Web Chat: hrsupport.in.gov

View Al Articles and Sections

« Please do notinquire about
payment until 30 days after
submittal
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TENNESSEE DEPARTMENT OF TRANSPORTATION

Invoices — General Issues

> Invoice Period
» 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.

« The invoice does not have to be on the latest template, unless there is an issue that the
template can fix.

» Verify your TDOT Contract Manager with your firm'’s Project Manager.
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TENNESSEE DEPARTMENT OF TRANSPORTATION

Invoices — Denials

» Rounding Issues (PENNIES)
« Template has been updated to account for rounding issues
« Please use the latest template (Revised 6/29/26). In any case, do not
make changes to the template
« When in doubt, feel free to contact TDOT.PSInvoices@tn.gov and put
inquiry in the subject line

« Rounding issue on lump sum invoices; all columns must be exact for finance
approval (208338.24 - 204443.81 = 3894.43)

Direct Labor Summary (Home)
Schedule No. 1A

Frenmium P resmi um
Total Hours A owrit Hours Amount
Is: aoo0 & - aon & -

Final surmmany and premivm otals
may be adjusted for consisEREY:

Direct Labor (Home} T

Zummary Total 3 Framium Total 3
Adjustmant 3 Adustmant 3

AGREEMENT#: PROJECT NO.:
WORK OROERE: INVOICE £:
PROGRESS BILLING £: IO CE PERMDD: ]
() | Er ic) =k e =) al ik =gt}
Ref. No. Employee Name Tit Rate  Total Hours Am ount Premium ~ Premium — Premium
— — — — — Rate Hours Amount
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Invoice — Denials

> 0 H RAT E CONTRACT Ma NAGER: CONSULTANT PROJECTINOB NOU opfarsl | Pay Tenme: L]

z « The OH Rate is based on the — | R S

@) . . Hmllnwba:| U | U |" Select One PROGRESS BILLING &: ] DEET M

= invoice date — — —
- « The overhead rate for state vs o SEREG o s eure e Locs tn pssentor counts

= federal ol eomntes = N\

> e B e R Sy

<  INVOICE NUMBER ;\mmm e

- » Can not contain symbols or ~ e : : i :

o SpeC|a| Characters ) ;:E_:j:l:??\'rm Projuct: Esxmotmx_x smnxru-xE:}o(;ocagag_-xgimam:f.:i:aoouaaga-ug Totals .
— s M ful s g z : s s :

Z : ‘ ‘

=  The invoice number has been 2| Homs ta. s s s

= used on a previous invoice ¢ ¢ :

<

o  The invoice number needs to » Hotels & Per Diem

" be the same on all pages « Per diem can ONLY be charged if there is proof

v of lodging

Z

Z

- « The rates are based on where the lodging is

located

v For example: Work is being done in
S0 f TDOT Nashville, but the hotel is in Franklin, TN
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TENNESSEE DEPARTMENT OF TRANSPORTATION

Invoices — Denials

> SUB-CONSULTANTS
« The “TO" field on the sub-consultant 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 sub’s invoice
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TENNESSEE DEPARTMENT OF TRANSPORTATION

Invoice — General Information

» 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

» 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
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Presenter Notes
Presentation Notes
How do I determine if a project is Federally funded for a cost proposal?
Consult with the requesting TDOT contract manager if there is a federal project number available in addition to the state number.


mailto:tdot.psinvoices@tn.gov

&4 Project Close out

After much discussion with Leadership, we are now ready to
start closing projects that are not on the 10 year plan.

N\

If you know of projects with consultants that are no longer
on the 10 year plan, please go ahead and reach out to these
consultants and notify them that the contract is being

closed. Please notify Professional Services as well.

PS will work with Finance to come up with a list of projects
to close.

TENNESSEE DEPARTMENT OF TRANSPORTATION
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TENNESSEE DEPARTMENT OF TRANSPORTATION

NEPA to Design Authorization

Once PE-D authorization has been received, notify all
parties of the change

Work with consultants to determine billing amount
left for NEPA phase

Request new TX numbers for new project numbers

Request addendum to work order/contract (include
new TX number and dollar amount)

When invoices come through, make sure to check the
project numbers being charged.
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TENNESSEE DEPARTMENT OF TRANSPORTATION

GEC & On-call contracts

13 new GEC contracts will be in-place by end

of year

e 3 Broad GEC contracts (ceiling: $200 million)
e 4 CEI/MEI GEC contracts (ceiling: $150 million)
e 6 Structural GEC contracts (ceiling: S100 million)

Continue to utilize current contracts and

existing work orders to their full extent

43


Presenter Notes
Presentation Notes
13 new GEC contracts that will be in-place by the end of this year.

Continue to utilize current contracts and existing work orders
For on-calls, as long as the work order is open and there is money remaining on the contract, we can do an addendum
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TENNESSEE DEPARTMENT OF TRANSPORTATION

Professional Services Division

Consultant Acquisition Plan

Consultant Information

Invoice Information

Supplier Information

Microsoft Form (Consultant Mailing List)
Current Advertisements and Selection Results

Consultant Guidance

gu\§ TDOT

Department of
. Transportation

Professional Services Division

Professional Services Division

William R. Snodgrass Tennessee Tower, 10th Floor
312 Rosa L. Parks Avenue

Nashville, TN 37243

Phone: 615-532-7445

Laura Dass | Director
Laura.Doss@tn.gov

General Contact Information
Inguiries

Prequalification
Advertisement

Agreement & Work Orders

Invoice (Place INQUIRY in subject line)

Phone

615-253-7689

615-233-3997

615-253-7689

Email
TDOT.PSPrequals@tn.gov

TDOT.PSAdvertisements@tn, gov

TDOT.PS.Contracts@tn.gov

TDOT.PSInvoices@in.gov
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Presenter Notes
Presentation Notes
How do I determine if a project is Federally funded for a cost proposal?
Consult with the requesting TDOT contract manager if there is a federal project number available in addition to the state number.
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