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NOTICE OF CAPITAL INVESTMENT PROGRAM (CIP) CONSULTANT AWARD – INSTRUCTIONS 
 (2 DIFFERENT SCENARIOS)
THE FOLLOWING INSTRUCTIONS AND TEMPLATE WILL COVER:
a. A CITY MANAGER AWARDED CONSULTANT AGREEMENT 
b. A CITY COUNCIL AWARDED CONSULTANT AGREEMENT 
REFER TO PARAMETERS BELOW TO DETERMINE REQUIRED SIGNATURE:
· A CITY MANAGER AWARDED CONSULTANT AGREEMENT 
1. A consultant agreement amount $250,000 or less

· A CITY COUNCIL AWARDED CONSULTANT AGREEMENT
1. A consultant agreement over $250,000 
ISSUE THIS DOCUMENT AS SOON AS:

· THE CITY MANAGER SIGNS THE CONSULTANT AGREEMENT 
· THE CITY COUNCIL AWARDS THE CONSULTANT AGREEMENT DURING THE COUNCIL MEETING 
ADDITIONAL INSTRUCTIONS TO COMPLETE THE CONSULTANT AWARD NOTICE:

· INCLUDE THE CORRECT AWARD LANGUAGE DISTINGUISHED ON TEMPLATE

· CHANGE ALL FONT COLOR TO BLACK

· REMEMBER TO USE CORRECT DEPARTMENT LETTERHEAD (IF NOT PUBLIC WORKS)
· REPLACE THE INFORMATION IN GRAY WITH PROCUREMENT-SPECIFIC DETAILS
· REMOVE ALL NON-APPLICABLE TITLE AND AWARD LANGUAGE
· NAME THE DOCUMENT IN ACCORDANCE WITH STANDARD CPMS NUMBERING PROTOCOL
· PLACE DOCUMENT IN CPMS PROJECT FOLDER 7-3
· CLICK ON “RESULTS AND NOI” BUTTON TO NOTIFY THE PROCUREMENT SUPPORT TEAM THAT THE CONTRACT/AGREEMENT IS READY TO POST
[REFER TO INSTRUCTIONS BEFORE COMPLETING]

NOTICE OF CITY MANAGER CONSULTANT AWARD or 

NOTICE OF CITY COUNCIL CONSULTANT AWARD 
[Only choose one]
For

[PROCUREMENT NUMBER – PROCUREMENT NAME]

[DATE of POSTING on BIDSYNC]

On [FINAL RANKING POSTING DATE], the City of San José announced the Final Rankings for the above referenced procurement. This memo serves as notification that the City Manager has awarded a Consultant Agreement to [SELECTED CONSULTANT(S) NAME].  
OR

On [FINAL RANKING POSTING DATE], the City of San José announced the Final Rankings for the above referenced procurement. The City Council on [COUNCIL MEETING DATE] per Agenda item No. [NUMBER] awarded a Consultant Agreement for the above referenced procurement to [SELECTED CONSULTANT(S) NAME].
A copy of the Meeting synopsis confirming this award will be available on the City’s website www.sanjoseca.gov within 10 days of the meeting. 
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