SOP – MOU Writing Process (New)
(This time-line is a best practice estimate only)


1.  Program submits RFC package to the RFC Mailbox (Day 1)
	A. if federal funds used the NOA is required
2.  Purchasing delivers RFC package to Contracts (Day 1)
3.  Contract Manager (Louis Hurrle) begins drafting process. (Day 2-5)
A. creates folder on shared (R drive) to hold all related documents (Day 2-5)
B. clearance checks not needed 
C. creates SCM transactional document based on RFC (Day 2-5)
D. selects MOU internal or external template (Day 3-6)
E. drafted agreement completed (Day 6-8)
F.  drafted agreement sent to OLA for legal review (Day 6-8)
G. OLA reviews drafted MOU and provides approval or requests revisions (Day 7-11)
H. Program areas are strongly encouraged to Collaborate on all agreements (see RFC form)
I.   Approved MOU delivered for signatures (Day 10-14)
J.   If MOU needs revised per OLA, Contract’s coordinates with program and other state 
      agency or outside governmental agency to revise agreement if necessary. (Day 12-16)
    	K.  Revised agreement delivered for signature by (Day 10-17)
	L.  Agreement signed by vendor (Day 11-20)
	M. Agreement signed by IDOH (Day 12-22)
	N. Agreement submitted for SBA approval (Day 12-23)
		1. SBA approval Time-Line (20+ days)
	O.  Approved MOU executed and delivered (day 30-55)



SOP - MOU Amendment Process

1.  Program submits RFC package to the RFC Mailbox (Day 1)
	A. if federal funds used the NOA is required
2.  Purchasing delivers RFC package to Contracts (Day 1)
3.  Contract Manager (Louis Hurrle) begins drafting process. (Day 2-5)
A. creates folder on shared (R drive) to hold all related documents (Day 2-5)
B. clearance checks not needed 
C. updates SCM transactional document based on RFC (Day 2-5)
D. drafted amendment completed (Day 3-7)
F.  drafted amendment sent to OLA for legal review (Day 4-8)
G. OLA reviews drafted MOU Amendment and provides approval (Day 5-10)
H. Program areas are strongly encouraged to Collaborate on all agreements (see RFC form)
I.   Approved MOU amendment delivered for signatures (Day 10-14)
J.   Agreement signed by vendor (Day 11-15)
	M. Agreement signed by IDOH (Day 12-20)
	N. Agreement submitted for SBA approval (Day 14-24)
		1. SBA approval Time-Line (20+ days)
	O.  Approved MOU executed and delivered (day 30-55)
