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This memorandum replaces BDE Procedure Memorandum 17-09, dated 
October 15, 2009 and was merely renumbered for the 2010 Edition of the BDE 
Manual. The form BDE 17-09 (Architectural and Engineering Report and 
Negotiation Guidelines for Engineering Agreements and Supplements) has not 
been modified and is still available on the Forms Master List.  Therefore, there 
is no attachment with this memorandum. 

 
Background 
 
The purpose of this memorandum is to provide guidelines for the Districts to 
conduct negotiations with consulting firms. 
 
Applicability 
 
The Districts will be responsible for the negotiation meetings leading to 
agreement execution for all Division of Highways agreements, except the few 
agreements which are statewide in scope. 
 
Procedures 
 
The Department schedules the time, date and location of the negotiation 
meeting, along with the project description in the Professional Transportation 
Bulletin.  When the Agreements Unit notifies the firm of their selection, they 
are reminded of the scheduled meeting date.  The firm is notified that if there 
is a conflict with the meeting date they should contact the District.  The 
Consultant is also informed at this time to send the current payroll rates by 
classification and employee name of the Consultant’s transportation staff and 
any subconsultants, and all potential direct cost information to the Agreements 
Unit. 
 
The District will schedule a meeting with the Consultant to discuss the 
Department’s CADD policy and submittal requirements.  The meeting can be 
scheduled at the District’s discretion and can be held in conjunction with 
another meeting, such as the scoping meeting, but it must take place before 
the negotiation meeting.  Required attendance at this meeting will be the IDOT 
project engineer, District CADD supervisor, the Consultant’s project manager, 
and the Consultant’s lead CADD technician for the project.  The milestones 
shall be set for submittals required for progress reviews. 
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The District will inform the Consultant that the current Standard Agreement 
Provisions for Consultant Services and all forms are available on the 
Department’s internet site. 
 
 
 
 

Engineer of Design and Environment   _____   
  
 
 
 
 
 
 
 


























