
Designer Supplemental Agreement

Supplemental Agreement

SBC Project Manager
  1) Enters Supplement data into PITS
  2) Completes Designer Supplement checklist
  3) AVP CPD Executive Director Approves

CPD Support
  1) Transmits Designer Supplemental and instructions
  2) Enters offered date in PITS

Designer
  1) Reviews and signs counterparts
  2) Sends to CPD support:
     · 2 Signed counterparts
     · Certificate of Insurance

CPD Support
  1) Receives counterparts & attachments
  2) Checks for errors and omissions
  3) Enters received date
  4) Creates routing memo
  5) Adds SBC-1 form
  6) Routing memo, and 2 counterparts to 

SBC Project Manager

SBC Project Manager
  1) Reviews to ensure documents are complete and           
      correct
  2) Completes Designer Supplement checklist
  3) Logs OK date into PITS 
  4) Initials Routing memo 
  5) Takes agreement to AVP CPD 

for review and obtains initials on routing memo 

Contract Officer 
  1) Reviews for compliance w/ statutes,policies, and           
       contracting procedures
  2) Executive Director's signatures added to Agreement
  3) Initials Routing memo and forwards 

Cont...
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Designer Supplemental Agreement (Cont...)

State Architect
1) Signs 1 counterpart
2) sends to Contract Officer

Contract Officer
  1) Duplicates 1 co’part of Agreement and emails to State Architect
  2) Routes remaining 2 co’parts to OBF 

Accountant
  1) Verifies Funds
  2) Issues Purchase Order
  3) Obtains VP B&F
  4) Initials Routing memo & forwards 

Office of Legal Counsel 
  1) Reviews for form and legality
  2) Obtains Counsel signature
  3) Initials Routing memo & forwards 

President
1) Review documents
2) Obtain President's signature
3) Initials Routing memo &forwards 

Contract Officer 
  1) Receives the OFD counterpart plus the 1 signed by State Architect
  2) Checks counterparts for signatures and add date matching President's

signature to first line of Agreement and to routing memo
  3) Inserts State Architect signature page into counterparts 
  4) Scan and uploads into PITS
  5) Enter contract date into PITS matching President's signature
  6) Distributes counterparts

Designer
Accountant

1 counterparts w/ ACH & 
W-9

02/16/18

Capital Projects Management


	10umdesignsupagree
	10umdesignsupagree2

