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Project Number:  	     	
Contract Number: 	     	
Prepared by:  	       	     
Reviewed by:         	     
Date:  			     
One copy of each of the following items shall be submitted to the Legal Unit with each amendment, commission letter, or task letter, if applicable/available.

	
	SPRB Request Memo (original copy). 

	
	Initial copy (pink) of amendment or commission/task letters




Type on pink copy:
"Approved by State Properties Review Board:  ____________________________          
[bookmark: _GoBack]						          Edwin S. Greenberg, Chairman           Date 

	
	Original amendment or commission/task letter for approval

	
	Supporting Documentation for Amendment or Task Letters



	· 
	Agency request for proposed change
	Date:       

	· 
	Consultant Proposals and any subconsultant proposals
	Date:       

	· 
	Other justification as necessary
	Date:       

	· 
	Evidence that funds for the TL or amendment are available 
	Date:       



	
	Copy of Selection by Commissioner (only need for task letters)

	
	Contract-Commission Letter Log (for amendments if PRB review is needed)

	
	Copy of contract & all prior amendments/CLs or TLs for same project with same consultant



Commission letters or task letters that result in design documents for a project must address the following elements:

	· 
	Scope of construction that the contract is based on and/or additional professional services.

	· 
	Total A/E fee and fee breakdown (payments for sds, dds, cds, ca, etc.).

	· 
	Deliverables.

	· 
	Time duration for the submission of deliverables.

	· 
	Estimated cost of construction.
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