REQUEST FOR CONTRACT PROCEDURES

Goods and Services (Non-Construction)

West Valley - Mission

Community College District
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If contracting for services (ex., accts.500104,
500126) then an approved Contract Request form
(RFC) is required. Note: regardless of Grant and
Foundation funding, Requester will need a Contract
for AP to issue payment.

Requester completes an RFC and include supporting
documentation (see RFC form for details) and
forwards for signature approvals.

Requester obtains review and signature
approvals of RFC by Budget Administrator and
Department VP and other District signatures
related to IT/IS, Police, and F&M.

3-4 weeks before services are scheduled to
begin, Requester uploads to REQ fully-approved
RFC and supporting documentation. If REQ is
not required, Requester emails documents to
the Executive Director of General Services.

Other party can begin work once contract fully-
| executed with assigned PO and Board approved
(if applicable).

If Contract value over bid limit:
Requester submits a Board Agenda Item. Once
Board approves, Agreement routed for signatures.

Once finalized, Executive Director of General
Services will route for signatures via E-Sign.
Delegated authorized signers per AP6150 as
follows: Chancellor, Associate Vice Chancellor
(AVC) of HR, Finance, IS, Facilities and/or
Executive Director of General Services.
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Executive Director of General Services prepares or
reviews/edits contract requests:
e standard boilerplate: 3-5 business days

e Non-standard boilerplate: 5-10 business days
(longer if legal counselinvolved).
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*Contract execution between two parties could take min. 30-60 days, especially if a non-standard agreement is being used. Please coordinate

accordingly. If aformal bid is required, typical timeline is 6-8 weeks; however, this timeline depends on formal bids in Purchasing’s queue. Advance

planning is strongly recommended.

**As of 20/21, bid amount $95,200. Pursuant to PCC §20651(d), the annual amount specified in PCC §20651(a) may be adjusted annually to reflect

the percentage change in the annual average value of the Implicit Price Deflator.
NOTE: At the discretion of the Executive Director of General Services or AVC of Finance, Requester may need to place high risk contracts under the
Action(Consent)/Action section. For more information, visit the General Services webpage: Contract Services
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