Professional Services Contracts Standard Operating Procedures


UNFUNDED PROJECTS
STANDARD OPERATING PROCEDURES

1. Contract Request Form (CRF) is initiated by the Project Manager (PM) and/or Fund Manager (FM).  On the Funding Code line the PM will annotate “Funds Not Available At This Time”
2. The PM forwards the CRF and any project specifications, scope of work, drawings and the “Unfunded Project CRF Request Memo” to the Contracts Assistant (CA) via e-mail. 
3. The Contracts Assistant (CA) reviews the CRF to ensure all areas are completed, and SOW, specifications and/or drawings are included.  The CRF is logged and assigned a “CA number“.  The CA stamps in red “Subject to Available Funds” above the Project Number block.
4. CEO reviews the project information for completeness.

a) Scope of work

b) Estimated cost of project

c) Duration of project

d) Requested completion date

5. CRF is held by the CA.  

6. Bidding documents are created and held by the CA for future advertisement for bid.
7. When funds become available PM will e-mail CA with funding codes and information.  The CRF is routed through the e-signature process to the FM for signature, the Fiscal Office for funding concurrence, the BMO for signature, the CEO for signature, the DAG for concurrence and the TAG for final signature and approval or disapproval.

8. Once the e-signature process is completed, copies will automatically be sent to all that signed and/or approved the CRF during the process.  A hard copy will be sent to the PM.  

9. The approved CRF becomes a part of the contract file to reflect that adequate funds were reserved for the contract and that the request met State contracting requirements.  

10. The contract process will then be initiated.  The “Notice to Bidders” will be posted, and standard contracting procedures will follow.

11. Note:  The intent of this process is to allow divisions to save time by being able to initiate the contract process while waiting for the funds to become available.
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