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Working With Your ADOT Project Manager
Procurement



● Process Overview (SUP 3.09)

○ Scoping
○ How / when a PM gets assigned
○ Roles & Responsibilities

○ What submittals are required
○ Payment process
○ Project closeout process overview (account 

payable/receivable)
● Communication with LPA / PMG

● Questions

Working with you ADOT PM
Procurement Projects





Sponsor

ADOT PM



• Project Initiation
• Intergovernmental Agreements (IGAs)
• Invoicing
• Project Establishment
• Development Process
• Authorization
• Project Development On-Call
• Advertisement
• Bid Award
• Post Award
• Installation & Invoicing
• Project Closeout
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SCOPING



Working with you ADOT PM
Procurement Projects

● Scoping

○ Location location location
○ Tools

■ Maps
■ TIP
■ KMZ Files
■ Reality Models
■ Site Visits

● Project Footprint
● Activities

○ Who does what where, and for how long

https://azdot.gov/maps
https://www.bentley.com/en/products/product-line/reality-modeling-software
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Project Initiation
Procurement Projects

Sponsor
• Identify project scope, 

schedule and budget needs
• Submit application for ADOT 

sub-program funding (as 
necessary)

• Work with COG / MPO to 
identify project and program 
funds in the CIP and STIP

• Submit project initiation 
packet to ADOT LPA section

ADOT PM

• N/A



Scope
Schedule 
Budget
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IGA
Procurement Projects

Sponsor
• Work with ADOT PM to 

evaluate project scope, 
schedule and budget needs

• Identify contractor install 
vs. local install

• Provide target date for IGA 
approval

• Secure approval(s)
• Return IGA to JPA Section 

Coordinator & PM once 
complete

ADOT PM
• Review scope, schedule and 

budget with local sponsor and 
LPA section

• Identify design standards
• Address any risks to delivery
• Create Project Work Plan
• Request / Initiate IGA within CAR 

database
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Invoicing
Procurement Projects

Sponsor

• Upon execution of IGA, 
remit payment per 
invoice

ADOT PM

• Contact Accounts 
Receivable to request 
invoice be sent to sponsor
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Project Establishment
Procurement Projects

Sponsor

• N/A

ADOT PM
• Submit to Project Review Board 

(PRB), Priority Planning Action 
Committee (PPAC), State 
Transportation Board (STB) for 
review / approval

• *IFF using ADOT subprogram funding
• Projects using regional COG / MPO or local funds, project 

does NOT require PRB, PPAC, STB approval
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Development Process
Procurement Projects

Sponsor

• Provide design packet 
as needed to identify 
procurement materials 
to be installed

• Locations / map
• Itemized cost estimate

ADOT PM

● Provide detailed project 
description to team

● Distribute design packet for 
review for;
○ NEPA compliance
○ Utility conflicts
○ Right of Way / land 

ownership
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Authorization
Procurement Projects

Sponsor
• Submit Public Interest 

Finding (PIF) (if applicable)
• Complete Systems 

Engineering Checklist w/ 
TSMO (for ITS projects)

ADOT PM
• Request DBE Goal
• Complete a Detailed Recap Sheet 

to include in authorization packet
• Complete FHWA Auth. Letter
• Submit authorization packet to 

Procurement Manager / Resource 
Admin

• Notify Sponsor and team of 
approval or project funding to 
proceed with solicitation.
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Project Development On-Call
Procurement Projects

Sponsor

• Participate as requested

ADOT PM

● Identify designer project scope, 
schedule and budget needs (if 
necessary)
○ Only applies to Materials 

w/ Contractor Install)
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Advertisement
Procurement Projects

Sponsor

• Review documents and 
address any questions and 
/ or special requirements 
with ADOT PM and 
Procurement Officer

ADOT PM

• Complete the Procurement 
Request Form (PRF) and upload 
a copy of the signed 
authorization packet and the 
signed FMIS Coding Form 
through the ADOT 
Procurement Service Site

• Notify applicable ADOT 
Construction District or 
pertinent information
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Bid Award
Procurement Projects

Sponsor

• Review offers once 
received from 
procurement officer

• Participate in evaluation 
committee meetings as 
necessary

ADOT PM

• Review offers once received 
from procurement officer

• Participate in evaluation 
committee meetings as 
necessary

• Complete the Agreement 
Estimate Recap and submit 
to Resource Admin.



• Project Initiation
• Intergovernmental Agreements (IGAs)
• Invoicing
• Project Establishment
• Development Process
• Authorization
• Project Development On-Call
• Advertisement
• Bid Award

• Post Award
• Installation & Invoicing
• Project Closeout

SUP 3.09
Working with your ADOT PM: Procurement Projects



Post Award
Procurement Projects

Sponsor
• Submit DRAFT Purchase Order 

(PO) for review and approval by 
ADOT PM

• Submit PO to contractor, copy PM
• Enter  contract and payments
• Complete evaluation of materials 

and shipping / accept delivery of 
materials

• Forward copies of shipping and 
acceptance of mat’l to PM and RE

• Contact District Office / RE to 
schedule pre-inspection or 
materials recv’d

ADOT PM

• Receive and review PO
• Submit contract 

documents to Field Reports
• Complete and submit FAST 

Project Creation 
Worksheet
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Installation & Invoicing
Procurement Projects

Sponsor
• Review and approve TTC
• Submit approved TTC to RE
• Develop schedule to track 

installation and share with District / 
RE for review and approval

• Receive invoice and issue payment 
to contractor

• Submit material certifications, 
invoice and Payment Request Form 
to ADOT PM (if local performing 
install)

• Complete installation
• Track installation per approved 

process

ADOT PM
• Review documentation confirming 

delivery / acceptance of materials
• Receive invoice and payment 

confirmation information
• Receive and process Payment 

Request Form
• Review copies of all shipping and 

other related documentation 
received from ADOT RE / send to 
Procurement Officer
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Project Closeout
Procurement Projects

Sponsor
• Request post installation 

inspection / verification from 
District Construction Office

• Submit ADOT Payment 
Request Form to PM

• Initiate project closeout and 
submit Local Public Agency 
checklist and Project 
Closeout Letter to PM

ADOT PM
• Receive LPA Project Completion 

Checklist send to Procurement 
Officer

• Submit ADOT PM Project 
Completion Checklist and closeout 
packet

• Receive and process Payment 
Request Form

• Confirm release of encumbrances
• Notify Field Reports, Resource 

Admin and Procurement Officer 
• Submit Record Drawings
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