

December 20, 2016



Dear Applicant:

Thank you for your interest in providing consultant services for Utah Department of Transportation (UDOT).  Completing this application or qualifying for one of our Consultant Pools does not guarantee a contract for any consultant.


Consultant Services

We are a division of UDOT; a highly motivated team, charged with providing UDOT project managers with the most qualified consultants to perform a wide range of services to maintain Utah’s transportation network.  We are the link between UDOT project managers, FHWA, and private industry.
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Project Development   Telephone (801) 965-4173  Facsimile (801) 965-4564  www.udot.utah.gov
Calvin Rampton Complex  4501 South 2700 West  Mailing Address P.O. Box 148380  Salt Lake City, Utah  84114-8380 

Acquiring a contract to perform services for UDOT

Firms interested in providing  services as a Prime Consultant or as a Sub-Consultant need to be aware of the three sources  for selecting consultants for services:
1. General Engineering Services and Local Government Pool;
2. Request for Qualifications ( RFQ) and Request for Letter of Interest (RLOI); and,
3. Right of Way Acquisition Services and Local Government Pool.  

More information regarding the three sources of work may be found at the Consultant Services web page: www.udot.utah.gov/go/consultantservices.

Interested firms should become aware of UDOT’s Statewide Transportation Improvement Program (STIP) and the Consultant Services Manual of Instructions (MOI).  These resources will greatly assist firms in determining needed governmental services and provide instructions to the firm on the qualification process in applying for the listed consultant work.   

The STIP is available on-line on UDOT’s main web page located at www.udot.utah.gov.  The Consultant Services Manual of Instructions is available for downloading from the Consultant Services’ website www.udot.utah.gov/go/csmanuals. 

For future Local Government projects, firms should contact the Program Manager in the applicable UDOT Regional Office.  

Interested firms may sign up as a Consultant Services e-mail subscriber at www.udot.utah.gov/go/subscriptionlist to receive UDOT updates regarding projects and other valuable information.


Financial Screening

This is a necessary process for consultants desiring to provide services for UDOT.  There are two methods, or choices, to accomplish the screening requirement:
1. UDOT Consultant Services will perform a pre-award audit of prospective consultants’ financial records to determine a fair overhead rate, or 
2. Consultant Services will accept a pre-award audit performed by another state acting as the cognizant agency.
In either method, once an overhead rate is agreed upon between the consultant and Consultant Services, the rate remains effective for one year.  Financial Screening renewals follow the same format and requirements as an initial application, with the firm’s most recent financial records.

Consultant Services Audit:  Consultants must be financially screened within 14 calendar days of selection for any project.  Interested firms must provide the necessary financial statements, the Financial Screening Application and the AASHTO Uniform Auditing & Accounting Guide (2016) Internal Control Questionnaire for Consulting Engineers (Questionnaire), to UDOT’s Consultant Services Division.  The Application and Questionnaire (Financial Screening Application and Questionnaire) may be downloaded from the website www.udot.utah.gov/go/csforms, or you may contact Tammy Anderson, Consultant Services Financial Screener, at (801) 965-4138 or by email at tammypanderson@utah.gov. 

Cognizant Agency Audit:  Consultants must provide the Consultant Services Division an official letter from the State transportation agency where their financial records are maintained.  The letter must contain a statement with the following information:
1. Approval of the consultant’s overhead rate;
2. The DOT agency has an audited overhead rate developed in accordance with the Federal Acquisition Regulation (FAR) stated in the Code of Federal Regulations, 48 CFR Part 31, 2 CFR 200 Subpart E  the fiscal year (ending date) of the financial records used to develop the Cognizant Agency’s audit with the appropriate documentation; and,
3. Other supporting documentation as requested by UDOT.

In addition to providing the above statement the consultant must complete and provide Consultant Services with a completed Financial Screening Application and Questionnaire, located at the above website.

Consultants may submit their Financial Screening Application and Questionnaire to Consultant Services at any time.  Consultants are not required to complete the screening process unless they are selected or awarded project work.  Firms may elect to allow their Financial Screening status to expire when they are under contract with UDOT; however, financial screening is required before any contract modifications will be processed.


Utilization of Disadvantaged Business Enterprises (DBE) is encouraged, but not required. 

Eligibility information is located at www.udot.utah.gov/go/civilrights; see also DBE Directory under “Downloads”.  Consultants should consider this list for possible project work. UDOT encourages prime consultants and contractors to use DBE’s as subcontractors where practicable. You may also request information from the Utah Department of Transportation, Civil Rights Division, P.O. Box 141520, Salt Lake City, Utah 84114‑1520 or by calling (801) 965-4102.

It is the policy of UDOT that no person in the United States shall, on the grounds of race, color, national origin, or sex, be excluded from participation in, be denied the benefits of, or be otherwise subjected to discrimination under any program or activity for which the UDOT receives Federal Assistance from the Department of Transportation including Federal Highway Administration.  (Title VI of the 1964 Civil Rights Act, 42 U.S.C. 2000, section 601)

The Age Discrimination Act of 1975, 42 U.S.C. 6101, provides: “No person in the United States shall, on the basis of age, be excluded from participation in, be denied the benefits of, or be subjected to discrimination under any program or activity receiving Federal financial assistance.” (Prohibits discrimination based on age.)

Once again, we appreciate your interest in UDOT and look forward to working with qualified firms.  For any questions or concerns when completing the financial screening process, please contact me.

Tammy Anderson
        				Financial Screener
						UDOT Consultant Services
						4501 South 2700 West, 4th Floor
						PO Box 148490
						Salt Lake City, Utah 84114-8490
						Office phone 801-965-4138, fax 801-965-4796
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FINANCIAL SCREENING INSTRUCTIONS / RENEWAL PROCESS

Financial screening is required for firms interested in becoming eligible for UDOT projects.  The screening process can be accomplished at any time.  Successful completion of the financial screening process does not guarantee selection for projects.  However, contracts will not be written if a consultant has not completed the screening process.  
[bookmark: _GoBack]
Financial screening consists of the following.  All items must be completed and submitted for review.

1. Complete the financial screening application included in this document.
2. Submit a form W-9 with Federal Tax I.D. number, signature and date.
3. Provide a sample copy of a labor time sheet.
4. Complete the AASHTO Uniform Auditing & Accounting Guide (2016) Internal Control Questionnaire for Consulting Engineers (Questionnaire).  The Questionnaire may be downloaded from www.udot.utah.gov/go/csforms.  The Questionnaire is labeled as “Financial Screening Questionnaire”.
5. Complete the Allocation of Expenses Table included in this document on page 9.
6. Complete the National Compensation Matrix (with the appropriate year).  The National Compensation Matrix may be downloaded from www.udot.utah.gov/go/csforms.
7. Furnish an Overhead Rate Schedule (Schedule of Indirect Costs) developed in accordance with the Federal Acquisition Regulations (FAR) published in the Code of Federal Regulations (CFR), 48 CFR Part 31, 2CFR 200 Subpart E.   (An example format copy is attached, see page 13.)
8. Provide a certified copy of an independent Schedule of Indirect Costs (Overhead Rate Schedule) audit report from a Certified Public Accountant or an independent accounting firm. (Example copy attached, see page 12.)

Note:   To obtain a contract for projects over $250,000 an independent CPA overhead rate audit is required.  However, the independent audit report is not required if desiring contracts for less than $250,000.  All Consultants working as a sub-consultant will also need to meet the above listed requirements for subcontracts over $250,000.  New Consultants that are establishing their business plan will have a maximum of two years before being required to provide actual financial data to establish the firm’s actual overhead rate.  The annual review will still be required during this two-year period.
9. Submit a copy of the firm’s chart of accounts, from the accounting system.
10. Submit the most recent annual financial statements (balance sheet and income statement) that provide support in the calculation of the overhead rate.
11. This application is intended to be simple and inexpensive.  Please submit your application electronically via e-mail in Microsoft Word or PDF format or in an unbound format, on 8½ x 11” paper.
12. Liability Insurance Coverage and Certification Requirement, see page 10.
13. Health Insurance Coverage Requirement, see page 10.
14. Complete the FHWA Form 4470.1A Contractor Cost Certification (Certification of Final Indirect Costs), see page 8.  The Form is required to be signed by an officer of the firm.


To become financially screened, complete the items listed above and submit them either electronically or via regular mail to:
Via Email:
Tammy Anderson
tammypanderson@utah.gov

Via Mailing/Courier/Express:
Tammy Anderson
Utah Department of Transportation
Consultant Services
P.O. Box 148490
Salt Lake City, Utah  84114-8490

Via Hand Delivery:
UDOT, Tammy Anderson
4501 South 2700 West 4th Floor
Taylorsville, Utah  84129


Failure to respond timely to information requests, not fully completing an application, or failure to submit all necessary documentation will delay the review process or even disqualify a Consultant from becoming financially screened.

For your convenience an MS Word copy of the financial screening application is available on-line at www.udot.utah.gov/go/csforms, you may also request a copy from Tammy Anderson at (801) 965-4138 or via e-mail at tammypanderson@utah.gov.     

When the financial screening review is complete, an agreement letter is sent to the consultant with the overhead rate verification and a place for the consultant’s signature.  Your signature indicates that you are in agreement with this overhead rate to be used for billing purposes.  Please note, the final overhead rate is subject to the terms of the project contract and may be adjusted pending the results of a post project audit, if applicable.  Return the signed agreement letter as soon as possible to the Consultant Services Financial Screener.

Annually, Consultant Services will notify consultants of their forthcoming financial screening expiration date.  At that time, the Consultant may:

1. Submit a new completed financial screening application and questionnaire including updated financial statements and a new calculated overhead rate.  If a consultant is already under contract with UDOT, financial screening is required.

2. Request that their name be removed from the Consultant Pool List if they no longer desire to do project work with UDOT.

3. Provide no response, since it is not necessary to be financially screened until awarded or selected for project work.  At that time the financial screening application must be submitted and agreed upon within 14 days after being selected or awarded for a project.  Keep in mind that if the financial screening is not completed and agreed upon in advance, this will delay the contracting process or disqualify a consultant for a project.

Information regarding General Service Administration travel per diems can be found at http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentType=GSA_BASIC&contentId=17943&noc=T to assist you in determining qualified travel expenses.
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FINANCIAL SCREENING APPLICATION
UTAH DEPARTMENT OF TRANSPORTATION (UDOT) – CONSULTANT SERVICES


	Financial Screening Application

	Date:
	

	Firm

	Firm Name:
	

	Firm Address:
	

	City, State, Zip:
	

	Mailing Address (if different):
	

	City, State, Zip:
	

	Company Website:
	

	Tax Information

	Federal Tax ID Number:
	

	Fiscal Year End (Month):
	

	Primary Contact
(for Accounting Questions)

	Primary Contact Name:
	

	Email:
	

	Office Phone No.:
	

	Cell Phone No.:
	

	Primary Contact
(for Project Management)

	Primary Contact Name:
	

	Email:
	

	Office Phone No.:
	

	Cell Phone No.:
	

	Overhead Rates

	Listed below are the overhead rates calculated for our firm for contracting with UDOT.  These rates were calculated based on a percentage of the direct labor dollar amount.  We have also provided an overhead rate schedule indicating total direct labor and related costs (fringe benefits) and general and administrative costs (indirect expenses).  Any CFR and FAR related un-allowed costs have been excluded.

	Fringe Benefits Overhead Rate:
	

	General and Administrative Rate:
	

	Combined Total Overhead Rate:
	

	Certification

	I certify that all information submitted as part of this Financial Screening process (such as but not limited to statements, answers to questions, schedules, the completed Financial Screening Questionnaire) are accurate and completed to the best of my knowledge.

	

Signature:
	

	Printed Name:
	

	Title:
	

	Date:
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FHWA Order 4470.1A
Appendix A. Example Contractor Cost Certification



Certification of Final Indirect Costs

Firm Name: ______________________________________________

Indirect Cost Rate Proposal: ________________________

Date of Proposal Preparation (mm/dd/yyyy): _______________________

Fiscal Period Covered (mm/dd/yyyy to mm/dd/yyyy): ______________________


I, the undersigned, certify that I have reviewed the proposal to establish final indirect cost rates for the fiscal period as specified above and to the best of my knowledge and belief:
1.) All costs included in this proposal to establish final indirect cost rates are allowable in accordance with the cost principles of the Federal Acquisition Regulations (FAR) published in the Code of Federal Regulations (CFR); 48 CFR Part 31, 2CFR 200 subpart E 
2.) This proposal does not include any costs which are expressly unallowable under the cost principles of the 48 CFR part 31 and 2 CFR 200 sub part E
All known material transactions or event that have occurred affecting the firm’s ownership, organization and indirect cost rates have been disclosed.


Signature: ___________________________________________________

Name of Certifying Official (Print): ____________________________________

Title: ________________________________________

Date of Certification (mm/dd/yyyy): _______________________
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FINANCIAL SCREENING QUESTIONNAIRE / NATIONAL COMPENSATION MATRIX

Please complete and submit the following.
a) AASHTO Uniform Auditing & Accounting Guide (2016) Internal Control Questionnaire for Consulting Engineers (Questionnaire).  The Questionnaire may be downloaded from www.udot.utah.gov/go/csforms.  The Questionnaire is labeled “Financial Screening Questionnaire”.
b) National Compensation Matrix (with the appropriate year).  The National Compensation Matrix may be downloaded from www.udot.utah.gov/go/csforms.
c) Allocation of Expenses Table (below) – please identify how your firm allocates the following types of expenses.  
(Direct costs must be identified here in order to be included in cost proposals and/or invoices.)

	Allocation of Expenses

	Expense
	Direct Expense
	Indirect Expense
	N/A

	Bonuses
	
	
	

	Clerical Labor
	
	
	

	Computer / Software Usage
	
	
	

	Computer Maintenance & Supplies
	
	
	

	Contracted Labor
	
	
	

	Equipment charges
	
	
	

	Field Supplies & Consumables
	
	
	

	Material Testing
	
	
	

	Mileage reimbursement
	
	
	

	Office Supplies & Consumables
	
	
	

	Per Diem
	
	
	

	Photocopies, printing
	
	
	

	Postage
	
	
	

	Technological
	
	
	

	Telecommunications
	
	
	

	Travel Expense
	
	
	

	Vehicle Expense
	
	
	

	Other (Identify)
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LIABILITY INSURANCE


LIABILITY INSURANCE REQUIREMENTS

Services to be provided by the Consultant are required to be covered by insurance.  The Consultant will furnish UDOT a Certificate of Insurance for each type of liability insurance required, to be approved by UDOT, before the Consultant begins work:
· General Liability
· Automobile Liability
· Professional Liability
· Workers Compensation
· Valuable Papers
· Aircraft Liability (if applicable)

Please provide your firm’s liability insurance certificates as stated in the Consultant Services Manual of Instructions (MOI) Section 5 page 49.

Please add the following statement to your certificate for the general liability coverage certificate:  UDOT, the State of Utah, and Local Government (if applicable) should be an additional insured for Commercial General Liability insurance 

Consultants are required to submit Certificates of Insurance on an annual basis.  For specifics on the minimum liability insurance requirements, please reference the Consultant Services Manual of Instructions (MOI).  The MOI may be downloaded from the website of www.udot.utah.gov/go/csmanuals. 
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To meet its project schedule, UDOT uses Consultants to supplement its design and construction efforts.  Being financially screened does not mean you will be automatically used on projects without going through the standard selection process.  Firms must complete the financial screening process before contracts will be written.  To select Consultants, we have set up the following procedure:

1. Firms that have been accepted as part of the General Engineering Services and Local Government Pool (Pool) are eligible for project work on small dollar amount contracts (Less than $600,000).  This pool is established every three years with annual interim qualifications.  The current Pool period began on July 1, 2016 and expires June 30, 2019.  Consultant cumulative pool dollar caps have been set at $5,000,000 for State projects and $4,000,000 for Local Government projects.

	To qualify for larger dollar amount projects, (over $600,000) a Consultant must go through the normal project-specific Request for Qualifications (RFQ) or Request for Letter of Interest (RLOI) process, submitting a Statement of Qualification (SOQ) or LOI for various work disciplines in response to advertisements on our website.  There is no dollar cap on RFQ and RLOI projects.

2. Consultants are selected based on qualifications, experience and by submittal of an SOQ or LOI, and being able to negotiate a fair and reasonable compensation for the project with UDOT.

3. UDOT uses a qualifications-based procedure to select Consultants for RFQ or RLOI contracts to perform specific advertised work.  This procedure consists of:

a. Short-listing Consultants by their submitted SOQs or LOIs; and

b. Having an interview by the Selection Team

4. Consultants who are part of the Pool have already been selected based on qualifications in their submitted SOQ.  UDOT Project Managers select Consultants for small dollar contracts (less than $150,000), from the qualified work discipline lists.  For $150,000 to $600,000 an additional project-specific Request for Pool Letter of Qualifications (RPLOQ) is performed.

5. Local Government projects – UDOT is the management agency for Federal, State, and Local Government projects.  Local Government agencies can select Consultants from the following three sources:

a. The Local Government Request for Qualification (LG-RFQ) process;

b. The Consultant Pool; or

c. The Engineer of Record (EOR) in which the Local Government agency requests UDOT Consultant Services to advertise an EOR selection through an RFQ for federally funded transportation projects.

For additional details, refer to the UDOT Consultant Services Manual of Instructions (CS MOI).  The CS MOI may be downloaded from the website www.udot.utah.gov/go/csmanuals. 
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INDEPENDENT AUDITOR’S REPORT ON THE SCHEDULE OF INDIRECT COSTS

(EXAMPLE FORMAT)

(This letter should be on accounting firm or independent CPA letterhead.)

(This report is from the AASHTO Uniform Audit and Accounting Guide for Transportation Consultants, 2016 Revision)

We have audited the Schedule of Indirect Costs for __________________________for the fiscal year ended _______________.  This schedule is the responsibility of the Company’s management.  Our responsibility is to express an opinion on this schedule based on our audit.

We conducted our audit in accordance with generally accepted auditing standards and the financial audit standards contained in the Government Auditing Standards issued by the Comptroller General of the United States of America.  Those standards require that we plan and perform the audit to obtain reasonable assurance about whether the schedule is free of material misstatement.  An audit includes examining, on a test basis, evidence supporting the amounts and disclosures in the Schedule of Indirect Costs.  An audit also includes assessing the accounting principles used and significant estimates made by management as well as evaluating the overall schedule presentation.  We believe that our audit provides a reasonable basis for our opinion.

The accompanying schedule was prepared on a basis of accounting practices prescribed by Federal Acquisition Regulations (FAR) published in the Code of Federal Regulations (CFR); 48 CFR Part 31, 2CFR 200 Subpart E, and 2016 edition of The AASHTO Guide and certain other federal and state regulations and is not intended to be a presentation in conformity with generally accepted accounting principles.

In our opinion, the schedule referred to above presents fairly, in all material respects, the direct labor, fringe benefits, and general overhead of the Company for the year ended ____________.

In accordance with the Government Auditing Standards, we have issued a report, dated ______________ on our consideration of the Company’s internal controls and its compliance with laws and regulations.

This report is intended solely for the use and information of the Consultant and government agencies or other customers related to contracts employing the cost principles of the Federal Acquisition Regulations (FAR) published in the Code of Federal Regulations (CFR); 48 CFR Part 31, 2CFR 200 Subpart E,  and should not be used for any other purpose.
							

____________________________     				________________
Signed by Accounting Firm or CPA						     Date
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OVERHEAD RATE SCHEDULE BASED ON ALLOWABLE AND UNALLOWABLE COSTS

ABC Company

FOR THE YEAR OR PERIOD ENDED: DECEMBER 31, 2007

THIS SCHEDULE IS PROVIDED AS AN ASSISTANCE IN CALCULATING AN OVERHEAD RATE BASED ON TOTAL
DIRECT LABOR COSTS. YOUR COMPANY'S ACCOUNTS AND STRUCTURE MAY VARY WHICH IS ACCEPTABLE

THIS SCHEDULE IS INTENDED TO BE USED AS A GUIDELINE TO HELP ESTABLISH A STANDARD REPORTING FORMAT

AND COMPLY WITH THE FEDERAL ACQUISITION REGULATIONS (FAR), TITLE 48. PART 31

YOUR EXPENSE ACCOUNT BALANCE IN YOUR OVERHEAD RATE SCHEDULE SHOULD AGREE WITH YOUR INCOME STATEMENT.

EXPENSE | TOTAL COSTS FAR FAR TOTAL ALLOWED)
ACCOUNT ACCOUNT  ASPERCENT OF UNALLOWED  ALLOWED  OVERHEAD RATE
DESCRIPTION BALANCE | DIRECT LABOR COSTS COSTS PERCENT
Total Direct Labor S 1825564 100.00% S - s 1,825,664 100.00%
Eringe Benefits & Related Cost
Employee Health Insurance H 170120 9.32% H - s 170120 9.32%
Payrol Taxes H 116.054 6.36% H - s 116.054 6.36%
Paid Leave & Pension Costs H 232,602 12.74% H - s 232,602 12.74%
H - 0.00% H - s - 0.00%
Total Fringe Benefits H 518.776 2842% H - s 518.776 2842%
General Overhead (Indirect Expenses)
Indirect Labor 5 1545805 84.68% H 378672 5 1.167.133 63.93%
Indirect fringe benefits H 401,088 2197% H 5259 5 395.829 2168%
Depreciation H 114,529 6.27% H - s 114,529 6.27%
Rent H 54,000 296% H - s 54,000 296%
Insurance H 43544 239% H - s 43544 239%
Computer senices & supplies H 42,041 230% H - s 42,041 230%
Training & education H 22782 1.25% H - s 22782 1.25%
Professional fees H 22534 123% H - s 22534 123%
Travel, meals & lodging H 17.987 0.99% H 1000 5 16.987 0.93%
Taxes & licenses H 15.486 0.85% H 35795 11.907 0.65%
Utilties H 14,981 0.82% H - s 14,981 0.82%
Telephone H 14,613 0.80% H - s 14,613 0.80%
Ofice supplies H 13.821 0.76% H - s 13.821 0.76%
Interest expense H 10.527 0.58% H 10527 5 - 0.00%
Key man life insurance H 7.835 043% H 78355 - 0.00%
Postage H 5322 0.29% H - s 5322 0.29%
Dues & subscriptions H 5.065 0.28% H I 4570 0.25%
Small tools & supplies H 4547 0.25% H - s 4547 0.25%
Repairs & maintenance H 3419 019% H - s 3419 0.19%
Donations & contributions H 4128 0.23% H 41285 - 0.00%
Fees & permits H 2616 0.14% H 100 s 2516 0.14%
Printing expenses H 2586 0.14% H - s 2586 0.14%
Recuiting expense H 1294 0.07% H 5135 781 0.04%
Technical publications H 524 0.03% H - s 524 0.03%
Total General Overhead (Indirect Expenses) 5 2.371.074 __ 12988% & 412108 | 5 1.958.966 07.31%
Total Fringe Benefits & General Overhead 5 2669850 16830% 5 412108 | 5 2477742 136.72%
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State of Utah

GARY R. HERBERT
Governor
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Lieutenant Governor
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Executive Director
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