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Agenda

• Scope and Staff Hours
• FDOT Procedure

• Where Can I find what I need?

• Scope of Services

• Staff Hour Guidelines and Forms
• Changes are happening

•  Schedule of changes

• New Format Changes Explained
• Benefits
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Scope and Staff 
Hours



Scope & Staff Hour Estimation 
Documents

FDOT Procedure 375-030-020
Scope and Staff Hour Estimation 
(S&SHE) Guide Documents
1. Standard Scope of Services
2. Staff Hour Estimation Guidelines
3. Staff Hour Estimation Forms

Procedure Outline
1. S&SHE Guide Documents 

 1.1 Purpose of Documents
 1.2 Usage of Documents 
 1.3 Distribution of Documents
 1.4 Revisions and Updates
2. Training
3. Forms

https://www.fdot.gov/designsupport/scope/default.shtm

https://www.fdot.gov/designsupport/scope/default.shtm


Scope & Staff Hour Estimation Documents

https://www.fdot.gov/designsupport/scope/default.shtm

https://www.fdot.gov/designsupport/scope/default.shtm


Scope of Services

• Scope of Services
• Contractual agreement between 

the Department and the chosen 
professional firm

• The Department has developed a 
Standard Scope of Services for 
procuring Design services 

• Scope of Services is initiated 
using the online Design Scope of 
Services Tool



Difference in Scopes

• Scope of Services

• How to accomplish the work.  
Services to be provided by a 
Professional

• Engineers, Surveyors, Landscape 
Architects, etc.

• Scope of Work

• What is being designed and 
constructed

• Example: Widen the road from two 
to 4 lanes, new lighting, new 
drainage, and new signals



Staff Hour 
Estimate

Staff Hours are derived from what is required in 
the Scope of Services.

Example: If the scope of services describes that 
survey is included in the work, there should be 
staff hours related to survey in the estimate

The better defined the Scope of Services, the 
easier it is to estimate Staff Hours



Staff Hour Guidelines

• Excel File

• Staff Hour Estimation Guidelines 
divided into activities and tasks 
that follow the Scope of Services

• Provides the Department and 
Consultant Project Managers 
with a detailed description of the 
work efforts 

• Goal is uniform and consistent 
project scoping along with 
accurate hours estimated for the 
effort of the task 



Staff Hour Forms

• Excel File

• Provides the Department and 
Consultant Project Managers 
with a consistent workbook to 
estimate staff hours and 
documentation



New Staff Hour Forms Format



New Staff Hour Forms Format

• Changes
• New way of estimating hours
• Start by imputing project 

parameters (length, quantities, task 
complexity, project complexity, etc.) 

• Ranges are gone, Staff Hours will 
be calculated based on the project 
parameters and the established 
guidelines

• Calculated hours are used as a 
starting point for negotiations.  

• The Consultant and Department must 
analyze the calculated hours based 
on the scope of the project and 
determine if the hours are accurate, 
too few, or too many.

• Documentation is key when 
requesting more or less hours than 
calculated.



New Staff Hour Forms Format

• Changes
• Section 36 – 3D Modeling is gone.

• 3D design efforts are now 
incorporated into the specific 
design sections



New Forms 
Benefits

• Easy to fill out known parameters

• Automatically calculates an initial 
estimate based on established 
guidelines

• Complexities are better defined 
by the guidelines

• Guidelines embedded into forms 
so you don’t have to have 
multiple spreadsheets open



Schedule to 
Update to 
New Format 

Published Updates

January 2022 – 6b. Drainage Plans & 26. Landscape Plans

June 2022 – 20. S&PM Plans, 22. Signal Plans, & 24. Lighting Plans

September 2023 – 4. Roadway Analysis, 5. Roadway Plans, 6a. Drainage 
Analysis, 6c. Selective Clearing & Grubbing (new), 25. Landscape 
Analysis, 29. Mapping, & 34. ITS Plans. 

36. 3D Modeling removed from SH Forms

Planned Future Updates

3. Project General Tasks, 7. Utilities, 8. Environmental Permitting,19. 
S&PM Analysis, 21. Signals Analysis, 23. Lighting Analysis, & ITS Analysis

Tabs remaining to be updated: 9 – 18 Structures Tabs, 27. Surveying, 28. 
Photogrammetry, 30. Mobile LiDAR, 31. Architecture, 32. Noise, & 35. 
Geotechnical.



Safety Message
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Contact Us

Ryan Buck, P.E.

Central Office Project Management Engineer

Production Support Office

Ryan.Buck@dot.state.fl.us

(850) 414-4343
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