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About this Manual  
This Contract Management System manual contains policies and procedures developed to meet the business 
practices and contracting processes unique to the Colorado Department of Public Health and Environment 
(CDPHE).  These policies and procedures were developed to ensure the integrity of the data entered into the 
system and facilitate efficient and effective business processes to implement the system into existing work 
flow. This manual is intended to be used as a userôs handbook and training guide.  The manual will be posted 
to the CDPHE Purchasing and Contracts Unit/Contract Management System intranet page and will be updated 
as changes within the system occur and policies and procedures are revised to address those changes.  
 
Contract Insight, the software product purchased for use as Coloradoôs Statewide Contract Management 
System is referred to in this manual as the Contract Management System or by its acronym, CMS. 
 
Please note that some screen shots shown in this document may not exactly match Coloradoôs Contract 
Management System.  

 

Overview  
Senate Bill 07-228, as incorporated in the Colorado Revised Statutes at §§24-102-205, 24-102-206, 24-103.5-
101 and 24-105-102, requires the Colorado Department of Personnel and Administration (DPA), to implement 
and maintain a centralized contract management system for the purpose of monitoring all State personal 
services contracts that are subject to the requirements of the bill and its implementing statutes. The Office of 
Contract Administration, within the Office of the State Controller (OSC) was created to accomplish the 
objectives of the bill to include the implementation and statewide oversight of the centralized system.  The 
Contract Management System (CMS) was implemented on July 1, 2009.  
 

Coloradoôs Statewide Contract Management System is a contract management tool.  It is Internet-based 
software that enables users to access their contracts via a web-browser.  It is installed on a network server and 
can be accessed by an Internet browser (like Microsoft Internet Explorer), and can be used on a Local Area 
Network (LAN) and Wide Area Network (WAN) in a multi-user environment.  The system offers functions such 
as; security access, the ability to create contracts records and documents, track key dates of contracts, track 
tasks and generate custom reports.  It also allows for scanned images and files to be attached to a contract 
record and provides the ability to link contract records.  

 

 

A Message from the Colorado Office of Contract Administration  
Cobblestoneôs contract management system ï Contract Insight, was selected to fulfill the requirements of 
Senate Bill 07-228 now codified as C.R.S. §§ 24-102-205, 24-102-206, 24-103.5-101, and 24-105-102. 
Contract Insight was also, however, selected because of its functionality beyond that of a contract tracking tool. 
It is the hope of this office that Colorado State Agencies and Institutions of Higher Education, will elect to utilize 
some of the other contract management functionality such as writing a contract using model contracts 
developed by the Office of the State Controller (OSC) and loaded into Contract Insight, running reports on 
department specific information, and tracking all contractual agreements and not just those mandated by 
statute.ò 

ñRegardless of each specific Departmentôs needs, it is anticipated that Contract Insight will assist the State in 
improving current contract monitoring and vendor oversight, leading to better performance, dollar savings and 
citizen confidence.ò 

Brenda Lujan, Director, Office of Contract Administration 
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System Oversight  
The Contracts Performance Manager acts as the Departmentôs CMS Administrator and is responsible for 
system implementation, ongoing use and the development and implementation of CDPHE policies and 
procedures concerning the system. Questions concerning the system should be directed to the Contracts 
Performance Manager.  Contact information is listed at the end of this manual in the Administration Contacts 
section. 
 

All system users, staff providing information to be entered into the Contract Management System and 
supervisors of system users and staff providing information to be entered into the CMS and any others 
involved in the use of the CMS will comply with all policies, procedures and directives issued by the Office of 
the State Controller (OSC) and CDPHE. 
 
The Contracts Performance Manager reserves the right to remove or reduce user access to the system should 
a user demonstrate disregard for CDPHE or the OSCôs policies, procedures or directives. 
 
Each Division or Fiscal Unit within a Division will designate an individual as the Point of Contact for CMS 
related responsibilities.  The Point of Contact will be the liaison between the Division or Fiscal Unit and the 
Contracts Performance Manager.  The Point of Contact will be responsible for: 

a. Communicating system related information to applicable staff. 
b. Submitting requests to the Contracts Performance Manager for changes, additions or removal of 

system users. 
c. Requesting the addition of a new contractor/vendor to the system. 
d. Ensure appropriate users are accessing the system using the group user ID. 
e. Update password for group user ID and share with appropriate system users. 
f. Requesting additional training or technical assistance for an existing user to ensure competency on the 

system. 
g. General oversight of the use of the system to include timely data entry and compliance with policies 

and procedures. 

 

Individual and Group User Access 
All users of the CMS must attend CDPHE provided training prior to accessing the system. 
 
Requests for the addition of CMS users, changes to current user access or the removal of a user must be 
submitted by email, by the Point of Contact or alternate for the Division or Fiscal Unit, to the Contracts 
Performance Manager. The Contracts Performance Managerôs contact information is listed at the end of this 
manual under the Administration Contacts section. The email request must contain the userôs name, title, 
email, telephone number, current CDPHE LAN ID or CMS ID and level of user access.  If the request is to 
remove a user from the system, a termination date must be provided as well. The Contracts Performance 
Manager will submit the request to the OIT Service Desk and will be notified by email when the account setup 
or changes are complete.  The Contracts Performance Manager will notify the Division Point of Contact and 
the user.     
 
Effective December 2009, Divisions and Fiscal Units have the option of using a group user name to access the 
CMS.  Group access allows multiple users within the Division or Fiscal Unit to make edits in any record where 
the group name is listed as the Contract Administrator.  Each Division or Fiscal Unit has been assigned a 
group name that consists of ñCDPHEò as the first name and the acronym of the Division/Branch or Program as 
the last name.  Each user name has been assigned an ID and initial password.  The Point of Contact for the 
Division or Fiscal Unit is responsible for ensuring that the appropriate system users are logging in under the 
group user name and that the password is updated when required and shared with users.  Any problems or 
concerns regarding the use of the group user name should be directed to the Contracts Performance Manager. 
 
 
The Contracts Performance Manager can supply forgotten user IDs but does not have access to passwords or 
the ability to reset passwords.  Users can contact the OIT Service Desk directly to have passwords reset.  The 
OIT Service Desk phone number is 303-239-4357, Contact information for the OIT Service Desk is also 
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provided in the Administration Contacts section at the end of this manual.  For security purposes, the OIT staff 
person will call the office phone number listed in your employee/user record and leave a message on your 
voicemail containing your user ID and/or your new password.  NO user information will be given to the caller.  
Upon logging into the system after receiving a new password, immediately change the password.  For 
additional information about changing passwords refer to the Change Your Password section in this manual.  

 

Technical Assistance  
System users may request technical assistance from the Contracts Performance Manager as needed.  
Requests can be made by email or phone depending upon the urgency of the situation.  System users should 
make their Point of Contact aware of their request for technical assistance to ensure that the Point of Contact 
is informed of issues or problems the user may be having with the system.  Contact information is listed at the 
end of this manual in the Administration Contacts section. 

 

CMS List Serve 
The Office of Contract Administration has created a list serve to provide timely updates, helpful tips and other 
communications concerning the system.  A list serve is an automatic mailing list server.  When email is 
addressed to a LISTSERV mailing list, it is automatically sent to everyone on the list.    All staff with CMS user 
access will receive emails from this list serve.  To have your name removed from the list serve, follow the 
instructions in the email you receive through the list serve or contact the Contracts Performance Manager.  

 

Contractor Notification  & Public Information  
Contractors must be notified by the contracting program of the implementation of CMS prior to the effective 
date of the contract.  The contractor should be informed of the contract language addressing the use of the 
CMS which is included in contracts and amendments with an effective date of July 1, 2009 or later.  The 
contractor should also be made aware that if their contract meets the requirements of Senate Bill 07-228 now 
codified as C.R.S. §§ 24-102-205, 24-102-206, 24-103.5-101, and 24-105-102, specific information about their 
contract will be available on the internet through a website maintained by the  Department of Personnel and 
Administration. Contracts with State agencies and State Institutions of Higher Education are exempt.  Contract 
information resulting from contracts with State agencies and State Institutions of Higher Education will not be 
posted to the public website. To access the public site click on   http://contractsweb.state.co.us 
 
The contract information available on the public site is listed below: 
 
CMS Record Number 
Contractor Name 
Department Name 
Effective Date of the Contract 
Maximum Contract Amount 
Number of State Positions created (FTE)    
Duration of State Positions Created (# of months) 
Purpose of Contract 
Performance Period 
Number of Renewal Periods 
Solicitation Method Used 
Sole Source Justification 
Services Anticipated to occur outside of Colorado 
Services Anticipated to occur outside of the United States 
Final Contract Amount (all years) 
Percentage of work Actually occurred outside of Colorado 
Percentage of work Actually occurred outside of the United State 
Final Contractor Rating 
Contractor submitted responses to the evaluation 
Contractor disputed the evaluation  

http://contractsweb.state.co.us/
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How to Use the System  
 

Access the System 
To access the system, open your browser and ensure you have an Internet connection.  Go to URL web 
address   https://scms.state.co.us   The log in screen will be displayed.  You can also access the system 
through CDPHEôs intranet home page http://10.1.0.25/      A link to the CMS can be found on the right side of 
the page under the Quick Links section.  Another link to the CMS is located on the Contract Management 
System web page on the intranet http://10.1.0.25/ASD/PUR/CMS/index.html  This page is found under the 
Purchasing and Contracts Unit home page. 

 

System Log In  
The log in screen will appear as seen below. Enter your user name or the group user name and password and 
click on the Login button.  If you have forgotten your user name or have difficulty logging in, contact the 
Contracts Performance Manager for assistance.  Contact information is listed at the end of this manual.  If you 
have forgotten your password, follow the instructions provided in a previous section titled User Access.   
 

 
 
 

Change your Password  
After logging in for the first time, you should change your password. To do so, select Change My Password 
from the ñEmployeesò menu as shown below.  
 

 
 
 

 

 

 

 

 
 
 
 
 
 
 

https://scms.state.co.us/
http://10.1.0.25/
http://10.1.0.25/ASD/PUR/CMS/index.html
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Enter the new password as instructed on the screen.  Once you have entered a new password, click ñSaveò 
and then select ñHomeò. 

 
Password conventions are set by the Office of Information Technology (OIT) and must contain a minimum of 
nine (9) characters that consist of one each of the following:   
 

 A character that is uppercase 

 A character that is lowercase 

 A character that is a number 

 A character that is a symbol 
 
An example of a password is - Yippe1CMS!   Passwords can be changed at anytime by the User.  Passwords 
will expire after 90 days.  You will be prompted in the system to reset your password at log in.   

     

Navigati ng the System  
The menu across the top of the screen is the best way to navigate through the Contract Management System. 
It features links, similar to a website, that correspond to each topic and function of the system.    
 
Within each menu topic is a side menu with options applicable to the topic such as ñexportò, ñsearchò, ñsaveò, 
ñprintò, etc.   Some side menus contain a ñbackò option as well.  If available, the ñbackò option should be used 
to return to the previous page and not the back arrow at the top of the page.    

 

Home: Calendar and Diary Notes  
The Home page is your Calendar and includes a notes feature referred to as diary notes.   The calendar 
displays expiring contracts and contract tasks based on end-dates entered during the creation of a contract 
record.  The calendar can be used to keep notes and track appointments. 
 
To navigate to various months, you can use the arrow ñ>ò buttons at the top of the calendar or enter a date in 
the ógo toô date input field.  The system will accept dates in the following formats:  ñ12/05/09ò or ñ12-05-09ò or 
ñ12.05.09ò. 
 
To add diary notes or look at the ñday viewò of the calendar, click on the number of the day for a particular 
month on the calendar.  

 

 
 
 

 

 

 

 

You can add diary and 

calendar notes by selecting 

the link on the day. 

Your calendar will display 

your expiring contracts and 

tasks by end date. You may 

go to the contract by 

selecting the contract link. 
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The day view will appear as seen below. The day view lists all expiring contract documents and tasks.  It does 
not list diary notes.   

 

 

Diary notes can only be added in the day view screen.  To add a diary note, select the Diary Notes link (see 
above) then click Save and then Home. 

The notes will be saved and displayed on the calendar view. You may edit your notes from the Calendar by 
selecting the notes icon that appears on the calendar day.  
 

 
 
 

Vendors /Contractors  
The Contract Management System uses the term ñVendorò and ñContractorò interchangeably.   
 
To view the contractors in the system, select ñVendor Listò from the ñVendorsò menu as shown below.  To find 
and view all contract records in the State for a specific contractor, refer to section óContract Recordsô later in 
this manual for additional information.  
 
Included in this list is an entry for every State Agency or State Institution of Higher Education (IHE). These 
entities were included to allow for the creation of Interagency Agreements.  
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The contractor list will be displayed as shown in the graphic below.  It is a multi-page list.  The page numbers 
are displayed on the right hand side of the screen below the Quick Search box.   The search feature is 
described below.  
 
 
 

 
 
 
Filter search boxes are provided at the top of each column on the search results screen.  Enter the specific 
information in the appropriate search box(s) and click on the filter icon directly to the right of the box.  A drop 
down list of conditions will display.  Choose the appropriate condition for your search.  
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After locating the appropriate contractor, select óviewô next to the contractorôs name and the details form will 
appear as displayed in the graphic below.  General information related to the contractor is listed in the details 
record.  You do not have the ability to edit any of the information listed.  
 

 
 

 

Contractor Additions/Chan ges 
Requests for the addition of a new contractor to CMS or changes to an existing contractorôs information must 
be submitted by the Point of Contact for the Division or Fiscal Unit, to the Contracts Performance Manager.   
 
To have a contractor added to CMS, the Division or Fiscal Unit Point of Contact should email the Contracts 
Performance Manager with the contractorôs name, FEIN, dba if applicable and address as it is listed in COFRS 
or on the W-9 form.  The Division or Fiscal Unit Point of Contact will be notified by email when the contractor 
has been added to the system.  
 

Contractor FEIN  
Contractors currently listed in COFRS with an FEIN number followed by an alpha character WILL NOT be 
added to the CMS.  Prior to creating a contract record, view the list of contractors under óVendorsô on the main 
menu.  Search for your contractor and make a note of the contractor name listed with the same FEIN minus 
the alpha character.  When creating the contract record, complete the óContractor/Vendorô field in the record by 
choosing the appropriate contractor name from the drop down list.     
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Master Record  
CDPHE uses a Master Record approach to CMS records.   With the exception of the Modification umbrella 
record type, the remaining umbrella record types can be used to create a Master Record.  Information to help 
you determine which record type to use and how to complete the fields are provided on the following pages.    
 
Every new contract record entered into the system must be set up as a Master Record.  Specific fields in the 
record track dollars, dates and other information over the life of the contract.   The Master Record contains the 
final contractor performance evaluation and rating information.  
 
Contracts written prior to the implementation of CMS (July 1, 2009) must be entered when the contract is 
modified.  This provides a Master Record for the modification.  When creating a Master Record for a contract in 
place prior to July 1, 2009, ensure the data entered includes any modifications in effect prior to July 1, 2009.  
This would include increases or decreases to the dollar amount or ñno costò modifications.  Do not create 
individual modification records to represent those changes; simply include the information in the appropriate 
fields in the Master Record.   For example, a contract with an effective date of February 1, 2009 and a dollar 
amount of $100K was modified on May 15, 2009 to increase the amount by $50K.  You do not create a record 
for the $50K modification but simply enter $150K in the Cumulative Maximum Contract Amount field.    
 
Master Records MUST be linked to Modification records and specific fields in the Master Record MUST be 
updated to reflect the modification.   The fields in the Master Record that are potentially affected by a 
modification are:   
 
LATEST Performance Period End Date 
CUMULATIVE Maximum Contract Dollar 
Has this Contract been Recertified for additional Year if applicable 
Enter date of Recertification 
 
Each Division is responsible for tracking their CMS records to ensure that Master Records and Modification 
records are not duplicated and records are complete.  
 

 

Modification Record  
Modification records MUST be created using the Modification umbrella record type.  This record type is used 
regardless of the entity type and contains data fields unique to modifications.   
 
Modification records do not display on the public website.    
 
All Modification records MUST be linked to the corresponding Master Record.  If a Master Record does not 
exist in CMS, a record must be created.  Refer to the section above for more information.  
 
 

 

Adding a Contract  Record  
To create a contract record in the system, select ñAdd Contractò from the ñContractsò menu.  You can also 
choose ñAdd Contractò from the menu on the right side of the screen while in the ñHomeò screen or a record 
screen.   
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Choose ñCreate Contract Recordò and a drop down list of available record types will display as shown in the 
graphic on the next page.  Refer to the following section on Contract Types/Data Fields to make the 
appropriate selection.  
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Contract  Record Types  
There are 14 contract record types available in the system.  These record types are referred to as Umbrella 
types.  

1. Commodities/Goods 
2. Construction 
3. Individual Task Order 
4. Interagency 
5. Intergovernmental 
6. Loans (State as Lender) 
7. Modification 
8. Multi-Party 
9. Personal Services 
10. Purchase Order (Services <$100K, Goods or Approved Exceptions) 
11. Real Property 
12. Revenue (Money from non-State entity) 
13. Settlement (Amendment or Stand-alone) 
14. Vendor Agreement (Used only for <$5,000) 

 
The most commonly used umbrella record types in CDPHE are Personal Services, Interagency, 
Intergovernmental, Construction, Revenue, Real Property and Modification.  
 

 

 

Contract Record Types by Entity  

A ñCheat Sheetò is posted to the Contract Management System intranet webpage 
http://10.1.0.25/ASD/PUR/CMS/index.html  that lists the umbrella record types available by entity type.  If you 

http://10.1.0.25/ASD/PUR/CMS/index.html
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need assistance in making a selection, contact the Contracts Performance Manager for assistance.  Contact 
information is listed at the end of this manual in the Administration Contacts section. 

  

 
Contract Record Types - Descriptions  
Each umbrella record type is listed alphabetically in this section and includes all data fields found in the record. 
A description of the record type and instructions for its use are included.  Most of the record types contain 
some of the same data fields.  Data fields must be completed following the guidance provided to ensure that 
information is entered correctly and in a standardized way within the Department.    
 

Data fields that contain an asterisk (*) must be completed to set up an initial record.   
 
 
 

Commodities/Goods  
This record type is NOT typically used at CDPHE.   It is intended to be used when contracting to purchase 
goods or commodities from Corporations, Partnerships or Individuals.    
 
If your contract includes both goods and services use the Personal Services umbrella record type.  
 

When purchasing goods or commodities from a State Agency/IHE choose the Interagency record type.  If you 
are purchasing goods or commodities from an Intergovernmental entity, choose the Intergovernmental record 
type.  
 
Information contained in this umbrella record type does not display on the public website. 
 

 

 

 CMS Identification Number  
The system assigns a unique number to each contract record created.  This number is used as part of 
CDPHEôs contract routing number.   *This field is searchable by the public* 

 

Contract Title * 
The óContract Titleô data field is used for easy identification of the contract record. There are two types of 
records in the system, the Master Record and Modification records.  The Master Record represents the original 
contract and contains cumulative data that reflects the entire life of the contract.  All new contracts are entered 
into the system as Master Records.  See section ñMaster Recordò for more information.  
 
The required contract title naming convention for Master Records begins with the Division and/or Program 
acronym, followed by the type of contract document, the fiscal year and ñMaster Recordò followed by the 
original contract routing number.  The acronym used for these contract documents in the naming convention is 
ñCONò.  Additional identifiers, such as a project name or number can be added as well.  An example of a 
Master Record contract title is ñPSD MCH CON FY10 Master Record 08 FLA 20146ò. 
 
All ARRA funded Contracts must be identified in the contract title.  ñARRAò must be listed first in the title.   
 

Contract Purpose  
The contract document contains a brief statement that describes the work the contractor has been hired to 
perform.  This statement can be copied and pasted into the text box.  The description should be brief and 
stated in a professional manner.  *This field is searchable by the public*  
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Fiscal Year 
This field is OPTIONAL.  If you choose to complete the field, enter the fiscal year that the contract ends.  An 
example of how the year must be entered is ñ2011ò. 

 

Contractor/Vendor *  
To complete this field, choose the appropriate contractor name from the drop down list provided.  If the 
contactor is not listed, you may request that they be added to the system by following the instructions in the 
section titled ñContractor Additions/Changesò in this manual.   *This field is searchable by the public*  
 

FEIN 
This data field will auto populate with the contractorôs FEIN when the record is saved.  You are unable to enter 
or edit data in this field. 
 

Contract Administrator * 
This field will auto populate the Contract Writerôs name or the group user name if the user logged in under a 
group user ID.  The field is used to designate the record creator and also used to reassign the contract record 
to another Contract Writer or group.   The field provides a drop down list which includes all statewide users and 
groups on the system.  If reassigning the record, use caution to ensure that the correct name is chosen.  After 
a record has been reassigned, the Contract Writer or group that created the record can no longer access it to 
add or edit data.   The record can only be accessed for edits by the new Contract Administrator.  Changing the 
name in this field does not change the user(s) assigned to any existing tasks.    

 

Unique Department Contract Number  
The ñUnique Department Contract Numberò field is used to enter CDPHEôs contract routing number convention 
which consists of the fiscal year followed by the agency identification code followed by the contract number.  
An example of a contract routing number is ñ11 FMA 30303ò.    

 

Original Contract CLIN Number or Other Ide ntifying Number  
Enter the contract routing number of the original contract in this field.  The original contract routing number 
may include a number that was issued in COFRS, referred to as a CLIN number, or it may contain a number 
issued in CMS.  Regardless of which system issued the number, enter the full contract routing number of the 
original contract in this field.  An example of a contract routing number is ñ11 FMA 30303 

 

Purchase Order Number or Encumbrance Number  
This field is OPTIONAL.  CDPHE does not enter Purchase Orders into the system.   You may use the field for 
tracking the encumbrance number.  If you do not use the field, enter ñN/Aò.   

 

Agency/IHE (Department) Name * 
This field will auto populate ñDepartment of Public Health & Environmentò.  Do not change the name in this 
field.  *This field is searchable by the public*  

 

Agency/IHE (Department) Code * 
This data field is completed by choosing the appropriate Department code.   The codes are listed below as 
they display in the drop down list.  Make the appropriate selection based on your current business practice.   

 FAA - Dept of Pub Hlth & Environment 

 FLA - Health - Prevention 

 FEA - Health - Hazardous Materials 

 FHA - Health ï Disease Control & EPI  

 FJA ï Emergency Preparedness & Response 

 FMA - Health- Health Facilities 

 FFA - Health - Consumer Protection 
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Effective Date * 
Enter the effective date of the original contract using any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò or 
ñ12.1.2010ò.  The date entered in this field is never changed. *This field is searchable by the public*  

 

Expiration Date * 
Enter the expiration date of the original contract using any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò 
or ñ12.1.2010ò.  The system uses the expiration date to generate tasks, calendar postings and email alerts 
(reminders).   The date entered in this field is never changed. 

 

Performance Period Start Date *  
The contractor performance period refers to the period of time that work is occurring under the contract.  Work 
may occur during the entire contract period or it may occur during a specific period of time within the contract 
period.  Enter the date performance begins.  For most CDPHE contracts this date is the same as the effective 
date of the original contract.  Use the any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò or ñ12.1.2010ò.  
The date entered in this field is never changed. *This field is searchable by the public*  

 

Latest Performance Period End Date * 

Enter the date that performance ends under the contract.  Initially, this date will be the same as the expiration 
date of the original contract.  When the contract is modified to change the expiration date, the new end 
date is entered in this field.  *This field is searchable by the public 

 

Notify Days  
The number entered into the óNotify Daysô field informs the system when to notify you that the contract is 
expiring.  The system defaults to ñ60ò days in this field.  CMS uses the expiration date of the contract, along 
with the number of notify days to determine on what date to place a reminder on your calendar and send you 
an email alert (reminder). For example, if the contract ends on 12/1/11 and the óNotify Daysô field is set to 60 
days, you will be notified on 10/1/11 that the contract will expire in 60 days.   Enter the number of notify days 
based on your preference for receiving the email alert.  Entering ó0ô in this field will generate a reminder email 
on the date the contract expires. 
 

Number of Renewal Periods  
Enter the number of times the contract can be renewed, if stated in the contract document.  If the contract is a 
single year contract with the option to renew for 4 additional periods, enter 4.  Once entered, this number is 
never changed. *This field is searchable by the public*  

 

Contract Group/Type  
This data field auto populates based on the contract umbrella record type that was selected to create the 
record.  If the record type was chosen in error, you can edit this field by choosing the correct record type from 
the drop down list.  Changing the record type may add or hide some data fields.   
 

Contract Sub -Type* 
This field allows you to further define the purpose of the contract. The choices in the drop down list are: 
Commodities/Good and Lease/Purchase. If you are unsure which choice is most applicable, choose the record 
type.  
 

Maximum Amount  
Enter the dollar value of the original contract in this field.  This amount is never changed in this field.  Dollar 
amounts are entered in the system without the dollar sign, comas and without the cents.  For example, ten 
thousand dollars and no cents would be entered as ñ10000ò.    

 

CUMULATIVE Maximum Contract Dollar Amount * 
This field provides for the total value of the contract over the life of the contract.  When creating a Master 
Record, enter the dollar value of the original contract. This amount will be the same as the Maximum Amount 



17 

 

in the previous field.   When a modification is executed, either add or subtract the modification amount to the 
existing dollars in this field.  This requires a manual calculation and manual data entry.   Dollar amounts are 
entered in the system without the dollar sign, comas and without the cents.  For example, ten thousand dollars 
and no cents would be entered as ñ10000ò.   *This field is searchable by the public*    
 

Solicitation Method Use d*  
To complete this field, choose the appropriate solicitation method from the drop down list.  RFA (Request for 
Application) is not listed.  If the method used is not listed, choose ñOtherò and provide an explanation in the 
following field titled ñIf selected OTHER, enter the Method usedò.  *This field is searchable by the public*  

 

Solicitation Number  
Enter the identifying number of the solicitation. 

 

If this is a Sole Source, was a òSole Source Justification and Certificationó form completed, and 

placed  in the contract file that includes the mandatory determination steps?  
This field requires a ñYesò, ñNoò or ñN/Aò answer. If you choose ñN/Aò, you do not need to answer any of the   
following Sole Source questions.  If ñYesò, continue to next data field.  *This field is searchable by the public*   
 

Sole Source Justification  
 Make a selection from the drop down list which includes ñAuthorized by Statuteò, ñOnly One Sourceò,   
 ñFollow-on Contractò, ñEmergencyò, ñOtherò and ñN/Aò.   If ñOtherò was chosen, continue to the next  
 data field. 
 

If OTHER, enter the justification for the Sole Source  
Enter the justification statement listed on the Sole Source approval form in the text box. 
 

Select ALL steps taken in making the Sole Source determination  
This field allows you to make multiple choices.  Hold down the CTRL key and use the cursor to highlight the 
step(s) taken to determine the Sole Source.  The choices are ñMarket Researchò, Manufacturerôs Statementò 
and BIDS Web Statisticsò.    

 

Is this a Statutory Viola tion?  
This field is asking if the contractor started work prior to the effective date of the contract.  Contractors must be 
notified that they cannot provide goods or services until the contract is fully executed which may or may not 
coincide with the planned effective date.  If a contractor is providing goods or services prior to the effective 

date of the contract, a statutory violation has occurred.  Complete this field by choosing either ñYesò or ñNoò. 
 

Is this a High Risk or Low Risk Contract?  
This field is OPTIONAL.  This field refers to the results of the risk assessment completed using the CDPHE 
Risk Assessment for Contract form.  Typically, the result of this assessment determines if the contract falls 
under OSC delegated authority for approval within the Department or must be reviewed and approved by the 
OSC Central Approvers (downtown).  This field is completed by choosing either ñlow riskò or ñhigh riskò from 
the drop down list. 
 

Program Manager  
The óProgram Managerô field in the contract record is completed by choosing the name of the individual 
designated to complete the final contractor performance evaluation and rating.  The field provides a drop down 
list which includes all statewide users and groups on the system.  If the employeeôs name is not listed, contact 
the Division or Fiscal Unit CMS Point of Contact to request the addition of the employee to the system.   
 

 

Notes  
This field is located in the body of the record and can be used for brief notes. Notes entered in this field are 
displayed on the Find/Search screen.   Longer notes should be entered into the second note field at the bottom 
of the record.   
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Custom Fields  
There are 3 custom fields available to agencies for agency specific use.  CDPHE is not using the custom fields 
in this record type at this time.   
 
 

 

 

Construction  
This record type should only be used for construction contracts with Corporations, Partnerships and 
Individuals.   
 
Use the Interagency record type when contracting for construction services with a State agency or IHE or the 
Intergovernmental record type when contracting for construction services with an Intergovernmental entity.  

 

 

CMS Identification Number  
The system assigns a unique number to each contract record created.  This number is used as part of 
CDPHEôs contract routing number.   *This field is searchable by the public* 

 

Contract Title * 
The óContract Titleô data field is used for easy identification of the contract record. There are two types of 
records in the system, the Master Record and Modification records.  The Master Record represents the original 
contract and contains cumulative data that reflects the entire life of the contract.  All new contracts are entered 
into the system as Master Records.  See section ñMaster Recordò for more information.  
 
The required contract title naming convention for Master Records begins with the Division and/or Program 
acronym, followed by the type of contract document, the fiscal year and ñMaster Recordò followed by the 
original contract routing number. The acronym used for any type of construction contract document in the 
naming convention is ñCONò. Additional identifiers, such as a project name or number can be added as well.  
An example of a Master Record contract title is ñPSD MCH CON FY10 Master Record 08 FLA 20146ò. 
 
All ARRA funded Contracts must be identified in the contract title.  ñARRAò must be listed first in the title.   
 

Contract Purpose  
The contract document contains a brief statement that describes the work the contractor has been hired to 
perform.  This statement can be copied and pasted into the text box.  The description should be brief and 
stated in a professional manner.  *This field is searchable by the public*  

 

Fiscal Year 
This field is OPTIONAL.  If you choose to complete the field, enter the fiscal year that the contract ends.  An 
example of how the year must be entered is ñ2011ò. 

 

Construction Project Number * 
Construction contracts receive an alpha-numeric identification project number issued by the Office of the State 
Controller.  Enter the number in the text box provided. 
 

  

 

Contractor/Vendor *  
To complete this field, choose the appropriate contractor name from the drop down list provided.  If the 
contactor is not listed, you may request that they be added to the system by following the instructions in the 
section titled ñContractor Additions/Changesò in this manual.   *This field is searchable by the public*  
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FEIN 
This data field will auto populate with the contractorôs FEIN when the record is saved.  You are unable to enter 
or edit data in this field. 
 

Contract Administrator * 
This field will auto populate the Contract Writerôs name or the group user name if the user logged in under a 
group user ID.  The field is used to designate the record creator and also used to reassign the contract record 
to another Contract Writer or group.   The field provides a drop down list which includes all statewide users and 
groups on the system.  If reassigning the record, use caution to ensure that the correct name is chosen.  After 
a record has been reassigned, the Contract Writer or group that created the record can no longer access it to 
add or edit data.   The record can only be accessed for edits by the new Contract Administrator.  Changing the 
name in this field does not change the user(s) assigned to any existing tasks.    

 

Unique Department Contract Number  
The ñUnique Department Contract Numberò field is used to enter CDPHEôs contract routing number convention 
which consists of the fiscal year followed by the agency identification code followed by the contract number.  
An example of a contract routing number is ñ11 FMA 30303ò.    

 

Original Contract CLIN Number or Other Identifying Number  
Enter the contract routing number of the original contract in this field.  The original contract routing number 
may include a number that was issued in COFRS, referred to as a CLIN number, or it may contain a number 
issued in CMS.  Regardless of which system issued the number, enter the full contract routing number of the 
original contract in this field.  An example of a contract routing number is ñ11 FMA 30303 

 

Purchase Order Number or Encumbrance Number  
This field is OPTIONAL.  CDPHE does not enter Purchase Orders into the system.   You may use the field for 
tracking the encumbrance number.  If you do not use the field, enter  ñN/Aò.   

 

Agency/IHE (Department) Name * 
This field will auto populate ñDepartment of Public Health & Environmentò.  Do not change the name in this 
field.  *This field is searchable by the public*  

 

Agency/IHE (Department) Code * 
This data field is completed by choosing the appropriate Department code.   The codes are listed below as 
they display in the drop down list.  Make the appropriate selection based on your current business practice.   

 FAA - Dept of Pub Hlth & Environment 

 FLA - Health - Prevention 

 FEA - Health - Hazardous Materials 

 FHA - Health ï Disease Control & EPI  

 FJA ï Emergency Preparedness & Response 

 FMA - Health- Health Facilities 

 FFA - Health - Consumer Protection 

 

Effective Date * 
Enter the effective date of the original contract using any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò or 
ñ12.1.2010ò.  The date entered in this field is never changed. *This field is searchable by the public*  

 

Expiration Date * 
Enter the expiration date of the original contract using any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò 
or ñ12.1.2010ò.  The system uses the expiration date to generate tasks, calendar postings and email alerts 
(reminders).   The date entered in this field is never changed. 
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Performance Period Start Date *  
The contractor performance period refers to the period of time that work is occurring under the contract.  Work 
may occur during the entire contract period or it may occur during a specific period of time within the contract 
period.  Enter the date performance begins.  For most CDPHE contracts this date is the same as the effective 
date of the original contract.  Use the any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò or ñ12.1.2010ò.  
The date entered in this field is never changed. *This field is searchable by the public*  

 

Latest Performance Period End Date * 

Enter the date that performance ends under the contract.  Initially, this date will be the same as the expiration 
date of the original contract.  When the contract is modified to change the expiration date, the new end 
date is entered in this field.  *This field is searchable by the public 

 

Notify Days  
The number entered into the óNotify Daysô field informs the system when to notify you that the contract is 
expiring.  The system defaults to ñ60ò days in this field.  CMS uses the expiration date of the contract, along 
with the number of notify days to determine on what date to place a reminder on your calendar and send you 
an email alert (reminder). For example, if the contract ends on 12/1/11 and the óNotify Daysô field is set to 60 
days, you will be notified on 10/1/11 that the contract will expire in 60 days.   Enter the number of notify days 
based on your preference for receiving the email alert.  Entering ó0ô in this field will generate a reminder email 
on the date the contract expires. 
 

Number of Renewal Periods  
Enter the number of times the contract can be renewed, if stated in the contract document.  If the contract is a 
single year contract with the option to renew for 4 additional periods, enter 4.  Once entered, this number is 
never changed. *This field is searchable by the public*  

 

Contract Group/Type  
This data field auto populates based on the contract umbrella record type that was selected to create the 
record.  If the record type was chosen in error, you can edit this field by choosing the correct record type from 
the drop down list.  Changing the record type may add or hide some data fields.   
 

Contract Sub -Type* 
This field allows you to further define the purpose of the contract. The choices in the drop down list are: 
Construction and the 7 types of Office of State Architects (OSA) contract documents.  If you are unsure which 
choice is most applicable, choose the record type.  
 

Maximum Amount  
Enter the dollar value of the original contract in this field.  This amount is never changed in this field.  Dollar 
amounts are entered in the system without the dollar sign, comas and without the cents.  For example, ten 
thousand dollars and no cents would be entered as ñ10000ò.    

 

CUMULATIVE Maximum Contract Dollar  Amount * 
This field provides for the total value of the contract over the life of the contract.  When creating a Master 
Record, enter the dollar value of the original contract. This amount will be the same as the Maximum Amount 
in the previous field.   When a modification is executed, either add or subtract the modification amount to the 
existing dollars in this field.  This requires a manual calculation and manual data entry.   Dollar amounts are 
entered in the system without the dollar sign, comas and without the cents.  For example, ten thousand dollars 
and no cents would be entered as ñ10000ò.   *This field is searchable by the public*    
 

Solicitation Method Used *  
To complete this field, choose the appropriate solicitation method from the drop down list.  RFA (Request for 
Application) is not listed.  If the method used is not listed, choose ñOtherò and provide an explanation in the 
following field titled ñIf selected OTHER, enter the Method usedò.  *This field is searchable by the public*  
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Solicitation  Number  
Enter the identifying number of the solicitation. 

 

If this is a Sole Source, was a òSole Source Justification and Certificationó form completed, and 

placed in the contract file that includes the mandatory determination steps?  
This field requires a ñYesò, ñNoò or ñN/Aò answer. If you choose ñN/Aò, you do not need to answer any of the   
following Sole Source questions.  If ñYesò, continue to next data field.  *This field is searchable by the public*   
 

Sole Source Justification  
 Make a selection from the drop down list which includes ñAuthorized by Statuteò, ñOnly One Sourceò,   
 ñFollow-on Contractò, ñEmergencyò, ñOtherò and ñN/Aò.   If ñOtherò was chosen, continue to the next  
 data field. 
 

If OTHER, enter the justification for the Sole Source  
Enter the justification statement listed on the Sole Source approval form in the text box. 
 

 

Select ALL steps taken in making the Sole Source determination  
This field allows you to make multiple choices.  Hold down the CTRL key and use the cursor to highlight the 
step(s) taken to determine the Sole Source.  The choices are ñMarket Researchò, Manufacturerôs Statementò 
and BIDS Web Statisticsò.    

 

Is this a Statutory Violation?  
This field is asking if the contractor started work prior to the effective date of the contract.  Contractors must be 
notified that they cannot provide goods or services until the contract is fully executed which may or may not 
coincide with the planned effective date.  If a contractor is providing goods or services prior to the effective 

date of the contract, a statutory violation has occurred.  Complete this field by choosing either ñYesò or ñNoò. 
 

Is this a High Risk or Low Risk Contract?  
This field is OPTIONAL.  This field refers to the results of the risk assessment completed using the CDPHE 
Risk Assessment for Contract form.  Typically, the result of this assessment determines if the contract falls 
under OSC delegated authority for approval within the Department or must be reviewed and approved by the 
OSC Central Approvers (downtown).  This field is completed by choosing either ñlow riskò or ñhigh riskò from 
the drop down list. 
 

Is the Contractor Performing Work Previously Performed by State Employee(s)? * 
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.   
 

How many Positions (FTE) is the Contractor/Vendor Filling that were previously performed by 

State Employees?* 
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.  
 

 For work previously performed by State Employees, how long did the Contractor perform the 

work? (# of months)?  
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.   

 

How many positions were ELIMINATED by the Contractor/Vendor performing this work?  
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.   
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Number o f State Jobs Created  
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.  *This field is searchable by the public*   
 

Duration of State Jobs Created  
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.  *This field is searchable by the public*   
 

What quality improvements did the State gain by having the contractor/vendor do the work 

previously perfo rmed by State Employee(s)?  
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.   
 

What Dollar ($) Savings did the State gain by having the Contractor/Vendor do the work 

previo usly performed by State Employees?  
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.  
 

Program Manager  
The óProgram Managerô field in the contract record is completed by choosing the name of the individual 
designated to complete the final contractor performance evaluation and rating.  The field provides a drop down 
list which includes all statewide users and groups on the system.  If the employeeôs name is not listed, contact 
the Division or Fiscal Unit CMS Point of Contact to request the addition of the employee to the system. 

 

Has this contract been certified as including: Performance Measures and Standards, Methods 

for Resolution and Types of Monitoring Processes?   
All contracts must clearly identify these factors.  The answer choices are ñYesò, ñNoò or ñN/Aò.  If you are 
unable to answer ñYesò to this question, contact the Contracts Performance Manager.  
 

Has this contract been Recertified for an additional year if applica ble? 
The majority of CDPHE contracts are effective for a 12 month period of time.  When a contract is renewed at 
the end of the term, we must ñrecertifyò that the contractor has complied with the requirements of the contract 
before entering into another contract term.  Choosing ñYesò from the drop down list is ñrecertificationò that the 
contractor has been in compliance with the terms of the contract.  Our contractor performance evaluation 
documentation supports this ñrecertificationò.  Multi-year contracts must also be ñrecertifiedò on an annual 
basis.  If you are unable to answer ñYesò to this question, contact the Contracts Performance Manager. 
 

Enter Date of Recertification  
Enter the LATEST Performance End Date.   For multi-year contracts enter the annual date.  A contract with an 
effective date of 10-1-10 and an expiration date of 9-30-13 is a multi-year contact.  The annual date would be 
10-1-11.  The next year the date in this field would be changed to 10-1-12 and so on.   
 

Contractor/Vendor Ratin g 
Choose the appropriate rating from the drop down list.  The choices are ñNot yet ratedò, ñAbove Standardò, 
ñBelow Standardò and ñStandardò.  This rating is the result of the final performance evaluation conducted when 
the life of the contract is completed. 

 

 

When was the Final Rating Sent to Contractor/Vendor?  
Program staff will notify the contractor of the final rating immediately after the rating is determined and provide 
the Contract Writer with the date of notification.  Enter the date using any of the following formats; ñ12-1-2010ò, 
ñ12/1/2010ò or ñ12.1.2010ò.   
 

Did the Contractor/Vendor submit responses to the Final Rating?  
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This data field is completed by choosing either ñYesò or ñNoò from the drop down list.  ñResponsesò can be a 
simple acknowledgement of the rating or can be more detailed.  If a response is received, a hard copy of the 
response/comments must be maintained in the contract file and attached in PDF format to the contract record. 
*This field is searchable by the public*    
 

Did the Cont ractor/Vendor submit comments as to the Stateõs performance the contract? 
As part of the Contractor Performance Evaluation process, Contractors have the right to comment on the 
Departmentôs performance during the contract period.   Choose either ñYesò or ñNoò from the drop down list.   If 
comments are submitted, a hard copy of the comments must be maintained in the contract file.  It is optional to 
attach a PDF version of the comments document to the contract record.  

 

Vendor/Contractor Comments /Responses 
Use this field to ñcopy and pasteò responses/comments you receive from the contractor concerning the final 
evaluation and rating.  If the response/comments exceed the size of the text field, enter as much text as will fit 
in the space.  Allow room at the end of the comments to include a sentence stating the document containing 
the full comments is attached to the CMS record.  Ensure that the comments document is in PDF format before 
attaching.  *The text entered in this field can be viewed by the public*    
 

If the contract is for construction, when was the (Construction) Evaluation Performance Report 

prepared?  
This field is applicable to construction contracts with a value of $500,000 or more.   The field does not display 
in other contract type records.  This field refers to the construction evaluation report that must be completed at 
the end of the contract period.   To complete the field enter the date the construction report was sent to the 
contractor.   Enter the date using any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò or ñ12.1.2010ò.  If you 
need to edit the date highlight and delete the date and time entered in the edit field and enter the new date 
using one of the date formats listed.  You can also use the arrows on the displayed calendar to move to the 
appropriate month and then click on the desired date.  
 

Did the Contractor/Vendor DISPUTE the Evaluation?  
Disputing an evaluation is different from submitting comments.  Disputes are a formal process requiring the 
vendor to complete the form developed by the State Controllerôs Office (Rebuttal Form SB-228 C.v2November 
2009).  This form is available on the State Controllerôs website.  To complete this field choose ñYesò or ñNoò 
from the drop down list.  If ñYesò, a hard copy of the dispute document must be maintained in the contract file.  
It is optional to attach a PDF version of the dispute document to the contract record.  The Contracts 
Performance Manager must be notified immediately when a contractor indicates they will dispute the 
evaluation.   *This field is searchable by the public*    
 

Did the Contractor/Vendor DISPUTE the Construction Report?  
This field is applicable to construction contracts with a value of $500,000 or more.  To complete this field 
choose ñYesò or ñNoò from the drop down list.  If ñYesò, a hard copy of the dispute document must be 
maintained in the contract file.  It is optional to attach a PDF version of the dispute document to the contract 
record.  The Contracts Performance Manager must be notified immediately when a contractor indicates they 
will dispute the evaluation. 
 

Budget Amount  
This field is OPTIONAL and is not being used by CDPHE.  
 

 

 

Notes  
This field is located in the body of the record and can be used for brief notes. Notes entered in this field are 
displayed on the Find/Search screen.   Longer notes should be entered into the second note field at the bottom 
of the record.   
 

Custom Fields  
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There are 3 custom fields available to agencies for agency specific use.  CDPHE is not using the custom fields 
in this record type at this time.   
 
 
 
 

Individual Task Order  
This record type is NOT typically used at CDPHE.   Prior to creating a record, consult the Contracts 
Performance Manager to ensure this is the appropriate record type for your contract.  
 
Information contained in this umbrella record type does not display on the public website. 
 
 

CMS Identification Number  
The system assigns a unique number to each contract record created.  This number is used as part of 
CDPHEôs contract routing number.   *This field is searchable by the public* 

 

Contract Title * 
The óContract Titleô data field is used for easy identification of the contract record. There are two types of 
records in the system, the Master Record and Modification records.  The Master Record represents the original 
contract and contains cumulative data that reflects the entire life of the contract.  All new contracts are entered 
into the system as Master Records.  See section ñMaster Recordò for more information.  
 
The required contract title naming convention for Master Records begins with the Division and/or Program 
acronym, followed by the type of contract document, the fiscal year and ñMaster Recordò followed by the 
original contract routing number.  The acronym used for Individual Task Order in the naming convention is 
ñITOò.  Additional identifiers, such as a project name or number can be added as well.  An example of a Master 
Record contract title is ñPSD MCH ITO FY10 Master Record 08 FLA 20146ò. 
 
All ARRA funded Contracts must be identified in the contract title.  ñARRAò must be listed first in the title.   
 

Contract Purpose  
The contract document contains a brief statement that describes the work the contractor has been hired to 
perform.  This statement can be copied and pasted into the text box.  The description should be brief and 
stated in a professional manner.  *This field is searchable by the public*  

 

Fiscal Year 
This field is OPTIONAL.  If you choose to complete the field, enter the fiscal year that the contract ends.  An 
example of how the year must be entered is ñ2011ò. 

 

Contractor/Vendor *  
To complete this field, choose the appropriate contractor name from the drop down list provided.  If the 
contactor is not listed, you may request that they be added to the system by following the instructions in the 
section titled ñContractor Additions/Changesò in this manual.   *This field is searchable by the public*  
 

 

 

FEIN 
This data field will auto populate with the contractorôs FEIN when the record is saved.  You are unable to enter 
or edit data in this field. 
 

Contract Administrator * 
This field will auto populate the Contract Writerôs name or the group user name if the user logged in under a 
group user ID.  The field is used to designate the record creator and also used to reassign the contract record 
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to another Contract Writer or group.   The field provides a drop down list which includes all statewide users and 
groups on the system.  If reassigning the record, use caution to ensure that the correct name is chosen.  After 
a record has been reassigned, the Contract Writer or group that created the record can no longer access it to 
add or edit data.   The record can only be accessed for edits by the new Contract Administrator.  Changing the 
name in this field does not change the user(s) assigned to any existing tasks.    

 

Unique Department Contract Number  
The ñUnique Department Contract Numberò field is used to enter CDPHEôs contract routing number convention 
which consists of the fiscal year followed by the agency identification code followed by the contract number.  
An example of a contract routing number is ñ11 FMA 30303ò.    

 

Original Contract CLIN Number or Other Identifying Number  
Enter the contract routing number of the original contract in this field.  The original contract routing number 
may include a number that was issued in COFRS, referred to as a CLIN number, or it may contain a number 
issued in CMS.  Regardless of which system issued the number, enter the full contract routing number of the 
original contract in this field.  An example of a contract routing number is ñ11 FMA 30303 

 

Purchase Order Number or Encumbrance Number  
This field is OPTIONAL.  CDPHE does not enter Purchase Orders into the system.   You may use the field for 
tracking the encumbrance number.  If you do not use the field, enter  ñN/Aò.   

 

Agency/IHE (Department) Name * 
This field will auto populate ñDepartment of Public Health & Environmentò.  Do not change the name in this 
field.  *This field is searchable by the public*  

 

Agency/IHE (Department) Code * 
This data field is completed by choosing the appropriate Department code.   The codes are listed below as 
they display in the drop down list.  Make the appropriate selection based on your current business practice.   

 FAA - Dept of Pub Hlth & Environment 

 FLA - Health - Prevention 

 FEA - Health - Hazardous Materials 

 FHA - Health ï Disease Control & EPI  

 FJA ï Emergency Preparedness & Response 

 FMA - Health- Health Facilities 

 FFA - Health - Consumer Protection 

 

Effective Date * 
Enter the effective date of the original contract using any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò or 
ñ12.1.2010ò.  The date entered in this field is never changed. *This field is searchable by the public*  

 

Expiration Date * 
Enter the expiration date of the original contract using any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò 
or ñ12.1.2010ò.  The system uses the expiration date to generate tasks, calendar postings and email alerts 
(reminders).   The date entered in this field is never changed. 

 

Performance Period Start Date *  
The contractor performance period refers to the period of time that work is occurring under the contract.  Work 
may occur during the entire contract period or it may occur during a specific period of time within the contract 
period.  Enter the date performance begins.  For most CDPHE contracts this date is the same as the effective 
date of the original contract.  Use the any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò or ñ12.1.2010ò.  
The date entered in this field is never changed. *This field is searchable by the public*  
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Latest Performance Period End Date * 

Enter the date that performance ends under the contract.  Initially, this date will be the same as the expiration 
date of the original contract.  When the contract is modified to change the expiration date, the new end 
date is entered in this field.  *This field is searchable by the public 

 

Notify Days * 
The number entered into the óNotify Daysô field informs the system when to notify you that the contract is 
expiring.  The system defaults to ñ60ò days in this field.  CMS uses the expiration date of the contract, along 
with the number of notify days to determine on what date to place a reminder on your calendar and send you 
an email alert (reminder). For example, if the contract ends on 12/1/11 and the óNotify Daysô field is set to 60 
days, you will be notified on 10/1/11 that the contract will expire in 60 days.   Enter the number of notify days 
based on your preference for receiving the email alert.  Entering ó0ô in this field will generate a reminder email 
on the date the contract expires. 
 

Is this an IT contract?  
If the contract is to purchase computer software, computer hardware, maintenance, support or a combination 
of Information Technology related services and goods, choose ñYesò from the drop down list.  
 

Maximum Amoun t  
Enter the dollar value of the original contract in this field.  This amount is never changed in this field.  Dollar 
amounts are entered in the system without the dollar sign, comas and without the cents.  For example, ten 
thousand dollars and no cents would be entered as ñ10000ò.    

 

Is this a Statutory Violation?  
This field is asking if the contractor started work prior to the effective date of the contract.  Contractors must be 
notified that they cannot provide goods or services until the contract is fully executed which may or may not 
coincide with the planned effective date.  If a contractor is providing goods or services prior to the effective 

date of the contract, a statutory violation has occurred.  Complete this field by choosing either ñYesò or ñNoò. 
 

Is this a High Risk or Low Risk Contract?  
This field is OPTIONAL.  This field refers to the results of the risk assessment completed using the CDPHE 
Risk Assessment for Contract form.  Typically, the result of this assessment determines if the contract falls 
under OSC delegated authority for approval within the Department or must be reviewed and approved by the 
OSC Central Approvers (downtown).  This field is completed by choosing either ñlow riskò or ñhigh riskò from 
the drop down list. 
 

Program Mana ger  
The óProgram Managerô field in the contract record is completed by choosing the name of the individual 
designated to complete the final contractor performance evaluation and rating.  The field provides a drop down 
list which includes all statewide users and groups on the system.  If the employeeôs name is not listed, contact 
the Division or Fiscal Unit CMS Point of Contact to request the addition of the employee to the system.   

 

What Monitoring Processes were used to monitor Contractor Performance?  
Enter the method(s) used to conduct monitoring activities.  A few typical methods are: site visits, 
documentation reviews, surveys, inspections, etc.  
 

Contractor/Vendor Rating  
Choose the appropriate rating from the drop down list.  The choices are ñNot yet ratedò, ñAbove Standardò, 
ñBelow Standardò and ñStandardò.  This rating is the result of the final performance evaluation conducted when 
the life of the contract is completed. 

 

When was the Final Rating Sent to Contractor/Vendor?  
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Program staff will notify the contractor of the final rating immediately after the rating is determined and provide 
the Contract Writer with the date of notification.  Enter the date using any of the following formats; ñ12-1-2010ò, 
ñ12/1/2010ò or ñ12.1.2010ò.   
 

Did the Contractor/ Vendor submit responses to the Final Rating?  
This data field is completed by choosing either ñYesò or ñNoò from the drop down list.  ñResponsesò can be a 
simple acknowledgement of the rating or can be more detailed.  If a response is received, a hard copy of the 
response/comments must be maintained in the contract file and attached in PDF format to the contract record. 
*This field is searchable by the public*    
 

Vendor/Contractor Comments /Responses 
Use this field to ñcopy and pasteò responses/comments you receive from the contractor concerning the final 
evaluation and rating.  If the response/comments exceed the size of the text field, enter as much text as will fit 
in the space.  Allow room at the end of the comments to include a sentence stating the document containing 
the full comments is attached to the CMS record.  Ensure that the comments document is in PDF format before 
attaching.  *The text entered in this field can be viewed by the public*    

 

Budget Amount  
This field is OPTIONAL and is not being used by CDPHE.  
 

Notes  
This field is located in the body of the record and can be used for brief notes. Notes entered in this field are 
displayed on the Find/Search screen.   Longer notes should be entered into the second note field at the bottom 
of the record.   
 

Custom Fields  
There are 2 custom fields available to agencies for agency specific use.  CDPHE is not using the custom fields 
in this record type at this time.   
 
 
 
 

Interagency  
This record type should always be used when contracting with a State Agency or IHE.   
 
The record type can also be used for Revenue contracts that we write where CDPHE is the contractor 
performing work for another State Agency or IHE.   In this case select CDPHE as the contractor in the 
ñContractor/Vendorò field.    CDPHE will also be listed as the Agency in the ñAgency/IHE (Department) Nameò 
field.  Do not change this.  Choose the correct agency code for your Division in the ñAgency/IHE (Department) 
Codeò field.   Include a note in the Note field in the body of the record to identify the State Agency paying 
CDPHE for services.  
 
Information contained in this umbrella record type does not display on the public website. 
 

 

 

 

CMS Identification Number  
The system assigns a unique number to each contract record created.  This number is used as part of 
CDPHEôs contract routing number.   *This field is searchable by the public* 

 

Contract Title * 
The óContract Titleô data field is used for easy identification of the contract record. There are two types of 
records in the system, the Master Record and Modification records.  The Master Record represents the original 
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contract and contains cumulative data that reflects the entire life of the contract.  All new contracts are entered 
into the system as Master Records.  See section ñMaster Recordò for more information.  
 
The required contract title naming convention for Master Records begins with the Division and/or Program 
acronym, followed by the type of contract document, the fiscal year and ñMaster Recordò followed by the 
original contract routing number.  The acronym used for Interagency Agreement in naming conventions is ñIAò. 
Additional identifiers, such as a project name or number can be added as well.  An example of a Master 
Record contract title is ñPSD MCH IA FY10 Master Record 08 FLA 20146ò. 
 
All ARRA funded Contracts must be identified in the contract title.  ñARRAò must be listed first in the title. 
   

Contract Purpose  
The contract document contains a brief statement that describes the work the contractor has been hired to 
perform.  This statement can be copied and pasted into the text box.  The description should be brief and 
stated in a professional manner.  *This field is searchable by the public*  

 

Fiscal Year 
This field is OPTIONAL.  If you choose to complete the field, enter the fiscal year that the contract ends.  An 
example of how the year must be entered is ñ2011ò. 

 

Contractor/Vendor *  
To complete this field, choose the appropriate contractor name from the drop down list provided.  If the 
contactor is not listed, you may request that they be added to the system by following the instructions in the 
section titled ñContractor Additions/Changesò in this manual.   *This field is searchable by the public*  
 

FEIN 
This data field will auto populate with the contractorôs FEIN when the record is saved.  You are unable to enter 
or edit data in this field. 
 

Contract Administrator * 
This field will auto populate the Contract Writerôs name or the group user name if the user logged in under a 
group user ID.  The field is used to designate the record creator and also used to reassign the contract record 
to another Contract Writer or group.   The field provides a drop down list which includes all statewide users and 
groups on the system.  If reassigning the record, use caution to ensure that the correct name is chosen.  After 
a record has been reassigned, the Contract Writer or group that created the record can no longer access it to 
add or edit data.   The record can only be accessed for edits by the new Contract Administrator.  Changing the 
name in this field does not change the user(s) assigned to any existing tasks.    

 

Unique Department Contract Number  
The ñUnique Department Contract Numberò field is used to enter CDPHEôs contract routing number convention 
which consists of the fiscal year followed by the agency identification code followed by the contract number.  
An example of a contract routing number is ñ11 FMA 30303ò.    

 

Original Contract CLIN Number or Other Identifying Number  
Enter the contract routing number of the original contract in this field.  The original contract routing number 
may include a number that was issued in COFRS, referred to as a CLIN number, or it may contain a number 
issued in CMS.  Regardless of which system issued the number, enter the full contract routing number of the 
original contract in this field.  An example of a contract routing number is ñ11 FMA 30303 

 

Purchase Order Number or Encumbrance Number  
This field is OPTIONAL.  CDPHE does not enter Purchase Orders into the system.   You may use the field for 
tracking the encumbrance number.  If you do not use the field, enter  ñN/Aò.   

 

Agency/IHE (Department) Name * 
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This field will auto populate ñDepartment of Public Health & Environmentò.  Do not change the name in this 
field.  *This field is searchable by the public*  

 

Agency/IHE (Department) Code * 
This data field is completed by choosing the appropriate Department code.   The codes are listed below as 
they display in the drop down list.  Make the appropriate selection based on your current business practice.   

 FAA - Dept of Pub Hlth & Environment 

 FLA - Health - Prevention 

 FEA - Health - Hazardous Materials 

 FHA - Health ï Disease Control & EPI  

 FJA ï Emergency Preparedness & Response 

 FMA - Health- Health Facilities 

 FFA - Health - Consumer Protection 

 

Effective Date * 
Enter the effective date of the original contract using any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò or 
ñ12.1.2010ò.  The date entered in this field is never changed. *This field is searchable by the public*  

 

Expiration Date * 
Enter the expiration date of the original contract using any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò 
or ñ12.1.2010ò.  The system uses the expiration date to generate tasks, calendar postings and email alerts 
(reminders).   The date entered in this field is never changed. 

 

Performance Period Start Date *  
The contractor performance period refers to the period of time that work is occurring under the contract.  Work 
may occur during the entire contract period or it may occur during a specific period of time within the contract 
period.  Enter the date performance begins.  For most CDPHE contracts this date is the same as the effective 
date of the original contract.  Use the any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò or ñ12.1.2010ò.  
The date entered in this field is never changed. *This field is searchable by the public*  

 

Latest Performance Period End Date * 

Enter the date that performance ends under the contract.  Initially, this date will be the same as the expiration 
date of the original contract.  When the contract is modified to change the expiration date, the new end 
date is entered in this field.  *This field is searchable by the public 

 

Notify Days * 
The number entered into the óNotify Daysô field informs the system when to notify you that the contract is 
expiring.  The system defaults to ñ60ò days in this field.  CMS uses the expiration date of the contract, along 
with the number of notify days to determine on what date to place a reminder on your calendar and send you 
an email alert (reminder). For example, if the contract ends on 12/1/11 and the óNotify Daysô field is set to 60 
days, you will be notified on 10/1/11 that the contract will expire in 60 days.   Enter the number of notify days 
based on your preference for receiving the email alert.  Entering ó0ô in this field will generate a reminder email 
on the date the contract expires. 
 

Number of Renewal Periods  
Enter the number of times the contract can be renewed, if stated in the contract document.  If the contract is a 
single year contract with the option to renew for 4 additional periods, enter 4.  Once entered, this number is 
never changed. *This field is searchable by the public*  

 

Contract Group/Type * 
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This data field auto populates based on the contract umbrella record type that was selected to create the 
record.  If the record type was chosen in error, you can edit this field by choosing the correct record type from 
the drop down list.  Changing the record type may add or hide some data fields.   
 

Maximum Amount  
Enter the dollar value of the original contract in this field.  This amount is never changed in this field.  Dollar 
amounts are entered in the system without the dollar sign, comas and without the cents.  For example, ten 
thousand dollars and no cents would be entered as ñ10000ò.    

 

CUMULATIVE Maximum Contract Dollar Amount * 
This field provides for the total value of the contract over the life of the contract.  When creating a Master 
Record, enter the dollar value of the original contract. This amount will be the same as the Maximum Amount 
in the previous field.   When a modification is executed, either add or subtract the modification amount to the 
existing dollars in this field.  This requires a manual calculation and manual data entry.   Dollar amounts are 
entered in the system without the dollar sign, comas and without the cents.  For example, ten thousand dollars 
and no cents would be entered as ñ10000ò.   *This field is searchable by the public*    
 

Budget Amount  
This field is OPTIONAL and is not being used by CDPHE.  
 

Notes  
This field is located in the body of the record and can be used for brief notes. Notes entered in this field are 
displayed on the Find/Search screen.   Longer notes should be entered into the second note field at the bottom 
of the record.   
 

Custom Fields  
There are 3 custom fields available to agencies for agency specific use.  CDPHE is not using the custom fields 
in this record type at this time.   
 
 
 
 
 

Intergovernmental  
This record type should always be used when contracting with Intergovernmental entities such as Local Public 
Health Agencies, Cities, Towns, Counties, Special Districts, Political Subdivisions and others.  The 
EXCEPTIONS are Revenue, Multi-Party or Real Property contracts.   

 

CMS Identification Number  
The system assigns a unique number to each contract record created.  This number is used as part of 
CDPHEôs contract routing number.   *This field is searchable by the public* 

 

 

 

 

Contract Title * 
The óContract Titleô data field is used for easy identification of the contract record. There are two types of 
records in the system, the Master Record and Modification records.  The Master Record represents the original 
contract and contains cumulative data that reflects the entire life of the contract.  All new contracts are entered 
into the system as Master Records.  See section ñMaster Recordò for more information.  
 
The required contract title naming convention for Master Records begins with the Division and/or Program 
acronym, followed by the type of contract document, the fiscal year and ñMaster Recordò followed by the 
original contract routing number.  The common contract document acronyms used are ñIGò for 
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Intergovernmental Contracts and ñTOò for Task Orders which are only used for Local Public Health Agencies.  
Additional identifiers, such as a project name or number can be added as well.  An example of a Master 
Record contract title is ñPSD MCH TO FY10 Master Record 08 FLA 20146ò. 
 
All ARRA funded Contracts must be identified in the contract title.  ñARRAò must be listed first in the title.   
 

Contract Purpose  
The contract document contains a brief statement that describes the work the contractor has been hired to 
perform.  This statement can be copied and pasted into the text box.  The description should be brief and 
stated in a professional manner.  *This field is searchable by the public*  

 

Fiscal Year 
This field is OPTIONAL.  If you choose to complete the field, enter the fiscal year that the contract ends.  An 
example of how the year must be entered is ñ2011ò. 

 

Contractor/Vendor *  
To complete this field, choose the appropriate contractor name from the drop down list provided.  If the 
contactor is not listed, you may request that they be added to the system by following the instructions in the 
section titled ñContractor Additions/Changesò in this manual.   *This field is searchable by the public*  
 

FEIN 
This data field will auto populate with the contractorôs FEIN when the record is saved.  You are unable to enter 
or edit data in this field. 
 

Contract Administrator * 
This field will auto populate the Contract Writerôs name or the group user name if the user logged in under a 
group user ID.  The field is used to designate the record creator and also used to reassign the contract record 
to another Contract Writer or group.   The field provides a drop down list which includes all statewide users and 
groups on the system.  If reassigning the record, use caution to ensure that the correct name is chosen.  After 
a record has been reassigned, the Contract Writer or group that created the record can no longer access it to 
add or edit data.   The record can only be accessed for edits by the new Contract Administrator.  Changing the 
name in this field does not change the user(s) assigned to any existing tasks.    

 

Unique Department Contract Number  
The ñUnique Department Contract Numberò field is used to enter CDPHEôs contract routing number convention 
which consists of the fiscal year followed by the agency identification code followed by the contract number.  
An example of a contract routing number is ñ11 FMA 30303ò.    

 

Original Contract CLIN Number or Other Identifying Number  
Enter the contract routing number of the original contract in this field.  The original contract routing number 
may include a number that was issued in COFRS, referred to as a CLIN number, or it may contain a number 
issued in CMS.  Regardless of which system issued the number, enter the full contract routing number of the 
original contract in this field.  An example of a contract routing number is ñ11 FMA 30303 

 

 

Purchase Order Number or Encumbrance Number  
This field is OPTIONAL.  CDPHE does not enter Purchase Orders into the system.   You may use the field for 
tracking the encumbrance number.  If you do not use the field, enter  ñN/Aò.   

 

Agency/IHE (Department) Name * 
This field will auto populate ñDepartment of Public Health & Environmentò.  Do not change the name in this 
field.  *This field is searchable by the public*  
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Agency/IHE (Depar tment) Code * 
This data field is completed by choosing the appropriate Department code.   The codes are listed below as 
they display in the drop down list.  Make the appropriate selection based on your current business practice.   

 FAA - Dept of Pub Hlth & Environment 

 FLA - Health - Prevention 

 FEA - Health - Hazardous Materials 

 FHA - Health ï Disease Control & EPI  

 FJA ï Emergency Preparedness & Response 

 FMA - Health- Health Facilities 

 FFA - Health - Consumer Protection 

 

Effective Date * 
Enter the effective date of the original contract using any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò or 
ñ12.1.2010ò.  The date entered in this field is never changed. *This field is searchable by the public*  

 

Expiration Date * 
Enter the expiration date of the original contract using any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò 
or ñ12.1.2010ò.  The system uses the expiration date to generate tasks, calendar postings and email alerts 
(reminders).   The date entered in this field is never changed. 

 

Performance Period Start Date *  
The contractor performance period refers to the period of time that work is occurring under the contract.  Work 
may occur during the entire contract period or it may occur during a specific period of time within the contract 
period.  Enter the date performance begins.  For most CDPHE contracts this date is the same as the effective 
date of the original contract.  Use the any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò or ñ12.1.2010ò.  
The date entered in this field is never changed. *This field is searchable by the public*  

 

Latest Performance Period End Date * 

Enter the date that performance ends under the contract.  Initially, this date will be the same as the expiration 
date of the original contract.  When the contract is modified to change the expiration date, the new end 
date is entered in this field.  *This field is searchable by the public 

 

Notify Days * 
The number entered into the óNotify Daysô field informs the system when to notify you that the contract is 
expiring.  The system defaults to ñ60ò days in this field.  CMS uses the expiration date of the contract, along 
with the number of notify days to determine on what date to place a reminder on your calendar and send you 
an email alert (reminder). For example, if the contract ends on 12/1/11 and the óNotify Daysô field is set to 60 
days, you will be notified on 10/1/11 that the contract will expire in 60 days.   Enter the number of notify days 
based on your preference for receiving the email alert.  Entering ó0ô in this field will generate a reminder email 
on the date the contract expires. 
 

 

 

 

Number of Renewal Periods  
Enter the number of times the contract can be renewed, if stated in the contract document.  If the contract is a 
single year contract with the option to renew for 4 additional periods, enter 4.  Once entered, this number is 
never changed. *This field is searchable by the public*  

 

Contract Group/Type * 
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This data field auto populates based on the contract umbrella record type that was selected to create the 
record.  If the record type was chosen in error, you can edit this field by choosing the correct record type from 
the drop down list.  Changing the record type may add or hide some data fields.   
 

Is this an IT contract?  
If the contract is to purchase computer software, computer hardware, maintenance, support or a combination 
of Information Technology related services and goods, choose ñYesò from the drop down list.  
 

Maximum Amount  
Enter the dollar value of the original contract in this field.  This amount is never changed in this field.  Dollar 
amounts are entered in the system without the dollar sign, comas and without the cents.  For example, ten 
thousand dollars and no cents would be entered as ñ10000ò.    

 

CUMULATIVE Maximum Contract Dollar Amount * 
This field provides for the total value of the contract over the life of the contract.  When creating a Master 
Record, enter the dollar value of the original contract. This amount will be the same as the Maximum Amount 
in the previous field.   When a modification is executed, either add or subtract the modification amount to the 
existing dollars in this field.  This requires a manual calculation and manual data entry.   Dollar amounts are 
entered in the system without the dollar sign, comas and without the cents.  For example, ten thousand dollars 
and no cents would be entered as ñ10000ò.   *This field is searchable by the public*    
 

Solicitation Method Used *  
To complete this field, choose the appropriate solicitation method from the drop down list.  RFA (Request for 
Application) is not listed.  If the method used is not listed, choose ñOtherò and provide an explanation in the 
following field titled ñIf selected OTHER, enter the Method usedò.  *This field is searchable by the public*  

 

Solicitation Number  
Enter the identifying number of the solicitation 
 

 

Is this a Statutory Violation?  
This field is asking if the contractor started work prior to the effective date of the contract.  Contractors must be 
notified that they cannot provide goods or services until the contract is fully executed which may or may not 
coincide with the planned effective date.  If a contractor is providing goods or services prior to the effective 

date of the contract, a statutory violation has occurred.  Complete this field by choosing either ñYesò or ñNoò. 
 

Is this a High Risk or Low Risk Contract? * 
This field is OPTIONAL.  This field refers to the results of the risk assessment completed using the CDPHE 
Risk Assessment for Contract form.  Typically, the result of this assessment determines if the contract falls 
under OSC delegated authority for approval within the Department or must be reviewed and approved by the 
OSC Central Approvers (downtown).  This field is completed by choosing either ñlow riskò or ñhigh riskò from 
the drop down list. 
 

Are Services ANTICIPATED to Occur Outside of Colorado? *  
To complete this data field, choose ñYesò or ñNoò based on the information provided in the solicitation or 
Vendor Disclosure Statement.   
  

Are Services ANTICIPATED to Occur Outside of the US? *  
To complete this data field, choose ñYesò or ñNoò based on the information provided in the solicitation or 
Vendor Disclosure Statement.    

 

Is the Contractor Performing Work Previously Performed by State Employee(s)? * 
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.   
 



34 

 

How many Positions (FTE) is the Contractor/Vendor Filling that were previously performed by 

State Employees?* 
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.  
 

 For work previously performed by State Employees, how long did the Contractor perform the 

work? (# of months)?  
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.   

 

How many positions were ELIMINATED by the Contractor/Vendor performing this work?  
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.   
 

Number of State Jobs Created  
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.  *This field is searchable by the public*   
 

Duration of State J obs Created  
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.  *This field is searchable by the public*   
 

What quality improvements did the State gain by having the contract or/vendor do the work 

previously performed by State Employee(s)?  
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.   
 

What Dollar ($) Savings did the State gain by having th e Contractor/Vendor do the work 

previously performed by State Employees?  
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.   

 

Percentage of Work ACTUALLY Performed outside o f Colorado  
Program staff should provide Contract Writers with this information prior to the close of the contract.   *This 
field is searchable by the public*    

 

Percentage of Work ACTUALLY Performed outside of the US  
Program staff should provide Contract Writers with this information prior to the close of the contract.    *This 
field is searchable by the public*    

 

Program Manager  
The óProgram Managerô field in the contract record is completed by choosing the name of the individual 
designated to complete the final contractor performance evaluation and rating.  The field provides a drop down 
list which includes all statewide users and groups on the system.  If the employeeôs name is not listed, contact 
the Division or Fiscal Unit CMS Point of Contact to request the addition of the employee to the system.   

 

Has this contract been certified as including: Performance Measures and Standards, Methods 

for Resolution and Types of Monitoring Processes ?   

All contracts must clearly identify these factors.  The answer choices are ñYesò, ñNoò or ñN/Aò.  If you are 
unable to answer ñYesò to this question, contact the Contracts Performance Manager.  
 

Has this contract been Recertified for an additional year if applicable?  
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The majority of CDPHE contracts are effective for a 12 month period of time.  When a contract is renewed at 
the end of the term, we must ñrecertifyò that the contractor has complied with the requirements of the contract 
before entering into another contract term.  Choosing ñYesò from the drop down list is ñrecertificationò that the 
contractor has been in compliance with the terms of the contract.  Our contractor performance evaluation 
documentation supports this ñrecertificationò.  Multi-year contracts must also be ñrecertifiedò on an annual 
basis.  If you are unable to answer ñYesò to this question, contact the Contracts Performance Manager. 
 

Enter Date of Recertification  
Enter the LATEST Performance End Date.   For multi-year contracts enter the annual date.  A contract with an 
effective date of 10-1-10 and an expiration date of 9-30-13 is a multi-year contact.  The annual date would be 
10-1-11.  The next year the date in this field would be changed to 10-1-12 and so on.   
 

Contractor/Vendor Rating  
Choose the appropriate rating from the drop down list.  The choices are ñNot yet ratedò, ñAbove Standardò, 
ñBelow Standardò and ñStandardò.  This rating is the result of the final performance evaluation conducted when 
the life of the contract is completed. 

 

When was the Final Rating Sent to Contractor/Vendor?  
Program staff will notify the contractor of the final rating immediately after the rating is determined and provide 
the Contract Writer with the date of notification.  Enter the date using any of the following formats; ñ12-1-2010ò, 
ñ12/1/2010ò or ñ12.1.2010ò.   

 

Did the Contractor/Vendor submit responses to the Final Rating?  
This data field is completed by choosing either ñYesò or ñNoò from the drop down list.  ñResponsesò can be a 
simple acknowledgement of the rating or can be more detailed.  If a response is received, a hard copy of the 
response/comments must be maintained in the contract file and attached in PDF format to the contract record. 
*This field is searchable by the public*    

 

Did the Contractor/Vendor submit comments as to the Stateõs performance the contract?  
As part of the Contractor Performance Evaluation process, Contractors have the right to comment on the 
Departmentôs performance during the contract period.   Choose either ñYesò or ñNoò from the drop down list.   If 
comments are submitted, a hard copy of the comments must be maintained in the contract file.  It is optional to 
attach a PDF version of the comments document to the contract record.  
 

Did the Contractor/Vendor DISPUTE the Evaluation?  
Disputing an evaluation is different from submitting comments.  Disputes are a formal process requiring the 
vendor to complete the form developed by the State Controllerôs Office (Rebuttal Form SB-228 C.v2November 
2009).  This form is available on the State Controllerôs website.  To complete this field choose ñYesò or ñNoò 
from the drop down list.  If ñYesò, a hard copy of the dispute document must be maintained in the contract file.  
It is optional to attach a PDF version of the dispute document to the contract record.  The Contracts 
Performance Manager must be notified immediately when a contractor indicates they will dispute the 
evaluation.   *This field is searchable by the public*  
   

 

 

Vendor/Contractor Comments/Responses  
Use this field to ñcopy and pasteò responses/comments you receive from the contractor concerning the final 
evaluation and rating.  If the response/comments exceed the size of the text field, enter as much text as will fit 
in the space.  Allow room at the end of the comments to include a sentence stating the document containing 
the full comments is attached to the CMS record.  Ensure that the comments document is in PDF format before 
attaching.  *The text entered in this field can be viewed by the public*    
 

Budget Amount  
This field is OPTIONAL and is not being used by CDPHE.  
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Note s 
This field is located in the body of the record and can be used for brief notes. Notes entered in this field are displayed on 
the Find/Search screen.   Longer notes should be entered into the second note field at the bottom of the record.   

 

Custom Field s 
There are 3 custom fields available to agencies for agency specific use.  CDPHE is not using the custom fields 
in this record type at this time.  

 
 

 

 

Loan (State as Lender)   
DO NOT USE THIS RECORD TYPE.  CDPHE does not issue Loans.  For those agencies that do use this 
record type, information contained in this umbrella record type does not display on the public website. 
 
 

 

 

 

 

 

Modification   
The Modification record type is used for ALL modifications regardless of the entity type, the modification 
document used or the reason for the modification.  See section ñModificationò for more information about the 
use of this record type and its association with the Master Record.   
 
Instructions in red in the data fields below provide direction for updating the Master Record.  
 
Information contained in this umbrella record type does not display on the public website. 
 
 

CMS Identification Number  
The system assigns a unique number to each contract record created.  This number is used as part of 
CDPHEôs contract routing number.   *This field is searchable by the public* 

 

Contract Title * 
The óContract Titleô data field is used for easy identification of the contract record. There are two types of 
records in the system, the Master Record and Modification records.  The Master Record represents the original 
contract and contains cumulative data that reflects the entire life of the contract.  All new contracts are entered 
into the system as Master Records.  See section ñMaster Recordò for more information.  
 
The required contract title naming convention for Modification Records begins with the Division and/or Program 
acronym, followed by the type of modification document, what number it is in a series, what it is for, the fiscal 
year and ñto Master Recordò followed by the original contract routing number. The common modification 
acronyms used are ñAMDò for Amendments, ñOPLò for Option Letters and ñGFLò for Grant Funding Letters.  
Additional identifiers, such as a project name or number can be added as well.  An example of a Master 
Record contract title is ñPSD MCH AMD #1 RENEW FY10 to Master Record 08 FLA 20146ò. 
 
All ARRA funded Contracts must be identified in the contract title.  ñARRAò must be listed first in the title.   

 

Fiscal Year 
This field is OPTIONAL.  If you choose to complete the field, enter the fiscal year that the contract ends.  An 
example of how the year must be entered is ñ2011ò. 
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Contractor/Vendor *  
To complete this field, choose the appropriate contractor name from the drop down list provided.  If the 
contactor is not listed, you may request that they be added to the system by following the instructions in the 
section titled ñContractor Additions/Changesò in this manual.   *This field is searchable by the public*  
 

FEIN 
This data field will auto populate with the contractorôs FEIN when the record is saved.  You are unable to enter 
or edit data in this field. 

 

Contract Administrator * 
This field will auto populate the Contract Writerôs name or the group user name if the user logged in under a 
group user ID.  The field is used to designate the record creator and also used to reassign the contract record 
to another Contract Writer or group.   The field provides a drop down list which includes all statewide users and 
groups on the system.  If reassigning the record, use caution to ensure that the correct name is chosen.  After 
a record has been reassigned, the Contract Writer or group that created the record can no longer access it to 
add or edit data.   The record can only be accessed for edits by the new Contract Administrator.  Changing the 
name in this field does not change the user(s) assigned to any existing tasks.    

 

Agency/IHE (Department) Name * 
This field will auto populate ñDepartment of Public Health & Environmentò.  Do not change the name in this 
field.  *This field is searchable by the public*  

 

Agency/IHE (Department) Code * 
This data field is completed by choosing the appropriate Department code.   The codes are listed below as 
they display in the drop down list.  Make the appropriate selection based on your current business practice.   

 FAA - Dept of Pub Hlth & Environment 

 FLA - Health - Prevention 

 FEA - Health - Hazardous Materials 

 FHA - Health ï Disease Control & EPI  

 FJA ï Emergency Preparedness & Response 

 FMA - Health- Health Facilities 

 FFA - Health - Consumer Protection 
 

Unique Department Contract Number  
The ñUnique Department Contract Numberò field is used to enter CDPHEôs contract routing number convention 
which consists of the fiscal year followed by the agency identification code followed by the contract number.  
An example of a contract routing number is ñ11 FMA 30303ò.    

 

 

 

Original Contract CLIN Number or Other Identifying Number  
Enter the contract routing number of the original contract in this field.  The original contract routing number 
may include a number that was issued in COFRS, referred to as a CLIN number, or it may contain a number 
issued in CMS.  Regardless of which system issued the number, enter the full contract routing number of the 
original contract in this field.  An example of a contract routing number is ñ11 FMA 30303 

 

Purchase Order Number or Encumbrance Number  
This field is OPTIONAL.  CDPHE does not enter Purchase Orders into the system.   You may use the field for 
tracking the encumbrance number.  If you do not use the field, enter  ñN/Aò.  
 

Contract Group/Type * 
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This data field auto populates based on the contract umbrella record type that was selected to create the 
record.  If the record type was chosen in error, you can edit this field by choosing the correct record type from 
the drop down list.  Changing the record type may add or hide some data fields.   
 

Document Status  
To indicate the status of the contract document, make a selection from the drop down list.  The list contains, 
ñDraftò, ñUnder Reviewò, ñRouting for Signaturesò and ñApprovedò. 
 

Approval Date or Final Signature Date  
Enter the date the modification was approved or signed. Use the following formats; ñ12-1-2010ò, ñ12/1/2010ò or 
ñ12.1.2010ò.   
 

Is this a Statutory Violation?  
This field is asking if the contractor started work prior to the effective date of the contract.  Contractors must be 
notified that they cannot provide goods or services until the contract is fully executed which may or may not 
coincide with the planned effective date.  If a contractor is providing goods or services prior to the effective 

date of the contract, a statutory violation has occurred.  Complete this field by choosing either ñYesò or ñNoò. 
 

Certification on file affirming Contractor met all performance measures of original Contract?   
Prior to renewing a contract for the first time, the program must determine that the contractor has met all 
performance requirements under the contract.  This is accomplished and documented through the 
Departmentôs Contractor Performance Evaluation process.  Set this field to ñYesò to indicate the contractor has 
performed as required when modifying a contract to renew.  If the modification does not involve a renewal 
choose ñN/Aò from the drop down list. 
 

Has the contract been RECERTIFIED and the Master Record been updated?  
When a contract is renewed for a second, third or fourth time, the contract must be recertified that the 
contractor has met all performance requirements.  This field also serves as a reminder to update the Master 
Record.  If the contract is being renewed, choose ñYesò from the drop down list and go into the Master Record 
and enter the LATEST Performance End Date in the ñEnter Date of Recertificationò data field and in the data 
field titled ñHas this Contract been Recertified for additional year?ò, choose ñYesò from the drop down list.  If the 
modification does not involve a renewal choose ñN/Aò from the drop down list. 
 

Does this Modification CHANGE the DOLLAR amount of the Contract?  
Complete the field by choosing ñYesò or ñNoò from the drop down list. 
 

If the Modification adds or subtracts money, what is the dollar amount of the change?  
Enter the dollar amount listed on the modification document.  If the modification decreases the dollar in the 
contract, enter the amount as a negative number.  An example is ñ-10000ò.   
 
 Dollar amounts are entered in the system without the dollar sign, without commas and without the cents.  For 
example, if adding ten thousand dollars and no cents to the contract, enter the amount as ñ10000ò.    
 
When dollars are either added or subtracted from the contract value, the óCumulative Maximum Contract Dollar 
Amountô field in the Master Record must be updated.  The update requires a manual calculation to arrive at the 
new cumulative amount and manual data entry of that amount.  

 

Does this Modification change the length of the Contract?  
Complete the field by choosing ñYesò or ñNoò from the drop down list. 
 

If the Modification changes the length of the Contract, what is the new Performance End Date?  
Enter the new contract performance end date.  Enter the new end date of the contract using any of the 
following formats; ñ12-1-2010ò, ñ12/1/2010ò or ñ12.1.2010ò.  When the expiration date of a contract is changed 
the new date must also be entered into the óLATEST Performance End Dateô field in the Master Record. 
 

If the Modification is not for money or time, describe the purpose for the modification  
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If the modification involves changes to the Scope of Work or any other aspect of the contract that does not 
affect the dollar amount of the contract or the length of the contract, enter a short description in the text box 
provided. 

 

Notes  
This field is located in the body of the record and can be used for brief notes. Notes entered in this field are 
displayed on the Find/Search screen.   Longer notes should be entered into the second note field at the bottom 
of the record.   
 

Custom Fields  
There are 2 custom fields available to agencies for agency specific use.  CDPHE is not using the custom fields 
in this record type at this time.   
 
 
 
 
 
 

Multi -Party   
This record type is NOT typically used at CDPHE.   When contracting for services with more than 1 party, 
consult the Contracts Performance Manager prior to creating a record.  
 
 

CMS Identification Number  
The system assigns a unique number to each contract record created.  This number is used as part of 
CDPHEôs contract routing number.   *This field is searchable by the public* 

 

Contract Title * 
The óContract Titleô data field is used for easy identification of the contract record. There are two types of 
records in the system, the Master Record and Modification records.  The Master Record represents the original 
contract and contains cumulative data that reflects the entire life of the contract.  All new contracts are entered 
into the system as Master Records.  See section ñMaster Recordò for more information.  
 
The required contract title naming convention for Master Records begins with the Division and/or Program 
acronym, followed by the type of contract document, the fiscal year and ñMaster Recordò followed by the 
original contract routing number. The common contract acronym used is ñCONò.   Additional identifiers, such as 
a project name or number can be added as well.  An example of a Master Record contract title is ñPSD MCH 
CON FY10 Master Record 08 FLA 20146ò. 
 
All ARRA funded Contracts must be identified in the contract title.  ñARRAò must be listed first in the title.   

 

Contract Purpose  
The contract document contains a brief statement that describes the work the contractor has been hired to 
perform.  This statement can be copied and pasted into the text box.  The description should be brief and 
stated in a professional manner.  *This field is searchable by the public*  

 

Fiscal Year 
This field is OPTIONAL.  If you choose to complete the field, enter the fiscal year that the contract ends.  An example of 
how the year must be entered is ñ2011ò. 

 

Contractor/Vendor *  
In a multi-party contract, a primary vendor must be identified.  This is the entity that will receive the 
performance evaluation and rating.  To complete this field, choose the appropriate contractor name from the 
drop down list provided.   If the contactor is not listed, you may request that they be added to the system by 
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following the instructions in the section titled ñContractor Additions/Changesò in this manual.   *This field is 
searchable by the public*  
 

Second Contractor/Vendor  
Choose the appropriate contractor name for the second party from the drop down list provided.  If the contactor 
is not listed, you may request that they be added to the system by following the instructions in the section titled 
ñContractor Additions/Changesò in this manual.    
 

Third Contractor/Vendor  
Choose the appropriate contractor name for the third party from the drop down list provided.  If the contactor is 
not listed, you may request that they be added to the system by following the instructions in the section titled 
ñContractor Additions/Changesò in this manual.    
 

FEIN 
This data field will auto populate with the primary contractorôs FEIN when the record is saved.  You are unable 
to enter or edit data in this field. 
 

Contract Administrator * 
This field will auto populate the Contract Writerôs name or the group user name if the user logged in under a 
group user ID.  The field is used to designate the record creator and also used to reassign the contract record 
to another Contract Writer or group.   The field provides a drop down list which includes all statewide users and 
groups on the system.  If reassigning the record, use caution to ensure that the correct name is chosen.  After 
a record has been reassigned, the Contract Writer or group that created the record can no longer access it to 
add or edit data.   The record can only be accessed for edits by the new Contract Administrator.  Changing the 
name in this field does not change the user(s) assigned to any existing tasks.    

 

Unique Department Contract Number  
The ñUnique Department Contract Numberò field is used to enter CDPHEôs contract routing number convention 
which consists of the fiscal year followed by the agency identification code followed by the contract number.  
An example of a contract routing number is ñ11 FMA 30303ò.    

 

Original Contract CLIN Number or Other Identifying Number  
Enter the contract routing number of the original contract in this field.  The original contract routing number 
may include a number that was issued in COFRS, referred to as a CLIN number, or it may contain a number 
issued in CMS.  Regardless of which system issued the number, enter the full contract routing number of the 
original contract in this field.  An example of a contract routing number is ñ11 FMA 30303 

 

Purchase Order Number or Encumbrance Number  
This field is OPTIONAL.  CDPHE does not enter Purchase Orders into the system.   You may use the field for tracking the 
encumbrance number.  If you do not use the field, enter  ñN/Aò.   

 

Agency/IHE (Department) Name * 
This field will auto populate ñDepartment of Public Health & Environmentò.  Do not change the name in this 
field.  *This field is searchable by the public*  

 

Agency/IHE (Department) Code * 
This data field is completed by choosing the appropriate Department code.   The codes are listed below as 
they display in the drop down list.  Make the appropriate selection based on your current business practice.   

 FAA - Dept of Pub Hlth & Environment 

 FLA - Health - Prevention 

 FEA - Health - Hazardous Materials 

 FHA - Health ï Disease Control & EPI  

 FJA ï Emergency Preparedness & Response 

 FMA - Health- Health Facilities 
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 FFA - Health - Consumer Protection 
 

Second Agency/IHE (Department) Name  
Select the name of the second Agency / IHE to the contract.  
 

Third Agency/IHE (Department) Name  
Select the name of the second Agency / IHE to the contract.  

 

Effective Date * 
Enter the effective date of the original contract using any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò or 
ñ12.1.2010ò.  The date entered in this field is never changed. *This field is searchable by the public*  

 

Expiration Date * 
Enter the expiration date of the original contract using any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò 
or ñ12.1.2010ò.  The system uses the expiration date to generate tasks, calendar postings and email alerts 
(reminders).   The date entered in this field is never changed. 

 

Performance Period Start Dat e*  
The contractor performance period refers to the period of time that work is occurring under the contract.  Work 
may occur during the entire contract period or it may occur during a specific period of time within the contract 
period.  Enter the date performance begins.  For most CDPHE contracts this date is the same as the effective 
date of the original contract.  Use the any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò or ñ12.1.2010ò.  
The date entered in this field is never changed. *This field is searchable by the public*  

 

Latest Performance Period End Date * 

Enter the date that performance ends under the contract.  Initially, this date will be the same as the expiration 
date of the original contract.  When the contract is modified to change the expiration date, the new end 
date is entered in this field.  *This field is searchable by the public 

 

Notify Days * 
The number entered into the óNotify Daysô field informs the system when to notify you that the contract is 
expiring.  The system defaults to ñ60ò days in this field.  CMS uses the expiration date of the contract, along 
with the number of notify days to determine on what date to place a reminder on your calendar and send you 
an email alert (reminder). For example, if the contract ends on 12/1/11 and the óNotify Daysô field is set to 60 
days, you will be notified on 10/1/11 that the contract will expire in 60 days.   Enter the number of notify days 
based on your preference for receiving the email alert.  Entering ó0ô in this field will generate a reminder email 
on the date the contract expires. 
 

Number of Renewal Periods  
Enter the number of times the contract can be renewed, if stated in the contract document.  If the contract is a 
single year contract with the option to renew for 4 additional periods, enter 4.  Once entered, this number is 
never changed. *This field is searchable by the public*  

 

Contract Group/Type * 
This data field auto populates based on the contract umbrella record type that was selected to create the 
record.  If the record type was chosen in error, you can edit this field by choosing the correct record type from 
the drop down list.  Changing the record type may add or hide some data fields.   
 

Contract Sub -Type* 
This field allows you to further define the purpose of the contract. The choices in the drop down list are: 
Personal Services, Grants, Intellectual Property, Master Task Order, Outsource Agreements, Purchase Orders 
>$100K, Price Agreements, Professional Services and Purchased Services.  If you are unsure which choice is 
most applicable, choose the record type.  
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Is this an IT contract?  
If the contract is to purchase computer software, computer hardware, maintenance, support or a combination 
of Information Technology related services and goods, choose ñYesò from the drop down list.  

 

Maximum Amount  
Enter the dollar value of the original contract in this field.  This amount is never changed in this field.  Dollar 
amounts are entered in the system without the dollar sign, comas and without the cents.  For example, ten 
thousand dollars and no cents would be entered as ñ10000ò.    

 

CUMULATIVE Maximum Contract Dollar Amount * 
This field provides for the total value of the contract over the life of the contract.  When creating a Master 
Record, enter the dollar value of the original contract. This amount will be the same as the Maximum Amount 
in the previous field.   When a modification is executed, either add or subtract the modification amount to the 
existing dollars in this field.  This requires a manual calculation and manual data entry.   Dollar amounts are 
entered in the system without the dollar sign, comas and without the cents.  For example, ten thousand dollars 
and no cents would be entered as ñ10000ò.   *This field is searchable by the public*    

 

Solicitation Method Used *  
To complete this field, choose the appropriate solicitation method from the drop down list.  RFA (Request for 
Application) is not listed.  If the method used is not listed, choose ñOtherò and provide an explanation in the 
following field titled ñIf selected OTHER, enter the Method usedò.  *This field is searchable by the public*  

 

Solicitation Number  
Enter the identifying number of the solicitation. 

 

If this is a Sole Source, was a òSole Source Justification and Certificationó form completed, and 

placed in  the contract file that includes the mandatory determination steps?  
This field requires a ñYesò, ñNoò or ñN/Aò answer. If you choose ñN/Aò, you do not need to answer any of the   
following Sole Source questions.  If ñYesò, continue to next data field.  *This field is searchable by the public*   
 

Sole Source Justification  
 Make a selection from the drop down list which includes ñAuthorized by Statuteò, ñOnly One Sourceò,   
 ñFollow-on Contractò, ñEmergencyò, ñOtherò and ñN/Aò.   If ñOtherò was chosen, continue to the next  
 data field. 
 

 

If OTHER, enter the justification for the Sole Source  
Enter the justification statement listed on the Sole Source approval form in the text box. 
 

Select ALL steps taken in making the Sole Source determination  
This field allows you to make multiple choices.  Hold down the CTRL key and use the cursor to highlight the 
step(s) taken to determine the Sole Source.  The choices are ñMarket Researchò, Manufacturerôs Statementò 
and BIDS Web Statisticsò.    
 

Is this a Statutory Violation ? 
This field is asking if the contractor started work prior to the effective date of the contract.  Contractors must be 
notified that they cannot provide goods or services until the contract is fully executed which may or may not 
coincide with the planned effective date.  If a contractor is providing goods or services prior to the effective 

date of the contract, a statutory violation has occurred.  Complete this field by choosing either ñYesò or ñNoò. 
 

Is this a High Risk or Low Risk Contract? * 
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This field is OPTIONAL.  This field refers to the results of the risk assessment completed using the CDPHE 
Risk Assessment for Contract form.  Typically, the result of this assessment determines if the contract falls 
under OSC delegated authority for approval within the Department or must be reviewed and approved by the 
OSC Central Approvers (downtown).  This field is completed by choosing either ñlow riskò or ñhigh riskò from 
the drop down list. 

 

 Are Services ANTICIPATED to Occur Outside of Colorado? *  
To complete this data field, choose ñYesò or ñNoò based on the information provided in the solicitation or 
Vendor Disclosure Statement.   
  

Are Services ANTICIPATED to Occur Outside of the US? *  
To complete this data field, choose ñYesò or ñNoò based on the information provided in the solicitation or 
Vendor Disclosure Statement.    

 

Is the Contractor Performing Work Previously Performed by State Employee(s)? * 
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.   
 

How many Positions (FTE) is the Contractor/Vendor Filling that were previously performed by 

State Employees?* 
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.  
 

 For work previously performed by State Employees, how long did the Contractor perform the 

work? (# of months)?  
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.   

 

How many positions were ELIMINATED by the Contractor/Vendor performing this work?  
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.   
 

Number of State Jobs Created  
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.  *This field is searchable by the public*   
 

 

 

Duration of State Jobs Created  
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.  *This field is searchable by the public*   
 

What quality improvements did the State gain by having the contractor/vendor do the work 

previously performed by State Employee(s)?  
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.   
 

What Dollar ($) Savings did the State gain by having the Contractor/Vendor do the work 

previously performed by State Emplo yees?  
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.   

 

Percentage of Work ACTUALLY Performed outside of Colorado  
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Program staff should provide Contract Writers with this information prior to the close of the contract.   *This 
field is searchable by the public*    

 

Percentage of Work ACTUALLY Performed outside of the US  
Program staff should provide Contract Writers with this information prior to the close of the contract.    *This 
field is searchable by the public*    

 

Program Manager  
The óProgram Managerô field in the contract record is completed by choosing the name of the individual 
designated to complete the final contractor performance evaluation and rating.  The field provides a drop down 
list which includes all statewide users and groups on the system.  If the employeeôs name is not listed, contact 
the Division or Fiscal Unit CMS Point of Contact to request the addition of the employee to the system.   
 

Has this contra ct been certified as including: Performance Measures and Standards, Methods 

for Resolution and Types of Monitoring Processes?   
All contracts must clearly identify these factors.  The answer choices are ñYesò, ñNoò or ñN/Aò.  If you are 
unable to answer ñYesò to this question, contact the Contracts Performance Manager.  
 

Has this contract been Recertified for an additional year if applicable?  
The majority of CDPHE contracts are effective for a 12 month period of time.  When a contract is renewed at 
the end of the term, we must ñrecertifyò that the contractor has complied with the requirements of the contract 
before entering into another contract term.  Choosing ñYesò from the drop down list is ñrecertificationò that the 
contractor has been in compliance with the terms of the contract.  Our contractor performance evaluation 
documentation supports this ñrecertificationò.  Multi-year contracts must also be ñrecertifiedò on an annual 
basis.  If you are unable to answer ñYesò to this question, contact the Contracts Performance Manager. 
 

Enter Date of Recertification  
Enter the LATEST Performance End Date.   For multi-year contracts enter the annual date.  A contract with an 
effective date of 10-1-10 and an expiration date of 9-30-13 is a multi-year contact.  The annual date would be 
10-1-11.  The next year the date in this field would be changed to 10-1-12 and so on.   
 

Contractor/Vendor Rating  
Choose the appropriate rating from the drop down list.  The choices are ñNot yet ratedò, ñAbove Standardò, 
ñBelow Standardò and ñStandardò.  This rating is the result of the final performance evaluation conducted when 
the life of the contract is completed.   

 

 

 

 

When was the Final Rating Sent to Contractor/Vendor?  
Program staff will notify the contractor of the final rating immediately after the rating is determined and provide 
the Contract Writer with the date of notification.  Enter the date using any of the following formats; ñ12-1-2010ò, 
ñ12/1/2010ò or ñ12.1.2010ò.   
 

Did the Contractor/Vendor submit responses to the Final R ating?  
This data field is completed by choosing either ñYesò or ñNoò from the drop down list.  ñResponsesò can be a 
simple acknowledgement of the rating or can be more detailed.  If a response is received, a hard copy of the 
response/comments must be maintained in the contract file and attached in PDF format to the contract record. 
*This field is searchable by the public*    
 

Did the Contractor/Vendor submit comments as to the Stateõs performance the contract? 
As part of the Contractor Performance Evaluation process, Contractors have the right to comment on the 
Departmentôs performance during the contract period.   Choose either ñYesò or ñNoò from the drop down list.   If 
comments are submitted, a hard copy of the comments must be maintained in the contract file.  It is optional to 
attach a PDF version of the comments document to the contract record.  
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Did the Contractor/Vendor DISPUTE the Evaluation?  
Disputing an evaluation is different from submitting comments.  Disputes are a formal process requiring the 
vendor to complete the form developed by the State Controllerôs Office (Rebuttal Form SB-228 C.v2November 
2009).  This form is available on the State Controllerôs website.  To complete this field choose ñYesò or ñNoò 
from the drop down list.  If ñYesò, a hard copy of the dispute document must be maintained in the contract file.  
It is optional to attach a PDF version of the dispute document to the contract record.  The Contracts 
Performance Manager must be notified immediately when a contractor indicates they will dispute the 
evaluation.   *This field is searchable by the public*   
 

Vendor/Contractor Comments/Responses  
Use this field to ñcopy and pasteò responses/comments you receive from the contractor concerning the final 
evaluation and rating.  If the response/comments exceed the size of the text field, enter as much text as will fit 
in the space.  Allow room at the end of the comments to include a sentence stating the document containing 
the full comments is attached to the CMS record.  Ensure that the comments document is in PDF format before 
attaching.  *The text entered in this field can be viewed by the public*    
 

Budget Amount  
This field is OPTIONAL and is not being used by CDPHE.  
 

Notes  
This field is located in the body of the record and can be used for brief notes. Notes entered in this field are 
displayed on the Find/Search screen.   Longer notes should be entered into the second note field at the bottom 
of the record.   
 

Custom Fields  
There are 3 custom fields available to agencies for agency specific use.  CDPHE is not using the custom fields 
in this record type at this time.   
 
 
 
 
 
 

Personal Services   
This record type is used when contracting for services or a combination of goods and services with 
Corporations, Partnerships and Individuals.  DO NOT use this record type for Interagency or Intergovernmental 
entities. 
 
 

 

CMS Identification Number  
The system assigns a unique number to each contract record created.  This number is used as part of 
CDPHEôs contract routing number.   *This field is searchable by the public* 

 

Contract Title * 
The óContract Titleô data field is used for easy identification of the contract record. There are two types of 
records in the system, the Master Record and Modification records.  The Master Record represents the original 
contract and contains cumulative data that reflects the entire life of the contract.  All new contracts are entered 
into the system as Master Records.  See section ñMaster Recordò for more information.  
 
The required contract title naming convention for Master Records begins with the Division and/or Program 
acronym, followed by the type of contract document, the fiscal year and ñMaster Recordò followed by the 
original contract routing number. The common contract document acronym used is ñCONò.   Additional 



46 

 

identifiers, such as a project name or number can be added as well.  An example of a Master Record contract 
title is ñPSD MCH CON FY10 Master Record 08 FLA 20146ò. 
 
All ARRA funded Contracts must be identified in the contract title.  ñARRAò must be listed first in the title.   
 

Contract Purpose  
The contract document contains a brief statement that describes the work the contractor has been hired to 
perform.  This statement can be copied and pasted into the text box.  The description should be brief and 
stated in a professional manner.  *This field is searchable by the public*  

 

Fiscal Year 
This field is OPTIONAL.  If you choose to complete the field, enter the fiscal year that the contract ends.  An 
example of how the year must be entered is ñ2011ò. 

 

Cont ractor/Vendor *  
To complete this field, choose the appropriate contractor name from the drop down list provided.  If the 
contactor is not listed, you may request that they be added to the system by following the instructions in the 
section titled ñContractor Additions/Changesò in this manual.   *This field is searchable by the public*  
 

FEIN 
This data field will auto populate with the contractorôs FEIN when the record is saved.  You are unable to enter 
or edit data in this field. 
 

Contract Administrator * 
This field will auto populate the Contract Writerôs name or the group user name if the user logged in under a 
group user ID.  The field is used to designate the record creator and also used to reassign the contract record 
to another Contract Writer or group.   The field provides a drop down list which includes all statewide users and 
groups on the system.  If reassigning the record, use caution to ensure that the correct name is chosen.  After 
a record has been reassigned, the Contract Writer or group that created the record can no longer access it to 
add or edit data.   The record can only be accessed for edits by the new Contract Administrator.  Changing the 
name in this field does not change the user(s) assigned to any existing tasks.    

 

 

Unique Department Contract Number  
The ñUnique Department Contract Numberò field is used to enter CDPHEôs contract routing number convention 
which consists of the fiscal year followed by the agency identification code followed by the contract number.  
An example of a contract routing number is ñ11 FMA 30303ò.    

 

Original Contract CLIN Number or Other Identifying Number  
Enter the contract routing number of the original contract in this field.  The original contract routing number 
may include a number that was issued in COFRS, referred to as a CLIN number, or it may contain a number 
issued in CMS.  Regardless of which system issued the number, enter the full contract routing number of the 
original contract in this field.  An example of a contract routing number is ñ11 FMA 30303 

 

Purchase Order Number or Encumbrance Number  
This field is OPTIONAL.  CDPHE does not enter Purchase Orders into the system.   You may use the field for 
tracking the encumbrance number.  If you do not use the field, enter  ñN/Aò.   

 

Agency/IHE (Department ) Name * 
This field will auto populate ñDepartment of Public Health & Environmentò.  Do not change the name in this 
field.  *This field is searchable by the public*  

 

Agency/IHE (Department) Code * 
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This data field is completed by choosing the appropriate Department code.   The codes are listed below as 
they display in the drop down list.  Make the appropriate selection based on your current business practice.   

 FAA - Dept of Pub Hlth & Environment 

 FLA - Health - Prevention 

 FEA - Health - Hazardous Materials 

 FHA - Health ï Disease Control & EPI  

 FJA ï Emergency Preparedness & Response 

 FMA - Health- Health Facilities 

 FFA - Health - Consumer Protection 

 

Effective Date * 
Enter the effective date of the original contract using any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò or 
ñ12.1.2010ò.  The date entered in this field is never changed. *This field is searchable by the public*  

 

Expiration Date * 
Enter the expiration date of the original contract using any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò 
or ñ12.1.2010ò.  The system uses the expiration date to generate tasks, calendar postings and email alerts 
(reminders).   The date entered in this field is never changed. 

 

Performance Period Start Date *  
The contractor performance period refers to the period of time that work is occurring under the contract.  Work 
may occur during the entire contract period or it may occur during a specific period of time within the contract 
period.  Enter the date performance begins.  For most CDPHE contracts this date is the same as the effective 
date of the original contract.  Use the any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò or ñ12.1.2010ò.  
The date entered in this field is never changed. *This field is searchable by the public*  

 

Latest Performance Period  End Date* 

Enter the date that performance ends under the contract.  Initially, this date will be the same as the expiration 
date of the original contract.  When the contract is modified to change the expiration date, the new end 
date is entered in this field.  *This field is searchable by the public 

 

Notify Days  
The number entered into the óNotify Daysô field informs the system when to notify you that the contract is 
expiring.  The system defaults to ñ60ò days in this field.  CMS uses the expiration date of the contract, along 
with the number of notify days to determine on what date to place a reminder on your calendar and send you 
an email alert (reminder). For example, if the contract ends on 12/1/11 and the óNotify Daysô field is set to 60 
days, you will be notified on 10/1/11 that the contract will expire in 60 days.   Enter the number of notify days 
based on your preference for receiving the email alert.  Entering ó0ô in this field will generate a reminder email 
on the date the contract expires. 
 

Number  of Renewal Periods  
Enter the number of times the contract can be renewed, if stated in the contract document.  If the contract is a 
single year contract with the option to renew for 4 additional periods, enter 4.  Once entered, this number is 
never changed. *This field is searchable by the public*  

 

Contract Group/Type  
This data field auto populates based on the contract umbrella record type that was selected to create the 
record.  If the record type was chosen in error, you can edit this field by choosing the correct record type from 
the drop down list.  Changing the record type may add or hide some data fields.   
 

Contract Sub -Type* 
This field allows you to further define the purpose of the contract. The choices in the drop down list are: 
Personal Services, Grants, Intellectual Property, Master Task Order, Outsource Agreements, Purchase Orders 
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>$100K, Price Agreements, Professional Services and Purchased Services.  If you are unsure which choice is 
most applicable, choose the record type.  

 

Is this an IT c ontract?  
If the contract is to purchase computer software, computer hardware, maintenance, support or a combination 
of Information Technology related services and goods, choose ñYesò from the drop down list.  

 

Maximum Amount  
Enter the dollar value of the original contract in this field.  This amount is never changed in this field.  Dollar 
amounts are entered in the system without the dollar sign, comas and without the cents.  For example, ten 
thousand dollars and no cents would be entered as ñ10000ò.    

 

CUMULATIVE Maximum Contract Dollar Amount * 
This field provides for the total value of the contract over the life of the contract.  When creating a Master 
Record, enter the dollar value of the original contract. This amount will be the same as the Maximum Amount 
in the previous field.   When a modification is executed, either add or subtract the modification amount to the 
existing dollars in this field.  This requires a manual calculation and manual data entry.   Dollar amounts are 
entered in the system without the dollar sign, comas and without the cents.  For example, ten thousand dollars 
and no cents would be entered as ñ10000ò.   *This field is searchable by the public*    

 

Solicitation Method Used *  
To complete this field, choose the appropriate solicitation method from the drop down list.  RFA (Request for 
Application) is not listed.  If the method used is not listed, choose ñOtherò and provide an explanation in the 
following field titled ñIf selected OTHER, enter the Method usedò.  *This field is searchable by the public*  

 

Solicitation Number  
Enter the identifying number of the solicitation. 

 

If this is a Sole Source, was a òSole Source Justification and Certificationó form completed, and 

placed in the contract file that includes the mandatory determina tion steps?  
This field requires a ñYesò, ñNoò or ñN/Aò answer. If you choose ñN/Aò, you do not need to answer any of the   
following Sole Source questions.  If ñYesò, continue to next data field.  *This field is searchable by the public*   
 

Sole Source Justification  
 Make a selection from the drop down list which includes ñAuthorized by Statuteò, ñOnly One Sourceò,   
 ñFollow-on Contractò, ñEmergencyò, ñOtherò and ñN/Aò.   If ñOtherò was chosen, continue to the next  
 data field. 
 

If OTHER, enter the justif ication for the Sole Source  
Enter the justification statement listed on the Sole Source approval form in the text box. 
 

 

Select ALL steps taken in making the Sole Source determination  
This field allows you to make multiple choices.  Hold down the CTRL key and use the cursor to highlight the 
step(s) taken to determine the Sole Source.  The choices are ñMarket Researchò, Manufacturerôs Statementò 
and BIDS Web Statisticsò.    
 

Is this a Statutory Violation?  
This field is asking if the contractor started work prior to the effective date of the contract.  Contractors must be 
notified that they cannot provide goods or services until the contract is fully executed which may or may not 
coincide with the planned effective date.  If a contractor is providing goods or services prior to the effective 

date of the contract, a statutory violation has occurred.  Complete this field by choosing either ñYesò or ñNoò. 
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Is this a High Risk or Low Risk Contract?  
This field is OPTIONAL.  This field refers to the results of the risk assessment completed using the CDPHE 
Risk Assessment for Contract form.  Typically, the result of this assessment determines if the contract falls 
under OSC delegated authority for approval within the Department or must be reviewed and approved by the 
OSC Central Approvers (downtown).  This field is completed by choosing either ñlow riskò or ñhigh riskò from 
the drop down list. 
 

 Are Services ANTICIPATED to Occur Outside of Colorado? *  
To complete this data field, choose ñYesò or ñNoò based on the information provided in the solicitation or 
Vendor Disclosure Statement.   
  

Are Services ANTICIPATED to Occur Outside of the US? *  
To complete this data field, choose ñYesò or ñNoò based on the information provided in the solicitation or 
Vendor Disclosure Statement.    

 

Is the Contractor Performing Work Previously Performed by State Employee(s)? * 
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.   
 

How many Positions (FTE) is the Co ntractor/Vendor Filling that were previously performed by 

State Employees? 
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.  
 

 For work previously performed by State Employe es, how long did the Contractor perform the 

work? (# of months)?  
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.   

 

How many positions were ELIMINATED by the Contractor/Ve ndor performing this work?  
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.   
 

Number of State Jobs Created  
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.  *This field is searchable by the public*   
 

Duration of State Jobs Created  
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.  *This field is searchable by the public*   
 

What quality improvements did the State gain by having the contractor/vendor do the work 

previously performed by State Employee(s)?  
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.   
 

What Dollar ($) Savings did the State gain by having the Contractor/Vendor do the work 

previously performed by State Employees?  
This is one of 8 HR fields that auto populate.  Do not change the answer unless instructed to do so by your 
CDHE HR representative.   

 

Percentage of Work ACTUALLY Performed outside of Colorado  
Program staff should provide Contract Writers with this information prior to the close of the contract.   *This 
field is searchable by the public*    
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Percentage of Work ACTUALLY Performed outside of the US  
Program staff should provide Contract Writers with this information prior to the close of the contract.    *This 
field is searchable by the public*    

 

Program Man ager 
The óProgram Managerô field in the contract record is completed by choosing the name of the individual 
designated to complete the final contractor performance evaluation and rating.  The field provides a drop down 
list which includes all statewide users and groups on the system.  If the employeeôs name is not listed, contact 
the Division or Fiscal Unit CMS Point of Contact to request the addition of the employee to the system.   
 

Has this contract been certified as including: Performance Measures and S tandards, Methods 

for Resolution and Types of Monitoring Processes?   
All contracts must clearly identify these factors.  The answer choices are ñYesò, ñNoò or ñN/Aò.  If you are 
unable to answer ñYesò to this question, contact the Contracts Performance Manager.  
 

Has this contract been Recertified for an additional year if applicable?  
The majority of CDPHE contracts are effective for a 12 month period of time.  When a contract is renewed at 
the end of the term, we must ñrecertifyò that the contractor has complied with the requirements of the contract 
before entering into another contract term.  Choosing ñYesò from the drop down list is ñrecertificationò that the 
contractor has been in compliance with the terms of the contract.  Our contractor performance evaluation 
documentation supports this ñrecertificationò.  Multi-year contracts must also be ñrecertifiedò on an annual 
basis.  If you are unable to answer ñYesò to this question, contact the Contracts Performance Manager. 
 

Enter Date of Recertification  
Enter the LATEST Performance End Date.   For multi-year contracts enter the annual date.  A contract with an 
effective date of 10-1-10 and an expiration date of 9-30-13 is a multi-year contact.  The annual date would be 
10-1-11.  The next year the date in this field would be changed to 10-1-12 and so on.   
 

Contractor/Vendor Rating  
Choose the appropriate rating from the drop down list.  The choices are ñNot yet ratedò, ñAbove Standardò, 
ñBelow Standardò and ñStandardò.  This rating is the result of the final performance evaluation conducted when 
the life of the contract is completed. 

 

When was the Final Rating Sent to Contractor/Vendor?  
Program staff will notify the contractor of the final rating immediately after the rating is determined and provide 
the Contract Writer with the date of notification.  Enter the date using any of the following formats; ñ12-1-2010ò, 
ñ12/1/2010ò or ñ12.1.2010ò.   
 

Did the Contractor/Vendor submit responses to the Final Rating?  
This data field is completed by choosing either ñYesò or ñNoò from the drop down list.  ñResponsesò can be a 
simple acknowledgement of the rating or can be more detailed.  If a response is received, a hard copy of the 
response/comments must be maintained in the contract file and attached in PDF format to the contract record. 
*This field is searchable by the public*    
 

Did the Contractor/Vendor submit comments as to the Stateõs performance the contract? 
As part of the Contractor Performance Evaluation process, Contractors have the right to comment on the 
Departmentôs performance during the contract period.   Choose either ñYesò or ñNoò from the drop down list.   If 
comments are submitted, a hard copy of the comments must be maintained in the contract file.  It is optional to 
attach a PDF version of the comments document to the contract record.  
 

Vendor/Contractor Comments /Responses 
Use this field to ñcopy and pasteò responses/comments you receive from the contractor concerning the final 
evaluation and rating.  If the response/comments exceed the size of the text field, enter as much text as will fit 
in the space.  Allow room at the end of the comments to include a sentence stating the document containing 
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the full comments is attached to the CMS record.  Ensure that the comments document is in PDF format before 
attaching.  *The text entered in this field can be viewed by the public*    

 

Did the Contractor/Vendor DISPUTE the Evaluation?  
Disputing an evaluation is different from submitting comments.  Disputes are a formal process requiring the 
vendor to complete the form developed by the State Controllerôs Office (Rebuttal Form SB-228 C.v2November 
2009).  This form is available on the State Controllerôs website.  To complete this field choose ñYesò or ñNoò 
from the drop down list.  If ñYesò, a hard copy of the dispute document must be maintained in the contract file.  
It is optional to attach a PDF version of the dispute document to the contract record.  The Contracts 
Performance Manager must be notified immediately when a contractor indicates they will dispute the 
evaluation.   *This field is searchable by the public*    
 

Budget Amount  
This field is OPTIONAL and is not being used by CDPHE.  
 

Notes  
This field is located in the body of the record and can be used for brief notes. Notes entered in this field are 
displayed on the Find/Search screen.   Longer notes should be entered into the second note field at the bottom 
of the record.   
 

Custom Fields  
There are 3 custom fields available to agencies for agency specific use.  CDPHE is not using the custom fields 
in this record type at this time.   
 
 
 

Purchase Order (Services <$100K, Goods or Approved 
Exceptions)  
DO NOT USE THIS RECORD TYPE.    CDPHE is not entering Purchase Orders into CMS at this time.   
 
 
 
 
 

Real Property  
This record type is typically used when leasing property, securing easements or Right of Way.  If you do not 
typically contract for real property, consult the Contracts Performance Manager to ensure this is the 
appropriate record type for your contract.  
 
Information contained in this umbrella record type does not display on the public website. 
 
 

CMS Identification Number  
The system assigns a unique number to each contract record created.  This number is used as part of 
CDPHEôs contract routing number.   *This field is searchable by the public* 

 

Contract Title * 
The óContract Titleô data field is used for easy identification of the contract record. There are two types of 
records in the system, the Master Record and Modification records.  The Master Record represents the original 
contract and contains cumulative data that reflects the entire life of the contract.  All new contracts are entered 
into the system as Master Records.  See section ñMaster Recordò for more information.  
 
The required contract title naming convention for Master Records begins with the Division and/or Program 
acronym, followed by the type of contract document, the fiscal year and ñMaster Recordò followed by the 
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original contract routing number.  The common contract acronym used is ñCONò.   Additional identifiers, such 
as a project name or number can be added as well.  An example of a Master Record contract title is ñPSD 
MCH CON FY10 Master Record 08 FLA 20146ò. 
 
All ARRA funded Contracts must be identified in the contract title.  ñARRAò must be listed first in the title.   
 

Contract Purpose  
The contract document contains a brief statement that describes the work the contractor has been hired to 
perform.  This statement can be copied and pasted into the text box.  The description should be brief and 
stated in a professional manner.  *This field is searchable by the public*  

 

Fiscal Year 
This field is OPTIONAL.  If you choose to complete the field, enter the fiscal year that the contract ends.  An 
example of how the year must be entered is ñ2011ò. 

 

Contractor/Vendor *  
To complete this field, choose the appropriate contractor name from the drop down list provided.  If the 
contactor is not listed, you may request that they be added to the system by following the instructions in the 
section titled ñContractor Additions/Changesò in this manual.   *This field is searchable by the public*  
 

FEIN 
This data field will auto populate with the contractorôs FEIN when the record is saved.  You are unable to enter 
or edit data in this field. 
 

 

Contract Administrator * 
This field will auto populate the Contract Writerôs name or the group user name if the user logged in under a 
group user ID.  The field is used to designate the record creator and also used to reassign the contract record 
to another Contract Writer or group.   The field provides a drop down list which includes all statewide users and 
groups on the system.  If reassigning the record, use caution to ensure that the correct name is chosen.  After 
a record has been reassigned, the Contract Writer or group that created the record can no longer access it to 
add or edit data.   The record can only be accessed for edits by the new Contract Administrator.  Changing the 
name in this field does not change the user(s) assigned to any existing tasks.    

 

Unique Department Contract Number  
The ñUnique Department Contract Numberò field is used to enter CDPHEôs contract routing number convention 
which consists of the fiscal year followed by the agency identification code followed by the contract number.  
An example of a contract routing number is ñ11 FMA 30303ò.    

 

Original Contract CLIN Number or Other Identifying Number  
Enter the contract routing number of the original contract in this field.  The original contract routing number 
may include a number that was issued in COFRS, referred to as a CLIN number, or it may contain a number 
issued in CMS.  Regardless of which system issued the number, enter the full contract routing number of the 
original contract in this field.  An example of a contract routing number is ñ11 FMA 30303 

 

Purchase Order Number or Encumbrance Number  
This field is OPTIONAL.  CDPHE does not enter Purchase Orders into the system.   You may use the field for 
tracking the encumbrance number.  If you do not use the field, enter  ñN/Aò.   

 

Agency/IHE (Department) Name * 
This field will auto populate ñDepartment of Public Health & Environmentò.  Do not change the name in this 
field.  *This field is searchable by the public*  
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Agency/IHE (Department) Code * 
This data field is completed by choosing the appropriate Department code.   The codes are listed below as 
they display in the drop down list.  Make the appropriate selection based on your current business practice.   

 FAA - Dept of Pub Hlth & Environment 

 FLA - Health - Prevention 

 FEA - Health - Hazardous Materials 

 FHA - Health ï Disease Control & EPI  

 FJA ï Emergency Preparedness & Response 

 FMA - Health- Health Facilities 

 FFA - Health - Consumer Protection 

 

Effective Date * 
Enter the effective date of the original contract using any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò or 
ñ12.1.2010ò.  The date entered in this field is never changed. *This field is searchable by the public*  

 

Expiration Date * 
Enter the expiration date of the original contract using any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò 
or ñ12.1.2010ò.  The system uses the expiration date to generate tasks, calendar postings and email alerts 
(reminders).   The date entered in this field is never changed. 

 

 

 

Performance Period Start Date *  
The contractor performance period refers to the period of time that work is occurring under the contract.  Work 
may occur during the entire contract period or it may occur during a specific period of time within the contract 
period.  Enter the date performance begins.  For most CDPHE contracts this date is the same as the effective 
date of the original contract.  Use the any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò or ñ12.1.2010ò.  
The date entered in this field is never changed. *This field is searchable by the public*  

 

Latest Performance Period End Date * 
Enter the date that performance ends under the contract.  Initially, this date will be the same as the expiration 
date of the original contract.  When the contract is modified to change the expiration date, the new end 
date is entered in this field.  *This field is searchable by the public 

 

Notify Days  
The number entered into the óNotify Daysô field informs the system when to notify you that the contract is 
expiring.  The system defaults to ñ60ò days in this field.  CMS uses the expiration date of the contract, along 
with the number of notify days to determine on what date to place a reminder on your calendar and send you 
an email alert (reminder). For example, if the contract ends on 12/1/11 and the óNotify Daysô field is set to 60 
days, you will be notified on 10/1/11 that the contract will expire in 60 days.   Enter the number of notify days 
based on your preference for receiving the email alert.  Entering ó0ô in this field will generate a reminder email 
on the date the contract expires. 
 

Number of Renewal Periods  
Enter the number of times the contract can be renewed, if stated in the contract document.  If the contract is a 
single year contract with the option to renew for 4 additional periods, enter 4.  Once entered, this number is 
never changed. *This field is searchable by the public*  

 

Contract Group/Type  
This data field auto populates based on the contract umbrella record type that was selected to create the 
record.  If the record type was chosen in error, you can edit this field by choosing the correct record type from 
the drop down list.  Changing the record type may add or hide some data fields.   
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Contract Sub -Type* 
This field allows you to further define the purpose of the contract. The choices in the drop down list are: Real 
Property, Easement/ROW, Lease, Purchase, Licenses and COPs.  If you are unsure which choice is most 
applicable, choose the record type.  
 

Maximum Amount  
Enter the dollar value of the original contract in this field.  This amount is never changed in this field.  Dollar 
amounts are entered in the system without the dollar sign, comas and without the cents.  For example, ten 
thousand dollars and no cents would be entered as ñ10000ò.    

 

CUMULATIVE Maximum Contract Dollar Amount * 
This field provides for the total value of the contract over the life of the contract.  When creating a Master 
Record, enter the dollar value of the original contract. This amount will be the same as the Maximum Amount 
in the previous field.   When a modification is executed, either add or subtract the modification amount to the 
existing dollars in this field.  This requires a manual calculation and manual data entry.   Dollar amounts are 
entered in the system without the dollar sign, comas and without the cents.  For example, ten thousand dollars 
and no cents would be entered as ñ10000ò.   *This field is searchable by the public*   
  

Is this a Statutory Violation?  
This field is asking if the contractor started work prior to the effective date of the contract.  Contractors must be 
notified that they cannot provide goods or services until the contract is fully executed which may or may not 
coincide with the planned effective date.  If a contractor is providing goods or services prior to the effective 

date of the contract, a statutory violation has occurred.  Complete this field by choosing either ñYesò or ñNoò. 
 

Is this a High Risk or Low Risk Contra ct? 
This field is OPTIONAL.  This field refers to the results of the risk assessment completed using the CDPHE 
Risk Assessment for Contract form.  Typically, the result of this assessment determines if the contract falls 
under OSC delegated authority for approval within the Department or must be reviewed and approved by the 
OSC Central Approvers (downtown).  This field is completed by choosing either ñlow riskò or ñhigh riskò from 
the drop down list. 

 

Program Manager  
The óProgram Managerô field in the contract record is completed by choosing the name of the individual 
designated to complete the final contractor performance evaluation and rating.  The field provides a drop down 
list which includes all statewide users and groups on the system.  If the employeeôs name is not listed, contact 
the Division or Fiscal Unit CMS Point of Contact to request the addition of the employee to the system.   
 

Lease Size 
The field should be completed by entering the size of the property.  This should be a number such as ñ500ò.  In 
the next field choose the unit of measure. 
 

Size Type  
Choose the correct unit of measure from the drop down list for the lease size.  The choices are ñSFò (square 
feet) or ñAcresò.  
 

Lease Expenses 
Complete this field by entering the total dollar amount of expenses incurred during the contract period.   Dollar 
amounts are entered in the system without the dollar sign, without commas and without the cents.  For 
example, ten thousand dollars and no cents would be entered as ñ10000ò.   
 

Budget Amount  
This field is OPTIONAL and is not being used by CDPHE.  
 

Notes  
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This field is located in the body of the record and can be used for brief notes. Notes entered in this field are 
displayed on the Find/Search screen.   Longer notes should be entered into the second note field at the bottom 
of the record.   
 

Custom Fields  
There is 1 custom field available to agencies for agency specific use.  CDPHE is not using the custom field in 
this record type at this time.   
 

 

 

 

 

 

Revenue (Money from Non -State Entity)  
Use this record type when CDPHE writes a contract to receive money from a Corporation, Partnership, 
Individual or Intergovernmental entity.     
 
DO NOT use this record type for revenue contracts between CDPHE and other State agencies/IHEs.  Use the 
Interagency record type only.  Instructions are provided under the Interagency record type listed earlier in this 
section. 
 
Information contained in this umbrella record type does not display on the public website. 

 

 

CMS Identification Number  
The system assigns a unique number to each contract record created.  This number is used as part of 
CDPHEôs contract routing number.   *This field is searchable by the public* 

 

Contract Title * 
The óContract Titleô data field is used for easy identification of the contract record. There are two types of 
records in the system, the Master Record and Modification records.  The Master Record represents the original 
contract and contains cumulative data that reflects the entire life of the contract.  All new contracts are entered 
into the system as Master Records.  See section ñMaster Recordò for more information.  
 
The required contract title naming convention for Master Records begins with the Division and/or Program 
acronym, followed by the type of contract document, the fiscal year and ñMaster Recordò followed by the 
original contract routing number. The common contract acronym used is ñCONò.   Additional identifiers, such as 
a project name or number can be added as well.  An example of a Master Record contract title is ñPSD MCH 
CON FY10 Master Record 08 FLA 20146ò. 
 
All ARRA funded Contracts must be identified in the contract title.  ñARRAò must be listed first in the title.   
 

Contract Purpose  
The contract document contains a brief statement that describes the work the contractor has been hired to 
perform.  This statement can be copied and pasted into the text box.  The description should be brief and 
stated in a professional manner.  *This field is searchable by the public*  

 

Fiscal Year 
This field is OPTIONAL.  If you choose to complete the field, enter the fiscal year that the contract ends.  An 
example of how the year must be entered is ñ2011ò. 

 

Contractor/Vendor *  
Choose the Contractor, from the drop down list provided, that is paying CDPHE for services.   If the contactor 
is not listed, you may request that they be added to the system by following the instructions in the section titled 
ñContractor Additions/Changesò in this manual.   *This field is searchable by the public*  
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FEIN 
This data field will auto populate with the contractorôs FEIN when the record is saved.  You are unable to enter 
or edit data in this field. 
 

Contract Administrator * 
This field will auto populate the Contract Writerôs name or the group user name if the user logged in under a 
group user ID.  The field is used to designate the record creator and also used to reassign the contract record 
to another Contract Writer or group.   The field provides a drop down list which includes all statewide users and 
groups on the system.  If reassigning the record, use caution to ensure that the correct name is chosen.  After 
a record has been reassigned, the Contract Writer or group that created the record can no longer access it to 
add or edit data.   The record can only be accessed for edits by the new Contract Administrator.  Changing the 
name in this field does not change the user(s) assigned to any existing tasks.    

 

Unique Department Contract Number  
The ñUnique Department Contract Numberò field is used to enter CDPHEôs contract routing number convention 
which consists of the fiscal year followed by the agency identification code followed by the contract number.  
An example of a contract routing number is ñ11 FMA 30303ò.    

 

 

Original Contract CLIN Number or Other Identifying Number  
Enter the contract routing number of the original contract in this field.  The original contract routing number 
may include a number that was issued in COFRS, referred to as a CLIN number, or it may contain a number 
issued in CMS.  Regardless of which system issued the number, enter the full contract routing number of the 
original contract in this field.  An example of a contract routing number is ñ11 FMA 30303 

 

Purchase Order Number or Encumbrance Number  
This field is OPTIONAL.  CDPHE does not enter Purchase Orders into the system.   You may use the field for 
tracking the encumbrance number.  If you do not use the field, enter  ñN/Aò.   

 

Agency/IHE (Department) Name * 
This field will auto populate ñDepartment of Public Health & Environmentò.  Do not change the name in this 
field.  *This field is searchable by the public*  

 

Agency/IHE (Department) Code * 
This data field is completed by choosing the appropriate Department code.   The codes are listed below as 
they display in the drop down list.  Make the appropriate selection based on your current business practice.   

 FAA - Dept of Pub Hlth & Environment 

 FLA - Health - Prevention 

 FEA - Health - Hazardous Materials 

 FHA - Health ï Disease Control & EPI  

 FJA ï Emergency Preparedness & Response 

 FMA - Health- Health Facilities 

 FFA - Health - Consumer Protection 

 

Effective Date * 
Enter the effective date of the original contract using any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò or 
ñ12.1.2010ò.  The date entered in this field is never changed. *This field is searchable by the public*  

 

Expiration Da te* 
Enter the expiration date of the original contract using any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò 
or ñ12.1.2010ò.  The system uses the expiration date to generate tasks, calendar postings and email alerts 
(reminders).   The date entered in this field is never changed. 
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Performance Period Start Date *  
The contractor performance period refers to the period of time that work is occurring under the contract.  Work 
may occur during the entire contract period or it may occur during a specific period of time within the contract 
period.  Enter the date performance begins.  For most CDPHE contracts this date is the same as the effective 
date of the original contract.  Use the any of the following formats; ñ12-1-2010ò, ñ12/1/2010ò or ñ12.1.2010ò.  
The date entered in this field is never changed. *This field is searchable by the public*  

 

Latest Performance Period End Date * 
Enter the date that performance ends under the contract.  Initially, this date will be the same as the expiration 
date of the original contract.  When the contract is modified to change the expiration date, the new end 
date is entered in this field.  *This field is searchable by the public 

 

Notify Days  
The number entered into the óNotify Daysô field informs the system when to notify you that the contract is 
expiring.  The system defaults to ñ60ò days in this field.  CMS uses the expiration date of the contract, along 
with the number of notify days to determine on what date to place a reminder on your calendar and send you 
an email alert (reminder). For example, if the contract ends on 12/1/11 and the óNotify Daysô field is set to 60 
days, you will be notified on 10/1/11 that the contract will expire in 60 days.   Enter the number of notify days 
based on your preference for receiving the email alert.  Entering ó0ô in this field will generate a reminder email 
on the date the contract expires. 
 

Number of Renewal Periods  
Enter the number of times the contract can be renewed, if stated in the contract document.  If the contract is a 
single year contract with the option to renew for 4 additional periods, enter 4.  Once entered, this number is 
never changed. *This field is searchable by the public*  

 

Contract Group/Type  
This data field auto populates based on the contract umbrella record type that was selected to create the 
record.  If the record type was chosen in error, you can edit this field by choosing the correct record type from 
the drop down list.  Changing the record type may add or hide some data fields.   
 

Amount Received under the  Contract  
Enter the dollar amount promised to CDPHE for services provided in the contract. 
 

Program Manager  
The óProgram Managerô field in the contract record is completed by choosing the name of the individual 
designated to complete the final contractor performance evaluation and rating.  The field provides a drop down 
list which includes all statewide users and groups on the system.  If the employeeôs name is not listed, contact 
the Division or Fiscal Unit CMS Point of Contact to request the addition of the employee to the system.   
 

Notes  
This field is located in the body of the record and can be used for brief notes. Notes entered in this field are 
displayed on the Find/Search screen.   Longer notes should be entered into the second note field at the bottom 
of the record.   
 

Custom Fields  
There are 3 custom fields available to agencies for agency specific use.  CDPHE is not using the custom fields 
in this record type at this time.   
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Settlement (Amendment or Stand Alone)  
DO NOT USE THIS RECORD TYPE.    For those agencies using this record type, information contained in the 
record does not display on the public website.  
 
 
 
 
 

Vendor Agreement (Used only for <$5,000)  
DO NOT USE THIS RECORD TYPE.    For those agencies using this record type, information contained in the 
record does not display on the public website.  
 
 
 
 
 
 

Contract Termination  
When a contract is terminated due to contractor poor performance, a final performance evaluation MUST be 
conducted and corresponding data fields in the CMS record must be completed.   
 
When a contract is terminated due to budget cuts or other reason unrelated to performance, conduct a 
final performance evaluation only if the total amount paid under the contract at the time of termination is 
$100,000 or more. 
 
Regardless of the situation resulting in the termination, ensure the following fields are completed: 
 

 ñCUMULATIVE Maximum Contract Dollar Amountò  - enter the total amount paid under the contract at 
the time of termination.  

 

 ñLATEST Performance End Dateò ï enter the date the contract was terminated 
 

 ñNote Fieldò - Enter a brief note in the Note field that reads ñEffective (list the date) this contract was 
terminated due to (state reason and any other details you feel would explain the situation)ò.  

 
 

System Features  
CMS offers features that are not currently in use by the State.  Links for many of those features are accessed 
in the contract record under the menu on the right side of the screen.  Some of the features are Company 
Notes, Assign Locations, Other Parties and Assign Departments.  

 
 

Tasks  
Tasks can be used to assign and track activities associated with contract management.  Tasks automatically 
assign to the Contract Writer creating the task.  Tasks are displayed on the userôs calendar as a reminder that 
a particular activity is due for completion.  In addition, the employee assigned to the task will receive emails as 
reminders (alerts) that a task is expiring based on the notification setting.   Once a task is assigned to another 
user, the creator can no longer edit any fields in the task details screen.  
 
If group access is used when creating a record, it is important to remember that tasks assigned to the group 
user name will not generate an email reminder (alert).    
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Adding Tasks  
To add a task, select ñTasks & Emailsò from the menu on the right side of the screen. 
 

 
 
 
Next, select the óAdd Taskô link as displayed below.  

 
 

The task entry screen will appear.  
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Add your task data such as name, dates, description, start and end dates and notify days.  Assign it to an 
employee.  If the task is not assigned to an employee, the Contract Writer is assigned the task by default.  
Your tasks will appear on the Contract Details form as seen below.  Select the ñSaveò button at the bottom of 
the screen. 
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Contract Routing Tasks ð Central Approvers  
Contracts that require review and approval by the Office of the State Controller (OSC) Central Approvers 
(Human Resources, Attorney General and the Office of Information Technology) require the creation of specific 
tasks in the CMS record. These tasks will be added to the record by the Purchasing and Contracts Unit 
Director.   Once the contract has been reviewed and approved, the Central Approver will set the task as 
completed, enter notes in the task detail record and set the status of the task as closed. The Purchasing and 
Contracts Unit Director will create the task(s) and track the task(s) for completion or additional reviews if 
needed.  

 

Auto populated Tasks  
Individual users can have tasks auto populate in their records.  For example, a Contract Writer can request to 
have his/her records auto populate a task titled ñInsurance Certificate on Fileò.  The task will not auto populate 
in any other users records.   If you would like to have tasks auto populate in your records, contact the 
Contracts Performance Manager.  

 

Recurring Tasks 
Tasks can be scheduled to recur multiple times prior to expiration.  For example, you may want to be reminded 
of a particular task more than once.  You may want to be reminded on a daily or weekly basis for several 
weeks.  Not only will recurring tasks generate a reminder email (alert) but each of the recurring tasks will 
display on the contract record. 
 
To set up a task to recur at set intervals, click on the ellipsis ñéò next to the task in the contract record.  At the 
bottom of the ñTask and Event Detailsò page you will see the ñRecurò entry box.  
 
Enter the number of times you want the task to occur, at what interval (months, days, weeks, years) and how 
many times, then click ñAddò.   The display below demonstrates how to enter the task in the following example.   
Example:  A task will occur once a week for 4 weeks.  In this example, you will see all 4 weekly tasks displayed 
on the contract details page.  
    
 
 
 
 
 
 

 

Assigning Tasks to Multiple People  
A task can be assigned to more than one person. To assign others to a task, click ñviewò next to the task.  At 
the bottom of the óTask and Events Detailô screen is the ñAlert Othersò box.  It is located directly above the 
óRecurô box.  
 

  

Alert Others  (to this task alert)  

 

   
Select ñAlert Othersò.  Next select the names of additional employees from the óAvailable Employeesô list that 
you want to receive the alerts.  To select an employee, highlight the name and click on the blue arrow button. 
Click the red arrow to remove an employee.  All employees listed will receive email alerts.  The email alerts are 
generated by the CMS and cannot be customized.   The content of the email does not indicate if there is a 
single employee responsible for the task, if all receiving the email are responsible or if those receiving the 

Recur (make this task recur from the end date)  

Recur every: 
1 Week(s)

for 
4

times 
Add

  

javascript:__doPostBack('lnkAlertOthers','')
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email are simply being notified that the task exists.  This feature should only be used if those involved 
have been notified of their responsibility to the task prior to receiving the email alert.  
 

 
 
Once you have made your employee selections, click the óBackô menu item to return to the óTask and Event 
Detailsô screen. This will save your selections and place them in the box on the óTask and Event Detailsô 
screen. 

 
 

 
 
To return to the contract details page, select the óBack to Contract Detailsô menu item once more as shown in 
the next graphic.  
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Edit Tasks 
To edit a task, select the óViewô link on the contract details screen for the specific task you want to edit.  Tasks 
are displayed at the bottom of the screen.   
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To edit a task field value, select the óéô link next to the appropriate field.  After saving the edit, click óBackô from 
the menu on the right side of the screen.  You will return to the contract details record.  

 
 

 
 

Deleting Tasks  
Tasks can be deleted in the Task and Event Details record as shown above.  Click on óDeleteô to remove the 
task from the contract record.  You will be prompted to confirm deletion of the task.  The confirmation buttons 
are at the top of the record and require you to scroll to the top to access them.  Use caution when deleting 
tasks to ensure that the correct task is removed.  Tasks cannot be retrieved once they are deleted.  Removing 
a task from the contract record removes it from the calendar and also eliminates reminder emails (alerts). 

 

Completed  Task 
To complete a task in the system, click on the óéô link next to the óTask Completeô field in the Task and Event 
Details record. Choose ñTrueò to indicate the task is complete.  Completing a task does not remove it from the 
calendar, but it does eliminate all future reminder emails (alerts). 
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Status of Task  
Once a task has been completed in the system (see section above) change the óStatusô field in the Task and 
Event Details screen to óClosedô.   This field displays on the contract record.  Setting the field to óClosedô 
communicates to the Contract Writer and others that the task is complete.    

 

 
 

Search for Contract Records  
 
There are several ways to locate a record in the system.  The easiest way to find a record is via the óQuick 
Searchô option on the top menu. This search field is available from any screen in the system.  
 

 

 
 
Type in your search criteria and select ógo.ô  If you are listed as the Contract Administrator in the record that 
you are looking for, type in your last name (lower case) and the system will display any contract records that 
you have created.  The search will also result in records created by other users with the same last name.   
 
You can also search for a record by entering the program acronym used in the Contract Title or by entering the 
record number.  The system will display all records that contain the text you entered.  For example, if you enter 
the name of ñSmithò, the system will display all records entered by anyone with the name of ñSmithò and will 
also display records that contain the word ñSmithò.  If a contractor/vendorôs address is 1234 S. Smith Road, 
any record in the system for that vendor will display when your enter ñSmithò in the Quick Search field.    If the 
record number you enter is ñ1234ò, then the system will display that record along with any other records that 
contain ñ1234ò, which would include records in the example above.   
 
You also have the option of searching by specific criteria.   Select the óFind/Search Contractsô by selecting the 
óContractsô button on the main menu at the top of the screen.  

  
 

 
 
Next, select the field and the criteria to be searched in the óContract Findô screen.  If the contractor name is 
known, choose the contactor/vendor name data field in the first box, then the contractor/vendors actual name 
in the second box and then your name as the Contract Administrator in the third box.  This will result in a list of 
records displayed for the contractor/vendor where you are identified as the Contractor Administrator in the 
record.    
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Your search results will be displayed as seen below. 
 
 

 
 

 
 

 

To view or edit a particular contract, select the óViewô link from the listed results.  
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Additional filter search boxes are provided at the top of each column on the search results screen.  Enter the 
specific information in the appropriate search box(s) and click on the filter icon directly to the right.  A drop 
down list of conditions will display.  Choose the appropriate condition for your search.    

The results list can also be exported to your desktop as an Excel file by selecting the óExportô menu item on the 
right menu.  

 

        

 

 

 

 

Copy a Contract Record  
When creating a record for the same entity, use the óCopyô feature to save time.  Once you copy a record, it is 
automatically assigned to you as the Contract Administrator.  
 
To copy a record, search for and select the appropriate contract record. Once the record has been found and 
opened, select óCopyô from the menu on the right side of the contract record screen.  All information in the 
original record will be duplicated with the exception of the contract record number and tasks.  Immediately after 
copying the record, make a note of the record number and edit the contract title to reflect the new record. Make 
other edits such as contract type, effective and expiration dates, contract amount, unique department contract 
number, Program Manager name, etc.      

 

Edit a Contract  Record 
If an individual user has created a contract record, that user is the only one who can make edits in the record.  
Records created under a group user name can be edited by Contract Writers logging into the system under the 
group name.   The Contracts Performance Manager is able to edit any record in the system regardless of who 
created or owns the record.   
 
To edit a field in the contract record, click on the ellipsis ñéò next to the field and change the information.  
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Link Contract  Records 
All modification records must be linked to the corresponding Master Record in the system.     
 
To link one contract record to another, locate and open the contract you want to link.  Once you have opened 
the record, choose óLink Contractsô from the menu on the right side of the screen 

 

 

 
 
 
Search for the second contract you want to link to the first, and click on the link button as demonstrated in the 
next graphic.  
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Linked records are displayed at the bottom of the contract record.  The linked contract will now be listed as an 
ñassociated contractò and can be viewed by selecting óView.ô Linked contracts can be removed by selecting 
óRemove.ô    

 

 

 
 
 
 

Attach  Files to the Contract Record  
Any type of file (Word, Excel, scanned images or PDF files) can be attached or saved to a contract record.  
 
The following documents MUST be attached to records when applicable: 
 
Vendor Performance Evaluation Form  
Construction Contractor ï Performance Evaluation Report 
OIT Contract (the Purchasing and Contracts Unit Director will attach a scanned copy of the fully 
executed contract to the record) 
 
Attaching any other type of contract document is optional at this time.   
 
All documents attached to CMS records MUST be PDF documents.    
 

To attach a document, open a Contract Record and select the ñAttachmentsò button from the menu on the right 
side of the screen.   
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The screen will shift to the óAttached Files, Documents, Imagesô box near the bottom of the record.    

 

 

 

 
 
Select óBrowseô to locate the files or scanned images on your computer or shared drive. Select óSaveô. The 
system allows for attaching or linking files.  ñAttachò is the default.  CDPHE DOES NOT hyperlink files to CMS 
records.   Always choose to attach a file.  
 
Additionally, you have the option to add notes which will appear in a óDescriptionô column next to the attached 
file. 
 
To open an attached file, click on the filename.   To óDeleteô a file, click on óDeleteòô 

 

 

Adding Notes  
There are two (2) general note fields in CMS records.  The note field found in the body of the record is easily 
edited.  The contents of this field displays on the Find/Search screen.   
 
The note field found at the bottom of the record is addressed below.  Once a note is added in this field, it can 
be deleted, but NOT edited.  To add notes, open a Contract Record and select the óNotesô button from the 
menu on the right side of the screen or scroll to the bottom of the screen.  
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Enter your notes in the óEnter Noteô box and select the óSave Noteô button. The notes will be displayed below 
the óentry notesô box in the ñNote(s)ò column.  You will need to scroll down the page to see the notes.   
 

 
 
 

  

Custom Report s 
The system will generate custom reports based on specific criteria chosen by the user.  Instructions and 
training for the use of this feature is under development by the Office of Contract Administration through the 
Office of the State Controller.    
 
Some custom reports are currently available under óReportsô on the main menu.  Be careful NOT to delete 
these reports.  Deleting these reports removes them from the system for all agencies. 
 




