Campus and Department Contract Workflow

Contract <
$50K

Contract approved;
Contract & Amendments
returned to Prindpal/
Director for signature

Executed contract
returned to Purchasing
for Master File

Requisition is entered and
fully executed contract is
attached

General and
Campus Activity
Funds

Go to Service Catalog on
Technology Help Desk; Select
Purchasing Contracts; New
Contract Approval; Complete
form and attach Contract for
Purchasing Review

Contract may be sent to
Associate Superintendent of
Finance for secondary review

including attorney review if
needed

Contract >

$50K

Contract
needs
Board

Approval

Contract approved;
Contract sent to
Purchasing to obtain
Board Approval;
Purchasing to obtain
required documents and
Form 1295

Contract executed by the
Board and returned to
Principal/Director and
copy to Purchasing for

Master File

Requisition is entered and

fully executed contract is
attached

Contractis
CH Local
Exception

Contract approved;
Contract & Amendments
returned to Prindpal/
Director for signature

Requisition is entered and
fully executed contract is
attached

Purchase will be added to CH
Local Exception Board Report

What type of contract are you using?

Student Activity
Fund

Go to Service Catalog on
Technology Help Desk; Select
Purchasing Contracts; New
Contract Approval; Complete
form and attach Contract for
Purchasing Review

Contract may be sent to
Associate Superintendent of
Finance for secondary review

including attorney review if
needed

Contract approved; Contract &
Amendments retumed to
Principal/Director member for
signature (unless otherwise
directed)

Executed contract retumed to
Purchasing for Master File

Requisition is entered and fully
executed contract is attached

!

Federal Fund

Send EDGAR quotes along with a copy of
your contract to the Director of Federal
Programs through Eduphoria for review and
receive approval

Go to Service Catalog on
Technology Help Desk; Select
Purchasing Contracts; New
Contract Approval; Complete
form and attach Contract for
federal approval and Purchasing
Review

Contract may be sent to
Associate Superintendent of
Finance for secondary review

including attorney review if
needed

Contract <
$50K

Contract approved; Contract
Contract & Amendments needs
returned to Principal/ Board

Director for signature Approval

Contract approved;

Executed contract Contract sent to
returned to Purchasing Purchasing to obtain

for Master File Board Approval;
Purchasing to obtain

required documents and
Form 1295

Requisition is entered and
fully executed contract is
attached Board and returned to
Principal/Director and
copy to Purchasing for

Master File

Contract executed by the

Requisition is entered and
fully executed contract is
attached

Contract is
CH Local
Exception

Contract approved;
Contract & Amendments
returned to Principal/
Director for signature

Requisition is entered and
fully executed contract is
attached

Purchase will be added to CH
Local Exception Board Report
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