Professional Services Contracts Standard Operating Procedures


CONTRACT REQUEST FORM (CRF)

STANDARD OPERATING PROCEDURES

1. Contract Request Form (CRF) is initiated by the Project Manager and/or Fund Manager.

2. The Fund Manager shall ensure fund availability and shall ensure that proper funding codes and breakdowns are provided on the CRF.  The Fund Manager signs the CRF (If CRF is a 217 project, Jimmy will initial beside the FM signature) and forwards the CRF and any project specification and/or drawings to the Contracting and Engineering Office (CEO) Contracts Assistant (CA).

3. The Contracts Assistant (CA) will verify the following:

a)
Requestor name and contact info.

b)
Project Name.

c)
Scope of work is attached.

d)
Contract time is filled in.

e)
Requested completion date.

f)
Special instruction – connected with a prior CA#? (see below for connected CA#’s)
g)
Brief sow, license type listed if required.

h)
Financial data section is completed.


1. Fiscal year (enough time to complete in FY requested)


2. Type of funds and funding codes.

3. Funding breakdown is correct and completed.

i)
Signed by Fund Manager.

The CA will issue a CA number.  


If project is a design add a –D to the CA# (ex. CA-1101-D)


If project is for construction of the design (ex. CA-1101-C)

If project is a supplement, CA will list the CA# as such.

4.  
CA submits the CRF to the ASO/Fiscal office for funding verification and approval.  When the CRF is signed and returned to HIENG, the CA will forward to the CEO for approval and verification that the project should be procured through the contract process and not a small purchase process.

5.
CEO reviews the project information for completeness.

a) Scope of work

b) Estimated cost of project

c) Duration of project

d) Suspense date

e) Funding source

CEO signs and returns to CA.

6.
CA prepares the routing slip to insure the CRF is staffed through the ASO, and DAG for approval.

7.
Once the approved CRF is received from the DAG, copies of the completed and signed CRF are sent to the Project Manager the Fund Manager and the Fiscal office.  The contract process is started.

8.
The approved CRF becomes a part of the contract file to reflect that adequate funds were reserved for the contract and HIENG did have the proper review and approval to proceed.
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