Contract Drafting, Review, Execution and Document Retention Flow



Department Identifies Procurement Need


Finance Department Confirms Budget and Availability of Funds


Purchasing Manager Determines Procurement Process (Bid, RFP, RFQ, ec.)


Completion of Procurement and Decision on Successful Contractor


Purchasing Manager Develops Contract (Confers with  Department on Scope, timelines, etc.) Involve City Attorney if deviations from standard contract provisions


After Internal City Reviews, Purchasing Manager Sends Proposed Contract to Contractor for review.


Purchaing Manager sends  original  executed contract to City Clerk, and one original to the Contractor;copy to Department and PM retains copy


Purchasing Manager sends contract to City Attorney for review and signature as to form, etc.


Contractor returns contract.


Procurement Process Ensues


City Attorney return contract to  Purchasing Manager


Purchasing Manager acquires all other signatures Contracts requiring Mayor’s signature  go to the City Clerk to obtain the Mayor’s  signature.


