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MDOT’s Exhibit 11 (Progress Reporting) Process
Prior to receiving a “Notice to Proceed” from 
MDOT on a project, the CONSULTANT will have 
negotiated with MDOT a fee based on the re-
quired number of hours to complete the project 
as detailed in the scope of services. Tasks should 
have been itemized into subtasks and assigned 
an agreed upon number of hours to complete 
each subtask.

Unless stated otherwise by the MDOT Project 
Manager, the CONSULTANT shall use appropri-
ate software to develop a project management 
plan for tracking and updating its progress based 
on the approved project schedule and budget. 
The project management plan shall include all 
tasks identified in the contract fee schedule 
along with each task’s begin date, end date, and 
estimated budget.  This plan will be submitted 
for Agency approval within 10 days of the No-
tice to Proceed Date. 

The CONSULTANT shall submit a progress report 
based on the approved management plan with 
each billing.  This progress report will include 
all actual tasks performed under the Work As-
signment to date and their relationship to the 
percentage of fees claimed for each task.  The 
report will include a chart and line graph which 
will include the projected cumulative budget, 
expenditures, and percent complete in a format 
consistent to Exhibit 11. 

The report will be used to verify the CONSUL-
TANT’s performance in relationship to the costs 
claimed and to allow the Agency’s Project Man-
ager to monitor the CONSULTANT’s efforts.  The 
CONSULTANT shall be responsible for any up-
dates to these schedules and for documenting 
in writing to the Agency any major deviations 
in the actual versus estimated projected time 
frames.

Should an invoiced amount for costs earned 
appear to exceed the work effort believed to 
be completed, the Agency reserves the right 

to refuse payment for those costs unless the 
CONSULTANT provides satisfactory evidence 
to support these costs.  Without sufficient evi-
dence, payment will be withheld until the CON-
SULTANT’s deviation in actual versus estimated 
projected time frame has been narrowed to an 
acceptable limit deemed appropriate by the 
MDOT Project Manager.

This document details how CONSULTANTS with 
contract requirements to provide progress re-
ports in a format consistent to that shown in 
the Exhibit 11 of the contract can utilize Mic-
rosoft Excel to prepare the needed report for 
submittal to MDOT with their project invoices. 
The standardized fee proposal template will 
serve as the basis for generating the estimated 
% earned.

With each invoice, the CONSULTANT will submit 
the following in graphical or tabular form as de-
tailed in this process document:

•	 Projected Cumulative Budget – Using the 
current approved project management plan, 
the CONSULTANT will provide a monthly es-
timate of project expenditures for the entire 
term of the project.

•	 Expenditures – With each invoice submit-
tal, the CONSULTANT will update their cu-
mulative expenditures based on the invoice 
amount.

•	 Percent Complete – With each invoice sub-
mittal the CONSULTANT will estimate the % 
Complete (earned value) for each subtask 
as shown in their current approved project 
management plan. Based on each subtask’s 
% Complete, a total project % Complete 
(earned value) will be shown.
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For example, suppose the CONSULTANT and MDOT have negotiated a contract with the following 
summary of hours and costs:

Using MDOT’s standardized fee proposal spreadsheet that was approved during contract nego-
tiations, the CONSULTANT would unhide columns L through S to calculate the earned value by 
estimating the % completion of each subtask for both the Prime and any subconsultants that are 
being utilized on the project.

Projected itemized Prime cost per subtask based on negotiated hours

Estimate of Prime’s % complete for each subtask to be updated for % complete calculation
Projected itemized Subconsultant cost per subtask based on Subconsultant negotiated hours

Estimate of Subconsultant % complete for each subtask to be updated for % complete calculation

Total projected prime direct cost per task

Total projected Subconsultant direct cost per task

Total value earned based on % complete
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Projected itemized Prime cost per subtask based on negotiated hours

Estimate of Prime’s % complete for each subtask to be updated for % complete calculation
Projected itemized Subconsultant cost per subtask based on Subconsultant negotiated hours

Estimate of Subconsultant % complete for each subtask to be updated for % complete calculation

Total projected prime direct cost per task

Total projected Subconsultant direct cost per task

Total value earned based on % complete

Projected itemized Prime cost per subtask based on negotiated hours

Estimate of Prime’s % complete for each subtask to be updated for % complete calculation
Projected itemized Subconsultant cost per subtask based on Subconsultant negotiated hours

Estimate of Subconsultant % complete for each subtask to be updated for % complete calculation

Total projected prime direct cost per task

Total projected Subconsultant direct cost per task

Total value earned based on % complete
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Projected itemized Prime cost per subtask based on negotiated hours

Estimate of Prime’s % complete for each subtask to be updated for % complete calculation
Projected itemized Subconsultant cost per subtask based on Subconsultant negotiated hours

Estimate of Subconsultant % complete for each subtask to be updated for % complete calculation

Total projected prime direct cost per task

Total projected Subconsultant direct cost per task

Total value earned based on % complete

Projected itemized Prime cost per subtask based on negotiated hours

Estimate of Prime’s % complete for each subtask to be updated for % complete calculation
Projected itemized Subconsultant cost per subtask based on Subconsultant negotiated hours

Estimate of Subconsultant % complete for each subtask to be updated for % complete calculation

Total projected prime direct cost per task

Total projected Subconsultant direct cost per task

Total value earned based on % complete
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Projected itemized Prime cost per subtask based on negotiated hours

Estimate of Prime’s % complete for each subtask to be updated for % complete calculation
Projected itemized Subconsultant cost per subtask based on Subconsultant negotiated hours

Estimate of Subconsultant % complete for each subtask to be updated for % complete calculation

Total projected prime direct cost per task

Total projected Subconsultant direct cost per task

Total value earned based on % complete

Projected itemized Prime cost per subtask based on negotiated hours

Estimate of Prime’s % complete for each subtask to be updated for % complete calculation
Projected itemized Subconsultant cost per subtask based on Subconsultant negotiated hours

Estimate of Subconsultant % complete for each subtask to be updated for % complete calculation

Total projected prime direct cost per task

Total projected Subconsultant direct cost per task

Total value earned based on % complete
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Projected item
ized Prim

e cost per subtask based on negotiated hours

Estim
ate of Prim

e’s %
 com

plete for each subtask to be updated for %
 com

plete calculation
Projected item

ized Subconsultant cost per subtask based on Subconsultant negotiated hours

Estim
ate of Subconsultant %

 com
plete for each subtask to be updated for %

 com
plete calculation

Total projected prim
e direct cost per task

Total projected Subconsultant direct cost per task

Total value earned based on %
 com

plete
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Projected itemized Prime cost per subtask based on negotiated hours

Estimate of Prime’s % complete for each subtask to be updated for % complete calculation
Projected itemized Subconsultant cost per subtask based on Subconsultant negotiated hours

Estimate of Subconsultant % complete for each subtask to be updated for % complete calculation

Total projected prime direct cost per task

Total projected Subconsultant direct cost per task

Total value earned based on % complete
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Based on the schedule in the CONSULTANT’S approved project management plan, the CONSUL-
TANT will estimate the total projected expenditures by month.

Projected itemized Prime cost per subtask based on negotiated hours

Estimate of Prime’s % complete for each subtask to be updated for % complete calculation
Projected itemized Subconsultant cost per subtask based on Subconsultant negotiated hours

Estimate of Subconsultant % complete for each subtask to be updated for % complete calculation

Total projected prime direct cost per task

Total projected Subconsultant direct cost per task

Total value earned based on % complete
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Using the projected expenditures by month, the CONSULTANT can utilize Microsoft Excel to devel-
op the “Projected Cumulative Budget” graph for incorporation into the required “Project Budget & 
Schedule Status” chart as shown below:
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PRIME CONSULTANT INVOICE

SUBCONSULTANT INVOICE

Subconsultant invoiced amount included 
here with any other Prime direct costs
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Next the CONSULTANT will show their invoice amount for the first invoice, in this example it is the 
February 8, 2019, invoice and there is an invoiced amount of $39,100.38. Note, if there is any re-
tainage withheld on the invoice, the invoiced amount will need to be increased to account for the 
retainage when showing the data on the chart. Using Microsoft Excel the CONSULTANT can add the 
“Expenditures” line thru February 2019 to the chart.



13MDOT | Exhibit 11 Process

To complete the chart, the CONSULTANT needs to add the “Percent Complete” line to the chart. To 
calculate this, the consultant will total the earned value for each subtask for which they estimated 
the % complete and show this value on the chart using Microsoft Excel. For this example, the CON-
SULTANT estimated they had a “Percent Complete” of 23.2% with a corresponding earned value 
of $49,279.06.
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Lastly, the CONSULTANT should prepare the following table for submittal with the chart in their 
invoice packet to MDOT.

With each subsequent invoice, the CONSULTANT 
should at a minimum update the “Expenditures” 
and the “Percent Complete” data for submittal 
with their new invoice packet. If the CONSUL-
TANT has a new MDOT approved project sched-
ule or additional scope and fee added to their 
project (revised project management plan), the 
“Projected Cumulative Budget” should also be 
updated to reflect the revised information.

% Complete  
(Earned/Projected)

Earned projected  
value by task

Total negotiated 
projected budget 

by task




