MASTER ROSTER FEE SCHEDULE TABLE (2/08/2016)



Instructions:






List all staff likely to provide services to Real Estate and Construction Services.  Include the staff person’s name, discipline or title, years of experience, staff category (see table below for how to determine the category for each individual) and hourly billable rate.  Do not include résumés of staff personnel. Hourly billable rates include direct and indirect salary cost, direct and indirect overhead and profit.

Category Instructions:  The table below is a means for responders to determine staff categories required in the personnel and fee structure table.  Responders must assign to each staff person a category, or multiple categories, based upon the table below and include the category in the personnel and fee structure table.  Please note that the table below describes very generalized “typical duties”.  It is not meant to restrict the work of consultant staff to certain activities or to a certain percentage of the project.  This categorization of staff in the personnel and fee structure table is a means by which RECS can compare rates between responders who may have different title for their staff.  

Hourly rates may not be listed as a range of fees.  It must be a specific hourly fee for each individual per category.
A fee schedule may be revised once a year. However, hourly rates may not exceed a 5% increase each year.  If new staff are hired, the hourly rate identified for the position shall not exceed the current rate listed for that position. If a new position not identified on the current fee schedule is added, firm may update their fee schedule, adding the new position and its fee, however, the previous positions listed may not have their fees modified on the updated fee schedule if during the one-year period.  If a staff person listed has had a position change (i.e. promotion), the hourly fee identified on the current fee schedule for their new position will be reviewed for approval by RECS Contracting if it exceeds the 5% annual increase.
If a large firm has set rates for different positions, then a general Fee Schedule can be used that includes Category, Discipline, Title and Hourly Fees.  This will need to be reviewed and approved by RECS Contracting.
	Category
	Job Title
	Job Description

	A
	Principal
	Provides general oversight and has little day-to-day project involvement

	B
	Senior Professional Staff/Manager
	Direct day-to-day management of the projects

	C
	Professional Staff
	Directly involved in the work of the project.  Performs the majority of the work

	D
	Technical
	Drafting services, CAD drawing or other technical services directly attributable to the project

	E
	Administrative/ Clerical
	Administrative or clerical services directly attributable to the project


Sample Fee Schedule:

Firm Name: ABC Inc.

Date:
2/08/2016





Location: Brainerd
	Category 
	Discipline
	Title
	Name of Staff  and location
	Years Experience
	Hourly Fee

	A
	Architect
	AIA
	John Doe, Brainerd 
	13
	$100.00

	A
	Engineer
	PE
	Jane Doe. St. Cloud 
	
	$100.00

	
	
	
	
	
	

	B
	Architect
	Project Manager
	John Doe, St. Paul 
	7
	$95.00

	B
	Engineer
	Project Manager
	Jane Doe, Minneapolis 
	8
	$95.00

	
	
	
	
	
	

	C
	Architect
	Intern
	R. Smith 
	2
	$50.00

	
	
	
	
	
	

	E
	Office Manager
	
	Clerical (position 1)
	6 mo
	$30.00

	E
	File clerk
	
	Clerical (position 2)
	1
	$  15.00 










Location: St. Cloud Office
	Category
	Discipline
	Title
	Name of Staff (and location)
	Years Experience
	Hourly Fee

	A
	Architect
	AIA
	Jane Doe 

(St. Cloud Office)
	10
	$100.00


The Table on the following page may be used to complete Responder’s Fee Schedule. (Delete above information when submitting.)
Please save the Fee Schedule Table in PDF format using the following naming convention: 
FS_[Year]_[Firm Initials]_[Vendor Management Login ID]. pdf   

For Example: FS_2016_ABC_01234567890.pdf  

(“FS” stands for “Fee Schedule”, “2016” is the year submitted, “ABC” is the firm’s initials and “01234567890” is the 11-digit Vendor Management System Login ID.)

Submit the Fee Schedule table to recs.contracting@state.mn.us with a completed application, a 2016 renewal, or when updates allowed by the Master Roster RFQ need to be made.







Firm Name: 
Date:






Location: 
	Category
	Discipline
	Title
	Name of Staff (and location)
	Years Experience
	Hourly Fee

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


