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INDOT Professional Services Contract Administration Manual

Purpose: Maintain compliance with state and federal code and regulations
Reminders:
Chapter 2: Code of Ethics and Conflict of Interest
• Strictly avoid marketing communication with INDOT personnel regarding the award of items and projects 

advertised on RFPs from the formal advertisement date until the date a selection decision is published.
Chapter 8: Contract Amendments
• Contract amendment requests are to be reviewed first with the INDOT project manager. The project manager 

is to verify the proposed modification is not covered by the original scope and cost, to verify the modification 
is warranted and then to evaluate the validity of the proposed hours and costs. When the project manager is 
satisfied that a modification is warranted and that the proposed scope and cost proposal is acceptable, the 
project manager shall upload the proposal, along with recommendations, into PSCS for review and further 
processing by the Central Office Consultant Services Section.
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Oh, how far we have come
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Intent and Purpose

• Internally developed system (2007 and 2014)
– Built to ensure compliance, reduce administrative burden, and 

document tracking

• Full rewrite of the whole system to update  
technology

• Enhancements to improve use
• New update look and colors but don’t be scared, a 

lot of the same core processes
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What we will be covering today:

RFP revisions

Letter of Interest Tile

Setting Priority
APB Excel
Cost Proposal

Active Contracts Tile

Proposal Submittals

View contract status
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RFP Item Updates

• RFP Revision
– Changes are then posted at the top of 

the view RFP
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RFP Item Required Documents
• Required documents now show up on the RFP Item Details
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Letter of Interest Submittal
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Setting Priority
At the bottom of the Letter of Interest Submittal page, when you select "Update Priorities and Submit", a new 
window will open. 
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Setting Priority
Click "Update" to enter the "Current Priority" of the item. 
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Setting Priority
If multiple items appear, re-prioritize as needed. Select the "Save" button after selecting the current priority prior 
to submitting to INDOT. The "Current Submittal Status" column indicates if the item is Pending or Submitted. 

The first item submitted will default to 1 but may be changed. Different RFP items cannot have the same 
priority.
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Active and Pending Contract Balance (APB)
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Cost Proposal
• Require Total Cost Proposal Amount

– Only allowed on non-construction plans development contracts (i.e. Studies, Grant writing, etc.)

– Consultants will be required to add the Total Cost Proposal Amount which will be visible on scoring screen. 
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Selection Email Automation
• Following Commissioner 

Approval of RFP selections and 
Contract Engineer Assignment
System will send an email to the Authorized 
Negotiator listed on the LOI submittal
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Active Contracts
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Active Contracts

Provides information and current status

• New ability to upload documents for original contract proposals directly to 
contract supporting documents
– Reduce emails with large attachments and large number of attachments

– Follow up email required, once all documents are uploaded for starting review and audit
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Active Contracts
Upload for original contracts, confirm with follow up email to PM and Contract Lead
Not to be used with amendments, Project manager to review and approve before 
sending to Contract Administration
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Go Live

Professional Services Contracting Services Portal will not be accessible December 
12-19 for go live and initial testing

Selections will be made for RFP 2511 before the shut down

Next Advertisement is 1/13/2026

Happy Holidays!
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Questions?
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