Checklist for Professional/Technical Contracts

_____
1.
Determine Purchasing justification for contract.  Purchasing assistance or approval may be needed.  Types of justification are listed.  Select one:
_____  Professional/Technical, 0 - $25,000 -- Competition not required  

_____  Professional/Technical, $25,001 - $55,000 -- Competition not required, but RFP waiver needed  

_____  Sole source – Provide necessary documentation required by Purchasing with a requisition and obtain written approval from Purchasing before submitting contract for review.

_____
Exempt Purchase – Identified in Section 5-5-20 of the Purchasing ordinance.

_____  Other – Contact Purchasing for documentation needed before submitting contract for review.
_____ 2.
Discuss with Contractor:  status, scope, method of payment, insurance, status, who will sign.  


_____
Status of Contractor

_____
 Detailed scope


_____
Appropriate Method of Payment


_____  Can Contractor provide the standard insurance:  CGL, Auto, WC
- or-
_____  Can Contractor provide additional insurance, if needed:  e.g. Professional liability?


_____  Who will sign for the Contractor?

_____3.
Prepare contract using online template in CTS or prepare a Word document using form provided.  Follow instructions applicable to process used.  Research appropriate signatures in Administrative Instruction 1-1.
_____ 4.
Prepare EC (Executive Communication) if needed.  Refer to Section 5-5-19 of the Purchasing ordinance to determine if Council approval is required.  Other ordinances and ordinance sections may apply also.

_____5.
Obtain RFP waiver, if needed (contract exceeds $25,000) – Send memo to CAO with a copy of the contract.

_____ 6.
Route contract to Legal for preliminary review either (1) online in CTS (do not print coversheet) or (2) create hardcopy, enter data in CTS, print coversheet and attach and bring to Purchasing.  (Contracts can also be emailed to Legal but must be entered into CTS and routed via CTS also at the same time.  They will be printed up and follow the process for hardcopy contracts.)   If an EC is required, send for review at this time.  If waivers have been requested and are pending, please note.

At preliminary review contracts will be reviewed for items such as the following:  appropriate purchasing justification; proper form;  clarity and completeness of whereas paragraphs and scope; appropriate and clear method of payment; changes to the form; insurance paragraphs which match requests for waiver; appropriate signature blanks, need for additional paragraphs or attachments.  
_____  6.
Obtain Insurance Waivers if needed – route online or send memo to Risk with a copy of the contract.
_____  7.
Make changes to contract as required by Legal or discuss with Legal any concerns.  Changes will be shown in CTS on View Comments & Edit Contract screen or in memo attached to hardcopy contract.

_____  8.
When contract is approved, send to Contractor for approval, if needed, then send 4 copies to Contractor for signature.  
_____  9.
Obtain signature of Department Director.

_____  10.
Submit to Purchasing for final Legal and Purchasing review:

_____
4 signed copies of contract (with signatures of Contractor and Director only) with all attachments.
_____ 1 coversheet (showing electronic approvals or handwritten approvals and with information matching the contract).  Do not substitute a newly printed coversheet for one with handwritten approvals.

_____
All required insurance certificates

_____
Insurance waivers (shown on coversheet if obtained online; or hardcopy memo attached)


_____  RFP waiver (hardcopy memo attached)

_____  Signed requisition or purchase order adjustment (if not submitted previously) which matches contract (e.g. name, amount)
_____  W-9, if necessary (first contract with City or new address.  Can be checked in MarsG.)


_____  ISC approval, if necessary 


_____  TRC approval, if necessary 

_____  Documentation for Purchasing justification (e.g. GSA) and written approval from Purchasing, if necessary (see 1. above)

_____
EC (if contract exceeds $55,000 or aggregate contracts exceed $75,000)

_____  Signature Authority memo (if signature is delegated)

_____
11.
Purchasing will:

· obtain a final Legal review (signatures, changes to contract which need initialing, insurance, attachments, waivers, etc.)

· route to City Council, if needed (signed contracts are held in Purchasing until approved)

· obtain signature of Purchasing Officer or CAO on contracts, if needed

· cut purchase order

· file contract with City Clerk

· distribute contracts and purchase order to department contact and to vendor identified on requisition 

· create Purchasing file for contract and purchase order

NOTE:  Process may differ for contracts resulting from an RFP or RFB.
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