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Contract development FAQs
How do I request a new contract?
· Use the new Contract/Grant Assistance Request eform to submit your request for a contract, grant, or amendment. The reference guide will walk you through each step of the new process.  
What happens after I submit a request?
Once routed through your supervisor and fiscal coordinator and submitted to the Contracts Unit, a Contract Specialist will be assigned and will then meet with you to determine the appropriate contract type, the length of time it will take to develop the contract, key tasks and who is responsible for what. (Be sure to allow plenty of time for this process; while some contracts may be simple and straightforward, many are more complicated, depending on the type of contract, the clarity of needs, availability of program staff, etc.)
The program staff and Contract Specialist will partner together to develop the proper contract and supporting documents. The Contract Specialist will be responsible for negotiating costs and contract terms, obtaining all required signatures and getting the contract executed.  The executed contract will be stored in OnBase and the official fiscal file, and distributed to the program staff.  At that point, the Contract/Project Manager (program staff) will be responsible for managing the contract.  See also Contract Management.
How do I request a contract amendment?
If there is a change in scope, project end date or cost, a contract amendment is required. PCA program staff should submit a workflow request for contract assistance. See Contracts (including outgoing grants) for instructions. This initial contact should be done ideally 90 to 120 days before the end of the contract and a MINIMUM of 30 days prior to the end of the contract. Contract/Project Managers need to monitor their contracts to verify that work is progressing within contract timelines and established costs.
Complete the Contractor/Grantee Performance eform through OnBase workflow. This new process offers some autofill features and ensures all evaluations are readily retrievable.
To help you remember this important step at the end of a contract or grant, an email reminder containing a link to the workflow will be automatically sent to the project manager when the contract or grant expires. The  Contractor/Grantee performance evaluation reference guide will guide you through the process.
I have a project and would like to create a contract with someone who I believe is best qualified to do the work. How do I go about doing this?
Submit a workflow request for contract assistance. See Contracts (including outgoing grants) for instructions. State law requires all contracts to be developed through a fair, open and competitive process.  There are very few situations that may justify a single source approach, and all single source requests must be approved by the MPCA and by the Department of Administration.  Common examples of situations where the single source exception is unlikely to be approved:
· Personal or agency preference for a product, brand or vendor;
· Agency perception that the vendor is the best qualified (this should be determined through a competitive process);
· Lack of planning by the agency resulting in limited time available for a competitive solicitation;
· Special incentives or deals offered by one vendor;
· Past or existing relationship with the proposed vendor or past performance by the vendor; and
· Convenience for the agency.
For project planning purposes, you should be aware that a solicitation may be required. Even when the agency believes that there is only a single source, it can be beneficial to undertake a competitive solicitation process. Going through that process will automatically ensure that all statutory elements of single source procurement have been met (the search, one supplier available, a fair price). Competition, whether real or perceived, can help control prices and result in more favorable terms for the state. The burden of proof is on the requesting agency to justify single source procurements.
What happens after I submit a request for contract assistance and a contract specialist is assigned?
The Contract Specialist will arrange a meeting to discuss your project. The Contract Specialist will determine the appropriate type of contract mechanism that will meet your needs. 
What is a Contract workplan? 
The workplan is a detailed description of the duties to be performed under the contract, including goals, tasks, sub-tasks, measurable outcomes, a timeline and a budget. The workplan is typically prepared by the Contractor in response to a solicitation. The workplan is attached and incorporated into the Contract. For more information, visit the workplan webpage.
[bookmark: _GoBack]
image1.png
The Lorax




image2.png




