
     
 

  

   

 
     

      
     

    
 

        
     

       
    

 
      

        
     

    
 

 
 

 
 

  
       

  
 

  
  
  
  
  
  

 
     

    
 

 
     

   
 

Instructions for Exhibit 10-C A&E Consultant Contract Database 

Instructions for Exhibit 10-C A&E Consultant Contract Database 

Introductory 
The Exhibit 10-C process has been simplified and streamlined, and is now web-based. 
The 2020 Local Assistance Procedures Manual (LAPM) Chapter 10 Consultant Selection requires the local 
agencies to complete the Exhibit 10-C database at dla.dot.ca.gov/fmi/webd/Exhibit%2010-C. 
The new on-line process replaces the traditional way of filling out the form manually. 

The Exhibit 10-C database is required to be completed for each new or amended Architectural and 
Engineering (A&E) consultant contract. The Exhibit 10-C database does not apply to non-A&E consultant 
contracts. The web browser Chrome or Firefox is required. Other web browsers such as Microsoft Edge 
or Internet Explorer are not compatible and will not function properly. 

Local Agency must submit the Exhibit 10-C prior to the contract award, or after contract award but no 
later than the first invoice. The new Exhibit 10-C process does not change existing submittal 
requirements and deadlines required by others. Such submittals include the acceptance of the indirect 
cost rates, approval of a consultant in a management support role, and Disadvantaged Business 
Enterprise goals. 

Additional procurement guidance is available at https://dot.ca.gov/-/media/dot-media/programs/local-
assistance/documents/ae/files/procurement-checklist.docx 

Sign up and Activate Account 
Email aeoversight@dot.ca.gov and request to activate your local agency’s account. Each local agency is 
assigned one account. 

In your email, include the following: 
• Name 
• Title 
• Contact number(s) 
• Agency 
• Local Agency Code (Locode) 

After receipt of your email, Caltrans Division of Local Assistance (DLA) will activate your account and 
send an email confirmation with the temporary password.  At first login, it will prompt you to change 
your password. 

Have a question on the Exhibit 10-C database? You can contact your DLA’s A&E Oversight Engineers. 
Click here for contact information. 

March 26, 2020 

http://dla.dot.ca.gov/fmi/webd/Exhibit%2010-C
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/ae/files/procurement-checklist.docx
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/ae/files/procurement-checklist.docx
mailto:aeoversight@dot.ca.gov
https://dot.ca.gov/programs/local-assistance/guidance-and-oversight/consultant-selection-procurement


     
 

   

  
       

       
    

  
 

   
        

     
 

  
  
  
   
   

 
  

        
 

 
          

      
 

    
      

   
 

 
     

 
      

 
    

 
    

  
 

    
 

       
    

   
 

   
 

    
 
 

Instructions for Exhibit 10-C A&E Consultant Contract Database 

Use the following instructions to complete the Exhibit 10-C database. 
The instructions included here are designed for the Local Agency to meet the applicable federal 
regulations(23 Code of Federal Regulations (CFR) part (§) 172 and 2 CFR §200), state laws (CA 
Government Code 4525-4529.5), and the LAPM Chapter 10 Consultant Selection for A&E consultant 
procurement contract requirements. 

The Exhibit 10-C database is separated into two parts: (1) Project Information and (2) Procurement. The 
field under Project Information are required fields. The Procurement part is divided into 4 main 
categories with Contract Modifications as an add-on category. The 5 categories are: 

• Procurement Planning 
• Full & Open Competition 
• Qualifications-Based Selection 
• Cost is Fair and Reasonable 
• Contract Modifications 

When completing the Exhibit 10-C database for a new A&E consultant contract, input all the required 
fields under Project Information, and then select the applicable Procurement items that have been 
satisfied. 

For a contract amendment, select the amendment field and complete the Project Information fields and 
then select the applicable procurement items under the Contract Modifications section only. 

Click on the submit icon to submit the Exhibit 10-C. 
For additional guidance to completing the Exhibit 10-C, refer to Appendix A User Quick Start Guide and 
Appendix B Database User Guide. 

PROJECT INFORMATION 
*The following Project Information fields must be filled out completely in order to submit the checklist.* 

Amendment – Mark this selection when amending an existing A&E consultant contract. 

Agency Locode – Input the unique numeric 4-digit identifier for your local agency. 

Contract Administrator – List the name, phone number and email contact information of the contract 
administrator responsible for the procurement. 

Funding Source – Select from the drop-down list the funding source of the contract. 

Federal/State Project Number – Provide the assigned federal project number (FPN) or state project 
number (state-only funded) for a specific project or projects. If known, provide the FPN for the on-call 
contract. Otherwise, input to be determined (TBD). 

Contract/Solicitation Number – Provide the contract number and/or solicitation number. 

Original Contract Amount – Provide the contract amount listed in the original contract documents. 

March 26, 2020 

https://www.ecfr.gov/cgi-bin/text-idx?rgn=div5&node=23:1.0.1.2.3
https://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl
http://leginfo.legislature.ca.gov/faces/codes_displayText.xhtml?division=5.&chapter=10.&lawCode=GOV&title=1.
http://leginfo.legislature.ca.gov/faces/codes_displayText.xhtml?division=5.&chapter=10.&lawCode=GOV&title=1.
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/ch10.pdf


     
 

   

     
  

      
     

       
 

      
   

 
      

  
 

     
 

       
 

   
   
   
   
   

  
  
  
  
 

 

  
   

 
  

Instructions for Exhibit 10-C A&E Consultant Contract Database 

Contract Type – Select from the drop-down list the type of contract, including project-specific, 
multiphase or on-call contract. 
An on-call contract is a contract for the performance of services for a number of projects, under task or 
work orders issued on an as-needed or on-call basis, for an established contract period. 

• A federally funded on-call contract has a 5-year maximum period limit and maximum contract 
dollar amount. 

• For a federally funded on-call contract, the solicitation and contract provisions must meet the 
requirements in 23 CFR §172.9(a)(3). 

Contract Start Date & End Date – Provide either the actual or estimated start and end date of the 
contract. 

Consultant Name – Provide the name of the consulting firm that is a party to the contract. 

Type of A&E services procured – Types of A&E services, in general, are the following: 

• Program Management • Land Surveying 
• Construction Management • Mapping 
• Feasibility Studies • Architectural 
• Preliminary Engineering • Landscape Architectural 
• Design Engineering • Environmental 

A&E services are services that require or may logically or justifiably be performed or approved by a 
person licensed, registered, or certified as an engineer or architect. Includes professional services that 
require licensed or certified environmental scientists/professionals, licensed surveyors, and licensed 
landscape architects. 

March 26, 2020 



     
 

   

 
 

 
  

      
    

 
       

      
 

   
    

  
  

   
   

     
      

  
  

      
 

 
      

  
        

    
     

 
    

       
     

       
      

      
  

      
  

   
    

    
      

    
     

   
 
 

Instructions for Exhibit 10-C A&E Consultant Contract Database 

PROCUREMENT 

Procurement Planning 
Policies & Procedures 

• Local Agency shall adopt policies and procedures prescribed by Caltrans Local Assistance 
Procedures Manual (LAPM) Chapter 10 Consultant Selection. Required only for a federally 
funded contract. 

• An example resolution is provided at DLA’s A&E website. 
Note: The Master Agreement has not been determined to meet this federal requirement. 

Conflicts of Interest (COI) Policy 
• Local Agency must develop and maintain a written code of conduct governing the performance 

of its employees engaged in the award and administration of A&E contracts, including the 
prevention of conflicts of interest. 

• Also, the Local Agency’s contract administrator must ensure that all committee members 
involved in the procurement process meet the conflict of interest policy. Each member must 
complete and sign a conflict of interest statement prior to the selection process initiation. 

• A conflict of interest sample form is provided in Exhibit 10-T Conflict of Interest & Confidentiality 
Statement. 

• For federally funded contracts, the Local Agency’s conflict of interest policy must meet the 
federal regulations governing conflict of interest in accordance with 23 CFR §172.7(b)(4). 

Retain Records and Supporting Documentations 
• Document contract monitoring activities and maintain supporting contract records as specified 

in 2 CFR §200.333. 
• Local Agency and the selected consultant and sub-consultant firms must maintain and make 

available for review and audit of all books, documents, papers, accounting records, and other 
evidence pertaining to the performance of the contract. 

Consultant in a Management Support Role (CMSR) 
• Examples of Consultant in a Management Support Role (CMSR) are provided in LAPM Chapter 

10.1.9 Miscellaneous Considerations. Federal-aid Highway Program (FAHP) funds shall not 
participate in the costs of a CMSR where the consultant was not procured in accordance with 
Federal and State requirements as specified in 23 CFR §1.9(a). A CMSR, whether procured with 
State or Local funds, who oversees or manages a federal aid project, must be procured following 
the CMSR process. 

• Before utilizing a CMSR, the Local Agency must receive approval from the Federal Highway 
Administration (FHWA). FHWA’s approval is a three step process that allows the Local Agency to 
maintain its federal-aid eligibility for reimbursement. 
o Step 1 – Prior to Solicitation 

The Local Agency submits the Scope of Work (SOW) and the Local Agency’s conflict of 
interest (COI) policy to the general A&E Oversight inbox aeoversight@dot.ca.gov 

o Step 2 – FHWA’s Review and Approval 
Upon FHWA’s initial approval, the Local Agency can then proceed with the solicitation for 
the services of a CMSR. 

March 26, 2020 

https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/ae/files/ppadoptionresolution.docx
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/c10/10t.pdf
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/c10/10t.pdf
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/ch10.pdf
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/ch10.pdf
mailto:aeoversight@dot.ca.gov


    

  

 
 

    
     

     
   

    

 
 

     
    

      
    
    

     
   

    
 

 
     

   
 

      
  

 
  

  
      

    
     

 
       

        
  

    

    
   

 
   

    
     

Instructions for Exhibit 10-C A&E Consultant Contract Database 

o Step 3 – After Solicitation 
After selecting the consultant, the Local Agency and the consultant must complete Exhibit 
10-U Consultant in Management Support Role Conflict of Interest and Confidentiality 
Statement. Submit the Exhibit 10-U to aeoversight@dot.ca.gov for FHWA’s final review and 
approval prior to contract execution. Upon receipt of CMSR request, DLA will assign a 
unique identifier to your Exhibit 10-U. 

• Input the assigned unique identifier from your Exhibit 10-U. Refer to approval process above. 

Full and Open Competition 
Procurement Method 

• Procurement method is conducted by competitive negotiation or non-competitive negotiation. 
• Competitive negotiation is a qualifications-based selection procurement procedure. A federally 

funded procurement contract must comply with 40 U.S.C. 1101-1104, commonly referred to as 
the Brooks Act. The policy of the Federal Government is to publicly announce all requirements 
for A&E services and to negotiate contracts for A&E services by demonstrated competence and 
qualification for the type of professional services required at a fair and reasonable cost. 

• For a state-only funded contract, the California Government Code 4525-4529.5 applies. The 
requirements are very similar to the Brooks Act. 

• A non-competitive procurement must meet one of the following 3 circumstances and have a 
District Local Assistance Engineer (DLAE) signed Exhibit 12-F Cost Effectiveness/Public Interest 
Finding (required only for a federally funded contract): 
o Only one consulting firm is qualified to do the work. Local agency verified that no other 

firms were able to provide the unique service. 
o An emergency exists of such magnitude that cannot permit delay; or 
o Competition is determined to be inadequate after solicitation of a number of sources. This 

circumstance is not an option when the local agency has not advertised. 

Solicitation Details 
• Local Agency’s solicitation shall be by public announcement, public advertisement, or any other 

public forum or method that assures qualified in-State and out-of-State consultants are given a 
fair opportunity to be considered for award of the contract. The solicitation period shall not be 
less than 14 days from the date of issuance of the solicitation document. 

• Local Agency evaluates a minimum of 3 qualified firms or in instances where less than 3, 
provides acceptable justification and documentation. 

• In instances where only 2 qualified firms respond to the solicitation, the Local Agency may check 
the box and proceed with the evaluation and selection process if Local Agency can determine 
that the solicitation did not contain conditions or requirements that arbitrarily limited 
competition. Local Agency must record the justification and retain as supporting 
documentation. 

• In the case where only 1 firm responded after advertisement, an Exhibit 12-F Cost 
Effectiveness/Public Interest Finding for non-competitive procurement approval applies for a 
federally funded contract. Local Agency must submit the 12-F to the DLAE for approval prior to 
negotiation. Provide acceptable justification and documentation when the contract is state-only 
funded. 

• Local Agency must announce all requirements in the solicitation. The requirements include the 
scope of work, services to be provided, procurement schedule, proposal requirements, 

March 26, 2020 

https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/c10/10u.pdf
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/c10/10u.pdf
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/c10/10u.pdf
mailto:aeoversight@dot.ca.gov
https://www.law.cornell.edu/definitions/uscode.php?width=840&height=800&iframe=true&def_id=40-USC-501284663-970265002&term_occur=1&term_src=title:40:subtitle:I:chapter:11:section:1101
https://www.law.cornell.edu/definitions/uscode.php?width=840&height=800&iframe=true&def_id=40-USC-501284663-970265002&term_occur=2&term_src=title:40:subtitle:I:chapter:11:section:1101
https://www.law.cornell.edu/definitions/uscode.php?width=840&height=800&iframe=true&def_id=40-USC-1379209310-529085328&term_occur=402&term_src=title:40:subtitle:I:chapter:11:section:1101
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/c12/12f.pdf
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/c12/12f.pdf
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/c12/12f.pdf
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/c12/12f.pdf


     
 

   

    
   

 
  

    
   

    
  

  
   

   
  
  

   
  
  
    

       
  

 
   

 
       

   
     

 
        

     
         
  
     

   
    

     
     

 
        

 
   

  
 

  
      

       
      

 
 

      
     

 
    

Instructions for Exhibit 10-C A&E Consultant Contract Database 

deliverables, project description and schedule, contract provisions, LAPM Chapter 10 Exhibits, 
Disadvantaged Business Enterprises (DBE) goal, and proposal evaluation process. 

Qualifications-Based Selection and Evaluation Criteria 
• Evaluate consultant proposals based on the criteria established & published within the 

solicitation. Criteria used for evaluation, ranking, and selection of consultants to perform 
engineering and design-related services must assess the demonstrated competence and 
qualifications for the type of professional services solicited. These qualifications-based factors 
may include, but are not limited to, 
o Technical approach o Professional Licensure 
(e.g., project understanding, innovative concepts) o Staff capabilities 
o Work experience o Workload capacity 
o Specialized expertise o Past performance evaluations 

• The basis of price or cost cannot be used for evaluation. A&E procurement method does not 
consider low bid or best value. 

Cost is Fair and Reasonable (Financial Items) 
Independent Cost Estimate (ICE) 

• Local Agency must prepare an Independent Cost Estimate (ICE). The ICE is completed prior to 
negotiations. The ICE shall serve as the basis for negotiation and as support to justify the cost of 
the service. The dollar amount programmed or authorized does not meet the requirement of an 
ICE. 

• The ICE consists of the following established elements of the contract cost 
o The type or classification of labor required to complete the task. 
o Direct salary or wage rates – Estimate should have a breakdown of the work or labor hours. 
o Work or Labor hours to complete the task. 
o Consultant’s fixed fee – The fee should not exceed the total direct labor and indirect costs of 

the contract. The fixed fee should take into consideration the scope, complexity, contract 
duration, degree of risk borne by the consultant, amount of subcontracting, and 
professional nature of the services as well as the size and type of contract. 

o Other direct costs – A contracting agency shall use the Federal cost principles in determining 
the reasonableness, allowability, and allocability of other direct contract costs. 

o Indirect Cost Rate (ICR) - Once the firm is selected include the firm's proposed ICR before 
entering negotiations. 

• The cost estimating bottom-up method meets the requirements of an ICE. Examples provided at 
DLA’s A&E website. 

Method of Payment 
• The method of payment shall be specified in the solicitation and contract provisions. The 

method of payment shall be cost-plus-fixed fee, lump sum, specific rates of compensation, or 
cost per unit of work. The method of payment specified should benefit the public’s interests. 

Cost Analysis 
• Local Agency shall ensure consultant costs are allowable in accordance with the Federal cost 

principles. Perform a cost analysis in accordance with 23 CFR §172.7(a)(1)(v)(E) and 48 CFR 
§31.105. 

• A sample cost analysis is provided at DLA’s A&E website. 

March 26, 2020 

https://dot.ca.gov/programs/local-assistance/forms/local-assistance-procedures-manual-forms
https://dot.ca.gov/programs/local-assistance/guidance-and-oversight/consultant-selection-procurement
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/ae/files/sample-cost-analysis-worksheet.xlsx


     
 

   

   
      

       
 

    
    

     
      

  
       

      
    

 
  

 
 

 
      

       
     

         
  

 
  

     
  

 

   
    

         
    

       
    

  

Instructions for Exhibit 10-C A&E Consultant Contract Database 

Indirect Cost Rate (ICR) Acceptance 
• All consultants, including prime and sub-consultants, on a proposed A&E contract with a dollar 

value of $150,000 or greater are subject to an ICR financial review by the Independent Office of 
Audits & Investigations (IOAI).  

• For contracts that are less than $150,000, the financial review by IOAI does not apply. Local 
agency is responsible to verify the ICR is in accordance with the Federal cost principles. 

• Local Agency must receive an acceptance letter from IOAI before executing their contract. The 
financial documents required are detailed in Exhibit 10-A A&E Consultant Financial Document 
Review Request. 

• Refer to LAPM Chapter 10.1.3 A&E Consultant Audit and Review Process for further clarification 
and minimum submittal requirements. Such submittal requirements can include the Exhibit 10-
H Cost Proposal and Exhibit 10-K Consultant Annual Certification of Indirect Costs and Financial 
Management System. 

• After receiving acceptance, provide the prime consultant’s Acceptance ID#. Do not provide the 
indirect cost rate as that specific information is confidential. 

Negotiations on Cost & Fee 
• Local Agency shall ensure consultant services contracts are obtained at a fair & reasonable cost 

to the Local Agency. Local Agency must prepare an independent cost estimate for use in 
negotiation with the selected consultant and perform a cost analysis. 

• Include documentation of negotiation activities in the contract file. Emails documenting 
negotiations are acceptable as supporting documentation. 

Contract Provisions 
• All federally funded contracts and subcontracts shall include the provisions found in Exhibit 10-R 

A&E Boilerplate Agreement Language. This exhibit contains fiscal requirements from 2 CFR §200 
and may be used for state-only funded contracts as well. 

Disadvantaged Business Enterprise (DBE) 
• Local Agency must take the necessary steps to ensure that DBE firms have the opportunity to 

participate in the federally funded contract. Exhibit 9-D DBE Contract Goal Methodology must 
be completed for all federally funded contracts. 

• Refer to LAPM Chapter 9 Civil Rights & Disadvantaged Business Enterprise for further 
clarification, submittal requirements and approval. 

March 26, 2020 

https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/c10/10a.pdf
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/c10/10a.pdf
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/ch10.pdf
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/c10/10h.pdf
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/c10/10h.pdf
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/c10/10k.pdf
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/c10/10k.pdf
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/c10/10r.pdf
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/c10/10r.pdf
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/c09/09de.xlsx
https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/ch09.pdf


     
 

   

  
 

       
      

 
 

        
  

 
 

       
      

    
 

  
    

 
 

      
     

  
   

 
 

      
        

     
      

    
     

 
 

   
          

       
     

   
   
 

 
 

Instructions for Exhibit 10-C A&E Consultant Contract Database 

Contract Modifications (Required for Amendments only) 
Added Work 

• Added work must be within the original solicitation. If the added work is outside of the original 
solicitation, a new solicitation is warranted for a separate contract. 

Performance Period 
• A contract’s performance period can be extended before the expiration date. A federally funded 

on-call contract has a 5-year maximum limit. 

Contract Amount for Amendment Only 
• Specify the added contract dollar amount. This amount pertains to the current amendment 

portion amount only (does not include original or total contract amount). A federally funded on-
call contract must have a maximum contract dollar amount. The contract amount for an on-call 
contract cannot be amended. 

New Total Contract Amount 
• Specify the revised total contract amount including the original amount and all amendments. 

Cost Analysis 
• Local Agency shall ensure consultant costs are allowable in accordance with the Federal cost 

principles. Perform a cost analysis in accordance with 23 CFR §172.7(a)(1)(v)(E) and 48 CFR 
§31.105 when the contract cost is amended. Cost analysis considers the following such as direct 
costs, indirect costs, profit/fees, escalation, other direct and total contract amount. 

Negotiations on Cost & Fee 
• Local Agency shall ensure consultant services contracts are obtained at a fair & reasonable cost 

to the Local Agency. The local agency must prepare an independent cost estimate for use in 
negotiation with the selected consultant and perform a cost analysis. 

• Overruns in the costs of the work shall not automatically warrant an increase in the fixed fee 
portion of a cost-plus-fixed fee reimbursed contract. Permitted changes to the scope of work or 
duration may warrant consideration for adjustment of the fixed fee portion of cost plus fixed fee 
or lump sum reimbursed contracts. 

Indirect Cost Rate (ICR) Acceptance 
• When the consultant’s ICR is changed, an acceptance is required by IOAI.  Local Agency must 

receive an acceptance letter IOAI before executing the contract amendment. 
• Refer to LAPM Chapter 10.1.3 A&E Consultant Audit and Review Process for further clarification 

and minimum submittal requirements. 
• A new sub-consultants must submit their ICR for acceptance by IOAI. 
• After receiving acceptance, provide the consultant’s Acceptance ID#. Do not provide the indirect 

cost rate as that specific information is confidential. 

March 26, 2020 

https://dot.ca.gov/-/media/dot-media/programs/local-assistance/documents/lapm/ch10.pdf
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Cos: M~'-· Lo.:.11Aj[cr,cycnsurcscons~.t.:int,oa:~..rc .:ilkl.,..,1bic In =~""th lhc Fcd.:r.il 
co.:!pr1ncrolc1 

COIUl..llunt~& 1ublal1~ • .:in1 I lndttctCDU r.:.-:.t:1(101: .IC.::t.ited b'y '1dCP,:,l'ICIO:-MOrt.:co! Al.,d1t.1 & 
l ffll:ffl~;r.ions 10,1,11 xir comr.ia .:ilT'Olo~t 5150,0<XJ or .;r.:-.:i·cr • 

EXHIBIT 10-C OVERVIEW 

Home button 
Submit button 

Project Information 

Procurement Planning 

Full and Open Competition Procurement 

QBS and Evaluation Criteria 

Cost is Fair and Reasonable 



  

 

 

Local Assistance Procedures Manual Exhibit 10-C 

"' A&E Consultant Contract Checklist 

Exhibit 10-C A&E Consultant Contract Checklist ~ 

PROJECT INFORMATIO N 

Amendment 

. Agency Locode -~ -
Contract Administrator Name Phone ext. 

Email 

Funding Source V Federal/State Project No. Format: XXXX(YYY) 

Cont ract/Solicitation No. Origina l Contract Amou nt 

Contract Type V 

Contract Start Date End Date 

Consultant Name 

Type of A&E service(s) 
procured --

EXHIBIT 10-C PROJECT INFORMATION SECTION 

Four digit 
agency identifier 

All Required 
Fields 

Exhibit 10-C will not process without the required fields 



  

 

 

      
  

PROCUREM ENT 

Procurement Planning 

Policies & Procedures 

Loca l Agency has adopted the wrinen policies and procedures prescribed by Caltra ns for the 
procu rement, management, and administration of A&E <:onsu ltant services. 

Confl ict of Interest 

I 

Loca l Agency mainta ins a w ritten code of -conduct govern ing the performance of it s employees engai;ed in the ◄~~t--­
award and adm inistration of A&E contracu, includ ing the prevention of confl icts of interest 

Retain Records and Supporting Documentation 

Document and retain supporting documentadon of the solicitation, proposa l, eva luation, and 
selection of the consultant. Agencv t o reta in negotiation a \•ities used in the ana lysis of cost 

Consultant in a Management Support Role (CMSR) 

Th e consultant contract 's scope of work includes a CMSR 

Full and Oi:1en ComQetition 

Procurement Met hod (Select One Method) 

Competitive Negotiation Non-Competitive Negotiation (Re.quires Exhibit 12-F PIF for a fe 

Solicitation Details 

Pub lic Announcement/Public Advertisement/ Public forum 

Evaluated a minimum of 3 qua lifie-d fi rms or provide j ustification and documentation 

Cri teria for evaluation established and published 

gualifications Based Selection and Evaluation Criteria 

Evaluated cons ultant proposa ls based on the sa me criteria established & published with in the solicitation 

Cost was not used as a basis for evaluation 

Cost is Fai r and Reasonable (Financial Items) 

An Independent Cost Estimate (ICE) was prepared prior to negotiations 

Method of payment speci fied in the contract (Select One Method) 

Cost-Plus-F ixed fee Lump Sum Specific Rates of Compensation Co, 

Cost Ana lysis. Loca l Agency ensures consultant costs are allowab le in accordance with the Federal 
cost principles 

Consu ltant 's & subconsu1tant's indirect cost rates (I CR) accepted by Independent Office of Audits & 
Investigations (IOAI) for contract amount $150,000 or greater • 

.. Provide Prime Consu ltant f irm 's Acceptance ID 

Negotiations on Cost & fee. Cost is fa ir & reasonable to the Local Agency 

Contract Provisions include f iscal and app licable State and Federal Provisions. 

Disadvantage Business Enterp rise (DBE ) only for federally funded contracts 

I 

EXHIBIT 10C PROCUREMENT SECTION 

Required 

Procurement Planning 

Full and Open Competition 

QBS and Evaluation Criteria 

Cost is Fair and Reasonable 

All fields are required; however, Exhibit 10-C will process without all fields checked. 
Go to each individual Procurement subsection following for more guides. 



 

 
 

   
  

  

Procurement Planning 

Pol icies & Procedures 

Local Agency has adopted the w ritten policies and procedures prescribed by Caltrans for the 
procurement, management, and administration of A&E consultant services. 

Conflict of Interest 

Local Agency mainta ins a written code of cond uct governing the performa nce of its employees engaged in t he 
award and administ ration of A&E contracts, including the prevention of confiicts of interest. 

[. Retain Records and Supporting Documentatio:n 

Document and reta in supporting documentation of the solicitation, proposa l, evaluation, and 
selection of the consultant . Agency to reta in negotiation activiti es used in the analysis of cost . 

Consu ltant in a Management Support Role (CMSR) 

The consu ltant cont ract's scope of work includes a CMSR 

Full and Oi;ien Comi;ietition 

Procurement Method (Select One Method) 

Competi tive Negotiation 

Non-Competitive Negotiation (Requires Exhibit 12-F PIF for a federally funded contract) 

Solicitation Details 

Public Announcement / Public Advertisement/Public Forum 

Evaluated a minimum of 3 qualified firms or provide justification and documentation 

Criteria for evaluation established and published 

EXHIBIT 10-C PROCUREMENT SECTION 

If checked, FHWA 
approval prior to 

advertising 

If checked, DLAE 
approval prior to award 

If two evaluated, file 
justification.  If one, 

leave blank and check 
non-competitive above 



 

 
  

  
  

Q.ual ifi cations Based Selection and Evaluation Criteria 

Eva luated consultant proposa Is based on the same criteria esta blished & pub I ished w ithin t he solicitation 

Cost was not used as a basis fo r eva luation 

Cost is Fair and Reasonable (Financial Items) 

An Independent Cost Estimate (ICE) was prepared prior to negotiations 

Method of payment specified in the contract (Sellect One Method) 

Cost-Plus-Fixed Fee 

Lump Sum 

Specific Rates of Compensation 

Cost per Unit of Work 

Cost Analys is. Loca l Agency ensures consultant costs are allowable in accordance w ith t he Federal 
cost principles 

Consultant 's & subconsultant 's indirect cost rates (ICR) accepted by Independent Office of Audits & 
Investigations (IOAI) fo r cont ract amount $150,000 or greater* 

* Prov ide Prime Consult ant Firm 's Accept ance ID 

Negotiations on Cost & Fee. Cost is fa ir & reasonable t o the Local Agency 

Contract Provisions include Fisca l and applica ble State and Federa l Provisions. 

Disadvantage Business Enterprise (DBE) only for federally funded contracts 

EXHIBIT 10-C PROCUREMENT SECTION 

Submit Exhibit 
10-A to IOAI 

prior to award 

DBE goal must be 
set prior to 
advertising 



 

 
 

  

l.o<:al Assistance Prooedures Manual 

PROJECT INFORMATl:O~ll 

end e,nt ~ 

-------- Agency Loo□de 
Cont ract A.d inist r,2tor Name 

E arl 

f nd i O So r,ce 

Co trac, Solici-.a ·o n o. 

Co:nt r2:t Type 

Cont r.act St .rt D.2,t e 

Co lta t ame 

Typ e o A& E serYice [s) 
procu:red 

Exhibit 10-C 

A&E Consu lta nt Contract ChecklicSt 

IEx. illit 10-C A&E Consultant Contract Checklist 

A en drne t o . 

Ph o e 

Fede ra l/St at e ?1rc, ect No. Format XXXX(YYY) 

rigjn ;,I Con t r,2.: t A □ unt 

5nd D,2,te 

A' 

EXHIBIT 10-C 
AMENDMENT – PROJECT INFORMATION SECTION 

All Required 
Fields 

Home 

Submit 

Four digit 
agency 

identifier 

Exhibit 10-C database will not process without the required fields. 



 

CONiRACli MO DIPl:CAn o r, 

,contract Modificatiorns (Reguired for Amendmernts onlyl 

Added] \l!ork: 

ls wit in he original sol ici:a, · n 

0 Perfo a c,e pcar iod c ;inged to 

----- Co:nmr.;; Cli ,i!i.m □'IJ , 'or A.me dm esnt 'Iv 

ew tot :aJ co tract am o 

Is. not wt in t e N/ 

0 Cost A arifSis. Loe;; I Agency ens res a e ded o lta a□sts are aUowabJe in ace,□ da ce \ · h rtle 
J;ed e al o□ert p rj cip les. 

0 egotiati□ns on Ca,;;t &. tree. .ost is. fair & rea,son.a ble t ,o he Loc;a I Age;ric•( 

0 ConSJUltanrt's or s ubc□ns u .;; nt's IC as c = ged •· 

0 ConSJUltanrt's or siubc,□m·u , nt 's IC has not: cha nge 

EXHIBIT 10-C 
AMENDMENT – CONTRACT MODIFICATION SECTION 

If applicable 

Amount added 
to contract only 



 

                                      

                

                 

 

+ 

+ 1c.r, ... 1cuomc lli.CI I 

+ 

+ 

[ Searcn i 

EXHIBIT 10-C SUMMARY LIST 
Search bar Exhibit 10-C number is assigned 

Search once successfully submitted. 
Format:  Locode-Date-Time 

Reset 
Home 

Print 

Completed 
Exhibit 10-C 

• Search bar – Type key words in Search bar then click Search button. 

• Reset button – Click Reset button to clear search and/or to show all submitted Exhibit 10-C. 

• Home (Main Screen) – Click on Home button to submit a new Exhibit 10-C. 
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Appendix B 

Exhibit 10-C Database User Guide 



     

  

      
  

  

  

 

  
  

  
   

  

       

     

     

Sigin in to open "Exhibit 10-C". 

Account Name 

Password 

Exh ibit 10-C 
Form 

Summary 
List 

Sign In 

Exhibit 10-C Database User Guide 

This User Guide is a step-by-step guidance to completing and submitting the Exhibit 10-C to the Division 
of Local Assistance.  For requirements on each field or checkbox, refer to Instructions for Exhibit 10-C 
A&E Consultant Contract Database. 

Logging in to the Exhibit 10-C database 

• Open Google Chrome or Firefox web browser and type in 
dla.dot.ca.gov/fmi/webd/Exhibit%2010-C 

• Log in to the database. See Figure 1: Log In Window: 
Account Name: your locode 
Password:  your password 
NOTE: It may prompt you to change your password.  If so, follow the instructions on the screen. 

Figure 1:  Log In Window 

Once logged in, there are 2 icons on the main page.  See Figure 2: Exhibit 10-C Home Page. 

 Exhibit 10-C icon – To submit Exhibit 10-C 

 Summary List icon – List of all submitted Exhibit 10-C 

Exhibit 10-C Database User Guide Page 1 March 26, 2020 



     

   

➔ C 1J A Not secure I dlaaeoversight.dot.ca.gov/fmi/webd/Exhibit%2010-C 

0 Quid(Find 

- · ~,-difficuln· experienced in accessin2: Caltraru programs, sen ices or acti\itiel or an\· dimiminations coYered under the Amen cans \\ith Disabilities Act, Section :SOJ of Rehabilitation Act or the Fair EmplO\ment and Housing Act, pleai;e contac t us at 
(866) 810-6346 Voice; 71f TTY; (916) 653-3053 Fa.i: . . 

Figure 2:  Exhibit 10-C Home Page 
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local Assistance Proc.edures Manual Exl>ibit 10-C 

A&E Consultant C-.ontract Check.Ii.st 

Exhibit 10-CA&E Consultant Contract Checklist 

PROJECT INFORMATION 

Amendment 

Agency Loc,ode 

Contract Administrator Name 
Email 

Fu-nding Source 

Contract/Solidt•tion No. 

Contract Type 

Contract St=-Jt Date 

Consultant Name 

Type of A&E s.rvice(sl 
procur.:~d 

Ph one ext . 

Federal/Sta te Pnoject No. Forr,at. XXXX(YYY) 

Origjn3J Contract Amount 

End Date 

fi 

How to complete Exhibit 10-C 

• Click the Exhibit 10-C icon on the Exhibit 10-C Home page 
• There are two buttons on the right 
 Home button – Navigate to the Exhibit 10-C Home page 

 Submit button – Submit Exhibit 10-C 

Project Information section 

• Fill in each Project Information field. See Figure 3: Project Information Section 
NOTE: All Project Information fields are required.  If any Project Information field is left blank 
after clicking the submit button, a window will appear, and the required fields are highlighted in 
red, see Figure 6: Project Information Submittal Error. YOU WILL NOT BE ABLE TO SUBMIT 
UNLESS ALL PROJECT INFORMATION FIELDS ARE FILLED. 

Figure 3:  Project Information Section 

• Hover cursor over each Project Information field for additional information.  See Figure 4: Field 
Tooltip. Refer to Instructions for Exhibit 10-C A&E Consultant Contract Database for 
requirements on each field. 
Note: Not all fields have additional information. 

Exhibit 10-C Database User Guide Page 3 March 26, 2020 



     

  

  

     
 

   
       

   
    

   

     
 

Fede ,I/Stat@ Project No. r rm t YXXXfVYV] 

Original Contract Amount 

Date 

PROCUREMDff 

Procurement Plann ing 

[TI Policies & Prnoed ures 

Formal XXXX(YYY) for Project Specific. BD tor On-Call 

Loe.al As-en..ey has adapt,ed e w ritte,n po!icies an cl p roced ures. prescr ibed by Caltrans for ~he 
[Pr o c u rem e:nt , m an age m ent , a n d ad i n lsu.:: ti□n o f .i!i.&.E c,□ n:s u~t = nt se rvkes. 

[o c., nflict of lnt e<rest 

Local Agen cy m a1im:a ins. a ,•1rin ,en co d.e ,of ccm d ct goverin jn.g t h e per · orm 3rt::e o · its e.mp lo vee.s e ngaged i:n the 
a wa rd an d ad m in istziration ,of A&E con -r.a cts, i nd din g t e· p re \i\e n tion o· c:o ntl icts o· i nt-e il'"es t_ 

[o Re1a·in IReoords an d Sup porti"!; Uocumentation 
Docu:ment .and retai.n su p ponin g docu:ment :a tfon o f 1the -s ol t ::'itarti.□ n ~ propas-al, evatuati:o:n, a d 
se1ectio · o ·· th e cons It.ant. Agency to re·t ::jn ineg□tit::ftion activities. ~ e-d in t '.he an alvs · o · c,□ !S:t:. 

[TI c., nsu ltant in .a Ma n.,,.ge me nt S-upport R.o e (CMSR] 

Tt\e- ,::on su lt ant: c,::mtr.3:::t '-s: s:::ope o f w ork in d udes a M SR 

Full and 011en Com~tition 

l>rn~u rem e;nt Met h o d [Sel:ect One Met h od) 

U Co m petitive Negotiatio n 

l'la n-Ca mpetitive Ne gotiation [Requ ire s Exh ibit l.2•F P IF ·or a fede ra lLy un ded contract) 

Soli e,itatio n Detai'ls-

Figure 4:  Field Tooltip 

Procurement section 

• Checkmark each Procurement field by clicking the box or radio button. See Figure 5: 
Procurement Section. 
NOTE: All Procurement fields are required per the Federal and/or State Regulations. If any 
Procurement field is left blank after clicking the submit button, a window will appear, and the 
required fields are highlighted in red, see Figure 7: Procurement Submittal Error. You may 
proceed by clicking the “Confirm” button if the procurement process is already completed. 

Figure 5:  Procurement Section 

WARNING: If you exit out without completing the entire submittal process, the data will 
be lost and will be considered as an unsuccessful submittal. 

Exhibit 10-C Database User Guide Page 4 March 26, 2020 



     

  

 

 

   
       

   
      

     
    

  

   
  

  
       

   
  
       

 

    

Exhibit 10-C A&E Consultant Contract Checklist 

Amendment 

Amency Locode 5108 

Contrau;t Admi n · !traitor John Smrth 

lon,cBeaich Required Items □ 

Fufld-ng Source Fede~lty Fo..nded 

Contrcoct/Solcitaticn No. 

Comultaint "aime J&J Consult1r>t 

Typt of A&E senic;e(s) 
pr«u.-ed 

Phcne !SSS) s;s-ss.ss o:t 123 

Federiiil/S-.. tt Project /\o. 8HRLO-Sl08(xx<) 

O°'inal Clntr.ct Amo,nt 

Proj"d informatio, fields are requ red. 

Contract Administration 

X Po licies & Proce d ures 

loca l Agency has a:lopted the written policies and procedures prescrioed by Ca ltr,rns for the 
procurement, management, and administration of A&t oonsultant se rvices. 

X Conflict of Inte rest 
loca l Agency ma intains a w ritten code of conduct governing the performance of its employees engaged in 
the awa rd and administr:ition of A&E contracts, includins the prevention of conflicts of interest. 

Retain Records and Supporting Documentation 
Document a1d retain support ing docl!mentat ion of the solicitation, proposal, evaluation, and 
selection of :he consultant. Agency to retain negotiation activities used in the analysis of cost. 

- /4 

I 

Si..timit 

It em in red are required, See Exhibit 10-C instructions, If you 
alr~ady pre cured tl"is contract w ithout the ,~quired terns, 
c1i<k Conf irm to submit . Otherwise click C.:in ~el to edit 

~ ~ 

How to submit Exhibit 10-C 

Once all required/applicable fields are completed 

• Click the Submit button 

• If “Required Items” window pops up, click the “OK” button. 
NOTE: The “Required Items” window will only pop up when any Project Information field is left 
blank.  All Project Information fields are required.  If any Project Information field is left blank 
after clicking the Submit button, a window will appear, and the required fields are highlighted in 
red, see Figure 6: Project Information Submittal Error. YOU WILL NOT BE ABLE TO SUBMIT 
UNLESS ALL PROJECT INFORMATION FIELDS ARE FILLED. 

Figure 6: Project Information Submittal error 

• A “Submit” window will pop-up, click “Cancel” button to make changes to the Exhibit 10-C or 
click “Confirm” button to submit the Exhibit 10-C. 
NOTE: All Procurement fields are required per the Federal and/or State Regulations.  If any 
Procurement field is left blank after clicking the submit button, a window will appear, and the 
required fields are highlighted in red, see Figure 7: Procurement Submittal Error. You may 
proceed by clicking the “Confirm” button if that particular procurement process was already 
completed. Refer to Instructions for Exhibit 10-C A&E Consultant Contract Database for 
requirements on each field. 

Figure 7:  Procurement Submittal Error 
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ccessfo I Su bm itta I 

Th ank you for rnbm itting the Exh ibit 10-C. To view the 
rnccessfu lly rnbm itted Exh ibit 10-C, go to the ~umm ary Li st 

Ok 

Once submittal is successful, a window will pop-up. See Figure 8: Successful Submittal 

Figure 8: Successful Submittal 

• Click “OK” button to complete the submittal process. 
NOTE: A unique ID number will be assigned to the submitted Exhibit 10-C. This number can be 
viewed in the Summary List page.  The unique ID number may be referred to when 
communicating with Caltrans District Local Assistance Engineer (DLAE) or HQ A&E Oversight 
Engineer. 

WARNING: If you exit out without completing the entire submittal process, the data 
will be lost and will be considered as an unsuccessful submittal. 

• Click the Home button to go back to the Exhibit 10-C Home page. 
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How to Complete Exhibit 10-C Amendments 

• Click the Exhibit 10-C icon on the Exhibit 10-C Home page. See Figure 2: Exhibit 10-C Home 
Page 

• Click the Amendment box in the Project Information section. See Figure 3:  Project Information 
Section. 

• There are two buttons on the right 
 Home button – Navigate to the Exhibit 10-C Home page 

 Submit button – Submit Exhibit 10-C 

Project Information section 

• Fill in each Project Information field. See Figure 9: Modification Section. 
NOTE:  All Project Information fields are required.  If any Project Information field is left blank 
after clicking the Submit button, a window will appear, and the required fields are highlighted in 
red, see Figure 6: Project Information Submittal Error. YOU WILL NOT BE ABLE TO SUBMIT 
UNLESS ALL PROJECT INFORMATION FIELDS ARE FILLED. 

• Hover cursor over each Project Information field for additional information.  See Figure 4: Field 
Tooltip. Refer to Instructions for Exhibit 10-C A&E Consultant Contract Database for 
requirements on each field. 
Note: Not all fields have additional information. 

Contract Modification section 

• Checkmark each applicable field in the Contract Modification section by clicking the box or radio 
button. See Figure 9:  Modification Section. 
NOTE: Refer to Instructions for Exhibit 10-C A&E Consultant Contract Database for 
requirements on each field. 

WARNING: If you exit out without completing the entire submittal process, the data 
will be lost and will be considered as an unsuccessful submittal. 

Exhibit 10-C Database User Guide Page 7 March 26, 2020 



     

  

 

 

     

      
     

   
    

   

      

  
       

 
   

l ocal Assistance Procedures Ma nua l Exh ibit 10-C 

A&E Consultant C.o nt rac:t Checklist 

Exhibit 10-C A&E Consultant Contract Checklist 

Amend e nt ~ 
Age ncy Locode 

Contract Ad in istrator Name 

Ame ndment No . 

P on, 

Fe,de ra l/Stat e Proje ct No . Funding Source 

Contrac Soliciution No. Origin=1 I Contra ct Amo1,1nt 

Contra ct Type 

Contract Start Date 

Consu ltant Na me 

Type of A&E service (s) 
procure d 

Contract Modifications (~uired for Amendments only) 

Added \VOrk: 

Q Is with in the o riginal so licie ·on Q Is nat wit hin the origina l solicita ·on e N/A 

[El Pe rfo rmance pe riod cham 1e-d to 

[El 

[El 
[El 

Ulntra n Ama l.Int for Ame ndme nt Only 

Cost Analysis. l oca.1 Agency e nsures a.mended ,consultant costs are allo wable in accordance with the 
Federal cost p.rincipJes. 

filegotiations on Con & Fee. Oo~t is fa ir & re.ason.able to the loca l Age ncv 

UlnstJ lta nt 's or stJbconsulta nt's ICR has changed • 

• Provide Firm's Acceptance ID 

[El ConstJ lta nt 's o r StJbconsulta nt's ICR has not changed 

Click the Submit button 

Figure 9: Modification Section 

How to submit Exhibit 10-C Amendment 

• 

• If “Required Items” window pops up, click the “OK” button. Figure 6: Project Information 
Submittal error 
NOTE: The “Required Items” window will only pop-up when any Project Information field is left 
blank.  All Project Information fields are required.  After clicking the Submit button, a window 
will appear and the required fields are highlighted in red. YOU WILL NOT BE ABLE TO SUBMIT 
UNLESS ALL PROJECT INFORMATION FIELDS ARE FILLED 

• Click the Submit button again after all Project Information fields are completed. 

Once submittal is successful, a window will pop-up. See Figure 8: Successful Submittal 

• Click “OK” button to complete the submittal process 
NOTE: A unique ID number will be assigned to the submitted Exhibit 10-C. This number can be 
viewed in the Summary List page.  The unique ID number may be referred to when 
communicating with Caltrans District Local Assistance Engineer (DLAE) or HQ A&E Oversight 
Engineer. 

• Click the Home button to go back to the Exhibit 10-C Home page 
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EXHIBIT 10-C SUMMARY UST -==-t1 E:!:I EJ 
.-.rod Da.r- (.(]nm,n GJ 

Di1' fmll:l11lc,.t: Wo. No A,cm(ilN«llr •• 'ilJm'll::l!'d ~Sln:1111" f~!,[,-[~ ~Ol\l&ll'No. ...,,. (orlr-1 No (om.r«tft~ ConsultiJntFillat' •• 

[fil 

Prtnt □ 

Print Summary? 

Cancel 

/4 

How to view your submitted Exhibit 10-C 

• Click the Summary List icon on the Exhibit 10-C Home page, see Figure 2: Exhibit 10-C Home 
Page. 
NOTE:  All successfully submitted Exhibit 10-Cs are listed here in column “Exhibit 10-C No.” in 
submitted order. See Figure 10: Exhibit 10-C Summary List Layout. The Exhibit 10-C number is 
a unique identification number assigned to the successfully submitted Exhibit 10-C.  This unique 
ID number may be referred to when communicating with DLAE or HQ A&E Oversight Engineer. 

Figure 10: Exhibit 10-C Summary List Layout 

How to print and save Exhibit 10-C Summary List 

• Click the Print button . A new window will appear. See Figure 11: Print Window. 

Figure 11:  Print Window 

• Click Ok button to proceed.  Cancel to cancel print. If OK, new window will appear. See Figure 
12: View as PDF Window. 
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as PDF x 

Number Page5 From [ 1 

Record Range I Records being browsed 

Paper Size [ US Leiter 

3. 5 x 11 lnohes 

Orientation 

~ 
Scale Percentage [100 

Cancel 

Figure 12:  View as PDF Window 

NOTE:  Do not change the Record Range. Leave as “Records being browsed” 

• Click View button to view in pdf.  New pdf window tab will appear. 
NOTE: Print is defaulted to pdf for viewing and saving. 

• Point cursor near top of window to access save and print button. 
• Select save or print. 
• Close pdf window tab 
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bhib" 10-C 

A&E Ccns1111a111 Con a. Chee In 

Exhilbit mo..c A&E Con~111tant Contract Ohed<Jl ist 

~IT! o. - 90912-1525, 

l .~ Da E '}/ 019 nt □ i,trict -

ll!:•rro;- r..oooc■ -

on-:ni::i - i!IIIIOr 

How to print submitted Exhibit 10-C 

• Click the arrow from the Exhibit 10-C Summary List to go to that specific completed Exhibit 10-C. 
See Figure 13: Arrow to Completed Exhibit 10-C 

Figure 13:  Arrow to Completed Exhibit 10-C 

• Click the Print button. See Figure 14:  Completed Exhibit 10-C. 
• Follow print and save Exhibit 10-C Summary List instructions. 

Figure 14:  Completed Exhibit 10-C 
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