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Discussion Topics
• Determining CEI needs
• Types of CEI Agreements
• CEI Selection Process
• Contract Administration
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Determining CEI Needs

• Division Workload Analysis
– Projects

• Current
• Future Projects (STIP )
• Purchase Order/Division Let Projects
• Resurfacing

• Staffing
• Field Technicians
• Survey Technicians
• Office Technicians
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Division Workload
Division Project Staffing Chart
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Division Workload
Division Project Staffing Chart
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Division Workload
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Division Workload
Statewide Workload

3 Year Work Plan
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Types of CEI Agreements
• Statewide On – Call

– Short term work (3 – 12 months) 
– Specific short-term duration or multiple 

projects

• Project Specific Agreements
– 2 to 4 year duration
– A project or group of projects
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On-Call CEI

• Selection Process
• Agreement Approval and Execution
• Task Order
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On-Call CEI
• Selection Process
 Advertisement
 Selection Meeting

• Agreement Approval and Execution
 2-year contract (1 year extension optional)
 Maximum Dollar amount
 Board of Transportation approval
 Agreement execution
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On-Call CEI
• Task Orders
 Division negotiates the Task Order
 Number and Levels of Technicians
 Duration
 Division negotiates cost estimate
 Creates PO in SAP
 Issues NTP
 Notifies PSMU the PO is ready for approval
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Project Specific CEI
• Advertisement
• Selection Process
• Contract Development / Cost Negotiation
• Agreement Approval and Execution
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Project Specific

• Advertisement
• Project(s) information

– Project description
– Location
– Duration

• Technicians
– Level ( Engineering Technician I-V)
– Type (Roadway, structure, Erosion Control, 

etc.)
– Number
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Project Specific

• Selection Process
• Selection Committee
• Letter of Interest
• Short List Meeting
• Interviews (Optional)
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Contract Development

• Staffing
Estimated schedule
Night Work

• Direct Cost
Field Office
Vehicles
Testing / Inspection Equipment

NCDOT 2021 CEI Guidelines 

17



Contract Development
Vehicle Equipment

Each project vehicle shall come equipped with the 
following:

• Truck toolbox or camper shell
• Light Bar and 4-way strobe lights
• Fire extinguisher
• First aid kit
• Water Cooler

Equipment above is considered incidental to the monthly 
vehicle rate and no separate payment will be made.
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Contract Development/Negotiations
Basic Personal Inspection Equipment

Each technician shall come equipped with the following:

These items are considered incidental to the contract
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Calculator Safety Toed shoes

Chase Air Indicator Four-foot level

Clipboard Flat shovel

Engineer’s scales 100-foot tape with case

Flashlight Digital asphalt thermometer

Folding ruler Concrete thermometer

Safety Goggles Miscellaneous office supplies

Safety vest iPad/Tablet/Laptop (with data service)

Hard hat



Contract Development
Project Inspection / Testing Equipment

• Concrete Air Pots
• Density Testing Equipment
• Nuclear Gauges
 NCDOT Loaner Gauges
 PEF Provided Gauges
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Nuclear Gauges
NCDOT Provided vs. PEF Provided

• Allowable direct cost
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Agreement Approval and Execution

• Contract Execution
 Cost Estimate generated
 Pre-Award Audit - Office Of Inspector General
 PSUM prepares for Board of Transportation 

Approval
 PSMU prepares Agreement for execution 
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Questions
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Contract 
Administration

– Staffing
– Direct Cost
– Project Manager Visits
– Invoices
– Evaluations
– Monitoring Expenditures
– Supplementals
– Closing Purchase Orders
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Contract Administration
Staffing

• Reimbursable Rates/Salaries
 Technician Ranges
 Engineers Salary Rates
 Increase in Reimbursable Rates

• By letter from the State Construction Engineer
• CEI Employee fills a vacant higher-level position
• New Task Order / Project Specific*
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Contract Administration
Staffing  - Training and Certifications

Training Classes
Not Reimbursable – Class cost, travel, time
CEI replacement during training
 Replacement technician not always required 
 Firm must notify Contract Administrator of 

scheduled training
 Firm allowed to provide equivalent, qualified 

person for critical operations
 Depart will reimburse at the original 

technician’s rate
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Contract Administration
Staffing  - Training and Certifications

Technician Certifications
Reciprocity
 Materials and Tests allows individual 

provisional certifications
 Pass certification course within provisional 

certification expiration date
Materials and Test web site for scheduling 

training
https://connect.ncdot.gov/resources/Materials/Pages
/default.aspx
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PEF Engineering Technician I 
Trainee Program

• Trainee Program Launched in May 2018 
• 24 Month Program
 Self Study and Safety Courses
 Certification Courses
 On the Job Training

• Administered by the State Construction 
Engineer
 Contact: Sherell Williams
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Guidelines for NCDOT PEF Engineering 
Technician I Trainee Program
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ction-Memorandums.aspx



PEF Engineering Technician I 
Trainee Program Process

• PEF secures an assignment in NCDOT 
office

• PEF submits registration request to State 
Construction Engineer (Sherell Williams)

• Technician completes Level I and Level II 
of program

• PEF submits request for promotion to next 
Level to State Construction Engineer
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PEF Trainee Progress 
Tracking Form
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Statement of Understanding (CT-002P)
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Documentation for Registration

NCDOT 2020 CEI Guidelines Updates
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Trainee Progress Tracking Form (CT-001P)
• Complete Target Completion Dates

Statement of Understanding (CT-002P)
• Complete Assignment Information



Documentation for Promotion
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Trainee Progress Tracking Form (CT-001P)
• Complete Actual Completion Dates
• Complete Level I or Level II Section as 

applicable

Letter of Recommendation from Resident 
Engineer



Contract Administration
Direct Costs

Office Space
Vehicles
 Inspection/Testing Equipment
Project Manager Visits
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Contract Administration
Direct Costs - Vehicles

 Vehicle Base Rates
 Vehicle Rates reviewed every 2 years
 Adjust with the Maximum Allowable Non-Salary 

Direct Costs
 Gas Price Review (Semi- annually)
 Semi- Annual review

 Maximum Allowable Non-Salary Direct Costs
 Vehicle Rates
 Gas reimbursement per mile
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• https://connect.ncdot.gov/business/consultants/Pages/Guidelines-
Forms.aspx
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Contract Administration
Direct Costs – Vehicle Mileage

Project Miles
Begin and end at designated location (RE 

or Field Office or Project)
PEF personnel submit vehicle milage logs

No reimbursement for commuting 
miles
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Contract Administration
Project Manger Visits

• Project Specific Agreements
– Prime Consultant – 8 hours quarterly
– Subconsultants – 8 hours semi-annually

• Statewide On – Call
– Number of PM Visits based on Number of 

Technicians/Engineers on Task Orders
– Applies to Prime Consultant and 

Subconsultants
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Statewide On-Call Project 
Manager Visits
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Number of
Technicians per

Task Order

Number of Billable Project 
Manager Visits Hours per 

Quarter (Prime Consultant 
and Subconsultants)

1-8 8
9-16 16

17 or more 24



Contract Administration
Project Manager Visits

• Review Technician Project Records
• Ensure Compliance with NCDOT Policy 

and procedures
• Coordination / Communication with 

NCDOT Staff
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Project Manager Visit
Suggested Review Items

• Project diary entries
• Pay Record entries
• Earthwork calculations
• Ticket book review
• Materials Received Reports
• Minimum sampling guidelines
• Technician Certifications and upcoming training
• Force Account Records
• As-built plans
• Subcontract Agreements
• Supplemental Agreements
• Erosion Control/permits and NPDES documentation
• Special Items of work
• Project Staffing
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Contract Administration
Project Manager Visits

• Signed Timesheets
• Reimbursements
 PM’s Time - Labor
Milage – Direct Cost
Mileage from PM’s assigned office
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Contract Administration
Invoices

• Invoice Frequency 
• Invoice Review
• Invoice Cover Sheet
• Monitor Expenditures
• Supplemental Agreements
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Contract Administration
Invoices – Invoice Review

• Total Invoice amount – breakdown by WBS Element
• Summary of Labor Cost

 Technicians, Engineers and Project Managers
 Overtime and Shift Differential 
 Overhead, Fees and FCC

• Summary of Direct Expenses
• Back-up documentation

 Timesheets
 Receipts
 Bills/invoices
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North Carolina Department of Transportation
Invoice Form – Cost Plus
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Invoice Form
NCDOT 2021 CEI Guidelines 
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• Replaces the Cover Letter 
• Assist to streamline review 

process
• Contains Contact 

information
• Provides all required 

information
• Instructions are included with 

the document 



Invoice Form
Contact and General Invoice Information
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Invoice Cover Sheet
Summary of WBS Element Invoiced Amounts
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Invoice Cover Sheet
Certification and Approval
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Contract Administration
Supplementals

• On-Call Supplementals
 Task Order

 Does not need Board of Transportation Approval
 PEF/Division determines additional funding is needed to complete 

Task Order
 PEF submits a cost estimate for remaining work Division
 Division will add supplemental amount to PO and follow approval 

procedures

 Limited Service Contract (LSC)
 Needs Board of Transportation approval
 PEF contacts the Construction Unit
 PSMU places Item on Board Agenda
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Contract Administration
Supplementals

 Project Specific
 Needs Board of Transportation approval 
 PEF/Division determines additional funding needed to 

complete Purchase Order
 PEF submits cost estimate
 Review and approval process through Division, CU, 

PSMU and OIG
 PSMU places Item on Board Agenda
 PSMU updates Supplemental amount and issues 

NTP
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Contract Administration
Evaluations

• Provides feedback to the firm 
regarding performance

• It’s important to provide feedback 
during the contract to correct any 
performance concerns

• Used in future selections
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Contract Administration
Evaluations
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Contract Administration
Closing Purchase Orders

Submit Final Invoices
On-Call Purchase Orders
 Remaining funding returns to LSC Contracting 

Authority

Project Specific
 Salvage values deducted
 Return Nuclear Gauges
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Contract Administration
Closing Purchase Orders

 Closing Purchase Orders
 Enter Final Invoice – Check final invoice box
 Use Transaction ME22N
 Lock line items
 Close PO in the Header Section
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Questions
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