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Department of Revenue 
Standard Practice Procedure 

 
Subject: All contracts including Personal Service Contracts 

Page 1 
                    Issued  09-30-00 
       Effective 09-30-00 
       Revised 11-19-09 
 
Responsibility     Action 
 
Requesting Division 
 
 
 
Fiscal Services,  
Requesting Division and  
Internal Audit-Disclosure  
Officer 
 
 
 
 
 
 
Internal Audit-Disclosure 
 Officer 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The requesting division contacts Fiscal Services for  
assistance in the preparation of a personal service  
contract. 
 
Fiscal Services, requesting division and Internal  
Audit-Disclosure Officer meet as needed to determine 
if the contract, in the course of their work with the 
Department, involves access to confidential state or 
Federal return or return information received by the 
state from the IRS.  If access to confidential state or 
Federal return or return information is not involved, 
Fiscal Services and the requesting Division contacts 
the Legal Office for preparation of a contract.  
 
If access to confidential Federal return or return  
information is involved, the Disclosure Officer will  
forward a need and use request to the IRS forty-five  
days prior to the beginning of the contract.  If the IRS 
 approves the access, the Disclosure Officer will set- 
up a meeting with Fiscal Services and the requesting  
Division to advise of the appropriate contract  
language required by the IRS.  If access to  
confidential Federal return or return information is not  
allowed, the Disclosure Officer will also set-up a  
meeting with both the division and Fiscal Services to 
advise of the denial.  The contract will then be  
changed to ensure that access to confidential Federal  
return or return information is prohibited.  The need  
and use request must be prepared prior to forwarding  
the contract to the vendor. 
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Fiscal Services and  
Requesting Division 
 
 
Legal Services 
 
 
Fiscal Services 
 
 
 
 
 
Fiscal Services 
 
 
 
 
 
 
 
 
 
 
Vendor 
 
 
 
 
 
Fiscal Services 
 
 
 
 
 
 
 
F&A-Office of Contract  
Review (F&A OCR) and 
other approvers 
 
 
 
 
 

Fiscal Services and the Requesting Division forward  
the contract to Legal Services for preparation along  
with the appropriate language. 
 
Legal Services completes the contract and forward to  
Fiscal Services.  
 
If a contract is from a Request for Service, Fiscal  
Services forwards a copy of the contract to the  
Department of Finance and Administration –Office of  
Contract Review for review.  Skip this step if the  
contract is not from a Request for Service. 
 
Upon notification from the Office of Contract Review  
that the contract has been reviewed, Fiscal Services  
mails a copy to the vendor for approval and signing.  
If this contract is not from a Request for  
Service, it is mailed to the contractor when it is  
completed by Legal Services.  In addition, the vendor  
is provided a Service Provider Registration form,   
an Authorization Agreement for Automatic Deposits  
(ACH Credits) form, and other required documents for 
completion. 
 
After the contract is signed by the vendor, a copy 
should be returned along with the completed Service 
Provider Registration, Authorization Agreement for 
Automatic Deposits forms, and other required 
documents to Fiscal Services. 
 
When a signed contract is received, Fiscal Services  
will obtain the signature of the Commissioner and  
enter into Edison a Contract copy along  with a 
Contract Supplement Sheet, Completed Service 
Provider Registration Form, Completed Authorization 
Agreement for Automatic Deposits Forms, and other 
forms as circumstances warrant. 
 
The Office of Contract Review and other approvers 
designated by F&A OCR will approve via Edison.   
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Fiscal Services 
 
 
 
 
 
Standard Review and  
Supervision of Contractor  
Performance, Progress, 
and Contract  
Compliance 
 
 
Fiscal Services 
 

After Edison approval, a copy of the contract will be 
disseminated to the requesting Division and vendor 
for their file.  Internal Audit-Disclosure Officer will only 
receive a copy when state or Federal information is 
required. 
 
It is the responsibility of each division to ensure  
vendors are in compliance with the contract terms  
when service contracts are procured in their area.   
Each division should have a Project Manager in their  
area to review milestones and/or delivery terms as set  
forth in each contract prior to payment of invoices. 
 
Notifies division management when contracts are  
close to expiration. 
 

 
INTERNAL AUDIT AND CONSULTING SERVICES 
 
------------------------------------------------------                           ------------------ 
Director                                                                               Date 
 
 
FISCAL SERVICES 
 
-------------------------------------------------------                          ------------------ 
Director                                                                               Date 
 
APPROVED: 
 
----------------------------------------------------------                      ------------------ 
Commissioner                                                                    Date 
Department of Revenue 
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