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Request for Statement of Qualifications for Architectural Services 
 

I.  Introduction 
 

The Sacramento City Unified School District (hereinafter “District”) is seeking Statements of Qualifications 
to select qualified architectural firms to meet the District’s need in the planning, design and construction of 
various school facility projects throughout the District, including, but not limited to, modernization, new 
construction, athletic improvements, centralized kitchen facilities, and sustainable green projects.  Per 
Education Code section 17070.50, this Request for Qualifications has been designed to pursue a competitive 
architect selection process consistent with Chapter 10 and 10.1, Division 5 of Title 1 of the Government 
Code to ensure that architectural services are procured pursuant to a fair, competitive selection process on the 
basis of demonstrated competence and on the professional qualifications necessary for the satisfactory 
performance of the services required.  
 
It is the intent of this RFQ process, and the documents required herewith, to assist the District in determining 
qualification prior to the submission of proposals for specific but, as yet, undefined, future projects.  However, 
neither the fact of pre-qualification, nor any pre-qualification rating, will preclude the District from 
determining whether a firm ha
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Sacramento City Unified School District 
Contracts Office 
5735 47th Avenue 

Sacramento, CA  95824 
 

The sealed envelope shall be marked on the outside lower left corner with the words “Architectural Services 
RFQ”.   Late proposals will not be accepted.  It is the firm’s sole responsibility to ensure that their response is 
received prior to the scheduled closing time for receipt of Statement of Qualifications.  No corrected or 
resubmitted responses will be accepted after the deadline.   
 
This Request for Statement of Qualifications does not commit the Sacramento City Unified School District to 
award a contract or pay any costs incurred in the preparation of a response to this request.  The District 
reserves the right to accept all or part of any responses or to cancel in part or in its entirety this Request for 
Statement of Qualifications.  The District further reserves the right to accept the response that it considers to 
be in the best interest of the District. 
 
All requirements must be addressed in your response.  All responses, whether selected or rejected, shall 
become the property of the District.  Firms are responsible for checking the website periodically for any 
updates or revisions to the RFQ. 
 
Requests for Information 
 
Questions related to this RFQ should be submitted in writing via electronic mail to architectrfq@scusd.edu, 
no later than Wednesday, July 17, 2013.  Specify “Architect RFQ” in the subject line.  Responses to all 
questions received will be posted on the Districts website. 

 
III.  Scope of Work 
 

The District requires a continuous building program integrated with the existing Sustainable Facilities Master 
Plan (available at www.scusd.edu/Offices/Capital Asset Mgmt Svs) that includes:  
 
Design Standards 
Educational Programming, e.g., Multiple Pathways 
School Construction Design Services 
 
To conserve energy and natural resources, and to improve the safety, comfort, and health of staff and students, 
selected architects are encouraged to include elements of sustainable design in the District’s projects. 
Considering sustainability early in the design process, in an integrated manner, will allow the architect to meet 
multiple objectives consistent with Board Policy 3511 (Attachment C).  
 
The architect will be expected to perform the scope of services described in the Master Architect Agreement 
accompanying this RFQ (Attachment B), which will be the form of agreement that the architect agrees to 
execute, as evidenced by the architect’s execution of the approval of the form of the architect agreement 
(Attachment D).  Any proposal submitted in response to this RFQ (including the proposed contract price) 
must be based on the scope of services, obligations, and other terms of this architect agreement. Once a 
contract for architectural services is awarded, the District reserves the right to revise the scope of work.   
 
 

mailto:architectrfq@scusd.edu
http://www.scusd.edu/Offices/Capital
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The contract between the District and the chosen architect shall include the following provision: 
 
The Architect shall defend, indemnify, and hold harmless the District, the Governing Board of 
the District, each member of the Board, and their officers, agents and 9i.D 0>> BDC BT

/F1 12 TfcDC yesd oagain(, )-

1 0 0 1 50.4 690.82 Tm
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4. Describe the special strengths that your firm can bring to the projects and how these set your firm apart 
from others, especially the linkage between sustainability and education. 

 
Experience and Innovation: 
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The fact that your firm may have merged with another or that you may now have hired a specific individual 
does not entitle you to represent the previous firm or individual’s work as your own.  You may submit any 
examples that you wish, but the proper credit to the architect of record must be given. 

G.  Legal.  Please respond to each of the following questions: 

1. Is there now any pending legal action alleging violation of the law in connection with any projects your 
firm is involved with?  If so, please describe such pending action. 

2. Have there been any settlements or judgments involving such actions within the last five (5) years?  Please 
describe each such settlement or judgment, including the nature of the action and the amount of recovery. 

 
H. Insurance.  Architects awarded a contract must provide Certificates of Insurance showing evidence of 
general and professional liability insurance coverage carried by your firm. 
 
I��$UFKLWHFW·V�'HFODUDWLRQ���Complete and sign the attached declaration (Attachment A) in compliance with 
State of California Public Contract Code, State of California Government Code sections 4525-4529.5; and 
California Education Code 17076.11. 
 
 

V.  Evaluation Criteria and Procedures 
 

A Selection Advisory Committee will evaluate and select those firms deemed to be the most highly qualified 
to perform the required services.  If you answer Sections A-F appropriately, these considerations will be 
included: 

 
Specialized, sustainable design and technical competence of the firm, including a joint venture or association, 
regarding the type of services required. 
 
Capacity and capability of the firm to perform the work, to include any specialized services, within the 
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Attachment B 
 
 

Architect Agreement 

 
(See Attached) 
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MASTER AGREEMENT FOR ARCHITECTURAL SERVICES 

 

 

 This Master A
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 1.7 District.  “District” shall mean the Sacramento City Unified School District, and its governing 

board members, employees, agents and authorized representatives. 

 

 1.8 Project.  “Project” shall mean the work of improvement described in Article 3 and the 

amendments to this Agreement set forth in the “Project Authorization” form attached as Exhibit A, and 

construction thereof, including the Architect's services thereon, as described in this Master Agreement. 

 

 1.9 Project Construction Cost.  “Project Construction Cost” shall mean the estimate of total 

construction costs to the District as initially submitted by the Architect pursuant to this Master Agreement 

and accepted by the District, and as subsequently revised in these manners:  (a) Revised by changes to the 

Project Construction Cost under Article 5 of this Master Agreement; (b) revised at the time the District 

enters a construction contract, to equal the construction contract amount, (c) increased by the dollar 

amounts of all approved additive contract change order items, with the exception of (i) items resulting 

from Wrongful Acts or Omissions on the part of the Architect, including but not limited to those items 

covered by Section 5.7.19.2, below, (ii) payments to Architect or consultants for costs of inspections, 

surveys, tests and sites and landscaping not included in the Project, and (iii) items where Architect and 

District agreed to compensate the Architect for its services on an hourly basis, pursuant to Section 

5.7.19.1, below; and (d) decreased by the dollar amounts of all approved deductive contract change order 
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ARTICLE 3 

 

DESCRIPTION OF PROJECT 
 

 The Project concerning which such architectural services shall be provided is described in the Project 

Authorization attached hereto as Exhibit A. 

 

ARTICLE 4 

 

COMPENSATION 
 

 4.1 Basic Services 

 

4.1.1 For all “Basic Services” satisfactorily performed as defined in Articles 1 and 5 of this Master 

Agreement, the total compensation paid to the Architect for the Project is set forth in the Project 

Authorization form attached hereto as Exhibit A. This compensation shall be paid pursuant to the 

following schedule: 

 

  Initial Payment              0%   

  Upon Completion of: 

    Schematic Design           10% 

       Design Development Phase  (50%)   10% 

     Design Development Phase  (100%)  10% 

     Contract Documents Phase (50%)    10% 

     Contract Documents Phase (100%)   10% 

       DSA Back Check       10% 

       Bidding Phase         10% 

     Construction Phase       25% 

     Close Out Phase                        5% 

   

    TOTAL BASIC COMPENSATION  100% 

 

 

 4.2 Additional Services 

 

  4.2.1 For all “Additional Services,” as defined in Articles 1 and 6 of this Master Agreement, 

compensation shall be a fee to be agreed upon by the parties in writing prior to performance of such 

services by Architect.  Unless expressly stated in the written authorization to proceed with the additional 

services, the fee for such additional services shall be an amount computed by multiplying the hours to be 

worked by Architect's staff or Architect's consultants by their standard billing rates as shown in 

Attachment Two of the Project Authorization (Exhibit A) or as otherwise specifically approved in writing 

in advance by District.   

 

  4.2.2 Architect shall keep complete records showing all hours worked and all costs and charges 

applicable to work not covered by the basic fee.  Architect will be responsible for Architect's consultants 

keeping similar records.  District shall be given reasonable access to those records for audit purposes. 
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 4.3 Reimbursable Expenses 

 

  Reimbursable Expenses are in addition to the Compensation for Basic and Additional Services and 

include actual expenditures made by the Architect and the Architect's employees and consultants in the 

interest of the Project for the expenses listed below: 

 

  4.3.1 If authorized in advance, expense of transportation in connection with the Project; living 

expenses in connection with out-of-town travel; and long distance communications. 

 

  4.3.2 Expense of reproductions; fax, postage and messenger for transmission of drawings, 

specifications and other documents (excluding reproductions for the office use of the Architect and the 

Architect's consultants). 

 

  4.3.3 Expense of data processing and photographic production techniques when used in 

connection with Additional Services. 

 

  4.3.4 If authorized in advance by the District, expense of overtime work requiring higher than 

regular rates. 

 

  4.3.5 Expense of renderings, models and mock-ups requested by the District; expense of 

publishing pursuant to section 5.6.5. 

 

 Reimbursable Expenses do not include indirect costs, such as general overhead (for example, home 

office overhead [including technology hardware and software] or insurance premiums), for which 

Architect must pay out of its compensation for services under Section 4.1, above; nor do they include 

expenses incurred in connection with Basic or Additional Services that result from Wrongful Acts or 

Omissions.  Architect may not charge a mark-up on Reimbursable Expenses.  Payment for all 

Reimbursable Expenses incurred in connection with either Basic or Additional Services shall be made on 

a monthly basis.  Invoices, receipts or other documentation to establish the validity of all reimbursable 

expenses shall be a prerequisite to District payment of such expenses.   

 

 4.4 Each payment to Architect for Basic and Additional Services satisfactorily performed, and 

Reimbursable Expenses reasonably incurred, shall be made in the usual course of District business after 

presentation by Architect of a properly documented and submitted monthly invoice approved by District's 

authorized representative designating the services performed, or Reimbursable Expenses incurred, the 

method of computation of the amount payable, and the amount payable.  District shall pay approved 

invoices within sixty (60) days after proper submission by Architect, and Architect otherwise waives all 

rights and remedies under law related to receipt of payment.  To be properly submitted, an invoice shall 

be timely, be accompanied by all necessary documentation, list all activities performed and specify to 

which phase of the Architect’s work listed in Section 4.1.1 it relates, and for each activity performed list 

the person performing it and the person’s rate of compensation.  Architect’s invoice shall be submitted 

within ten (10) days of the end of the monthly billing period.  If District disputes a portion of a properly 

submitted invoice, it shall notify Architect of the dispute and, upon Architect’s written request, arrange 

for a meeting to confer about, and potentially resolve the dispute.  Prior to this meeting, Architect shall 

provide all documentation requested to support disputed portions of properly submitted invoice.  

Regardless of any such dispute about an invoice or payment, Architect shall continue to provide all 

services required by this Master Agreement and law until the end of the Project, even if District and 

Architect cannot resolve all such disputes.   
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 4.5 
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  5.4.6 Architect shall provide at no expense to the District one complete set of preliminary plans 

for the review and written approval of the District and one set for each public agency having approval 

authority over such plans for their review and approval at no expense to the District. 

 

 5.5 Contract Documents Phase 

 

  5.5.1 Following the District’s written approval of the design development documents, including 

the Project Construction Cost and construction schedule, the Architect shall prepare Contract Documents 

consisting of 100% complete working drawings and specifications setting forth the work to be done in 

detail sufficient for construction, including but not limited to the materials, workmanship, finishes and 

equipment required for the architectural, structural, mechanical, electrical system and utility-service-

connected equipment and site work.  Architect shall ensure that the drawings and specifications are, 

among other things, complete, accurate, and coordinated so as to eliminate errors, omissions and conflicts, 

especially between the work of a subconsultant and other subconsultants or the Architect; and Architect 

may not shift its responsibility for completeness, accuracy and coordination to the Contractor, except on a 

clearly designated design-build project.  Architect shall also update the construction schedule and the 

Project Construction Cost for District approval.   The Contract Documents shall conform to, comply with, 

and satisfy all applicable Federal, State and local laws, including but not limited to statutes, decisions, 

regulations, building or other codes, ordinances, charters, and the Americans with Disabilities Act 

(“ADA”).  As part of the Contract Documents, Architect shall prepare an accurate set of drawings 

indicating dimensions and locations of existing buried utility lines, which shall be included in the bid 

packages.  If the project is intended to be split into multiple prime contracts, then the Contract Documents 

shall be structured in order to maximize the ability to create multiple prime bid packages for the Project, 

and shall identify the bid packages to be created.   

 

  5.5.2 Architect shall consult with and involve the District in development of the bid documents 

and bid package, and shall forward them to the District for written approval prior to their use.  If the 

District is using a multiple prime delivery method for the Project with multiple bid packages, then 

Architect shall consult with and involve the District in identification and development of the bid 

documents and bid packages, and shall forward them to the District for written approval prior to their use. 

 

  5.5.3 Prior to submission of the Contract Documents to DSA for plan check, the Architect shall 

submit the Contract Documents to the District for an opportunity to review them for various issues, 

including but not limited to constructability, scheduling, general completeness, clarity, consistency, 

coordination, cost-
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remain responsible for supervising such Contractor to ensure performance of this task.  Architect shall 

provide a copy of all such notifications to the District. 

 

  5.7.7 The Architect shall, at all times, have access to the Project wherever it is in preparation and 

progress.  To the extent reasonably possible given Contractor’s work in progress, the District shall 

provide such access so that the Architect may perform its functions under the Master Agreement and 

Contract Documents. 

 

  5.7.8 In the discharge of its duties of observation and interpretation, the Architect shall require 

Contractors to comply with the Contract Documents, and shall guard the District against defects and 

deficiencies in the work of the Contractor.  The Architect shall advise and consult with the District and 

inspectors concerning the Contractor’s compliance with the Contract Documents and shall assist the 
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Architect expects to be able to issue a response, and what action, if any, should be taken by District or 

Contractor in the meantime to mitigate delays and/or costs.  The Architect will have the authority to reject 

work and materials which do not conform to 
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in (a) determining the amount owing to the Contractor, and (b) issuing Project Certificates for Payment 

incorporating such amount, all in accordance with the Contract Documents.  The Architect’s estimation of 

the amount of work completed by Contractor shall constitute representations by the Architect to the 

District that the quality of the completed work is in accordance with the Contract Documents based upon 

Architect’s observations of the completed work and that the Contractor is entitled to payment for the 

completed work. 

 

  5.7.17 Notwithstanding anyth
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contractor charges the District in the change order.  The amount of added value of any change order work 
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 7.8 Provide asbestos review and abatement, identifying materials which may qualify for same; 

 

 7.9 Furnish available as-built drawings for buildings and utilities systems related to the Project, which 

the District shall own and, upon termination of this Master Agreement or completion of the Project, shall 

have returned to it by the Architect.  The District will also provide information regarding programmatic 

needs and specific equipment selection data; 

 

 7.10     Furnish structural, mechanical, chemical and other laboratory tests, inspections and reports as 

required by law or the Contract Documents, which the District shall own and, upon termination of this 

Master Agreement or completion of the Project, shall have returned to it by the Architect; and 

 

 7.11  Furnish prompt notice of any fault or defects in the Project or nonconformance with the 

Contract Documents of which the DisҰӀ0က倀瑨名਱㠊䉔ഊ〠ㄠ䨍੅㐴〴䈰㐹⸴䈴㐾ⴵ㐼〰ㄠ㌱㠾㜯㝡⁂名਱‰‰‱‵〮㐠㔰⸴‵㔷慴⸹㠠吀
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claims arising out of operations performed by or on behalf of the insured.  If the additional insureds have 

other insurance which is applicable to the loss, such other insurance shall be on an excess or contingent 

basis.  The amount of the insurer's liability shall not be reduced by the existence of such other insurance.  

Architect shall not commence work under this Master Agreement until all required insurance certificates, 

declarations pages and additional insured endorsements have been obtained and delivered in duplicate to 

the District for approval subject to the following requirements.  Thereafter Architect shall produce a 

certified copy of any insurance policy required under this section upon written request of the District. 

 

 8.4 At the time of making application for any extension of time, Architect shall submit evidence that 

insurance policies will be in effect during the requested additional period of time. 

 

 8.5 If the Architect fails to maintain such insurance, the District may, but shall not be required to, take 

out such insurance to cover any damages of the above-mentioned classes for which the District might be 

held liable on account of the Architect's failure to pay such damages, and deduct and retain the amount of 

the premiums from any sums due the Architect under this Master Agreement. 

 

 8.6 Nothing contained in this Master Agreement shall be construed as limiting, in any way, the extent 

to which the Architect may be held responsible for the payment of damages resulting from the Architect's 

operations. 

 

 8.7 Each of Architect's consultants shall comply with this Article, and Architect shall include such 

provisions in its contracts with them. 

 

ARTICLE 9 

 

WORKER'S COMPENSATION INSURANCE 

 

 Prior to the commencement of services under this Master Agreement, the Architect shall furnish to the 

District satisfactory proof that the Architect and all engineers, experts, consultants and subcontractors the 

Architect intends to employ have taken out, for the period covered by this Master Agreement, workers' 

compensation insurance with an insurance carrier satisfactory to the District for all persons whom they 

may employ in carrying out the work contemplated under this Master Agreement in accordance with the 

Workers' Compensation Laws of the State of California. 
 

 If the Architect employs any engineer, expert, consultant or subcontractor which it did not intend to 

employ prior to commencement of services, it must furnish such proof of workers' compensation 

insurance to the District immediately upon employment.  Such insurance shall be maintained in full force 
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ARTICLE 10 

 

PROFESSIONAL LIABILITY INSURANCE 
 

 10.1 Prior to the commencement of services under this Master Agreement, the Architect shall 

furnish to the District satisfactory proof that the Architect has purchased professional liability coverage, 

on a claims made basis, extending protection to Architect in an amount no less than Two Million Dollars 
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ARTICLE 16 

 

LICENSING OF INTELLECTUAL PROPERTY 
 

 This Master Agreement creates a non-exclusive and perpetual license for the District to copy, use, 

modify, reuse or sublicense any and all copyrights, designs and other intellectual property embodied in 

plans, specifications, studies, drawings, estimates and other documents, or any other works of authorship 

fixed in any tangible medium of expression, including but not limited to physical drawings, data 

magnetically or otherwise recorded on computer disks, or other writings prepared or caused to be 

prepared by the Architect pursuant to this Master Agreement, not only as they relate or may relate to this 

Project (including but not limited to any repair, maintenance, renovation, modernization or other 

alterations or revisions to this Project) but as they relate or may relate to other projects, provided that any 

invalidity of such license in relation to such other projects shall not affect the validity of such license in 

relation to this Project (including but not limited to any repair, maintenance, renovation, modernization or 

other alterations or revisions to this Project) under Education Code  Section 17316.  The Architect shall 

require any and all subcontractors and consultants to agree in writing that the District is granted a similar 

non-exclusive and perpetual license for the work of such subcontractors or consultants performed 

pursuant to this Master Agreement. 

 

 The compensation for this Project includes compensation not only for any use in connection with this 

Project and use or re-use for repair, maintenance, renovation, modernization or other alterations or 

revisions to this Project, but also for any re-use by the District in relation to other projects.  The only other 

term or condition of such re-use shall be that if the District re-uses the plans prepared by the Architect and 

retains another certified architect or structural engineer for the preparation of those plans for the re-use, 

the District shall indemnify and hold harmless the Architect and its consultants, agents, and employees 

from and against any claims, damages, losses, and expenses, including attorney’s fees, arising out of or 

resulting from, in whole or in part, the re-use to the extent required by Education Code section 17316, 

subdivision (c). 

 

 Architect represents and warrants that Architect has the legal right to license any and all copyrights, 

designs and other intellectual property embodied in plans, specifications, studies, drawings, estimates or 
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ARTICLE 18 

 

INDEMNITY 
 

 18.1 Architect Indemnification 

 

 The Architect shall defend, indemnify, and hold harmless the District, the governing Board of 

the District, each member of the Board, and their officers, agents and employees against claims to 

the extent caused by the negligence, recklessness or willful misconduct of the Architect, the 

Architect's officers, employees, or consultants in performing or failing to perform any work, 

services, or functions provided for, referred to, or in any way connected with any work, services, or 

functions to be performed under this Master Agreement.  For purposes of this Article 18.1 only, 

“claims” means any and all claims, demands, actions and suits brought by third parties for any and 

all losses, liabilities, costs, expenses, damages and obligations, and the defense obligation shall 

include but not be limited to payment of the District’s attorneys’ fees, experts’ fees, and litigation 

costs incurred in defense of a claim. 

  

 18.2 District Indemnification for Use of Third Party Materials 

 

 The District shall defend, indemnify, and hold harmless the Architect and its employees against any 

and all copyright infringement claims by any design professional formerly retained by the District arising 

out of Architect's completion, use or re-use of that former design professional's designs or contract 

documents in performing this Master Agreement.  Architect shall be entitled to such indemnification only 

if each of the following conditions are met:  (a) Architect actually re-draws or completes such other 

designs or contract documents; (b) Architect complies with the provisions of Article 5.8 regarding use of 

materials prepared by other design professionals; (c) District has supplied Architect with the previously 

prepared documents or materials; and (d) District expressly requests that the Architect utilize the designs 

or contract documents in question.  By providing this or any other indemnification in this Master 

Agreement, District does not waive any immunities. 

 

ARTICLE 19 

 

TIME SCHEDULE 
 

 19.1 Time for Completion 

 

 Time is of the essence of this Master Agreement.  The Architect shall timely complete its Basic and 

Additional Services as expeditiously as possible and according to the schedule attached as Exhibit “B” to 

this Master Agreement. 

  

 19.2 Delays 

 

 The District recognizes that circumstances may occur beyond the control of either the District or the 

Architect and extensions for such delays may be made to the schedule if approved by the District.  Any 

time during which the Architect is delayed in the Architect's work by acts of District or its employees or 

those in a direct contractual relationship with District or by acts of nature or other occurrences which were 

not or could not have been reasonably foreseen and provided for, and which are not due to any Wrongful 

Acts or Omissions, shall be added to the time for completion of any obligations of the Architect.  District 

shall not be liable for damages to the Architect on account of any such delay. 
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 20.10 Prior to executing this agreement, the Architect shall submit a certification if required by 

Public Contract Code section 3006(b) for roofing projects.  

 

  IN WITNESS WHEREOF, the parties have caused this instrument to be executed this   ______ 

day of  _________________   , ______ . 

 

 

 

 

DISTRICT



 

 

EXHIBIT A 

 

Project Authorization No. _________ 

Fiscal Year ________ 

 

Pursuant to the Master Architect Agreement dated _____________________ and approved  by the 

Sacramento City Unified School District Board of Education on _______________________, 

Architect hereby submits a scope of work upon the terms described below and in the Master Architect 

Agreement. 

 

Dated: __________________                                   __________________________________ 

                   Architect 

 

TERMS 

 

A. Project Description 

 

“Project” shall mean the work of improvement and the construction thereof, including the Architect's 

services as follows: 

 

[INSERT PROJECT DESCRIPTION] 

 
 

 

B. Compensation  

 

☐ For the Basic Services provided pursuant to the Master Agreement and this Project 

Authorization, Architect shall be compensated in the manner identified below (by initial of the 

parties): 

 

 ____________Hourly Rate/Not to Exceed  Architect ___________ 
      

              SCUSD ____________ 

 

Architect shall be compensated according to its hourly rate schedule set forth in Attachment 

Two 
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☐ ________Percentage of Construction Cost  Architect ___________ 
      

              SCUSD ____________ 

 

Architect shall be compensated no more than __________________________[percent of 

construction cost] percent (___%) [can include sliding scale percentages] of the final adjusted 

Project Construction Cost for the Project.  Upon any adjustment (increase or decrease) to the 

Project Construction Cost as contemplated by Article 1.9 of the Master Agreement, including 

but not limited to any adjustment made at such time as bids are received, the Architect’s total 

compensation for Basic Services for the Project shall also be increased or decreased, including 

retroactively for Basic Services already performed and payments already made.  Such 

adjustments may be effected by the District by either (a) adjusting any future payment due 
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Attachment One to Project Authorization 

 

PROJECT SCHEDULE 
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Attachment Two to Project Authorization 

 



 

 

Attachment C 
 
Sacramento City USD 

Board Policy 

Grimes/Kennedy Green and Grid Neutral Model Schools Policy Initiative 
 

BP 3511  
Business and Non-instructional Operations 
 




