
Step #2 Submit Your Consultant Qualifications Package (TIER 2)
The next step for consultants, inspectors, project management companies, engineers, and other professional 
service providers is the submission of their Annual Qualifications Package (CQP). This Qualifications package 
consists of 4 distinct sections.
Please see PRA lesson # 22.3.1 – Consultant Qualification Package
Also, see the supporting documents below:

• Download CQP Templates for each Section
• Specific instructions for completing the Consultant Qualifications Package and Overhead Rate (PDF).
• Your CQP expires every 12 months! See Lesson # 22.3.3 – CQP Renewal to learn how to renew an 

expired CQP

Getting Started For New PennDOT Consultants
Step #1 Business Partner Registration (TIER 1)
The first step to doing business with PennDOT for everyone is requesting your administrative access to 
PennDOT’s Engineering & Construction Management System (ECMS). This is where PennDOT announces 
and rewards all of its heavy highway construction, design, & engineering opportunities.
Please see PRA course # 22.1 – ECMS Business Partner Registration
Also, see the supporting information below:

• Business Partner Registration Agreement Instructions & Application
• Supplement BPR Instruction Packet
• You can begin the BPR process HERE
• Visit the PennDOT Contractor Registration Page for more info

Step #3 Prepare & Submit Your Indirect Cost Rate (TIER 3)
Your indirect cost rate is calculated as a percentage of your direct expenses and is also known as your Overhead Rate. You may want to provide 
the information below to your accountant or financial professional.
Please see the PRA lessons below:

• # 22.3.5 – Determining Your Indirect Cost Rate aka Overhead Rate
• # 22.3.6 – Submitting Your Overhead Rate on ECMS 

You may also want to view the following discussions on PRA:
• FAR Overhead Rates and Audits for A/E Firms – FAQs
• Overhead Rate Calculation
• PennDOT Overhead Rates For Consultants
• AASHTO Audit Resources (Internal & External)
• Calculating Indirect Rates Presentation

5. Online ECMS BPR Application

Additional Resources
Please see additional helpful resources below:

• Getting Started w/ ProRank Academy – This video will walk public PRA users through creating free accounts on PRA.
• The PennDOT Supportive Services Handbook – This document provides short video overviews that explain the purpose, 

services offered, program eligibility, and how to get started with the following PennDOT supportive services programs:

 

The DBE Supportive Services Center

 

The DB Supportive Services Center

 

The OJT Supportive Services Center

 

The PennDOT Mentor-Protege Program (MPP SSC Website Coming Soon)

Tier 1 Consultant: (Not Business Partner Registered on ECMS)
• ECMS (website)
• General BPR Agreement.pdf
• General BPR Instructions.pdf
• BPR Supplemental Instructions.pdf
• PUB 544-Creating ECMS User IDs & Passwords.pdf
• PUB 637 ECMS Manual.pdf

Suggested learning on PRA for Tier 1 Consultants listed below:
• 22.1 ECMS Business Partner Registration

Tier 2 Consultant: (Current BPR, Does Not Have Active Qualifications Package)
• CQP - General Info Template.pdf | CQP - General Info Template.docx
• CQP - Experience Template.pdf  | CQP - Experience Template.docx
• CQP - Resume Template.pdf     | CQP - Resume Template.docx
• CQP - CI Resume Template.pdf.  | CQP - CI Resume Template.docx 
• CQP - CI Resume Instructions.pdf | Construction Inspection Qualifications.pdf
• PUB-93ConsultantQualityPlan.pdf |  CQP - Sample Quality Plan.docx 

Suggested learning on PRA for Tier 2 Consultants listed below:
• 22.3.1 - Consultant Qualifications Package
• 22.3.1 - Annual CQP Renewal

Tier 3 Consultant: (Current BPR and Active Qualifications Package)
• Indirect Rates PowerPoint Presentation .pdf
• Overhead Rate - Excerpt from Doing Business w/ PennDOT CD.pdf
• Calculating FAR Overhead Rate Instructions.xls
• Sample FAR AUDIT Report GAGAS FAR Audit.docx

Suggested lessons in PRA for Tier 3 Consultants listed below:
• 22.3.4 - Determining Your Indirect Cost Rate/ Overhead Rate
• 22.3.5 - Submitting Your Overhead Rate on ECMS
• 22.3.6 - Employee Roster & Wage Rate Submission
• 53.1 PennDOT Mentor-Protege Tutorial Course

More Consultant Resources
     •    Consultant Qualifications Package and Overhead Rate.pdf

• ECMS Consultant Registration.pdf
• Consultants Doing Business With PennDOT Presentation.pdf
• Getting Started With PennDOT (Consultants).pdf
• PennDOT Pub 93 - Policies & Procedures for Consultant Agreements.pdf
• 9.14.23 MPP Open Q&A Video Excerpts

1. ECMS landing page(www.ecms.penndot.gov)

2. ECMS Menu (After Guest Login)

3. Business Partner Registration Page (ECMS Frameset)

4. The Business Partner Registration Agreement (.PDF Application)

6. Instructions for written requests to ECMS. Many 
key processes use this step for verification. 

7. This works for an info change, Prequalification 
Exemption, and Dual Registration requests on ECMS.

8. Overhead Rate  / Indirect Cost rate Guidance

9. Employee Roster & Wage Rates Guidance

STEP #2B Request Prequalification Exemption (“Dual Registration” On ECMS As A Contractor)

To become listed as a pre-qualification exempt supplier or service provider in ECMS, contact the ECMS IT support 
desk at 717-783-8330 to make your request. They will give you a case number and follow back-up with you. You 
can also send your request via email directly to: RA-PD-BPREGISTRATION@pa.gov.
Please see the PRA discussion: How Do I Become a Pre-Qualification Exempt Supplier or Service Provider?

Also, see the supporting documents below:
• PennDOT_ECMS_Changing-Admin-or-Signatory-Instructions

Please walk through the information in each step and feel free to contact us with any questions or if you need to 
schedule a one-on-one meeting.

PLEAE NOTE: The Step Below “2B" Is Optional!

Step #4  Submit Your Employee Roster (TIER 3)
Your employee roster is the personnel that is associated with your company for PennDOT projects. You will need to submit and receive 
PennDOT approval for your employee hourly rates.

• Please see PRA lesson # 22.3.4 – Developing Your Employee Roster & Wage Rates

Take The Survey Below To Get Started Today!

Disadvantaged Business Enterprise (DBEs) Start At:
• ANA.PENNDBE.COM 

Who’s Eligible:
• Currently Certified PA Unified Certification Program DBEs.

DBEs looking to participate in the PennDOT Mentor-Protege Program can start at MPPSurvey.com • and complete the 
MPP Questionnaire
_____________________Or.....____________________

Diverse Business (DBs) Start At:
• ANA.PADBSSC.COM

Who’s Eligible:
• Currently Certified PA Unified Certification Program DBEs (Not Seeking Work With PennDOT)
• NMSDC/EMSDC Certified MBEs (that meet state size standards) 
• WBENC/ WBEC Certified WBEs (that meet state size standards) 
• SBA 8(a)
• SBA VETCert VOSBs

[Please Note: DB Firms Are Not Currently Eligible To Participate in The PennDOT MPP As Proteges!]

_________________________________________________________________

DBE Supportive Services Center

DB Supportive Services Center

https://learn.prorankllc.com/courses/__consultants-19/lessons/22-3-1-consultant-qualification-package/topic/22-3-1-1-intro-lesson-overview-penndot-consultant-qualification-package-721/
https://drive.google.com/drive/folders/10Mz2Tif3VCd25pkHe0M7RMjdvmNBkPyW?usp=sharing
https://www.dotdom1.state.pa.us/ECMS/Ecms_File_Cabinet.nsf/$vwFiles/ConsultantQualificationsPackageandOverheadRate05172022/$File/Consultant+Qualifications+Package+and+Overhead+Rate.pdf
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https://www.penndot.pa.gov/Doing-Business/Pages/ConstructionContractor-Registration.aspx
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https://penndbe.prorankllc.com/
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https://drive.google.com/file/d/1fa0N25QdsOMt1VtichtSqbQnoxtTh3oZ/view?usp=drive_link
https://drive.google.com/file/d/1rLAt9MD3HqloKApj8QyrFg-17eIsHAVm/view?usp=drive_link
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https://learn.prorankllc.com/courses/penndot-ecms/
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https://drive.google.com/file/d/12fOTT4Qm4oOKJAz_kRM4tvv3extRF3mB/view?usp=drive_link
https://drive.google.com/file/d/1vJVgf9JA0jk5SBYAougHkbHE4nIsjFvK/view?usp=drive_link
https://docs.google.com/spreadsheets/d/1Flj42nemYEMW6IKc-R6CLABpff0wHO6m/edit?usp=drive_link&ouid=107957102483892253950&rtpof=true&sd=true
https://docs.google.com/document/d/1uQa3szw0PQtgyTyA4R-bP8MvHEt2eBj2/edit?usp=drive_link&ouid=107957102483892253950&rtpof=true&sd=true
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https://ana.penndbe.com
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https://penndbe.prorankllc.com/
https://padbssc.prorankllc.com/

