Process for Consultant-Completed Projects
Consultants can complete the required risk assessment by following the process described in the chart below:
1.       An Acrobat document is now posted on OPD's website to allow consultants to transmit their project risk criteria to ODOT so appropriate ODOT staff can enter consultant data into the tool and calculate insurance requirements. The file can be downloaded from this location: http://www.oregon.gov/ODOT/HWY/PDU/docs/pdf/RiskFormFinal.pdf 
2.       Use this procedure for identifying and calculating risk on CPM-managed or Local Agency Liaison-managed (outsourced) projects:   
.
 
	Step
	Who Initiates
	What Action
	Comments

	1.
	Consultant designer
	Complete PDF form:  “PDWP Risk Assessment Questions.” 
	Save copy of PDF document; in PDF file if possible, hard copy otherwise

	2.
	Consultant designer
	Send completed form (PDWP Risk Assessment Questions) to the project’s ODOT CPM or LAL
	Send by email, fax or hard copy.

	3.
	ODOT Consultant Project Manager (CPM) or Local Agency Liaison (LAL)
	Verify consultant data and enter into automated “PDWP Risk Assessment Questions” form.
	 

	4.
	ODOT CPM or LAL
	Select “calculate risk” on automated form.
	 

	5.
	ODOT CPM or LAL
	Print results of the assessment.
	 

	6.
	ODOT CPM or LAL
	Send assessment results to specifications writer.
	 

	7.
	Specifications writer
	Incorporate risk assessment results into special provisions.  Include copy of assessment results with PS&E package
	Submit to Office of Pre-Letting

	8.
	ODOT CPM or LAL
	Send “Project Risk Assessment Summary” to consultant or agency representative
	


