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Contract Administration and Management Guidelines


Contract Development Procedures-General

The following steps are general procedures that should be used for the development of a contract.  Please note that these procedures are for routine contracts.  In instances where a contract is particularly complex or involves a large dollar amount, the City Attorney’s Office may draft the contract after receiving the terms of the proposed contract from the Department.  

	Responsible Party
	Action Item



	1.
Department
	a. Identify need for contract with outside party. Ensure budgeted funds are available for contract payment.



	
	b. Conduct RFP/RFQ process for all contracts exceeding $100,000, or as appropriate.  Coordinate RFP/RFQ process with the City Attorney’s Office.  For contracts between $5,000 and $100,000, conduct a competitive process (i.e. Request for Quotes), if practicable.  

Note:  The RFP/RFQ or Request for Quotes process is not addressed in these procedures.



	
	c. Prepare draft contract, including scope of services, performance schedule, compensation, and other applicable known contract requirements.  Consult with City Attorney’s Office, as needed, in preparing the draft.  Do not send the draft to the contractor before City Attorney’s Office review (see step # 4, below).



	
	d. Submit completed Form 148-22 Request for Insurance Specifications for Contracts and draft scope of services to Risk Management for insurance requirements review.  Refer to the Risk Management Intranet Web Site http://finance/riskmgmt/insurance/INSwebMarch2005.pdf for additional information.  

(Form 148-22 is included as Attachment D.)



	2.
Risk Management
	a. Receive and review Form 148-22 and scope of services.



	
	b. Return Form 148-22 to Department stating /verifying required insurance coverage.




Contract Development Procedures-General  (Cont’d.)

	Responsible Party
	Action Item


	

	3.
Department
	a. Receive Form 148-22 and insurance requirements from Risk Management.



	
	b. Complete draft contract and submit to City Attorney’s Office for review with Form 148-22.



	4.
City Attorney’s Office
	a. Receive draft contract from Department and verify contract requirements are met.



	
	b. Review, make comments as necessary to contract document, and send to Department.



	5.
Department
	a. Receive original contract document from City Attorney’s Office.



	
	b. Send two (2) original contracts to the contractor for signature with cover letter reminding contractor of requirements, i.e., insurance, do not date, etc. (Sample letter to contractor is included as Attachment E.)

Note:  The City Clerk's Office requires five (5) copies of the contract, two (2) with original signatures and three (3) copies.



	
	c. Submit completed Form 149-7 Notification of Contract Being Processed, copy of the face page of the contract, and copy of the contract insurance requirements to Risk Management. 

(Form 149-7 is included as Attachment F.)



	
	d. Develop cover memorandum requesting City Council or City Manager approval, based on authorization limits.  Coordinate the memorandum with the City Attorney’s Office and/or other Departments, as applicable. 

(Sample City Council memoranda and City Manager’s memoranda are included as Attachments G and H).



	
	e. If City Council approval of the contract is required, forward cover memorandum requesting City Council approval to the Council Liaison.


Contract Development Procedures-General  (Cont’d.)

	Responsible Party
	Action Item



	6.
Contractor
	a. Approve and sign two (2) original copies of the contracts and return signed contracts to the Department.  If the contractor signs only one copy of the contract, the City will retain the copy with the original signatures in the City Clerk’s files.



	
	b. Submit required proof of insurance coverage to Risk Management.



	7.
Department
	a. Receive two (2) original signed contracts from the contractor.



	
	b. Forward the cover memorandum requesting City Council or City Manager approval, as appropriate, with five (5) copies of the contract, two (2) with original signatures and three (3) copies, to the City Attorney’s Office for review and approval.



	8.
City Attorney’s Office
	a. Receive the appropriate cover memorandum and two (2) original signature and three (3) copies of the contract from Department.



	
	b. Review, approve, and sign five (5) copies of the contract, if appropriate. 



	
	c. If the contract requires City Manager’s Office approval, forward the signed contracts with the cover memorandum requesting approval to the City Manager.



	
	d. If the contract requires City Council approval, hold contracts until the scheduled City Council meeting.  At the start of the City Council meeting, forwards the signed contracts to the City Clerk.

Note:  If the City Attorney’s Office does not have the signed contracts on the morning of the City Council meeting, then the item will need to be deferred to a later City Council date or the language on the City Council’s agenda will need to be revised to reflect a delegation of authority to the City Manager to negotiate and execute the agreement.




Contract Development Procedures-General  (Cont’d.)
	Responsible Party
	Action Item



	9.
City Manager’s Office
	a. Receive cover memorandum and five (5) copies of the contract from City Attorney’s Office.



	
	b. Review, approve, and sign the cover memorandum and five (5) copies of the contract, if appropriate.



	
	c. Forward the cover memorandum and five (5) copies of the contract, two (2) with original signatures and three (3) copies, to the City Clerk’s Office.

	
	

	10.
Risk Management
	a. Approve Form 149-7 and forward it to the City Clerk’s Office when the contractor meets the insurance requirements.  

Note:  It is the Department’s responsibility to follow up with the contractor in order to ensure that the contractor provides Risk Management with the required insurance certificates.  



	11.
City Clerk’s Office
	a. Receive five (5) City Council or City Manager approved contracts for processing.



	
	b. Verify compliance with contract requirements (i.e., receive Form 149-7 from Risk Management) and accuracy of all documents.



	
	c. Distribute executed contract to the following: 

Contractor (1)  (original)

Department (1)  (copy)

Finance Department (1)  (copy)

City Attorney’s Office (1)  (copy)

City Clerk’s Office Subject File (1)  (original)



	12.
 Department
	a.
Receive copy of the executed contract and, if applicable, approved memorandum from the City Manager.



	
	b.
Forward contract to unit responsible for encumbrance of budgeted monies and filing.



	
	c.
Prepare Notice to Proceed and send to contractor, 

if applicable.
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