Questions?  Call Contracting & E-Rate Services at 566-1600, ext. 50700 or 50701.
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CONTRACT ROUTING & APPROVALS SHEET

For proper routing and approval of agreements for services, attach this form to: 
· Non-TRUSD Agreements for Services to be Performed (agreements written by outside parties)
· ALL Memoranda of Understanding ("MOU's" - written by TRUSD or outside party)
Name of TRUSD Program Coordinator/Initiator: _________________________________________________________
Name of Outside Vendor or Agency: ___________________________________________________________________
$ Amount of Services (enter “0” if none):  $_________________   Is this amount  Payable  -or- Receivable? (circle one) 

If the amount is Payable, when will payments be due?_____________________________________________________
ACTION REQUIRED- IN ORDER LISTED
      DATE/INITIALS
	Program Coordinator/Initiator receives outside agreement or MOU, fills in the above information, and forwards to the Director, Contracting & E-Rate Services for review.
	

	Director, Contracting & E-Rate Services, checks vendor selection method, reviews, clarifies information and/or recommends/negotiates changes, determines insurance coverage (authentication or Certificate - may consult TRUSD Risk Manager) required, and returns agreement to Program Coordinator w/input.
	

	Program Coordinator/Initiator obtains signature and below items from contractor as required.
	

	Program Coordinator/Initiator supplies budget code here, then gathers needed information from contractor (a W-9 form is always needed if contractor will be paid; Insurance must be verified or a Certificate of Insurance requested; TB, and FP may be needed depending on services to be performed).

Budget Code(s):__________________________________________________________________
W-9 _____ ;  Insurance?________;    Contact w/Students (Y/N)? _____ ;  TB? _____ ;    FP? _____ ;    
	

	District Level Administrator acknowledge/accept by signing agreement.
	

	If NO MONEY is changing hands, the agreement is now complete.  Program Coordinator provides the fully-executed original to Contracting & E-Rate Services and a copy to the outside vendor/party.
	

	Agreements LESS THAN $15,000, Budget reviews, approves and signs the agreement, then forwards to Purchasing to encumber funds and issue a Purchase Order.
	

	Agreements $15,000 OR MORE, Budget reviews the agreement and forwards to Business Support Services for Board approval & Associate Superintendent signature.  Business Support Services requests information from Program Coordinator/Initiator to present as an Agenda Item for Board for approval.
	

	After all signatures & approvals have been obtained, the responsible Administrative Assistant forwards the documents to Purchasing.
	

	Purchasing issues a Purchase Order and encumbers sufficient funds.  Completed documents are distributed to Program Coordinator, Contracting & E-Rate Services, Accounts Payable or Accounts Receivable.  Program Coordinator is responsible for ensuring vendor has copies.  Originals are retained by Contracting & E-Rate Services.


NOTES:
1)
District standard agreement forms should be used whenever possible and practical for service agreements. 


2)
All agreements must be fully approved prior to commencement of services under the contract.


3)
Goods/services which exceed the bid threshold must be formally advertised and bid.

4)
Contact Facilities Department for guidance on design, construction, maintenance and repair services.

5)
Contact Purchasing Department for guidance on products, supplies, and equipment orders.
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