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PUBLIC AGENCY INSTRUCTIONS

1. Go to www.mrscrosters.org.

. Member Account
2. Click

3. Enter your User Name and Password.

4 . Click the

oCategory

Questions?

More information in the Public Agency
tab www.mrscrosters.org/agency.aspx.

Contact MRSC Rosters at 206-625-1300
or email mrscrosters@mrsc.org.
Searchd butt aon

Select type of roster search

Z Test Account Public Agency Small Public Works & Consultant Rosters

You will usually use the
“Category Search?”,
instructions continue with
that process. Information

Small Works Contractor
Category Search

Consultant

ST cerdr about t he

“Al phab

Search” i's provi de

Small Works Contractor
Alphabetical Search

Consultant
Alphabetical Search

in the instructions.

5. Check the circle t

o t

he | eft of the service ¢

Select one service category to search.
Small Public Works Service Categories
) Concrete & Masonry - select entire grouping Qe

' Concrete & Masonry - Concrete - Barriers

_ Concrete & Masonry - Concrete - Coring & Drilling -«

Entire Grouping: Search businesses who selected
one or many sub-categories in a service grouping.

Sub-Category: Search businesses who indicated
that they provide a specific sub-category service.

Emergency: On the Small Works Roster, you may

Search | [[] search only for Contractors who perform emergency work

narrow your “Category Search

indicated that they provide emergency services.

6. Review applications by clicking on the business name.

Continue J | Change to contact businesses individually

Z Test Account Public Agency Small Public Works Roster
Service Category: Concrete & Masonry
Sub-category: Concrete - Coring & Drilling

(DCI) DUMPMAN Construction Inc.
Active Construction Inc.

American General Construction

Click "Continue" to generate roster of all listed businesses.

Search Results: Only businesses who are eligible
to work on public works projects and have
selected your agency, as well as the specific
service category you searched, will appear on your
roster. If a business does not appear, it is not on
your roster and it is their responsibility to update
their application. More information on business
registration later in the instructions.

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.




7. Determine if you will solicit from all listed businesses or select them individually.

Click "Continue" to generate roster of all listed businesses.

All Listed '* Continue I | Change to contact businesses individually > Individually

Businesses Selected Businesses

Z Test Account Public Agency Small Public Works Roster
Service Category: Concrete & Masonry
Sub-category: Concrete - Coring & Drilling

(DCI) DUMPMAN Construction Inc.
Active Construction Inc.
American General Construction

. . Select businesses and then continue to generate roster of sel
It is recommended to contact all listed 9

businesses to most easily fulfill state It is your responsibility to fulfill equitability requirements by either contactin
) . ) procedures, such as using a business rotation process.

equitability requirements, however

you may use internal agency selection Continue I | Return to select all listed businesses

procedures, such as a rotation process,

and narrow your search by changing to

select businesses individually and Z Test Account Public Agency Small Public Works Roster
. Service Category: Concrete & Masonry
checking the box next to the names of Sub-category: Concrete - Coring & Drilling

the businesses you want to contact.

[C] (DCI) DUMPMAN Construction Inc.

[C] Active Construction Inc.

[C] American General Construction

8. Print business selection list and applications for your records.

It is your responsibility to retain proper documentation of roster usage in the same manner as if you maintained
rosters individually and/or in a paper format. The MRSC Rosters database is constantly changing so it is important
for you to retain business information at the time of your search.

9. Click o0Continuedé to archive your search res

Click "Continue" to generate roster of all listed businesses. | The search information will also be archived in the
: MRSC Rosters database; however, recreating these
Continue ‘ | Change to contact businesses individually records requires extensive programming, and so
MRSC will not retrieve such information unless
agency records are unavailable.

10. Click oView Rosteré6 to create an Excel spre
Your roster has been generated. 1. Click “View Roster”
2.Then click “Open” (Click “Yes” if
View Roster 3. Save file in your computer for sorting, tracking, mailing labels,
and records retention purposes.

Questions? Contact MRSC Rosters at mrscrosters@mrsc.org or call 206  -625-1300. MRl&S.SterS

www.mrscrosters.org




11. Click oContinued to emai l busi nesses

Save roster and click "Continue” to email listed businesses.

It is your responsibility to retain the generated business list for your record
procedures that you used in your selection process.

12. Highlight addresses, copy, and paste into email client, such as Outlook.

Email selected businesses.

Email
Highlight below addresses, copy, and paste in your email client, such as Oy

Highlight Emails

infofdci.bz;DaveBfactiveconstruction.com; rolperfattglobal.q
allysonfarcherconstruction. com; tonyapettitfhotmail . com; jars
lle@bigmountainent.com; shanetpettit@hotmail . com;berniefibj=]
niEgmail.com;geofffcascadeutilities.comscatesanderbfncidata

Small Works Contractors unable to receive email solicitations:

Cascade Utilities, Inc. Bidding via Fax: Yes - 425-883-0191

P.0. Box 322 : :
Redmond, WA 98073-0322 Contact: Geoff Bowie
Phone: 425-861-8787

LaValley Backhoe LLC Bidding via Fax: No

18019 se 121 pl .
renton, WA 98059 Contact: Ted LaValley
Phone: 425-765-1507

13. Contact selected businesses about your project.

Undeliverable Email Addresses: If some of the business email addresses are undeliverable, you may
choose to contact them another way. It is business responsibility to provide sufficient contact information,
but it is recommended that you retain a copy of any undeliverable email messages.

Non-Email Preferences: If you choose to solicit all listed businesses, then it is your responsibility to contact,
via phone or fax, businesses who are unable to receive email solicitations.

14. Follow your agency bidding procedures.

Bidding Information: http://www.mrscrosters.org/publicagencybiddinginformation.pdf

Small Works Roster Manual: http://www.mrsc.org/Subjects/PubWorks/pb/pwr.aspx

Public Works Information: http://www.mrsc.org/Subjects/PubWorks/pubworks.aspx

MRSC Rosters Information: http://www.mrscrosters.org/agency.aspx

Questions? Contact MRSC Rosters at mrscrosters@mrsc.org or call 206  -625-1300. MRl&S;terS

www.mrscrosters.org




ADDITIONAL INFORMATION

Alphabetical Search

You wil|l usually use the “Category Search,” but, alter
all businesses in your rosters or to export all business contact information to an Excel spreadsheet.

Click the OAl phabetical Searchd6é button.

Z Test Account Public Agency Small Public Works & Consultant Rosters

Select type of roster search

Small Works Contractor Consultant
Category Search Category Search
Small Works Contractor Consultant
Alphabetical Search Alphabetical Search

Determine if you would like to solicit individual businesses or export entire roster.

Select businesses and then continue to generate roster of selected businesses.

Z Test Account Public Agency Small Public Works Roster

[ Continue I I Export Entire Roster —

[] (DCI) DUMPMAN Construction Inc.

[[] 2 Kings Environmental, Inc.

[] 3-D Roof Systems LLC

Individual Businesses: C| i ck “ Continue” and then proceed from Step

Export EntireRoster: C| i ck “ Export Entire Roster” to create an Exc
for all businesses who joined your roster under any service category.

Business Registration

Business Verification of Eligibility: Businesses may complete the free online application at anytime, but to be listed in
MRSC Rosters, they must meet the minimum requirements for joining a Washington State local government roster.

Twice Weekly Reviews: MRSC reviews complete applications on Tuesdays and Fridays, so as long as the businesses

meet the requirements, they will be listed with the public agencies they select within 2-3 business days. It is the public
agency’'s responsibility to perform due diligence to ve
project bid.

More Information on Business Registration: http://www.mrscrosters.org/agency.aspx

Questions? Contact MRSC Rosters at mrscrosters@mrsc.org or call 206  -625-1300. MRl&S.SterS

www.mrscrosters.org




