
CONSULTANT BID COLLECTION
SPREADSHEET TRAINING



› Introductions

› Reasonableness of Costs

› Financial Requirements for Non-Prequalified Consultants/Vendors

› Overview of Bid Collection Spreadsheet

› Questions & Answers

› Closing
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› Carol Rademacher, Division Administrator, MDOT Contract Services Division

– Email: RademacherC@Michigan.gov 

– Phone: 517-449-7320
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› Mike Meddaugh, Section Manager, MDOT Contract Services Division

– Email: MeddaughM@Michigan.gov 

– Phone: 517-335-1095

› Bob Rayl, Senior Vice President, Clark Dietz

– Email: Robert.Rayl@ClarkDietz.com 

– Phone: 517-614-3079
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› Definition: 48 CFR § 31.201-3(a): A cost is reasonable if, in its nature and amount, it does 
not exceed that which would be incurred by a prudent person in the conduct of competitive 
business.

› Importance: Ensuring reasonableness of costs is a key requirement under FAR (Federal 
Acquisition Regulation) and other federal guidelines. It helps agencies and vendors 
demonstrate that public funds are being spent responsibly, avoiding issues related to fraud, 
waste, or abuse.

› Potential Risks & Consequences of Non-Compliance:

– For Vendors: Audits, penalties, disallowed costs, or loss of future work.

– For MDOT: Loss of federal reimbursement on active projects, loss of future federal assistance, 
  diminished public credibility 

Reasonableness of Costs
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The following are common methods used to establish price reasonableness:

› Price Competition: 

– When two or more acceptable offers are received and the lowest price is selected, the price of the 
lowest offered can be concluded to be fair and reasonable.

› Sale of the Same Item to Other Customers: 

– If the vendor has sold the same item to others in the recent past, the price can be determined to be 
fair and reasonable by verifying costs invoiced to others.

Reasonableness of Costs
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› What are the requirements and when do they apply?

– The following defines the documentation required to support the reasonableness of cost for non-
prequalified services. 

Financial Requirements for Non-Prequalified Consultants
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› What has changed?

– NEW! – Applies to QBS Selections Only

– NEW! – Applies only when the total individual costs of a subconsultant exceeds $100,000 for non-
prequalified service

– NEW! - For Unit Price or Lump Sum payment methods that are derived from Unit Prices, the Bid 
Collection Spreadsheet must be used when applicable

› Expectations & MDOT’s right to audit:

– Still expected to source responsibly

– Documentation must be provided with the priced proposal and approved by MDOT prior to award

– MDOT's right to request additional information to validate or facilitate the contracting process

Financial Requirements for Non-Prequalified Consultants
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› Overview of Bid Collection Spreadsheet:

Consultant Bid Collection Spreadsheet
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› Common Item List:

– Items organized by type of work 
(e.g. Traffic Control, Geotechnical 
Drilling, Televising Sewer, etc)

– Template has examples of common 
items with associated units

– “Standard” common item list will 
be updated based on industry input

– Items can be changed on a project-
by-project basis

– Contracting Firm must complete 
the list of items for the scope of 
services requested as a first step in 
the process

Consultant Bid Collection Spreadsheet
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› Bid Summary Form – Setup (1):

– Completed by Contracting Firm

– Enter MDOT Control Section - Job 
Number(s)

– Enter Contract / Authorization #

– Enter Role of Subconsultant Firms 
(Tier 1 / Tier 2 Sub) (The firms 
providing bids)

– Enter Contracting Firm Name (The 
firm seeking bids)

– Enter the Project Description

– Enter the General Description of 
the Scope of Services the bidding 
firms will provide

Consultant Bid Collection Spreadsheet
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› Bid Summary Form – Setup (2):

– Completed by Contracting Firm

– Select the Fixed Quantity Bid Items 
and Quantities to bid on from the 
pull-down menu

– Select the As Needed Bid Items 
and Estimated Quantities to bid on 
from the pull-down menu

– Enter the name of each 
Subconsultant or Vendor invited to 
submit a bid

Consultant Bid Collection Spreadsheet
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› Requesting Bids:

– Performed by Contracting Firm

– Submit a copy of the Bid Collection 
Spreadsheet to each of the 
Bidding Subconsultants

– Option - Save copies of the 
workbook with other worksheets 
hidden and workbook password 
protected

– Option – Print a PDF of the forms 
and send to the bidders

Consultant Bid Collection Spreadsheet
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› Bid Tabulation Form:

– Completed by each Bidding 
Subconsultant or Vendor

– Enter the Unit Price for each Fixed 
Quantity Based Bid Item

– Enter the Unit Price for each As 
Needed Bid Item

– Note any conditions of the bid

– Enter Contact Name, Title, Date 
and Phone Number

– Return the completed form to the 
Contracting Firm

Consultant Bid Collection Spreadsheet
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› Collect / Enter Bid Information:

– Completed by Contracting Firm

– Using the Bid Collection 
Spreadsheet initiated earlier, enter 
(or copy/paste) the unit price 
information on each worksheet 
from each responsive bidder

– Review any conditions of the bid

Consultant Bid Collection Spreadsheet
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› Bid Summary Form - Finalize:

– Completed by Contracting Firm

– Once the data for each responding 
bidder has been entered on the 
corresponding Bid Sheets, the 
results will populate on the Bid 
Summary Form

– Fixed Quantity Bids and As Needed 
Bids will be ranked separately

– Overall Rank totaling both bids will 
be provided.

Consultant Bid Collection Spreadsheet
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In this example, Traffic Control Firm 2 was the lowest bid considering the 
total of the fixed and as needed items



› Required Documentation:

– Completed by Contracting Firm

– Once the bidding process is 
complete, print all completed 
forms to a PDF and add as an 
appendix to the overall priced 
proposal PDF file

– Enter the Bid Items, Quantities, 
Units and information for the 
successful bidder on the 
appropriate subconsultant 
worksheet in the priced proposal

Consultant Bid Collection Spreadsheet
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Since Traffic Control Firm 2 was the lowest bid, enter their information in 
the priced proposal spreadsheet.



› Other Conditions:

– Separate bid summary worksheets are needed for different scopes of work. For example, if a 
Geotechnical Engineering subconsultant (Contracting Firm) is requesting bids for Traffic Control and 
Drilling services, two separate processes and summary worksheets are required.

– Separate bid summary worksheets are needed for same scopes of work but for different contracting 
firms. For example, if a Surveying subconsultant and a Geotechnical Engineering subconsultant both 
need traffic control services, they would both complete their own bidding process and bid summary 
worksheets.

Consultant Bid Collection Spreadsheet
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› Implementation: 

– For RFPs posted after December 1, 2024

– This presentation will be posted to MDOT’s Website

– Template Bid Collection Spreadsheet file will be posted to Vendor & Consultant (michigan.gov)

Consultant Bid Collection Spreadsheet
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https://www.michigan.gov/mdot/business/vendor-and-consultant-services
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Closing
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› Thank you for participating
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