Contract Process
1. Decide if it’s a grant, contract, addendum, MOU, DSA, or one time purchase.
a. If one time purchase, please see “One-Time Purchase Process” for instructions.
b. If MOU/DSA, please see “MOU Initiation Process” & “MOU Process” for instructions.
2. Vendor is selected through one of these procurement methods:
a. Contract Options: (see “Purchasing Info & Procurement Methods” document for a description and process outline for each of the below methods).
i. Request for Quote (RFQ)
ii. Request for Proposal (RFP)
iii. Special Procurement (SPR)
b. Grant Options:
i. Award Letter
3. Ensure that vendor is registered with the state and registered as a bidder (ask RFC Team)
a. If yes, look up supplier information or reach out to Procurement for the information
b. If not, send vendor W9 and Direct Deposit forms. Once returned, program should forward to suppliers@comptroller.in.gov. Once in the system, the vendor will then need to register as a bidder using this link: It should only take about 10 minutes of their time. https://fs.gmis.in.gov/psc/guest/SUPPLIER/ERP/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL The website below provides instructional videos on how to register if they are having any problems: https://www.in.gov/idoa/procurement/supplier-resource-center/requirements-to-do-business-with-the-state/bidder-profile-registration/.
4. Program manager fills out Request for Contract (RFC) form, Attachment A, Attachment B, Procurement Method - Can be doing this step while working on Step #3
5. Program manager sends RFC packet to Division Director
6. The Division Director approves packet and sends to Assistant Commissioner. 
a. If it is not over $75,000, the Assistant Commissioner can send it to RFC inbox.
b. If it is over $75,000, send it for Chief of Staff approval then to RFC inbox. 
7. Finance reviews RFC packet
a. Vendor must be a bidder/registered by this step.
8. RFC team creates a requisition in PeopleSoft. If budget check is valid, it routes for approval to:
a. Accountant
b. Controller
c. Division Director
d. If the agreement is over $75K, it will also route for State Budget Agency (SBA) approval. 
9. Once the REQ is approved:
a. New Agreement - Finance will source the REQ and then send it on to Contracts team with program contacts CC’d.
b. Amendment - Finance will send straight on to Contracts team with program contacts CC’d.
10. The Contracts team receives, reviews, and puts the information from the RFC packet into the contract template. 
11. The Contracts team runs clearance checks.
a. If not in good standing with DWD, DOR, SOS, the agreement is on hold until the vendor fixes the issue.
12. Contract is routed to Legal for review.
13. Once the contract is approved, they route it to the vendor signatory contact listed on the RFC. 
a. It is routed through DocuSign, which is where the email comes from when it is sent to the vendor. It will occasionally go straight to a vendor’s spam folder, so program should work to ensure the vendor receives and signs. 
14. After the vendor signs, it is routed to our Chief of Staff for approval.
15. Once approved, it is then routed for state approval at:
a. IOT (if involving data, software, etc.) (10 days)
b. IDOA (5 days)
c. SBA (10 days)
d. Attorney General’s Office (45 days)
16. Once all state agencies approve, the agreement is finalized/executed. 
17. The contracts team requests for the REQ to be dispatched to PO.
18. Procurement creates PO and it is routed to:
a. Accountant
b. IDOA
19. Once approved, Procurement runs budget check and dispatches PO.
a. If in error, PO will not be able to be dispatched until valid.
20. The contracts team emails the vendor with the signed contract and purchase order stating the agreement is executed.
