CONTRACT APPROVAL FLOW CHART FOR SERVICES>**
(Not for Public Works or Bond)

Contract Amount?® Contract Amount?? Contract Amount?®
Less than $20,000 $20,000 to Bid Limit? Over Bid Limit?
REQUIRES BOARD REQUIRES BOARD
RATIFICATION APPROVAL
Completed by College Campus Attach Contract Routing Sheet>®
Originator responsible for record Obtain signatures? from:
keeping of contract.® 1. Originator

2. Supervisor/Administrator
3. Campus VP, VC, (whomever is applicable to your area)

1 l l

Is Amount less than

$5,0007? Originate from Originate from Originate from
Foothill College? DeAnza College3 District*
YES
$20,000 to Bid Over
Limit? Bid Limit%12
Single Payment Multiple l l
Payments \
VC Business Services review, VC Business Services review,
l placed on Board Ratification stand alone item for BOT
v list. Returned to Originator approval. Returned to

upon Ratification.” Originator upon Approval.”

J

v

Submit Authorization
for Payment Form to
Accounts Payable.

1 - Bid limit is adjusted annually. Effective January 1, 2024, bid limit is $114,500.

2 - Forward to VP, Finance & Admin. Office who will route to Executive Assistant, Business Services.

3 - Forward to VP, Administrative Services Office who will route to Executive Assistant, Business Services.

4 - Forward to Executive Assistant, Business Services who will route to Vice Chancellor, Business Services.

5 - Originator is responsible for record keeping of Contract. A copy will also be filed in Business Services.

6 - Provided the Contract is in order, please allow at least two weeks for processing.

7 - Check Board of Trustees calendar for next meeting and be mindful of board submission DEADLINES.

8 - Refer to the Purchasing and Payment Authority Grid for delegation of signature authority and competitive quote requirements.

9 - Contracts and revisions that differ from standard District templates must be approved by the Contracts & Risk Manager.

10 - Contract amount is inclusive of all taxes, labor, shipping, and over the entire term of the agreement.

11 - Contracts requiring insurance must be reviewed for compliance by Risk Management. Submit COI to Risk@fhda.edu.

12 - Contracts exceeding the Bid Limit require competitive bidding, certain exceptions may apply. Contact Purchasing for assistance.
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https://business.fhda.edu/_downloads/ContractRoutingSheet_01-01-23_final.pdf
https://business.fhda.edu/_downloads/FORMDirectPayRequest07232013.pdf
https://purchasing.fhda.edu/bid-threshold/index.html
https://purchasing.fhda.edu/bid-threshold/index.html
https://purchasing.fhda.edu/bid-threshold/index.html
https://purchasing.fhda.edu/bid-threshold/index.html
https://purchasing.fhda.edu/_website-documents/Creating%20Requisition%20in%20INB_Banner%209.pdf
https://purchasing.fhda.edu/_website-documents/Purchasing%20and%20Payment%20Authority%20Grid_%20January%202024.pdf
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