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DEPARTMENT OF TRANSPORTATION AND DEVELOPMENT

INTRADEPARTMENTAL CORRESPONDENCE

REFERRED TO

__________________________

__________________________
​__________________________
         REFERRED FOR ACTION
          ANSWER FOR MY SIGNATURE
          FOR FILE
          FOR YOUR INFORMATION
          FOR SIGNATURE
          RETURN TO ME
          PLEASE SEE ME 
          PLEASE TELEPHONE ME
          FOR APPROVAL 
          PLEASE ADVISE ME
____  _______________________

BY ________  DATE ​​​_____________

BY ________  DATE ​​​_____________

BY ________  DATE ​​​_____________
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_____________________________      
__________

RECOMMENDED FOR APPROVAL
DATE

_____________________________
__________
RECOMMENDED FOR APPROVAL
DATE

_____________________________
__________
RECOMMENDED FOR APPROVAL
DATE

_____________________________
___________
APPROVED                                               
DATE

MEMORANDUM


TO:

[Name of Secretary]



Secretary 
FROM:
[  ]


DOTD Section Head




DATE:


SUBJECT:
Request for Consultant Services



pursuant to La. R.S. 48:292


[project name]


[project number]

I am requesting approval for the noncompetitive selection of [FIRM] to perform services for the above referenced project. [Include brief introduction of the project: projected letting date/year, time frame within which the services need to be completed, etc.]
[Briefly describe the project and ALL the services that will/may be required (i.e., survey, traffic, environmental, planning, road design, bridge design, geotechnical, construction support, construction engineering and inspection, shop drawings, etc.)]
[Provide background information and justification for selecting THIS PARTICULAR FIRM.  The reasons should meet one or more of the following conditions set forth in La. R. S. 48:292 (A), which states as follows:

A.  In special and rare circumstances, noncompetitive selection may be utilized.  These circumstances include, but are not limited to:

(1)  Specialty contracts where the necessary expertise is available only from one or a few sources.

(2)  The extension of services by the original consultant required on a project for which the contract has been satisfactorily completed and closed out at an earlier date.

(3)  Contracts requiring immediate action.]
Therefore, this request meets the requirements of La. R.S. 48:292: [state (1), (2), and/or (3) above, relative to this project.]
The hiring of a consultant is also justified under La. R.S. 48:286. [State the justification/reasons for hiring a consultant, as opposed to performing the work in-house.  The reason(s) should be one or more of the three following conditions identified in La. R.S. 48:286, and details specific to the particular project in question should be provided explaining how the project meets one or more of these criteria. 
(1)
The magnitude of the work involved in a project is determined to be so taxing to the department’s available manpower that it will be necessary to defer other essential work if the work is performed by the department staff.

(2)
The work required by a project is determined to be of such a specialized nature that the department will be required to go outside its own staff for experts in the appropriate fields to accomplish the work.

(3)
The time frame within which the work must be completed is determined to be such that the department cannot undertake the work and maintain its program on schedule.]
[Provide an estimated cost of ALL the services required.] 
Should you have any questions or require additional information, please contact me at [phone number]
c:  [DOTD internal personnel only, and only if and as appropriate]
