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CONTRACT ROUTING PROCESS POLICY

CONTRACT CHECKLISTS

E1.	Professional Services Agreement for $15K or less			
E2.	Professional Services Agreement resulting from a RFP		
E3.	Professional Services Agreement resulting from a RFQ		
E4.	Bid Contract (equipment and/or non-professional services)	
E5.	Bid Contract (construction)						
E6.	Amendment									
E7.	Cooperative Endeavor Agreement					
E8.	Grant Agreement								
E9.	Real Estate Transactions							




NOTE:	Each contract checklist is followed by a table in which the Law Department provides a description and/or explanation of the required supporting document. Some contracts may require additional forms not included in those checklists.

The Law Department has added blank templates to assist Requestors in attaching the supporting required documents to an ECMS Requisition and to an Expediency Contract Package. Those blank templates are examples ONLY.




E1.	PROFESSIONAL SERVICES AGREEMENT
FOR $15,000.00 OR LESS*

LIST OF REQUIRED DOCUMENTS

	No.
	Description of documents to provide to Law Department
	For contracts for $15,000.00 or less
Required Documents
	Did the Department attach the document to its requisition or expediency contract form
Yes or No?

	1. 
	Vendor’s Proposal**
	Required
	

	2. 
	Written Justification to CAO
	Required
	

	3. 
	Approved Tax Clearance Form
	Required
	

	4. 
	Proof of Signatory Authority
	Required
	

	5. 
	Good Standing or Authority to Do Business in Louisiana
	Required
	

	6. 
	Proof of Insurance
	Required
	

	7. 
	Word Version of Proposed Contract or Description of Needed Services
	Required
	



*If the vendor was selected from a pool of vendors qualified through a Request For Qualifications (“RFQ”), or selected from a Request for Proposals (“RFP”), please refer to the appropriate checklist (Appendixes E2 for RFP and E3 for RFQ).

**In the event that the vendor’s response is too voluminous to attach to the requisition in ECMS, please inform the Law Contract Manager by inserting a comment in the “Note” tab in the requisition as follows: “Available upon request by Assigned Attorney.”

Note:  Some contracts may require additional documents not included in this checklist (For example: exhibit(s) to a contract).

E1.	PROFESSIONAL SERVICES AGREEMENT
FOR $15,000.00 OR LESS*

EXPLANATION AND TEMPLATES OF REQUIRED DOCUMENTS (page 1 of 2)

	No.
	Description of documents to provide to Law Department
	When required, the Contract Manager for the Law Department is looking for:
	Examples of document (blank template)

	1. 
	Vendor’s Proposal**
	The proposal (cover letter and all attachments) submitted by the Vendor to the User Entity.
	N/A

	2. 
	Written Justification to CAO
	For professional services contracts with a total of $15,000 or less, the User Entity, through its department head, shall issue a written justification proposing a contractor or a selection of contractors for the services sought.  See CAO Policy Memorandum 8R.
· Note:  Requestor shall entitle the document or describe it in the “Attachment” tab of the ECMS Requisition as “Written Justification to CAO.”
	See Employee Intranet

	3. 
	Approved Tax Clearance Form
	Tax clearance form signed by Revenue, Treasury, and Finance.
· Note:  This form must be valid when the contract is submitted in ECMS;
· Note:  This form is required for any entities (out-of-state, individual, private entity, non-profit entity) except for public entities.
	See Employee Intranet

	4. 
	Proof of Signatory Authority
	A document giving authority to an individual to execute the contract with the City of New Orleans on behalf of the Vendor.
· Note: This document is not required when the Vendor is a public entity.  Other exceptions may apply.  Contact the Contract Manager of the Law Department in case of doubt.
	See Employee Intranet







E1.	PROFESSIONAL SERVICES AGREEMENT
FOR $15,000.00 OR LESS*

EXPLANATION AND TEMPLATES OF REQUIRED DOCUMENTS (page 2 of 2)

	5. 
	Good Standing or Authority to Do Business in Louisiana
	Proof that the Vendor is registered and in good standing with the Louisiana Secretary of State’s website.
· Note:  Good standing status can be found on the Louisiana Secretary of State’s website (see weblink in next column).
· Note: If the Vendor is out-of-state, it must have authority to do business in Louisiana.  Some exceptions may apply.  Contact the Contract Manager of the Law Department in case of doubt.
	Search for Louisiana Business Filings

	6. 
	Proof of Insurance
	A Certificate of Insurance stating that (1) the policy is in effect at least 60 days from the date the ECMS Requisition is created, and (2) the City of New Orleans Risk Manager is named as certificate holder.

· Note:  Prior to initiating the ECMS Requisition, the User Entity or Requestor must contact the City’s Risk Manager to obtain the recommended insurance language to insert in the agreement.  The recommended insurance language must be either included in the draft agreement or attached to the ECMS Requisition as a separate and unique document.

	See Employee Intranet

	7. 
	Word version of Proposed Contract or Description of Needed Services
	The template of professional services agreement approved by the Law Department.
· Note:  The User Entity must fill out as much information as possible in the word version.
	See Employee Intranet or, if unavailable, Contact Law Department



*If the vendor was selected from a pool of vendors qualified through a Request For Qualifications (“RFQ”), or selected from a Request for Proposals (“RFP”), please use the refer to the appropriate checklist (Appendixes E2 for RFP and E3 for RFQ).
**In the event that the vendor’s response is too voluminous to attach to the requisition in ECMS, please inform the Law Contract Manager by inserting a comment in the “Note” tab in the requisition as follows: “Available upon request by Assigned Attorney.”

E2.	PROFESSIONAL SERVICES AGREEMENT
RESULTING FROM A REQUEST FOR PROPOSALS*

LIST OF REQUIRED DOCUMENTS

	No.
	Description of documents to provide to Law Department
	Required Documents
	Did the Department attach the document to its requisition or expediency contract form
Yes or No?

	1. 
	Request for Professional Services Solicitation Signed by Chief Procurement Officer (CPO)
	Required
	

	2. 
	Advertised Request For Proposals (RFP) Solicitation
	Required
	

	3. 
	Vendor’s Response to RFP**
	Required
	

	4. 
	Selection Committee’s Minutes
	Required
	

	5. 
	Selection Letter Issued by CPO to Vendor
	Required
	

	6. 
	DBE Validation Form or Request for Waiver
	Required
	

	7. 
	Approved Tax Clearance Form
	Required
	

	8. 
	Proof of Signatory Authority
	Required
	

	9. 
	Good Standing or Authority to Do Business in Louisiana
	Required
	

	10. 
	Proof of Insurance
	Required
	

	11. 
	Word Version of Proposed Contract or Description of Needed Services
	Required
	



*If the vendor was selected from a pool of vendors qualified through a Request For Qualifications (“RFQ”), please use the checklist entitled “Appendix E3 – PROFESSIONAL SERVICES AGREEMENT RESULTING FROM A REQUEST FOR QUALIFICATIONS.”

**In the event that the vendor’s response is too voluminous to attach to the requisition in ECMS, please inform the Law Contract Manager by inserting a comment in the “Note” tab in the requisition as follows: “Available upon request by Assigned Attorney.”

Note:  Some contracts may require additional documents not included in this checklist (For example: exhibit(s) to a contract).

E2.	PROFESSIONAL SERVICES AGREEMENT
RESULTING FROM A REQUEST FOR PROPOSALS*

EXPLANATION AND TEMPLATES OF REQUIRED DOCUMENTS (page 1 of 3)

	No.
	Description of documents to provide to Law Department
	When required, the Contract Manager for the Law Department is looking for:
	Examples of document (blank template)

	1. 
	Request for Professional Services Solicitation
	The Request submitted by the User Entity to the CPO asking for fiscal review and approval of a RFP.  The Request must contain the signature of the CPO.
	See Employee Intranet

	2. 
	Advertised RFP Solicitation
	The RFP that was advertised by CPO.
	See Employee Intranet

	3. 
	Vendor’s Response to RFP**
	The proposal (cover letter and all attachments) submitted by the Vendor in response to the RFP.
	N/A

	4. 
	Selection Committee’s Minutes
	Minutes of the Selection Committee.
	N/A

	5. 
	Selection Letter Issued by CPO to Vendor
	The letter that the CPO sends to the Vendor who was selected.
	N/A

	6. 
	DBE Validation Form or Request for Waiver
	If DBE is not waived:  The Internal Form issued by the Officer of Supplier Diversity (“OSD”) validating the DBE plan submitted by the Vendor.
If DBE is waived:  The DBE-5 Form dated and fully signed by the head of the User Entity, OSD, and CAO.
· Note: DBE is always waived for any procurement or contract valued at $15.000 or less.
	See Employee Intranet

	7. 
	Approved Tax Clearance Form
	Tax clearance form signed by Revenue, Treasury, and Finance.
· Note: This form must be valid when the contract is submitted in ECMS;
· Note:  This form is required for any entities (out-of-state, individual, private entity, non-profit entity) except for public entities.
	See Employee Intranet





E2.	PROFESSIONAL SERVICES AGREEMENT
RESULTING FROM A REQUEST FOR PROPOSALS*

EXPLANATION AND TEMPLATES OF REQUIRED DOCUMENTS (page 2 of 3)

	8. 
	Proof of Signatory Authority
	A document giving authority to an individual to execute the contract with the City of New Orleans on behalf of the Vendor.
· Note:  This document is not required when the Vendor is a public entity.  Other exceptions may apply.  Contact the Contract Manager of the Law Department in case of doubt.
	See Employee Intranet

	9. 
	Good Standing or Authority to Do Business in Louisiana
	Proof that the Vendor is registered and in good standing with the Louisiana Secretary of State’s website.
· Note:  Good standing status can be found on the Louisiana Secretary of State’s website (see weblink in next column).
· Note:  If the Vendor is out-of-state, it must have authority to do business in Louisiana.  Some exceptions may apply.  Contact the Contract Manager of the Law Department in case of doubt.
	Search for Louisiana Business Filings

	10. 
	Proof of Insurance
	A Certificate of Insurance stating that (1) the policy is in effect at least 60 days from the date the ECMS Requisition is created, and (2) the City of New Orleans Risk Manager is named as certificate holder.

· Note:  Prior to initiating the RFP, the User Entity or Requestor must contact the City’s Risk Manager to obtain the recommended insurance language to insert in the RFP.
	See Employee Intranet






E2.	PROFESSIONAL SERVICES AGREEMENT
RESULTING FROM A REQUEST FOR PROPOSALS*

EXPLANATION AND TEMPLATES OF REQUIRED DOCUMENTS (page 3 of 3)


	11. 
	Word version of Proposed Contract or Description of Needed Services
	The template of professional services agreement approved by the Law Department.
· Note:  The User Entity must fill out as much information as possible in the word version.
	See Employee Intranet or, if unavailable, Contact Law Department



*If the vendor was selected from a pool of vendors qualified through a Request For Qualifications (“RFQ”), please use the checklist entitled “EXHIBIT 1A [RFQ] – PROFESSIONAL SERVICES AGREEMENT RESULTING FROM A REQUEST FOR QUALIFICATIONS”.

**In the event that the vendor’s response is too voluminous to attach to the requisition in ECMS, please inform the Law Contract Manager by inserting a comment in the “Note” tab in the requisition as follows: “Available upon request by Assigned Attorney.”


E3.	PROFESSIONAL SERVICES AGREEMENT
RESULTING FROM A REQUEST FOR QUALIFICATIONS*

LIST OF REQUIRED DOCUMENTS

	No.
	Description of documents to provide to Law Department
	Required
Documents
	Did the Department attach the document to its requisition or expediency contract form
Yes or No?

	1. 
	Request for Professional Services Solicitation Signed by Chief Procurement Officer (CPO)
	Required
	

	2. 
	Advertised Request For Qualification (RFQ) Solicitation
	Required
	

	3. 
	Vendor’s Response to RFQ**
	Required
	

	4. 
	RFQ Selection Committee’s Minutes
	Required
	

	5. 
	RFQ Pool Selection Letter Issued by CPO to Vendor
	Required
	

	6. 
	Solicitation Sent to Select Qualified Vendors in the Pool
	Required
	

	7. 
	Vendor’s Response to Solicitation Sent to Select Qualified Vendors in the Pool
	Required
	

	8. 
	User Entity’s Selection Memo
	Required
	

	9. 
	Selection Notification Issued by User Entity to Vendor
	Required
	

	10. 
	DBE Validation Form or Request for Waiver 
	Required
	

	11. 
	Approved Tax Clearance Form
	Required
	

	12. 
	Proof of Signatory Authority
	Required
	

	13. 
	Good Standing or Authority to Do Business in Louisiana
	Required
	

	14. 
	Proof of Insurance
	Required
	

	15. 
	Word Version of Proposed Contract or Description of Needed Services
	Required
	



*This checklist is only to be used if the contract was initiated by a Request For Qualifications.
**In the event that the vendor’s response is too voluminous to attach to the requisition in ECMS, please inform the Law Contract Manager by inserting a comment in the “Note” tab in the requisition as follows: “Available upon request by Assigned Attorney.”

Note:  Some contracts may require additional documents not included in this checklist (For example: exhibit(s) to a contract).


E3.	PROFESSIONAL SERVICES AGREEMENT
RESULTING FROM A REQUEST FOR QUALIFICATIONS*

EXPLANATION AND TEMPLATES OF REQUIRED DOCUMENTS (page 1 of 3)

	No.
	Description of documents to provide to Law Department
	When required, the Contract Manager for the Law Department is looking for:
	Examples of document 
(blank template)

	1. 
	Request for Professional Services Solicitation
	The Request submitted by the User Entity to the CPO asking for fiscal review and approval of a RFQ.  The Request must contain the signature of the CPO.
	See Employee Intranet

	2. 
	Advertised RFQ Solicitation
	The RFQ that was advertised by CPO.
	N/A

	3. 
	Vendor’s Response to RFQ**
	The proposal (cover letter and all attachments) submitted by the Vendor in response to the RFQ.
	N/A

	4. 
	Selection Committee’s Minutes
	Minutes of the Selection Committee.
	N/A

	5. 
	Selection Letter Issued by CPO to Vendor
	The letter that the CPO sends to the Vendor, notifying the Vendor that it has been selected as part of the vendor pool for the services advertised.
	N/A

	6. 
	Solicitation Sent to Select Qualified Vendors in the Pool
	Communication that the User Entity sends to a group of vendors in the vendor services pool inviting proposals for the specific project.  This may be sent as a letter to each vendor or as an email to all of the vendors.
	N/A

	7. 
	Vendor’s Response to Solicitation Sent to Select Qualified Vendors in the Pool
	Vendor’s response to the letter or email described above.**
	N/A

	8. 
	User Entity’s Selection Memo
	Memorandum written by the User Entity that describes the selection process used and the rationale for selecting the vendor.
	N/A




E3.	PROFESSIONAL SERVICES AGREEMENT
RESULTING FROM A REQUEST FOR QUALIFICATIONS*

EXPLANATION AND TEMPLATES OF REQUIRED DOCUMENTS (page 2 of 3)

	9. 
	Selection Notification Issued by User Entity to Vendor
	Communication issued by the User Entity, notifying the vendor that it has been selected to perform the services for the particular project.  This communication may be sent as a letter or an email to the vendor selected.
	N/A

	10. 
	DBE Validation Form or Request for Waiver
	If DBE is not waived:  The Internal Form issued by the Officer of Supplier Diversity (“OSD”) validating the DBE plan submitted by the Vendor.
If DBE is waived:  The DBE-5 Form dated and fully signed by the head of the User Entity, OSD, and CAO.
· Note: DBE is always waived for any procurement or contract valued at $15.000 or less.
	See Employee Intranet

	11. 
	Approved Tax Clearance Form
	Tax clearance form signed by Revenue, Treasury, and Finance.
· Note:  This form must be valid when the contract is submitted in ECMS;
· Note:  This form is required for any entities (out-of-state, individual, private entity, non-profit entity) except for public entities.
	See Employee Intranet

	12. 
	Proof of Signatory Authority
	A document giving authority to an individual to execute the contract with the City of New Orleans on behalf of the Vendor.
· Note:  This document is not required when the Vendor is a public entity.  Other exceptions may apply.  Contact the Contract Manager of the Law Department in case of doubt.
	See Employee Intranet










E3.	PROFESSIONAL SERVICES AGREEMENT
RESULTING FROM A REQUEST FOR QUALIFICATIONS*

EXPLANATION AND TEMPLATES OF REQUIRED DOCUMENTS (page 3 of 3)

	13. 
	Good Standing or Authority to Do Business in Louisiana
	Proof that the Vendor is registered and in good standing with the Louisiana Secretary of State’s website.
· Note:  Good standing status can be found on the Louisiana Secretary of State’s website (see weblink in next column).
· Note:  If the Vendor is out-of-state, it must have authority to do business in Louisiana.  Some exceptions may apply.  Contact the Contract Manager of the Law Department in case of doubt.
	Search for Louisiana Business Filings

	14. 
	Proof of Insurance
	A Certificate of Insurance stating that (1) the policy is in effect at least 60 days from the date the ECMS Requisition is created, and (2) the City of New Orleans Risk Manager is named as certificate holder.

· Note:  Prior to initiating the RFQ, the User Entity or Requestor must contact the City’s Risk Manager to obtain the recommended insurance language to insert in the RFQ.
	See Employee Intranet

	15. 
	Word Version of Proposed Contract or Description of Needed Services
	The template of professional services agreement approved by the Law Department.
· Note:  The User Entity must fill out as much information as possible in the word version.
	See Employee Intranet or, if unavailable, Contact Law Department




*This checklist is only to be used if the contract was initiated by a Request For Qualifications.

**In the event that the vendor’s response is too voluminous to attach to the requisition in ECMS, please inform the Law Contract Manager by inserting a comment in the “Note” tab in the requisition as follows: “Available upon request by Assigned Attorney.”

E4.	BID CONTRACTS

LIST OF REQUIRED DOCUMENTS

	

No.
	
Description of documents to provide to Law Department
	Informal Competitive Bid Procurement for 
Materials, Supplies, & Equipment and Non-Professional Services

	Formal Competitive Bid Procurement for
Materials, Supplies, & Equipment and Non-Professional Services

	Did the User Entity attach 
the document to its 
requisition or expediency contract form
Yes or No?

	1. 
	Bid Authorization Form Signed by the Chief Administrative Officer (CAO)
	
	Required
	

	2. 
	Informal Quote Solicitation and Specifications
	
Required
	
	

	3. 
	Advertised Bid Solicitation & Specifications
	
	Required
	

	4. 
	Vendor’s Bid Proposal**
	
Required
	Required
	

	5. 
	Bid Bond
	
	Required*
	

	6. 
	Bureau of Purchasing Tabulation Form & Recommendation
	
	Required
	

	7. 
	Department Selection Letter
	
Required
	Required
	

	8. 
	Intent to Award Letter Issued by Chief Procurement Officer (CPO) to Vendor
	
	Required
	

	9. 
	DBE Validation Form or Request for Waiver
	
Required*
	Required
	

	10. 
	Payment or Performance Bond
	
	Required*
	

	11. 
	Photocopy of  Licenses 
	
Required
	Required*
	

	12. 
	Proof of Insurance
	
Required
	Required
	

	13. 
	Approved Tax Clearance Form
	
Required
	Required
	

	14. 
	Proof of Signatory Authority
	
Required
	Required
	

	15. 
	Good Standing or Authority to Do Business in Louisiana
	
Required
	Required
	

	16. 
	Word Version of Proposed Contract or Description of Needed Services
	
Required
	Required
	



*If Applicable. See next page for explanation.

**In the event that the vendor’s response is too voluminous to attach to the requisition in ECMS, please inform the Law Contract Manager by inserting a comment in the “Note” tab in the requisition as follows: “Available upon request by Assigned Attorney.”

Note:  Some contracts may require additional documents not included in this checklist (For example: exhibit(s) to a contract).


E4.	BID CONTRACTS

EXPLANATION AND TEMPLATES OF REQUIRED DOCUMENTS (page 1 of 3)

	No.
	Description of documents to provide to Law Department
	When required, the Contract Manager for the Law Department is looking for:
	Examples of document (blank template)

	1. 
	Bid Authorization Form Signed by the CAO
	The form submitted by the User Entity to the CAO asking for fiscal review and approval of an Invitation to Bid.  The form must contain the signatures of CAO and CPO.
	See Employee Intranet

	2. 
	Informal Quote Solicitation and Specifications
	The Informal Quote Solicitation prepared by the User Entity.
	See Employee Intranet

	3. 
	Advertised Bid Solicitation & Specifications
	The Invitation to Bid (and all its attachments) that was advertised by CPO.
· Note: Any and all addendum (a) should be attached.
	See Employee Intranet

	4. 
	Vendor’s Bid Proposal**
	The proposal (including all attachments) submitted by the Vendor in response to the Invitation to Bid.
	N/A

	5. 
	Bid Bond
	As required in the Invitation to Bid.
	N/A

	6. 
	Bureau of Purchasing Tabulation Form & Recommendation
	Form filled out by the Bureau of Purchasing and its recommendation.
	N/A

	7. 
	Department Selection Letter
	Letter or Inter-Office Memorandum for the User Entity indicating the selection of the Vendor.
	N/A

	8. 
	Intent to Award Letter Issued by CPO to Vendor
	Letter that the CPO sends, notifying the Vendor to whom the City intends to award the bid.
	N/A











E4.	BID CONTRACTS

EXPLANATION AND TEMPLATES OF REQUIRED DOCUMENTS (page 2 of 3)

	9. 
	DBE Validation Form or Request for Waiver
	If DBE is not waived:  The Internal Form issued by the Officer of Supplier Diversity (“OSD”) validating the DBE plan submitted by the Vendor.
If DBE is waived: The DBE-5 Form dated and fully signed by the head of the User Entity, OSD, and to CAO.
· Note: DBE is always waived for any procurement or contract valued at $15.000 or less.
	See Employee Intranet

	10. 
	Payment or Performance Bond
	As required in the Invitation to Bid.
	N/A

	11. 
	Photocopy of Licenses
	Copies of any relevant licenses that Vendor is required to maintain to provide the equipment and/or the services.
	N/A

	12. 
	Proof of Insurance
	A Certificate of Insurance stating that (1) the policy is in effect at least 60 days from the date the ECMS Requisition is created, and (2) the City of New Orleans Risk Manager is named as certificate holder.

· Note:  Prior to initiating the Bid, the User Entity or Requestor must contact the City’s Risk Manager to obtain the recommended insurance language to insert in the Bid.
	See Employee Intranet

	13. 
	Approved Tax Clearance Form
	Tax clearance form signed by Revenue, Treasury, and Finance.
· Note:  This form must be valid when the contract is submitted in ECMS;
· Note:  This form is required for any entities (out-of-state, individual, private entity, non-profit entity) except for public entities.
	See Employee Intranet



E4.	BID CONTRACTS

EXPLANATION AND TEMPLATES OF REQUIRED DOCUMENTS (page 3 of 3)


	14. 
	Proof of Signatory Authority
	A document giving authority to an individual to execute the contract with the City of New Orleans on behalf of the Vendor.
· Note:  This document is not required when the Vendor is a public entity.  Other exceptions may apply.  Contact the Contract Manager of the Law Department in case of doubt.
	See Employee Intranet

	15. 
	Good Standing or Authority to Do Business in Louisiana
	Proof that the Vendor is registered and in good standing with the Louisiana Secretary of State’s website.
· Note:  Good standing status can be found on the Louisiana Secretary of State’s website (see weblink in next column).
· Note:  If the Vendor is out-of-state, it must have authority to do business in Louisiana.  Some exceptions may apply.  Contact the Contract Manager of the Law Department in case of doubt.
	Search for Louisiana Business Filings

	16. 
	Word Version of Proposed Contract or Description of Needed Services
	The templates of contract for bid (equipment-materials) and contract for bid (non-professional services) approved by the Law Department.
· Note:  The User Entity must fill out as much information as possible in the word version.
	See Employee Intranet or, if unavailable, Contact Law Department



**In the event that the vendor’s response is too voluminous to attach to the requisition in ECMS, please inform the Law Contract Manager by inserting a comment in the “Note” tab in the requisition as follows: “Available upon request by Assigned Attorney.”

E5.	CONSTRUCTION

LIST OF REQUIRED DOCUMENTS

	No.
	Description of documents to provide to Law Department
	Construction - Required Documents
	Did the User Entity attach 
the document to its 
requisition or expediency contract form
Yes or No?

	1. 
	Bid Authorization Form Signed by Chief Administrative Officer (CAO)
	Required 
	

	2. 
	Advertised Bid Solicitation & Specifications
	Required
	

	3. 
	Vendor’s Bid Proposal**
	Required
	

	4. 
	Bid Bond
	Required
	

	5. 
	Bidder Attestation for Public Works Solicitations
	Required
	

	6. 
	Bureau of Purchasing Tabulation form & Recommendation
	Required
	

	7. 
	Department Selection Letter
	Required
	

	8. 
	Intent to award letter issued by Chief Procurement Officer (CPO) to Vendor
	Required
	

	9. 
	DBE Validation Form or Request for Waiver
	Required
	

	10. 
	Performance/Payment Bond
	Required*
	

	11. 
	Photocopy of  Licenses 
	Required*
	

	12. 
	Proof of Insurance
	Required 
	

	13. 
	Approved tax clearance form
	Required
	

	14. 
	Proof of Signatory Authority
	Required
	

	15. 
	Good Standing or Authority to do business in Louisiana
	Required 
	

	16. 
	Word version of proposed contract or description of needed services
	Required
	



*If Applicable. See next page for explanation.
**In the event that the vendor’s response is too voluminous to attach to the requisition in ECMS, please inform the Law Contract Manager by inserting a comment in the “Note” tab in the requisition as follows: “Available upon request by Assigned Attorney.” 
Note:  Some contracts may require additional documents not included in this checklist (For example: exhibit(s) to a contract).







POLICY MEMORANDUM NO. 122 (R)
Revised 10/28/2014
Page 1 of 34

E5.	CONSTRUCTION

EXPLANATION AND TEMPLATES OF REQUIRED DOCUMENTS (page 1 of 3)

	No.
	Description of documents to provide to Law Department

	When required, the Contract Manager for the Law Department is looking for:
	Examples of document (blank template)

	1. 
	Bid Authorization Form Signed by the CAO
	The form submitted by the User Entity to the CAO asking for fiscal review and approval of an Invitation to Bid.  The form must contain the signatures of CAO and CPO.
	See Employee Intranet

	2. 
	Advertised Bid Solicitation & Specifications
	The Invitation to Bid (and all its attachments) that was advertised by the CPO.
	See Employee Intranet

	3. 
	Vendor’s Bid Proposal
	The proposal (including all attachments) submitted by the Vendor in response to the Invitation to Bid.
	N/A

	4. 
	Bid Bond
	As required in the Invitation to Bid.
	N/A

	5. 
	Bidder Attestation for Public Works Solicitations
	Form in which lowest bidder attest that (as per Louisiana Revised Statute 38:2227)
	See Employee Intranet

	6. 
	Bureau of Purchasing Tabulation Form & Recommendation
	Form filled out by the Bureau of Purchasing and its recommendation.
	N/A

	7. 
	Department Selection Letter
	Letter or Inter-Office Memorandum for the User Entity indicating the selection of the Vendor.
	N/A

	8. 
	Intent to Award Letter Issued by CPO to Vendor
	Letter that the CPO sends, notifying the Vendor to whom the City intends to award the bid.
	N/A

	9. 
	DBE Validation Form or Request for Waiver
	If DBE is not waived:  The Internal Form issued by the Officer of Supplier Diversity (“OSD”) validating the DBE plan submitted by the Vendor.
If DBE is waived:  The DBE-5 Form dated and fully signed by the head of the User Entity, OSD, and to CAO.
· Note: DBE is always waived for any procurement or contract valued at $15.000 or less.
	See Employee Intranet






E5.	CONSTRUCTION

EXPLANATION AND TEMPLATES OF REQUIRED DOCUMENTS (page 2 of 3)

	10. 
	Performance/Payment Bond
	As required in the Invitation to Bid.
	N/A

	11. 
	Photocopy of Licenses
	Copies of any relevant licenses that Vendor is required to maintain to provide the equipment and/or the services.
	N/A

	12. 
	Proof of Insurance
	A Certificate of Insurance stating that (1) the policy is in effect at least 60 days from the date the ECMS Requisition is created, and (2) the City of New Orleans Risk Manager is named as certificate holder.

· Note:  Prior to initiating the Construction Bid, the User Entity or Requestor must contact the City’s Risk Manager to obtain the recommended insurance language to insert in the Construction Bid.
	See Employee Intranet

	13. 
	Approved Tax Clearance Form
	Tax clearance form signed by Revenue, Treasury, and Finance.
· Note:  This form must be valid when the contract is submitted in ECMS;
· Note:  This form is required for any entities (out-of-state, individual, private entity, non-profit entity) except for public entities.
	See Employee Intranet

	14. 
	Proof of Signatory Authority
	A document giving authority to an individual to execute the contract with the City of New Orleans on behalf of the Vendor.
· Note: This document is not required when the Vendor is a public entity.  Other exceptions may apply.  Contact the Contract Manager of the Law Department in case of doubt.
	See Employee Intranet




E5.	CONSTRUCTION

EXPLANATION AND TEMPLATES OF REQUIRED DOCUMENTS (page 3 of 3)

	15. 
	Good Standing or Authority to Do Business in Louisiana
	Proof that the Vendor is registered and in good standing with the Louisiana Secretary of State’s website.
· Note:  Good standing status can be found on the Louisiana Secretary of State’s website (see weblink in next column).

· Note:  If the Vendor is out-of-state, it must have authority to do business in Louisiana.  Some exceptions may apply.  Contact the Contract Manager of the Law Department in case of doubt.
	Search for Louisiana Business Filings

	16. 
	Word Version of Proposed Contract or Description of Needed Services
	The template of construction contract approved by the Law Department.
· Note:  The User Entity must fill out as much information as possible in the word version.
	See Employee Intranet or, if unavailable, Contact Law Department 





E6.	AMENDMENT

LIST OF REQUIRED DOCUMENTS

	
No.
	
Description of documents to provide to Law Department
	
Required Documents for Amendment
	
Did the User Entity attach the document to its requisition or expediency contract form 
Yes or No?

	1. 
	Original Contract
	Required*
	

	2. 
	All Previous Amendments
	Required*
	

	3. 
	City Council Ordinance
	Required*
	

	4. 
	Previous DBE Validation Form or Request for Waiver
	Required*
	

	5. 
	Proof of Insurance
	Required
	

	6. 
	Approved Tax Clearance Form
	Required
	

	7. 
	Proof of Signatory Authority
	Required
	

	8. 
	Good Standing or Authority to Do Business in Louisiana
	Required
	

	9. 
	Word version of Proposed contract or Description of Needed Services
	Required
	



*If Applicable.  See next page for explanation.

Note:  Some contracts may require additional documents not included in this checklist (For example: exhibit(s) to a contract).



POLICY MEMORANDUM NO. 122 (R)
Revised 10/28/2014
Page 22 of 22

E6.	AMENDMENT

EXPLANATION AND TEMPLATES OF REQUIRED DOCUMENTS (page 1 of 2)

	No.
	Description of documents to provide to Law Department
	When required, the Contract Manager for the Law Department is looking for:
	Examples of document (blank template)

	1. 
	Original Contract
	Copy of the fully executed original contract.
· Note:  The User Entity must attach a copy of the contract with all signatures.  Attaching a word version will not be sufficient.
	N/A

	2. 
	All Previous Amendments
	Copy of any amendments to the original contract.
· Note: The User Entity must attach copies of amendments that were executed by the Mayor.  Attaching a Word Version of a previous amendment is not sufficient.
	N/A

	3. 
	City Council Ordinance
	Copy of the ordinance approved by the City Council and signed by the Mayor if: (a) the original contract was a one-year Cooperative Endeavor Agreement and this amendment will extend the term beyond one-year, or (b) the original contract was approved by City Council (either multi-year Cooperative Endeavor Agreement or other).
	N/A

	4. 
	DBE Validation Form or Request for Waiver
	Copy of either DBE Validation Form provided with Original Contract or previously fully signed Request for Waiver with Original Contract or prior amendment.
	See Employee Intranet

	5. 
	Proof of Insurance
	A Certificate of Insurance stating that (1) the policy is in effect at least 60 days from the date the ECMS Requisition is created, and (2) the City of New Orleans Risk Manager is named as certificate holder.
	See Employee Intranet

	6. 
	Approved Tax Clearance Form
	Tax clearance form signed by Revenue, Treasury, and Finance.
· Note:  This form must be valid when the contract is submitted in ECMS;
· Note:  This form is required for any entities (out-of-state, individual, private entity, non-profit entity) except for public entities.
	See Employee Intranet



E6.	AMENDMENT

EXPLANATION AND TEMPLATES OF REQUIRED DOCUMENTS (page 2 of 2)

	7. 
	Proof of Signatory Authority
	A document giving authority to an individual to execute the contract with the City of New Orleans on behalf of the Vendor.
· Note:  This document is not required when the Vendor is a public entity.  Other exceptions may apply.  Contact the Contract Manager of the Law Department in case of doubt.
	See Employee Intranet

	8. 
	Good Standing or Authority to Do Business in Louisiana
	Proof that the Vendor is registered and in good standing with the Louisiana Secretary of State’s website.
· Note:  Good standing status can be found on the Louisiana Secretary of State’s website (see weblink in next column).
· Note:  If the Vendor is out-of-state, it must have authority to do business in Louisiana.  Some exceptions may apply.  Contact the Contract Manager of the Law Department in case of doubt.
	Search for Louisiana Business Filings

	9. 
	Word Version of Proposed Contract or Description of Needed Services
	The template of amendment approved by the Law Department.
· Note:  The User Entity must fill out as much information as possible in the word version.
· Note:  The User Entity is allowed to re-use the word version of the previous amendment if the original contract has been amended already.
	Contact Law Department for Template of Amendment




E7.	COOPERATIVE ENDEAVOR AGREEMENT

LIST OF REQUIRED DOCUMENTS

	
No.
	
Description of documents to provide to Law Department
	
Required Documents for CEA

	Did the User Entity attach the document to its requisition or expediency contract form
Yes or No?

	1. 
	Previous Contract
	Required*
	

	2. 
	City Council Ordinance
	Required*
	

	3. 
	Proof of Insurance
	Required*
	

	4. 
	Approved Tax Clearance Form
	Required
	

	5. 
	Proof of Signatory Authority
	Required
	

	6. 
	Good Standing or Authority to Do Business in Louisiana
	Required
	

	7. 
	Word Version of Proposed Contract or Description of Needed Services
	Required
	




*If Applicable.  See next page for explanation.


Note:  Some contracts may require additional documents not included in this checklist (For example: exhibit(s) to a contract).
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E7.	COOPERATIVE ENDEAVOR AGREEMENT

EXPLANATION AND TEMPLATES OF REQUIRED DOCUMENTS (page 1 of 2)

	No.
	Description of documents to provide to Law Department
	When required, the Contract Manager for the Law Department is looking for:
	Examples of Document 
(blank template)

	1. 
	Previous Contract
	Copy of any previous CEA which was executed for same purpose as the one currently routed in ECMS.
	N/A

	2. 
	City Council Ordinance
	Copy of the ordinance approved by the City Council and signed by the Mayor.
	N/A

	3. 
	Proof of Insurance
	A Certificate of Insurance stating that (1) the policy is in effect at least 60 days from the date the ECMS Requisition is created, and (2) the City of New Orleans Risk Manager is named as certificate holder.
	See Employee Intranet

	4. 
	Approved Tax Clearance Form
	Tax clearance form signed by Revenue, Treasury, and Finance.
· Note:  This form must be valid when the contract is submitted in ECMS;
· Note:  This form is required for any entities (out-of-state, individual, private entity, non-profit entity) except for public entities.
	See Employee Intranet

	5. 
	Proof of Signatory Authority
	A document giving authority to an individual to execute the contract with the City of New Orleans on behalf of the Vendor.
· Note:  This document is not required when the Vendor is a public entity.  Other exceptions may apply.  Contact the Contract Manager of the Law Department in case of doubt.
	See Employee Intranet










E7.	COOPERATIVE ENDEAVOR AGREEMENT

EXPLANATION AND TEMPLATES OF REQUIRED DOCUMENTS (page 2 of 2)

	6. 
	Good Standing or Authority to Do Business in Louisiana
	Proof that the Vendor is registered and in good standing with the Louisiana Secretary of State’s website.
· Note:  Good standing status can be found on the Louisiana Secretary of State’s website (see weblink in next column).
· Note:  If the Vendor is out-of-state, it must have authority to do business in Louisiana.  Some exceptions may apply.  Contact the Contract Manager of the Law Department in case of doubt.
	Search for Louisiana Business Filings

	7. 
	Word Version of Proposed Contract or Description of Needed Services
	The template of cooperative endeavor agreement approved by the Law Department.
· Note:  The User Entity must fill out as much information as possible in the word version.
· Note:  The User Entity is allowed to re-use the word version of the previous cooperative endeavor agreement.
	Contact Law Department for Template of CEA




E8.	GRANT AGREEMENT

LIST OF REQUIRED DOCUMENTS

	
No.
	
Description of documents to provide to Law Department
	
Required Documents for Grant

	Did the User Entity attach the document to its requisition or expediency contract form
Yes or No?

	1. 
	Required Funder Contract Material CDBG Grant (compliance language)
	Required
	

	2. 
	Funding Entity Contract Materials (compliance language)
	Required
	

	3. 
	Recipient Selection Materials (and, if applicable, sub recipient Selection Materials)
	Required
	

	4. 
	Proof of Insurance 
	Required**
	

	5. 
	Approved Tax Clearance Form
	Required
	

	6. 
	Proof of Signatory Authority
	Required*
	

	7. 
	Good Standing or Authority to Do Business in Louisiana
	Required
	

	8. 
	Word Version of Proposed Contract or Description of Needed Services
	Required*
	



*If the City is receiving the grant from a non-governmental organization, only numbers 6 and 8 are needed. If the City is receiving the grant from the State or Federal agency, only number 8 is needed.

**If applicable.


Note:  Some contracts may require additional documents not included in this checklist (For example: exhibit(s) to a contract).
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E8.	GRANT AGREEMENT

EXPLANATION AND TEMPLATES OF REQUIRED DOCUMENTS (page 1 of 2)

	No.
	Description of documents to provide to Law Department
	When required, the Contract Manager for the Law Department is looking for:
	Examples of document (blank template)

	1. 
	Required Funding Entity Contract Material CDBG Grant (compliance language)
	Documentation from the Funding Entity.
	N/A

	2. 
	Funding Entity Contract Materials (compliance language)
	Documentation from the Funding Entity.
	N/A

	3. 
	Recipient Selection Materials (and, if applicable, sub recipient Selection Materials)
	Documentation of the criteria and selection process, including reasoning of why the grant recipient was selected.
	N/A

	4. 
	Proof of Insurance
	A Certificate of Insurance stating that (1) the policy is in effect at least 60 days from the date the ECMS Requisition is created, and (2) the City of New Orleans Risk Manager is named as certificate holder.
	See Employee Intranet

	5. 
	Approved Tax Clearance Form
	Tax clearance form signed by Revenue, Treasury, and Finance.
· Note:  This form must be valid when the contract is submitted in ECMS;
· Note:  This form is required for any entities (out-of-state, individual, private entity, non-profit entity) except for public entities.
	See Employee Intranet











E8.	GRANT AGREEMENT

EXPLANATION AND TEMPLATES OF REQUIRED DOCUMENTS (page 2 of 2)

	6. 
	Proof of Signatory Authority
	A document giving authority to an individual to execute the contract with the City of New Orleans on behalf of the Vendor.
· Note:  This document is not required when the Vendor is a public entity.  Other exceptions may apply.  Contact the Contract Manager of the Law Department in case of doubt.
	See Employee Intranet

	7. 
	Good Standing or Authority to Do Business in Louisiana
	Proof that the Vendor is registered and in good standing with the Louisiana Secretary of State’s website.
· Note:  Good standing status can be found on the Louisiana Secretary of State’s website (see weblink in next column).
· Note:  If the Vendor is out-of-state, it must have authority to do business in Louisiana.  Some exceptions may apply.  Contact the Contract Manager of the Law Department in case of doubt.
	Search for Louisiana Business Filings

	8. 
	Word Version of Proposed Contract or Description of Needed Services
	The template of grant agreement approved by the Law Department.
· Note:  The User Entity must fill out as much information as possible in the word version.
· Note:  The User Entity is allowed to re-use the word version of the previous grant agreement.
	Contact Law Department for Template of Grant Contract.




E9.	REAL ESTATE TRANSACTIONS

LIST OF REQUIRED DOCUMENTS

Any transaction involving real estate, whether the property is City-owned or not, should involve Property Management. Prior to any real estate transaction, the User Entity MUST contact the Department of Property Management which handles those transactions.

	
No.
	
Description of documents to provide to Law Department
	
Required Documents for Real Estate Transaction

	Did the User Entity attach the document to its requisition or expediency contract form
Yes or No?

	1. 
	City Council Ordinance
	Required*
	

	2. 
	City Planning Commission Approval
	Required* 
	

	3. 
	Board of City Trusts Approval
	Required* 
	

	4. 
	Mayoral Delegation of Signatory Authority
	Required*
	

	5. 
	Proof of Insurance
	Required*
	

	6. 
	Approved Tax Clearance Form
	Required* 
	

	7. 
	Proof of Signatory Authority
	Required
	

	8. 
	Good Standing or Authority to Do Business in Louisiana
	Required
	

	9. 
	Word Version of Proposed Contract or Description of Needed Services
	Required*
	


*If applicable. See next page for explanation.


Note:  Some contracts may require additional documents not included in this checklist (For example: exhibit(s) to a contract).
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E9.	REAL ESTATE TRANSACTIONS

EXPLANATION AND TEMPLATES OF REQUIRED DOCUMENTS (page 1 of 3)

Any transaction involving real estate, whether the property is City-owned or not, should involve Property Management. Prior to any real estate transaction, the User Entity MUST contact the Department of Property Management which handles those transactions.

	No.
	Description of documents to provide to Law Department
	When required, the Contract Manager for the Law Department is looking for:
	Examples of document (blank template)

	1. 
	City Council Ordinance
	A signed City Council Ordinance is required for any real estate transaction that either:
a) Disposes of city property, 
b) Grants a lease of city property for more than 1 year, or
c) Permits the use of city property for more than 1 year under a CEA

(Please refer to Charter §6-306 for dispositions and Charter §2-925 for leases over 1 year)
	N/A

	2. 
	City Planning Commission Approval
	Prior approval from the City Planning Commission is required when the transaction will
a) Dispose of land, or
b) Acquire land 

(see Charter §6-306 for dispositions and Charter §6-302 for acquisitions)
	N/A

	3. 
	Board of City Trusts Approval
	Prior approval of City Trusts is required for conditional donations and transfers of property under the Trust.
	N/A

	4. 
	Mayoral Delegation of Signatory Authority
	The authorization of either the Director of Property Management or the Director of Finance to execute the transaction on Mayor’s behalf. 
	N/A





E9.	REAL ESTATE TRANSACTIONS

EXPLANATION AND TEMPLATES OF REQUIRED DOCUMENTS (page 2 of 3)

	5. 
	Proof of Insurance
	A Certificate of Insurance stating that (1) the policy is in effect at least 60 days from the date the ECMS Requisition is created, and (2) the City of New Orleans Risk Manager is named as certificate holder.

· Note: Proof of Insurance is NOT needed for acquisitions or dispositions of real estate.
	See Employee Intranet

	6. 
	Approved Tax Clearance Form
	Tax clearance form signed by Revenue, Treasury, and Finance. 
· Note: This form must be valid when the contract is submitted in ECMS;
· Note: This form is required for any entities (out-of-state, individual, private entity, non-profit entity) except for public entities.
· Note: This form is NOT required for property sold at auction.
	See Employee Intranet

	7. 
	Proof of Signatory Authority
	A document giving authority to an individual to execute the contract with the City of New Orleans on behalf of the Vendor.
· Note:  This document is not required when the Vendor is a public entity.  Other exceptions may apply.  Contact the Contract Manager of the Law Department in case of doubt.
	



See Employee Intranet










E9.	REAL ESTATE TRANSACTIONS

EXPLANATION AND TEMPLATES OF REQUIRED DOCUMENTS (page 3 of 3)

	8. 
	Good Standing or Authority to do business in Louisiana
	Proof that the Vendor is registered and in good standing with the Louisiana Secretary of State’s website.
· Note:  Good standing status can be found on the Louisiana Secretary of State’s website (see weblink in next column).
· Note:  If the Vendor is out-of-state, it must have authority to do business in Louisiana.  Some exceptions may apply.  Contact the Contract Manager of the Law Department in case of doubt.
	



Search for Louisiana Business Filings

	9. 
	Word Version of Proposed Contract or Description of Needed Services
	Templates of real estate transactions (lease, transfer, act of sale, etc…) approved by Property Management (see comment in next column).
· Note:  The User Entity should fill out as much information as possible in the word version.
· Note:  The User Entity is allowed to re-use the word version of the previous agreement.
	

Contact Department of Property Management for Templates of Real Estate Transaction
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