
Scope Reviews & ApprovalsScope Reviews & Approvals

Draft Scope
Procure 

Consultant
Region QA 

ARE Dev, ARE Ops, or 
Central Office Section 

Manager

PM to contact vendors via e-mail
PM reviews 

responses and 
selects Consultant

Selection Approval

Price Proposal & 
Negotiation

Contract 
Administrator 

Issues Contract

Contract 
Executed & 
Notice To 
Proceed 
Issued

(for State or Federally funded project phases)

Scope must request a 
written document 
with the following 
requirements*:
• PM must utilize 

the appropriate 
Generic Scope 
of Service for 
Tier I Selections 

• One page 
submittal, 
maximum PM submit to CSD 

Contract Administrator all 
required forms, and a 

signed validated/refined 
cost estimate. 

• PM to contact three 
prequalified consultants 
via email, provide scope, 
and due date/time.

• Of the vendors 
contacted, PM is required 
to contact at least one 
Small Business Program 
(SBP) certified vendor, 
which includes all 
Disadvantaged Business 
Enterprises (DBE), if such 
are available for the 
required Primary 
prequalification 
classification(s). If this is a 
specialty service with no 
prequalification, there is 
no SBP/DBE contact 
requirement.

• If for any reason, you are 
unable or do not contact 
a SBP/DBE, Region 
Engineer or Bureau 
Director Approval must 
be obtained and 
submitted to CSD with the 
selection documents.

Tier I Selections – Under $250,000

PM sends selection 
documentation to CSD

Proposal responses sent 
to PM or designee

• PM or designee to 
acknowledge 
receipt of 
proposals via e-
mail sent to 
sender of proposal

• Form 5100D must 
be submitted with 
all proposals and 
must be signed by 
consultant/vendor 
representative 
with contracting 
authority.

• Proposals received 
after the specified 
due date/time will 
be considered 
nonresponsive 
without exception

For Qualifications Based Selections Only

PM holds Scope 
Verification meeting and 

prepares validated/refined 
cost estimate

Submit the following 
to MDOT-CSD-

Selections@michigan
.gov mailbox: 

• 5100E 
Selections 
Team Action 
Sheet with 
comments

• Scope signed by 
ARE Dev, ARE 
Ops, Central 
Office Section 
Manager

• Engineer’s 
Estimate

CSD to create 
requisition in 

CTRACK

CSD Selections 
Analyst Review

Bureau of Finance 
Director Approval

Region/TSC Managed Design Jobs:
Associate Region Engineer of Development, or 

designated approver

Erin Chelotti – University Region

Gail Deans – North Region

Jason Garza – Bay Region

Mark Maloney – Superior Region

Steve Minton – Metro Region

Kitty Rothwell – Southwest Region

Susan Rozema – Grand Region

Region/TSC Managed Construction  or Operations Jobs:
Associate Region Engineer of Operations, or designated 

approver

Steve Palmer – University Region

Bill Wahl – North Region

Kim Zimmer – Bay Region

Jack Bedard – Superior Region

Ishrat Jahan – Metro Region

Mark Grazioli - Metro Region

Janine Cooper – Southwest Region

Tom Tellier – Grand Region

Non-Region/TSC Managed Jobs:
Appropriate Section Manager or 

designated approver – 
 as applicable

*Scopes must identify both primary and secondary prequalification classifications requirements, as determined 
for each project.  The prime consultant must be prequalified in all primary prequalification classifications 
identified in the scope.  They may however, subcontract work identified under the primary prequalification 
classification(s).  The prime consultant is not required to be prequalified in the secondary prequalification 
classification(s) identified in the Scope of Work.  All work, however, must be performed by a prequalified 
consultant, which may be either the prime consultant or a subconsultant.  In all cases, the prime consultant 
must perform at least 40% of the services, by contract value.  

• No scope review by Contract Services Division Scope Engineer
• Use of latest approved Contract Services Division Generic Scope 

Templates and other contracting documents
• Process will only apply to Standard Contracts

Updated process effective January 01, 2021
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