
 

 
 

Do I have a written Agreement/Contract to purchase goods or 
provide services that requires a signature? 

No 
 
If services are being provided we 
recommend a formal contract or 
agreement.  If goods are being purchased 
and vendor does not require one, the PO 
will become your formal agreement 

Option I 
 
You may request the 
vendor provide you with 
a written agreement. 

Yes  
 

Will need to be signed by CFO, Deputy 
Superintendent, Assistant 
Superintendent or Superintendent. 

Option II 
 

You may use the Consultant/Independent 
Contractor Services Agreement available 
on the purchasing website.  

Complete: 
 

1.  Contract coversheet 
2.  Have the vendor complete the applicable criminal background check 

certification form if direct student contact will take place and services will be 
provided more than once. 

3.  Submit to purchasing 
 

(Forms are available on the purchasing website or you may contact us for 
guidance) 

Purchasing will: 
1.  Review and send to Legal if necessary 
2.  Route for signatures 
3.  Send to vendor or back to campus/dept as instructed on coversheet 
4.  Have campus/dept encumber contract funds with a requisition 


