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	Action Detail / Key Points

	Starting Process

	
	1
	Agency Point of Contact (POC)  - Project Information Sheet should be completed in its entirety and emailed to the construction review email to CMS Tim.Markle@azdoa.gov 

	Complete Project Info Sheet on the link below: https://gsd.az.gov/content/construction-process-review-form 

*Email Subject Line should say “PROCORE Project Setup”

	
	2
	ADOA (CMS) Reviews project checklist for accuracy and completeness  
	

	
	3
	ADOA (CMS) – Will create new Statutory Review # and create new project in Procore 	
	This information will be taken the Project Info Sheet provided by the agency POC.

	
	4
	Procore – Agency POC will receive notification that project has been setup in Procore 
	ADOA CMS to:
· Assign Roles & Permission Levels
· Invite Project Team Members to the Procore Project
· Encourage new Procore users to view training through Procore YouTube Channel or within the Procore software
https://www.youtube.com/channel/UCQRqqY75jNRP_NUI2XNqlLQ


	
	5
	Agency POC –  Send Final Proposal, AIA Contract Preparation Request and signed Contract Review Checklist to CMS via Procore email
	Package includes: Final Proposal, AIA documents, and any item on the statutory review checklist contained on the AIA transmittal

	
	6
	ADOA CMS – Review contract package for accuracy and completeness 
	

	
	7
	ADOA CMS - Prepare AIA Contract and send to Agency POC for processing via Procore email
	

	
	8
	Agency POC - Send executed original contract package and the Finalized Contract Review Checklist to CMS via Procore email
	Package includes: Final Proposal, AIA documents, and any item on the statutory review checklist contained on the AIA transmittal

	
	
	
	


Standard Work Sheet
