
TS ROLES AND RESPONSIBILITIES

Requesting Agency

Submit TS Request form

Work with PO if request needs revision

Provide consultant with background or other pertinent information 

Submit Agency Evaluation form to JSI

Project Officer

Review TS Request form

Work with Requesting Agency if changes are required

Submit request to RPC

Notify Requesting Agency of approval or disapproval

Upon completion of TS, determine if additional TS is needed

File Consultant Report and Agency Evaluation forms in Grantee’s file

RPC

Review TS Request form - approve or disapprove TS request

If approved, submit TS Request form to JSI 

Notify PO of request approval or disapproval

Review Consultant Report Form and Agency Evaluation Form

Provide PO with copies of both reports 

File Consultant Report and Agency Evaluation forms in Grantee’s file

Review JSI progress reports as submitted
Consultant

Work with JSI to establish contract

Work directly with requesting agency for background information 

Provide requesting agency with TS and any required deliverables

Submit Consultant Report form to JSI
Submit required Travel Reimbursement and Consultant Fee Payment Forms
JSI

Identify potential consultant if necessary

Verify consultant credentials/references
Establish contract with consultant
Facilitate communication between consultant and Requesting Agency

Provide consultant with Travel Reimbursement, Consultant Payment and Consultant Report forms
Provide requesting agency with Agency Evaluation form 
Maintain official TS request file for each approved request

Provide RPC with completed Agency Evaluation and Consultant Report forms 
Provide payment/reimbursement to consultant per contract terms
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