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TOPICS

• Prequalification – Jeff Cremer
• Contract Management – Llans Taylor
• Cost Estimating – Patrick Hake
• Letting a Project – Llans Taylor
• Concurrence and Award – Llans Taylor
• Construction Inspection – David Drake
• Project Closeout – Jeff Cremer
• Common Errors – Jeff Cremer
• Questions
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CONSULTANT FINANCIAL                   
PRE-QUALIFICATION
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Prequalification - Purpose
Provide reasonable assurance a consultants annual overhead rate is prepared in accordance to the Federal 
Acquisition Regulation (FAR).

• Federal Acquisition Regulation (FAR)
– Identifies the approved Accounting Structure for federal contracts
– Regulates allowable & unallowable costs
– Defines reasonable, allocable, & allowable Costs

• Mandatory Annual Submittal
– Annual prequalification should be submitted within 6 months of the fiscal year end
– If Annual Prequalification is not approved before the fiscal year end, consultant will not be eligible to contract with MoDOT or

LPA

• Does not have to be an Audited Overhead Rate
– Audited overhead rates are usually a much quicker review process.

• 4 Step Process
– 1. Annual Statement of Qualifications
– 2. A. Secretary of State Certificate of Good Standing
– 2. B. Missouri Division of Professional Registration

• For all employees who are a professional engineer, architect, or land surveyor
– 3. Department of Homeland Security Worker Eligibility – E-Verify Program
– 4. Financial Documents
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Step 1 – Statement of Qualifications
The Annual Statement of Qualifications:
- Outlines qualifications & experience of the consultants staff; much like a RESUME

• 3 Options:
– Internal Document
– Form 254
– Form 330

• Statement of Qualifications might be required as part of an RFQ solicitation by MoDOT or LPA

• Internal Document
– Customized for marketing purposes & solicitation processes

• Form 254
– Outdated but still being accepted by MoDOT
– Includes work history

• Form 330
– Current Form
– Part 1

• Staff qualifications / experience (Resume)
– Part 2

• Profile of firms staff
– Does not include work history
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Step 2 – Certificate of Good Standing
• Part 1:

– Must be registered with the Missouri Secretary of State to conduct business

– Must be in good standing with the Secretary of State

– Contact Secretary of State to obtain a copy of your Certificate of Good Standing:
• (866) 223-6535
• http://www.sos.mo.gov.

• Part 2
– Missouri Division of Professional Registration

• For all Professional Engineers, Architects, & Land Surveyors

– Corporations & LLC’s
• Must provide a Certificate of Authority

– Sole Proprietorships
• Must submit individual license certificates for each staff engineering, surveying, or architect staff
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Step 3 – E-Verify
• Memorandum of Understanding (MOU)

– With the Department of Homeland Security
– Signed by both parties – Homeland Security & the Consulting Firm
– Does not change year to year

• Worker Eligibility Affidavit
– New affidavit every year
– Re-affirms firm is still following the terms of the MOU
– Must be signed & notarized

• 1st page & the signature page of MOU is OK
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Step 4 – Financial Documentation
• 1 year Lag

– 2018 Annual Overhead Rate is based on 2017 financial documents
– Documents should be submitted no more than 6 months after the end of your fiscal year
– 45-60 day review period

• 5 Required Documents
– 1. Financial Prequalification Cover Page

• Profile of the firm
• Staff, revenues, expenses, & organizational structure

– 2. Indirect Cost Rate Schedule (Overhead Rate Schedule)
• Fringe benefits for the year
• Indirect cost’s
• Direct labor cost’s
• Overhead rate = indirect cost / direct labor cost
• Complete audit report required – if O/R is audited
• If O/R is not Audited we’ll need:

– Supporting financial statements
– Tax return for the given year
– Must match Contract, Financial Statements, & Invoices

– 3. National Compensation Matrix
• Shows allowable compensation expense for all executives
• Must report actual compensation to executives

– 4. Certificate of Final Indirect Cost’s
• Certifies that all indirect costs have been removed from overhead rate

– 5. Internal Control Questionnaire
• Description of accounting practices
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CONTRACT MANAGEMENT
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Contract Management

• Items of interest?
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Contract Management

Items to Cover:
• Review of Contract Types

• Required Bid Documents
EPG 136.9.4 Bid Documents

• PE/CE related tasks
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http://epg.modot.mo.gov/index.php?title=136.9_Plans,_Specs_and_Estimates_(PSE)#136.9.4_Bid_Documents


COST ESTIMATING
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Cost Estimating

• Items of interest?
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Cost Estimating

Items to Cover
• Walk through of Oman BidTabs.Net

• Overview of Bid Item Listing and Unit Prices

• Other available Information

• Discussion of RS Means and other strategies for 
cost development
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http://www.modot.org/business/contractor_resources/biditemslisting.htm
http://www.modot.org/eBidLettingPublicWeb/viewStream.do?documentType=general_info&key=2497
http://www.modot.org/business/contractor_resources/bidOpenIndex.shtml


Cost Estimating
• Itemized Bid Forms

– EPG 136.9.4.1.1.20 Itemized Bid Form
– Must include:

• Itemized listing of all pay items 
• Quantities of each individual pay item 
• Blanks to submit a unit price and extension

– Should include:
• Pay item categories

– Roadway
– Bridge
– Signing/striping/signal
– Landscaping/streetscaping
– Utilities
– Bicycle/pedestrian facilities
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http://epg.modot.mo.gov/index.php?title=136.9_Plans,_Specs_and_Estimates_(PSE)#136.9.4.1.1.20_Itemized_Bid_Form


LETTING A PROJECT

26



Letting a project

• Items of interest?
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Letting a project

• Letting Process
– EPG 136.9.1 PS&E Submittal Checklist

• List of items that should be addressed or submitted for 
PS&E approval and construction authorization

– EPG 136.10 Advertisement for Bid
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http://epg.modot.mo.gov/files/9/9b/136.9.1_Oct_2015.xlsx
http://epg.modot.org/index.php?title=136.10_Advertisement_for_Bid_and_Project_Award


Letting a project
• Letting Process

– EPG 136.10 Advertisement for Bid and Award

– You must have Construction Authorization
– You must advertise for at least the minimum time line of 3 weeks

» Advertise in a paper in the county/area
» Advertise on MoDOT’s website
» Should indicate where and when bids will be accepted and opened

– Must make the Plans, Specs and bidding requirements available
» Other info may be necessary
» Provide contact info for questions or comments
» Distribute addendum

– If held, you must advertise the availability of a Pre-Bid and whether required
» Pre-bid meetings are not required
» Should overview project and any unique items allow for comments 

– Bids should be opened at the appointed date and time
» Addendum should be acknowledged
» Bids not meeting requirements should not be read
» Bids from other than prequalified contracts should not be read

– Should validate all bidding requirements are met at the time they are opened
» Bids should be compared to the engineers estimate
» Issues should be investigated
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http://epg.modot.org/index.php?title=136.10_Advertisement_for_Bid_and_Project_Award


Letting a project
• Letting Process

– District/Consultant versus Central Office Duties
• MoDOT District Staff/Consultant develop Plans, JSP’s and Pay Items

– They provide Signed and Sealed drawings and the pay item/quantities spreadsheet (including 
district estimate)

• The rest is handled by BCS
– Reviewing submit plans, addressing issues
– Verifying

» RW is clear
» Environmental is clear and permits are obtained
» Utilities are addressed
» Necessary agreements are executed 

– Requesting obligation of funds
– Generating the Electronic Bid documents including the EBSx file
– Advertising the project
– Publishing addendums
– Receiving and reviewing bids

» Validating required documentation
» Reviewing required submittals

– Analyzing bids
– Recommending disposition
– Executing awarded contracts
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CONCURRENCE AND AWARD
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Concurrence and award

• Items of interest?
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Concurrence and award

• Concurrence
– EPG 136.10.4 Concurrence in Award
– Concurrence Submittal Checklist

• Letter and request information is submitted to MoDOT
• Bidding and Contract Services and ECR concur in the 

award
• If concurrence is provided, and automated email is sent 

to the requesting entity.
• If not, an email with the concerns will be sent by the 

reviewer.
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http://epg.modot.org/index.php?title=136.10_Advertisement_for_Bid_and_Project_Award#136.10.7.4_Concurrence_In_Award
http://epg.modot.org/files/b/be/136.10.2_2016.doc


Concurrence and award
• Award

– EPG 136.10.8 Award
• After receiving concurrence in award, the LPA and the awarded contractor noted in the 

concurrence letter should execute a contract in the amount specified. After executing the contract, 
the LPA should submit an electronic copy of the following to the District Contact specified in the 
award letter: 

– Final Plans Package given to Bidders (include all addenda that were issued) 
– Fully Executed Contract (can use Federal Project Bid Proposal Boilerplate WITH the following to make it an 

actual contract): 
• Fig 136.10.3 Sample Contract Agreement
• Performance/Contract Bond (see Fig 136.10.4 Sample Contract Bond), and 
• Fig 136.10.5 Sample Contractor's Acknowledgement Certification Regarding Affirmative Action signed by prime 

contractor (only if NOT utilizing MoDOT's Federal Project Bid Proposal Boilerplate) 
– Insurance Certificate 
– E-verify MOU & Affidavit 

• Please contact your local MoDOT district representative to determine how many copies are needed 
and if these can be submitted electronically. 

• The LPA will coordinate with the local MoDOT district contact to schedule a pre-construction 
meeting prior to giving Notice to Proceed as described in EPG 136.11 Local Public Agency 
Construction. 

• No work is to be initiated on any part of the project until MoDOT gives the LPA the notice to 
proceed.
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http://epg.modot.org/index.php?title=136.10_Advertisement_for_Bid_and_Project_Award#136.10.8_Award
http://epg.modot.org/files/3/33/136.10.3.docx
http://epg.modot.org/files/7/7e/136.10.4.doc
http://epg.modot.org/files/e/ee/136.10.5.pdf
http://epg.modot.org/index.php?title=136.9_Plans,_Specs_and_Estimates_(PSE)#136.9.4.1_Bid_Proposal
http://epg.modot.org/index.php?title=136.11_Local_Public_Agency_Construction


CONSTRUCTION INSPECTION
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What is red
and smells like 
blue paint?





What does
LPA 

stand for



Licensed Public Accountant

Little People of America

Limited Partnership Agreement



NO





• EPG 136.11.21 Guidance for MoDOT Oversight

• The MoDOT district representative shall periodically review the local project to verify that 
project administration procedures are adequate. A LPA Site Visit Checklist has been 
formulated to be used as a guide when visiting a LPA Site. The checklist covers a wide range 
of details related to project administration and should be used as a guide by the LPA. The 
MoDOT review shall cover as many of the areas as possible and notations made regarding the 
project visits. A diary entry shall be made by the MoDOT reviewer to document the project 
visit. Observations from the project and noted items from the LPA Site Visit Checklist should 
be included in the diary entry. Any actual documents used or obtained during a site visit shall 
also be retained by the MoDOT district representative for three (3) years past the final 
reimbursement for the project by FHWA. 

• The frequency of the site visits will be at the discretion of the MoDOT district representative 
and the adequacy of the LPA’s administration. At least one visit and review at the beginning 
of the project and near the end of the project shall be conducted. If any deficiencies are sited 
or further assistance is required by the LPA more visits are warranted. 

• Retrieved from 
"http://epg.modot.org/index.php?title=136.11_Local_Public_Agency_Construction"

• Category: 136 Local Public Agency (LPA) Policy

http://www.modot.org/business/manuals/LPAContacts.htm
http://library.modot.mo.gov/RDT/LPA/cy10/LPASiteVisitChecklist.pdf
http://epg.modot.org/index.php?title=136.11_Local_Public_Agency_Construction
http://epg.modot.org/index.php?title=Special:Categories
http://epg.modot.org/index.php?title=Category:136_Local_Public_Agency_(LPA)_Policy




















Bulletin Board 
Inspection



Wage Rate
Interview



• MoDOT.org
• Business Page





PROJECT CLOSEOUT
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- Final Inspections & Acceptance
60 Days

- DBE Payment Verification

- Close Out Documentation Tips

- EPG 136.11

Project Closeout



Inactive Project Policy
6 Months
9 Months

Retention of Records
3 Years retention of documentation

MoDOT Reviews & Audits
Plans Review
Contract Review
Invoice Review
Construction Site Visits
Final Closeout Review
Project Audit

LPA Manual EPG 136.3

Project Reviews



FHWA Compliance Assessment Program (CAP)
Annual Reviews
Random Sampling of Projects
Risk Based Criteria Selection

LPA Tracker Measures
Statistical Measures
Reported Quarterly

Project Reviews

IF IT IS NOT DOCUMENTED
IT DID NOT HAPPEN!

LPA Manual EPG 136.3



COMMON ERRORS



Contracting
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• Not including a letter from sub-consultants listing their estimated cost.

• Modification to the boilerplate contract language may increase risk to the LPA.

• The contract amounts and fixed fees in the contract language do not match the 
attachment showing the costs.

• Incorrect Overhead rates

• Per Diem Rates and mileage rates exceed the General Services Administration 
rates

• Invoiced hourly rates and/or hours charged do not match timesheets

• General math errors on the contract, exhibits, invoices, and attachments 



Project Invoices
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Preliminary and Construction Engineering

• Work incurred prior to Federal Highway Administration (FHWA) 
authorization

• No support for direct expenses

• No support for Work by Local Forces

• Invoiced overhead rates not adjusted to the actual overhead rates

• Fixed fee amounts not paid in full to the consultant

• Progress invoices not filled out correctly

• Consultants and/or contractors not paid within the 2 business 
days of receipt of monies from MoDOT



Project Invoices (cont.)
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Construction

Payment and Field diaries not maintained or partially completed

Not recording the some or last change order items

Not keeping a running total of quantities installed

Consultants and contractors need to maintain all records for three years 
after the date the LPA receives the final reimbursement from MoDOT.



QUESTIONS
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