Business Contracts Office

Consultant Agreement (CA) Request Form and Checklist 
To expedite the process, please answer all questions fully and in as much detail as possible.  You may also fax the form and attachments to (510) 642-8604.  IMPORTANT:  This CA Request Form must be signed by a Management Service Officer with delegated authority to commit funds. Please send as separate Word document: Statement (Scope) of Work, Schedule, Payment Plan and other supporting materials. Incomplete information will cause the CA Request Form to be returned, which will delay the assessment of your request.  

Requesting Department: 


Campus Address: 


Name of Contact Person: 
  E-mail Address: 

Phone: 

  Fax: 

Responsible Principal Investigator: 


……………………………………………………………………………………………………………………………………

Name of Proposed Consultant: 


Phone: 
  BFS Vendor No. 
(if available)

Address: 
  BFS Requisition No. 
(if available)
E-Mail Address: 
  Fax: 

Social Security or Federal Employer I.D. No.: 


………………………………………………………………………………………………………………………………………
Project Name (if any): 
  Period of Contract: 

Due Date and Reason for Expedited Review: 


(To expedite the process, you may provide unsigned the Terms and Conditions of the Agreement with the proposed Consultant.  Work may not begin however until the agreement is fully executed by the Business Contracts Office.)  

1.
Project Description (including need for Consultant)

a) Describe the overall purpose and objective of the project, including where the individual(s) will be located on campus, who he/she will report to, the length of consulting assignment.

b) Describe the skills, experience and/or knowledge, which are needed for the project.

c) Describe the process that you followed to determine that these needed services are not available on the campus.

d) Describe any concerns or risks to the University that you are aware of.

2. Process/Discussions with Proposed Consultant

a)
Explain the process that you have followed in locating and identifying the Consultant.  Include alternative sources which you contacted, if any, and your justification for the selection of the proposed Consultant.

b)
What is your basis for establishing the fee rate with the Consultant?  How did you determine that the rates were reasonable and competitive?

c)
Have you and the proposed Consultant reviewed the model Consultant Agreement?  Are there any points that need to be discussed, clarified, or further negotiated?

3.
Funds and Fee Rates 

a) Describe the source of funds to pay for the Consultant.  Is there a sponsor?  If yes, has permission to engage the Consultant been obtained in writing from the Sponsor?

b)
Have you obtained the insurance certificate from the Consultant?  Please forward a copy of the certificate with the submission of form.  Fax to (510) 642-8604 and please include individual’s name, your department and you phone number on the top of the form.

4.
Statement of Work/Consultant’s Proposal/Deliverables

a) Is payment to the Consultant based on the written acceptance by the University of Deliverables? (Please attach Deliverables description.)

b) Is there a written Schedule of Events/Deliverables? (Please attach Schedule) You may convert the Consultant’s proposal into a statement of contractually binding commitments and create the Statement of Work.

c) What is the scope of authority or discretion of the Project Managers, if any, to make changes or modifications in the Deliverables? 

d) Is there a requirement for Consultant to produce written status reports? (Bi-weekly status reports are recommended.)

5. Campus Coordination

The Center for Organizational Effectiveness (COrE) within the Chancellor’s Immediate Office may be consulted for services involving administration, management and organizational development activity.

a)
Are there any other campus units that might be impacted by the Consultant’s work?

b)
Are you or your Consultant working with COrE on this project?

c)
Due to an existing contract with Price/Waterhouse Coopers, you may not use their firm or members of their company to provide any type of consulting or professional services on the Berkeley campus. 

6.
Signing this CA Request Form represents that you have complied with recently passed legislation wherein you will not be able to contract with a selected Consultant in a subsequent agreement to work on any subsequent service, procurement, or other action that the Consultant requires, suggests, or otherwise deems appropriate in the initial contract. 

a) Does your department have any prior agreements with this Consultant?

b) Is the proposed individual a present or former UC employee?  

MSO/Departmental Approval:  

Print or Type Name

Title

Signature 
Date

