COST RISK ASSESSMENT/ESTIMATE VALIDATION PROCESS 

(CRA/CEVP®) WORKSHOP REQUEST FORM

NOTICE: BEFORE SUBMITTING THIS REQUEST FORM PLEASE BE SURE THAT

PROGRAM MANAGEMENT HAS APPROVED FUNDING SOURCE

AND CONFIRMED THAT THE PROJECT TITLE, PIN, WIN & MP are ALL CORRECT
Completion and submittal of this form is an official request to begin coordinating the logistics of a CRA/CEVP® workshop.  Typical Work Elements include: consultant coordination, meeting location, logistics and associated accounting procedures.

Project Information
 CRA_____    CEVP_____  Update? (yes/no) _____Date____________
	Project Title

 (Book title if available)
	

	Region
	UCO


	SR(s)
	
	Mileposts
	
	
	County (s)
	


        NOTE:  Provide Region, SR, MP and Project Title on subject line of all e-mails and communication for this workshop.

       
      Attach the Project Web Page address and Project Definition Form
Project Manager Information

	Project Manager/Engineer
	

	Mailing Address
	

	Phone
	Mailstop
	Org.

	
	
	


Task Information

	*Work Order No.
	Group
	Work Op.
	Org. Code
	PIN
	WIN

	
	
	
	
	
	

	Office Use Only
	
	
	
	
	

	Start Date
	End Date
	Federal Aid (Y/N)
	Federal Aid No.
	Federal Aid %

	
	
	
	
	


      *Be sure to set up Work Order Authorization (WOA) with your program management office.

     * Make sure the Proper Group number is set up in TRAIN’s
CRA Information 
(Note: Please fill out as much as possible based on anticipated dates)
	Prep Session Date(s)
	

	Prep Session Location 
	

	Workshop Date(s)
	

	Workshop Location (1)(2)
	


1 A conference room large enough to accommodate the project team and 6-8 CRA/CEVP team members.

2 Refreshments (snacks and drinks) to be provided by the project team.

CEVP®/CRA Project Questionnaire
	Questions
	Answers (notes, comments, other pertinent info)

	Project name?

(Book title if available)
	

	Scope of project?

(Are there alternatives?)
	

	Funding source(s)?

(TPA, Nickel, Pre-Existing Funds (PEF), Current Law,  RTID, other, unfunded)


	

	Percent design completed?


	

	Current project cost estimate?
	PE $
	ROW $
	CN $

	
	
	
	

	Anticipated Ad date?

(Other known important delivery dates?)


	

	Specialty group/support offices involved?

(Bridge, Geotech, Traffic, etc.)


	

	
	

	
	

	
	

	
	

	Team's opinion of major areas of concern/risk?


	

	Prior SCoRE, CRA, CEVP® or VE performed?

(When did they take place?)


	



CRA/CEVP® WORKSHOP CHECKLIST

The Project Team, working with the Region CRA Coordinator, should use the following checklist to prepare for the workshop.

	
	
	ACTION ITEM

	1. 
	· 
	Read the WSDOT Policy for Cost Risk Assessment found at the following website:

http://www.wsdot.wa.gov/Projects/ProjectMgmt/RiskAssessment/


	2. 
	· 
	To initiate a CRA or CEVP® workshop complete the CRA/CEVP® workshop request form.  Form is available at: http://www.wsdot.wa.gov/Projects/ProjectMgmt/RiskAssessment/ under Workshop Packets.  The completed form should be submitted to the MUSTAFA MOHAMEDALI at the HQ CREM Office, cc Mark Gabel.


	3. 
	· 
	SETUP WORK ORDER AUTHORIZATION (WOA) with your program manager.


	4. 
	· 
	Work with HQ CREM Office Workshop Leader (Mustafa Mohamedali) to determine dates for Prep Session and Workshop and availability of potential Subject Matter Experts (SMEs), Risk Elicitors and Cost Lead.



	5. 
	· 
	Project team insures they are prepared to present project information at the prep session.  Typically the project team should bring project exhibits and be prepared to talk about the project as they would at any public presentation.  The project team should be prepared to help develop a project flowchart and identify key areas of concern so that subject matter experts can be identified for the workshop.



	6. 
	· 
	Determine an appropriate location for the prep session and workshop.  Be sure the rooms provide the following:

· Adequate table space for all members and their materials;

· Adequate room for guests who may attend portions of the workshop;

· Adequate space to display project maps and presentation materials;

· A wall or screen suitable for computer projection.

· If space is available for breakout of small groups that can be helpful.



	7. 
	· 
	Make arrangements for the necessary equipment including:

· Computer projector;

· Live network jacks are desirable;

· Ability to print materials is helpful;


	8. 
	· 
	For the Prep session and Workshop make sure all computer equipment, overhead projectors, easels, maps, drawings, etc., are set up and ready.

	9. 
	· 
	Coffee, snacks, drinks and information for people on where to eat lunch.


NOTE: the CREM OFFICE WORKSHOP LEADER  (Mustafa Mohamedali), will do the following:.

	10. 
	· 
	Once Prep Session and Workshop dates and location are established, confirm by e-mail the meeting agendas, location and agendas to participants.

	11. 
	· 
	Sign-in sheet for prep session and a sign-in sheet for the workshop.

	12. 
	· 
	Preferably have easily legible name labels for all participants.
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