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Approving Subcontractor Request 

1. Prior to the preconstruction
meeting provide the Prime contractor 
with Form 2802 “Subcontract Request 
for Approval” 

2. When the prime contractor returns
Form 2802, verify the information at the 
top of the sub request is completed, and 
the request is signed by the Prime. 
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3. Verify the sub-contractor’s
certification in DMS. 

a. Go to the DMS website:
https://txdot.txdotcms.com/Defa
ult.asp?XID=2332

b. Click on Search Certified
Directory

4. In the search by Business Name or
DBA, enter the Subs name from the 
Form 2802. 

5. Scroll to the bottom of the page,
check I am not a robot then, Search. 

3.b

https://txdot.txdotcms.com/Default.asp?XID=2332
https://txdot.txdotcms.com/Default.asp?XID=2332
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6. Result will populate on screen. 

7. Click on Download Search Results 
to document for your Project Records. 

*This will also identify if the business 
is listed as DBE. 

 

8. Enter the code to Download, then 
Download to Excel. 

*A window will popup to save the 
file, save with all other documents      
(or to your Downloads folder) 

 

9. Next you will verify if the sub-
contractor is debarred or not.  

a. From Crossroads, click on 
Divisions 

b. Click on Construction Division 

 

 

9.a 

9.b 
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10. At the bottom of the Construction
Division page, under Resources, click on
Debarred Contractors

11. Click on “TxDOT List of
Debarred/Sanctioned Contractors”

12. A popup will appear, click open link.
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13. Then you will be asked to save the
file, save it to the downloads.

14. Open the file you just downloaded
and verify that the sub-contractor is not
on this list.

15. Verify that the subcontractor is
registered in DHS E-Verify, link:

E-Verify Employer Search | E-Verify

16. At the site, you will see
Participating Employers, enter the sub-
contractors name in the Business Name
field and click search.

15. 

16.

https://www.e-verify.gov/e-verify-employer-search
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17. The screen should refresh and show
you if they are registered or not. Print
this page, or save as .pdf to attach
to/with the sub request.

18. If nothing shows up, then you need
to request the MOU as proof that they
have registered.

19. Right click on the page and select
Print.

20. Safe to .pdf

21. Save this file to the same place you
have saved the other documents or in
this case, to downloads.

20.
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22. Go back to the Form 2802 and
check off the TxDOT Approval
information.

*As long as the percent of original
Contract is less than 70% the prime
is doing at least 30%

*You have already verified that the
sub is not debarred and is E-
Verified.

*Click yes that the sub is approved.

23. Enter the name and title of who
approves your sub requests

24. Print to .pdf
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25. Save this file to the same location
you have saved your other files.

26. Now go to SAM.gov website

a. Select Search Tab

b. Under Select Domaine – Click the
plus sign (+)

c. Select Entity Information

d. Select Exclusions

e. Type the contractors Name and
hit enter

f. You should get no matched
found, print this to .pdf and save
where all other files are saved.

 

c. 

d.

e.

26.a

26.b
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27. Now to combine the files into one
.pdf file.

*Open file explorer and go to where
the files are saved.

28. Click on the 6 files that were saved.

-Form 2802
-DMS
-TxDOT E-Verify
-DHS E-Verify
-Debarred List
-SAM.gov

*Right click and select Combine files in
Acrobat (.pdf file)

29. Adobe will open up with the files
you have selected.

a. Make sure that Form 2802 is first

b. Click combine
29.a

29.b
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30. Save your combined Form 2802
with backup documentation in this
format or name convention:

xxxCSJxxx Sub 001”NAME” Form 2802 

31. Form 2802 can be signed via
DocuSign (shown here), Signed through
Adobe, or by wet signature.

*If not using DocuSign, then skip to
Step 36.

Open DocuSign, link: 
https://account.docusign.com/#/use
rname 

Enter TxDOT email for login 

32. Choose an Account

https://account.docusign.com/#/username
https://account.docusign.com/#/username
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33. Drag and drop the combined file
into DocuSign dashed outline box

34. Add Recipient and click on Next

*This is who will approve the sub,
normally a project manager or
engineer.

35. Click on Signature in the left-hand
column and then direct it by clicking
where that signature goes. You will also
need to this for the Date Signed in the
left column.

*This will send the file to be Signed,
you will receive an email once it is
signed.
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36. Once you get the confirmation
email that it is complete, you will need
to save this file in Project Wise.

37. In Project Wise go to the project
CSJ, 6-Construction, 2-Field Records, 1-
Index and Contract Documents, then
the corresponding sub folder.

38. Drag and drop the completed
signed Form 2802 from your email into
Project Wise
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39. Log into the SiteManager
Application:

A. Type your TxDOT User ID

B. Type your Password

C. Click Logon

40. On the Main Panel, click on Contract
Administration

41. ***If this is not the first sub skip to
step 47

42. Click Contract Records
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43. Click on Contracts

44. Find your Contract ID

a. Click on Contract ID to highlight
the Column.

b.Type the CSJ in the find field

c.Double click on your project, it
opens the contract so you can add
the first sub

45. Close this tab and go back to the
Contract Administration tab

46. Click on Contract Management

a.

b.

c.
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47. Click on Subcontracts

48. Since this is the first sub for the
contract, it will automatically open to
this screen.

49. Click on Open icon

**If this is not the first sub you will
need to find the correct contract.
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50. Find your contract

a. Click on Contract ID to highlight
the column.

b. In the find field, type in the CSJ
number.

c. Double click on the correct
project.

51. Enter the SubCont Nbr, and click on
the Supp/Hailer Ind box.

52. Start with Sub 001

*If you have other subs already
approved enter the next number it will
be, this will always be a three digit
number with placeholder zeros:
005…010…105…etc.

53. Right click on the Subcontractor
field and select search.

*A new window will open, click on
your Vendor Short Name listed to if
you need help finding them, sort
them alphabetically.

54. Find the subs name and double
click it.

**Of if you know the subs
SiteManager Vendor ID you can type
it in manually or search by that.

a.

b.

c. 
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55. Click the drop down for Work Type
and select an option that is checked that
is closest to what the sub request states
the sub will be doing for work “Type”.

56. Enter the amount of the
subcontract agreement that is indicated
on the Form 2802.

57. Click on the Remarks Bubble
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58. In the Remarks Bubble you want to
state:

What tier sub this is 

What work they will be doing? 

If they are a DBE or not 

“AO Approved by” approver and date 

59. Close the remarks bubble by
clicking on it again then click save.

Now the percent of original Contract 
will be populated, (pct).  

60. Email and attach the Form 2802 to
District Construction Auditors and
request them to complete the approval
process in Site Manager.
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61. Once District has approved in Site
Manager, notify by email the Prime with
the copy of completed Form 2802 for
their records.

62. Once the email is sent .pdf that
email and save it for record into Project
Wise.
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