
Michigan Department of Transportation  

APPENDIX   CAPPENDIX   C

Research Project
Management





Michigan Department of Transportation   C1   

OFFICE OF RESEARCH AND BEST PRACTICES 
Research Advisory Panel (RAP) Members Selected 

PROJECT TITLE: 

PROJECT #:  ORBP #:  

PROJECT
MANAGER 
PRINCIPAL
INVESTIGATOR
RESEARCH
CONSULTANT 
AGENCY

RAP MEMBERS 
Name Division/Region/TSC Telephone E-Mail 

   

   

   

   

   

   

   

   

Focus Area  Manager’s Signature: 

Date:

ORBP Initial of Receipt:  Date of ORBP Initial:  

cc:  Project File 

APPENDIX C:  Research Project Management



APPENDIX C:  Research Project Management

C2    Michigan Department of Transportation  



APPENDIX C:  Research Project Management

Michigan Department of Transportation   C2   



C2    Michigan Department of Transportation 

APPENDIX C:  Research Project Management



Michigan Department of Transportation   C2

APPENDIX C:  Research Project Management



C2    Michigan Department of Transportation   

APPENDIX C:  Research Project Management



M
ic

hi
ga

n 
D

ep
ar

tm
en

t o
f T

ra
ns

po
rta

tio
n 

Pr
op

os
al

 fo
r P

ro
je

ct
 M

an
ag

em
en

t S
er

vi
ce

s, 
“N

am
e”

 
R

ev
is

ed
 T

im
el

in
e 

fo
r W

or
k 

A
re

as
 a

nd
 T

as
ks

 
Ju

ly
 2

00
7 

th
ro

ug
h 

D
ec

em
be

r 2
01

0 

 
20

07
 

20
08

 
20

09
 

20
10

 
St

ar
t D

at
e 

Ju
ly

 2
00

7 
3Q

07
4Q

07
1Q

08
2Q

08
3Q

08
4Q

08
1Q

09
2Q

09
3Q

09
4Q

09
1Q

10
2Q

10
3Q

10
4Q

10

W
or

k 
A

re
a 

A
: P

ee
r E

xc
ha

ng
e 

C
O

M
PL

ET
ED

 
1.

 D
ev

el
op

 th
em

e(
s)

, i
de

nt
ify

 te
am

 
 

 
 

 
 

 
 

 
 

 
 

 
 

2.
 L

ea
d 

pl
an

ni
ng

 m
ee

tin
gs

 
 

 
 

 
 

 
 

 
 

 
 

 
 

3.
 D

ev
el

op
 p

re
-e

xc
ha

ng
e 

co
m

m
un

ic
at

io
ns

 p
la

n 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

4.
 A

rr
an

ge
 fa

ci
lit

ie
s,

 a
cc

om
m

od
at

io
ns

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

5.
 S

er
ve

 a
s 

fa
ci

lit
at

or
s 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

6.
 D

ev
el

op
 p

os
t-e

xc
ha

ng
e 

co
m

m
un

ic
at

io
ns

 p
la

n 
 

 
 

 
 

 
 

 
 

 
 

 

W
or

k 
A

re
a 

B
: C

om
m

un
ic

at
io

ns
 

1.
 D

es
ig

n 
to

ol
s 

to
 ra

is
e 

aw
ar

en
es

s 
of

 
O

R
N

B
P

2.
 D

es
ig

n 
to

ol
s 

to
 b

rin
g 

M
D

O
T 

ne
w

 
kn

ow
le

dg
e

3.
 W

rit
e 

co
nt

en
t

4.
 F

ac
ili

ta
te

 p
ub

lic
at

io
n 

an
d 

di
st

rib
ut

io
n 

 

5.
 D

el
iv

er
 p

re
se

nt
at

io
ns

 a
t M

D
O

T 
 

 
 

 
 

 
 

 
 

 
 

 
 

W
or

k 
A

re
a 

C
: R

es
ea

rc
h 

A
dm

in
. M

an
ua

l  
C

O
M

PL
ET

ED
1.

 R
ev

ie
w

 d
ra

ft 
m

an
ua

l 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

2.
 R

ec
om

m
en

d 
us

es
 o

f m
an

ua
l  

 
 

 
 

 
 

 
 

 
 

 

W
or

k 
A

re
a 

D
: O

R
B

P 
St

ra
te

gi
c 

Pl
an

ni
ng

1.
 C

oo
rd

in
at

e 
w

ith
 M

D
O

T 
pl

an
 

 
 

2.
 Id

en
tif

y 
na

tio
na

l b
es

t p
ra

ct
ic

es
 

 
 

3.
 L

ea
d 

st
ra

te
gi

c 
pl

an
ni

ng
 p

ro
ce

ss
 

 
 

4.
 D

ra
ft,

 re
vi

se
 a

nd
 fi

na
liz

e 
st

ra
te

gi
c 

pl
an

5.
 D

ev
el

op
 o

ut
re

ac
h 

ac
tiv

iti
es

 
 

 

6.
 A

ss
is

t w
ith

 S
O

A
T 

de
ve

lo
pm

en
t 

 Michigan Department of Transportation   C2a  

APPENDIX C:  Research Project Management

EX
AM

PL
EEELLLLLELE4Q

09

EEQ
10 LELLEELE

 
 

 
 

 
 

PL
E

PPPLL
EE

 
 

 
 

 
 

PL
E

MM
PPPLL
EE

 
 

 
 

 
 

M
PL
E

MMM
PPPLL
EE

 
 

 
 

 
 

M
PL
E

MMM
PPPLL
E

 
 

 
 

 
 

 

M
PL

AMMMM
PPPLL

AAAMA 
 

 
 

 
 

 
 

 
 AM

PL
AAMMMM

PPPL
AM

P
XAXAA
MAAMAMMMM
P

M
P

M
P

M
PP

XA
M
P

XXAAA
MMMM
PP

T 
ne

w
 

 n
ew

 

XAXAA
MAAMAMMMMMM XA
M

XXAAA
MMMM

XAXAA
MAAMAMMMM

EX
AM XXAAA
MMM

pu
bl

ic
at

io
n 

an
d 

di
st

rib
ut

io
n 

 
pu

bl
ic

at
io

n 
an

d 
di

st
rib

ut
io

n 
 XAXAA
MAAMAMMM

EX
AM XXAAA
MM

se
nt

at
io

ns
 a

t M
D

O
T 

 
 

se
nt

at
io

ns
 a

t M
D

O
T 

 
 

EX
AXXAAA EXEX

se
ar

ch
 A

dm
in

. M EXEX
AX

an
ua

l 
an

ua
l 

XX EXXX
s 

of
 m

an
ua

l  
s 

of
 m

an
u
XXXEXXXEXE

ra
te

gi
c 

Pl
an

ni
ng EXXT plan T plan EE



C2a    Michigan Department of Transportation  

W
or

k
A

re
a 

B
W

or
k

A
re

a 
D

W
or

k
A

re
a 

E
W

or
k

A
re

a 
F

P
rin

ci
pa

l
C

on
su

lta
nt

21
%

75
60

50
75

26
0

$0
 

C
on

su
lti

ng
,

W
rit

in
g,

 P
ro

je
ct

 
M

an
ag

em
en

t
8%

0
25

25
50

10
0

$0
 

W
rit

in
g 

&
 

re
se

ar
ch

48
%

30
0

10
0

10
0

10
0

60
0

$0
 

E
di

tin
g

10
%

80
5

40
0

12
5

$0
 

P
ub

lic
at

io
n 

an
d 

W
eb

 D
es

ig
n,

 
G

ra
ph

ic
s

10
%

50
20

50
0

12
0

$0
 

A
dm

in
is

tra
tiv

e
su

pp
or

t
3%

25
10

10
0

45
$0

 

La
bo

r S
ub

to
ta

ls
53

0
22

0
27

5
22

5
12

50
$0

$0
.0

0
 T

ra
ve

l**
Pr

in
tin

g,
 c

op
ie

s,
 o

fc
. S

up
pl

ie
s*

*
$0

$0

**
Tr

av
el

, p
rin

tin
g,

 s
up

pl
ie

s 
bi

lle
d 

at
 c

os
t.

O
rig

in
al

 C
os

t

"D
at

e"

Pr
op

os
al

 fo
r P

ro
je

ct
 M

an
ag

em
en

t S
er

vi
ce

s

Pr
ep

ar
ed

 fo
r M

ic
hi

ga
n 

D
ep

ar
tm

en
t o

f T
ra

ns
po

rt
at

io
n

Pr
ep

ar
ed

 b
y 

"N
am

e"
Ef

fo
rt

 b
y 

Ta
sk

s 
(H

ou
rs

 a
nd

 C
os

ts
)

A
m

en
dm

en
t f

or
 A

dd
iti

on
al

 $
10

0,
00

0

* S
ee

 L
ab

or
 a

nd
 O

ve
rh

ea
d 

R
at

es

To
ta

l
H

ou
rs

H
ou

rly
 R

at
e 

In
cl

ud
in

g
O

ve
rh

ea
d *

A
m

en
dm

en
t

C
os

t
Pr

in
ci

pa
l S

ta
ff 

M
em

be
rs

R
ol

e 
in

 P
ro

je
ct

Ti
m

e 
(%

) 
O

ve
r

C
on

tr
ac

t
Pe

rio
d

C
TC

 A
ss

oc
ia

te
s 

LL
C

 
M

D
O

T 
C

om
m

un
ic

at
io

ns
 P

ro
po

sa
l

APPENDIX C:  Research Project Management

EX
AM

PL
EELE

75
26

0
$0

 
75

26
0

$0

0
25

25
50

10
0

$0
 

0
25

25
50

10
0

$0
 

W
rit

in
g 

&
 

rit
in

g 
&

 
re

se
ar

ch
se

ar
ch

48
%

30
0

10
0

10
0

10
0

60
0

30
0

10
0

10
0

10
0

E
di

tin
g

in
g

10
%

80
5

10
%

80
5

P
ub

lic
at

io
n 

an
d

P
ub

lic
at

io
n 

an
d 

W
eb

 D
es

ig
n,

 
W

eb
 D

es
ig

n,
 

G
ra

ph
ic

s
G

ra
ph

ic
1

g
he

ad
he

ad
*

en C
o LE PL
E

AM
PL

XA
M

EX
A

EXX
AAM

PLL
EE

MM
P
E



"name"
MDOT Proposal for Technical Communication Services
Labor and Overhead Rates
April 6, 2007

Classification

Pay
Rate

Overhead
Rate*

Subtotal Fixed 
Fee

Total Fixed 
Hourly
Billing
Rate

(rate/fee)
Principal $0.00 $0.00 $0.00 $0.00
Senior Associate $0.00 $0.00 $0.00 $0.00
Researchers/Writers $0.00 $0.00 $0.00 $0.00
Editor $0.00 $0.00 $0.00 $0.00
Graphic Designer** $0.00 $0.00 $0.00
Administrative Associate $0.00 $0.00 $0.00 $0.00

*Includes employee taxes and fringe benefits
**Subcontractor overhead rate = 5%
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$0.00$0.00 $0.00 $0.00$0.00
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Subcontract Checklist and Examples

The following statements must be included in subcontract agreements:   

 MDOT/Prime contract number and authorization number (if applicable).  
 Prime consultant’s name.  
 Sub-consultant’s name.  
 Description of work to be performed by sub-consultants, as stated in the scope of services. 
 Job number(s), control section(s), and structure number(s), if applicable.  
 A derivation of cost must be included in the subcontract. 
 One of the following statements (using recommended or similar contract language) specifying 

the basis of payment, maximum contract amount, and fixed fee amount (if applicable) must be 
written into the subcontract: 

(1)Actual Cost & Total Dollar Amount: compensation for the services must be on the 
basis of actual cost and must not exceed $____, as set forth in Exhibit ____.   

(2)Actual Cost Plus Fixed Fee: compensation for the services must be on the basis of actual 
cost plus a fixed fee and must not exceed $________, which amount includes a fixed fee of 
$______, as set forth in Exhibit ______.  

(3)Lump Sum: Compensation for the services must be on a lump sum basis in the 
amount of $______, as set forth in Exhibit ______.  

(4)Milestone: Compensation for the services must be on a milestone basis in the 
amount of $______, payable upon completion of defined milestones, as set forth in 
Exhibit ____.

(5)Fixed Hourly Rate – Compensation for the services must be on the basis of a fixed 
hourly rate plus actual direct expenses and must not exceed $______, as set forth in Exhibit 
______.

(6)Unit Price: Compensation for the services must be on the basis of a set unit price and 
must not exceed $ ______, as set forth in Exhibit ______.  

 A statement must be included in the subcontract that the subcontract will be governed by the 
laws of the State as set forth in the prime agreement.

 A statement must be included that all terms and conditions included in the prime agreement are 
incorporated in the subcontract.

 A statement must be included stating that in the event of a conflict between the terms and 
conditions of the subcontract and those of the prime agreement, the terms and conditions of the 
prime agreement will prevail.

 (Optional) Subcontract effective and expiration dates.  If these dates are not provided in the 
subcontract, the prime agreement’s effective and expiration dates will be used.  

The subcontract must be submitted to the department for approval prior to execution by the prime 
consultant and subcontractor.  Once department approval is obtained, the subcontract will be mailed to 
the prime consultant for execution.  An original signed copy of the subcontract must be returned 
to MDOT for the contract file.

NOTE:  Subcontracts for less than $25,000 do not require MDOT approval.  Sub-contracts must be 
approved by MDOT prior to sub work commencing on a project or invoicing for sub work. 

All sub-contract revisions, including deletions and additions to contract language or budget information, 
must be reviewed and approved by MDOT. 
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