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1. The requesting division will communicate specific contract needs to Budget and Fiscal 
Division to obtain technical assistance and in an effort to determine and ensure availability of 
funds.  The Budget and Fiscal Division will also confirm that funds for the contract have been 
approved by the agency head. 
 

2. Once availability of funds and approval of services to be contracted has been established, 
requesting division staff will compile all information necessary for the contract on the 
applicable contract information form (designed by ECD’s Contracts unit) or contact Contracts 
Director or Contract Specialist directly. 
 

3. Once necessary information is compiled, division staff will forward completed contract info 
sheet or, in the alternative, send an email to contract specialist with necessary information.   
 

4. Contracts director or contract specialist will proceed with drafting contract, ensuring 
compliance with all applicable laws as well as state contracting policies and procedures.  
Contract specialist will send drafted contract to program staff for inclusion of other 
documents (letters, ACH, W-9, etc.) and contract will be e-mailed to grantee/contractor by 
contract specialist or program staff, depending upon the specific contract involved. 
 

5. In cases where the Legal Division initiates a contract on behalf of agency head or division 
director, they shall also confer with Budget and Fiscal Division to ensure availability of funds 
and approval of services to be procured by agency head.  After this is established, necessary 
information will be obtained to draft adequate scope of services, determine any requisite 
program guidelines, and determine details of milestones, etc.  The Legal Division will then 
draft the contract, ensuring compliance with all applicable laws as well as state contracting 
policies and procedures. 
 

6. Once contract drafted by contract specialist or legal division has been signed by 
grantee/contractor and returned to ECD, the signature of the Commissioner (or designee) will 
be obtained and contract will be forwarded to contract specialist for completion of summary 
sheet and to obtain signature of Budget Director.  Once complete, contract specialist will 
enter contract into the Edison system for approval.   All information received with signed 
contract that is necessary for payment (ACH, W-9, etc.) will be forwarded to Fiscal Division 
so that it may be verified with F&A Accounts division.  Contract specialist will be 
responsible for assigning RFS numbers as well as ensuring all contract attachments are 
entered into Edison with appropriate contract. 
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7. In regards to request for payments of contracts, the Budget and Fiscal division will handle all 
requests in Edison upon receipt of proper documentation and review of such documentation 
by program staff and Budget and Fiscal Division staff. 
 

8. The requesting division has the responsibility to determine that vendors are in compliance 
with the contract terms for those contracts within their division.  Each division head (or 
designee) shall review milestones and/or delivery terms set forth in the contract prior to 
approving requests for payment. 
 

9. Contract specialist will notify divisions of the expiration date of contracts in a timely manner 
to determine the future needs of the contract. 
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