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Appendix C-4: Concurrence in Award (CIA) Package Checklist
MDOT SHA’s CIA must be requested after responses have been evaluated and before the contract is awarded and the contractor Notice to Proceed (NTP) is issued.
After following the procedures for advertisement, submit a formal request for Concurrence in Award. In the request, submit one electronic copy for design procurement or two hard copies (one original and one copy) plus one electronic copy for construction procurement consisting of the following:

Design Procurement 
☐ Cover Letter 						☐ Copy of advertisement as posted
☐ Proof of Advertisement					☐ Score tabulation
☐ Copy of the successful consultant-signed proposal	☐ Contractor’s signed non-collusion affidavit
☐ Negotiated price document	☐ Draft contract
☐ Minority/Disadvantages Business Enterprise (MBE/DBE) Affirmative Action Plan, and DBE Form C and Form D (original and one copy)

Construction Procurement 
☐ Cover Letter 
☐ Copy of advertisements, as posted
☐ Complete copy of the successful bidder’s proposal, signed
☐ Complete Tabulation of Bids and totals for all bidders, verified and certified true and correct by the project sponsor. This information is required for only the three lowest bidders. The names and addresses of remaining bidders and their accepted bids must be provided on an attached sheet.  A bid tabulation form can be acquired from the local municipality.
☐ Bid Analysis, verified and certified true and correct by the project sponsor
☐ Contractor’s signed non-collusion affidavit
☐ Experience and Equipment form
☐ Clear ROW certification (two copies)
☐ Minority/Disadvantages Business Enterprise (MBE/DBE) Affirmative Action Plan, and DBE Form C and Form D (original and one copy)
☐ If the lowest Responsive Responsible Contractor’s bid is more than 10-percent over or 15-percent under the final approved engineer’s estimate, two copies of a Letter of Justification from the project sponsor to the MDOT SHA Chief, Construction Contracts Section (CCS) must be submitted with the CIA request.
☐ Ensure that the winning contractor is registered on https://www.sam.gov/SAM/ and include a print of the webpage showing that the winning contractor has ‘no active exclusions’ in the CIA request. If the contract is not registered, registration must occur prior to sending the CIA request. Webpage verification may take up to 15 days.
☐ Exception requests (if applicable)
After receiving CIA, contact the MDOT SHA District Office Liaison noting that concurrence has been given by MDOT SHA. The District Office will be responsible for monitoring the work for compliance with the contract specifications. All requests for subcontractor approval, as well as any change or deviation from the approved Affirmative Action Plan must be approved by MDOT SHA by way of the District Liaison.

Small Procurement 
If following the Small Procurement process, submit a request to MDOT SHA for CIA with: 
☐ Bid tabulation
☐ Bid submittal sheets
☐ Contractor qualifications (when applicable)
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