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OREGON COST DISCLOSURE QUESTIONNAIRE (CDQ)
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Certification
Is your Indirect Cost Rate (ICR) Schedule in compliance with FAR Part 31 and the AASHTO Audit Guide?         
ODOT Contracting
1.   Last submittal of CDQ?         
2.   Last  ICR rate approval         
3.   Safe Harbor Rate         
4.   New proposed ICR rate and FYE         
5.  What percentage of your business is...?         
6.  What are total gross revenues for most recent period?
If revenues in ODOT contracts are over $1 million, you are required to have an independent CPA perform an audit of your ICR per ODOT's  Billing Rate Policy.
7.   Total lump sum contract dollars         
8  . For any lump-sum agreements, how are labor and other costs recorded? Are the costs included in direct expenses or included in ICR?
Attachments to be submitted with the CDQ:
Schedule of Indirect Cost Rate for the most recent period and related reconciliation that ties financial statements to the indirect cost rate (include your post-closing trial balance and current chart of accounts)
(NEW) ODOT Contract Summary form
(NEW) Current OPO approval email (see #2 above) with effective invoice range
Audits/review letters of Schedule of Indirect Cost Rate from other states or entities (including Safe Harbor Rates)
Executive compensation analysis of all executives and principals. Attach three survey analyses or NCM analyses and your related payroll tax adjustments
Bonus policy
Attachments, continued:
Financial statements and audit reports (if available)
Common Control Rent worksheet, if applicable (see #31)
FHWA Certification of Final Indirect Costs (https://www.oregon.gov/ODOT/Business/Procurement/DocsPSK/ohCert.docx)
Company information
10. How many employees does the firm have?         
11. Who are the stockholders of the firm and what percentage of the stock or ownership interest does each own?
STOCKHOLDER OR OWNER'S NAME
% OWNERSHIP
Delete
12. Has the firm taken part in any business combinations such as a merger or acquisition in the past 12 months?
COMBINATION TYPE (ACQUISITION, MERGER, ETC.)
DESCRIBE
EFFECTIVE DATE
(MM/DD/YY)
NUMBER OF EMPLOYEES/FTE
Delete
13. Provide an explanation of any changes in your business. This includes any current and/or significant changes, such as new offices, disciplines, labor force, etc.
14. Are any of the shareholders or owners of this firm also shareholders or owners of other companies with which this firm does business?         
If yes, list companies, relationship, shareholder name and percentage of ownership:  
COMPANY NAME
RELATIONSHIP
OWNER'S NAME
% OWNERSHIP
Delete
General accounting
15. List your accounting software systems. Select all applicable:
16. Indicate the types of audits, reviews, or services performed by an accountant, independent CPA, and/or government agency (i.e., state or DCAA). Attach audit report/review.
TYPE OF AUDIT, REVIEW OR SERVICES
FIRM OR AGENCY NAME
PERIOD (FYE)
Delete
17. Can you tie/reconcile your general ledger to your ICR? Attach reconciliations.         
18. Does your accounting system contain separate accounts or sub-accounts for unallowable costs?         
19. How does your accounting system allocate direct costs to projects?
Timekeeping
20. Are time sheets prepared by all company personnel, and reviewed and signed by supervisors?         
21. How do you segregate direct and indirect labor dollars? Provide a breakdown of your indirect labor dollars and categories (attachment). Explain your uncompensated overtime and attach your labor variance worksheet.
22. Is the premium portion of overtime charged to projects as a direct cost or is it included in the ICR?         
23. Does the company record all hours worked by all employees, including managers and principals,regardless of whether employees are exempt from overtime pay or whether all direct labor hours arebilled to specific contracts?         
Other indirect cost information
24. Describe what types of business promotional, advertising, or marketing costs you incur and the accounts in which they are included. Describe how you adjust for unallowables below:
TYPE OF EXPENSE
ACCOUNT
UNALLOWABLES
Delete
25. Do you pay for life insurance for officers/principals of the company?         
26. Auto allowance and vehicle expense:
a. Do you use vehicles (company owned) for personal reasons (i.e., commuting, etc.)         
b. Are any of the company cars luxury vehicles?         
VEHICLE MAKE
MODEL
YEAR
Delete
c. Do you pay your employees an auto allowance?         
27. In what account do you record miscellaneous receipts such as refunds or other miscellaneous revenue?
28. Are any of the shareholders or owners of this firm also shareholders or owners of other companies with which this firm does business or owns office buildings?         
If yes, list companies, relationship, shareholder name and percentage of ownership:  
COMPANY NAME
RELATIONSHIP
STOCKHOLDER COMPANY OR OWNER'S NAME
% OWNERSHIP
Delete
29. Do you own your office buildings?         
List all owners (individual or company), location of building, and percent of ownership:
NAME OF OWNER OR COMPANY
BUILDING LOCATION
PERCENTAGE OWNERSHIP
Delete
a. Are any of your offices vacant?         
b. Is any space subleased?         
30. Do you rent your office space?         
List names and locations of rented offices:
NAME OF OFFICE
OFFICE STREET ADDRESS, CITY, STATE, ZIP
Delete
a. Do you rent from related parties?         
List all locations of rented office space, owners (individual or company), location of building, and percent of ownership:
NAME OF OWNER OR COMPANY
BUILDING LOCATION
PERCENTAGE OWNERSHIP
Delete
b. Are any of your offices vacant?         
c. Is any space subleased?         
List names and locations of subleased offices:
NAME OF OFFICE
OFFICE STREET ADDRESS, CITY, STATE, ZIP
Delete
31. List your Other Direct Costs (ODCs), for example, computer, CADD, health and safety (field expands as you type, or use additional sheet if more space is required):
a. Besides labor, what types of costs does the company normally bill/invoice as direct expenses?
b. Is the indirect cost pool reduced for credits/reimbursements received for direct costs? . . . . . . . . . . . . . . . . . .
32. Complete the certifications at these links: 
Direct Non-Labor Costs Schedule –  https://www.oregon.gov/ODOT/Business/Procurement/DocsPSK/DNL.xlsx 
Certification of Invoicing and ODC Billing Practices – https://www.oregon.gov/ODOT/Business/Procurement/DocsPSK/InvODCcert.docx
Credits
1. Did your firm claim any Employee Retention Credits (ERCs)?         
Which credit option did you take?
Credit option: 
or                      Refund option: 
2. Did your firm claim any Family First Coronavirus Response Act (FFCRA) tax credits?         
Paycheck Protection Program (PPP) information
The Paycheck Protection Plan (PPP) was an SBA loan program designed to assist businesses in keeping their workforce employed during the Coronavirus (COVID-19) crisis.
1. Did your firm receive any loans through the Paycheck Protection Program (PPP)?         
a. First draw (for first-time participants)         
    Period: From
through
b. Second draw (beginning 1/13/21 for certain businesses that previouslyreceived a PPP loan)         
    Period: From
through
2. In the previous fiscal period what was the firm's percentage of government work?         
PERCENTAGE
%
3. What percentage of the revenue was generated based on projects that use a FAR-compliantindirect cost rate?                  
PERCENTAGE
%
4.  Was any amount forgiven?          
a. First draw (for first-time participants)         
b. Second draw (beginning 1/13/21 for certain businesses that previouslyreceived a PPP loan)         
          If Yes, if >$150,000, attach copy of form 3508 or 3508EZ, if <$150,000, attach form 3508S.Attach copy of bank document showing loan paid/forgiven.
      a.  First loan amount forgiven?         
Attached copy of bank document showing loan paid/forgiven?         
b. Date of financial period/fiscal year you received         
    Period funds were used, beginning on 
and exhausted on
c. Per FAR 31.201-5 the PPP forgiveness amount may require a credit to your Indirect Cost Rate schedule. Please contact ODOT External Audits at ODOTExternalAudit@odot.state.or.us for further instructions.
d. If an independent audit of the indirect cost rate schedule was performed, was a note included?         
          If Yes, what page?         
e. Second loan amount forgiven?         
Attached copy of bank document showing loan paid/forgiven?         
f. Date of financial period/fiscal year you received         
    Period funds were used, beginning on 
and exhausted on
g. Per FAR 31.201-5 the PPP forgiveness amount may require a credit to your Indirect Cost Rate schedule. Please contact ODOT External Audits at ODOTExternalAudit@odot.state.or.us for further instructions.
i. Was the credit applied to the general overhead section of the Indirect CostRate schedule?         
          If Yes, what is the account number and was it identified separately on theschedule? If an audit was performed was an audit note included?
5. Was your PPP loan audited by the SBA or their agent?         
5. Was your PPP loan audited by the SBA or their agent?         
      If Yes, attach a copy of the resulting letter or conclusion.
If audited after you submitted your CDQ, please forward a copy when available to ODOT External Audits, ODOTExternalAudit@odot.state.or.us.
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