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Memo
Month 00, 20XX
To:   
Paul Sherwood, Assistant Vice President, Facilities Operations and Development


Scott Conlon, Associate University Architect


Mark Conselyea, Associate Vice President, Facilities Operations and Development 
(include only if Paul has conflict)
From:   
[DOP], Director of Projects and [PROJECT MANAGER], Project Manager
RE:  <PROJECT NAME>

<PROJECT NUMBER>

AE SELECTION APPROVAL <OR CRITERIA AE SELECTION APPROVAL>
Facilities Operations and Development interviewed firms on <date> for the referenced project.  All interviewed firms are listed below by the ranking determined by the selection committee.
	Name
	Address
	Rank

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


<If firms listed above do not correspond with Shortlist Memo ranking, add justification to text below (ex. firm withdrew)>
The following user groups/individuals participated in the interviews:

[NAME], [TITLE], [DEPARTMENT]

Steps the interview team used in the selection process: (use the following examples as a guide)

· When pre-scope meeting was held

· If Technical Proposals were received

· If references were called

· Etc.

The recommended firm:

Rationale of why this firm was selected:  (use the following examples as a guide)

· Design firm’s experience

· Unique qualities

· Design approach

· Quality of team

· Etc.

<Insert here the following if applicable – any potential issues, conflicts of interest, or past performance issues identified and how they will be managed – include what we will do to mitigate these issues.  If there are no issues, this paragraph should be deleted and the paragraph below modified.>

There are no issues, conflicts of interest, or past performance issues with Facilities Operations and Development with <firm name>.
We seek your approval to proceed to contract with the selected firm.

Approval to Proceed

Paul Sherwood, Assistant Vice President
Date

Facilities Operations and Development

(remove if Paul has conflict)
Scott Conlon
Date

Associate University Architect
Mark Conselyea, Associate Vice President
Date

Facilities Operations and Development 

(remove if Paul has no conflict)

cc:
Kathy Fortenbaugh (update OFCC if applicable)

[CONTRACTS ADMINISTRATOR]
0100_Selection_Approval_Memo

Page 1
0100_Selection_Approval_Memo

Page 2

