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Mandatory Electronic Submittal of

Consultant Proposals - Implementation

MDOT will be moving to mandatory submittal of electronic
proposals for all projects posted on MDOT’s website
beginning Monday, February 20, 2012. For all projects
posted on or after February 20, 21012, MDOT will no longer
accept paper proposals.

The following are changes to the Proposal Submittal
Requirements:

Eliminated the Following Requirements:

Safety Program

Communication Plan

Past Performance as a separate section

Separate section for DBE Statement of goals. Include
information in Qualification of Team section

YV VY

Implemented the Following Changes:

All proposals require an Organization Chart

Resumes must be a maximum of two pages

Only Key (lead) staff resumes may be submitted

Tier 1l proposal reduced from 19 to 14 pages

Forms 5100D, 5100I, and 5100G combined — 5100D
Forms 5100B and 5100H combined — 5100B

RFP’s will be posted on a weekly basis -- on Mondays
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The following are Requirements for Electronic Submittals:
Proposals must be prepared using the most current guidelines
The proposal must be bookmarked to clearly identify the proposal
sections (See Below)

For any section not required per the RFP, the bookmark must be
edited to include “N/A” after the bookmark title.

Example: Understanding of Service — N/A

Proposals must be assembled and saved as a single PDF file
PDF file must be 5 megabytes or smaller

PDF file must be submitted via e-mail to MDOT-RFP-
Response@michigan.gov

MDOT’s requisition number and company hame must be
included in the subject line of the e-mail. The PDF shall be
named using the following format:

» Requisition#XXX_Company Name.PDF

MDOT will not accept multiple submittals

Proposals must be received by MDOT on or before the due date
and time specified in each RFP

If the submittals do not comply with the requirements, they may be
determined unresponsive.



The Consultant’s will receive an e-mail reply/notification from MDOT when the proposal is received. Please retain
a copy of this e-mail as proof that the proposal was received on time. Consultants are responsible for ensuring
the MDOT receives the proposal on time.

Contract Services Division will upload the proposals received into the C-TRAK (Contract Tracking System)
application, and MDOT Project Managers and Selection Team members will review the proposals in CTRAK. The
proposals can be located in CTRAK under the ‘Documents’ tab in the associated requisition number. It is the
Project Manager’s responsibility to ensure that selection team members are able to view or are sent
copies of the proposals for review.

Required Bookmarking Format:

V.

VI.

Request for Proposal Cover Sheet Form 5100D
A. Consultant Data and Signature Sheet, Form 5100J (if applicable)
Understanding of Service
A. Innovations
Qualifications of Team
A.  Structure of Project Team
1. Role of Firms
2. Role of Key Personnel
B.  Organization Chart
C. Location
Quiality Assurance / Quality Control Plan
Resumes of Key Staff
Pricing Documents/Bid Sheet (if applicable)



