Contracts Checklist
***Before any work is performed by a vendor or consultant you must perform the following tasks and have a signed contract.  Failure to do these steps could result in you be held personally liable for the expenses***
Go to the purchasing website at purchasing.spps.org and access the Staff Login section. After logging in with your AD username and password locate the Contract Resources & Tools page.  Read “Contract Duties” to know your responsibilities.  Please contact the Purchasing & Contract Services office with any question at 651-767-8291.
A CONTRACT FILE IN eRFP, APPROVED BOARD AGENDA ITEM (if req’d) & PURCHASE ORDER FROM THE PURCHASING DEPARTMENT IS REQUIRED PRIOR TO ANY WORK BEING DONE BY THE VENDOR OR CONSULTANT.
ITEMS NEEDED:
1) Signed IRS W-9 Form from Vendor/Consultant
· Have the vendor/consultant send you a completed W-9 form.  If they do not have one click on the link, you can either print out to fax or mail to the vendor or save so you can email to the vendor.

2) Completed Independent Contractor vs. Employee Form (if an individual name is on the W-9)
· Click on the link to the Employee vs. Independent Contractor form (can be found at https://www.spps.org/site/default.aspx?PageID=24368), follow the instructions on the form and fill out completely to determine if the person should be considered an employee or an independent contractor.  
· If they are considered an independent contractor, save electronically to attach to the contract file in eRFP.
**Generally if a person is already an employee the IRS will determine they should be paid as an employee.  If you have questions on this you need to contact the Human Resources department at (651)767-8245.

3) Contract document via entry of contract file in eRFP
Whenever possible, use the SPPS standard template located in the eRFP system for your contract.  When using these document, there will be less review and approvals to speed up the contract execution.
· If a vendor or consultant has their own contract it must go through the District’s Purchasing and Contract Services & Legal offices prior to vendor signing.  Generate a contract file in eRFP to initiate this review process.  
· *** NOTE:  If we are paying travel expenses have the vendor add travel expenses and include in the amount of contract.  They then cannot exceed the travel expense amount.  DO NOT have the vendor bill for actual expenses.  (If they bill for actual expenses, they may not be as conscientious in keeping expenses reasonable).

	
4) Board Agenda Item (See purchasing.spps.org for BAI Resources & Tools)
· Required for:
· All Grants
· All Partnerships
· All Joint Partnerships
· All Collaborations
· Gifts over $5,000
· Contracts over $175,000.00
· Change orders over $175,000.00
Note a Board Agenda must be submitted by the school/department and submitted via Board Policy prior to the Board Meeting.  No contract that requires a Board Agenda may be signed prior to Board approval.

5) Locating Copy of Purchase Order / fully executed contract.
a. [bookmark: _GoBack]Upon creation of a Purchase Order following a fully signed contract, vendor may perform services.  Purchasing & Contract Services will create the PO once a fully executed contract is captured in eRFP
b. Once services are satisfactory and complete per the contract, sign off on receiving copy of purchase order and send to Accounts Payable(please note on the receiving copy of the Purchase Order if partial services are received, so that only services received are paid)

6) Invoice from Vendor/Consultant(in most cases these will be sent directly from the vendor to Accounts Payable, if vendor gives you a copy make sure that the invoice follows the instructions below and forward to Accounts Payable)
· Invoice from the vendor, must show 
· Complete name and address
· Invoice number and date
· District Purchase Order Number
· A complete description of services performed and on what dates, the hours worked(when and where and what specific times)  
*Incomplete invoices will not be paid.
Revised 7.9.2019
