HOW TO FILL OUT CONTRACT TRANSMITTAL TO CITY MANAGER

This is a Microsoft Word form.  Simply type your information into the gray boxes, and they’ll expand to fit your data (the drop down boxes are point and click).  Details about each category within the form follow.

Contractor:  List the name of the contractor as it appears in the title of the contract.

Term:  From and to dates of the contract

Amount of Contract: Total compensation of the contract.  If the contract is an amendment, list the total amount of the amended contract here, then specify the amount of the amendment and the amount of the original contract as part of the Issues section below.

Council Date & Agenda Item Number: These sections are used only if the contract amount is over $100,000.  In those cases, Council may authorize the City Manager to negotiate and execute an agreement through a resolution.  If that is the case for the contract for which you’re submitting the form, these references will allow us to track the resolution and ensure that authority has been granted.

Budget Reference: List amount of the appropriation to which the contract will be charged, and list which appropriation it is (i.e., Public Works Non-personal/Equipment).

Department, Contact, Phone: List the person who is the lead on the contract and is the most knowledgeable if any questions come up.

Type of Contract: Choose the most descriptive option from the drop-down menu.

CEQA Status: Choose the most descriptive option from the drop-down menu.  Planning, Building, and Code Enforcement staff must determine whether the project is exempt, not a project, or covered by an existing approval.

Description of Contract: The key elements here are to focus on the service being provided, any restrictions on the service (geographical or otherwise), and any other important details about the contract.

Contractor Selection Process: There is no need to describe specific elements of the process in detail, but you should explain what you did to choose the contractor.  This can be anything from an RFP, to an approved list of department contractors, to some less formal method.

Issues: Typical issues include providing details on Council approval for a contract over $100,000, listing any special handling requirements (needed by ____, call _____ for pickup), any needs for notarization, or any unusual aspects or provisions of the contract.

Coordination: Please list departments you made contact with in the course of preparing the contract.

Department Head Signature: The Director’s signature is preferred, to indicate that s/he has approved going forward with the contract.  A Deputy Director’s signature is also acceptable.

Assistant to the City Manager Signature: In some cases, you may need this (usually if it has to go through different stages of approval and needs to go to the next station).  Please indicate if you need this signature for any reason.

