Consultant Work Order
(State Agreements)

	
	
	CWO #:	Comment by Reid, Brad: For “Early NTP”, this will always be CWO #00
For “NTP” and “Reallocations”, Agreement Section will assign this number based on previous CWOs.
	



	Agreement No.: 
	
	Project Location:
	

	Control No.:
	
	Consultant Name:
	

	Project No.:
	
	Consultant’s PM:
	



PURPOSE: (check appropriate box)

☐	EARLY NTP – Provides documented approval and early notice to proceed (NTP) to Consultant to begin work on the project before the initial agreement has been executed.  Consultant’s authority to incur costs expires after 90 days.  Complete page 2.

☐	NTP – Provides documented approval and advanced NTP for any potential out-of-scope work tied to an existing agreement.  Does not increase agreement amount unless followed by the preparation of a supplemental agreement.  Complete page 3.

☐ 	REALLOCATION OF FUNDS – Provides documented approval for a consultant’s request to reallocate remaining funds within their existing agreement.  Does not change total agreement amount.  Complete page 4.

WORK ORDER APPROVAL: (Approvals may be granted by email with this completed Form attached)
All parties agree the following described work needs to be performed by the consultant as part of the referenced project. All parties concur and hereby give notice to proceed based on the following: justification to modify contract (if necessary), scope of services, deliverables, schedule, and estimated total fee. All other terms of existing agreements between the parties are still in effect. It is understood by all parties that the work described herein may become part of a future supplement to the agreement indicated above.

	Consultant:

	
	
	
	
	
	
	

	
	Name
	
	Signature
	
	Date
	

	NDOT Project Coordinator (PC):

	
	
	
	
	
	
	

	
	Name
	
	Signature
	
	Date
	

	NDOT Division/Section Head:

	
	
	
	
	
	
	

	
	Name
	
	Signature
	
	Date
	




	Notice to Proceed/ Approval Date:
	01/01/2000
	Accepted by Agreements Section (initial)
	





☐	EARLY NTP – Authorizes the consultant to begin work (and incur costs) on a new project prior to execution of the initial/original professional services agreement.  
This is not applicable if you are requesting new or additional work to supplement the original agreement.      
a. The scope of work listed in this CWO should be limited to that work which is necessary to begin prior to execution of the agreement.
b. Early NTP authorizes up to 90 days of work.  Initial agreement must be scoped, negotiated, and executed within 90 days of the early NTP.  On the 91st day after early NTP, Consultant is no longer authorized to incur costs unless the initial agreement has been executed.  
c. Consultant will not be able to invoice NDOT for costs incurred until after execution of the agreement.
d. Division Head approval is required. 
e. Return completed form to Procurement Engineer (Randy). Upon receipt of this completed form, the Agreements Section will issue a written (email) NTP to consultant and cc: PC. 

	[bookmark: _Hlk201557747]Description of Scope covered by this early NTP: 

	Describe the scope of work covered by the early NTP.  What work needs to be done in the next 90 days that cannot wait until execution of the agreement?   


	[bookmark: _Hlk201557793]Justification for early NTP: 

	Describe what led to an early NTP being required to keep project on schedule.

	Status of Scope development, ICE preparation, Consultant’s Fee Proposal, Negotiations: 

	Describe the status of each item noted above.  Include other information as appropriate.








☐	NTP – Provides expedited approval and advanced notice to proceed (NTP) for any potential out-of-scope work tied to an existing agreement.
☐ If Consultant’s fee estimate is less than or equal to $10,000 to complete the work:
1. Complete a description of the work in the box below.  Consultant’s fee workbook or estimate must be included with this form. PCs do not need to prepare an independent cost estimate (ICE).
2. PC conducts an analysis of the Consultant’s fee proposal to determine if it is fair and reasonable.  PC documents any negotiations conducted with Consultant.  PC’s acceptance of the final fee proposal is documented by approval of this Form.
3. Upon Section Head’s concurrence/approval, PC may issue a written (email) NTP to consultant that includes the completed CWO, scope and cost information. Cc: the Procurement Engineer (Randy) and Agreement Specialist (AS).
4. If PC wants NTP to come from the Agreements Section, then return completed form and scope/fee proposal to Procurement Engineer (Randy) and the Agreement Specialist (AS). 
☐ If Consultant estimates its additional fee will be greater than $10,000 to complete the work:
1. No discussion should be had regarding the expected cost or labor hours to do the work.
2. Consultant (or PC) completes a description of the work in the box below.  PC reviews and approves the description of the potential out-of-scope work.
3. Upon Section Head’s concurrence/approval, PC returns completed form to Procurement Engineer and AS where Randy will issue a written NTP to consultant (cc: PC).
4. PC coordinates final scope of services with the consultant and submits it to AS to begin the traditional ICE/Fee Proposal/Negotiation process.  Do not discuss hours or cost when developing the scope.  The completed scope of work, ICE, fee proposal, and negotiations must be completed within 60 days of issuing NTP.
This CWO does not, by itself, add additional money to the agreement.  This form must be followed by the execution of a supplemental agreement if additional compensation is needed.

	[bookmark: _Hlk211946681]Description of the potential out-of-scope work: 

	Consultants: If your fee proposal/estimate is <$10k, show estimated cost here and attach the scope description and fee proposal to this form.  If all that information fits in this box, you can list it all here.  
If your fee is expected to be >$10k, DO NOT indicate your estimated amount. You only describe the additional work and state the fee is expected to be greater than $10k.  This helps preserve the integrity of the independent cost estimate to be prepared by NDOT.   
Finally, indicate whether this CWO needs to be processed into a supplemental agreement at this time, or if it can wait until the consultant needs the additional funds added to the agreement total.

	Justification for early/advanced NTP: 

	Why must an NTP be given now vs. waiting until a supplement has been executed?





☐ 	REALLOCATION – Approval to reallocate existing funds within an agreement, with no increase in total agreement amount.  
a. Approval for Subconsultant overrun. {Fees & Payments Exhibit, Section 3.A}
b. Approval for Subconsultant underrun, with reallocation of some/all of remaining subconsultant costs to others/prime. {F & P Exhibit, Section 3.B}
c. Approval to reallocate agreement amounts between pay categories (i.e. direct labor, indirect labor/direct expenses, fixed fee for profit).  Include justification for why additional labor is needed. {F & P Exhibit, Section 2.}
	[bookmark: _Hlk201136810]Description/Justification of reallocation: (Include detailed justification if consultant is requesting additional direct labor or profit)

	Describe reason(s) reallocation of funds is needed, and why additional labor above the negotiated amount is necessary to complete the work.  
If reallocating a subconsultant’s underrun costs, confirm sub will no longer need the money allocated to them.
attach other documents/emails, as needed.





Section 2. in “Fees and Payments” exhibit of the original agreement, as amended by any prior supplement(s) and/or Consultant Work Orders, is hereby further amended as shown below: (choose applicable payment method)
“Current Amt” listed below is from agreement/supplement/CWO # 000   _	Comment by Reid, Brad: Examples: XK2500,  XK2500-001, or CWO #02

☐ Cost Plus Fixed Fee (CPFF)
	
	Current Amt
	Change
	New Amount
	Category

	A.
	$
	.00
	$
	0.00
	$
	   0.00
	for actual direct labor costs

	B.
	$
	.00
	$
	0.00
	$
	   0.00
	for indirect costs and direct expenses

	C.
	$
	.00
	$
	0.00
	$
	   0.00
	for a fixed fee for profit

	D.
	$
	   0.00
	$
	   0.00
	$
	   0.00
	total agreement amount


Enter values in columns 1 and 2, rows A, B, and C.  select entire table and hit F9 to refresh.

☐ Specific Rates of Compensation (SRC)
	
	Current Amt
	Change
	New Amount
	Category

	A.
	$
	.00
	$
	.00
	$
	   0.00
	for actual direct labor costs

	B.
	$
	.00
	$
	-.00
	$
	   0.00
	for direct expenses (direct non-labor)

	C.
	$
	   0.00
	$
	   0.00
	$
	   0.00
	total agreement amount


Enter values in columns 1 and 2, rows A and B.  select entire table and hit F9 to refresh.


Consultant: Once approved by NDOT, update your ‘NDOT Form 162 – Cost Breakdown Form’ included with your invoices to reflect adjusted amounts (including revised sub totals, if applicable).
                                    	Distribution: Consultant, NDOT Project Coordinator, Agreements Section 
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