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Staff Hour EstimatesStaff Hour Estimates

Presented By Robert Quigley, P.E.
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 Staff Hour Guidelines & Forms 

 Staff Hour Development Process 

 Future of Scope and Staff Hours 
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Objectives of Training

 Provide Overview of Staff Hour Estimates in Proj. Mgmt.

 Describe Background on Staff Hour Estimation

 Describe the Staff Hour Estimation Guidelines & Forms

 Describe Staff Hour Estimation Development Process

 Provide update on Staff Hour Estimation Guidelines & Forms

Needs & Management Fundamentals

WHAT ?

1. What are we getting?

2. How long will it take?

3. What’s it going to 
cost?

1. Prioritize

2. Optimize

3. Accept

What People Need To Know Triple Constraints
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Triple Constraints 

SCOPE

When one side changes, 
the other two 

are inevitably affected

SCOPE

SCOPE SCOPE

Authorizing Procedure

Procedure 
375-030-020
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Authorizing Procedure

Procedure 375-030-020

Authorizing Procedure
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Background

• Original work done July 2000 to July 2002

• Over 2,500 hours invested in original work

• Implemented July 1, 2002

• Major update by all Disciplines 2008

• Minor updates as needed

• Always has been an FDOT / FICE joint 
effort

Background

• Roadway Analysis and Roadway Plans tested by 
Roadway Task Team on three different projects 
(minor and major) – comparisons were very close

• Roadway Forms also tested by FDOT and 
consultant members of Roadway Task Team 
during District 7 negotiations – estimate very 
close to staff hours negotiated using current 
forms

• All other task teams performed similar testing 
with respective forms
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Staff Hour Estimation (SHE)
Guidelines

Objectives of the SHE Guidelines 

• A reference tool developed to 
assist FDOT and Consultant 
personnel involved in estimation 
and negotiation of staff hours 

• Develop Scope of Services and 
Staff Hour Forms that will provide 
consistent & uniform negotiations 
for work effort requirements on 
projects statewide 

Staff Hour Estimation (SHE)
Guidelines

Objectives of the SHE Guidelines (continued)

• Clarifies Tasks for each discipline area

• Develop Scope of Services so that Chapters and 
Sections match the Activities and Tasks which are 
negotiated using the Staff Hour Forms

• Develop estimation guidelines (Basis) that would 
produce no more or less hours than were 
previously negotiated on projects
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SHE Guidelines

 The staff-hour ranges shown presented on the following 
sheets represent the work effort that may be expected for 
each specific task on typical projects.

 These hourly ranges vary from a simple project (lower end 
of the range) to a complex project (upper end of the range) 
based upon the specific variables for each individual 
activity.  

 The ranges represent neither the minimum nor 
maximum hours that may be negotiated for a particular 
task on a project.  

 Hours below or above these ranges may be applicable 
based upon constraints and requirements that are specific 
to the project.

Ranges

SHE Guidelines

Ranges are not intended to cover all projects
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Staff Hour Estimation (SHE)
Guidelines
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SHE Forms 
 Project Information Sheet

SHE Forms 

 Discipline Task Sheets

 All clarification to a scope activity shall be noted in that 
Task's COMMENTS column on the SHE Forms 

 All details and assumptions supporting the staff hours for a 
task shall be noted in that Task's COMMENTS column 

 Includes “Other” Activities task descriptions
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SHE Forms 

 Hours should be set up with formulas supported by 
description in comments column

SHE Guideline:

SHE Form:

=(20*1)+(8*2)

SHE Forms 

 Hours should be set up with formulas supported by 
description in comments column

Tip
Don’t hesitate to separate an activity into 2 or more parts 

(ex. 4.4a and 4.4b) in order to clarify the hours.



6/18/2013

11

SHE Forms 

So, what happens when you’re outside this range??

 Document it in the COMMENTS Column!

SHE Form Tips

Do’s
• Determine complexity of 

project – where is it in range?

• Project clarification, details and 
assumptions - describe in 
COMMENTS 

• Use formula to support hours –
CHECK FORMULAS

• Involve Discipline Experts

Don’ts
• Don’t blindly copy 

SHE form from a 
similar project

• Don’t focus on top 
or bottom of range
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Staff Hour Development

Scope and Staff Hour 
Development Process

FDOT Prepare 
Stage I Scope

Advertise 
Project 

Receive 
LOIs

Develop 
Long List

Consultants 
Prepare Staff 

Hours

Consultant 
Scope of 
Services 
Meeting

Shortlist 
Firms

FDOT Prepare 
Stage II Scope 
& Staff Hours

Receive 
Proposals/ 

Presentation
s

Scope 
Clarification 

Meeting

Select Firm

Consultant 
Revise Staff 

Hours

Consultant 
Prepare Stage 

III Scope

Contract 
Execution

Negotiate 
Staff Hours
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Scope and Staff Hour 
Development Process

FDOT Prepare 
Stage I Scope

Advertise 
Project 

Receive 
LOIs

Develop 
Long List

Consultants 
Prepare 

Staff Hours

Consultant 
Scope of 
Services 
Meeting

Shortlist 
Firms

FDOT Prepare 
Stage II Scope 
& Staff Hours

Receive 
Proposals/ 

Presentation
s

Scope 
Clarification 

Meeting

Select Firm

Consultant 
Revise Staff 

Hours

Consultant 
Prepare Stage 

III Scope

Contract 
Execution

Negotiate 
Staff Hours

Scope Development Process

Stage I Scope

Used for project 
advertisement 

Stage II Scope

Contains more detail

Provided to short listed 
firms

Stage III Scope

Final scope used in 
contract
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Scope and Staff Hour 
Development Process

Advertise 
Project 

Receive 
LOIs

Develop 
Long List

Consultants 
Prepare 

Staff Hours

Consultant 
Scope of 
Services 
Meeting

Shortlist 
Firms

FDOT 
Prepare 
Stage II 
Scope & 

Staff Hours

Receive 
Proposals/ 

Presentation
s

Scope 
Clarification 

Meeting

Select Firm

Consultant 
Revise Staff 

Hours

Consultant 
Prepare 
Stage III 
Scope

Contract 
Execution

Negotiate 
Staff Hours

FDOT Prepare 
Stage I Scope

Scope Development Process

Project Manager’s responsibilities throughout the Scope of 
Services development process

Stage I Scope

Develop & coordinate 
initial detailed scope 
used for project  
advertisement 

FDOT PM prepare draft 
Risk Analysis

The more detail the 
better

Stage II Scope

Conduct Risk Analysis

Coordinate & update 
scope based on LOI’s 
& finalize Risk Analysis 

Obtain discipline input

Add as much detail as 
possible to the scope!!

Provide Scope to short 
listed firms

Stage III Scope

Coordinate & finalize 
scope after 
negotiations

Consultant can “red-
line” scope for District 
review and approval

Final scope given to 
PSU & consultant
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Scope and Staff Hour 
Development Process

Advertise 
Project 

Receive 
LOIs

Develop 
Long List

Consultants 
Prepare 

Staff Hours

Consultant 
Scope of 
Services 
Meeting

Shortlist 
Firms

Receive 
Proposals/ 

Presentation
s

Scope 
Clarification 

Meeting

Select Firm

Consultant 
Revise Staff 

Hours

Consultant 
Prepare 
Stage III 
Scope

Contract 
Execution

Negotiate 
Staff Hours

FDOT 
Prepare 
Stage I 
Scope

FDOT Prepare 
Stage II Scope 
& Staff Hours

Scope Development Process

Project Manager’s responsibilities throughout the Scope of 
Services development process

Stage I Scope

Develop & coordinate 
initial detailed scope 
used for project  
advertisement 

FDOT PM prepare draft 
Risk Analysis

The more detail the 
better

Stage II Scope

Conduct Risk Analysis

Coordinate & update 
scope based on LOI’s 
& finalize Risk Analysis 

Obtain discipline input

Add as much detail as 
possible to the scope!!

Provide Scope to short 
listed firms

Stage III Scope

Coordinate & finalize 
scope after 
negotiations

Consultant can “red-
line” scope for District 
review and approval

Final scope given to 
PSU & consultant
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Scope and Staff Hour 
Development Process

Advertise 
Project 

Receive 
LOIs

Develop 
Long List

Consultants 
Prepare 

Staff Hours

Shortlist 
Firms

Receive 
Proposals/ 

Presentation
s

Scope 
Clarification 

Meeting

Select Firm

Consultant 
Revise Staff 

Hours

Consultant 
Prepare 
Stage III 
Scope

Contract 
Execution

Negotiate 
Staff Hours

FDOT 
Prepare 
Stage I 
Scope

FDOT 
Prepare 
Stage II 
Scope & 

Staff Hours

Consultant 
Scope of 
Services 
Meeting

Provide Stage II scope

FDOT representative from each discipline provides 
clarification on the scope

Consultant asks questions

FDOT PM amends Stage II Scope based on meeting and 
reissues Stage II Scope

Consultant Scope of Services Meeting For 
Shortlisted Firms
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Scope and Staff Hour 
Development Process

Advertise 
Project 

Receive 
LOIs

Develop 
Long List

Shortlist 
Firms

Receive 
Proposals/ 

Presentation
s

Scope 
Clarification 

Meeting

Select Firm

Consultant 
Revise Staff 

Hours

Consultant 
Prepare 
Stage III 
Scope

Contract 
Execution

Negotiate 
Staff Hours

FDOT 
Prepare 
Stage I 
Scope

FDOT 
Prepare 
Stage II 
Scope & 

Staff Hours

Consultant 
Scope of 
Services 
Meeting

Consultants 
Prepare 

Staff Hours

Consultant Prepare Staff Hours

Based on Stage II Scope

Document assumptions in comments

Submit only “Staff Hour Summary – Firm” sheet 
for prime and all subs 
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Consultant Prepare Staff Hours

Based on Stage II Scope

Document assumptions in comments

Submit only “Staff Hour Summary – Firm” sheet 
for prime and all subs 

Tips
1. Clearly state the basis for hours of all proposed hours.

2. Provide formula for hour calculations.

Scope and Staff Hour 
Development Process

Advertise 
Project 

Receive 
LOIs

Develop 
Long List

Shortlist 
Firms

Receive 
Proposals/ 

Presentation
s

Select Firm

Consultant 
Revise Staff 

Hours

Consultant 
Prepare 
Stage III 
Scope

Contract 
Execution

Negotiate 
Staff Hours

FDOT 
Prepare 
Stage I 
Scope

FDOT 
Prepare 
Stage II 
Scope & 

Staff Hours

Consultant 
Scope of 
Services 
Meeting

Consultants 
Prepare 

Staff Hours

Scope 
Clarification 

Meeting
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Scope Clarification Meeting 
with Selected Firm

FDOT and Consultant staff from all disciplines discuss scope

Scope changes are based on information learned during 
selection process

Consultant is responsible to document scope changes

FDOT and Consultant update staff hours

•Determine appropriate range for each 
discipline

Tips
1. Consultant have all subconsultants attend the meeting.

2. Consultant should take good notes.

Scope and Staff Hour 
Development Process

Advertise 
Project 

Receive 
LOIs

Develop 
Long List

Shortlist 
Firms

Receive 
Proposals/ 

Presentation
s

Select Firm

Consultant 
Prepare 
Stage III 
Scope

Contract 
Execution

Negotiate 
Staff Hours

FDOT 
Prepare 
Stage I 
Scope

FDOT 
Prepare 
Stage II 
Scope & 

Staff Hours

Consultant 
Scope of 
Services 
Meeting

Consultants 
Prepare 

Staff Hours

Scope 
Clarification 

Meeting

Consultant 
Revise Staff 

Hours
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Revise Staff Hours Based on Scope 
Clarification Meeting

FDOT and Consultant update staff hours

FDOT and Consultant exchange staff hours 2 to 3 days 
prior to start of negotiations

Update “Comments” as hours are updated

Tips
1. Make sure hours are accurate and defendable

Scope and Staff Hour 
Development Process

Advertise 
Project 

Receive 
LOIs

Develop 
Long List

Shortlist 
Firms

Receive 
Proposals/ 

Presentation
s

Select Firm

Consultant 
Prepare 
Stage III 
Scope

Contract 
Execution

FDOT 
Prepare 
Stage I 
Scope

FDOT 
Prepare 
Stage II 
Scope & 

Staff Hours

Consultant 
Scope of 
Services 
Meeting

Consultants 
Prepare 

Staff Hours

Scope 
Clarification 

Meeting

Consultant 
Revise Staff 

Hours

Negotiate 
Staff Hours
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Negotiate Staff Hours

Follow FDOT Negotiations Handbook (Mutual Gains)

FDOT and Consultant sign-off on staff hour sheets and 
staff hour distribution for each discipline

Consultant is normally responsible for updating Scope

Tips
1. Update staff hour comments, the more detail the better
2. Staff hours sheets become excellent backup 

documentation of the Scope of Services

Scope and Staff Hour 
Development Process

Advertise 
Project 

Receive 
LOIs

Develop 
Long List

Shortlist 
Firms

Receive 
Proposals/ 

Presentation
s

Select Firm
Contract 

Execution

FDOT 
Prepare 
Stage I 
Scope

FDOT 
Prepare 
Stage II 
Scope & 

Staff Hours

Consultant 
Scope of 
Services 
Meeting

Consultants 
Prepare 

Staff Hours

Scope 
Clarification 

Meeting

Consultant 
Revise Staff 

Hours

Negotiate 
Staff Hours

Consultant 
Prepare Stage 

III Scope
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Scope Development Process

Project Manager’s responsibilities throughout the Scope of 
Services development process

Stage I Scope

Develop & coordinate 
initial detailed scope 
used for project  
advertisement 

FDOT PM prepare draft 
Risk Analysis

The more detail the 
better

Stage II Scope

Conduct Risk Analysis

Coordinate & update 
scope based on LOI’s 
& finalize Risk Analysis 

Obtain discipline input

Add as much detail as 
possible to the scope!!

Provide Scope to short 
listed firms

Stage III Scope

Coordinate & finalize 
scope after 
negotiations

Consultant can “red-
line” scope for District 
review and approval

Final scope given to 
PSU & consultant

The Future

 Discipline Teams finished updates to Scope & Guidelines

 Updates to Activities Include

 Eliminate non-standard language

 Added new activities 

 Separated previously grouped activities

 Adjusted staff hour ranges for some tasks

 Other minor edits

 Final Review of Draft Scope & Staff Hour updates

 Post updates online
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QUESTIONS?

Robert F. Quigley, P.E.
(850) 414-4356

robert.quigley@dot.state.fl.us

- OR -

Mary Jane Hayden
(850) 414-4783

MaryJane.Hayden@dot.state.fl.us

Florida Department of Transportation
Production Support Office 

605 Suwannee Street - MS-40
Tallahassee, Florida 32399-0450


