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_______________________________________________________________

 Request for Consultant Services 

__________________________________________________________________________________________________

This form is required for consultant requests on A&E contracts.  The information contained in the attached request will be used by the District 4 Consultant Services Unit (CSU) to prepare a task order to procure consultant services for Capital Outlay Support Work (EA phase 0, 1, 3). 

Requestor (Senior level or above) completes the attached request and emails to supervisor for approval. 

If approved, Supervisor emails to appropriate CSU Contract Manager named below for processing. The preparation of a task order to procure the consultant’s services typically takes a minimum of two weeks depending upon the complexity of the task order.

Before this request can be processed, the need must be in WPS, CCO (1-10) for the project EA.  This can be accomplished through the Project Manager.  Requests that are not shown in WPS will be rejected by CSU.  If you have questions regarding this process, please contact Sylvia Fung at 6-5714.
If you need assistance completing this request form, please contact:

Construction, Sam Kim at 6-5221.

Design/Project Management, Trinh Nguyen at 2-8720
Environmental, Moujan Mostaghimi at 6-4488 

Traffic Operations, Sylvia Fung at 6-5714

Landscape, David Eng at 6-6114

Non-Project Specific Needs (ie: archiving, aerial photography, etc…)

Romy Fuentes at 2-8803

[image: image1.bmp]

REQUEST FOR CONSULTANT SERVICES

PROJECT EA:

04-12345
PROJECT PRIORITY #: 

0-100
PROJECT MANAGER:

John Doe
REQUESTOR – Title

Jane Doe- Sr. Transportation Engineer

EA FUND SPLIT:

% STATE      % FED     % OTHER
TELEPHONE NUMBER

510-286-XXXX

PROJECT DESCRIPTION:

SFOBB
OFFICE LOCATION

MS #

PROJECT LOCATION:

COUNTY ROUTE POST MILE
SUPERVISOR – NAME AND TITLE

Name-Title

SERVICE REQUIRED:

Consultant to perform …

DURATION:
Begin date: 00/00/00                       End date: 00/00/00

ESTIMATED BUDGET REQUIRED:  
$xxxxxxxxx

WBS CODE:

170

HOURS

300
RATE ($/HR)

125
COST (HoursxRate)

$

Check all that apply and provide detailed explanation below:

 FORMCHECKBOX 
 Mandated work
 FORMCHECKBOX 
 Expertise/Specialist Needed
 FORMCHECKBOX 
 Staff augmentation
 FORMCHECKBOX 
 Other

Mandated:  What Regulatory Agency is requiring the work AND under what regulation? Provide detailed information (i.e., NEPA/CEQA, Section 404 or 1601, MOA with SHPO, Endangered Species Act, Migratory Bird Act, USFWS Bio Opinion, other permit requirement, etc.).
Expertise:  Does CT have personnel with this experience?
Staff Augmentation:  Lack of resources in what field?  Ie:  Inspectors, claims analysts, biologists, archaeologists…
Other:

1.Experience Required:  What do you want to see on the consultant’s resume?


2. How is this need presently being met?

Explain.


3. Were alternatives to contracting out considered? Yes/No.  Explain.
    District 4 Staff: Yes/No.  Explain.  For example:  Rotatees, Volunteers, Recruitment.

    Other CT Staff: Yes/No.  Explain.  For example:  brokering effort (for more info, contact David Eng 6-6114)

    Retired Annuitants: Yes/No.  Explain.
    Student Assistants: Yes/No.  Explain.
    Other: Yes/No.  Explain.

4. What are the consequences if this request is denied? Explain.

5. DELIVERABLES:

ITEM:
DATE DUE:
HARDCOPY (Size/Qty):
ELECTRONIC (Format/Qty):

Draft Plans, specs, estimates
00/00/00
11x17/4


Final Plans, specs, estimates
00/00/00
Full size/3
CD/2

6. REPORTS (TYPE AND FREQUENCY):

Email                                                                                  Weekly/Biweekly/Monthly .

7. MEETINGS:



Purpose:
Time:
Place:

Task Kick-off 
Yes
District office

Progress 
Monthly
District office

Close-out
1 week after delivery of PS&E
District office

Field
Same day as Task Kick-off Meeting
On-site

Other
Comment
Comment

8. OTHER CONCERNS/QUESTIONS:

Is the Consultant required to work on State premise?

Are project plans available?

What  assistance if any will be provided by State?

Is overtime required?


INTERNAL TRACKING:  





07/07/04  Sent by Trinh Nguyen (2-8720)             00/00/00   Returned by Requestor	                      00/00/00    Task Execution








