Consultant Contracts Proposal Required Documents and standard naming convention:
The file naming convention and abbreviation are essential for locating specific files, the required type and file format for submissions to Contract Administration are provided below. 
[Contract Number]_[Des]_[Description Abbreviation]_[Consultant Name][Prime/Sub]
	File Description
	Description Abbreviation
	File Format
	Resource on our website

	Consultant Contact Information (including sub consultants)
	Contact
	.pdf
	

	Certified Payroll (Signed and Dated)
	Payroll
	.pdf
	

	Average Billing Rates
	Rates
	.xls or .xlsx
	Rate Proposal Template

	Scope of Services (including subconsultant scope)
	SoS
	.doc or .docx
	Scope of Services "Appendix A" Required Formatting

	Schedule of Deliverables
	Deliv
	.pdf
	

	Fee Proposal by task by classification
	Prop
	.xls or .xlsx
	Standard Work Breakdown Structure (WBS) with summary table

	Proof of Insurance or Certificate of Insurance
	COI
	.pdf
	Consultant Prequalification Manual

	Scope of services Meeting Minutes
	
	
	



A summary of fees by compensation method and DBE goal met should be included in the Fee Proposal Document. 
Where applicable, include Field overhead rate justification in Fee Proposal document under a separate tab. 
https://www.in.gov/indot/doing-business-with-indot/consultants/proposals-and-contracts/

