Revised Instructions for Providing Professional Consulting Services

May 14, 2014

Page 

	[image: image1.jpg]



Matthew H. Mead
Governor
	[image: image2.png]Wyoming
Department of Transportation

“Providing a safe, high quality, and efficient transportation system”

5300 Bishop Boulevard
Cheyenne, Wyoming 82009-3340




	[image: image3.jpg]



John F. Cox
Director










May 14, 2014







 SEQ CHAPTER \h \r 1RE:
Revised Instructions for Providing Professional Consulting Services

Please note that the Wyoming Department of Transportation (WYDOT) Instructions for Providing Professional Consulting Services have been revised effective immediately. There are several key revisions noted below, but you are encouraged to review the entire document attached and posted on our website at http://www.dot.state.wy.us and selecting “Business with WYDOT,” “Consultants,” and “Instructions for Providing Consultant Services.”

Key revisions to WYDOT procedures include the following:

· Page 2, Article I, Audit Evaluation. This section has been changed in its entirety to reflect the risk-based assessment currently in use by the WYDOT Internal Review office to determine whether or not an audit is required.
· Page 5, Article V, Cost Proposal. This section and the corresponding examples in Appendix B have been revised to show two basic cost proposal methods: 1) cost plus fixed fee; and 2) billing rates. A lot of additional instruction has been included regarding split phases/projects, fixed fee, facilities capital cost of money (FCCM), wage verifications, use of CONUS per diem rates for meals, equipment rental, copies and/or prints, and vehicle mileage.
· Page 13, Article IX, Execution of the Agreement. Specific instructions on signing of an agreement have been added to this section.

· Page 14, Article X, Progress Payments. Edits to this section are expounded upon in the new Billing Form, Invoice and Progress Report instructions and examples in Appendix C.
· Page 15, Article XII, Performance Appraisals. New section.

· Page 16, Appendix A, Example Contract Execution. New section.

· Page 19, Appendix B, Example Cost Proposals. New examples showing: 1) use of a multiplier, FCCM and fixed fee profit; and 2) use of billing rates.
· Page 31, Appendix C, Consultant Contract Billing Form Instructions. The instructions have been expanded to provide some clarifications which are reflected in the new examples as well. Examples have been provided showing: 1) a Fixed Fee Profit billing form; and 2) a Billing Rates billing form.
· Page 35, Appendix C, Invoice Instructions. The instructions have been expanded to provide some clarifications as well as WYDOT’s position on FCCM charges, overtime, overhead expenses, documentation requirements and mileage records. Examples have been provided showing an invoice using: 1) multiplier, fixed fee profit and FCCM; 2) billing rates; and 3) billing rates for a master agreement with multiple projects.

· Page 44, Appendix C, Progress Report Instructions. The instructions have been expanded to provide some clarifications and to add the instructions for the Project Deliverable Completion Statement, if needed. Examples have been provided showing a progress report: 1) including the Project Deliverable Completion Statement; and 2) for a master agreement with multiple projects.
 SEQ CHAPTER \h \r 1If you have any questions regarding the revised instructions or their application, feel free to call me at (307)-777-4488.







Very truly yours,







David E. Griffin, P.E.

deg





Engineering Services Engineer
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