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Assign Consultants and Submit List of Consultant  
1. Login to BuildSpace 

 
2. Click “Consultant Management” and click “Development Plan Masterlist” 

 
3. Click at the Development title 

4. Click at the RFP Category 

5. Click “List of Consultant”  

 
6. Set Calling and Closing RFP date  

7. Amend Proposed Fee (Budget Fee. Will not appear to any external users) 

8. Click “Attachment(s)” to upload any attachment  

9. Input Remarks (Optional) 
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10. Click “Add Consultant” to add additional consultants 

11. Click “View” under “Duplicate Director(s)” to view (View button will only appear if 

there are duplicated director) 

12. Click “View” under “Vendor Profile” to view.  

13. Click under “Remove” to remove Consultant 

14. Select Verifiers (Click “+” to add multiple verifiers. Approval is sequential) 

15. Click “Save” and “Submit”  
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