The A/E Reference File is a resource available to public agencies that have entered into agreement with The Washington State Department of Enterprise Services.  Access to this resource is now managed with a login feature called Secure Access Washington (SAW).  This page contains instructions for creating your SAW account, which is the first step in accessing the A/E Reference File.

Instructions for accessing the AE selection system:
1.  Create your account on the Secure Access Washington (SAW) web portal by clicking on the following link:  https://secureaccess.wa.gov/.  

· Select the create one link below the login button.  (first time users)
· You will receive an automated email with a link to the SAW login page. 
2. Select the email link, login to your SAW account, and click on add a new service tab.  Then select Enterprise Services from the list and apply to the AE Selection System.  

3. Your access permissions will be reviewed and granted within 2 business days.  

4. After your SAW access is approved, you will receive a second automated email notification.  Login to SAW and select my secure services tab to access to the AE selection system.  
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What is the A/E Reference File?
It is a central file of consultants' Architect-Engineer Qualifications (Form 330) and web address.  DES and some other Washington state government organizations use the file to select consultants based on qualifications instead of a bidding process for public works projects with an estimated fee under $150,000. The Capital Projects Office at the University of Washington uses the file for projects with an estimated fee under $375,000.   A web address is not required, but may be used for further information in the selection process if provided.  
How do I join the A/E Reference File?
First, complete parts 1 and 2 of Architect-Engineer Qualifications (Form 330), if you do not already have a form on file.  Each branch must have a completed Part 2 relevant to that branch.  You will need to upload the completed form for the application process.  Then, go to the online A/E Reference File application and follow the directions to apply.  
Who can become part of the A/E Reference File?
The file is open to consultants who successfully complete the submittal process.  Inclusion in the A/E Reference File is not a guarantee of work.  It only provides the firm with an opportunity to be selected.
When do you accept submittals?
We advertise for submittals annually.  However, new and updated submittals are accepted year around. It is the consultant's responsibility to keep their files updated. 
Do you use the File for other types of firms?
Yes.  The file is also used for building industry consultant services.  See Trade Categories and Specialties for a complete list.  
Do you use the A/E Reference File for "on call" or larger public works projects? 
Separate newspaper advertisements are published to notify consultants of any on-call submittal dates.  For larger public works projects with a basic consultant fee of $150,000 or more, where DES is the Owner, a separate newspaper advertisement and submittal is required.   See Current Projects Advertised for Consultants for a complete list of DES projects.  
How will the University of Washington utilize the A/E reference file?
The University of Washington’s Capital Projects office will utilize the A/E reference file for larger projects of up to $4 million in value.  For more information, visit the University of Washington’s resource page for consultants and contractors at the following link: http://f2.washington.edu/cpo/business
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Consultant selection is based on anticipated project fees:
· Less than $150,000 : Consultants are selected from firms in the A/E Reference File
·  $150,000 and above: Projects are advertised on Current Projects Advertised for Consultants and in various periodicals such as the Seattle Daily Journal of Commerce.  Consultants who submit qualifications in response to the advertisement will be considered for selection. 
 All qualified consultants are reviewed and rated impartially. 
· Phase I: Panelists consider the consultant's written submittals and brochures, previous experience on state projects, and any listed or unlisted references. 
· Phase II: Firms short-listed will be interviewed by the selection panel and scored against criteria developed specifically for the project. 
Learn more about the panel selection process and gain firsthand experience by volunteering.  See Become a Selection Panel Member for more information.
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