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State of California  Department of Transportation 
INSTRUCTIONS FOR DEVELOPING 
PRECONSTRUCTION SERVICES CONTRACT COST PROPOSAL
	(3)
	Fringe Benefit %
	Overhead %
	General Administration %
	Combined %

	NORMAL
	41.10%  +
	23.19%  +
	63.25%  =
	(4a)	127.54%

	OVERTIME
	41.10%  +
	23.19%  +
	63.25%  =
	(4b)	127.54%


	(5)	FEE %
	4.00%
	BILLING INFORMATION	CALCULATION INFORMATION
	Name/Classification1
	Loaded Hourly Billing Rates
Straight	Overtime
	Effective Date of Hourly Rate
From	To
	%
Escalation Increase
	Actual Hourly Rate and/or Average Hourly Rate2
	Hourly Range for Class

		(6)
	(7)
	(7)
	(8)
	(8)
	(9)
	(10)
	(11)

	Joe Smith, Project Manager
	137.77
	N/A
	07/01/03
	06/30/04
	
	57.12
	N/A

	Exempt
	141.90
	N/A
	07/01/04
	06/30/05
	3.0
	58.83
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Sue Bird, Sr. Landscape Architect
	74.17
	89.55
	07/01/03
	06/30/04
	
	30.75
	N/A

	
	76.39
	92.23
	07/01/04
	06/30/05
	3.0
	31.67
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Landscape Architect
	49.44
	59.69
	07/01/03
	06/30/04
	
	20.50
	17.00 – 24.00

	
	50.91
	61.46
	07/01/04
	06/30/05
	3.0
	21.11
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



STATE OF CALIFORNIA DEPARTMENT OF TRANSPORTATION	(2) Contract #: [Contract Number]
SAMPLE COST PROPOSAL  [Edit Specific to Project]	Form H
PRECONSTRUCTION SERVICES CONTRACT	[Proposer’s Firm Name]
Date: [Cost Proposal Date]
Page 1 of #


Footnotes for Labor Sheets (for Prime and all Subs): [Edit specific to Project]
1. Department Contract Manager's preapproval is required for any addition of staff not listed on the Cost Proposal.  The billing rates for these employees, including those that fall under general classifications, will be calculated and reimbursed based on their actual hourly rate on [Cost Proposal Date].
2. The annual salary escalation rates are actual escalation rates provided and subject to post award audit.  The escalation rates in the Cost Proposal are the maximums.  The allowed annual salary escalation is either the annual salary escalation given by the Construction Manager as audited by the State or the listed rates above, whichever is lower. 
3. Hourly rates for new employees hired after the date of this Cost Proposal shall not exceed (and shall be in line with) the rates of similar personnel listed on this Cost Proposal having similar experience. 
4. Exempt staff shall not be invoiced for more than 8 hours per work day, or 40 hours for work week. 
5. No charge for all in-house accounting and administrative support work, including invoice preparation and photo copying. 
6. Overhead rate stated within each labor rate sheet is provisional and subject to review and approval by the Department’s Audits and Investigations Division. 
7. No charge will be invoiced for per diem or travel time cost related to staff relocation. 
8. The Construction Manager employee’s headquarters and/or primary residence shall be as defined in the Caltrans Travel Guide.  Travel Time Charges shall be as defined in the Caltrans Travel Guide. 
9. Time sheets shall be authorized by the employee and approved by the supervisor or their representative and submitted with the monthly invoices. 
10. No markup is allowed for Subcontractor labor charges and shall be considered as a pass through.
11. Not Applicable (N/A)


	(12) SCHEDULE OF OTHER DIRECT COST ITEMS


	[Contractor Name]
	[Subcontractor Name]
	[Subcontractor Name]

	DESCRIPTION OF ITEMS
	UNIT
	COST
	DESCRIPTION OF ITEMS
	UNIT
	COST
	DESCRIPTION OF ITEMS
	UNIT
	COST

	Travel (mileage)
	See Notes 1 & 2
	Travel (mileage)
	See Notes 1 & 2
	Travel (mileage)
	See Notes 1 & 2

	Airfare
	
	Airfare
	
	Airfare
	

	Lodging
	
	Lodging
	
	Lodging
	

	Meals/Incidentals
	
	Meals/Incidentals
	
	Meals/Incidentals
	

	Car Rentals
	
	Car Rentals
	
	Car Rentals
	

	Airport Parking Home Base
	
	Airport Parking Home Base
	
	Airport Parking Home Base
	

	Printing B/W (in house)
	EA
	N/C
	Printing B/W (in house)
	EA
	N/C
	Printing B/W (in house)
	EA
	N/C

	Printer Color (in house)
	EA
	N/C
	Printer Color (in house)
	EA
	N/C
	Printer Color (in house)
	EA
	N/C

	Reproduction (outside)
	EA
	Actual
	Reproduction (outside)
	EA
	Actual
	Reproduction (outside)
	EA
	Actual

	Shipping
	EA
	Actual
	Shipping
	EA
	Actual
	Shipping
	EA
	Actual

	Vendors, Supplies, Fees
	EA
	Actual
	Vendors, Supplies, Fees
	EA
	Actual
	Vendors, Supplies, Fees
	EA
	Actual

	Partnering
	EA
	Actual
	Partnering
	EA
	Actual
	Partnering
	EA
	Actual




Footnotes for the Other Direct Costs (ODC) Sheets (for Prime and all Subs):
1. The Construction Manager employee’s (or Subcontractor’s employee’s) headquarters and/or primary residence will be as defined in the Caltrans Travel Guide. 
2. Preapproved travel and per-diem costs will be reimbursed in conformance with the current Caltrans Travel Guide, Chapter 19, “Non-State Employee Travel”. 
a. No charge will be invoiced for employee relocation cost. 
b. Airline tickets (if required) will be reimbursed based on the cheapest price available and based on purchase price listed at least 14 days prior to flight date. 
3. Preapproved actual costs are competitive prices from appropriate vendors in their respective industries and supported by receipts.  Items such as special tooling, will be reimbursed at actual cost with supporting documentation (invoice). 
4. Parking, tolls, and local transportation costs resulting from commuting to and from the employee’s residence to the job site are not reimbursable. 
5. The Department will not reimburse the Construction Manager for costs to relocate its staff to the geographic area of the Contract as stated in Project Description.  The Department will not reimburse the Construction Manager for any per diem costs for staff relocation. 
6. ODC items claimed are in compliance with 48 Code of Federal Regulation, Chapter 1, Part 31 (Federal Acquisition Regulation – FAR cost principles) and are consistent with the Construction Manager’s (or Subcontractor’s) company-wide allocation policies and charging practices with all clients including federal government, state governments, local agencies, and private clients. 
7. Proposed items shall be consistently billed directly to all clients (Commercial entities, Federal Govt., State Govt., and Local Govt. Agency), and not just when the client will pay for them as a direct cost. 
8. Items when incurred for the same purpose, in like circumstance, shall not be included in any indirect cost pool or in the overhead rate. 
9. For an item listed here as "tools of the trade" that is part of indirect cost and not applicable as a direct cost, note as Not Applicable (N/A). 
10. For items that are not allowed as direct cost or otherwise, is denoted as No Charge (N/C).
11. No markup is allowed for Subcontractor charges or Other Direct Charges and shall be considered as a pass through.  
12. No vehicle mileage charges are allowed for employees with vehicle allowances.
CMGC Program will only work directly with the Proposer’s Representative concerning the Contract and the Cost Proposal.  The Proposer shall work with its Subconsultant(s) to develop the Cost Proposal.  The Proposer is responsible for obtaining valid cost proposal information and/or forms from its Subconsultant(s).
Audit Review of Cost Proposal:  The Proposer’s Cost Proposal will be subject to an Audit review.
· To assist Department Audit personnel, the Proposer shall provide a contact person’s name, telephone number, fax number and email address for themselves and each Subconsultant.
· For each Subconsultant the Proposer shall provide the estimated total percentage(s) of the Work anticipated to be performed by the Subconsultant.
· When submitting the Cost Proposal, the Subconsultant information may be submitted in a “cover letter” and/or on a separate page.
· If a revised Cost Proposal is required of the Proposer and Subconsultants as a result of audit findings or cost negotiations, the Proposer shall provide a new Cost Proposal with all requested revision(s) and a revised date.  The revised Cost Proposal date shall be the same for the Proposer and Subconsultants and the revised date shall be on each page of the revised Cost Proposal.
Instructions for completing the Cost Proposal are enumerated on the Sample Cost Proposal as follows:
1. The Proposer and Subconsultant’s Cost Proposal shall be submitted in the format of the Sample Preconstruction Services Cost Proposal.
2. On the right-hand side of the page indicate the Contract number(s), the form letter, the Proposer’s firm name, date prepared, and page number of numbers (i.e. 1 of 6, 2 of 6, 3 of 6, etc.).
3. Edit the Sample Cost Proposal specific to Project.  Provide a separate table for each firm noting Fringe Benefits, Overhead, General Administration, and combined percentages at the top of each table.
4. In the middle, center of the page, indicate the firm’s percentages for the fringe benefits, overhead, and general administration for “Normal” and “Overtime” percentages.  The firm’s fringe benefits, overhead, and general administration percentages are subject to Department audit review/approval.
5. Combined %:  The combined percentage is the addition of the fringe benefit, overhead, and general administration percentage for both “Normal” and “Overtime” percentages.  Provide combined percentages rates separately for “Normal” and Overtime” hours. 
The combined percentage figures for “Normal” and “Overtime” hours may remain the same if the firm’s business practice does not accumulate overhead costs separately for “Normal” and “Overtime” hours.
6. Fee %:  The fee percentage will be as noted in the Sample Preconstruction Services Cost Proposal.
7. Name & Classification:  For all Key Personnel that are listed in the Proposer’s SOQ, list the name and corresponding job classification.  The job classification title shall be descriptive of the function the Key Personnel will perform for the Project.  For all other employees (i.e. support staff, non-professional) list the job classification.  When the Proposer has a “pool” of employees that can perform the necessary tasks and will randomly select individuals to perform the Work, the “job classification” and “hourly range for class” may be utilized.  The listing of specifically “named individuals” versus “classification only” is an issue that may be discussed and decided at the cost negotiation meeting.  Note employees/classifications that are subject to prevailing wage requirements with an asterisk (*).
8. Loaded Hourly Billing Rate:  Under “Loaded Hourly Billing Rates” the Proposer will list the “Straight”, and “Overtime” rates for all named and/or unnamed classifications.  To complete the “Loaded Hourly Billing Rates” section combine the applicable hourly wage rate with the combined overhead and fixed fee percentages.  Below is the formula for calculating the “loaded rate” (with example figures):
Actual/Average Hourly Rate X Combined %	=	(A)
	$30.75	X	1.2754	=	$39.219 ($39.22)
Actual/Average Hourly Rate +	(A)	=	(B)
	$30.75	+	$39.22	=	$69.97
	(B)	X	Fee %	=	(C)
	$69.97	X	0.06	=	$4.198 ($4.20)
	(B)	+	(C)	=	Loaded Rate
	$69.97	+	$4.20	=	$74.17
Overtime may be “not applicable” (N/A) for some of the classifications.  Typically those classifications are Executive, Administrative, Professional, out-side Sales Personnel, Owners, Owner’s Parents, Spouses, and their Children, etc.  Overtime is completed with a “N/A” for exempt employees and with a figure for employee(s) subject to the Fair Labor Standards Act.
9. Effective Date of Hourly Rates:  The “Effective Date of Hourly Rates” shall cover the period  stated in the Contract under Article - Performance Period.  If the Contract is for a three (3) year duration, the Proposer shall list each year on a separate line for each named individual and/or classification (see sample cost proposal).  The effective dates may have to be revised depending on when the Contract is actually executed.
10. Escalation for Cost of Living:  If escalations are anticipated during the Contract period, provide the estimated escalations percentage.  If the Contract period will be for more than one (1) year, the Proposer and its Subconsultant(s) shall indicate the anticipated escalation percentage for each individual/classification listed.  Escalation increases are subject to negotiation and Department audit review/approval and are negotiated.
11. Actual Hourly Rate:  Where a specific employee is named, provide the “Actual Hourly Rate” and the effective dates of the rate.  
Average Hourly Rate:  Where only the classification is listed, provide the “Average Hourly Rate” for the general classification.  The “Average Hourly Rate” is calculated by adding the actual hourly salaries for the individuals in the “pool” and then dividing by the number of individuals in the pool.  If the Proposer’s “employee pool” has 5 individuals that the Proposer’s company will be utilizing, the 5 actual hourly salaries would be added and divided by 5 to obtain the “Average Hourly Rate”.  Even though the employee is not named in the Cost Proposal, the Department Contract Manager shall pay the “actual salary rate” for the individual that is utilized from the “employee pool.”
12. Hourly Range for Class:
Named Employee(s)  -  With specifically named employee, the “Hourly Range for Class” shall indicate “not applicable” (N/A).
Classification Employee(s)  -  With the classification only, provide the “Hourly Range for Class” rate for that classification.
13. Other Direct Costs:  Utilizing the format of the sample  “Schedule of Other Direct Cost Items” attached, indicate any anticipated “Other Direct Cost” (ODC) items, including in‑house billing rates.  Each Proposer is responsible for billing the Department for their ODCs at “actual” cost, without any additional markup or profit.  ODCs are subject to Department audit review/approval.
· In‑house billing rates are generally for those services provided by the Proposer rather than by an outside vendor.  For example, a Proposer may perform all of its reprographic work in‑house and bill at an established per page billing rate.  The established in‑house billing rate shall be supported and based on actual costs incurred by the Proposer.  Or, a Proposer may send out their reprographic work and pay an outside vendor.  ODC items are expenditures that are directly related to the Contract/Project, which are not captured in the Proposer’s Overhead Percentages.
· If part of the contracted Work is to be subcontracted, the Proposer shall submit ODCs for each Subconsultant.
· Only one (1) ODC sheet shall be included with the Proposer’s Cost Proposal that combines the Proposer and Subconsultants ODC items.  Items listed in the Cost Proposal may vary because the ODC items will vary from firm to firm depending on the accounting method utilized by the firm.  If an item listed on the ODC sample form is captured in the Proposer’s Overhead Percentages, the Proposer shall note “Not Applicable” (N/A) in that section.
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