
7-1-11 coordlnator

Service Contracts Coordinator Designation

2015Calendar Year of Deslgnation:

This designation (superseding all prior documents of this purpose) shall be effective

immediately and remain so untilsuperseded by a new designation properly filed, except it

shall NOT be effective beyond the calendar year specified above.

I understand the designated Service Contracts Coordlnator serves as an agency's internal

specialist with responsibility for:

all service procurements and contracting,

providing servlce contracting lnformation and training to the agency's staff as

necessary, and

serving as the agency's primary RFP Coordinator or resource for other designated

RFP Coordinators.

I further understand that because limited staffing in the central professional service

procurement oversight function, communicat¡ons on behalf of my agency with Office of
Contracts Review staff should be limited to those from the designated Service Contracts

Coordinator.

As chief executive of the agency identified below, I hereby designate the following person as

the agency's Service Contracts Coordinator.

ç

(c

Name: Debra Murray

Address: 502 Deaderick Street, Third Floor

Telephone: 615-815-2053

E-Mall: dmurraY@thda.org

Agency Chief Executive
Signature & Date

Pr¡nted Name & Tltle

t

Agency Name <(



7.1.11 SIGN

Signature Cert¡fication & Authorization
for purposes of professional service controctlng documents

2015Calendar Year of Certíficatton & Authorizøtion(s):

This Signature Certification & Authorization supersedes all prior documents of this purpose for

the agency identified below and shall be effectlve lmmediately and remain effective until

superseded by a new document of this purpose properly filed, except it shall NOT be effective

beyond the calendar year specified above.

I hereby declare the following individuals to be authorized signatories permitted to sign ALL

professionalservice contracts as well as associated procurement documents and

communications on my behalf EXCEPT requests for non-competitive contracts or amendments

which I understand that I must sign personally.

odd rows to the schedule os necessary

Fufther, as the chief executive of the agency identified below, I will sign all professional service

contract documents as well as associated procurement do communlcatlons in the

following manner:

Agency ChÍef Executlve Slgndture & Ddte il

Sample Signature with lnitials
sample ol ogency heod's nome os lt will be signed

& tntttoted by the avtfui!ætLbsliútlglnomed

Printed Name & T¡tle

Ltr *uLynn Miller, Chief Legal Counsel

// ITrent Ridley, Chief Financial Officer

|oe Brown, CPA/Controller

Prlnted Name,îltle & Agency t/t

Du
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Tennessee Housing Development Agency (THDA)
Annual Contract Management Plan

For Calendar Year 2015

Coordination of Contract Activitv
The main points of contact for all contract activity within THDA will be the Chief Financial
Officer (CFO) and the Director of Operations. The following plan will be followed whenever
needs arise within THDA that require the development and implementation of a two-party
contract:

l) Initial Phase - determination of the appropriate procurement methodology for the services
needed and awarding the contract. The CFO and Director of Operations, working with
program staff, will determine if the contract needs to be procured through a competitive bid
process, a negotiation process, or if the services are only available through a sole-source.

a) Competitive Bid - The program division will develop a scope of services and provide a
potential list of vendors that would qualify to provide the services requested. The
Director of Operations and staff will provide technical assistance in the preparation of a
Request for Proposal (RFP). The Director of Operations will coordinate the team that
will review the proposals and award the contract. The Director of Operations will work
with the program staff to develop the contract, obtain the necessary signatures, and

submit the contract to the Executive Director of THDA for the appropriate approvals.

b) Non-Competitive Contract - The Director of Operations will work with the program staff
to prepare the Request for Non-Competitive Contract for submission to the Executive
Director of THDA. Once the Request for Non-Competitive Contract is approved, the
Director of Operations will work with the program staff to develop the contract, obtain
the necessary signatures, and submit the contract to the Executive Director for the
appropriate approvals.

2) Operational Phase - monitoring the contractor performance and administering contract
amendments.

a) Monitoring - THDA program staff will be responsible for monitoring and ensuring that
the contractor fulfills the requirements of the contract. The THDA Information
Technology division (IT) will work very closely with program staff on any computer
software and maintenance contracts and be the primary point of contract for the vendor in
these cases. IT and program staff will report any problems to the CFO and the Director
of Operations during the course of the contract.

b) Amendments - Any proposed amendments must be addressed sixty days in advance (or as

soon as practical) and coordinated by the Director of Operations. The Operations Team
is responsible for drafting and submitting proposed amendments to the necessary parties

for signatures, then submitting the amendment to the Executive Director for the
appropriate approvals.



3) Fiscal Management Phase - funding and processing payments.

a) Funding - The CFO is responsible for determining that adequate funding for contracts is
available within the agency budget before contracts are approved.

b) Payment processing - The Operations Team will review and process requests for
payments against contracts that have been properly approved. The Operations staff will
ensure that proper documentation has been received and that program staff has verified
receipt of the services for which the agency is being billed. The program staff also

ensures that the agency is being billed at the contract rates. The Operations Team will
also maintain records of each contract that documents activities such as procurement,

management and sub-recipient monitoring if required.

THDA Staff Assigned to Contract Management:

APPROVED:

l,rt ú>

Ralph

Chief Financial Offrcer
Director of Operations
Director of Information

Trent Ridley
Debra Murray
Nicole Lucas
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