
3-6 Complete Utilization Plan in B2GNow and

Attach Form(s) 1415 and 1416 (if applicable)

(Bidder) 

Details 

Responsible Parties 

● Bidder

Revision Date of this Document 

June 2025 

Document Owner 

Jun Arcilla, jun.arcilla@state.co.us, 720-766-4713 

Procedure Objective 

This document is intended to assist the bidder in completing and submitting the DBE Utilization 

Plan (UP) in B2GNow. The apparent low responsible bidder shall submit the UP within five days of 

bid opening. 

System Procedures 

1. Log into the B2GNow system at http://cdot.dbesystem.com.

2. On the dashboard, under “Utilization Plans,” select “Pending Submission” if the Utilization

Plan is not yet completed. Select “Returned, Pending Resubmission,” if the UP was returned

for updates to the bidder.

mailto:jun.arcilla@state.co.us
http://cdot.dbesystem.com


3. Click “Open” next to the Utilization Plan to be completed.  

4. Under the “Step 1” section, click “Fill In Utilization Plan Details.” 



5. Enter the total bid amount (in $) of the prime contract in the “Estimated Bid/Transaction 

Amount” field and click “Save.”  

Note: Enter the total bid amount (in $) of the prime contract. This figure should not just be 

the total amount (in $) committed to DBEs.  

6. Under Step 2, enter the subcontractor information for a DBE commitment by clicking “Add 

Subcontractor.”  



7. Under the “Subcontractor Assignment” section, click “Get Subcontractor.”  

8. Enter the DBE firm’s name in the “Business Name/DBA” search field and click “Search.”  

Note: The DBE subcontractor should have an account in B2GNow. If the firm does not have 

an account in the B2GNow database, this step cannot be completed. The DBE firm shall 

create an account in B2GNow first, then the bidder will repeat this step for each DBE 

subcontractor. 



9. Click “Select Vendor” next to the desired DBE subcontractor.  

10. Select the “Contact Person” and “Address” for the desired DBE subcontractor using the 

drop-down fields.  

11. Under the “Subcontractor Details” section, select the appropriate DBE subcontractor. In the 

lower box, enter the proposed commitment amount (in $) to the DBE by clicking “By 

Amount” and enter the dollar amount of the commitment. Do not use the “By Percent” 

option. 

Note 1: The commitment amount (in $) should be consistent with the commitment amount 

(in $) listed on the CDOT Form 1414 that was submitted with the bid package. Modifications 

to the commitment require approval by CDOT as outlined in the DBE Standard Special 

Provision. 

Note 2: The commitment should be the total amount of the work that the Prime Contractor 

is committing in order to meet the DBE goal. It is required that an executed subcontract 



exists for the full commitment amount; however, the subcontract amount can be higher than 

the DBE commitment.   

12. Click the corresponding circle to indicate the type of DBE subcontractor participation.  

13. Enter the work to be performed by the DBE in the “Work Description” field, select the 

corresponding work code(s) in the “Work Codes” subsection, and then click “Assign Selected 

Work Codes.”  

Note: The work description should match the work description listed for the DBE on the 

CDOT Form 1414 submitted with the bid.  

14. Enter the approximate work start date for the subcontractor in the “Estimated Start Date” 

field and the approximate work end date for the subcontractor in the “Estimated End Date” 

field.  



15. Attach the CDOT Form 1415 for the DBE firm by clicking “Attach File.”  

16. Attach the file by clicking “Choose File” or by dragging the document from the computer to 

the green space marked “Drop Files Here.” 

17. Click “Upload File(s)” and then click “Close Window.” 

18. Click “Save.” 

19. Repeat Steps 6-18 for each DBE commitment.  

Note: The DBE commitments (firm name, work to be performed, $ amount) should be 



consistent with the DBE commitments listed on the CDOT Form 1414 submitted with the bid.  

20. If the DBE commitments meet the DBE goal, skip this step and go to Step 21. If the DBE 

commitments do not meet the DBE contract goal, attach a completed CDOT Form 1416 (and 

any supporting documentation) to the Utilization Plan by clicking “Attach Waiver Files” and 

dragging the document to the green space marked as “Drop Files Here” or by clicking on 

“Choose Files.” Click “Upload File(s)” and then click “Close Window.” Then, type the waiver 

details in the “Enter DBE waiver request details and attachments” field. Lastly, click “Save 

Waiver Details” and then click “Ok.”  

Note: If it is determined during the review that the DBE goal has not been met, the CRBRC 

staff will contact the low apparent bidder for more information. 

21. Click “Submit Utilization Plan.” 

22. The representative submitting the Utilization Plan should type her/his/their name, 

his/her/their title, the name of the bidder’s organization, and the date.  



23. Review and click the affirmation box.  

24. Click “Submit Utilization Plan” and then click “Ok.”  

25. The low apparent bidder has successfully completed and submitted the B2GNow Utilization 

Plan. 
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