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DOT Kform50 Instructions
1)         Review DPAC Policy Bulletin Number 16-02-R2, Architectural & Engineering Consultant Selection Committee, and Project Management Directive Number PMD 008R1, Consultant Services Units for Architectural & Engineering Contract Management, to ensure compliance with policy or directive. 
2)         Fill in the information required in red highlighted areas of the form then delete red highlighted text.  Designate their role under classification. For example, "Functional Reviewer".
3)         Provide the locations where consultants must send hard copies of the SOQs.  Restrict the number of locations to limit consultants’ burden.
4)         Provide special SOQ delivery instructions (e.g. restricted delivery hours), if applicable.
5)         Complete the Consultant Selection Committee matrix:
•         Submit a minimum of four (4) voting Selection Committee members to maintain a quorum in addition toat least one (1) alternate.
•         Voting panel members will be senior level and above.
•         The contract manager will not be on the panel as a voting member.
•         Provide each Selection Committee member’s name and S number as well as the supervisor’sname and classification. 
•         Identify the Selection Committee member(s) assigned as the alternate(s).
•         Identify the Selection Committee member assigned as the debriefer.
•         Identify the panel member who will perform the non-key personnel resume review as Functional Reviewer
•         Provide the physical address for each Selection Committee member.  Do not provide a P.O. Box address.
6)         Insert the number of days panel members may need to review SOQs; show a maximum of 5 days for regular contracts and a maximum of 10 days for multiphase contracts only. 
7)         Discuss completed DOT Kform-50 with the designated A&E Coordinator.
8)         Forward memo for District Director or HQ Division Chief’s approval.
9)         Submit approved memo with A&E Service Contract Request Form (ADM-0360AE). 
10)         New — Functional Manager is the person who will review the non-key personnel resumes of the Highest Qualified SOQ and must be designated on this letter.
DAVID PRIZMICH, Chief Division of Procurement and Contracts
The employees listed on page two of this memo are nominated for participation on the selection committee for the upcoming 							 services, based on DPAC Policy Bulletin Number 16-02-R2 and Project Management Directive Number PMD 008R1.  Prior approval has been obtained from each Headquarters 					 Office Chief for the appointment of their respective representatives.
The Request for Qualifications will be advertised requesting hard copies and electronic submissions of the Statement of Qualifications (SOQ).  		                hard copies of the SOQ packet should be sent directly to the Caltrans Contract Manager at the following address:
All voting selection committee members listed on page 2 of this memo will have access to a hard copy and the electronic version of the SOQ for evaluation.  After SOQs become available, email all related documents (e.g. initial evaluation forms, suggested scoring system, database report, etc.) to the voting selection committee members.
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