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• 1295 Form 
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• Contract Processing Form 



• Contractor Template 



10 Tips for contract processing

1. Remember that these are public dollars and subject to open records and audit.
2. Remember that all expenditures must be legal and ethical
3. Remember to submit a requisition and attach the contract
4. Remember to get quotes under $49,999 and attach to the contract
5. Remember to submit debarment check for items under $49,999
6. Remember the EDGAR Forms for federal funds and procurements over $50K
7. Remember of conflict with ISDs and code of silences by other ISDs.
8. Remember to complete the contract processing form and requisition PRIOR to

starting the work
9. Remember that you must monitor the contracts and only approve when value

has been received – use ok to pay on the invoice -
10.Remember when in doubt – procure the items



• Required 
Forms 
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Accounts Payable
Documents

Requisition- PO
Invoice – ok to pay
Receiving Report  - ok to pay
ACH 

Signature

Monday to Friday - PAY Next Wednesday
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Accounting and Budget 

Budget Transfer Form
Budget Amendments 

Grants – Drawdowns 
Manual
Conflict of Interest
Debarment





• Budget Forms
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• Payroll Dates
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