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PROCEDURES FOR CONTRACT REVIEW AND SUBMISSION

Board Policy/Administrative Procedure References

VVVVYVYVY

BP/AP 6100 - Delegation of Authority to the Superintendent/President
BP/AP 6150 — Designation of Authorized Signature

BP/AP 6340 - Bids and Contracts

AP 6350 - Contracts — Construction

AP 6360 — Contracts — Electronic Systems and Materials

AP 6370 — Contracts — Personal Services

Required Use of Request for Contract Form
Purchasing has created a Request for Contract form (RFC - attached) to be used by all
divisions/departments for preparing a transactional-standard boilerplate contracts (aka agreements),

renewing cont

racts, amending contracts or review of non-standard contracts. This form requires the

Requester to confirm that the District’s executive staff are aware and approve that the proposed
contract has been reviewed and authorized for submission for signature. This form also identifies the

following:

» Whether contract is either a standard or non-standard contract;
» Scope of work;

» dollar amount of the proposed contract; and

» Funding source via a FOAP

Timelines

Adherence to timelines for Purchasing contract preparation or review must be adhered to by Requesters
submitting Contract requests or review to Purchasing:

a.
b.

Standard Co

Standard Boilerplate Contracts — 3 — 5 business days

Requesters are encouraged to submit non-standard contracts for review at least 30 days
prior to the anticipated Board agenda deadline for the Board meeting at which the
proposed contract is to be considered, so as to allow sufficient time for review,
negotiation, editing, and finalization of the proposed contract. Non-standard contracts
submitted for Board approval will require contract review prior to the Board agenda
deadline for the Board meeting where the contract is to be considered for approval by
the Board of Trustees.

Non-Standard Contracts requiring immediate contract and risk review may, upon
approval of the responsible Vice President or Superintendent/President, be submitted to
Purchasing for contract review and for the Superintendent/President's signature in
advance of a scheduled Board meeting, subject to ratification by the District's Board of
Trustees. NOTE: as of 12/14/15, the Board of Trustees delegated to the
Superintendent/President the authority to sign contracts for consultants and specialized
services in the amount of less than $25,000, which is below the required competitive bid
limit.

ntract Procedure

A standard contract is an agreement or contract, drafted by the District, for use for transactional business

activities. Thes

e standard contracts have been approved by the Board of Trustees on December 14, 2015.
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The District's standard contract language shall not be edited or altered in any manner. Any alteration of
a standard contract changes its character from a standard contract to a non-standard contract.

Process for Standard Requests:

1.

2.
3.
4

Requester completes the Request for Contract Form (RFC).

Requester forwards to their Dean/Executive Director for review and signature.

Vice President/President reviews and signs the RFC and forwards back to the Requester.

Once all signatures have been obtained, the Requester emails the RFC and any relevant
supporting documents to purchasing@avc.edu (subject line: Contract Request).

Allow Purchasing 3-5 business days to generate a standard contract.

When the Requester receives the standard contract from Purchasing, they will forward to the
other party for review and signature. NOTE: the Requester should allow time for the outside
party entering into the contract to review as the other party will most likely forward it to their
legal counsel.

If the other party returns the contract unsigned with negotiations, the contract is no longer
standard. Please see procedures for Non-Standard Contract Procedures.

Requester forwards partially-executed contract to their department’s/division’s VP for review
and then to the President for signature (prior to the Board Meeting if board agenda item
required). Next, the Requester enters the appropriate Board communication as follows:

If Contracts $25K-<Bid If Contracts > Bid
If Contracts <525K Threshold Threshold
Approved by PO Report.* Requester creates an Requester creates an
Requester must first forward agenda item under the agenda item under the
partially-executed contract to Action (Consent) section of Action section of the
their VP for final review and the Board Agenda, then Board Agenda, then
to obtain the President’s forwards the contract to forwards the contract to
signature. President for review and the President for review
*See Purchasing website for signature. and signature.
details.

At Purchasing’s discretion, Requester may need to place high-risk contracts under the Action (Consent)/Action section.

9.

President’s Executive Assistant will route the fully-executed contract back to the Requester (after
Board approval for requests >525K).

10. The Requester uploads the fully-executed contract and additional supporting documentation

through OnBase, and then completes their Requisition.

11. When the Requisition is fully-approved, Purchasing will create the Purchase Order and process

as noted on the Requisition by the Requester. For contracts <5$25,000, the PO # will be placed on
the Purchase Order Report for the next scheduled Board of Trustees meeting per the deadlines
on the Purchasing Department website.
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12. The other party can begin work and submit invoices to Accounts Payable once a Purchase Order

is issued for contracts approved via a Board Agenda item or once the Purchase Order is approved
by the Board of Trustees via the Purchase Order Report.

Non-Standard Contract Procedure

A non-standard contract is an agreement or contract, other than the District’s Board approved standard
agreement template (without any changes), which contains terms that require Purchasing’s contract
review, which may require changes in language prior to its submission to the Board for approval or
ratification. All non-standard contracts must be reviewed by the Purchasing Department as to form,
legal sufficiency, and for potential risk assessment. This review is initiated at the division/department
level by the Requester completing and submitting a Request for Contract Form (RFC). The RFC provides
for written consent from the President or responsible Vice President for the Requester to pursue such a
contract, and for Purchasing to conduct its review.

Process for Non-Standard Requests:

1.

2.
3.
4

Requester completes the Request for Contract Form (RFC).

Requester forwards to their Dean/Executive Director for review and signature.

Vice President/President reviews and signs the RFC and forwards back to the Requester.
Requester emails approved RFC, non-standard contract with requested revisions/negotiations &
other supporting documentation to purchasing@avc.edu, subject line: CONTRACT REQUEST at
least 30 days prior to anticipated board deadline.

Purchasing reviews request and makes necessary changes and/or creates addendum, then sends
back to Requester (minimum 5-10 business days; longer if forwarded to legal counsel).

When the Requester receives the revisions for the non-standard contract from Purchasing, they
will forward to the other party for review and signature. NOTE: the Requester should allow time
for the outside party entering into the non-standard contract to review, negotiate and/or accept
any language that was added or changed. The other party will most likely forward it to their legal
counsel; therefore, non-standard contracts could take 30-60 days (if not longer) for final
execution.

If the contract is returned signed, the Requester routes to department’s/division’s VP for review
and then the President for counter-signature. Contracts should be fully-negotiated and the other
party should sign the contract (i.e., partially-executed) before routing for approval and counter-
signature. This ensures that the contract was reviewed, negotiated and approved by the
Requester entering into the contract with the District. If the other party requests additional
revisions/negotiations, Requester communicates to assigned Buyer. Steps 5 & 6 repeated, OR, if
negotiations are complex, Buyer will notify Purchasing & Contracts Manager to work directly with
other party.

Once Requester forwards partially-executed contract to the President (prior to the Board
Meeting if board agenda item required), Requester must ensure and/or prepare appropriate
Board communication as follows:
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If Contracts $25K-<Bid If Contracts 2 Bid
If Contracts <325K Threshold Threshold
Approved by PO Report.* Requester creates an Requester creates an
Requester must first forward agenda item under the agenda item under the
partially-executed contract to Action (Consent) section of Action section of the
their VP for final review and the Board Agenda, then Board Agenda, then
to obtain the President’s forwards the contract to forwards the contract to
signature. President for review and the President for review
*See Purchasing website for signature. and signature.
details.

At Purchasing’s discretion, Requester may need to place high-risk contracts under the Action (Consent)/Action section.

9. President’s Executive Assistant will route the fully-executed contract back to the Requester (after
Board approval for requests >525K).

10. The Requester uploads the fully-executed contract and additional supporting documentation
through OnBase, and then completes their Requisition.

11. When the Requisition is fully-approved, Purchasing will create the Purchase Order and process
as noted on the Requisition by the Requester. For contracts <$25,000, the PO # will be placed on
the Purchase Order Report for the next scheduled Board of Trustees meeting per the deadlines
on the Purchasing Department website.

12. The other party can begin work and submit invoices to Accounts Payable once a Purchase Order
is issued for contracts approved via a Board Agenda item or once the Purchase Order is approved
by the Board of Trustees via the Purchase Order Report.

Exceptions to the non-standard contract review process include:

» Purchasing review is not required where the parties to the contract agree to use a District standard-
boilerplate contract (unaltered except for filling in the blank fields) as approved by the District. Line-
outs or edits on District standard contract language convert a standard contract to a non-standard
contract.

» Review is not required for use of District standard purchase orders unless there are contractor issued
terms and conditions amending the purchase order.

» Review is not required for term contracts resulting from competitive procurements conducted by
the Purchasing Department where the District's standard terms and conditions are accepted by the
contractor/consultant, and there are no additional revision requests for the terms and conditions.

Urgent Contract Procedure
In the event an urgent contract need arises that cannot wait for the Board of Trustees’ approval, the

Board of Trustees has delegated to the President the authority to sign contracts for consultants and
specialized services in the amount of less than $25,000.000. These contracts can then be ratified at the
next Board of Trustees meeting.

1. Requester completes steps noted in the Standard or Non-Standard process above.
2. Once the contract is fully-negotiated and partially signed (by other party), the Requester will do
the following:
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a. Standard Contract — Forwards the contract directly to the President with a RFC. Once the
contract has been fully-executed, the President’s office shall return the contract to the
Requester.

b. Non-Standard Contract — Requester routes the contract to the Purchasing Department
for review/approval before routing contract to the President to sign (in advance of Board
ratification). After Purchasing reviews/approves the proposed final contract, Purchasing
will route non-standard contract back to the Requester to forward through the
President’s Office with the RFC. Once the contract has been fully-executed, the
President’s office shall return the contract to the Requester.

3. The Requester will then upload the fully-executed contract onto OnBase and complete a
Requisition.

4. For contracts requiring the Board of Trustees’ approval via a board agenda item, the Requester
will submit an electronic copy of the contract to the Board of Trustees for ratification via a board
agenda item within 60 days of the execution of the contract by the President. The contract and
any additional supporting documentation will be included as attachments to the agenda item.
Please refer to the Board of Trustees Meeting-Agenda Item Deadlines. The Requester will
complete the board agenda item for Action (Consent) items using the Action (Consent) Agenda
Personal Services Contract — URGENT Template (Attached). Standard contracts under the bid
limit which, in the opinion of the Purchasing Department, creates an unusual amount of risk, shall
be placed on the Discussion section of the Board Agenda.

5. Once the board approves the contract, the Requester is to send the approved agenda item (board
communication) to Purchasing.

Responsibilities of District’s Purchasing Department

The Purchasing Department shall make available necessary materials and ongoing working sessions to
ensure that District employees involved in the contracts process are informed and understand the scope
and limits of their contracting responsibilities. Purchasing shall create, manage, and periodically update
District standard boilerplate contracts and procedures to be used by the District. Purchasing shall
periodically review the effectiveness of the District's contracting processes and procedures, and shall
solicit recommendations from its Procurement & Contracting Services (PACS) Advisory group on how to
improve these processes.

Any questions, please contact your Division’s/Department’s Assigned Buyer or purchasing@avc.edu

For complex matters, please contact Mina Hernandez, Purchasing and Contract Services Manager at
mihernandez@avc.edu
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REQUEST FOR CONTRACT FORM (RFC)

Requester: Required Phone: Required REQ/PO #: Optional Date: Required
Approved by: Required Date:
Dean/Executive Director Signature
Approved by: Date: Date:
Director Signature (if applicable) PM Signature (if applicable)
Approved by: Required Date:

Division’s Vice President/President

ITS Related? [] Yes [ No

Signature

F&M Related? [1 Yes [1 No If “Yes”, please obtain ITS and/or F&M approval of RFC.

Approved by: Date:

Name of Executive Director Signature

SCOPE OF WORK

Contractor/Vendor Legal Name(see W-9): Required Email: Required
Address, City, State & Zip: Required Phone: Required
Contract Start Date: Required End Date: Required
Responsibilities of the Contractor/Consultant, Scope of Work and Contract Objective:*
Required
Responsibilities of the District:*
Required
Contract Schedule of Deliverables, Performance Milestones and Proof of Completion:*
Required
Rate of Payment: $ Required Per: (OHour [ODays [IMeetings [Projects [JOther
Additional Expenses: Optional (Provide description w/amount for each*)
Total Payment Inclusive of Expenses (NTE): S Required F.O.A.P.#: Required

Payment to be Sent: [1 Monthly [ End of Project [1 Other:

TYPE OF CONTRACT REQUEST
[J Standard Boilerplate (Please allow 3-5 business days for Purchasing to process) Select one:
L] Consultant Agreement [lIndependent Contractor IF CHECKED, Is Contractor a retired CalSTRS member? [] Yes [ 1 No
[IServices Agreement [IProfessional Services Agreement
L] Performer or Lecturer Agreement (circle one) and include:

Name of Event:
Location of Event:
Starting Time/Ending Time:

Required for Performer/Lecturer Agreement

Required for Performer/Lecturer Agreement

Required for Performer/Lecturer Agreement

[1 Renewal of Term Per CA EDU Code § 81644, cannot exceed: Three (3) years max for material/supplies; Five (5) years for
work/services or apparatus/equipment.

1 Amendment: Describe what needs to be amended and
attach original contract*: Required for Amendment

[J Vendor’s Contract aka Non-Standard Contract (Please allow 5-10 business days for Purchasing to process)
Provide explanation why not utilizing District-approved Standard Boilerplate: Required for Non-Standard

INCLUDE THE FOLLOWING ATTACHMENTS:

L1 W-9 form from Contractor
] Proposal (if any)
[J Copy of Contract needing to be Renewed/Amended

L1 Independent Contractor Checklist (if requesting this type of Contract)
[J Additional Two Quotes (see Purchasing Guidelines for types of
purchase & dollar thresholds)

Date Board Approved OR to be presented at Board Meeting dated: Optional

*|f additional space need, please attach separate page or memo.
Please submit completed RFC to purchasing@avc.edu with attachments to initiate the creation of your E6aryet7-1-2016
Any questions, please contact Purchasing and Contract Services at Ext. 6310 or purchasing@avc.edu.
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ANTELOPE
VALLEY
COLLEGE
Agenda Item Details
Meeting Jan 11, 2016 - Regular Board Meeting
Category 14. CONSENT AGENDA
Subject Action (Consent) Agenda Personal Services Contract
Access Public
Type Action (Consent)

Preferred Date Jan 11, 2016
Absolute Date Jan 11, 2016
Fiscal Impact Yes
Select "Yes" or "No" as applicable
Budgeted Yes

Recommended It is recommended by the President that the Board of Trustees approve the [Standard or
Action Non-Standard] [Type of Contract] Contract between [Other Party Name] and Antelope Valley
Community College District

Public Content

A. BACKGROUND

Type of Agreement: (Standard Consultant Agreement, Non-standard Independent Contractor, etc.)
Contracting Party: (Complete full legal name of the party with whom the District is entering into the proposed
agreement with)

Background: (all pertinent background information, history, prior board approval)

Goal/Purpose: (Intent/scope of the agreement, expected outcome, etc.)

Term: (July 1, 2016 - June 30, 2017)

Contact Person: (typically area VP or President)

B. BUDGET IMPLICATIONS

Fiscal Impact: (Expected Revenue to District during term of agreement, and how it will be paid; Incurred Costs
to District during term of agreement and funding source; or, No Cost to District.)

C. RECOMMENDATION

It is recommended by the President that the Board of Trustees approve the [Standard or Non-Standard] [Type of
Contract] Contract between [Other Party Name] and Antelope Valley Community College District

Administrative Content

https://www .boarddocs.com/ca/avc/Board.nsf/Private?open&login# 12
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Executive Content

Our adopted rules of Parliamentary Procedure, Robert's Rules, provide for a consent agenda listing several items
for approval of the Board by a single motion. Documentation concerning these items has been provided to all
Board members and the public in advance to assure an extensive and thorough review. Items may be removed
from the consent agenda at the request of any board member.

Upon request, this agenda will be made available in appropriate alternative formats to persons with
disabilities, as required by Section 202 of the Americans with Disabilities Act of 1990. Any person with
a disability who requires a modification or accommodation in order to participate in a meeting should
direct such request to the President’s Office, at (661) 722-6301 (weekdays between the hours of
8:00 a.m. and 5:00 p.m.) at least 48 hours before the meeting, if possible. Public records related to
agenda items for open session are available for public inspection 72 hours prior to each regular
meeting at the Antelope Valley College President’s Office, Administration Building, 3041 West Avenue
K, Lancaster, California 93536.

https://www .boarddocs.com/ca/avc/Board.nsf/Private?open&login# 212
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ANTELOPE
VALLEY
COLLEGE
Agenda Item Details
Meeting Jan 11, 2016 - Regular Board Meeting
Category 15. ACTION ITEMS
Subject Discussion Agenda Personal Services Contract
Access Public
Type Discussion

Public Content

A. BACKGROUND

Type of Agreement: (Standard Consultant Agreement, Non-standard Independent Contractor, etc.)
Contracting Party: (Complete full legal name of the party with whom the District is entering into the proposed
agreement with)

Background: (all pertinent background information, history, prior board approval)

Goal/Purpose: (Intent/scope of the agreement, expected outcome, etc.)

Term: (July 1, 2016 - June 30, 2017)

Contact Person: (typically area VP or President)

B. BUDGET IMPLICATIONS

Fiscal Impact: (Expected Revenue to District during term of agreement, and how it will be paid; Incurred Costs
to District during term of agreement and funding source; or, No Cost to District.)

C. RECOMMENDATION

It is recommended by the President that the Board of Trustees approve the [Standard or Non-Standard] [Type of
Contract] Contract between [Other Party Name] and Antelope Valley Community College District

Administrative Content

Executive Content

https://www .boarddocs.com/ca/avc/Board.nsf/Private?open&login# 12
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Upon request, this agenda will be made available in appropriate alternative formats to persons with
disabilities, as required by Section 202 of the Americans with Disabilities Act of 1990. Any person with
a disability who requires a modification or accommodation in order to participate in a meeting should
direct such request to the President’s Office, at (661) 722-6301 (weekdays between the hours of
8:00 a.m. and 5:00 p.m.) at least 48 hours before the meeting, if possible. Public records related to
agenda items for open session are available for public inspection 72 hours prior to each regular

meeting at the Antelope Valley College President’s Office, Administration Building, 3041 West Avenue
K, Lancaster, California 93536.
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ANTELOPE
VALLEY
COLLEGE

Agenda Item Details

Meeting
Category
Subject
Access

Type

Preferred Date
Absolute Date
Fiscal Impact
Budgeted

Recommended
Action

Jan 11, 2016 - Regular Board Meeting
14. CONSENT AGENDA
Action (Consent) Agenda Personal Services Contract - URGENT
Public
Action (Consent)
Jan 11, 2016
Jan 11, 2016
Yes
Select "Yes" or "No" as applicable

Yes

It is recommended by the President that the Board of Trustees ratify the [Standard or Non-
Standard] [Type of Contract] Contract between [Other Party Name] and Antelope Valley
Community College District

Public Content

A. BACKGROUND

Type of Agreement: (Standard Consultant Agreement, Non-standard Independent Contractor, etc.)
Contracting Party: (Complete full legal name of the party with whom the District is entering into the proposed
agreement with)

Background: (all pertinent background information, history, prior board approval)

Goal/Purpose: (Intent/scope of the agreement, expected outcome, etc.)

Term: (July 1, 2016 - June 30, 2017)

Contact Person: (typically area VP or President)

B. BUDGET IMPLICATIONS

Fiscal Impact: (Expected Revenue to District during term of agreement, and how it will be paid; Incurred Costs
to District during term of agreement and funding source; or, No Cost to District.)

C. RECOMMENDATION

It is recommended by the President that the Board of Trustees ratify the [Standard or Non-Standard] [Type of
Contract] Contract between [Other Party Name] and Antelope Valley Community College District

Administrative Content

https://www .boarddocs.com/ca/avc/Board.nsf/Private?open&login# 12
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Executive Content

Our adopted rules of Parliamentary Procedure, Robert's Rules, provide for a consent agenda listing several items
for approval of the Board by a single motion. Documentation concerning these items has been provided to all
Board members and the public in advance to assure an extensive and thorough review. Items may be removed
from the consent agenda at the request of any board member.

Upon request, this agenda will be made available in appropriate alternative formats to persons with
disabilities, as required by Section 202 of the Americans with Disabilities Act of 1990. Any person with
a disability who requires a modification or accommodation in order to participate in a meeting should
direct such request to the President’s Office, at (661) 722-6301 (weekdays between the hours of
8:00 a.m. and 5:00 p.m.) at least 48 hours before the meeting, if possible. Public records related to
agenda items for open session are available for public inspection 72 hours prior to each regular
meeting at the Antelope Valley College President’s Office, Administration Building, 3041 West Avenue
K, Lancaster, California 93536.
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