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Abbreviations:
Admin. Office = Iowa DOT Administrating Office
Contracts = Office of Contracts, Iowa DOT
EEO / AA = Equal Employment Opportunity / Affirmative Action
ERMS = Electronic Records Management System
FHWA = Federal Highway Administration
LPA = Local Public Agency

Start
Full

FHWA 
oversight 
project?

Contracts requests FHWA 
concurrence in award.  When 

FHWA concurrence is received, 
Contracts notifies Adm. Office 

Yes

LPA reject
all bids?

LPA notifies Contracts and the 
low bidder of their intent to reject 
all bids and future plans for the 

project

Yes

No

No

LPA sends 2 unsigned original 
contracts to low bidder

Low bidder signs both original 
contracts and returns to LPA with 
performance bond and Certificate 

of Insurance.

LPA signs both original contracts 
and returns with performance 

bond and Certificate of Insurance 
to Contracts. 

Contracts sends the LPA 
one original contract, tax 

certifications, and the EEO 
poster notice.

(End Pre-Letting Process)

End

Low bidder adds proposed subcontactor 
data to the *.con file, e-mails it to 
dot.contracts@dot.iowa.gov, and 

provides a copy to the LPA Project 
Engineer.

Contracts stores low bidder’s e-
mail with *.con file on W: drive.

Following the letting, Contracts:
determines lowest responsive bid
prepares contract
sends 2 unsigned original contracts, 
Tabulation of Bids, and instructions 
to LPA
notifies low bidder and provides the 
electronic Site Exchange (*.con) file 
and instructions

Contracts reviews 
documents and signs both 

original contracts to indicate 
DOT concurrence.

LPA signs tax certifications 
and sends to the contractor.

Contractor posts EEO and 8-in-1 
posters on the labor board and 

sends copies of tax certifications to 
subcontractors.

Contracts sends contractor 
one original contract, the 

EEO poster notice, and the 
8-in-1 poster.

LPA Project Engineer 
adds EEO poster notice 

to project file

Contracts performs the following:
Checks percent of contract to be 
subcontracted
Checks EEO / AA policy status
Prepares EEO poster notice, which documents 
authorization of subcontractors
Prepares tax certifications
Sends EEO poster notice to ERMS
Stores processed *.con file on W: drive
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