
South Dakota Department of 

Transportation  

Consultant Engineer Training 

October 12, 2017 

 

1 



Goal: build a stronger 

partnership 

 
Cell phones 

Bathrooms 

Comments and questions 

 

2 



3 



NEW CONSULTANT 

SERVICES MANUAL 

and PROCURING 

CONSULTANT SERVICES 

POLICY 

   
 

Laurie Schultz,  Administration Program Manager 

James Ainslie,  Contract Administration Engineer 
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CONSULTANT SERVICES MANUAL 

AND CONSULTANT PROCUREMENT 

POLICY 
WHY 

POLICY 

MANUAL 

oRetainer Contract 

oInterim year process 

oTiers 

o Selection processes 

o Subcontracts 

oConflict of Interest 

5 



Why?? 

 Consultant Usage  

 

 Local Government Assistance 100% 

 LGA – Bridge Inspection  100% 

 Road Design Office    20-25% 

 Environmental Office   20-25% 

 Bridge Design Office    5-10% 

 Planning Studies    60-75% 

 Construction Management  10-15% 
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Why? 
   

 

 

 
Number of Work 

Orders per year 
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Why? 

   

 

 

 
 Cost of Work  

Orders per year 
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Why?? 
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23 Code of Federal Regulation PART 172: 

MAY 22, 2015 

 

PROCUREMENT, MANAGEMENT, AND 

ADMINISTRATION OF ENGINEERING 

AND DESIGN RELATED SERVICES 

 



23 CFR  PART 172: 

 
New Requirements: 

 

 Secondary process for IDIQ (Retainer) 

contracts 

 Max for the contract amount 

 Advertise how many firms may be hired 

under each category 

 Prepare an independent estimate 

 Performance evaluation 
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STATE LAW 
5-18D-17.   Professional services exceeding fifty thousand 

dollars. No agency of the state may award or renew a contract 

for professional services exceeding fifty thousand dollars 

without complying with the procedures set forth in this section 

to § 5-18D-22, inclusive. Any agency seeking such 

professional services shall issue a request for proposals. 

The agency shall publish any request for proposals issued 

pursuant to this section on the electronic procurement system 

maintained by the Bureau of Administration. The request for 

proposals shall include the procedures for the solicitation and 

award of the contract. 
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PROCUREMENT, MANAGEMENT, AND 

ADMINISTRATION OF ENGINEERING AND 

DESIGN RELATED SERVICES 

1.POLICY 

2.MANUAL 

3.AGREEMENT 
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POLICY 
15 



POLICY 

Definitions 

Retainer Contract renewed every 3 

years 

Interim years for new/changed firms 

Tier system for consultant selection 

Work Types 
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POLICY 

LOCAL GOVERNMENT-Work Types 

 

Airport planning and design 

Bridge design 

Bridge inspection 

Geotechnical services 

Roadway design 

Railroad plan, design and construction 

administration 
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POLICY 
STATE-Work Types 

 Airport planning and design 

 Archaeology and 

paleontology 

 Building architecture 

 Bridge design 

 Bridge hydraulics and 

hydrology 

 Bridge Inspection  

 Bridge protective coating 

 Bridge evaluation and testing 

 Construction administration, 

inspection and testing  

 Environmental studies 

 Hazardous waste and 

petroleum contamination 

testing 

 Historic preservation 

 Land surveying 

 Landscape architecture 

 Photogrammetry and LiDAR 

surveys 

 Railroad plan, design and 

construction administration  

 Real estate services 

 Roadway design 

 Subsurface utilities 

exploration 

 Transportation planning 

 Wetland delineation and 

mitigation 
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POLICY 19 



20 
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CONSULTANT SERVICES 

MANUAL 

Approved by FHWA 

Information for SDDOT, Consultants, 

Local Governments 

Website:  

http://sddot.com/resources/Manuals/C

onsultantServicesManual.pdf  
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http://sddot.com/resources/Manuals/ConsultantServicesManual.pdf
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CONSULTANT SERVICES 

MANUAL 
24 



CONSULTANT SERVICES 

MANUAL 

24 Work Types 

 

90 Consulting Firms 

24 DOT offices 

 

More consultant work in the future 

Need Consistency  

***  
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Retainer Agreement 

How did you get on the list? 

Go to the SDDOT Website 
http://www.sddot.com/business/design/co

nsultant/Default.aspx  

Consultant Services Manual pages 21-31 

Notice for Interest – Newspaper Ad 

Categories Defined 

Consultant Ranking Sheet 

DOT Form 925 
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http://www.sddot.com/business/design/consultant/Default.aspx
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Great you were selected Now 

What? 

Get your firm signed up with the Secretary of States 

Office to work in South Dakota. 

DOT FORM 900 – your Agreement 

Disclosure of Lobbying Activities 

AASHTO Internal Control Questionnaire 

South Dakota W-9 

Authorized Signature Form 
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Continued 

Overhead Rate and Calculations – 

Cognizant Letter Ok 

Employee List and Pay Scales 

Proof of Insurance 
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Interim Process 

Every Year 

 Same Process 

 Two firms here are new to the list, several here 

added a category or more. 

 These firms are in addition to those previously 

selected. 

 You must have an improvement to apply for a 

category if you have been denied previously. 
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Being on the list will not 

guarantee you will make the list 

next time.  We will reevaluate 

and pick according to the 

advertised number. 
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Lets get to Work 
31 

Per Policy our Projects are now Tiered by Estimated 

Price 

 The Project Manager must develop an estimate for the 

Preliminary Engineering and that will determine the Tier. 

 This applies to all categories 

 If more than one category is covered in the project the largest 

one will determine which category list to use. 

 Select which Tier select a consultant accordingly. 

 Here are the Tiers. 
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Manual Page 4 33 



MANUAL -  Page 12 

Color coded  

Responsibilities  

And Actions 
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MANUAL 

If you Exceed the Maximum 

Contract Limit for the Tier selected: 
State Funds:  Division Director will approve or 

disapprove the exception. 

 

 

 

 

Federal Funds:  Exceeding the tier limit will 

make the work ineligible for federal funding. 
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MANUAL 

TIER C:  $200,000 - $500,000 

                Cap of $600,000 
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MANUAL -  Page 11 
Consultant Selection Tier C:   

$200,000 - $500,000 /Cap of $600,000 
Write a Scope of Work 

Prepare a Cost Estimate 

Proposal Review Committee – approved by 

Program Manager; include a different manager as 

a member 

For LGA projects, include a local representative. 
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MANUAL -  Page 11 
Consultant Selection Tier C:   

$200,000 - $500,000 /Cap of $600,000 
Project Manager sends a Request for Statement of 

Interest form to at least 3 selected firms. (email) 
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MANUAL -  Page 11 
Consultant Selection Tier C:   

  
 

If not interested, email the SDDOT 

Project Manager letting them know 

of your decision.  
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MANUAL -  Page 11 
Consultant Selection Tier C:   

  
Consultants Statement of Interest includes: 

 

Cover Form 

Technical Letter (2 pages) 

Project Experience List 

List of Personnel who will be part of the project 
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MANUAL -  Page 11 

Consultant Selection Tier C:   
 

Committee: 

Determines if interviews are required 

Ranks and selects consultant. 

 

Selection by Consent 
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MANUAL -  Page 11 
Consultant Selection Tier C:   
 

Project Manager: 

Begin negotiation of hours with the selected 

consultant 

Write a Work Order 

Notify the consultants who were not selected 
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MANUAL 

TIER D:  > $500,000 
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MANUAL -  Page 13 
Consultant Selection Tier D:   

$500,000 or greater 

Write a Scope of Work 

Prepare a Cost Estimate 

 Proposal Review Committee – approved by 

Program Manager; include a different 

manager as a member 

Committee selects all firms from Retainer 

work type list 
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MANUAL -  Page 13 

Consultant Selection Tier D:   

$500,000 or greater 

 Project Manager sends a Request for Statement 

of Interest form to all firms. (email) 

Based on SOI, select top 3 firms  

Send top 3 firms a Request for Proposal 
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MANUAL -  Page 13 

Consultant Selection Tier D:   

$500,000 or greater 

Committee: 

Determines if interviews are required 

Ranks and selects consultant. 

 

Selection by Consent 
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MANUAL -  Page 13 

Consultant Selection Tier D:   

$500,000 or greater 

  

Project Manager: 

Begin negotiation of hours with the selected 

consultant 

Write a Work Order 

Notify the consultants who were not selected 
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MANUAL 

TIER E:   

Special or Non-Typical 

Request for Proposal (RFP) 
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MANUAL -  Page 16 
Consultant Selection Tier E:  RFP 

 

Write a Scope of Work 

Prepare a Cost Estimate 

 Proposal Review Committee – approved by 

Program Manager 

Prepare a Request for Proposal form 

Determine ranking criteria 
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MANUAL -  Page 16 
Consultant Selection Tier E:  RFP 

   

 

Email interested firms 

Advertise on BOA website 

Advertise in newspapers 
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MANUAL -  Page 16 
Consultant Selection Tier E:  RFP 

   

 

Committee ranks proposals and selects firm 

An agreement is signed 

 

3 month process! 

** 
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Sub-consultants 54 

You have a choice to make 

A Sub- Consultant does not have to be on the SDDOT 

Consultant Retainer list. 

SDDOT does reserve the right to approve the selection. 

The sub-consultant does have to submit the same 

paperwork you did for approval by SDDOT Audits.  Including 

insurance. 

Any variance must be approved by the Project Manager. 

That is a benefit to selecting off the list but it is your choice. 

Your cost proposal must include the contract with the sub-

consultant and their cost proposal.  Their contract must have 

the key phase to commit to following all the same stipulations 

in your agreement ######. 



Conflict of Interest 
55 

If you hire a former SDDOT Employee 

If that employee was involved in your 

selection to be on the Consultant 

Retainer List they cannot work on 

your projects for at least three years. 

A waiver is possible but it must be 

approved by the SDDOT Secretary. 



MANUAL 

 

Consultant must perform a 

minimum of 51% of the total 

work order.  Subcontracts 

cannot exceed 49%. 
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CONTACT INFORMATION 

 

 

Laurie Schultz    

Administration Program 

605-773-8149 

Laurie.Schultz@state.sd.us  

 

James Ainslie 

Consultant Contracting Engineer 

605-773-8115 

James.Ainslie@state.sd.us 

 

 

WEBSITE:  http://sddot.com/business/design/consultant/Default.aspx  
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