
Dean/Director reviews and 
signs the RFC then forwards to 

their VP/President.

Requester completes a
Request for Contract Form (RFC) with 

attachments (see bottom of RFC form for 
details) and forwards to their Dean/

Director for signature.

REQUEST FOR CONTRACT PROCEDURES
Goods and Services (Non-Construction)

Requester VP/President Purchasing

Updated:  6/12/2018

For more information, see: 
https://www.avc.edu/administration/busserv/

purchasingcontracts

Or email: purchasing@avc.edu

VP/President reviews, 
determines Livescan1 

(fingerprinting) requirements, 
initials, and signs the RFC then 

forwards to the Requester.

Requester emails fully-approved RFC and  
supporting documentation to:  

purchasing@avc.edu 
with subject line: 

“CONTRACT REQUEST” 
If sending directly from a scanner, please 

“cc” yourself.

Purchasing completes contract request:
 standard boilerplate: 3-5 business days
 Non-standard boilerplate: 5-10 business 

days (longer if legal counsel involved).  
Please allow min. 30-60 days prior to Board 
deadline for possible negotiations and 

Livescan.

Requester forwards  contract to the other party 
for review and signature, and notifies them of 

Livescan requirement if applicable.

CBO or President will route the fully-executed (F.E.) contract back to the 
Requester 

(after Board approval for requests $25K or greater). 

Requester 
uploads F.E. 
contract and 

other 
supporting 

documentation 
to OnBase and 

completes 
Requisition. 

Once REQ 
approved, 
Purchasing 
creates PO.

Other party can begin work with 
assigned PO and submit invoices for 

payment.

Dean/Director

If no negotiations/or negotiations finalized:
Requester shall have other party sign contract so that it may be 

forwarded to authorized signers for District.
NOTE:  PRESIDENT & CBO ARE THE ONLY AUTHORIZED SIGNERS.

If revisions and/or changes/negotiations requested:
If the other party requests revisions/negotiations, Requester must 

contact assigned Buyer to obtain approval and/or negotiate. 

Contracts Bid Limit 
or greater:

Usually a formal Bid; 
therefore, Purchasing 

creates an agenda 
item under the 

Action section of the 
Board Agenda, then 

forwards the contract 
to CBO/President4 for 
review and signature.  
If applicable, proof of 

Livescan approval 
must be attached to 

contract.

1Allow up to thirty (30) days for Livescan (fingerprinting) results to be obtained.
2 Contracts less than $25K must be approved by the board via the PO Report, prior to sending a copy of the PO to the vendor.  See Purchasing Website for Board 
  Deadline Dates
3 At Purchasing’s discretion, Requester may need to place high risk contracts  under the Action(Consent)/Action section.
4 CBO aka Executive Director of Business Services; per the Organizational Meeting Report from the Board of Trustee’s meeting on 2/29/16, VP’s only have signature 

  authority when delegated in the President's absence.

Board 
Approves 
Request
 by PO 
Report

Board Approves 
Request

 by Agenda Item

Requester uploads F.E. 
contract (once received 
by Executive Assistant 

to the President), 
approved board 

communication, and 
other supporting 

documentation to 
OnBase and completes 

REQ. 

Once REQ approved, 
Purchasing creates 

PO.

Contracts less 
than $25K

Contracts $25K 
or greater

Other PartyBoard
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