Consultant Selection Worksheet
(work order value greater than $25,000, including expenses)










Date:
     
Project Number:
     
Project Title:

     
Reviewer:

      (print name & extension)
Consultant Name:
     
Work Order Value:
$     
Consultants Reviewed:

     




     






     
Advertisement:
 FORMCHECKBOX 

Public announcement  - 5 days minimum posting
(newspapers, AED website, industry venues)



 FORMCHECKBOX 

Identifiable local sources contacted (named above)



 FORMCHECKBOX 

Selected from consultant list/pool/database (named above)



 FORMCHECKBOX 

Award Approved



 FORMCHECKBOX 

Sole source (1)
Source Selection:
 FORMCHECKBOX 

Competition – lowest price, technically acceptable




 FORMCHECKBOX 

Competition – best value (technical/price criteria)



 FORMCHECKBOX 

Selected from consultant list/pool/database (named above)



 FORMCHECKBOX 

Award Approved



 FORMCHECKBOX 

Sole source (1)
Review/File Documentation:

1. Selection justification memo (describe process, why the consultant was selected and how fee/LOE was determined reasonable)
2. Sole source justification memo (1) including cost analysis, if applicable

3. Consultant Review Request Form
4. Draft Work Order – (to be finalized by Contract Administrator)
5. Terrorism and Debarment Searches (Contracts completes)
Note:
Work Order plus Consultant invoice/request required for payment
(1) Sole Source Justification:


 FORMCHECKBOX 

Unique qualifications/only available offeror


 FORMCHECKBOX 

Urgency/client restricted procurement cycle-factors beyond AED control


 FORMCHECKBOX 

Follow-on to continuing activity 

(cost efficiency or learning curve delays or intellectual property issues)

 FORMCHECKBOX 

Consultant included by name & budgeted in approved award

 FORMCHECKBOX 

Client directed
Finance Officer Approval:
     /      (signature/extension)

Project Director Approval:   
     /       (signature/extension)
