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LEGEND

  Action by Properties

  Action by Tenant

  Action by TAC-N Project Manager and/or Tenant

  MDAD In-House Review and Other Agencies

  Review by Consulting Engineer

  SBD Process

STEP# FORM

14 days

14 days

2 days

5 - 30 days

2 days

5 days

5 days

Tenant must enroll in the County BMWS system and submit completed Certificate of 

Assurance (COA) (SBWWR - Attachment 4) to TAC-N Project Manager. TAC-N PM will submit 

COA to MA for SBD review.

12

SBD will submit a compliance review memo (SBWWR - Attachment 5). Tenant cannot execute 

a contract with A/E and/or Contractor until Tenant has received the SBD Compliance Review 

Memo. 

TAC-N Project Manager Holds Meeting with Tenant, SBD, MA and Fine Arts & Cultural Affairs 

staff, if applicable. SBD will participate in all MDAD future meetings with Tenant.

Tenant must submit all project related packages to TAC-N Project Manager  prior to 

advertisement or award of A/E services or contract for construction. [Small Business, Wages 

and Workforce Requirements (SBWWR - Attachment 1)].

TAC-N Project Manager to submit SBD Departmental Input Form (SBWWR - Attachment 2) 

with attachments to MA for review of recommended SBE - A/E and/or Construction 

measures. MA to submit project package to SBD for approval.

SBD delivers measure recommendation, approved applicable Responsible Wages and 

Construction type, through a Project Worksheet to MA and TAC-N PM (SBWWR - Attachment 

3). When a Project Worksheet with no Measures or Wage Requirements is received, then 

Steps 15 – 17 of the flow chart are not applicable.

Upon receipt of a COA by SBD, the Tenant will receive notification via email from BMWS to 

submit their Utilization Plan via BMWS.

11

17

13

14

15

16

1 - 3 days

1 - 3 days
Property Manager submits to Maint Engineering Chief a TAC-N Project Manager Assignment 

Request form F_FD1-110 including all required attachments.

ADMINISTRATIVE 

TIMELINE  

(CALENDAR DAYS)

3

4

5

TAC-N Project Manager Issues Letter of Introduction H_FD1_130 (via e-mail) with copies of 

the TAC-N Project Procedures (A_FD0-111-P) , SBD Applicable Programs, and APP 

requirements if applicable.

14 days

7 days10

Maint Engineering Chief issues a TAC-N Hand-Off Package G_FD1-120 9

Tenant Submits a TAC-Non-Reimbursable Project Information form B_FD1-080 to MDAD

Property Manager Issues Concept Approval Letter E_FD1-100

Tenant Submits Project Request to Property Manager for a TAC-N Project

Property Manager Holds Project Improvement Consultation Meeting with Tenant and MA to 

explain TAC-N Procedures and State and County requirements such as: SBD Applicable 

Programs and Systems, Tenant Airport Construction Non-Reimbursable (TAC-N) Project 

Procedure (A_FD0-111-P), Flowchart, Art in Public Places Requirements (APP), etc. Property 

Manager to determine if Design and Construction will be non-reimbursable and if project 

requires BCC approval.

7

1

6

Property Manager Prepares and submits TAC-N Project Quick Check Form C_FD1-090 to all 

MDAD Divisions for approval.

Once QC is approved, Property Manager Requests Assignment of TAC-N Project Number from 

Planning. Planning assigns project number following Project Number procedure D_FD1-020-P

The Property Manager informs Minority Affairs (MA) of proposed TAC-N project and sends 

the Lease Agreement and all related documents to MA for review.

PROCESS DESCRIPTION
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5 days after receipt of 

Tenant letter

9 days after receipt of 

Tenant letter

14 days minimum 

depending on scope

3 - 5 days

1 - 3 days if not already 

approved through 

Quick Check
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19

20 14 days (each)

23

60 - 180 days

7 days

TAC-N 75% and 100% Design Review by 

MDAD Consultant (HNTB).  Upon 

completion of review TAC-N PM submits 

comments to Tenant’s A/E. 

30 - 45 days

14 days

Tenant shall complete a Building Permit Application (Plans Processing) and submit to Miami-

Dade Department of Regulatory & Economic Recourses (RER).

18

TAC-N 75% and 100% In-House Design 

Review. Upon completion of review TAC-N 

PM submits comments to Tenant’s A/E. 

2 Week Review Duration

TAC-N Project Manager transmits the sets of CD to pre-determined reviewers for In-House 

Review to the MDAD Division reviewers, including any applicable Agencies and MDAD 

Consultant - Bond Engineering Firm (HNTB).  The TAC-N PM shall forward by e-mail the CD 

attached to a Maintenance Engineering In-House Design Review Request for TAC Projects 

(Facilities Division Form L_FD3-061).

Concurrently, the TAC-N Project Manager shall forward by email, a Design Review 

Transmittal (Facilities Division Form M_FD3-009) to the MDAD Division reviewers, any 

applicable Agencies, including MDAD Consultant - Bond Engineering Firm (HNTB), notifying 

them of the review process.

Change orders to a TAC-N Project that either increases the scope of work and cost or reduces 

the scope of work and cost requires the re-submittal of Input Document addressing the 

change that may increase or decrease their goal/wage requirement previously issued. 

28

DESIGN PHASE STARTS

The Tenant’s A/E shall confirm receipt of all Review Comments with the TAC-N Project 

Manager and must submit for back-check sets of 100% construction documents with all 

reviewer-required changes incorporated.  

Once the NTP is issued, TAC-N Project Manager and SBD Attends Pre-Construction Meeting.  

Tenant's Contractor shall submit copies of the construction schedule and building permit to 

the TAC-N project Manager. TAC-N Project Manager shall monitor construction progress and 

keep track and record of all RER Construction Permits until permits are closed. 

The Tenant, through its Contractor must comply with MDAD Design Guidelines and TAC-N 

Procedures for Design and Construction (A_FD0-111-P).

Tenant's A/E to Obtain Plan Reviewers Signatures on TAC-N Design Review - 100% C.D. 

Backcheck form N_FD3-062. 

21

The Tenant, through its Architect/Engineer (A/E) must comply with the TAC-N Projects 

Procedures (A_FD0-111-P) for Design & Construction

If applicable, Tenant A/E to initiate a Waivers and Modifications to the Design Guideline 

Manual, refer to Procedure (J_FD3-027-P) and Request for Waiver or Permanent 

Modification of a Design Guideline form (K_FD3-027).

Upon completion of 75%  Construction Documents (CD) and 100% CD, the Tenant or its A/E 

shall submit the required number of sets of CD to the TAC-N Project Manager for review. 

26

25

Once all reviewers have signed the TAC-N Design Review 100% Back Check, the A/E must 

submit a notarized letter to the TAC-N Project Manager on the A/E’s company’s letterhead 

requesting a TAC-N Letter of Concurrence.

The Tenant must update the County BMWS system on a monthly basis to track compliance 

with SBE contract measures and subcontractor payments by submitting monthly certified 

payrolls into the SBD LCP Tracker system. TAC-N Project Manager shall do periodic audits of 

BMWS and LCPtracker to verify compliance with SBD program requirements.

TAC-N Project Manager issues TAC-N Concurrence Letter O_FD5-017 in accordance with 

Building Permit Application Checklist P_FD3-18C.

TAC-N Project Manager submits insurance certificates (Bonds when applicable) to Risk 

Management for approval.

CONSTRUCTION PHASE STARTS

24

22

TAC-N Project Manager submits SBD Departmental Input Form (SBWWR - Attachment 2) 

with attachments to MA for review of recommended SBE-CON measures. MA submits 

project package to SBD for approval.                                         

Steps 14 through 17 above must be completed prior to Tenant advertisement or award of a 

contract for Construction

At project completion, the Tenant must submit the following  Close-out Documents to the 

TAC-N Project Manager. See TAC-N Project Procedures (A_FD0-111-P) for required Closeout 

Procedures and Checklist.

27

After the CO/CC  has been issued and all As-built records have been transferred to MDAD 

Technical Support, the TAC-N Project Manager shall issue a TAC-N Project Closeout 

Memorandum to the Property Manager (Facilities Division Form Q_FD5-246) and copy the 

Facilities Maintenance Engineering Chief and Facilities Development Chief.
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