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IowaDOT PolicieandProcedures

Title PolicyNo.
PrequalificatiefiArchitecturdingineeringndRelated®rofessionahd

TechnicaFirms 300.04
Responsibl®ffice RelatedPoliciesandProcedures

Design 300.12,300.18

Effective/RevisioDates Approval(s)

8-6-1976/1-25-2016 Mitch Dillavou
AuthorityDirectonf Transportatiemaccordancerithadministrativales/61IAC 20.8(307).

Contents:Thispolicyprovideguidelinefortherevienandevaluationf theworkhistorand
personnelf a firmforprequalification/appréesprovidgrofessionandtechnicadervicefor
theDepartment.

Affecte®ffices:DistricOffices;Officesof AviationBridgesandStructure€onstructioand
MaterialdesignLocalSystemsLocatiomndEnvironmenYaintenancBublicTransitRail
TransportatioRightof Way,Suppor$ervicesSystem®lanninglraffiandSafety,Iraffic
OperatiordndIransportati@ata;ProjecDeliverjBureawandSystemperationBureau.

WhotoContactorPolicyQuestionsConsultanfontrac€oordinatantheOfficeof Design
telephong15-2391729

Definitions:

Categorieofworlk Specificlassenf workforwhicHirmsnayprequalifyDescriptionsf
thecategoriesfworkfheminimumualificatiostandard®reachcategoryandthe
organizationahit(spftheDepartmemgenerallyesponsibleradministerimgntracts
withireachcategoryadministerimgfice)arelistedintheAppendixfthispolicy.

Consultan€ontracCoordinator Thepersomwesponsiblimrcoordinatingorkwith
consultants.

DisadvantageBusinesEnterpriséDBE) - A smallbusinesshatis bothownedindcontrolled
bysociallyandeconomicallyisadvantagéddividualseePolicyNo. 300.18).

Firm- Anindividuahusinesgrganizatiopartnershiporporationssociatiorgrother
legalentitypermittedylawto practicéntheprofessionsfarchitectuorengineeringr
othemreapermittedylaw,toprovideelategprofessionaindtechnicadervices.

NegotiationProcuremehy mean®thertharformahdvertisingrsolicitationf quotations.

PrequalificationA procedur® reviewandevaluatehequalificatiord professionaind
technicafirmdorapprovab providspecificservicefortheDepartment.
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PolicyNo.300.04

Responsibleffice(s) Theorganizationahit(s)usuallghe"administerimgfice"showrnn
theAppendixs responsibl®rprequalifyirfgrmsora particularategorpf work.
Howeveng divisiordirectomaydesignatanalternaterganizationahitwithirthe
divisiorto beresponsibl®rprequalification.

Forms:

102111- ApplicatiofiorPrequalificatiorchitectEngineeandRelatedServices
102113 ApplicatioSupplemerbrPrequalificatiorchitectEngineeandRelated
Services

PolicyandProcedure:

I. Generalnformation

Listsof firmgprequalifidbrthevariousategoriesfworkareavailablenthe
Departmentgebsitewww.dot.state.ia.USndertheA-Z IndexfindandclickConsultant
utilization

II. InitiaPrequalificatidypplication

A firmwishingo prequalifwiththeDepartmenhoneormorecategoriesf workmust
complet€orm102111landForm102113online.An additionaubmissionf Form102113
isrequirefbreachcategorprequalificatioaquestTo begintheprequalificatipmocess,
gotohttp://www.prof-tech-consultant.dot.state.ia.us/d efaudtlagn
PrequalificatioforlowaDOT Work FromthereclickonRequesfor Prequalification
BlankFormsandfollowpromptso create newapplicationForquestiongontacthe
Consultanfontrac€oordinator.

Theapplicatioforeachworkcategorynustlistthemembersf thefirm'keystaffwho
willbedirectlperformingheservicenfthatworkcategorpndmustincludeesume
informatioandworkexperiend®dreach. Theapplicatiomustalsoidentifyecent
projectperformelly thekeystaffmemberthatcorrelatto theservicesdentifieforthat
workcategoryA firmis limitedoidentifyingenprojectforeachworkcategoryThe
applicatioshallidentifpnlythekeystaffmemberevhowillbedirectlperforminghe
service®fthatworkcategory.

A. Reviewof Application

1. Theconsultamontractoordinatahallelectronicalfprward copyof Form
102113totheresponsibleffice(s¥orevaluation.

2. Withirl5workinglaysaftereceippof Form102113theresponsibleffice(sshall:

a. Evaluatéhesubmissiomtermoftheminimurgualificaticstandard®rthe
workcategorpnd,if applicabléhepastperformanaod thefirmoncontracts
withtheDepartmerforworkfallingwithirthecategory.
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IV.

PolicyNo.300.04

b. Replyelectronicalkp theConsultan€ontrac€oordinatao provide
prequalificatiapprovalrdenial.If prequalificatiégsdeniedtheofficeshall
statethereasonfordenialnitsreplyseeSectionV.

3. Iftheprequalificatiomformation notsatisfactorgndtheapplicanfirmis a DBE,
theconsultarontractoordinatashallcontactheDBE andmakea goodfaith
effortoassistthefirminbecomingrequalifideeforenotifyinghefirmof denial.

4. IftheConsultanfontrac€oordinatareceivebothapprovalanddenial®f
prequalificatifora specificategorpfworkthematteshallbereferretb the
responsiblefficesforresolutionlf thematters stillunresolved shallbereferred
totheappropriabureadirector(9nddivisiordirector(dorresolution.

B. ProcessingpprovabrDenial

1. Iftheprequalificatioaquests approvedheConsultan€ontrac€oordinatahall
updateéhewebsit¢éoindicatehefirmis prequalifiddrthatcategory A firm's
prequalificatistatudorallapprovedategoriesf workshallbeeffectiveluring
thecalendayearof applicatioandforoneyearthereafterg expironDecember
31.

ReapplicatioandRenewal

Withirthreemontheftheexpiratiodateof theprequalificatiapprovatheConsultant
Contrac€oordinatahalladviseffectegrequalifidirmsoreapplpnline.The
DepartmeshallprocesgeapplicatiomsthesamemanneastheinitiaprequalificatioA.
firm'vrenewadf prequalificatishallbeeffectivdortwomoreyearsto expiren
Decembe31.

AmendmemntrExpansionfPrequalification

Prequalifiefirmsmaysubmiamendeihformaticsrapplyforprequalificatidor
additionaategoriesf workatanytime. Howevertheprequalificatierpiratiodate
assignedo thefirmwillremaithesame.

Thefirmmustfirstcontactheconsultarontractoordinatdorinstructiorenhowto
proceed.

DeniabrCancellationfPrequalification

Prequalificatidora categorpfworkmaybedeniedrcanceledf thefirmfailstomeetthe
minimurgualificatiocstandardsrif thefirm'performanoma contracwiththe
Departmemntasunacceptabl®requalificationayalsobedeniedrcanceledorgood
causdncludingyutnotlimitedo,omissionermisstatemend$§ materialactonthe
applicatioforms.

An officewishingodenyorcanceprequalificatiéora categorpf workshallforward
writtestatemerdfreasonfortheactiortotheConsultanfontrac€oordinatorfor
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