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BERKELEY LAB|




	REQUEST FOR CONSULTANT SERVICES



	

	TO:
LBNL PROCUREMENT (971-PROC)
FAX:  (510) 486-4380


ATTACH THIS FORM TO AN ePROCUREMENT REQUISITION

	Furnished the following to establish or renew a Consultant Agreement or Personal Services Agreement (PSA). *

	Name of Consultant:
     
	Attn:      
	Phone #:      

	Street Address:      
	Fax #:      

	City:       
State:       
Zip:      
	Email #:      

	

	Field of Expertise/Specialty:      
	Consultant’s Citizenship:       (Specify Country) 

	

	Name of Consultant’s Employer (if for a PSA):      

	Street Address:      

	City:      
State:       

Zip:      

	Consultant’s Employer’s Approval Obtained (if required)(Y/N): 
(attach any correspondence to/from the employer)

	

	Agreement Start Date:      
End Date:       
Expected No. of Service Days:      

	LBNL Project ID:      
Suggested Daily Fee $      
Maximum Not-to-Exceed Amount: $     

	Domestic Travel Authorized (Y/N): 
Foreign Travel Authorized (Y/N):  

	

	Is Proposed Consultant:
Visiting UC Faculty (Y/N):    UC Staff (Y/N):      

	
Former UC employee/retiree (Y/N): 

	
Employed by a DOE contractor or federal agency? (Y/N) 


	ALSO ATTACH A MEMORANDUM with the following information:

1.
Explain the need for a consultant on this assignment.
2.
The availability of Laboratory employees or current consultants to fulfill the specific needs.

3.
A description of the specific tasks the consultant will perform (check the box that applies). 

   A deliverable is required and described in the attached memorandum.


   No deliverables are required and the requester will maintain appropriate meeting or discussion notes as evidence of the services provided.

4.
The special or unique qualifications of the consultant. (Include a résumé.)

5.
Other consultants considered and/or rejected and why.  If no one else considered, explain.

6. Requirement for use of any government property. 
7. Organizational Conflicts of Interest (OCI) Pre-Procurement Fact Sheet.  (Required if the request is >$150K.)
8. Copy of Human Resources’ written approval (if consultant is a former UC employee and retiree).


	FOR CONSULTANTS WHO WILL CONSULT AWAY FROM THE LABORATORY SITE, also address the following:
1.
The necessity for consulting away from the Laboratory.

2.
The dates that it will occur.

3.
The method to be used to account for the time spent consulting away from the Laboratory.


	FOR RENEWAL OF CONSULTANT/PSA AGREEMENTS, also address the following:  
1.
Describe the need to continue the services of the consultant.

2.
Describe the quality of effort and specific accomplishments of this consultant during the past period of this agreement. Indicate reports and written material provided.

3.
If the description of work has changed, submit a new description and OCI Pre-Procurement Fact Sheet.


	Requested By:      
	Technical Supervisor:      

	Work Site:      
	Date:      
	Bldg:      
	Room:      

	Department:      
	Email:      
	Ext:      
	Fax:      


* A Consultant Agreement is with the individual; a Personal Services Agreement is with a company for consultant services by a specific employee of the company.  A Personal Services Agreement cannot be used for temporary contract labor services.
(Rev. 7/27/12)
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