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INSTRUCTIONS FOR COMPLETING ONLINE COST PROPOSAL IN eCMS 
 

 
The following document provides step-by-step instructions on how to input a Cost Proposal into eCMS 
and submit it online to ADOT.  Be sure to reference Consultant Cost Proposal Preparation Guidelines 
before entering data into eCMS.  The Prime Consultant is required to enter its proposed costs, as well as 
all of their Subconsultants Cost Proposals, in order to be considered and evaluated for the contract.  
 
Notes:   

1. Fixed Fee determined for this contract will be automatically calculated and loaded by the system. 
2. The system will not permit a Cost Proposal to be submitted if the Consultant’s total cost is less 

than 51%. 
3. Be sure to click Save after data entry to ensure that data is saved for later use. 
4. Idle time while entering data will cause a session to time out.  If this occurs, no entered data will 

be lost.  Just logon and continue where you left off. 
5. For technical assistance, contact Vincent Abeyta at (602) 712-8764. 
6. For data entry, cost allowability or other Cost Proposal questions, contact the assigned ECS 

Specialist. 
 
Logging On Using a CRYPTOCard  
 
Approved CRYPTOCard Users can access eCMS remotely from any computer with internet capability in 
order to submit an online Cost Proposals by clicking https://partners.azdot.gov or https://remote.azdot.gov 
and logging to eCMS via the Citrix Access Gateway.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The User Name or RACF illustrated above is the RACF ID received by the User with the 
CRYPTOCard.  The LAN Password is created via system prompts when the User accesses the Citrix 
Access Gateway for the first time using the remote access CRYPTOCard.  The system will prompt the 
User to change their password every 30 days.  The secondary password is randomly generated by the 
CRYPTOCard each time the User logs on to the system. 
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https://remote.azdot.gov/


After a successful login to the Citrix Access Gateway, click on eCMS icon from the list of available 
ADOT applications/enterprise websites as shown below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The User will be connected to the ECS’ electronic Contract Management System (eCMS) Welcome 
screen as shown below. 
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A. Cost Proposal Entrance Screens  
 
To access the Cost Proposal, click Cost Proposal on the left navigation pane.  The Cost Proposal 
menu consists of four (4) categories: 

 
1. Cost Proposal - allows you to proceed directly to complete your Cost Proposal 
2. Cost Proposal Preparation Guidelines - provides directions on how to develop the Cost Proposal 
3. Cost Proposal User Manual - provides screen shot by screen shot directions on how to enter Cost 

Proposal information online  
4. Cost Proposal Forms - provides links to all required forms needed to be uploaded with the online 

Cost Proposal 
 

 
 
 
 
Select Cost Proposal to proceed to the main Cost Proposal page as shown below: 
 

 
 

Version 3 (8/8/11) 5



The Cost Proposal main page lists all current contracts the firm has with ADOT.  The Cost Proposal main 
page column headings include: Contract No, Contract Status, Project/TRACS No, Description, Company 
Name, ADOT PM and ECS Specialist. 
 

 
 
 
 
There are five (5) Cost Proposal phases which are listed below: 

 

3 

1 

5 

2 

4 

 
 

1) Select to Create New – occurs when the firm needs to initiate the Cost Proposal for the first time. 

2) Draft – occurs when the user has partially entered the Cost Proposal information or completed but 
has not finalized and submitted to ADOT.  Cost Proposal changes can still be made at this phase. 

3) Submitted to ADOT – occurs when all the necessary Cost Proposal information has been entered 
and backup documents have been uploaded and submitted to ADOT.  Cost Proposal changes cannot 
be made once submitted to ADOT. 

4) Returned by ADOT – occurs when ADOT has completed the initial Cost Proposal review and has 
identified items to be addressed and/or resolved.  Cost Proposal changes can be made by the firm at 
this phase. 

5) Approved Final – occurs when both parties, Consultant and ADOT, have mutually agreed to the 
costs associated with the contract.  Cost Proposal changes cannot be made at this phase. 
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Click Select next to the contract for which you wish to complete a Cost Proposal (see below). 
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The “Congratulations” screen appears indicating you are ready to proceed to the next phase of the 
contract administration (e.g., Cost Proposal) with the links listed below:  
 

 Cost Proposal Preparation Guidelines 
 Cost Proposal Submittal Requirements Checklist (print this as a guide) 
 Cost Proposal User Manual 

 
 

 
 
 
Be sure to click the box to indicate that you have fully read and understood the instructions for preparing 
and completing the Cost Proposal.  This will activate the Continue button and allow you to go on. 
 
Click Continue to proceed and you will be routed to the Forms page (see next page).  Appropriate forms 
for each contract type must be completed and uploaded in the SUMMARY tab.  Refer to the Cost 
Proposal Submittal Requirements Checklist for appropriate forms needed for each contract type. 
 
 
 



Click on the links below to complete and upload the forms, if applicable.  
 

 
 
 
 
Click Continue to view the Cost Proposal Submittal Deadline Screen. 
 
 
The firm has 21 calendar days from the contract award date, prenegotiations meeting date or other date 
determined by ADOT to complete and submit the initial Cost Proposal.  The Users will receive a Cost 
Proposal deadline reminder each time they attempt to work on the Cost Proposal (see below). 
 
Note:  The system will lock the User out once the deadline has lapsed.  Contact the assigned ECS 

Specialist to request a time extension if extenuating circumstances prevents your firm from 
completing the Cost Proposal at specified timeframe. 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click Continue to proceed to the Cost Proposal Entry Screen. 
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1. Cost Proposal Entry Screen 
 

 

1 

2 

3 

 
Components of the Cost Proposal Entry Screen are as follows: 

  
1) User Information 

a. User Name 
b. Company 
c. Contract # 
d. Cost Proposal Status 
e. Project/TRACS # 
f. Description 
h. Compensation Type 
g. Ins Exp (Insurance Expiration date) 
j. System Message 

 
2) Action Buttons 

a. Add New – to create a new Cost Proposal 
b. Edit – to revise entered information 
c. Delete – to remove entered information 
d. Attach Backup Documents 
e. Delete Backup Documents 
f. REFRESH Screen 
g. SUBMIT COST PROPOSAL to ADOT 
h. UPLOAD REQUIRED COST PROPOSAL FORMS 
 

3) Tabs 
a. Labor Class 
b. Labor Activity 
c. Direct Expenses 
d. Subconsultant 
e. Overhead 
g. SUMMARY (varies by contract type) 
h. Preview Cost Proposal SUMMARY 
i. Review Change Requests 
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B. Labor Class Tab 
 
The Labor Class tab will be automatically populated with Labor Class categories that ADOT determines 
are appropriate for the contract.  The Labor Class tab allows the User to edit or delete Project Team 
information, add Labor Classes, and add Consultant Contact Information.  
 
Notes: 

1.  Labor Classes have been standardized by disciplines 
2. New Labor Classes can be added with justification only and must be approved by ADOT 
3. Do not delete unused Labor Classes 
4. Upload Certified Payroll Forms as applicable to justify labor costs 

 
 

 
 
 
1. Adding Consultant Contact Information  

 
Before entering data into the Labor Class tab, it is important to first add the Consultant Contact 
Information, including name, phone number and email address, before entering any information in 
the system.  Communication Log messages and messages from ADOT about the status of the Cost 
Proposal will be sent to the individuals listed on the Consultant Contact List. 
 
Note:  It is recommended that the firm add at least two to three contacts for each contract.  Please 

be sure to include their email addresses. 
 
 

Version 3 (8/8/11) 10



Click Add New to add a Consultant Contact (see below). 
 

 
 
 
Enter the appropriate information and click Save and Exit. 
 

 
 
 
The Consultant contact information added will appear at the bottom of the screen (as shown below).  
 

 
 
2. Add a Labor Class 
 

Every effort must be made to utilize the Labor Classes that are already pre-populated in the system 
by ADOT.  If the Labor Classes do not match position/titles used by your firm, use one that is 
similar to ones you would use.  If the firm needs to add a labor class, that is not in the system, be 
sure to upload a justification explaining why the labor class should be added. 
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Click Add New to add a new Labor class. 
 

 
 
 
Enter the appropriate information and select the Labor Classification from the drop-down list and click 
Save and Exit when finished.   
 
 

 
 
 
Note:  The system will remind the User to add justification for adding a new labor class (see above). 
 
 
The new labor class is added to the bottom of the screen 
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3. Edit Labor Class 
 

Click Select next to the Labor Class that needs information and click Edit to add information to the 
new labor class or an existing one pre-populated by ADOT. 

 

 
 
 
 
 
 
From this screen, the User can enter the Average Hourly Rate, Name and Title.  Phone Numbers and 
Email Addresses are optional.  After all appropriate information is entered, click Save and Exit. 
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4. Delete Labor Class 
 

Click Select next to the appropriate Labor Class and click Delete to delete a Labor Class. 
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Click OK to confirm when the warning below appears. 
 

 
 
 
 
 
5. Attach Backup Documents 
 

Click Select next to the appropriate Labor Class and click Attach Backup Document to attach the 
backup documentation to a particular Labor Class. 

 
 

 
 
 



Click Browse to select document to be uploaded. 
 

 
 
 
 
 
 
Select the appropriate document and click Open. 
 

 
 
 
 
 
 
Click Save and Exit and the document will be attached to the Labor Class. 
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6. Delete a Backup Document 
 

Click Select on the Labor Class with the document that needs to be deleted and click Delete 
Backup Document to delete a backup document. 

 

 
 
 
 
Click OK to confirm when the warning below appears. 
 

 
 

 
 
C. Labor Activity Tab 

 
The Labor Activity tab template is automatically pre-populated by ADOT based on the Standardized 
Dictionary of Work Tasks for the related disciplines addressed by the contract. 
 
Notes: 

1. Labor Activities are standardized by disciplines 
2. New Labor Activity can be added with justification only.  
3. Do not delete unused Labor Activities 
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The Labor Activities list includes Labor Activity Categories (bolded and circled below) and Labor 
Activities Details listed below each Labor Category.   
 

 
 
 
1. Edit Labor Activity Category 
 

Click the Labor Activity tab to edit a pre-populated Labor Activity Category. 
 
Note:   Every effort must be made to utilize already pre-populated Labor Activity Categories and 

Details into the system by ADOT.   
 
 

 
 

Labor Activity Details 
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Click Select next to the Category that needs editing and click Edit. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Enter the Structure Description, Additional Detail Description, Scale, and No of Sheets needed, if 
applicable, and click Save and Exit. 
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2. Edit Labor Activity Detail 
 

Click Select next to the Activity Detail that needs information and click Edit to add information to 
a Labor Activity Detail (subcategory) under a main Labor Activity Category that was pre-populated 
by ADOT. 

 

 
 
 
 
Enter any Additional Detail Description, Scale, and No of Sheets needed for the Detail, if applicable, and 
click Update next to the Labor Class that will be performing the work on the selected Detail. 
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Enter the number of hours proposed in the Task Hours field for the selected Labor Class and click Save 
and Exit. 
 

 
 
 
Repeat this process for each Labor Class listed in the Detail. After all the Labor Class Task Hours are 
entered, click Save and Exit.  Repeat this process for each Category and Detail Activity. 
 
 
 
3. Attach a Document to Labor Activity 
 

Click Select next to the appropriate Labor Description and click Attach Backup Document to 
attach a document to a Labor Activity Category or Detail. 
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Click Browse to select the document to be uploaded. 
 

 
 
 
 
 
 
Select the appropriate document and click Open. 
 

 
 
 
 
 
 
Click Save and Exit. 
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4. Delete a Labor Activity Document 
 

Click Select next to the appropriate Labor Description and click Delete Backup Document to 
delete a document that has been uploaded into a Labor Activity Category or Detail. 

 
 

 
 
Click OK to confirm when the warning below appears. 
 

 
 
 
5. Add a Labor Activity Category 
 

If the firm needs to add a labor class, that is not in the system, be sure to upload justification, 
explaining why the labor activity needs to be added. 

 
Select the Labor Activity and click Add New to add a Labor Activity Category. 
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Check the Labor Activity Category radio button and choose the Category from the dropdown menu.  Add 
Structural Description, Scale, and No. of Sheets, if applicable.  Click Save and Exit when all information 
has been entered. 
 

 
 
 
The category will appear in bold in numerical order as shown below. 
 

 
 
 
6. Add a Labor Activity Detail 
 

Click Add New to add a Labor Activity Detail that are not pre-populated by ADOT. 
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Select the Labor Activity Details radial button, choose the Labor Category and choose Miscellaneous 
Detail or Other from the drop-down list.  Add Structural Description, Scale, and No. of Sheets, if 
applicable.  Click Save and Exit when all information has been entered.   
 
 

 
 
 
 
The Labor Activity Detail you added will appear alphabetically in the list of other detail under the 
Category you selected.   
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7. Delete Labor Activity Category 
 

 Note:  All Labor Activity Details assigned to the Labor Activity Category must be deleted first. 
 

Click Select next to the Labor Activity that needs to be deleted and click Delete. 
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Click OK to confirm. 
 

 
 
8. Delete Labor Activity Detail 
 

Click Select next to the Labor Activity Detail that needs to be deleted and click Delete. 
 

  
 



Click OK to confirm. 
 

 
 
 

D. Direct Expenses Tab 
 

All direct expenses require justification and backup documents.  For example: 
 
 Mileage    – specify personal or company vehicle miles 
 Meals/Lodging /Travel   – Per ADOT Travel Policy 
 External Repro    – Quote from external vendor 
 External Fees /Licenses   – Quote from external vendor 
 Delivery/Overnight/Courier  – External vendor quote 

 
 

Direct Expenses are arranged by Direct Expense Categories (bolded and circled as shown below) and 
Labor Expense Details (or subcategories) listed below each Direct Expense Categories.  It is highly 
recommended that the firm create/establish all Direct Expense Categories first and then go back and 
create Details under each Category. 
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1. Add Direct Expense Category 
 

Select Direct Expenses and click Add New to add a Direct Expense Category. 
 

  
 
 
Select the Direct Expense Category radial button.  Using the drop-down menu, select the expense 
category from the Direct Expense Category Name, enter information in the Unit Rate (dollar amount) and 
Quantity.  To calculate the total amount (Unit Rate X Quantity), click Calculate if you want to determine 
the costs associated with each Direct Expense Category (this is optional).  Click Save and Exit when all 
entered information is complete, accurate and back-up documentation is uploaded, if applicable. 
 

  
 
 
2. Add Direct Expense Detail 
 

Select Direct Expenses and click Add New to add a Direct Expense Detail. 
 

 
 
 
Select the ‘Direct Expenses Detail’ radial button.  Choose the appropriate Direct Expense Category from 
the drop-down menu, enter information in the Direct Expense Detail Description, Unit Rate (dollar 
amount), and Quantity.  To calculate the total amount (Unit Rate X Quantity), click Calculate if you want 
to determine the costs associated with each Direct Expense Category (this is optional).   
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Click Save and Exit when all entered information is correct. 
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3. Edit Direct Expense Category 
 

Click Select next to the Category that needs to be edited and click Edit. 
 

 
 
 
 
 
Change the Unit Rate and/or Quantity and click Save and Exit when done. 
 

 
 
 
 
 



4. Edit Direct Expense Detail 
 

Click Select next to the Detail that needs to be edited and click Edit. 
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Change the Direct Expense Detail Description, Unit Rate, and/or Quantity and click Save and Exit when 
done. 
 

 
 
 
 
5. Delete Direct Expense Category 
 

Click Select next to the Detail that needs to be deleted and click Delete. 

 

 
 
 



Click OK to confirm. 
 

 
 
 
Note:  You will be unable to delete a Direct Expense Category if there are any Direct Expense Details under that 

Category.  In order to delete a Category, you must first delete all Details beneath it. 
 
 
 
6. Delete Direct Expense Detail 
 

Click Select next to the Direct Expense Detail that needs to be deleted and click Delete. 
 

 
 
 
 
 
Click OK to confirm. 
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7. Attach Direct Expense Backup Document 
 

Upload the backup document to justify the proposed Direct Expenses. Click Select next to the 
Direct Expense Category or Detail that requires documentation to be attached and click Attach 
Backup Document. 
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Click Browse to select the document to be uploaded. 
 

 
 
 
 
 
Select the appropriate document to be attached and click Open. 
 

 
 



Click Save and Exit to upload the document. 
 

 
 
 
 
 
 
 
8. Delete Direct Expense Backup Document 
 

Click Select next to the Direct Expense Category or Detail with the document that needs to be 
deleted and click Delete Backup Document. 

 

 
 
 
 
 
Click OK to confirm. 
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E. Subconsultant Tab 
 
Subconsultants on the contract are automatically carried over by eCMS from the list of Subconsultants 
uploaded by the Prime Consultant during the online SOQ submittal process.  No new Subconsultants can 
be added during Cost Proposal/negotiation phase. 
 
The Prime Consultant is required to enter Cost Proposal for all Subconsultants involved in the contract.  
To enter Subconsultant information, click the Subconsultant tab. 
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Upload a signed and dated hard copy of the Cost Proposal for each Subconsultant by clicking Select next 
to Subconsultant company name and clicking the Attach Backup Document.  To ensure you are 
uploading the correct Subconsultant’s information, browse the document on your computer and select the 
appropriate document to be attached.  Name the document “XYZ Company Subconsultant Cost 
Proposal.”  The attached file will appear under the Attached File column.   
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tTo enter Cost Proposal information for a specific Subconsultant, click Select nex
Company and click View Sub Consultant. 
 
 

 to the Subconsultant 

 
 
 
Subconsultant data is entered in the exact same manner as for the Prime Consultant.  Proceed to enter 
information in each tab for all Subconsultants on the contract. 
 
Note:   

Although the ADOT template includes a Project Principal labor class category, this Labor Class 
category is not allowable for Subconsultants. 

Select SC Labor Class and follow the instructions in Edit Labor Class 

 
 
1. Edit Subconsultant Labor Class Information 
 

 to edit the Subconsultant 
or Class Information. 

 

Lab
 
 



Edit the details and click Save and Exit. 
 

 
 
2. Add New Subconsultant Labor Class Information 
 

Click SC Labor Class and follow the instructions in Add New Labor Class to add New 
Subconsultant Labor Class information. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Delete Subconsultant Labor Class Information 
 

Click SC Labor Class and follow the instructions in Delete Labor Class to delete the Subconsultant 
Labor Class information.  
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4. Edit Subconsultant Labor Activity 
 

Click SC Labor Activity and follow the instructions in Edit Labor Activity Category and Edit 
Labor Activity Detail to edit the Subconsultant Labor Activity.  

 
 
 

 
 
5. Add New Subconsultant Labor Activity 
 

Click SC Labor Activity and follow the instructions in Add New Labor Activity Category  and 
Add New Labor Activity Detail to add the new Subconsultant Labor Activity. 
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6. Delete Subconsultant Labor Activity 
 

Click SC Labor Activity and follow the instructions in Delete Labor Activity Category and Delete 
Labor Activity Detail to delete the Subconsultant Labor Activity. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
7. Add New Subconsultant Direct Expense 
 

Click SC Direct Expenses and follow the instructions in Add New Direct Expense Category and 
Add New Direct Expense Detail to add a new Subconsultant Direct Expense information.  
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8. Edit Subconsultant Direct Expense 
 

Click SC Direct Expenses and follow the instructions in Edit Direct Expense Category and Edit 
Direct Expenses Detail to edit a Subconsultant Direct Expense. 

 
 

 
 
 
 
 
9. Delete Subconsultant Direct Expense 
 

Click SC Direct Expenses and follow the instructions in Delete Direct Expense Category and 
Direct Expense Detail to delete a Subconsultant Direct Expense. 
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10. Subconsultant Overhead 
 

Select the SC Overhead and use the radial buttons to choose the type of overhead to enter the 
Subconsultant overhead.  

 

 
 
 
If the overhead type is Overhead Rates, select either the Contract Overhead or Wage Classification 
Overhead by clicking the appropriate overhead type.   

 

 
 
 
 
11. Exit Subconsultant Data Entry 
 

Click Exit Subconsultant Data Entry when all information has entered for the Subconsultant. 
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F. Overhead Tab 
 
Select Overhead to enter the firm’s overhead rate. 
 
 

 
 
 
Select the appropriate overhead type (e.g., Commercial Pricing, Unit Rates, Specific Rates, or Overhead 
Rates) by clicking the appropriate radial button (above). 
 
 
If there is an Overhead Rate on the contract, select the Contract Overhead button below.   
 
Notes:  
 
1. Contract Overhead is used by most firms if they only have one type of overhead (e.g., design or field 

overhead rate)  
 
2. Wage Classification Overhead is used if the firm has multiple overhead rates for a single wage class 

(e.g., Design Overhead and Survey Overhead for a PM). If the firm needs to use the Wage 
Classification Overhead, contact ECS for guidance on how to enter this information. 
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Select the overhead rate type from the drop-down menu. 

 

 
 
 

Select Negotiated Provisional from the drop-down menu and type the overhead rate in the O/H Rate 
field. 

 

 
 

 
 
 
The overhead rate will appear in a list (see below). 
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G. Summary Tab 
 
To view the Cost Proposal Summary information, click SUMMARY.   

 
Note:   The Total Cost Proposal amount, as well as the total cost and percent of the total cost for the 

Prime Consultant are displayed at the top of the entry screen at all times. 

 

 
 
 
The SUMMARY tab allows the User to: 
 

1. Preview and print the Cost Proposal 
2. View all backup documents and the source of all backup documents 
3. Add, edit, and delete communication to the ADOT PM 
4. Submit the final Cost Proposal 
5. View and respond to changes and revisions to Cost Proposal requested by ADOT 

 
 
 
1. Preview Cost Proposal SUMMARY 
 

To preview the information entered into the Cost Proposal, module click ‘Preview Cost Proposal 
SUMMARY.’ 
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The Cost Proposal SUMMARY includes total Estimated Direct Labor Cost, Direct Expenses, 
Subconsultant Cost and Summary.   

 

 

 
 
 
Click on the blue buttons under the View Details column above to preview the Cost Proposal Summary 
for each Subconsultant. 
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Click Print Report to print the Cost Proposal SUMMARY. 
 

  
 
2. Communication Log – Add New 
 

Consultants, ADOT PM, ECS Specialist may communicate with each other during the Cost 
Proposal negotiation phase. When a message is sent through the Communication Log to the 
Consultant, individuals listed as the Consultant Contacts on the Labor Class tab will receive an 
automated email informing the Consultant that a message has been sent by ADOT.  The User can 
respond by logging into eCMS and using the Communication Log. 

 
Click Add New to send messages to ECS Specialist or ADOT PM, from the SUMMARY tab. 
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Enter the comment and click Save and Exit. 
 

 
 
3. Edit Comment 
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Click Select next to the comment that needs to be edited and click Edit.  The User is only able to 
edit Comments that they have entered.   

 

 
 
Change the comment as needed and click Save and Exit. 
 

 
 
 



4. Delete Comment 
 

Click Select next to the comment that needs to be deleted and click Delete.  The User is only able 
to delete comments that they have entered.   
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Click OK to confirm. 
 

 
 
5. Backup Documents 
 

Upload all the required documents for the specific contract here. See Cost Proposal Submittal 
Checklist for the list of all required forms for the contract type.  If a required form has already been 
uploaded in another location, it is not necessary to re-upload it again. 

 
To upload the required documents, click UPLOAD REQUIRED COST PROPOSAL FORMS. 

 

 
 
 



Click Upload a New CP Form if you are uploading a new Cost Proposal.  
 

 
 

Click Browse to select the document to be uploaded. 

 
 

 
 
Select the appropriate document and click Open. 
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Type the document Name (name the document the exact name listed in the system) and click Save. 

 

 
 
 
Click Select to chose the form to be deleted and click Delete Selected CP Form. 
 

 

 
 
 
Click Select next to the appropriate document and click View Source to view the location of the 
document.  
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6. Submit Cost Proposal 
 

Click SUBMIT COST PROPOSAL to ADOT when the Cost Proposal is complete and ready for 
submission for ADOT’s review. 
 

 
 
 
The Cost Proposal Submittal Checklist will appear.  Be sure to check the appropriate boxes to indicate 
that all of the required information and forms have been entered and uploaded.  When complete and you 
are ready to submit the Cost Proposal to ADOT, click OK at the bottom of the page. 
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The system will ask if you are sure you are ready to submit the Cost Proposal to ADOT.  Be sure the Cost 
Proposal is ready for submittal because once the Cost Proposal is submitted to ADOT, your firm cannot 
make any more changes to the Cost Proposal until it is reviewed and returned by ADOT.  
 
Click the OK when you are ready to submit the Cost Proposal to ADOT.     
 

 
 
 
Note:    At this point the Cost Proposal information will be locked can be viewed in a “Read-Only” mode. 
 
 
 
H.  Cost Proposal Change Request 
 
ADOT reviewers will review the Cost Proposal submitted and provide feedback to the firm about 
requested changes during the negotiation phase. If changes are needed to the Cost Proposal, ADOT will 
return the Cost Proposal to the firm, with an automated email.  When the firm logs onto eCMS, the Cost 
Proposal status for the contract will indicate Returned by ADOT. 
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Click Review Change Requests to review requested changes by ADOT. 
 
 

 
 
 
 
A list of recommended changes for each firm will be listed for the Consultant and their Subconsultants, if 
any.  To respond to the requested changes, click Respond next to each item and respond accordingly.    
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Type in the response and click Save Response.  Please be sure  to respond to each item listed. 
 
 

 
 
 
 



Notes: 
1.  After responding to each requested change in the Change Request Form,  click on each tab of the 

Cost Proposal and make the requested changes and/or other revisions to the Cost proposal. 
 
2. If the firm changes any other items in Cost Proposal that were not in the original submittal, be sure 

to list and justify those items in a separate document and upload it in the Cost Proposal re-
submission to ADOT.  

 
 
Click SUBMIT COST PROPOSAL to ADOT to resubmit the Cost Proposal with requested changes 
once all items have been addressed.   
 
 

 
 
 
Consultants have three (3) opportunities (initial plus 2 resubmitals) and/or up to 90 days to submit their 
Cost Proposals.  If after the 3rd Cost Proposal submittal both parties are still unable to agree on contract 
costs, ADOT will submit a best-and-final-offer to the Consultant. 
 
When both parties (ADOT and Consultant) have mutually agreed to the costs associated with the contract,  
the Cost Proposal is approved and the ECS Specialist enters the final Overhead Rate information in the 
contract.  Once the Cost Proposal is approved, the system is locked and the firm can only have a Read-
Only access to the final Cost Proposal.   
 
The Cost Proposal Summary will be printed by ECS and included as part of the executed contract.  All 
entries and back-up documentation will remain in eCMS as part of the electronic contract file and will 
interface with the Modification and Payment modules once those are developed and fully implemented.  
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