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NOTICE OF CONTRACT AWARD - INSTRUCTIONS PAGE

 3 DIFFERENT SCENARIOS
THE FOLLOWING INSTRUCTIONS AND TEMPLATE WILL COVER:
a. A PW DIRECTOR AWARDED CONTRACT (NODA) 
b. A CITY COUNCIL AWARDED CONTRACT (NOCCA) 
c. A DELEGATED DIRECTOR’S AWARD (NOCA)
REFER TO PARAMETERS BELOW TO DETERMINE REQUIRED SIGNATURE:
· A PW DIRECTOR AWARDED CONTRACT (NODA) 
1. A Public Works Department Project with a contract amount $1M or less

2. No additional appropriation action is required by Council
3. A standard contingency will be used for the project type
4. No bid protest has occurred with a resulting appeal to Council
· A CITY COUNCIL AWARDED CONTRACT (NOCCA)
1. A Public Works Department Project over $1M or an ESD / DOT Project over $100k 
2. An appropriation action is required by City Council
3. A non-standard contingency amount is being requested
4. A Public Works project under $1M has a bid protest appeal
· A DELEGATED DIRECTOR’S AWARD (NOCA) – This occurs when an item is taken to Council significantly in advance of the contract award schedule date recommending delegation of contract award authority to the Director of Public Works.  This is usually due a circumstance of schedule where: 
1. the Council will be out of session when it is desirable to award (i.e. July)
2. an expedited award schedule is needed as soon as possible following the bid opening
3. Any other special circumstance where award authority is delegated in advance to the Public Works Director
ISSUE THIS DOCUMENT AS SOON AS:

· THE PW DIRECTOR SIGNS THE NOTICE OF AWARD 
· THE CITY COUNCIL HAS AWARDED DURING THE COUNCIL MEETING 
· THE DIRECTOR SIGNS WITH DELEGATED AUTHORITY
(continued)
ADDITIONAL INSTRUCTIONS:

· INCLUDE THE CORRECT AWARD LANGUAGE DISTINGUISHED ON TEMPLATE

· REMEMBER TO USE CORRECT DEPARTMENT LETTERHEAD (IF NOT PUBLIC WORKS)
· REPLACE THE INFORMATION IN GRAY WITH YOUR PROJECT-SPECIFIC DETAILS
· REMOVE ALL NON-APPLICABLE TITLE AND AWARD LANGUAGE
· NAME THE DOCUMENT “XXXX_NODA” or “XXXX_NOCCA” or “XXXX_NOCA”
· PLACE DOCUMENT IN CPMS PROJECT FOLDER 12-3
· CLICK ON “RESULTS AND NOI” BUTTON TO NOTIFY THE PROCUREMENT SUPPORT TEAM THAT THE NOTICE OF CONTRACT/AGREEMENT IS UPLOADED AND READY TO POST
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