Form 92 Procedure
Form 92 is used whenever contracts are created. Contracts include, Independent Contractors, Contracts from Companies, Memorandums of Understanding, and Interagency Agreements.  If the contract is with individual or certain service, the Independent Contractors Certification form must be completed and a Scope of work turned in with every Form 92.   Following the step by step instructions below will help you complete Form 92.  It should be filled out completely and accurately.  All sections must to be filled in properly and signed by the Program Administrator and Director or it will be returned.  
General Information
1. Contract Type - Using the drop down menu select the appropriate type of contract that is being submitted.  There are 4 selections to choose from; Revenue Only, Expenditures Only, No Cost Agreement, and Independent Contractor.
2. Contract numbers - Create the number you wish to use if contract numbers are being used in your department.  

3. ESD Contract.  This is preferably the person creating the contract and form.  This is very important since this will be the person that is contacted in the event something is missing on the Form or there is a question about the contract.

4. Agency/Company, Address, City, State and Zip Code.  This is will be where the contract is being sent.
5.  Contact for the Agency/Company has a drop down menu that gives you three options; email, phone, or fax.  After the option is chosen, put the information in the space provided just below the option.  This will be the person the contract is sent to.
6.  Remittance Information does not need to be filled in unless it is different from number 4.

7. Contract Description/Scope of Work – Write a brief summary describing the contract content and scope of work.  This allows the CFO and Superintendent to get a general idea of what is in the contract so they do not have to go through each page.

Contract Term

1. Contract Term - Select from the drop down menu the amount of time the contract is going to last.  There are several choices.  Choose the one which best fits your needs.  Tab across to the Beginning Date filling in the date the contact actually starts.  Continue to the Ending Date filling in the date it will end.  The end date should correspond to the amount of time the contract will be in effect.

2. Liability Insurance Certificate – Very Important.  Determine whether an insurance certificate is needed.  When children or rentals are involved a certificate is always needed.  Check the Yes or NO box.  The responsibility, either the ESD or Contractor needs to be checked as well.  This helps us determine whether we need to request a certificate from our insurance company or get a certificate from the contractor.  If you are not sure call the Fiscal Services at 503-614-1642.
Contract Specifications

1. Unit Type – Select from the drop down menu what type of unit will be used; example: FTE, Slots, Monthly, etc.  Tab across to the # of Units and fill in the correct figure.  Continue on to the Per Unit Cost.  This should include any additional costs such as mileage, hotels, etc.  This amount will carry over automatically to the Estimated Total.
Purchase Order Detail 
 Used only with Expenditures and Independent Contractor Contracts
1. DAC – Select from the drop down menu where the PO should be created.  Tab over to the Project line and select from the drop down menu the appropriate project to be used.  If a special project cannot be found, let Fiscal Services know so it can be added.  Once the DAC and Project are determined, this will apply to both PO Detail and Invoice Revenue.
2. Line Description – This information is what will be put on the PO.  It should be brief.  Proceed to the Unit box and select from the drop down menu how the payment should be made.  Tab over to the Unit Price and fill in the cost per unit.  This should match per unit cost filled out above in the contract specifications.  Continue on to the QTY box and fill the # of units.  The Total box will automatically fill in.  
3. Accounting String – Fill in the Fund, Function, Object Code, Cost Center, Area, and Sub-Area.  If you are unsure of appropriate accounting string, refer to the Chart of Accounts located on the NWRESD Website.  If you are still unsure contact Fiscal Services.   
(NOTE:  There are 3 Description Lines that can be used.  This allows for different descriptions, accounting strings and amounts.  If you are using more than one line, the total needs to balance with the estimated total.)

Invoice Detail - Used only with Revenue Contracts
The Line Description, Unit, Unit Price, Qty, and Total will be filled out the same as above.  The difference will be with the Accounting String.  You will note the Function and Area are 0 filled.  These cannot be changed.  Refer to the Chart of Accounts for Object, Cost Center and Sub- Area if you are unsure what numbers should be used or contact Fiscal Services.
Approvals

1. Program Admin. Name – Select the appropriate name from the drop down menu.  This needs to be signed by the Administrator.

2. Program Director Name – Select the appropriate name from the drop down menu.  This needs to be signed by the Director.

When Form 1 is completely filled in, it should go to Accounts Receivable. A copy of the Independent Contractor Certification (if applicable) and the Scope of work should be attached.  If the company supplies the contract, this should accompany the Form 1 and Scope of Work.  Accounts Receivable will collect signatures from the CFO, Superintendent and contact representative.  
