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1.1 Overview

The Wisconsin Department of Transportation (WisDOT) has implemented Civil
Rights Compliance, a state-of-the-art, web-based software system for payment
tracking and labor compliance management. This system is designed to fulfill and
streamline various federal and state reporting and monitoring requirements.

The system contains these major functions:

1. Payment Tracking — tracking and reporting actual payment transactions
by prime and subcontractors.

2. Labor Compliance Management — provides electronic certified payroll
and fringe benefit reporting by prime contractors and all subcontractors.

3. Uniform Certification Program — tracks certification status, processes
annual affidavits, and recertifications. This manual outlines these
processes.

WisDOT has worked with several contractors on the Marquette Interchange and
four pilot projects around the state to ensure this system provides benefits to
contractors as well as to WisDOT staff. Firms who have been primes on these
projects include Marquette Constructors, Rock Roads Company, Arrow-Crete,
A-1 Excavating, Midwest Rail, and Monarch Paving.

1.2  Suggested System Requirements

Although contractors can connect to WisDOT Civil Rights Compliance from any
computer with Internet access, we recommend the following minimum
requirements.

Processor: Pentium® Il 933 MHz

Operating System: Windows® XP

Hard Disk: 500 MB free

RAM: 256 MB

Display: Super VGA (800x600) or higher resolution monitor
Web Browser: Internet Explorer 6.0

Internet Connection: 56,000 bps or faster modem, ISDN, DSL or LAN
connection

1.3 Recommended Internet Settings
Before using the application, we recommend that you change your Internet

Explorer cache and security settings. Additionally, it is important that if you have
a pop-up blocker installed, you alter its use while using the application. The pop-

06/01/07 by: TRS Consultants, Inc. & WisDOT
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up blocker will prevent you from being able to view the registration renewal
screen.

Cache Settings

TRS recommends that users change the cache setting to prevent web browsers
from displaying “cached” (old data in memory) information. To edit these settings:

Open Internet Explorer.

1. From the “Tools” menu, select “Internet Options” to open the Internet
Options window (Figure 1).

2. Inthe Internet Options window, select “General Tab” (Figure 2). From
the select “Temporary Internet files select “Settings” to open the
Settings window.

3. Verify that the setting for “Check for newer versions of stored pages:”
is set to “Every visit to the page.” If not, select this option and click
“OK” (Figure 3).

4. Click “OK” on the Internet Options window to complete cache settings
update.

/2 Default - Microsoft Internet Explorer

File Edit Wiew Favaorites | Tools  Help

(JBack - . - %] 2] , MailandNews S | o
= Pop-up Blocker »
Address If&'] hitps: ffuw brscon e oe add one

Google - | Synchronize. .. o | @ | FageF
Windows Lpdate

Windows Messenger

Figure 1 - Tools Menu, Internet Options
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General |Seu:urit_l,l| F'rivau:_l,ll Eu:untentl Ennnectiunsl F'ru:ugramsl .ﬁ.dvancedl

—Home page
% ou can change which page to uze for pour home page.
Address:

|lze Cument IJze Default |z Blank

— Temparary Internet files

‘ Pages you view on the Internet are stored in a special folder
&k

for quick, wiewing later.

Delete Cookies... | Delete Files... | %ettings...
i

— Higtory
ﬂg The History folder containz links to pages you've wisited, for

quick access bo recently viewed pages.

Diays to keep pages in histany: |2E| 3: Clear Hiztory |

Colors... | Fonts... | Languages... | .-'-‘u:u:gssil:uilit_l,l...l

] 8 I Cancel | Spply I

Figure 2 - Internet Options Window

Settings 21 x|
Check For newer versions of stored pages:

%very wisik ko the page

wery kime wou start Internet Explorer

&

" Aukomatically
i Mever

—Temporary Internet files Folder

Current location:  C:iDocuments and SettingsiLFossiLocal
Settings) Temporary Internet Files)

Amount of disk space to use:

-j 273 = MEB

Maowe Folder. .. Wiew Files. .. | Wiew Objects. .. |

Figure 3 - Settings Window
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1.4  Security Settings

TRS recommends adding the website address to your computer’s “Trusted Sites”
list on computers. This will help the website load more quickly. To edit the
security settings:

1. Open Internet Explorer.

2. From the “Tools” menu, select “Internet Options” to open the Internet
Options window.

In the Internet Options window click on the “Security” tab (Figure 4).

Click on the “Trusted Sites” icon and then click on the “Sites...” button to
open the Trusted Sites window (Figure 5).

5. Type in the LCM website address,
https://www.trsconsultants.com/WisDOT, and click on “Add” and then
click on “OK” to return to the Internet Options window (Figure 5).

6. Click “OK” on the Internet Options window to complete the recommended
security settings update.

General Security | F'rivau:_l,ll Enntentl Eu:unneu:ti-:unsl F'ru:ugramsl .ﬁ.dvancedl

Select a 'Web content zone to zpecify itz zecunty zethings.

| nternet Local intranet

Trusted sites Restricted
gites
Trusted sites
Thiz zone containz Web zites that pou B
trust not to damage your computer or
data.

Mo sites are in thiz 2one.

— Securty level for this zone

Custom

Cuztom settingz.
- To change the settings, click Custom Lewvel,
- To uge the recammended zettings, click Default Level,

Custom Lewel... | Default Level |

] 4 I Cancel | Spply |

Figure 4 - Internet Options Window, Security Tab
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You can add and remove Web sites from this zone. all Web sites
in this zone will use the zone's security sethings.,

Add this Web site to the zaone;

I hitkps: [ fuwene brsconsultanks , comwisDiO T

Web sites: \ /
\ / Hemove |

Enter website
address,
click “Add” then
click “OK”

¥ Require server verification (htkps:) fior T sites in this zone

(6] 4 | ancel

Figure 5 - Trusted Site Window

Note: User IDs cannot be changed. If this information needs to
be changed, the Administrator will have to add a new user.

If you are a DBE owner, you must import a signature image in
order to sign the annual affidavit online.

1.5 Registering with WisDOT Civil Rights Compliance

Note: If your DBE firm was approved as of Aug. 2006, you may
disregard the remainder of this section.

All contractors who may perform work or provide services on WisDOT projects
are required to register. Online registration must be completed before
contractors can begin using the WisDOT Civil Rights Compliance System.

In addition, contractors assigned to a WisDOT project will have additional
reasons to use this application all UCP DBE firms are managed through this
system. Any firm providing labor on the project must also report payrolls. All
first-tier subcontractors and all DBE firms must also acknowledge payments to
ensure prompt payments are occurring.

All new UCP applicants should complete this process:

1. Type the following address into the internet browser address bar:
https://www.trsconsultants.com/WisDOT/. This will direct the browser to the
home page for WisDOT Civil Rights Compliance (Figure 6).

06/01/07 by: TRS Consultants, Inc. & WisDOT
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Note: You may also use this web site to log in to the system.
Once registered, just click “Login” and it will direct your browser
to the login screen.

2. Select “Registration” to continue. This will take your browser to the first
registration screen.

5 ﬂm:;;m.unwiu;.thmk ¥ >

WisDOT Civil Rights

Type address into
address bar and
click “Go”

WiscansinUepartment

of Iransportation

Click to

Log in
g \ Login if you have slready registerad

Click to

Register | Registration Mew user registration
UCP Directory Search UCE Directory

0 2005 TRS Consultants, Inc,
All Rights Reserved,

:i: :
l [ISTRE]

Figure 6 - WisDOT Civil Rights Compliance Home Page

3. The Registration information requested on the first registration screen is
divided into two sections (Figure 7).

Note: All mandatory fields are shaded yellow. Complete all of the
mandatory information on this screen.

e Company Profile

Note: The Address field should include the street address and
the Address Continued field shall contain Suite #, Unit #, etc. If
providing a P.O. Box, be sure to include “PO Box...” in the field.

06/01/07 by: TRS Consultants, Inc. & WisDOT
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Provide the zip code prior to indicating the city and state. If the
zip code is within the State of Wisconsin, then the application
will default to the associated city and state. If the zip code is
outside Wisconsin, you will be asked to supply the city and state.

apwmm WisDOT Civil Rights Compliance

Company Profile

Company Name: | Doing Business As: |

Address: I Federal Employer ID=: I

Address Contd: | Vendor ID: |

Gt (T RhgnE: |[111]123-456? £ with extension [111]123-4567-890
State: <-- Select A State > Fax: | |

Zip: [ Firm Established: |

PO Box Address: | | [IProvide different City, State and Zip for PO Box Address
Salutation: | <-- Select Salutation --= v|

First Hame: | Last Hame: |

Title: | <-- Select Contact Title > v.| Email Address: I

Direct #: | | Cell Phone #: | |

Bidding Contact

[ Same as payroll contact

Salutation: | <~ Select Salutation —> v

First Name: | Last Name: |

Title: | < Select Contact Tile =>  v|  Email Address: | |
Direct #: | | Cell Phone #: | |

Figure 7 - First Registration Screen

When registering with the application, you must know your firm's
Trns*Port Vendor ID number. If you are a new firm for the UCP
and have not done past WisDOT work, use **** to tell the system
to generate your fim an id. When you complete the registration,
the system will display 3 letters and 3 numbers. You should note
this 6-digit id on your UCP application.

If you have any question about how complete this form should
be, please see Figure 18. Please contact Tess Mulrooney via
phone (608.267.4489) or e-mail (tess.mulrooney@dot.state.wi.us)
if you need any help.

06/01/07 by: TRS Consultants, Inc. & WisDOT
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e Contact information

Many UCP firms may have no projects requiring payrolls. Yet, this is a required
field just in case.

All registration and certification correspondence will be directed to the company
Bidding Contact at the e-mail address provided in this section. Requests to
provide quotes on projects may be directed to the bidding contact as well.

If your firm does not have at least one email account, you must acquire one
before going any further. Each firm is required to have an e-mail address in
order to register.

Two popular services are listed below. Follow the instructions on their website to
set up a free new account.

Yahoo Mail: http://mail.yahoo.com

Hotmail: http://www.hotmail.com

These e-mail accounts will expire after six months of inactivity.
You should be using them to monitor receive mail related to the
certification process and receive possible notes from other
registered firms. If you do not plan to use an account, don’t
create one.

4. Click “Next.” Your web browser will now be directed to the second
registration screen.

5. The second registration screen is divided into two sections (Figure 8).
e Company Information
o Business Structure
o Business Type

Note: Use Other Business Type if you are applying for DBE
status in the Unified Certification Program and do not typically
work on WisDOT projects.

o Business Role (for work in Wisconsin)

Note: Transit Service Operator means your firm runs a taxi, train,
or bus service.

o Work Classifications (for work in Wisconsin)
6. Click “Next” to continue to the final step in the registration process.

06/01/07 by: TRS Consultants, Inc. & WisDOT
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Buring Hris luis

Busineis Typs

Bitinei Rels
ek all that apply)

Waak L Lassifiatimg
[Chesch all thist apply]

| Corporatian VL imited Liabilty Company

Partnesihly (D LEmined LiakMity Partmasihin

Jalnt Venture ) Sola Proprietorship

O3 Crthvne
3 Cordapl Eafl D Contractor
T pusckasr Supphisr

O it acture O Omwr Buiineid Tvoe

I Prime Contractar [ Suboontractor
"] Pefere Consubtant [] Dubcessufiant
1 s pichder [ Supplier

[l material Supplier ] Transit Service Operator

[l keeiinting Sirvisd [l adwwrmiging Sieviee

| aggregates [l abrport Cosatnaction
| kirpeart Elactrical [l &rehbinchural Consuant
Cliaphalt Cliridigs Painting
[ Bwiding Construction [l concrete
] Coeemsd Gt

CIbeskgn Engiraering

] Eevebronmantsl Services [Ciemploymant Services

Figure 8 - Second Registration Screen

7. The third registration screen is the final step in the registration process. This
screen is divided into two sections (Figure 9).

o Declaration — certification that the information provided on previous
screens is correct

e Login Information — select the e-mail address and password that will be
used to log in to WisDOT Civil Rights Compliance in the future. This
individual will receive frequent e-mails from the system about the status of
payrolls, so the individual would likely be an office manager or payroll

coordinator.

Note: This e-mail address must be unique across companies or
divisions. It may be the same as one of the contact person’s e-
mail account.

8. Passwords may be alphabetic, numeric, or alphanumeric. They are required
to be at least three characters long. After filling out this information, click
“Submit” to complete the registration process.

06/01/07

by: TRS Consultants, Inc. & WisDOT
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WA WisDOT Civil Rights Compliance
Registration

| certify that the information given in the registration statement is true and correct to the best of my knowledge and belief.
I further understand that any willful falsification, fraudulent statement, or misrepresentation will result in appropriate
sanctions which may involve debarment and/ or prosecution under applicable State (Trans 504) and Federal laws,

Name: |

Title: |<-- Select Contact Title - d

Login Information:
Email: {Email is your User 1D)

Confirm Email:

Password:
Confirm Password:

Reset Back Submit |

Figure 9 - Third Registration Screen

When the registration is complete, an id consisting of 3 letters followed by 3
numbers will display.

06/01/07 by: TRS Consultants, Inc. & WisDOT
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CHAPTER 2 GETTING STARTED

In This Chapter

2.1 Introduction 13
2.2 Logging in to WisDOT Civil Rights Compliance 13
2.3 Logging out of WisDOT Civil Rights Compliance 14
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2.1 Introduction

Contractors should perform a number of tasks in order to prepare for renewing
their company certification. These one-time tasks include adding users and
importing a signature file for each owner.

If your firm performs labor or provides supplies for WisDOT projects, you will also
need a manual for sublets payments and/or payroll. The final chapter of this
manual provides a few more details.

2.2 Logging in to WisDOT Civil Rights Compliance

Open the Internet browser and type in the following website url in the address
bar: https://www.trsconsultants.com/WisDOT

1. Click the “Login” button.

2. Enter your User ID and Password and click “Submit” (Figure 10).

Note: Passwords are case sensitive.

The user id is an email address entered during the registration
process on screen 3.

WisDOT Civil Rights Compliance

Powsred by TRS Consultants, Inc,

WisconsinUepartment
of Iransportation

Login if you have already registered

Registration Mew user registration
UCP Directory Search UCP Directory

@ 2005 TRS Consultants, inc,
All Rights Resenved.

'[ll.'!llHMlﬂ

Figure 10 - Login Screen

06/01/07 by: TRS Consultants, Inc. & WisDOT
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2.3 Logging out of WisDOT Civil Rights Compliance

You may log out of WisDOT Civil Rights Compliance at any time by clicking
“Logout” in the upper right hand corner of the screen (Figure 11).

Click to

Compliance \
I

by TRS Ine.

Figure 11 - Logout

06/01/07 by: TRS Consultants, Inc. & WisDOT
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CHAPTER 3

NEW CERTIFICATION

In This Chapter
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3.2 New Certification Application 16
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3.1 Introduction

The Wisconsin Uniform Certification Program has four partners sharing one
database of DBE firms. These partners are Milwaukee County, Dane County,
and the City of Madison. It is not anticipated that further counties or
municipalities in Wisconsin will have their own databases of firms.

This application tracks firms from the time they apply to the UCP through the time
they leave the program. The system will mail letters automatically via email to
assist in making timelier responses. Possible letters you may receive are:

0 Request for Additional Information Letter
Notice to Deny Letter

Informal Hearing Letter

Certification Approval

Certification Denial

Withdrawal Notice

The e-mails will be sent to the person identified as the payroll contact on the
registration. This data is stored at Company, Company Profile within the Civil
Rights Compliance System and may be updated at any time during the year.
The e-mails will have a return address of tess.mulrooney@dot.state.we.us.

O O O O O

The remainder of this chapter will discuss each in turn.

3.2 New Certification Application

To begin the process, your firm must be registered, see Section 1.5. You should
have a number of forms to complete. Because the federal government requires
we use their forms without alteration, the new certification application is largely
unautomated.

The list of forms you should complete includes:

o DBE UCP New Certification

0 Requested Work Area and Geographical Form
o Contractor’'s Statement of Experience
o]

Personal Financial Statement

3.3 Request for Additional Information Letter
The desk audit may indicate several key documents are missing. This letter will
tell you what to send to the appropriate UCP partner.

Figure 12 is an example letter showing the firm is assigned to WisDOT as a
certifying partner.

06/01/07 by: TRS Consultants, Inc. & WisDOT
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Figure 12 — Request for Additional Information Letter

3.4  Notice of Intent to Deny Letter

Firms receiving the Request for Information Letter have 21 days to reply. If the
firm fails to respond within 21 days, the agency may send a naotice of intent to
deny.

06/01/07 by: TRS Consultants, Inc. & WisDOT
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3.5 Informal Hearing Letters

If the agency completes their review of the application and does not find the firm
eligible for DBE status, they will send a letter giving the DBE applicant the
opportunity to schedule an informal hearing to appeal the decision.

The “Informal Hearing” letter has two steps.

a. Request an informal hearing

b. WisDot will respond with a location of hearing letter.

3.6  Certification Approval

Once a contractor submits all of the information necessary, agency
administrators will evaluate the application and choose to either approve or
deny it. Once the approval letter is sent, the DBE application process in
complete.

3.7  Certification Denial
There are three reasons in the DBE application process that can lead to a final
denial letter.

0 The contractor fails to respond with 21 days of the Notice of Intent to
Deny.

0 The contractor fails to respond within 15 days or elects not to request an
informal hearing.

o The hearing committee elects to deny the application.

Once the final denial letter is sent, the DBE application process is complete.

3.8 UCP Directory

This directory allows any Civil Rights Compliance System user the ability to see
all of the currently-certified firms. The list generates in NAICS-code order, then
by firm name. Firms outside the system many view the same by using the UCP
directory at www.trsconsultants.com/wisdot.

To do this:

1. From the Civil Rights Compliance System’s home page, select “UCP
Directory” (Figure 13).

2. Select the criteria for UCP Directory (Figure 14) or click on “Select NAICS
Code” to display list of the codes (Figure 15).

06/01/07 by: TRS Consultants, Inc. & WisDOT
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ﬂm:{{wm.hgwm\;.qwﬁbmﬂ v Ed 6o

WisDOT Civil Rights Compliance

Wisconsinlepartment
of Iransportation

Login if you have already registerad

Hew user registration
UCPE Directory Search UCP Directory

B 2005 TRS Consultants, Inc.
All Rights Reserved,

Figure 13 — Select UCP Directory Screen

UCP Directory
Horme
Search Options

Select NAICS Code

Remove

To remoue seleched MACS Codey's), select NA/CS Code and click Remove button
Area(s) capable of providing services or products
Statewide [ Morthwest

[ Morth Central [ southeast
[ Mortheast [ southwest

Figure 14 — Select Criteria for UCP Directory
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23 NAICS - Microsoft Internet Explorer

MNAICS Codes

Industry Sectars

223 Construction V|

MAICS Code / Short Title / Keywords

| [ Refresh

[ Construction ~
(- Construction of Buildings 3
[=]- Monresidential Building Construction
- Cammercial and Institutional Building Construction
[ 238220 Commercial and Institutional Building Construction
=) Industrial Building Construction
[] 238210 Industrial Building Construction
[=- Residential Building Construction
El- Residential Building Construction
[] 236117 Mew Housing Operative Builders
[] 236116 Mew Multifarily Housing Construction (except Operative
Builders)
[] 236115 Mew Single-Family Housing Construction (except Operative
Builders)
[] 236118 Residential Remodslers
=l Heawy and Civil Engineering Construction
= ighway, Street, and Bridge Construction
B- ighway, Street, and Bridge Construction
[] 237310 Highway, Street, and Bridge Construction
=11 and Snihdivicinn

Figure 15 — Specify NAICS Values for Directory

B8t WA e PRI 27 [#A [ro0%~

238210 Wisconsin UCP Higibility Directory  Year=2006

Search Options
NAICS Code: 238210
Area(s) capable of providing services or products: Statewide

NAICS
23810
Electrical Contractors
Company Name and Address: Contact Information: Type of work:
ACCURATE CONVEYOR Jane Doe ggmct?gﬂrEuuipmentlnstallat\on and
OFFR

245 PECK LAME

BRISTOL, CT 06010 LR

accuratecohveyor@shealobal.net

accurateconveyor.cam STATEWIDE

BELKNAP TEL-COM, INC. Joe Thampson Low-vaoltage Electrical Contracting
OTHR

(715)394-5929

joethompson@charterinternet.com

1913 BELKMAF ST.
Superior, W 54580

STATEWIDE
BITCO US#, INC Gary Montgomery INSTALLATION OF GPSAVL SYSTEMS,
ZANAY RADIOS, VIDEO SURVEILLANCE
3350-3 Gopter Road PRES CAMERAS, ALTOMATIC PASSENGER
(850) 857-1115 COUNTERS AND SIGNAGE INTO ANY
PEMZACOLA, FL 32514 gary@hitcousa.com #ND ALL VEHICLES, BUSES, ETC
wenrw hitc ousa.com STATEWIDE

Figure 16 — UCP Directory

06/01/07 by: TRS Consultants, Inc. & WisDOT
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CHAPTER 4 ANNUAL AFFIDAVIT

In This Chapter

4.1 Overview
4.2 Annual Registration Renewal
4.3 Annual Affidavit

22
22
25
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41 Overview

Each certified firm is required to be in annual contact with its certifying agency.
During a normal five-year certification, this will mean completing an annual
affidavit in years one, two, three, and four. If the certifying agency needs to
rebalance its workload across the calendar year, this may extend a year or so.

Thirty days before your firm's registration and annual affidavit are set to expire,
you will receive an email remainder to submit the affidavit. If the registration is
not renewed and the annual affidavit is not submitted, your firm will become
decertified. If you do not have access to a computer, please contact the
certifying agency for assistance. While all four partners of the UCP have
addressses at the bottom of the letter you will receive, read the signature title to
respond to the appropriate address.

This chapter will outline the steps needed to complete the annual affidavit.

4.2  Annual Registration Renewal

Each year, WisDOT is asked to prepare a list of ready, willing, and able
participants to work on its projects for DBE goal-planning purposes. This list
includes all prime contractors, subcontractors, and suppliers. To ensure the
accuracy of our list, contractors are required to renew their registration within the
WisDOT Civil Rights Compliance application.

As soon as you log onto the Civil Rights Compliance System, your browser will
face a pop-up window. You must have any pop-up blockers set to trust this site
before continuing.

1. Click on “OK” to continue.

Microsoft Internet Explorer

L] 'E Company Registration is Expired! Renewal Process is Required.
L

Figure 17 — Renew Registration Pop-up Screen

Note: Firefox as a browser will not allow you to log in. The browser
will complain that your user id and password are not valid.
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Company Profile
Company Mame:
Address:
Address Contd:
City:

State:
Zip:
PO Box Address:

Created [ate:

Payroll Contact

| Salutation:

First Name:
Tithe:

[racy #:

Bidding Contact
Salutation:

First Hame:
Tithe:

DHrect =:

Company Information
Business Structure:

Buziness Type:

Business Role
{C hisck all that apply):

Work Classifications
{Check all that apply):

Fence Masters. inc.
4502 Marble Road

‘Wisconsin L3

EE

TIZTI2006 12:46:24 PM

Ms

|$.all:|I
Vica President

282) 4739918

br.

r\ﬂ.'almn
President

@52) 4739918

@ Corporation

O Limited Lizbility Partnership O Jaint Venture

O Other

O Cansultant @ Contractor
O Manufacturer O Other Business Type

O'Supplier

[prime Contracter
[ subconsultant

Doing Business As: Fence Masters, Inc

Federal Employer I#:

Vendor
Phoiia: (262) 4739918

[111)123-4567 / with extension (111]123-4567-8%0
Fax: i

1711999 =

CIProvide different City. State and Zip for PO Box Address

Firm Established:

Last Hame: m—‘
Email Address: [sally@fencomecom
Call Phone #:

Last Hame: [Peace
Email Addiess: wanen@ifencems.com
Cell Phone =:

O Limited Liability Company ! Partnership
O 5ole Proprietorship

O Trucker

[ subcontractor []Prime Consultant
DSupplIer

[l material Supplier

[ Transit Service Operator [1Plan Holder

[Caccounting Servicas
[lageregatas

Clairport Electrical
Clacphalt

[Jeuilding Construction
[Jcansultant
[CJenvironmental Services
[Cequipment Supplier
[JGeotechnical Services
[Clincidental Construction
[DLandscaping

[aterials Sampling/ Testing

[Coffice Supply
[Crainting

[Jpublic Relations

[ Sewer/ Utility

O structures

[ Traffic Controlf Signing
DTI‘uddng

[Cvehicle Fuelt Supphy

Cadvertising Services
Cladrport Construction
CJarchitactural Cansultant
[Jeridge Painting
[C]conerate

[CJDesign Engineering

] Employment Services
Fencing

[ Grading

Clinsurance

[ Lighting/ Signals

[ materials Supplier

Other Miscallaneous
CIpavement Marking
[CIRailroad Construction

[ 5teel Erections Fabrication
[ survey

I Transit Service Providers
[Cvehicle and Building Maintenance

Figure 18 - Update Company Profile
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2. Change any necessary information on the previous screen.

No. of Employees:
Full Time: 2
Part Time: g
Total: 10

Website:

Primary Activities of Firm: Ll 2

Ho. of Qwners:
First Name: SALLY Last Narne: FORTH
Ethnicity: Percentage Owned: %
Met Worth: 460236.00 Gender:

Area(s] capable of providing services or products (from DT2188]

Figure 19 — DBE Section

3. You may change the number of employees and the web site. The
remaining information only the certifying agency may change.

4. Many UCP application packages do not indicate which WisDOT regions a
firm may wish to work in. As a result, most firms are marked for
Statewide service. You may wish to call the certifying agency and
request this be customized for your firm based on these regions.

5. Click on “Renew.”

Northwest:
These counties form the outer boundary: Ashland, Sawyer, Rusk, Taylor,
Clark, Jackson, Trempealeau, Buffalo

North Central:

These counties form the outer boundary: Iron, Price, Lincoln, Marathon,
Wood, Adams, Marquette, Green Lake, Waushara, Waupaca, Shawano,
Menominee, Langlade, Florence, Forest

Northeast:
These counties form the inner boundary: Marinette, Oconto, Brown,
Outagamie, Winnebago, Fond du Lac, Sheboygan
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Southeast:
These counties are Ozaukee, Washington, Waukesha, Milwaukee,
Racine, Kenosha, Walworth

Southwest:
These counties form the outer boundary: Rock, Jefferson, Dodge,
Columbia, Sauk, Juneau, Monroe, LaCrosse

4.3  Annual Affidavit
Once your registration is renewed, you should immediately see the link in Figure
20. If not, then one of these conditions will be true:
0 an additional user account needs to be created
0 the existing entry from registration needs to have the Full Name modified
o0 the certifying agency failed to enter a owner's name

Contact Tess Mulrooney, 608 267 4489 or tess.mulrooney@dot.state.wi.us, to
verify what the problem is and have it corrected.

1. Click on the link shown in Figure 20.

WisDOT Civil Rights Compliance

Fompind my VA Codimmp ote, tim

e ittt
i b canpmrt ar s

Campaty

Employen  Fringn Bonaiits

Payroll Reporting  Report
= whew by Frajen mame | Tiew by Prajen @
-""HM-f ) o shart st

Active Projects Annigal MNo-Charge Affidavit

Figure 20 — Continue with Annual Affidavit
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Mo Change Affidavit

| Sally Farth , sweat' [or affirm) that there have been no changes in FEMCE MASTERS , INC circumstances affecting its
ability to meet the size, disadvantaged status, ownership, or contral requirements of 49 CFR Part 26 and 13 CFR Part 121, |
swear [or affirm) there have been no material changes in the information provided with ~ FEMCE MASTERS |, INC application
for certification, except for any changes about which | have provided written notice to \WisDOT pursuant to 49 CFR § 26.83(1).

I swear [or affirm] that 1 am socially disadvantaged because | have been subjected to racial or ethnic prejudice or cultural
bias, or have suffered the effects of discrimination, because of my identity as a member of one or more of the groups
identified in 4% CFR & 26.5, without regard to rry individual qualities. | further swear [or affirm) that my personal net worth
does not exceed $750,000,00 , and that | am economically disadvantaged because my ability to cormpete in the free
enterprise system has been impaired due to diminished capital and credit opportunities as compared to others in the same or
zimnilar line of business who are not socially and economically dizadvantaged.

| specifically swear [or affirm]  FEMCE MASTERS | INC continues to meet the Srmall Business Administration [SBA) business
zize criteria and the overall gross receipts cap of 49 CFR Part 26 and  FEMCE MASTERS, INC average annual gross receipts
[as defined by 5BA rules] over the previous three fiscalyears do not exceed 319,570,000.00, | have mailed my tax returns to
suppart this affidavit,

signature: B signature: Date: 9/25/2006

Tnowingly and willfully providing false information to the Federal government is a violation of 18 U.5.C. Section 1001 (False
Statements] and could subject you to fines, imprisonment or bath,

Figure 21 —No Change Affidavit

2. Review the form.

3. Click “Sign” to electronically sign the report. A new window will open.
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3 signature -- Web Page Dialog x|

I, the undersigned, am with the authority to act for and on behalf
of YWater Construction certify under penalty of perjury that the
records or copies thereof submitted and consisting of 1 are the
ariginals ar true, full and correct copies of the originals which
depict the payroll record(s) of the actual disbursements by way of
cash, check, or whatever farm to the individual ar individuals

nared.

Enter vour Signature Passward:

Sign I Cancel I

Figure 22 - CPR Signature Window

4. Type in your signature password and click “Sign” (Figure 22).

Note: All passwords are case sensitive.
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Mo Change Affidavit

| Jeanie Pitts, swear' (or affirm) that there have been no changes in . FENCE MASTERS, INC. circumstances affecting
its ability to meet the size, disadvantaged status, ownership, or control requirerments of 49 CFR Part 26 and 13 CFR Part 121,
| swear [or affirm] there have been no material changes in the information provided with JEANIE PITTS TRUCKING,

INC. application for certification, except for any changes about which | have provided written notice to WisDOT pursuant to
49 CFR S 26.83(1),

| swear [or affirm] that | am socially disadvantaged because | have been subjected to racial or ethnic prejudice or cultural
bias, or have suffered the effects of discrimination, because of my identity as a member of ane or mare of the groups
identified in 49 CFR 5 26.5, without regard to my individual qualities. | further swear [or affirm] that my personal net worth
does not exceed $750,000.00 , and that | am economically disadvantaged because my ability to compete in the free
enterprise systern has been impaired due to diminished capital and credit opportunities as compared to others in the same or
similar line of business who are not socially and economically disadvantaged.

| specifically swear {or affirm) FEMCE MASTERS, INC. continues to meet the Small Business Administration (SBA)
business size criteria and the overall gross receipts cap of 49 CFR Part 26 and FEMCE MASTERS, IMC. average annual
gross receipts [as defined by SBA rules] aver the previous three fiscal years do not exceed 519,570,000.00, | have mailed ry
tax returns to support this affidavit,

Signature; ;_ HII Date: 11/01/2006

Ynowingly and willfully providing false information to the Federal government is a violation of 18 U.5.C. Section 1001 (False
Statements) and could subject vou to fines, imprisonment or both.

Figure 23 — Annual Affidavit Summary Screen

5. Click “Submit” on the Annual Affidavit to submit it.

Note: A blank screen will result after you click submit.

Company Employee  Fringe Benefits  Payroll Reporting  Report

@ Tiew by Project Hame O View by Project I

Oisort Alphabetically () sort start pate

Active Projects

Archived Projects

Figure 24 - Blank Screen
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6.

Then mail a copy of the firm’s most current year’s federal taxes to the
certifying agency.

Note: If your federal taxes are still being prepared for the year,
please let the agency know when you expect to have them. They
may request the prior year’s taxes if they do not have them or may
ask for a copy of the tax extension until the new year’s are prepared.

Any of the following letters may be mailed to you:

o
o
o

(0]

Affidavit Approval
Intent to Expire
Decertification
Withdrawal

Each owner must sign their own affidavit. The certifying agency will have to
ensure each owner has an account with either an email address or owner’s name

for their user id. Each account will have two passwords. One to log on, and one
to sign the affidavit.

06/01/07
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5.1 Introduction
A certification is in effect for five years from the date of certification. Occasionally
the agency may alter the date to help balance their workload.

Annual registration renewal must take place. No form besides Personal Net
Worth need be completed. These letters may be sent:

0 Impending Expiration Notice
Graduation Notice

Request for Additional Information
Notice of Intent to Decertify

Notice of Personal Net Worth Denial
Recertification Approval

Notice of Decertification

O O 0O 0o o o o

Application Withdrawal

5.2 Impending Expiration Notice

Thirty days before your firm’s certification will expire, you will receive a letter like
the one in Figure 25. You will need to renew your registration online, then
complete a Personal Net Worth statement and mail it along with the prior year’'s
federal taxes for your firm to the certifying agency.
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WISCOMSIN TRIFIED CERTIFICATION PROGEART
DISADVANTAGED BURSINESS ENTERFRINE

RS v
o o ' ‘j oy

Efad e

22006

Sally Forth

Fence Masters Inc
4502 Muble Rd
Whatewater, WL 53190

EE. HWotice of [mpendang DBE Certsthcation Expirabion
Diear M: Forth

Yowr compasy's cemtificatson by WiuaDOT az a Dasadvasitaged Bunness Enterpreee (DEE) expises on
014007 IF wou wish to resain certified a1 @ DBE beyond that date, you are requised to apply for
recertification Please complets the abtached form and return i1 1o owr office by GR252006

Youwill alsp need to renew youor contact enformation and confirm your ownershs and bosiness bnes
the WeeDnOT Cinl Rights Compliance Syitem. The link for that system 1

hitp Swaew srpconsulkasty comiwdstLogout arpor

If you kave misplaced yor logon infermanon, please contact Ters Muolreoney

tess malroozeyiEdot sabe wi us

If youo do ot hawe compater access or sicills, plaase contact me directly

1 you ful to submat the recemtificabion documentation by the deadhine, your DBE certafication with the
Wisconsin UCF will be propardieed At that time, may beg the process of remownng your firm’s DBE

eerfification aed deleting your company from the Wacensan TP Directory of certafied firma
If you have any questions, please contact me at (G0E)2 66-6R61

Simt erely,

Rechelle Peart

WiuDOT Equal Oppemunity Specialise

O wl Mo wny L I W ermmins (i T8 T g o adomm.

Figure 25 — Recertification Expiration Letter

5.3 Graduation Notice
The federal government has two guidelines for determining graduation from the
program. SBA standards may come into play.

o Employee size standard

o Gross receipts average for three years ($19,570,000).

Both standards depend on the type of worked performed. The Employee Size
standard may vary from 100-500 employees. The gross revenue cap ranges
from $ 4 -19.57 million, using the average of the three most recent years.

06/01/07 Prepared by: TRS Consultants, Inc. & WisDOT
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5.4 Request for Additional Information

The desk audit may indicate several key documents are missing. This letter will
tell you what to send to the appropriate UCP partner.

5.5 Application Withdrawal

Firms may withdraw their application at any time up to the point that a Notice of
Intent to Deny letter is sent. Notify the certifying agency of your intent.

At least six months must elapse before reapplying to any of the certifying
partners. The firm will start over with the new certification application.

5.6 Notice of Intent to Decertify

Firms receiving the Request for Information Letter have 21 days to reply. If the
firm fails to respond within 21 days, the agency may send a notice of intent to
deny. Also, if a company is found to be no longer eligible for DBE certification,
the agency may send a notice of intent to deny.

5.7 Notice of Decertification

If the certifying agency does not receive all of the information requested, or your
company is found to no longer be DBE eligible, your firm may continue working in
Wisconsin, but it can no longer be considered a DBE.

5.8 Notice of Personal Net Worth Denial

Owners are not allowed to have a personal net worth of more than $750,000,
excluding equity in a primary residence and the value of the DBE company. The
firm may continue working in Wisconsin, but it can no longer be considered a
DBE.

5.9 Recertification Approval

If all documentation is in order and you are found to be eligible, you will receive a
letter stating that your firm’s certification is good for another five years.
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6.1 Introduction

WisDOT has programs to manage two types of special employees. These are
Department of Workforce Development apprentices and Transportation Alliances
for New Solutions (TrANS) graduates. Various community-based organizations
around the state participate in preparing future employees for WisDOT-type
projects. If your firms is looking for additional employees, you may wish to
examine these two options.

6.2 Sublets — Payments — Payrolls

Beginning in Oct, 2006, all firms participating on WisDOT projects must:
- register their firms

- assign all subcontractors to the project at their proper tier level

- record payment to all first-tier subcontractors or DBE’s at any tier

- record payment receipt data if a DBE or a first-tier subcontractor

- enter electronic payrolls if participating on any of the Marquette Interchange
Projects

- ensure all subcontractors are registered

6.3 Bidder’'s List

For years, firms have tried to contact one another with faxes and telephone calls
to try to determine who may be interested in helping share the workload for
delivering a particular WisDOT project. Use of this system allows firms to now
use electronic mail to assist in this effort.

DBE firms are welcome to use this searching tool to solicit work from potential
firms which might hire them. Keep in mind that WisDOT’s primary bidding cycle
for highway work is the second Tuesday of each month.

Between the end of each month and that letting date may not be a good time to
make contact.

1. From Report on the main menu, click “Bidder’s List” to begin the search
(Figure 26).
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wanwmm WisDOT Civil Rights Compliance

of Temrsgranrtalion

Powered by TRS Consultants,

Company Project Payment Fringe Benefits OCIP Report Search TrANS C

:-@U‘ie’wbyproject Hame C}Uiewbyproject II'.l- Marquette |I'ItEI'ChﬂI'IgE T Expurt Registratiun Info

Bidders List
@ sort alphabetically l::}snnrt Start Date

Advagced Search| WYL payment R®ated

Payroll Related

OJT Reports

= Active Projects DBE Reports
& Horth Contral

Figure 26 — Select Bidder’s List

Note: If you wish to solicit in firms outside Wisconsin, scroll the
state list all of the way to the top and choose Select Any State.

2. Using Figure 25’s screen, you can search for a particular firm, firms, in a
specific city or zip code, as well as identify whether you are seeking a race-
conscious or a race-neutral list of firms.

3. If these options aren’t detailed enough, then click on “Advanced Search
Options” to specifically search for a firm by its type of work (Figure 26).

Bidders List
Home
Search Options

company | | DEE Status

City O DEEs Only

(& Eoth DEEs and Non-DBEs

County |< all Counties >~
Region |< All Regions ---> V‘
State | Wisconsin bii ‘
Zip

Advanced Search Options (Click to Expand]

Figure 27 — Basic Search for Bidders

Note: As firms registered throughout 2004 and 2005, not all of
these options were available. If you cannot find a firm you
expect to see, we may have to ask them to revise their Work
Classifications list. They can do this under Company-Company
Profile.

4. Select the categories and/or business type of firms you are interested in
getting in touch with.
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5. Click on “Search.”

Advanced Searc

[sceounting Services

[ airport Construction

[asbestos abatement
[ euilding Canstruction
[ concessionaire

[ crash cushions

[ Employment Services
[JErasion Control

[ Grading

Ciron work

O Landscaping

[ prainting

[ railings

[ sewers Utility
[ structures

Business Type [Select One)

O consultant O Contractar
O supplier O Manufacturer O Other Business Type

[ materials Sampling/ Testing

[ Transit Service Provider
[[wehicle & Building Maintenance [Jvehicle Fuels Supply

O Trucker

Wik Classifications [Select One or Mare)

[advertising Services  [aggregates

[CJairport Electrical [ architectural Cansultant
[asphalt [ eridge Painting
[clearing @ Grubbing [ Computing Services
Oconcrete O consultant

O culverts [ besign Engineering

[CJEnvironmental Services [] Equipment Supplier
[Irencing [ Geotechnical Services
[incidental Construction [Jinsurance
[Janitorial services [ Jaint Sawing
[OLightingssignals [ Material Supplier

O office supply [ other #iscellaneous
[dravement marking [ public Relations
[railroad Construction [ Retaining walls

[staking [ steel Erection/Fabrication
O survey [ Traffic Controls Signing
[OTrucking O Turbidity Barriers

Search

Figure 28 — Advanced Search for Bidders
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Figure 29 —Bidders List Search Results

6. You may continue to refine your search criteria if you did not receive the
results you expected. Click on “Search Companies.”

7. You have the options to print the list of firms meeting the criteria or exporting
the data to an Excel spreadsheet file.
Exporting: Change the radio button to save “All” and identify a file type
(Figure 30).

Note: Choose Excel 2000 Data Only or you will only get a
formatted report.

i Iliﬂl AT o
apesTalies

Company Ermployes Project Payment

Homa Search Cormpanies Export Print
Company anlac
Flease select an Export format from the st
Arrow-Crete Construction, LLC f S Excal 97-2000 [Diata Onkjd e
¥ BEMAVIDES CONSTRUCTION, INC ford
BLOOM COMSULNT B VISTA Enter the page rangs that you want to Expart
¥ ConsTRUCTN @ All o
¥ Brian A, Mitchell Congtrottion, Ing. al
T [akota Intertek Corp. P&QES Iriin
Y DEARTEAGA, INC, — Tor lle
¥ EB0 PLUS CONSTRUCTORS, LLE bt
¥ EARL €. ELLIS CRAME SERMICE, INC. foe
W L IFPETE S AR E R RRRS i
B ¥
i £] pone 5 @ Trusted skes
Figure 30 —Select Bidder’s List Export Type
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8. To send an e-mail to these firms, click on the e-mail column of text and copy
the values. Paste these into an e-mail note; you may have to add either a
comma or a semi-colon between each firm’s name, depending on your e-mail
system.

Consider whether or not you wish to send a note to several firms at once; if
so, check your e-mail system’s documentation on how to send a Blind
Carbon Copy message (Figure 31).

i,
] htlp::!ﬂmv.lr:cnnsu[l:am:.Eum!ln:ﬂ'lfisdulmgpnrlsﬂlﬁflﬂzpnrt.a.ipx?Hl'dePrujccll.isl‘ﬁew:lrunﬁl!idd! -Micrus:

Fle Edt Yew [nsert Format Took Data AdobePOF GoTo Fawortes Help & Snanlt
E1 - & Email

T € | o S ¢ | ¢ | W
| 1 |Bid Contac Fhane Email A ity 2P Work Class
| 2 | = Concrata
EH Concrate
ER Concrate

| 5| Concrate

| 6 | Concrate

| 7 | Concrete

B Concrate
-1 Concrete =
| 10 Concrate
l Concrete
|12 Concrete
[ 13| Concrete
|14 Concrate
_1_5_ Concrete

| 16 Concrate

| 17 ] Concrete

| 16] Concrete
[ 19 Concrate

| 20 | Concrate
l Concrete
22 | - Concrate

Figure 31 —Copy Bidders’ E-mail Addresses
9. When the file is saved, this view will close.
10. Click on “Home” to return to the CPR Log screen.

Note: These columns have been purposely cleared for
documentation purpose only.

6.4 TrANS Graduate Report

Firms employing this special type of apprentice are entitled to a reimbursement
for every hour the employee works. A list of all of the graduates is available
within the system if you wish to do some recruiting. TrANS Grads are trained to
provide general labor services for WisDOT projects.

After logging on:
1. Simply choose the word “Report” on the dark-blue main menu.

2. The next option you wish to select is “TrANS Grad Report.”
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@ View by Project Hame D view by Project In

@ sort Alphabetically O §ort Start Date

WisDOT Civil Rights Compliance

Powsred by TRS Consultants, Inc.

Company Employee  Fringe Benefits  Payroll Reporting Report

Bidders List

Payment Related
Payroll Related
Active Projects OJT Reports TrANS Grad Payroll Report

TrANS Grad Discrepancy Report

TrAMS Grad Report

Apprentice lhrerall Report

Archived Projects

3. If

Figure 32 — Select Trans Grad Report Screen

you wish to be more selective by region of the state, then specify which

TrANS Program Provider’'s graduates you wish to see.

TrANS Grad Report

TrANS Program Provider:

Report Break Options:

Menominege
Mikwaukee

Mole Lake it ]

rovider

Figure 33 — TrANS Program Selection Screen

The report will show you all graduates for the selected provider(s).

6.5

Apprentice Report

As of January 1, 2006, the governor has placed a priority on hiring up to 30%
apprentices on every project receiving state funding. Types of apprentices
include:

(0]

O O O O O

iron workers
carpenters
operating engineers
electricians

craft laborers

heavy equipment operators

1. After logging on, simply choose the word “Report” on the dark-blue main
menu.

2. The next option you wish to select is “Apprentice Overall Report.”
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Company Employee
@ View by Project Hame O View by Froject 1D
@ sort alphabetically D SOt Start Date

Active Projects

Archived Projects

Fringe Benefits  Payroll Reporting  Report

Bidders List
Payment Related
Payroll Related
0JT Reports TrANS Grad Payroll Report
TrANS Grad Discrepancy Report
TrANS Grad Report
Apprentice Overall Report

Figure 34 — Select Apprentice Overall Report

3. Then identify the craft for which you wish to see apprentices.

Report Options:

Crafts:

Apprentices Reports

O ordered by name
® ordered by crafts

<-- Select All = v
<-- Selact All -->

Bricklayer

Carpenter (both Construction & PFile Driver)
Cement Mason/Caoncrete Finisher
Construction Craft Laborer

Electrician (Construction)

Irarwarker

Operating Engineer

Heawy Equipment Operator

Painter

Figure 35 — Select Craft
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7.1 Introduction

Once a year in the winter months, each of the UCP partners’ firms are required to
complete a trucking schedule. These are technically good for only six months,
but one could argue that is a harsh winter’s toll on the construction season.

Firms are told they must revise the report within two weeks of taking on new
leases or acquiring or selling trucks of their own.

As new applicants apply to the program, they submit a paper version of the
Trucking Schedule. The UCP Cert Team member who is approving your firm
should enter the data, scan in your signature, etc. for the initial year. In
subsequent years, firms will revise the prior year’s data and submit new
schedules.

7.2 Schedule Due Notification

The system will identify all DBE firms, including all partners’ firms, which have
checked that they provide trucking services on their registration screens. The
system will e-mail the firms each year on February 17 that they need to complete
their schedule online. Those firms which haven’t submitted a schedule by March
19 will receive a reminder. This section will explain how you would submit a new
schedule.

1. From the UCP menu, select “Trucking Schedules.”

WisDOT Civil Rights Compliance

Powersd by TRE Gonsultants, lnc.

WisenosinBapartmeat
of franspurtation

Company Employee  Fringe Benefits  Payroll Reporting Report  Search  UCP

Trucking Schedules

@ View by Froject Hame O View by Project 1D

@ sort alphabetically D Sort start Date

Figure 36 — Select Trucking Schedules Screen

2. Select “Edit” to begin entering the new year’s schedule.

Company Employee  Fringe Benefits  Payroll Reporting = Report  Search  UCP

() view by Project vame ) view by Project 1 Trucking Schedule List

Sort Start Date

@ sort alphabetically

2007 Received Motice 05/17/2007 Edit

Figure 37 — Click on Edit Screen

3. Begin entering information about a new truck.

Sometimes these descriptions might be confusing. This should give you some
hints of what might be needed.
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The model number is often something like F150
The body type might be dump or cab chassis.

The fleet number is a way you identify one of your trucks from
another.

0 The tag number is the license plate.

0 The vehicle ID number, or VIN, is the department’s Division of
Motor Vehicles registration key.

4. Click on "Add Vehicle.”

Own fLease: @ own O Lease

Cwner's Name: |Meticu|0us Serwices, Inc. v|
Year:

thake: |F0rd v|

Modsl: |F15025365 |

Body Type: |Cah |

Wehicle Style: |Tract0r V|

Fleat Na.: |R2D2 |

Tag No.: |evuLove |

wehicle ID No.: |256796423651125 |

Own f Leas Cuwner's Flzet Mo, Wehicle 1D Mo,

Figure 38 — Add Vehicle Information Screen

5. The truck will then appear under the column headings you see just
above “Submit Application.”

To edit or delete information about a truck, use the lower section of the screen to
accomplish this.

6. If you select Edit, your browser will display the data.
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Add/Edit Vehicle

Own fLease: @ own O Lease

Owner's Mame: |Meticu|0us Services, Inc. V-l

Year:

fhake: |<-- Select Maker > .V_|

todel: | |

Body Type: | |

Wehicle Style: |<-- Select Style -» v_'|

Fleet No,: | |

Tag Mo.: | |

Wehicle ID Mo, | |
Ouwner's Name Year !I"-'Lal-:.e | yle Tag Ho, !"-.-"ehi-:le 0 Mo,

Twn '?ﬂeticulous Services, | 2007 Ford |F15025265 Cab Tractor |R2ZDZ | CYULOWVE | 258796423651125 'Egj%t_
ne | e

Figure 39 — Trucking Schedule History Screen

7. Make any necessary changes.

Trucking Schedule Maintenance
Add/Edit Vehicle

Cwin fLease: ® own O Lease

Owner's Mame: |Meticu|0us Serwices, Inc. _V|
Year:

thake: |F0rd v.|

bodel: |F15025365 |

Body Type: |Cab |

Wehicle Style: |Tract0r ."'_|

Fleet No.: |RaD2 |

Tag MNo.: [eyuLove |

vehicle 1D No.: 25879642365 1125 |

[ Update ] [Cancel Update J

Submit Application

Figure 40 —Click on Update Screen
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8. Click on “Update” to save the changes.

Add/Edit Vehicle

Own flLease: @ own O Lease
wner's Mame: | Meticulous Services, Inc. V|
Year:
take: | <-- Select Maker = v|
todel: | |
Body Twpe: | |
Wehicle Style: | <-- Select Style = v|
Fleet Mao,: | |
Tag MNo.: | |
Wehicle ID Mo, | |
Wehicle ID Ho,
Cwn Meticulous Services, 2007 Ford | F15025365 Cab Tractor R2DZ2 CYULOWE 258796423651125 Edit
Ine | D;\!.%

Figure 41 — Click on Delete Screen

9. To delete a truck, click on “Delete.”
10. Confirm only if you wish to delete the truck.

Add/Edit Yehicle

Own {Lease: @ own O Lease
wner's Mame: | Meticulous Services, Inc. v|
Year: 2007 »
take: | <-- Select Maker = v| :
Microsoft Internet Explorer r§|
todel: | | —
Body Type: | | \ ? ) Delete this item ?
Wehicle Style: <-- Select Style > v
by | ¥ | L oK ] [ Cancel ]
: I
Fleet Mao.: | | L
Tag MNo.: | |
Wehicle ID Mo, | |
Add YWehicle
Owner's Mame Year ; VehicleStyle | ag Mo, [Wehicle ID Mo,
Oun Meticulous Services, 2007 Ford  F15025365 Cab Tractor RZDZ CYULOVE  258796423651125 | Edit
Inc, Delete
Submit Application

Figure 42 — Confirm to Delete Screen
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11. When all of the information is complete, click on “Submit Application.

Add/Edit Vehicle

Own /Lease: @ own O Lease

Owner's Name: | Meticulous Senvices, Inc. |
Make: [~ Select Maker > v

Model: | |

Body Type: | |

Vehicle Style: | <~ Select Style > v|

Fleet No.: | |
TagMo.: | |

vehicle D No.: | |

Add Wehicle

Style | Fleet Mo, Wehicle ID Mo,

Cwn Meticulous Services, Inc. | 1994 Ford  F150 | CABR Truck 23 CYULUEK | rec280d029m0079wb | Edit Delete

Submit Aplication

Figure 43 — Click on Submit Application Screen

This brings up a tabular form of the data. As you can see, the total owned and
leased are automatically calculated, along with a tentative Total for DBE Credit.
These counts may help you determine that all of the information is indeed
complete.

12. To complete submitting the schedule, click on “Sign.”

Note: If the key icon is not in the signature square, your firm’s
account has not been finished and you will not be allowed to
sign until your signature has been scanned, imported, and
assigned a password to allow you to sign.

SCHEDULE OF OWNED/LEASED YEHICLES FOR DBE CREDIT { 2007 )
Approval Date:
FIRM NAME: Meticulous Services, Inc

TOTAL OWNED: 1 Total Leased: Total for DBE Credit: 1
Iig:e{:l Owner's Name |Year| Make|Model ?33: V;T;‘ie F"I‘lze-t Tag No. vehicle ID no.
Own ﬁf:m“l"“s Services, | 1994 |Ford [F150 |CAB  [Truck 23 CYULUE [rec2804029m007 dwh

I understand that only the trucks listed above may be used to perform work for credit towards DBE goals. 1 further
agree to submit a revised schedule within two weeks of a change in owned or leased vehicles.

Authorized Signature Signature:

0671172007

Date

Figure 44 — Click on Sign Screen

13. Enter your firm’s signature password. Click on “Sign.”
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SCHEDULE OF OWNED/ a Signature - Web Page Dialog

pval Date:
FIRM NAME: Meticulous Services, Inc

TOTAL OWNED: 1 Total Leased: 0 I, the undersigned, am with the authority to act for and an behalf

of Meticulous Services, Inc. certify under penalty of perjury that

the records or copies thereof submitted and consisting of 1 are the
Own / Owner's Name |Year|Make ariginals ar true, full and correct capies of the originals which ID no.
Leased depict the payroll record(s) of the actual disbursements by way of
T nsitemibes cash, check, or whatever form to the individual or individuals
Cwm Tnc " (1594 |Ford |F| named. 007 dwh
I understand that only the trucks listed abowve m. rther

agree to submit a revised schedule within two wg

E 7 Enter Your Signature Password
Authorized Signature

Submit

Figure 45 — Enter your Signature Password, click on Sign Screen

14. Click on “Submit” to complete the schedule.

Back

SCHEDULE OF OWNED/LEASED VEHICLES FOR DBE CREDIT ( 2007 )

Approval Date:
FIRM NAME: Menculous Sernces, Inc
TOTAL OWNED: 1 Total Leased: 0 Total for DBE Credit : 1
&v::::j Owner's Name |Year del E:g: V;::f;a F'I\ze‘t Tag No. Vehicle ID no.
Own g:‘““]“‘ Services. |1994 [Ford [F150 |CAB  [Truck 23 CYULUK |rec2804029m0079wb

I understand that only the trucks listed above may be used to perform work for credit towards DEE goals. 1 further
agree to submit a revised schedule within two weeks of a change in owned or leased vehicles

[ 06112007

Signature: | Sign

Date

Su% mit Back

Figure 46 — Submit Schedule Screen

15. Click on Back if you need to make further changes.
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7.3 Revising Schedule

1. From the UCP menu, select “Trucking Schedules”.

WisDOT Civil Rights Compliance

Egacad iy YRE Qensuliants, tes.

Bhisenwsin Bepartmear
o Trunspartaris

¥

Search UcCP

Trucking Schedules

Company Employee  Fringe Benefits  Payroll Reporting

Report

‘ @ View by Project Hame O View by Project ID

|| C“)son Alphabetically Osnn start Date

Figure 47 — Select Trucking Schedules

2. Click on “Modify” to begin the process.

Trucking Schedule List

2007 Approved 0S5/ 25/2007 WView Moﬂi\cg

Figure 48 — View or Modify Trucking Schedule Screen

3. A pop-up message will appear to confirm modification. Click on “OK”
to confirm or “Cancel” if you do not wish to modify.

Trucking Schedule List

05/25/2007 Wiew Modify

MWicrosoft Internet Explorer

3) Create a revised wersion For this scheduls ?

[. OF, ][ Cancel ]

Figure 49 — Click on OK Screen

4. Scroll to the bottom of the screen to begin to make changes. See
Figure 50.

5. Choose either Edit or Delete for a specific truck and make the
appropriate changes and save.
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Dwn Patriot Truck Service, 2003 Mack Granit | Dump Quad axle, 4151 REB9052  1M2AG11C93MO0&905  Edit
Inc tanderm Delete

Own Patriot Truck Service, 1996 Mack cL Durnp Quad axle, 4152 RB2052  1MZADOIC4TWOOIS549 ﬁ
Inc tandem Delete

Own Patriot Truck Service, 1997 Mack cL Durmnp Quad axle, 4153 RB20534  1MZADOICHWOOST19  Edit
Inc tanderm Delete

Leased Wayne Shunk 1997 Peterbilt ? Durnp Quad axle, 10611 REB-3980 1MPFLUOX4ZM436339 Edit
tanderm Delete

Own Patriot Truck Service, 1999 Mack cL Curmnp Quad axle, 4135 REFO24 | 1MZADEZCEXWO09260 Edit
Inc tanderm Delete

Leased Aszphalt Contractars 2000 Mack CL Durnp Quad axle, 10603 7 1M2ZADEZCOTWOOS710 Edit
tanderm Delete

Own Patriot Truck Service, 2001 Mack cL Durmnp Quad axle, 4139 RBES1Z 1MZADEZCI1IMO11566  Edit
Inc tanderm Delete

Lezzed Azphalt Contractors 2004 Mack CL Durnp Quad axle, 10602 | SB-2455 1M2ADE2COWVWO04388 Edit
tanderm Delete

Own Patriot Truck Service, 2007 | Mack Granit | Durmp Quad axle, 4150 RB12061 1M2ALOZCSTMOO03763 | Edit
Inc tandem Deleta

Leased Jaws, LLC 2004 Mack Granit Durmnp Quad axle, g01e RB2055  1MZAG11CS4MO02443 Edit
tanderm Delete

Leased Stephens Delivery LLC 2006  Mack Granit | dump Guad Dump 10983 1M2ZALOZC1IEMO0Z649 | Edit
Delete

Leased STEPHEMS EXPRESS 1997 Kenworth T800 DUMP Quad Durp 11156 1MKPLZORSOVITZ47832 Edit
TRUCKIMG, LLC Celete

Leased Jeff vaeger 1994 Mack CL Curnp Trif Tri Axle 4158 QBT7S0E  1MZADOSCIRWO01S806  Edit
Delete

Cwn Patriot Truck Service, 1995 Mack CH Durnp Tractor & Trailer 8860 T515556 1M2ZAALIYVSSWOSE309  Edit
Inc Delete

Leased Jaws, LLC 1999 Mack L Durnp Quad axle, 4148 REE2Z17  1MZADOSCTRWOOT942  Edit
tanderm Delete

Submit Application

Figure 50 — Edit or Delete Trucking Schedule Screen

7.4 What Next?

WisDOT staff will await the arrival of your firm’s leases in the mail. When they
have arrived, staff will compare what they see in the system with the packet of
materials. While they are doing nothing, you will see the message shown in
Figure 51.

Trucking Schedule List

Status : Schadule Farm

2007 Submitted(Awaiting Approval) 0503/ 2007 Vigw

Figure 51 — Awaiting Approval Screen

When your schedule has been approved, you will see the screen change to this.

Trucking Schedule List

2007 Approvad 03/ 23/2007 Vigw Modify
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Figure 52 — Approved Trucking Schedule List Screen

In the past, WisDOT mailed out letters of approval. The department will no
longer be doing this as contractors will have the ability to see the summarized
version of all submitted schedules. You will no longer have to provide
documentation to others.

If no further changes occur throughout the year, then you need do nothing further
until the next year’s notice arrives. Some efforts have been made to pair DBE
trucking firm’s annual registration renewal, annual affidavit, and truck schedule all
at the same time.
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