
2. Dean/Director reviews and signs the 
RCF then forwards to their VP/

President.

1. Requester identifies need, 
completes a Contract Request 

Form (RCF), attaches supporting 
documentation and forwards to 

their Dean/Director.

Standard Contract Request Flowchart

Requester VP/President Purchasing

In effect as of  January 1, 2016

References:
Purchasing Grid, Contract Process & 

Banner/Onbase Info
https://www.avc.edu/administration/busserv/

banner-purchasing
Board Deadlines

https://www.avc.edu/administration/busserv/
guidelinespolicies

Responsibilities:

3. VP/President reviews and signs the 
RCF then forwards to the Requester.

4. Requester emails approved RCF and 
supporting documentation to 

purchasing@avc.edu, subject line: 
CONTRACT REQUEST.

5. Purchasing completes the standard 
boilerplate contract and forwards to 
the Requester (3-5 business days).

6. Requester forwards standard 
boilerplate contract to the other party 

for review and signature.

8(a). Contracts <$25K 
(<$15K for

Public Works)
Approved by PO Report.  

Requester must first 
obtain VP’s/President’s 

final review and 
signature.1 Requester’s 

REQ must also be 
completed & approved 

by the Board deadline & 
contract uploaded to 

OnBase (Step 10). 
See Purchasing website for 

deadline dates. 

9. VP/President’s Executive Assistant will route the fully-
executed contract back to the Requester (after Board approval 

for requests ≥$25K (≥$15K for Public Works). 

10. Requester uploads fully executed 
contract, approved board 

communication (if applicable), and 
other supporting documentation to 
OnBase and completes Requisition. 

11. Once Requisition is approved, 
Purchasing creates Purchase Order and 
processes as noted on the Requisition.

12. Other party can begin work and 
submit invoices for payment.

Dean/Director Other Party
7(a). Negotiations

If the other party requests 
revisions/negotiations, 

the contract is no longer 
standard; please view the 

Non-Standard Contract 
Request Flowchart.

7(b). No Negotiations
If the contract is 

returned signed, the 
Requester processes 

the Contract for Board 
of Trustees approval. 

8(b). Contracts 
$25K-$87,799 (NA 
for Public Works)
Requester creates 

an agenda item 
under the Action 
(Consent) section 

of the Board 
Agenda,1 then 
forwards the 

contract to VP/
President for 
review and 
signature.

8(c). Contracts 
≥$87,800 (≥$15K for 

Public Works)
Requester creates an 
agenda item under 

the Action section of 
the Board Agenda, 
then forwards the 

contract to VP/
President for review 

and signature.

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



Non-Standard Contract Request Flowchart
9. VP/President’s Executive 

Assistant will route the fully-
executed contract back to the 

Requester (after Board approval 
for requests ≥$25K (≥$15K for 

Public Works). 

10. Requester uploads fully 
executed contract, approved 

board communication (if 
applicable), and other supporting 

documentation to OnBase and 
completes Requisition. 

11. Once Requisition is 
approved, Purchasing creates 

Purchase Order and processes as 
noted on the Requisition.

12. Other party can begin work 
and submit invoices for 

payment.

8(a). Contracts <$25K 
(<$15K for 

Public Works)
Approved by PO Report.  

Requester must first 
obtain VP’s/President’s 

final review and 
signature.1 Requester’s 

REQ must also be 
completed & approved by 

the Board deadline & 
contract uploaded to 

OnBase (Step 10). 
See Purchasing website for 

deadline dates. 

8(c). Contracts 
≥$87,800 (≥$15K for 

Public Works)
Requester creates an 
agenda item under 

the Action section of 
the Board Agenda, 
then forwards the 

contract to VP/
President for review 

and signature.

5. 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).  

6. Requester forwards the District’s revised 
contract and SOW/Proposal to the other party for 

review, approval & signature.

1 At Purchasing’s discretion, Requester may need to place high risk contracts under the 
Action(Consent)/Action section. In effect as of  January 1, 2016

8(b). Contracts 
$25K-$87,799 (NA 
for Public Works)
Requester creates 

an agenda item 
under the Action 

(Consent) section of 
the Board Agenda,1

then forwards the 
contract to VP/

President for 
review and 
signature.

Requester

VP/President

Purchasing

Responsibilities:

Dean/Director

Other Party

2. Dean/Director reviews and signs the 
RCF then forwards to their VP/

President.

1. Requester identifies need, 
completes a Contract Request 

Form (RCF), attaches supporting 
documentation and forwards to 

their Dean/Director.

3. VP/President reviews and signs the 
RCF then forwards to the Requester.

4. Requester emails approved RCF, 
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. 
Note: Historically, negotiations may 

take 30-60 days. Please plan 
accordingly.

7(b). Negotiations
If the other party requests additional 

revisions/negotiations, Requester 
communicates to assigned Buyer. Steps 

5 & 6 repeated. If negotiations are 
complex, Buyer will notify Purchasing & 

Contracts Manager to work directly 
with other party.

7(a). No Negotiations
If the contract is 

returned signed, the 
Requester routes to VP/
President for Counter-

signature.
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