CITY OF NEW ORLEANS
CHIEF ADMINISTRATIVE OFFICE

POLICY MEMORANDUM NO. 122 (R) October 28, 2014

TO: All Departments, Boards, Agencies and Commissions Subject to the City’s
Purchasing, Contracting and Procurement System

FROM: Andrew D. Kopplin, First Deputy Mayor and Chief Administrative Officer
SUBJECT: Contract Routing Process
1. PURPOSE

In an effort to further promote transparency and continue to provide effective and
efficient administrative guidance, this policy memorandum is revised for the
purposes of continued streamlining of the city’s contract routing process and for the
refined implementation of a protocol for the approval of executive branch contracts.

11. GOVERNING AUTHORITY

Home Rule Charter of the City of New Orleans (“Home Rule Charter”) Sections 4-
206(1) (h) & (i) empower the Mayor to sign contracts and to see that the terms and
conditions of all contracts are faithfully executed.

Home Rule Charter Section 4-302(5) authorizes the Chief Administrative Officer to
"prescribe accepted standards of administrative practice to be followed by all
offices, departments, and boards."

Home Rule Charter Section 4-401(5) provides that the City Attorney is to “Prepare
or approve as to form and legality, all contracts, documents and instruments
creating any legal or conventional obligation affecting the City.”

Home Rule Charter Section 4-404(2) requires that certified copies of all contracts
become a part of the Law Department’s archives.

Home Rule Charter Section 6-103(3) provides that the approval of an expenditure
schedule by the Chief Administrative Officer shall constitute a budgetary allotment
which shall be binding upon such office, department or board, and the Department
of Finance shall approve or issue no requisition, purchase order, voucher or check
that is not in accordance with such allotment.

Home Rule Charter Section 6-107 describes the term “encumbrance” as a
commitment for expenditure of an appropriation evidenced by a valid requisition

properly approved.
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Home Rule Charter Section 6-308 (1) provides for the Mayor to sign all formal
written contracts, except those administered by the Council; any agency may
propose a contract; the Department of Law must approve all contracts for form and
legality before the Mayor signs; for approval by the Department of Finance prior to
signature of all contracts involving a financial obligation by the City.

111. DEFINITIONS

“Assigned Attorney” means the attorney from the Contracts Group in the Law
Department who reviews/drafts/prepares the contract submitted via an ECMS
Requisition.

“CAO” means Chief Administrative Officer.
“City” means City of New Orleans.

“Contract Clerk” refers to the person from the Mayor's Office who handles
publication of contracts.

“Deputy City Attorney” refers to the head of the contracts group or an attorney
from the Law Department, as delegated by the head of the contracts group, who
reviews and approves contracts as to form and legality.

“Deputy Mayor/Deputy CAO/Mayor’s Chief of Staff’ refers to the person who is
responsible for overseeing one or several departments.

“ECMS” means Electronic Contract Management System.

“ECMS Requisition” means the electronic request created by User Entity in ECMS to
submit a contract to the Law Department. The ECMS Requisition contains seven
(7) digits.

“ECMS Requisition Stage” means the first stage of the Standard Contract Routing
Process.

“ECMS Purchase Order Stage” and “ECMS PO Stage” means the second stage of the
Standard Contract Routing Process.

“DBE” means Disadvantage Business Enterprise.

“ECMS Purchase Order” means the electronic request assigned to an attorney in the
Law Department. The ECMS Purchase Order is made of the initial of the User Entity
and six (6) digits.

“Law Contract Manager” refers to the person(s) from the Law Department who

handles and oversees the ECMS contract routing process.
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“Requestor” means the person who submits an ECMS Requisition or an Expediency
Contract Package on behalf of a User Entity.

“User Entity” means office, department, or board responsible for obtaining all
information necessary for the Law Department to prepare a contract including all
required documentation for the creation of the ECMS Requisition to be submitted
through ECMS.

“VYendor” means contractor, consultant, agency, or any other party with whom the
City is entering into contract via the ECMS Requisition submitted by a User Entity.

1V. REQUIRED STEPS OF THE CONTRACT ROUTING PROCESS

A. In General

Use of ECMS is required for approvals of all CEAs, contracts, and grant agreements.

Any contracts not submitted through ECMS will be rejected without
exception unless there is an emergency, urgency, or ECMS is not in
operation.

User Entities will route a contract to the Law Department by following the
“Standard Contract Routing Process.” Under exceptional circumstances
(emergency, urgency, or ECMS is not in operation), User Entities can use the
“Expediency Contract Routing Process.”

B. Standard Contract Routing: A Step-By-Step Process

1. ECMS Requisition Stage

a. Preparation: The Requestor creates an ECMS Requisition with the
required supporting documents following the appropriate contract
checklist (see Appendix E for all contract checklists). The Requestor
must enter all necessary information and attach required documents
before submitting the ECMS Requisition for approval.

b. Approvals: The Deputy Mayor or Deputy CAO or Mayor’s Chief of Staff of
the User Entity approves the ECMS Requisition to indicate budgetary and
policy approval.

c. The Bureau of Purchasing approves the ECMS Requisition to verify that
proper procurement processes were followed.

d. The Office of Supplier Diversity approves the ECMS Requisition to verify
that the DBE goals are met or not applicable.

e. The Finance Department approves the ECMS Requisition to verify funding
availability.
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The Civil Service approves the ECMS Requisition to ensure the contract
does not infringe upon the services provided by city employees.

. CAO approves the ECMS Requisition to certify budgetary and policy
approval.

. Ready for Purchasing: The Law Contract Manager receives the ECMS
Requisition and reviews the file for completeness. The Law Department
must reject any ECMS Requisition that is incomplete, if the
reasons for incompleteness are not rectified within twenty-four
(24) hours as set forth below. If incomplete, the Law Contract
Manager will notify the Requestor via email the reasons for
incompleteness. The Requestor will have twenty-four (24) hours from the
email to complete the ECMS Requisition or the ECMS Requisition will be
rejected. Resubmittal of any rejected ECMS Requisition requires a review
by all approval levels, including those who approved the ECMS
Requisition before it was rejected. When the ECMS Requisition is
complete, the Law Contract Manager assigns it to an attorney.

ECMS Purchase Order Stage

a. Negotiations/Draft: The Assigned Attorney negotiates/reviews/drafts the
original contract in consultation with the User Entity. Once the original
contract is finalized, the Assigned Attorney submits the ECMS Purchase
Order for approval.

b. Approvals: The Deputy City Attorney reviews and approves the ECMS
Purchase Order.

. CAO performs evaluation of the final draft of the original contract and
approves the ECMS Purchase Order.

d. Vendor Stage: The Law Contract Manager approves the ECMS Purchase
Order when he/she notifies the Vendor via email that the original
contract is ready for signature (the Law Contract Manager attaches the
original contract in pdf format to his/her email to Vendor and he/she
copies the Requestor in his/her email to Vendor). Once the Law
Contract Manager sends the email to the Vendor, the User Entity is
responsible for checking (1) that Vendor received the email from the
Law Contract Manager, and (2) that Vendor returns the instructed
number of signed hardcopies of the original contract to the Law Contract
Manager.

NOTE (1): The default number of hardcopies to be signed by the

Mayor is equal to the number of signatories. If the User Entity
needs one or more hardcopies of the original contract, the Requestor is
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instructed to notify the Law Department the total number of hardcopies
needed. This notification can be done by filling out the “Number of
Contracts Required and Special Instructions” in the “General” tab of the
ECMS Requisition.

NOTE (2): When the original contract must be signed by the Mayor first,
or the Mayor is the only signhatory, the Requestor is instructed to notify
the Law Department. This notification can be done by inserting a
comment in the “Note” tab in the ECMS Requisition. In the case of the
Mayor signing first, the Law Contract Manager will remit to the
Requestor the hardcopies of the original contract. The Reqguestor is
then responsible to (1) send those hardcopies to the Vendor and
(2) return to the Law Contract Manager a fully executed original
contract.

. Vendor signs and returns the instructed number of signed hardcopies of

the original contract to the Law Contract Manager.

. The Law Contract Manager prepares the Vendor’s signed hardcopies of

the original contract for signature by Deputy City Attorney.

. Law Final Review and Signature: After review, the Deputy City Attorney

signs off on the Vendor’s signed hardcopies of the original contract on
behalf of the Law Department and returns them to the Law Contract
Manager. Finally, the Law Contract Manager routes those hardcopies of
the original contract for final executive review and approves the ECMS
Purchase Order.

. Final Executive Review and Signature: After final executive review, the

approved hardcopies of the original contract are presented to the Mayor
for signature.

Mayor signs the hardcopies of the original contract.

Originals and Publication: The Contract Clerk scans one hardcopy of the fully
executed original contract and attaches it to the ECMS Purchase Order.
Then the Contract Clerk approves the ECMS Purchase Order. As a result of
this last approval, the original contract is posted online for public access. At
the same time, Vendor and the Requestor are notified via email issued by
ECMS that the original contract was executed and can be found online.
Finally, the Contract Clerk returns the original contract to the Law Contract
Manager.

The Law Contract Manager notifies the Requestor that hardcopies of the
original contract are available for pick up at the Law Department.
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The Requestor notifies the Bureau of Purchasing by forwarding the system
email that the original contract has been executed and requests that Bureau
of Purchasing issues a purchase order, if applicable.

The Law Department always maintains a file with one hardcopy of the fully
executed original contract.

Attached under Appendix A is a flow chart which represents the various
steps of the standard contract routing process.

C. Expediency Contract Routing: A Step-By-Step Process

1.

Negotiation/Draft: The User Entity prepares the draft of the original contract
using the appropriate contract template approved by Law Department. In
the course of drafting the original contract, the User Entity must consult its
Assigned Attorney to negotiate/review/draft the original contract. In case of
failure to consult its Assigned Attorney, please refer to Step no. 7 below.

Vendor Signature: Once the original contract is finalized, the User Entity
notifies the Vendor that the original contract is ready for signature. The
Vendor signs the instructed number of originals. Then the Vendor returns
signed hardcopies of the original contract to the User Entity.

Preparation: The User Entity prepares the “Expediency Contract Package.”
This package must contain:

a) Expediency contract form signed by the Head of the User Entity (See
Appendix C for form).

b) Hardcopies of the original contract signed by the Vendor;

c) All required supporting documents according to the applicable contract
checklists attached to CAO Policy Memorandum 122(R) (See Appendix E
for contract checklists); and

d) An Inter-Office Memorandum from the Head of the User Entity which
requests a deviation from the standard contract routing process and
provides the reasons for this deviation (See Appendix D for Expediency
Inter-Office memorandum).

ECMS: Prior or concurrently to preparing the Expediency Contract Package,
the Requestor initiates the standard contract routing process by creating an
ECMS Requisition.

Approval: Once the Expediency Contract Package is complete, a
representative of the User Entity brings the package to CAO for review and
signature. CAO'’s signature certifies budgetary and policy approval.

Review: Once CAO signs the Expediency Contract Package, the
representative of the User Entity brings it to the Law Contract Manager. The
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10.
11.

Law Contract Manager reviews the package for completeness. The Law
Department is required to reject any incomplete package. If incomplete, the
Law Contract Manager notifies the representative of the User Entity that
he/she will either keep it until completed or returns it to the User Entity. If
or when the package is complete, the Law Contract Manager remits the
Expediency Contract Package to the Assigned Attorney.

Approval: If the Assigned Attorney did not review the original contract prior
to being submitted via the Expediency Contract Package, the Assigned
Attorney may have to edit the original contract and, if edits are made, the
Law Contract Manager will re-send it to the Vendor for signature.

Law Final Review and Signatures: Once the Assigned Attorney finalizes and
approves the original contract, the Assigned Attorney remits the Vendor’s
signed hardcopies of the original contract to the Law Contract Manager.
Then, the Law Contract Manager prepares them for review by the Deputy
City Attorney. After review, the Deputy City Attorney signs off on the
Vendor’s signed hardcopies of the original contract on behalf of the Law
Department, and returns them to the Law Contract Manager. Finally, the
Law Contract Manager routes those hardcopies of the original contract for
final executive review and approves the ECMS Purchase Order.

Final Executive Review: After final executive review, the approved
hardcopies of the original contract are presented to the Mayor for signature.

Mayor signs the hardcopies of the original contract.

Contract Clerk: The Expediency Contract Package and the hardcopies of the
original contract remain with the Contract Clerk until the ECMS Requisition
created to route the original contract becomes an ECMS Purchase Order and
the latter is fully approved in ECMS. The Contract Clerk scans one hardcopy
of the fully executed original contract and attaches it to the ECMS Purchase
Order. Then the Contract Clerk approves the ECMS Purchase Order. As a
result of this last approval, the original contract is posted online for public
access. At the same time, Vendor and the Requestor are notified via email
issued by ECMS that the original contract was executed and can be found
online. Finally, the Contract Clerk returns the original contract to the Law
Contract Manager.

NOTE: If the User Entity needs either an electronic copy of the fully
executed original contract before it is posted online by the Contract Clerk or
the actual hardcopies of the fully executed original contract before the
Contract Clerk returns them to the Law Department, the Requestor is
instructed to notify directly the Assigned Attorney and the Law Contract
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Manager of such request. This notification can be done by an email from the
User Entity to both the Assigned Attorney and the Law Contract Manager.

12. Hardcopies of the Executed Original Contract: The Law Contract Manager
notifies the representative of the User Entity that the hardcopies of the fully
executed original contract are available for pick up at the Law Department.

13. The User Entity notifies both the Bureau of Purchasing and the Vendor that
the original contract is executed.

The Law Department always maintains a file with one hardcopy of the fully
executed original contract.

Attached under Appendix B is a flow chart which represents the various
steps of the expediency contract routing process.

V. PERFORMANCE MANAGEMENT

In order to guarantee accountability and high-quality performance in contract
routing, the Office of Performance and Accountability (“OPA”) maintains a
performance measurement and management system for the process outlined in this
policy memorandum. All relevant departments and agencies work with OPA to
develop, track, and analyze performance measures related to the timeliness and
quality of contract routing.

V1. WAIVERS

Requests to waive any of these provisions must be approved by the Chief
Administrative Officer in writing.

VIl INQUIRIES

Questions regarding this memorandum should be forwarded to the Chief
Administrative Office at (504) 658-8900.

Andrew D. Kopplin
First Deputy Mayor and
Chief Administrative Officer

ADK/JPM

Attachments
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LIST OF APPENDICES

APPENDIX A Standard Contract Routing Process Chart
APPENDIX B Contract Expediency Routing Process Chart
APPENDIX C Contract Expediency Form

APPENDIX D Expediency Inter-Office Memorandum

APPENDIX E Contract Checklists (E1. Through E9.)

APPENDIX F Written Justification for Contracts Under $15,000
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