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Process Overview |

This process is used to initiate, route, and create the Standard Consultant Agreement for review, approvals, and electronic signatures. As you do
today, you’ll need the proposal information to start this process. In addition, when requesting the proposal, also request the consultant’s proof of

insurance up front. This information is used earlier in the process.

Standard Consultant Agreement Workflow Process
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Initiation/Start Step |

Just as the project manager does today to complete the Agreement Request Form, the PM will initiation the Standard Consultant Agreement (SCA)
process in eBuilder and enter the information in the page layout as opposed to the Agreement Request Form
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Commitment Others / Commitment Custom Fields:
Complete the following fields in the Commitment Others and Commitment Custom Fields:

Enter today’s
date.

Enter scope of
work from
proposal.

Leave at 0.00%.

Select
appropriate
options.

Note: Complete
any additional
information if
known at this
time.
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Commitment Items:
In this section you will need to add the PCS line item that will fund the agreement. In the Description field it is recommended to use the
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Contract Documentation:

In this section the PM will add their contact information, attach the Consultant Selection Summary (if one was required) and the Consultant’s
proposal, and identify if this agreement requires UM System review:

Contract Documentation
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Project Schedule and Scope:

Project Schedule and Scope

o - " ‘ . M 1 SR— . R TR SN ETE ot}
‘ ‘ praject budget
TotaliGonstrustian dmout
Available:
- . r
2 B L . Srhamatic DNacinn Dhara
[T T
_ _ L ~ AT Subhmit QO Review Doonments L L
to Owner:
Cesign Development Phase |
Complet=:@
Submit CD Review Documents |
to Owner:
Canstruction Documents |
PO - | —_—
R Y
Advertising: |
Bid Cpening: |
ST e
Araact ot
| Number of 5D Review Copies |E ectronic
Complete the Required: |
. | MNumber of DD Review Copies Electronic
following Requirech
section Just as | Number of CD Review Copies |E ectronic

you would on
the ARF form. B

Agreement Amaount:

6|Page



Required Visits:

Once completed, click Submit at the top or bottom of the screen to send this to the Agreement Administrator. By clicking on Save Draft, you can
save your process to complete later.

Contract Administration Step |

Once you are aware that a proposal it accepted request the Consultant’s Certificate of Insurance by email. The certificate of insurance will be
added in this step of the process. Once the process is in your court
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Consultant’s Hourly Rate Schedule:
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Contract Admin: Agreement Routing |

In this step the SCA agreement is being prepped for electronic signature
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