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CCONSULTANTONSULTANT  IINSTRUCTIONSNSTRUCTIONS 

MRSC Rosters is operated by the non-profit Municipal Research and Services Center (MRSC)               

that has been serving Washington State local governments for over 75 years.  
 

Consultant Information can be 
found under the Consultant tab at 
www.mrscrosters.org.  

Account CreationAccount Creation  

2.  Click “Consultant Registration”.      

MRSC Rosters includes an online consultant roster  
database where businesses can apply to be listed   
with one or many of the more than 250 Washington 
cities, counties, and special districts who use the   
service to notify businesses about small to medium 
sized architecture, engineering, surveying and some 
other professional service projects. 

If you have additional questions, call MRSC Rosters   
at 206-625-1300 or email mrscrosters@mrsc.org.  

1. Go to www.mrscrosters.org and click  

Minimum State Business Requirements 

 Email Address 

 Washington Unified Business Identifier (UBI#) 

 Federal Tax ID Number 

 Department of Revenue Account 

 Statement of Qualifications 

Businesses who meet the requirements may apply 
at anytime. MRSC reviews complete applications 
on Tuesdays and Fridays so verified businesses will 
be listed within 2—3 business days.  

3.  Enter information and click “Create Account”. 

The UBI# (Unified Business 
Identifier) is a nine digit    
number that usually begins 
with the digit “6”.  
 
Businesses are required to  
hold a Washington UBI# to 
work with local governments 
in the state. Contact the 
Washington Department of 
Labor & Industries to learn 
more about obtaining a UBI#. 

4.  Click “Proceed to account login”.    
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Complete the ApplicationComplete the Application  

1. The application is divided into sections. Click on each section, such as “Select Public Agency   

Roster(s)”, and enter information into the required fields.  

2. Once all fields in a section are completed and the “Update” button has been clicked, the right 

column will switch from “NO” to “YES”. 

3. When all sections indicate “YES”, the “Submit Application” button will darken. Click the button 

to notify MRSC that the application is ready to be reviewed. 

4. MRSC reviews complete accounts on Tuesday and Friday afternoons. Accounts that meet the   
minimum qualifications will be listed with the Public Agencies selected, a confirmation email will 
be sent to account contacts, and the “Business is searchable by Public Agencies:” will toggle to 
“Yes”. If there are questions about application information, an email requesting clarification will 

be sent to the account contacts. 

5. Applications are listed for one year and must be renewed annually. 

Click “Update” to adjust your User Name 
or Password. Each account only has one 
Login, so consult other contacts before 
changing any information. 
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Select Public Agency Roster(s)Select Public Agency Roster(s)  

Businesses create one application in the MRSC Rosters database and have the opportunity to register 
with multiple Public Agency rosters. The selection process is defaulted to the free Basic Membership 
where you select Public Agencies individually.  

3. Select one Public Agency and scroll down   
the page to click the “Update” button.  

1.   Click “Select Public Agency Roster(s)”. 

2.   Click “Add Public Agency”. 

 
Click the “Change to Enhanced Option” button for more        
efficient selection of multiple agencies and service categories: 

 Select multiple individual agencies on the same screen  

 County groupings of agencies 

 Statewide grouping of all participating agencies 

 Automatic addition of new agencies 

 Selection of services by grouping (in services section) 

 $200+/annually based on number of WA employees 

 

 More information on the next page. 

4.   Repeat steps 2 and 3 to select additional agency rosters individually. 

5.   Click “Back to ‘Consultant View’” to continue the application. 

Click “Delete” to the right of an agency 
to remove it from your account. 
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Payment for Enhanced MembershipPayment for Enhanced Membership  

1.   To proceed with switching to the Enhanced option, click “Change to Enhanced Option”    
or click “Continue Basic Option (Free) to return to the free Basic Option. 

3.   Click “Back to ‘Consultant View’” to continue completing the application. 

The Enhanced Membership is offered for convenience in the selection process during registration    
and renewal of your application. Public agencies search for and view business applications the same 
regardless of the membership chosen. 

2.   Select fee and click “Continue with Enhanced Option”. 

Once you have completed the application, 
click “View/Pay Invoice” on the “Consultant 
View” page to make payment. 

Payment can be made by credit card 
through the secure website CyberSource or 
the invoice may be printed to mail in with a 
check payment. 
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Select Public Agency Roster(s) using the Enhanced MembershipSelect Public Agency Roster(s) using the Enhanced Membership  

 

1.   Click “Select Public Agency Roster(s)”. 

2.   Click “Add Public Agency”. 

3. Select multiple Public Agencies and click “Update”.  

4.  Click “Back to ‘Consultant View” to continue the application. 

Statewide: Click “My business would like to be 
listed statewide…”to register with all participating 
agencies and have any newly joining agencies 
automatically added to your account.  

Countywide: Click the box next to county to     
register with all participating agencies located in 
that county and have any newly joining agencies 
within that county automatically added to your 
account. You may click multiple county groupings. 

Multiple Individual: Select multiple agencies    
individually on the same screen. 

Once you are back on the ‘Consultant View’ page, you will need to re-enter the “Select Public 
Agency Roster(s)” section to select multiple Public Agencies individually, by county grouping, or     
select all participating public agencies. 
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Contact InformationContact Information  

 

1.   Click on “Contact Information”. 

The “Rfq/Rfp Email” field is used by   
Public Agencies to send out project   
notifications.  
 
List multiple emails by separating 
them with semi-colons. 

*Required fields must be completed 
before clicking the “Update” button.  

2.   Complete the “Required Fields”. 

Contact information is used by the Public Agencies to announce project opportunities and for MRSC to 
notify you about your account status. Only the Public Agencies you select and MRSC have access to 
view your application. The website is not open to the public or other businesses. 

MRSC uses the contact emails to 
notify you about account status, 
such as when to renew. 
 
Phone and fax numbers must be 
entered in this format. 

3.   Click the “Update” button to continue completing the application. 
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Select Consultant Service(s)Select Consultant Service(s)  

5.  Click “Back to ‘Consultant View’” to continue completing application. 

1.   Click on “Select Consultant Service(s)”. 

2.   Click on “Add Service”. 

 

As with the Public Agency selection process, 
the Service selection section is defaulted to 
the Basic free membership option where you 
make selections individually.  

3.    Select one service and click “Update”.  

4.  Repeat steps 2 and 3 to select additional services individually. 

Click “Delete” to the right of    
service if you choose to remove it. 

Public Agencies search by service category to generate a list of businesses in their roster so it is     
important that you select all of the specific services that you provide. You will not appear in search 
results if you have not selected the category searched. 

Click the “Change to Enhanced Option” button for more        
efficient selection of multiple agencies and service categories: 

 Select multiple individual agencies on the same screen  

 County groupings of agencies 

 Statewide grouping of all participating agencies 

 Automatic addition of new agencies 

 Selection of services by grouping (in services section) 

 $200+/annually based on number of WA employees 

 

 More information on the next page 
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4.   Select multiple Services individually and scroll click “Update” . 

Select Consultant Service(s) using the Enhanced MembershipSelect Consultant Service(s) using the Enhanced Membership  

2.   Click on “Select Consultant Service(s)”. 

3.   Click on “Add Service”. 

The Enhanced Membership allows you to select services more efficiently for $50 annually. Public 
agencies search by service category so this option is especially convenient if you provide multiple   
services or all services in a category. 

Category Grouping: Click the box next to 
category grouping to select all services 
within that heading. You may click multiple 
service groupings. 

Multiple Individual: Select multiple agencies 
individually on the same screen. 

5.  Click “Back to ‘Consultant View’” to continue the application. 

1.   If you switched to the Enhanced Membership in the “Select Public Agency” section then 
proceed to step 2, otherwise complete the invoice process described on page 4. 

Click “Delete” to the right of an 
agency if you choose to remove it. 
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Classification & LicensesClassification & Licenses  

Your Federal Tax ID# is a nine digit number 
that usually begins with the digits “91”. 
 

If you are a Sole Proprietor using a Social 
Security Number as your Federal Tax ID#, you 
may enter xxxxxxxxx and provide the agency 
directly with the number when contracting 
with them. 
 

Public Agencies require some information about classifications and licenses, but you also have the 
opportunity to indicate Equal Opportunity Certifications that you hold and relevant licenses. Contact 
the Washington Department of Transportation’s Office of Equal Opportunity if you are interested in 
obtaining certifications. 

1.   Click on “Classification & Licenses”. 

2.   Complete the “Required Fields”. 

Required fields must be completed before 
clicking the “Update” button, otherwise the 
information will not be saved and you will 
not be able to proceed to the next section. 

3.   Click the “Update” button to continue the application. 
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Insurance & BondingInsurance & Bonding  

1.   Click on “Insurance & Bonding”. 

2.   Complete the “Required Fields”. 

3.   Click the “Update” button to continue the application. 

Public Agencies require that businesses hold insurance in order to provide consulting services. If you 
are unclear as to the type of insurance that may be needed for a particular project, you may enter 
“Upon Request” in the Insurance Name section. 

Type “Upon Request” if the type of 
insurance would be dependent on the 
project or “Not Applicable” if your 
services do not require insurance. 
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SOQ/Project Summaries/ReferencesSOQ/Project Summaries/References  

1.   Click on “SOQ/Project Summaries/References”. 

Including references to your application is optional, however it can be helpful for agencies. Projects 
should be public works related and reflect the service categories you indicated that you provide.  
References do not need to be related to projects done for participating public agencies. 

2.   Click “Upload Document” to upload at least a general SOQ document. 

3.   Click “Back to ‘Consultant View’” to continue the application. 

You may remove or update 
documents at anytime, by  
clicking “Delete Document” . 
The new document must have 
a different file name, such as 
“ConsultantMembershipMRSCR
osters2012.pdf”. 
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Additional Office Locations (OPTIONAL)Additional Office Locations (OPTIONAL)  

Each business should only have one MRSC Rosters account if all office branches provide the same    
services. List additional offices in this section and make sure to add all email contacts in the 
“Contact Information” section. Multiple email addresses should be added in the fields: Rfq/Rfp 
Email, Primary Contact, and Additional Contact by separating them with semi-colons. If your business 
has multiple offices, which provide different services, then you may create multiple accounts by         
contacting MRSC. 

1.   Click on “Additional Office Locations”. 

2.   Enter information and click “Update” to complete the application. 

3.   Or click “Add Location” to include another branch. Then click “Update”. 
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Submit ApplicationSubmit Application  

1.   Click on “SUBMIT APPLICATION” button. 

When all sections are completed you will need to submit the application for MRSC to verify that your 
business meets the minimum qualifications, such as that your UBI# matches your business name. If 
you do not click the “Submit Application” button, we will not be notified that your account has been 
completed and this will delay your business being listed. 

2.   Click “SUBMIT FOR REVIEW” button. 

3.   Complete account are reviewed on Tuesday and Friday afternoons, so expect an email from 
MRSC within 2 –3 business days. If you do not receive an email, contact MRSC. 

4.   The “Account Status” will indicate “No” until the account is listed. 

You may update account information 
at anytime in the “Consultant View”. 
after you click the button “SUBMIT 
FOR REVIEW” button. Contact MRSC   
if you need to update the UBI#. 
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Public Agency ViewPublic Agency View  

 Once your account is listed, the Public Agencies selected will be able to search for and view your 
compiled application. MRSC does not have any involvement in the contracting process, nor do we  
accept responsibility or liability for any action or decisions of an agency in selecting businesses from 
the MRSC Rosters database. Direct questions regarding projects to Public Agencies. 

To view what the Public Agencies you selected may view, click on “Public Agency View”. 

Once the business is listed and the Account 
Status is “Yes” then the Public Agencies  
you selected will be able to search for and 
view your compiled application.  

Compiled Application View 
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Log In and Password RetrievalLog In and Password Retrieval  

1.   Go to www.mrscrosters.org and on the left side of the page click  

2.   Enter your User Name and Password. Then click “Log In”. 

If you do not receive a Login or the Login received      
does not work, there may not be an account for your 
business. Otherwise there may be an account and it      
is locked because it was created with another email, 
locked because information could not be verified, the 
Enhanced Membership payment was not received, or 
the account was not renewed.  

You may access and update your active MRSC Rosters account at anytime. Once an account is 
created, you have 30 days to complete it and then the Login will lock. If you need extra time, 
simply respond to the Reminder emails or contact MRSC.  

Log In Steps 

Password Retrieval Steps 

1.   Click “Forgot Your User Name or Password?” 

2.   Enter the UBI Number and email address used to create the account.     
Then click “Send User Information”. 

3.   Contact MRSC if the Login sent does not work for you. 
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Enhanced Membership 
If you are utilizing the Enhanced Membership 
then an invoice will be generated when you click 
the “SUBMIT RENEWAL” button. Make payment 
to complete the Renewal process. 

Annual RenewalAnnual Renewal  

1.   Log-in to your account and click the “RENEW NOW” button 

You may access and update your account at anytime, however you will be required to officially renew 
your account annually to confirm that the information is accurate and that you would like to remain 
listed. Renewal reminders are sent to account contacts one month prior to the expiration date. 

2.   Click on “Select Public Agency Roster(s)” to review information. 

3.   When you have confirmed that the information is current, click the “Process” button. 

4.   Repeat step 3 for each section and then click the “SUBMIT RENEWAL” button when all 


