
revised 10.2.2019

CWU Contract Process 
Contract Administrator for Department will be the main contact with the Contracts Office

*A Foreign Source Statement 
may be required if Contractor 
is an individual who is not a 

U.S. Citizen or a U.S. 
Permanent Resident Alien.

Contracts Office review 

Contracts Office contacts Contract 
Administrator or Contractor with 

questions/revisions

Contracts Office works with Department to obtain signatures 

If using CWU's contract form, Contractor signs first
If using Contractor's form, CWU signs first

Both signatures are obtained (contract is "fully executed") 

Original fully executed contract filed with Contracts Office

Department pays Contractor
Purchase Requisition - Department submits purchase requistion attaching contract and invoice/A19 (if available).

P-Card - Check Purchasing Card Handbook to verify if charge is allowable.  Submit Special Purchase Request.
Enter contract number in "Please Describe Transaction" field, e.g. Contract 12345 (do not enter # sign).

Contracts Office approves by initialing 
next to CWU's signature block

Revisions approved

Questions, or revisions needed?

Submit contract through contract intake system.

Contracts Office distributes copies of fully executed contract to Contractor and Department for their files

Near end of contract term, Contracts Office will email Department's Contract Administrator about contract status

Obtain from Contractor, submit with contract

Does your Department support entering into this 
Contract?

yes

*Is Foreign Source Statement required?

no

yes

yes

no

Obtain 
approval, before 

submitting to 
Contracts Office

no


	process 

