Finalize Stage III Scope and Units
Purpose of Meeting
I. Prior to the meeting 
i. Consultant and FDOT disciplines should make sure all outstanding issues are defined so they can be resolved at the meeting.  This includes performing appropriate research, field visits, drafting survey exhibits, etc.
ii. Consultant and FDOT disciplines should come with their preliminary units and survey exhibits based on the existing known scope. 
II. Consultant shall bring:
i.  Overhead projector
ii.  Laptop
iii. Current scope document in electronic format
iv. Staff-Hour Estimation Workbook/Fee Sheet (Preliminary units memo) in electronic format
III. Finalize the Stage III Scope of Services 
i. Discussion among the attendees will be directed to finalize the Stage III Scope of Services.
ii. Scope will be updated in electronic format during the meeting by the consultant.
IV. Finalize units for all disciplines in order to produce a final units memo that will be the basis for staff-hour estimates. 
i. Develop quantities for each scope task.
For example: 4.1 Typical Section Package 
ii. # of Typical Sections – Mainline 
iii. # of Typical Sections – Side Streets
iv. Consultant will update the Units Memo (Staff-Hour Workbook/fee sheet) in electronic format during the meeting.
V. The consultant will prepare a Final Units Memo, updated scope document, updated survey exhibits and Meeting Minutes which will be submit to the Project Negotiator within 48 hours of Finalize Stage III Scope and Units Meeting.
VI. If there are any changes to the final units or scope, the changes will be highlighted prior to forwarding it to the Project Negotiator.
Final Units (if necessary via teleconference)
Purpose of Meeting 
To finalize any units which are outstanding from the final units submitted from the Finalize Stage III Scope and Units meeting.  The only attendees required for this meeting will be the disciplines with outstanding units not confirmed. The consultant will prepare an update Final Units Memo, updated scope document, updated survey exhibits and Meeting Minutes which will be submit to the Project Negotiator within 24 hours.  If there are any changes to the final units or scope, the changes will be highlighted prior to forwarding it to the Project Negotiator.


Staff-Hour & Rate Negotiations
Purpose of Meeting
Negotiate all staff-hours, job classification rates and distribution for the project.
Consultant will bring laptop and overhead projector.
Hours will be updated as negotiations are performed.  If a breakout groups occur, that group shall update their hours during their negotiations as well.
Finalized documents forwarded to Project Negotiator within 48 hours of negotiations.  Any changes that occurred since negotiations will be highlighted.
