COST PROPOSAL SUBMITTAL CHECKLIST 

The following checklist is a tool to help you review your Cost Proposal for completeness prior to submittal. Checking boxes to indicate completion of requirements is intended to serve as a reminder for firms and DOES NOT serve as an actual eCMS system check of requirements. The Cost Proposal will be rejected if any required information or back-up documents related to this contract are not submitted.

When all applicable boxes have been checked, indicating completion of requirements, click the “SUBMIT COST PROPOSAL TO ADOT” button to submit your Cost Proposal.
	(
	REQUIREMENTS

	
	GENERAL COST PROPOSAL REQUIREMENTS FOR ALL CONTRACT TYPES

	(
	Transmittal Letter signed by the Prime Consultants Project Principal/Officer of the Firm and Project Manager (ADOT format used).

	(
	Key Personnel List (ADOT format used).

	(
	Consultant and all Subconsultants Cost Proposal entered into the eCMS.

	(
	Back-up documents justifying additional requested wage classifications, labor activities, work hours, direct expenses, etc. uploaded in the corresponding areas of eCMS.

	(
	Pdf copy of signed and dated Subconsultant Cost Proposal uploaded in the corresponding Subconsultant tab.

	(
	The Project Principal Wage Classification not included in any Subconsultant Cost Proposal breakdown.

	(
	Total Subconsultant costs shall not exceed 49% of the total dollar value of the contract.  

	(
	Current Insurance Certificate with all required insurance coverage.  

	(
	W-9 Vendor Registration uploaded if first contract with ADOT or no activity with ADOT within the past 18 months. 

	(
	Supporting documentation uploaded for proposed Overhead, Cost per Unit of Work, Specific Rate or Commercial Item Pricing Rates. 

	
	COST PROPOSAL REQUIREMENTS FOR SPECIFIC CONTRACT TYPE

	
	The following supporting documentation must be uploaded with the Cost Proposal for each of the following contract types.

	
	 

	
	1) Specific Rates (Supplemental Services and Temp Tech Contracts)

	(
	a. Temp Tech Only - Prime Consultant and Subconsultants proposing Specific Rates of Compensation shall include details of the rates calculation including salary, overhead and fixed fee dollar value.  
b. Supplemental Services Only – Justification for proposed hourly rate. 

c. Supporting justification for Direct Expenses.

	
	

	
	2) Cost Plus Fixed Fee and Lump Sum (Pre-Design and Design Contracts )

	(
	a. Executive Summary of Basis for Cost Proposal (ADOT format used).

	(
	b. Supporting justification provided for additional Labor Classes, as well as Labor Activities and Direct Expenses.

	(
	c. Certified Payroll (ADOT format used).

	(
	d. DBE Prime and Subconsultant Affidavits and/or Good Faith Effort Certificate 

	(
	e. Certification of Final Indirect Cost for Prime Consultant and all Subconsultants – Overhead-base Consultants only.

	
	

	
	3) Lump Sum By Task Order (On-Call Contracts)

	
	a. Supporting justification provided for additional Labor Classes, as well as Direct Expenses.

	(
	b. Certified payroll (ADOT format used).

	(
	c. On-Call DBE Goal Commitment Form.

	(
	d. Certification of Final Indirect Cost for Prime Consultant and all Subconsultants – Overhead-base Consultants only.

	
	

	
	4) Cost Per Unit of Work (Geotechnical and Materials Testing Contracts )

	(
	a.  Supporting justification provided for additional Labor Classes, as well as Direct Expenses.

	
	

	
	5) Cost Plus Fixed Fee by Task Order (Construction Administration and Management Consultant Contracts )

	(
	a. Supporting justification provided for additional Labor Classes, as well as Direct Expenses.

	(
	b. Certified payroll (ADOT format used).

	(
	c. On-Call DBE Goal Commitment Form.

	(
	d. Certification of Final Indirect Cost for Prime Consultant and all Subconsultants – Overhead-base Consultants only.

	
	


