
	Process:
	Standard Work - AIA Contract Request

	Who:

	Owner: Agency Point of Contact (POC),
 ADOA Contract Management Specialist (CMS)
	Date:
	09/22/2016

	
	
	Revision:
	0

	Frequency
	Action
	Action Detail / Key Points

	Starting Process

	1
	1
	[bookmark: _GoBack]Agency POC –  Submits completed AIA Contract Request and Contract Package to ADOA CMS via Procore email in accordance with contract type in Contract Review Checklist
	AIA Contract Request Package includes: Completed AIA Template, AIA Transmittal Form, Final Proposal, copy of solicitation and solicitation amendments (when applicable), and a copy of the items listed on the AIA transmittal.

	1
	2
	ADOA CMS – Reviews AIA Contract Request and Contract Package for accuracy and completeness 
	ADOA CMS verifies AIA Contract Request includes:  Completed AIA Template Request and AIA Transmittal Form. ADOA CMS verifies statutory review number or assigns number as required.

ADOA CMS reviews and verifies Contract Package: 
Compares scope of work to AIA Template Request; contract award amounts and accepted alternates (verifies match Final Proposal); complete list of documents as applicable to contract type in Contract Review Checklist (i.e. insurance document, copy of Bid Security, Performance & Payment Bonds, Solicitation Amendments, specifications, including plan sheets numbers and addenda). 
 

	1
	3
	ADOA CMS contacts Agency POC if documents submitted are not accurate and complete 
	CMS contacts Agency POC via email in Procore to request submittal of missing documents to CMS via Procore email.

	1
	4
	ADOA CMS - Prepares AIA Contract and emails to Agency POC via Procore email to execute
	Prepare AIA contract in AIA software and email .pdf of AIA Contract to Agency POC with printing instructions

	1
	5
	Agency POC executes AIA Contract
	Agency POC prints one (1) copy of the AIA Contract and obtains signature from the Contractor; then the appropriate authorized Agency personnel (delegated purchasing authority from Agency Chief Procurement Officer).

Agency POC uploads executed copy of AIA Contract in the contract ProcureAZ Master Blanket Purchase Order.

	1
	6
	Agency POC – Sends an email to ADOA CMS via Procore and uploads as an “attachment” one (1) executed AIA Contract in .pdf file format 
	

	
	
	
	

	
	
	
	


Standard Work Sheet
