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ENVIRONMENTAL DIVISION 
Consultants Guide to  

Single Project Work Orders & Invoices 
  

 

Proposal / Work Order Process 
 

 Send proposal to designated TDOT Project Manager via the 
general email addresses listed on the following page. 

 

 Each proposal must include the following information: 
1. Consultant Firm 
2. Consultant Name 
3. Study Type 
4. Project Number 
5. PIN 
6. Breakdown of: 

a. Direct Labor 
b. Net Fee 
c. Sub Consultants  
d. Direct Costs 

7. Pre‐approval for: 
a. Premium Overtime ‐ Must be approved by TDOT Project Manager 
b. Airline Costs ‐ Must be pre‐approved in writing before 

purchasing ticket 

 Subject line of emails must be formatted as follows: 

 New Requests 
Consultant Firm, Contract Number, New Proposal, PIN, Region Number 

(Example:  Bates, Inc., E1589, New Proposal, 102302.00, R3) 
 
Addendum Request: 
Consultant Firm, Contract Number, Work Order #, Addendum, PIN, Region Number 

(Example: Bates, Inc., E1589, WO 16, Addendum, 102302.00, R3) 
 

Invoice Processing 
 
 Submit all invoices to TDOT.EnvDiv.Invoice@tn.gov with the subject line formatted 

as follows:  
 

Consulting Firm, Invoice Number, PIN, Region 
 
(Example: Bates Inc., 123456, 102302.00, R3) 
 

 The attached invoice file should be named using the following convention:  
 
(Consulting Firm_Invoice Number_PIN_Region) 
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 The invoice file must contain the following items: 

o Invoice 
o Supporting Documentation 
o Progress Report 

 
 All invoices are processed in the order that they are received.  

 
 If an invoice is sent back for corrections, you will need to include the following items 

with your revised invoice: 
 

o Corrected invoice with the original invoice number 
 

o Copy of the original unpayable invoice reflecting the mark ups, including all 
original documentation 

 
 

 
 

 
 

General Email Addresses for each Technical Discipline 
 

TECHNICAL DISIPLINE EMAIL ADDRESS 
AIR & NOISE TDOT.Env.AirNoise@tn.gov 

ARCHAEOLOGY TDOT.Env.Archaeology@tn.gov 
BEAUTIFICATION TDOT.Beautification@tn.gov 

CONSTRUCTION QA & 
CORRECTIVE ACTION 

TDOT.Env.FacilityCompliance@tn.gov or 
TDOT.Env.FieldServices@tn.gov 

ECOLOGY TDOT.Env.Ecology@tn.gov 
HAZMAT TDOT.Env.Hazmat@tn.gov 

HISTORIC TDOT.Env.Historic@tn.gov 
MITIGATION TDOT.Env.Mitigation@tn.gov 

NEPA TDOT.Env.NEPAInvoices@tn.gov 

PERMITS TDOT.Env.PermitsContract@tn.gov 
 

 


