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State of Oklahoma 
Department of Central Services
Construction and Properties 

PROJECT REQUISITION CHECKLIST 

   
 

PROJECT INFORMATION 
Date: 
      

Agency Requisition Number: 
      

Agency Project Code: 
      

Contract Number: DCS Number: 

Project Location: 
      
 

Estimated Contract Cost: 
       

CAP Fee: [See 5 below] 
      

Project Description: (See 2 below) 
      
 
Prebid Conference required?   Yes   No Mandatory?   Yes   No 
AGENCY INFORMATION  
CHARGE AND INVOICE TO: (Agency name and address) 
Agency Name:        
Attn (Name):        
Address:        
City, ST  Zip:        

AGENCY CONTACT/PROJECT MANAGER: (See 1 below) 
Name:        
Phone Number:        
Fax Number:        
Email:        

FUNDING INFORMATION 
THE FOLLOWING HAS BEEN SPECIFIED ON PEOPLESOFT REQUISITION: 

 Location (Agency Number) 
 Amount 
 GL Unit 

 Account 
 Fund Type 
 Class Funding 

 Department  
 Budget Checked And Approved 

VENDOR INFORMATION [See 3 below] CONSULTANT INFORMATION [See 4 below] 
Company Name:        
Contact Name:        
Address:        
City, ST, Zip:        
Phone:        
Fax:        
Email:        

Company Name:        
Contact Name:        
Address:        
City, ST, Zip:        
Phone:        
Fax:        
Email:        

ATTACHMENT CHECKLIST 
ESTIMATED PROJECT COST LESS THAN OR EQUAL TO $50,000.00: 

 
 
 
 

Copy of approved requisition 
3 quotes on vendor letterhead 
Specifications and plans describing planned work 
Non-Collusion Affidavit 

 
Cover letter stating to which contractor/vendor to award 
contract and amount 
Insurance certificate from suggested vendor 
Purchase order for DCS/CAP fee (See 5 below) 

ESTIMATED PROJECT COST GREATER THAN $50,000.00: 

 
 

Copy of approved requisition 
Bid form 
Specifications and plans describing planned work 

  
Email electronic specifications and bid form to CAP at 
pamela_patrum@dcs.state.ok.us   
Purchase order for DCS/CAP fee (See 5 below) 

 
SPECIAL INSTRUCTIONS: 
[1] Enter the Contact information of the individual in the agency that may be contacted by this Division or bidders concerning the 
project, drawings, or specifications. 
[2] Place the descriptive title of the project in this entry.  All specifications must be submitted on separate pages attached to this 
requisition. 
[3] Enter Vendor information if Requisition is for award of small project bid directly by Agency. 
[4] Enter Consultant information if Requisition is for a project where plans and specifications are required by law to be prepared by a 
licensed Architect (59 O.S. §46.1 et seq.) or a licensed Engineer (59 O.S. §475.1).  Contact the Construction and Properties Division 
for specific requirements. 
[5] A Purchase Order for DCS/CAP fee per attached Fee Schedule must be attached. 
 
Please call Construction and Properties at (405) 521-2112 with any questions prior to submitting your Requisition.
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.
State of Oklahoma 
Department of Central Services
Construction and Properties 

FEE SCHEDULE 
FY 2007 

Effective July 1, 2006 

   
 
 

PROJECT TYPE 
 

FEE 
 

COMMENT 
 

STATUTORY CONTRACT ADMINISTRATION   
Small Projects - Fixed Fee Schedule *   
Requisition for Contract Award < 50,000 w/ Agency Quotes 25.00  
Requisition for Contract Award < 50,000 CAP Advertises ** 250.00  
Requisition for Contract Bid & Award 50,001 to 100,000 ** 150.00  
Requisition for Contract Bid & Award 100,001 to 250,000 ** 200.00  
Requisition for Contract Bid & Award 250,001 to 500,000 ** 350.00  
Requisition for Contract Bid & Award 500,001 to 1,000,000 ** 500.00  
   
Large Projects - Fee = 0.075% of Construction Cost *   
Applies to Projects greater than $1,000,000 **   
   
Example: $1,125,000 X 0.00075 = 843.75  
Example: $5,625,000 X 0.00075 = 4,218.75  
   
Value-Added Programs and Services   
Total Project Management  .5 to 1.00%  of Construction Cost, negotiated 
Statewide Roofing Program 5.00%  of Roofing Cost 
On-Call Consultant 10.00%  of Design Fee 
IDIQ Testing Program 10.00%  of Testing Charges 
IDIQ Land Survey Program 10.00%  of Survey Fee 
IDIQ Construction Inspection Program 10.00%  of Consultant Fee 
IDIQ Pre-Design Services 10.00%  of Consultant Fee 
IDIQ Emergency Consultant Services 10.00%  of Consultant Fee 
Project Feasibility/Program Consultation 75.00  per hour 
   
Miscellaneous Costs and Fees   
Bid Document Reproduction Cost + 10.00%  
Newspaper Bid Advertising *** Direct Cost  
   
   
 

* Fee includes subsequent Change Orders and Contract Modifications 
** Plus Printing and Advertising 

*** Direct Cost - Invoice Paid by Agency 
 




