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	On-Call Consultant Selection Request Procedures:

	1.
	DAS Project Management staff member (PM) assigned to the project shall submit a completed On-Call Consultant Selection Request (1135) to their ADPM.

	2.
	The ADPM shall review the request, confirm the project has been established in the DAS electronic project management system and submit it to the DAS Chief Architect (or Chief Engineer in his absence) through the administrative staff member assigned to coordinate these Requests.  A completed 1105 Capital Project Initiation Request must accompany the Request.

	3.
	The DAS Chief Architect (or Chief Engineer in his absence) shall assign the Task to an On-Call Consultant from an appropriate On-Call Consultant Contract List, assign a Task Number to the Task, and indicate his/her approval in the lower portion of the On-Call Consultant Selection Request (1135).

	4.
	Upon approval, the PM shall notify the Consultant of the Task Assignment and schedule a Scope Meeting with the Consultant to discuss the project requirements.
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	Date:
	
	

	To:
	Chief Architect:
	
	Phone:
	

	From:
	PM:
	
	Phone:
	

	Via:
	ADPM:
	
	Phone:
	

	
	
	
	
	

	Below to be completed by the PM :

	

	Type of OC Consultant:
	

	
	

	Project Name:
	

	
	

	Project Number:
	

	
	

	Location:
	

	
	

	Brief Project Description & Scope of Work:
	

	Estimated Consultant Fees:
	$
	

	
	
	

	Estimated Construction Cost:
	$
	

	
	
	

	Requires SPRB Approval:
	|_| Yes
	|_| No

	
	
	

	Agency Administered Project:
	|_| Yes
	|_| No

	
	

	Below to be completed by the DAS Chief Architect (or Chief Engineer in his absence):

	
	

	On-Call Consultant Name:
	

	
	

	On-Call Contract No.:
	

	
	

	Task No.:
	

	
	

	Approval:
	Chief Architect:
	

	
	
	
	(Name - Typed or Written)

	
	

	
	
	
	

	
	(Signature)
	
	(Date)

	
	
	
	

	

	Attachment:
	1105 Capital Project Initiation Request
	

	
	
	

	cc:
	Project PM
	

	
	File
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