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Business membership with MRSC Rosters makes you eligible to receive notifications 

for small construction projects, consulting opportunities, and/or contracting vendor 

services from almost 800 Washington State public agencies. 

To become a MRSC Rosters business member, visit mrscrosters.org. 

 

There are several areas you may want to review before registering for a business 
membership: 
 

• Application Checklist helps you gather the information needed to complete the 

application 
  

• Membership Pricing for awareness of the annual costs for each roster 
  

• Business FAQs to better understand some of the commonly asked questions 

  

Business Membership 

Application Instructions 

https://www.mrscrosters.org/
https://mrscrosters.org/businesses/business-application-checklist/
https://mrscrosters.org/businesses/pricing/
https://mrscrosters.org/businesses/business-faq/
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Click “Business Membership” to learn more and create your account. 
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1. Step 1: Determine Your Roster(s). Review the Categories to determine your 

appropriate roster(s)—small works, consultant, and/or vendor—based on the 

type of work your business performs 
  

2. Step 2: Verify Eligibility. Read through the Eligibility Requirements to ensure 

you meet the requirements. 
  

3. Step 3: Participating Agencies. Evaluate the list of Participating Public 

Agencies to determine which agencies you will select in the application process  
  

Click “Create Your Account” to start your application. 

  

https://mrscrosters.org/categories/
https://mrscrosters.org/businesses/eligibility-requirements/
https://mrscrosters.org/participating-agencies/
https://mrscrosters.org/participating-agencies/
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On the next page, select Business Sign Up and click Create New Account. 

 

 

 

 

There will be progression bubbles at the top of each page to guide you through the 

application. 

 

Create New Account  

All rosters require a valid Washington UBI Number. UBI numbers are 9 digits long and 

typically start with 6, though not always. You can find more information on UBI 

numbers at Department of Revenue – Business Licensing and Renewals FAQs. 

  

https://dor.wa.gov/open-business/business-licensing-and-renewals-faqs


   

 

5 
 

All fields with * are required  

 

Please read the terms and conditions, accept and then click Create My Account. 
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After you click Create My Account, the message shown below will appear, notifying 

you an activation email has been sent to the email address you provided. 

If you do not see the activation email, check your spam or junk folders. If you still do 

not receive the email verification, click Resend Verification Email. 
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Open your MRSC Business Account Activation email and click Activate Account to 

continue filling out your MRSC Rosters application.  Below is an example of the activation 

email: 

 

Once you click “Activate Account,” you will be directed back to the MRSC Rosters 

website, where you must click Continue Application. 

  

Click to Activate 

Click to Continue Application  
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Step 1 - Business Information 

 

After you click “Continue Application,” you’ll fill in your business information as 

shown on the next page.   

You can click any question mark bubbles  for more information. 
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You must provide a primary contact person who will receive the following 

information: 

• Rosters Administrative Topics. This includes notifications from MRSC Rosters 

regarding incomplete applications or renewals, renewal reminders, or inactive 

accounts. 

• New Project Opportunities. This includes direct email notifications from public 

agencies seeking bids or proposals. 
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We also suggest you include at least one additional contact for the account.  

You can add up to 5 additional contacts. For each contact, you can select which of the 

following notifications the additional contact will receive: 

• Rosters Administrative Topics. This includes notifications from MRSC Rosters 

regarding incomplete applications or renewals, renewal reminders, or inactive 

accounts. 

• New Project Opportunities. This includes direct email notifications from public 

agencies seeking bids or proposals. 

 

 

 

Once you’ve filled out all the needed information on each page, click Save & Continue. 
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Step 2 – Select Your Roster(s) 

 

There are three different rosters to select (Small Works, Consultant, Vendor). If you 

are not sure what roster(s) describe what your business does, click View All Roster 

Categories to find out which Roster type best suits your business. 

You can select more than one roster type if your business does multiple types of work. 

  

  

https://mrscrosters.org/categories/
https://mrscrosters.org/categories/
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Things to know about the Small Works Roster. An error message will pop up if you 

select the Small Works Roster and your business is not eligible. MRSC receives 

contractor data from the Washington State Department of Labor and Industries (L&I) 

through a data feed to validate eligibility. Below are the eligibility requirements to be 

on the Small Works Roster:  

• Valid Washington State UBI 

• General Contractor or Specialty License 

• Active Workers Compensation Account (if you have employees) 

• Not be debarred  

Below are the two messages you will see if your business is not eligible: 

 

 

If you have confirmed your business information with L&I using the Verify a 

Contractor tool and think your business is eligible for the Small Works Roster, you 

can call MRSC Rosters Customer Support at 206-625-1300 ext. 14 or submit a 

support ticket. 

 

Things to know about the Consultant Roster. Pricing is based on the number of 

employees. Do not count owners or any business partner(s) as employees. 
  

Things to know about the Vendor Roster. On July 1, 2024, several Maintenance 

Services categories moved from the Small Works Roster to Vendor Roster but may be 

subject to prevailing wages. Check with L&I to see what scopes are subject to 

prevailing wages. 

https://secure.lni.wa.gov/verify/
https://secure.lni.wa.gov/verify/
https://mrscrosters.org/mrsc-rosters/contact-us/
https://mrscrosters.org/mrsc-rosters/contact-us/
https://lni.wa.gov/licensing-permits/public-works-projects/scopes-of-work
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Step 3 – Licenses 

 

The license section of the application is pre-populated with a general contractors and/or 

specialty license from L&I’s verify a contractor website https://secure.lni.wa.gov/verify/.  

If you’d like to include additional certifications and/or licenses, you can add them to your 

Capability Statement or Statement of Qualifications.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://secure.lni.wa.gov/verify/
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Step 4 – Certifications 

 

MRSC Rosters has a data feed directly from the Office of Minority and Women’s Business 

Enterprises (OMWBE) to confirm certification status. Any state certification will auto-fill in 

real-time directly from OMWBE’s certified directory. A YES will appear when an OMWBE 

certification is detected. Please check the OMWBE Certified Business Directory below: 

https://omwbe.diversitycompliance.com/FrontEnd/SearchCertifiedDirectory.asp.  

  

  

https://omwbe.diversitycompliance.com/FrontEnd/SearchCertifiedDirectory.asp
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Step 5 - Capability Statement or Statement of Qualifications (SOQ) 

 

MRSC Rosters strongly encourages all business members to upload a Capability 

Statement or Statement of Qualifications (SOQ). This is your best opportunity to 

communicate your value to public agencies. 

Your local APEX Accelerator can help you draft either of these documents as well as 

assist your business with government contracting related topics. To learn more about 

how to get connected to an APEX Accelerator Advisor see our Contracting Assistance 

webpage. 

Uploading your Capability Statement or Statement of Qualifications (SOQ) is not 

required to complete your application, so if you do not want to provide this information 

immediately, you can log into your account at a later date and add it (or edit a 

previously submitted Capability Statement/SOQ). 

https://mrscrosters.org/businesses/contracting-assistance/
https://mrscrosters.org/businesses/contracting-assistance/
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Step 6 - Select Your Categories 

 

 

 

Select all categories which align with your business’s scope of services. As you click 

on each category, the chosen categories will appear on the top gray box titled 

“selected categories.” You will only see services correlated with the roster type(s) you 

selected earlier. If you think you selected the incorrect roster, you can go to the bottom 

of the page and click BACK until you get to the Select Your Roster(s) page and select 

a different roster. 
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Step 7 - Select Your Public Agencies  

 

Select any MRSC Rosters public agency members within your service area you are 

interested in doing business with. Use the dropdown arrow to the right of the county 

name to expand the section and select specific agencies. 

 

If you select the checkbox in front of the county name, it will automatically select all 

MRSC Rosters member agencies within the county and include any new agencies 

joining in the future. 
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Step 8 - Review Your Application 

After you’ve entered all your application information, you have a chance to review your 

application. 

If you need to make changes, click EDIT for the page where you want to make the 

edit. This will take you back to the section you want to edit. When you’re ready, click 

Save & Checkout.  

Please note: During your membership year, at any time you can make edits to your application.  

Two of the most common edits are (1) adding or editing contacts to receive notifications, and (2) 

adding more agencies after doing market research to find out who is buying what the business is 

selling.
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Step 9 - Checkout 

Things to know about checkout  

• Credit card information is never saved in our system. 

• A receipt will be automatically sent to the primary contact identified on the 

Business Information page. 

• If you enter another email address below, the system will also send a receipt 

copy. 

• To complete your payment, click Pay & Submit Application. 
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Step 10 – Application Complete 

 

Once you have submitted your application, your account status is updated to “Registered” 

and your business is visible to agencies in real time.  
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Additional Information  

 

Account Settings 

You can do the following actions from Account Settings 

• Edit Application  

• Invite New Users 

• Review Payment History 

 

Account Users 

There are different permissions for each type of user. There is no limit to how many 

people can be users. 

Account Administrators can make edits to the application, add/remove/reset 

 passwords/change user roles, and process annual membership renewal. 

Account Users only have read-only access to your account.  
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Payment History   

Scroll down to view past and current invoices.  

 

 

Questions? 

If you have any questions or need assistance, please contact MRSC Rosters 

Customer Service. 

You can find all your invoices here. Click the 

blue invoice number to print or save a copy of 

that year’s invoice.  

https://mrscrosters.org/mrsc-rosters/contact-us/
https://mrscrosters.org/mrsc-rosters/contact-us/

