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Site/Dept Needs a Contract


Collect a W9 and scope of work


Submit PR for Contract with W9 and scope of work (email to Contracts & Purchasing department to expedite)


Information needed on PR:
Contract/Vendor name
Scope of work
Funding source (eg. general fund, gift funds, deferred maintenance, CFD funds, lottery funds, etc)
Term of Contract
Account Code 
Fee Schedule 
Anticipated Board Date for Approval  (Board Agenda Deadlines are posted on Purchasing website)


Contracts & Purchasing Dept will draft contract with vendor (using applicable standard CUSD contract template, which is also posted on Purchasing website)


Purchasing will submit for Board approval


Board approval and Purchasing collects all required documents [signed contract, certificates of insurance, conflict of interest form, certification of criminal records background check, TB (if needed), Live Scan (if needed), tobacco policy acknowledgement and drug free policy acknowledgment] from vendor


Purchasing will process PO
























