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	DENR CONTRACT ROUTING PROCESS

	TYPE OF REQUEST
	FORMS REQUIRED WITH PACKAGE

	Request for Proposals (DPS to issue)
	6000

	 --- Award Recommendation based on RFP review
	6100 & Award Recommendation Memo

	Service Contract (Contractor Known)
	6000 & 6100

	MOA /MOU
	6000 & 6100

	Grant Contract
	6000 & 6100

	Personal Service Contract
	6000 & 6100 & Form 319 & Resume

	Consultant Contract
	6000 & 6100

	Amendment – Increase Contract funds
	6000 & 6100

	Amendment – No Cost Time Extension
	6100

	CONTRACT ADMINISTRATOR'S RESPONSIBILITIES (Technical expertise)

	1
	Develop Scope of Work (SOW) that must include the following sections:

	
	A.  Introduction (a brief description of services required)

	
	B.  Background (describe how services fit into the agency’s function, legislation or new initiatives that             

     necessitate these services, other solutions tried in the past, etc.)

	
	C.  Specifications: The following sections/headings must be included in the Scope of Work/Specifications:

	
	       1.  Task(s) that the Contractor must provide

	
	       2.  Timeline for task(s) completion 

	
	       3.  Milestone(s) that the Contractor must meet during the period of the contract

	
	       4.  Deliverable(s) that the Contractor must provide

	
	       5.  Environmental/regulatory constraints/state interfaces, etc., that the Contractor must consider

	
	D.  Contract Time Period (if known, start date & termination date or number of months)

	
	E.  Payment Schedule (Milestones dates or Deliverable dates & what % or dollars will be paid when a 

      milestone is met or a deliverable is accepted)

	
	F.  Ownership of Equipment Purchased (limitations on use of funds for purchase of equipment)

	
	G.  Detailed Project Budget (Specify source & use of & type of match funding)

    *A detailed project budget is required for projects considered “grants” funded by DENR

    and/or research projects submitted to DENR for funding.

	2
	Contact Division Contract Coordinator for preparation of Forms 6000 and/ or 6100

	3
	Sign Form 6000 and forward with SOW to Contract Coordinator

	CONTRACT COORDINATOR’S RESPONSIBILITIES (Contract Process expertise)

	1
	Coordinate Preparation of Forms 6000 and/or 6100 with Contract Administrator

	2
	Assign Requested “Contract No.” on Form 6000 and/or 6100

	3
	Log request in Contract Tracking Database

	4
	Review Forms 6000 and/or 6100 for correctness

	5
	Review SOW for inclusion of required information (see Scope of Work requirements above)

	6
	Return SOW package to Contract Administrator if additional information is required

	7
	Obtain Division Signatures on Forms 6000 & 6100: Contract Administrator, Budget Officer & Division Director 

	8
	Form 6000 - Indicate Package Reviewers by (s / Forward Package to next applicable Reviewer:

---BPA – Over $25K; All Personal Services; All Contract Amendments for increased funding

---HR – Personal Service Contracts

---DENR ITS – IT services required

---DPS – All requests

	9
	E-Mail Contract Administrator Status of Request

	10
	Update Contract Tracking Database with incoming/outgoing status of each level of review 



