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Independent Contracts and Agreement for
Services - Including Professional Services
and Insurance Services

employee of the District or the colleges 1s an
independent contract.

A Diastrict approved form includes the most
advantageous terms & conditions for the
District.
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_ Contract agreemet Or certain types o
professional services or advice and contract
agreements for insurance services are not subject
to competitive bid requirements.

" An agreement should not be use to procure
material, supplies, and equipment.
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agreements o
more must comply with prevailing wage
requirements.

¥ Additionally, for public project contract
agreements less than $15,000, Public Contract
Code 20657 requires that notice of informal
bidding opportunities must be given to all
interested contractors. Purchasing Services posts

such notices on BidNet.
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Summary of Requirements

_ For new vendors, the contractor must provide a
completed IRS Form W-9, Vendor Information
Form.

1 Contract agreements for application of toxic
chemicals such as pesticides or herbicides must be
reviewed and approved by the Director
Environmental Health and Safety prior to execution.

May 2013 FHDA Purchasing Services



Independent Contract Agreement vs.
Agreement for Services

Small contractors or individuals

8 Agreement for Services 1s more protective of the
District

More complex services

Businesses, corporations
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Ask:

Do I have the delegated authority to enter
into this contract?

If so, then I am required to accept the
responsibilities of complying with legal
requirements, policies, and procedure
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Authority to enter into contracts

authorize contracts up to the amount designated
in the Board Resolution without seeking prior
Board authorization of the contract.
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ADDITIONAL GUIDELINES:

must be quoted at the prevailing wage rates for that
trade (i.e. electrical, cabling, plumbing, carpentry,
etc.).

Obtain competitive quotes.

Obtain insurance certificates.

Maintain records.

Obtain a fully executed contract prior to start of
contract, signed by a person with the proper delegated

authority.
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Resolution #2012-50C authorizes the
following positions to execute contracts up
to $5,000:

¢

Manager

Supervisor

Vice President
Associate Vice President
Controller
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additional signatures on all contracts. Campus
administration may also require that the
contract have a Purchase Order 1n place to

facilitate the payment.
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Vice Chancellor, Human Resources & Equal
Opportunity

Vice President, Educational Resources & Instruction

Vice President, Finance & Educational Resources
Executive Director, Foundation

Executive Director, Facilities, Operations, &
Construction Management

President
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ervices in which case
within 60 days.
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http://purchasing.thda.edu/policies

A dminictrative
information.

B Splitting contracts in order to circumvent the
competitive bidding requirements or approval by
the Board of Trustees 1s not permissible.
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RECOMMENDED Instructions
for Contracts If Amount is $20,000
or Less (514,999 or less for public
projects) With A Single Payment




& aggregate total cost).

_BBefore services begin obtain (1) contractor
signature on the contract, (2) an IRS Form W-9,
and (3) proof of insurance from the contractor.
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contract to your campus vice-president or
director of budget for review, approval, and
signature.
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DCCN S1ZNcd DYy thC réSponsio
Administrator as "approved for payment"

and show account code(s) charged and description
of work including date(s) performed.

~ The invoiced amount cannot exceed the contract
amount.
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INOTE: Check with your campus
administration — they may require that all
contracts have a Purchase Requisition
submitted to create a Purchase Order against
the contract.
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Do I need to submit a Purchase Requisition
for a Purchase Order?’

The service will occur immediately

The District does not frequently conduct
business with the vendor

Payment 1s due immediately upon completion
of services

The service 1s long-since over and the 1nvoice

1s due (oops!)
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A Purchase Requisition was submitted —
what now?

You can view the requisition in SSB to determine the
PO #

A copy of the PO is generally forwarded to the
requestor

~ Reference the Purchase Order number on the vendor
invoices and/or District form “Invoice for Services
Rendered” and submit to Accounts Payable for payment.

DO NOT submit the requests for payment directly without

the Purchase Order number.
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Changes To Contract dates, scope of work,
dollar amount or other terms and
conditions:

http://purchasing.thda.edu/forms

I Must be 1n written contract amendments,
sequentially numbered, dated, and signed

by the contractor, an authorized District
representative, and the campus vice-president.
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amendments must not exceed $14,999 for public
projects or $20,000 for services.

P [f the total amended contract value exceeds
$20,000 then it must be signed by the Vice
Chancellor of Business Services.
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RECOMMENDED Instructions
for Contracts If Amount is $20,000
or Less ($14,999 or less for public

projects) With Multiple Payments




& aggregate total cost).

_BBefore services begin obtain (1) contractor
signature on the contract, (2) an IRS Form W-9,
and (3) proof of insurance from the contractor.
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contract to your campus vice-president or
director of budget for review, approval, and
signature.
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provided to facilitate payments.

_BPurchasing Services will 1ssue P.O. to facilitate
payments for services and will send copy of
P.O. to the requestor, contractor, and District
Accounts Payable department. Contractor
should indicate the District’ s P.O. number on
all mmvoices.
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Administrator as "approved for payment.”
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hanges To Contract dates, scope of work,
dollar amount or other terms and
conditions:

N Must be 1n written contract amendments,
sequentially numbered, dated, and signed

by the contractor, an authorized District
representative, and the campus vice-president.
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| [f the total amended contract value exceeds
$20,000 then 1t must be signed by the Vice
Chancellor of Business Services.
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To request a P.O. revision consistent with
contract amendment:

amendment along with Purchase Requisition
to District Purchasing Services

T Reference contract’ s existing P.O. Number.
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If the Contract Amount Will Exceed
$20,000 ($14,999 for public projects):

or competitive bidding, if any.

_BRequires that you submit a Purchase
Requisition for a Purchase Order to facilitate

payments.
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http://business.thda.edu/stories/storyReader$88

Chancellor of Business Services, subject to
ratification, or approved by the Board prior to
start of services.

" AP3140 currently states that any amendment
10% or more must be ratified by the Board of
Trustees.
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