Contracts
List the Position Titles/PCN’s acting as the Certified Contract Manager (CCM) for the agency:
     Position Title

                      PCN

  





Main







Back-up







Back-up [F1].
The duties of 1) authorizing and approving the contract/agreement, 2) monitoring the performance and deliverables of the contract, and 3) approving contract payments are segregated among individuals [F2].  (For smaller agencies where segregation of duties is not possible, compensating controls should be noted.)
List the Position titles/PCNs for above duties:
Position Title

                      PCN                      Duty # (1,2 or 3)       
_____________________, a management position, shall verify budgetary authority and funding sources prior to committing to the contract [F3].
The agency head or other authorized individual signs the contract/agreement [F4].
Upon final approval, the ___________________ enters the total contract amount into the internal budget tracking system and adjusts throughout the year as payments are made against the contract [F5].  

The ______________________, acting as the CCM for the agency, shall ensure completion of the following tasks:
a) Purchasing website is reviewed for State Service/Commodity Contracts to ensure mandatory vendors are utilized if applicable; if none are applicable:

b) All formal and informal bids are properly obtained [F6a].
c) Prior to accepting a bid, the bidder is verified NOT to be on the federal government’s debarred list at www.epls.gov.

d) The contractor obtains appropriate insurance coverage, as required by Risk Management [F6b].
e) Contracts are prepared using forms provided on the Purchasing Division website, http://purchasing.state.nv.us [F6c].
f) Contracts involving State Employees or Former State Employees follow the additional reviews and oversight requirements pursuant to SAM 300 [F6d].
g) Required reviews and signatures are obtained in the preparation process, including the Attorney General’s office, contractor, and department head [F6e].
h) Contracts are complete and include all necessary attachments prior to submission to the Board of Examiners or its Clerk pursuant to SAM 300 [F6f].
i) Contractor maintains continuous insurance coverage [F6g].
Contract data is entered into the Purchasing Division’s contract database (CETS) for all contracts of $2,000 and over [F7].
Verification that the contractor is performing according to terms of the contract is done by _____________, who is independent of the contract approval process [F8].

___________________ ensures that the relationship with the contractor remains independent and does not evolve into a state employee relationship [F9].
Invoices and progress payment requests are reviewed by ________________ to ensure claims are appropriate for work performed and deliverables received on the contract [F10a].
________________ is responsible for creating the contract log, which contains:

1. Agency name

2. Vendor name

3. Approved budget and category authority

a. Initial contract and any amendments should be listed separately

4. Contract beginning and ending dates

5. Total amount of the contract

In addition, the ________________ updates the contract log to include, at a minimum:

1. Document number

2. Payment amount

3. Remaining balance

4. Travel amount ,if allowed by the contract, is tracked separately [F10b, F11].
Contract procedures are documented and reviewed annually for any needed changes [F12].
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