	#6 - PROFESSIONAL SERVICES CHECKLIST

	

	Grantee
	Project number 
	PM

	PROCUREMENT PHASE

	
	Exhibit, Document or Task
	
	Date or notes

	
	PROJECT ADMINISTRATION
	
	

	1.
	DFA APPROVAL of RFP for Administrative Services  
	
	Date:

	2.
	Request for Proposal (RFP) for Administrative Services (Exhibit 3-A)
	
	

	3.
	Affidavits of Publication for RFP or tear sheet                                        
	
	

	4.
	Pre-proposal Conference(s) Minutes (if applicable)  
	
	

	5.
	Opening of Proposals Minutes
	
	

	6.
	RFP Evaluation Sheet(s) (must be a certified copy)
	
	

	7.
	SAMs registration (Exhibit 1-X)
	
	Expiration date:

	
	DESIGN SERVICES
	
	

	8.
	DFA APPROVAL of RFP for Administrative Services  
	
	Date:

	9.
	Request for Proposal (RFP) for Architectural or Engineering Services (Exhibit 3-C) Planning Services (Exhibit 3-F)
	
	

	10.
	Affidavits of Publication for RFP or tear sheet                                       
	
	

	11.
	Pre-proposal Conference(s) Minutes (if applicable)  
	
	

	12.
	Opening of Proposals Minutes
	
	

	13.
	RFP Evaluation Sheet/s (must be a certified copy)
	
	

	14.
	SAMs registration (Exhibit 1-X)
	
	Expiration date:

	




	ADMINISTRATION / DESIGN PHASE

	
	Exhibit, Document or Task
	
	Date or notes

	
	PROJECT ADMINISTRATION
	
	

	16.
	Minutes of the Council or Commissioner Meeting                                                (when the award is made)
	
	

	17.
	Notice of Award (use Grantee Letterhead)
	
	

	18.
	Administrative Services Contract (Exhibit 3-B) (executed)
	
	

	19.
	DFA CONCURRENCE on Administrative Services Contract
	
	

	21.
	Letter of Denial to unsuccessful bidders  (if applicable)  
	
	

	
	DESIGN SERVICES
	
	

	22.
	Minutes of the Council or Commissioner Meeting                                                (when the award is made)
	
	

	23.
	Notice of Award (use Grantee Letterhead)
	
	

	24.
	Engineering Agreement  (Exhibit 3-D) (executed); or                                                     Architectural Agreement (Exhibit 3-E) (executed); or
Planning Agreement (Exhibit 3-F) (executed)
	
	

	25.
	DFA CONCURRENCE on Engineer/Architect Agreement
	
	

	26.
	Campaign Contribution Form(s) (see: page 3-C-14)
	
	

	27.
	Letter of Denial to unsuccessful bidders  (if applicable)  
	
	

	

	Other documents, comments, concerns, recommendations, alerts:







