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Substitution Request & Approval for Screening and/or Selection Panel Members

In accordance with the Division of Construction Services (DCS), Office of Design and Construction Policy Statement No. 3: Upon appointment, DCS Screening and Selection Panel Members are expected to complete all obligations pursuant to this section. If there is a legitimate conflict, the Screening and/or Selection Panel Member must arrange for a Substitute from members of their Team to serve in their place. 

[bookmark: _GoBack]Substitution Requests shall be processed upon submittal of this Form to the QBS Unit by the Panel Member. This form must be signed by the Panel Member, the Substitute for the Panel Member, and the Assistant Director of Project Management (ADPM) for the Specific Project.

The original signed Form shall be delivered to the QBS Unit Secretary in the QBS Unit (Room 478) with copies sent to the DCS Chief Engineer, the ADPM for the Specific Project, the DCS Selection Administrator, and the Team File.  

This Substitution Request shall be completed at least five (5) working days prior to any designated Panel Meeting.

	Date:
	

	
	

	To:
	Rose Mitchell (QBS Unit Secretary) – QBS Unit, Room 478

	
	

	From:
	[bookmark: Text2]     
	
	

	
	(Print Panel Member Name)
	
	(Signature)

	Role on Panel:
	[bookmark: Check2]|_| Chairperson
	|_| Screening Panel Member
	|_| Selection Panel Member

	
	

	Contract Number:
	[bookmark: Text3]     

	
	

	Project Name:
	[bookmark: Text4]     

	
	

	Panel Meeting Date/Time:
	[bookmark: Text5]     

	
	

	Substitution Explanation:
	[bookmark: Text6]     

	
	

	Substitute’s
Name:
	[bookmark: Text7]     
	
	

	
	(Print Substitute’s Name)
	
	(Signature)
I agree to serve as a Substitute for this panel.

	
	
	
	

	ADPM Name:
	[bookmark: Text8]     
	
	

	
	(Print ADPM Name)
	
	(Signature)
I agree/allow the Substitute for this panel.

	
	
	
	




Copies:		DCS Chief Engineer:  A. Herring (Room 477)
DCS Selection Administrator:  R. Daigle (Room 478)
ADPM for the Project: Insert ADPM Name (Room 460)
[bookmark: Text1]Team File: Insert Project Number 
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