
	
FDOT DISTRICT ONE PROCUREMENT
CCEI AMENDMENT PACKAGE CHECKLIST   
[bookmark: Check1][bookmark: Check2][bookmark: Check3]AMENDMENT TYPE (choose one):   |X|  Supplement    |_| Amendment     |_| Time Extension    |_|    Contract Completion
 

	CCEI Supplemental Agreement Number:                 Financial Project ID(s)/Contract No.:  ____________________________
Project Description(s): 
Date Needed: 
FDOT Contact Name & Phone:  
CCEI Contact Name & Phone:   

	PSU requires up to 12 weeks to process amendments. Please plan ahead. Use provided formats whenever possible. SUPPLEMENTAL AMENDMENTS CANNOT FUND COMPLETED WORK. 

	X
	ITEM
	FORM / DOCUMENT / ITEM NEEDED IN HARD COPY

	
	1
	This Checklist – with included items checked off.

	

	2
	Action Request Form – signed by CCEI and Operations Center.  FDOT Construction Project Manager (CPM) will sign Recommended by and Operations Center Engineer will sign Approved by once package is reviewed.  (Include request for Time Extension and new end date for the agreement, if needed.)

	FOR SUPPLEMENTS NOT REQUESTING INCREASED RATES (PRIME OR SUB) 

	
	3
	[bookmark: _GoBack]375-030-1a – Professional Services Request for Contract Amendment Form, with figures rounded to whole dollar for entire amendment. District Construction personnel only will sign. (Use for CCEI Contract Supplemental Agreements).

	
	4
	375-040-28 – Request for Procurement Action Form – Project Manager will sign Project Manager area. District Construction personnel only will sign Office Manager Approval. 
(Use for CCEI Contract Amendments, Time Extensions, and Completion/Close-Out Agreements NOTE: Request for Certificate of Completion MUST include backup documentation from consultant that final invoicing has occurred and payment has been received; also, FINAL GRADES must be completed/approved)

	

	5
	Scope of Services – one page scope is usually sufficient – Provide thorough justification here.
(Email Word *.docx copy to District CEI Office)

	
	6
	Detailed Staffing Estimate – watch the dates here. SA’s cannot fund past work.  Negotiated Manhours on Negotiation Blank form should match hours shown on Staffing Estimate and Fee Proposal forms.

	
	7
	Negotiation Blank – Signed by CCEI and FDOT Construction Project Manager (CPM)..  Negotiated Manhours on Negotiation Blank form should match hours shown on Staffing Estimate and Fee Proposal forms.  

	
	8a
	Prime CCEI’s Fee Proposal – Negotiated Manhours on Negotiation Blank form should match hours shown on Staffing Estimate and Fee Proposal forms.  (Email Excel *.xlsx copy to District Office)

	
	8b
	Prime CCEI’s Expenses and Fee Proposal breakdown along with any expense backup

	
	8c
	Subconsultant CCEI’s Fee Proposal

	
	8d
	Subconsultant CCEI’s Expenses and Fee Proposal breakdown along with any expense backup

	
	8e
	Current Prequalification Letter 

	
	8f
	Current Agreement Status Report

	
	8g
	CITS Printouts (Latest Invoice Summary by FPID Number sheet and Schedule A-3 form)

	
	8h
	CIM Printouts (Construction Date Page/Construction Cost and Time Page)

	SUPPLEMENTS ADDING A POSITION OR REQUESTING RATES (PRIME OR SUB) 

	
	9
	Certified Wage Rate Form (Consultant World)

	
	10
	Payroll Registers for proposed staff (Letter of Acceptance can be submitted IF proposed staff is a new employee)

	
	11
	Certification of use of Subs & All of Lower Tier Subs Form 375-030-40

	
	12
	Audit Certification Package Form 375-030-39

	
	13
	Operating Margin Spreadsheet Form 375-030-82

	
	14
	Resumes of ALL proposed staff (EXCEPTION: Not qualified in a major type of work and are performing Non-Professional Services)

	QUESTIONS? CALL YOUR CPM OR DISTRICT CCEI MANAGER FOR ASSISTANCE. 
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