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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 use r Basdbook 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 Il nsight, the software product purchased fo
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 Col or adoés C
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.

Col oradobs Statewide Contract Ma n a g e mteoh t It isSipternetbasedi s
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

Co b bl e s tontrack Management system 7 Contract Insight, was selected to fulfill the requirements of
Senate Bill 07-228 now codified as C.R.S. 88 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.o

fRegardless of each specific Departmentdéds needs, it
improving current contract monitoring and vendor oversight, leading to better performance, dollar savings and
citizen confidence.o

Brenda Lujan, Director, Office of Contract Administration



System Oversight

The ContractsPer f or mance Manager acGMS Admnisttatoreandixeegppnsiblerfernt 6 s
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 OSC6 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.
Requesting the addition of a new contractor/vendor to the system.
Ensure appropriate users are accessing the system using the group user ID.
Update password for group user ID and share with appropriate system users.
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.

~® Qo

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 Contractis Per f or mance Manager 0 s lisedat thaend of thim f o r
manual under the Administration Contacts section. The email request must contain the user®& 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
groupnamet hat consists of ACDPHEO as the first name and
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. 88 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/

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 CDPHEOGs i nt htgp:A1€.1.0.25/0 mA linpta tpeeCMS 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.

< contract insight - Windows Internet Explorer |

(€] — = P https state.co.us ~ & |[=2/#lx &
File Edit View Favorites Tools Help & -
¢ Favarites | 95 & - £ « 2| Customize Links €] Free Hotmail €] Windows % Windows Marketpl... &) Windows Media

22 - | contract insight | & COPHE Intranet ho... - 8 1 mh - Page ™ Safety ¥ Too

contract insight@

contract insight&

After attempting to reset your password, if you continue to have problems logging into t

ase contact the OIT Service Desk (303) 239-4357.
Do not contact Cobblestons for problems with CMS.

Change your Password

After logging in for the first time, you should change your password. To do so, select Change My Password
from t he AEmMpl oyeeso menu as shown bel ow.

& Welcome to ContractINSIGHT - Windows Internet Explorer

@q‘? D htips state.co.us M ENEAEI )
File Edit “iew Fawvorites Tools Help & -
i Favorites | i @& - E

£l v &) Customize Links & Free Hotrmall &1 Windows % Windows Marke
|2 Welcome to ContractiNSIGHT | -8

contract insight @

Home Contracts Tasks Employees Vendors Reports Help Log Out



https://scms.state.co.us/
http://10.1.0.25/
http://10.1.0.25/ASD/PUR/CMS/index.html

Enter the new password as instructed on the screen. Once you have entered a new password, click fSaved
and then seélect AHOmMe

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 - YippelCMS! 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 witfhs opficgamnme ar
i pr,ietn.t o Some side menus ¢ ontlhavaiable thé @ a doban sheuld becused a s w
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, y ou can wuse the arrow fi>0 buttons at t

the 6 g o dateanput field. The system will accept dates in the following formats: 2/05/0960 r -651020 06 o
Al12.05.090.

To add diary notes or look att h e T O e wthe caléndar, click on the number of the day for a particular
month on the calendar.

ffl Welcome to ContractiNSIGHT - Windows Internet Explorer
Q@ - I[EJ https: jiscms., state, co,usfwelcome, aspx LI = |[*r

File Edit Wiew Favorites Tools  Help

¢ g ([ welcame to ContractINSIGHT
contract insight @
Home Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out

Conbracts:
_SAP Implementation
05) : Pending
ignature;

B

(%]

4 5

Tasks:

-Program Contract

Review (1; ; Johnson,

Andy

_CIOVNCOO Reveiw &

Signature )

Johnzan, Andy

sks:
rogram Contract
suisw i i Jehnzon,

IONCOOD Reveiw &
ignature )
ohnson, Andy
rogram Contract
suisw (1; ; Johnsen,
iy

Tasks:

_Encumbrance
Cocurnent Alert e
Johnson, Andy

_Cormpleteness
Checklist Bl
Johnson, Andy

-Yendor Review &

Signature N

Johnzan, Andy

You canadd diary and
calendar notes by selewy
the link on the day.

Your calendar will display
your expiring catracts and
tasks by end dat&.ou may
go to the contract by
selectina the contract link,



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

~ Welcome to ContractINSIGHT - Windows Internet Explorer

@q= P htips state.co.us v 4B 4% 2 -
File Edit Wiew Favorites Tools Help & -

v Favorites | 15 & v El ~ €| Customnize Links &) Free Hotmail @] Windows = Windows Marketpl,.. €] Windows Media

28]~ |2 Welcome to Con... * | @ COPHE Infranet ho... fi - B = @ - Page~ Safety v Tools~™ @~

CobbleStone Systems Corp.
Home Contracts Tasks Employees Vendors Reports Help Log Qut | Deb Polk: 12/9/2009 10:03:21 AM

Start End A
Date Date = Fi

Task ID Task Name Contract Title Start Date End Date Last Name Status

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.

 Welcome to ContractINSIGHT - Windows Internet Explorer

@_= B hittps state co.us v &= % x| | P~
File Edit Wiew Favorites Tools Help & -

v Favorites | 15 & v El ~ €| Customnize Links &) Free Hotmail @] Windows = Windows Marketpl,.. €] Windows Media

28]~ |2 Welcome to Con... * | @ COPHE Infranet ho... fi - B = @ - Page~ Safety v Tools~™ @~

December 2009
2

1A
IV

“ Today

= Add Contract

~ Find Contract

' View Employees
" Export Calendar

I
e

filter by- v

Vendors/Contractors
The Contract Management Systemu s es t he t @andiC @ 1Vte m aheetclmmgéably.

Toviewthe contractorsi n t he system, s e | e cMenddrsdbe end as shownibalowo Tofimdo m  t
and view all contract records in the State f olateria s pec
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.



~ Welcome to ContractINSIGHT - Windows Internet Explorer

®_= D https state.co.us MBI <) e
File Edit ‘“iew Favorifes Tools Help & -
i Favorites | i & > €| ~ €| Customnize Links &) Free Hotmail @] Windows = Windows Marketpl,.. €] Windows Media

»

25/~ | Welcome to Con... * | @ COPHE Intranet ho... -8 1 - Page ™ Safety » Tools~ @~

Home Contracts Tasks Employerts Help Log Qut o] Deb Polk: 12/9/2009 10:09:58 AM

Welcome, today is Wednasd

i 2 : : : = Add Contract
~ Find Contract
6 _ E . : = View Employees

i

SThis % a test Export Calendar

note.

filter by- ~

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.

ﬂ Contractors & Vendors - Windows Internet Explorer

@ - iphttp;: scms.state.co.us/VendorCustomerlist.aspx = % B+ | X }) Search Google P -

File Edit View Favorites Tools Help
Norton' colorado department of pe | (€} Search @v Cards&Lugms -

s.p Favorites | 55 Vaw Verizon Wireless - My Veri... B Minor League Baseball Sc... -" Google (& Suggested Sites » @] Web Slice Gallery +

; PR
55~ | @ Novell WebAccess (Deb P... | [ Contractors & Vendors w v Bl v [ o= v Pagev Safetyv Tools~ @@~

contract insight @ CobbleStone Systems Corp.

Home Contracts Tasks BEmployees Vendors Reports Help Log Out

Contractors & Vendors List

Contractor/Vendor Name FEIN Address City State Zip &, Print
Export
' W ' W ' W
@ Search go

View 1007 WALNUT STREET, LLC 841255908 PO Box 630 Boulder co 80306

View 11TH & ASHLLC 841263917 1615 CALIFORNIA ST #707 DENVER co

View 11TH JUDICIAL DISTRICT 840699165 136 JUSTICE CENTER ROAD #203  CAMON CITY co

View 16TH JUDICIAL DISTRICT 840699172 PO BOX 928 LA JUNTA co 81050

View 18TH JUDICIAL DISTRICT 840616570 133005050UTH POTOMAC STREET ENGLEWOOD co

View 1A SMART START INC. 752447950 4800 PLAZA DRIVE IRVING TX 75063

View 2 CTECHCORP 263021976 4001 5 BELLAIRE STREET \E'ITE:EE HILLS co 80113-5027

View 24 HOUR SIGM LANGUAGE 870696636 14885 WRC 74 Eaton co 80615

View 24-7 EMS 680534304 175 PARFITT WAY N 160 BAINBRIDGEISLAND WA 98110

View 2450 BBC LLC 204008760 1628 14TH STREET #1 B DENVER ca

View 2M CIVIL LOLC 260463818 EOINVERN £S5 DRIVEEAST STEF ENGLEWOOD co

View 3D CONCRETEINC 840954366 8126 EXPLORADOR CALLE DENVER co 80229

View 3-DB NETWORKSINC 262551889 i]ﬁ;\:EST 125 FRONTAGE ROAD FREDERICK co

View 3030 MAIN LLC 205800842 3030 MAIN AVENUE DURANGO co 81301

View 323LINKLLC 320210190 SUITE D-5 FRAMKLIM TN 37067

Vieane 2R COBAMIITING SO TTOMS 241 5042A0 250 Tnterlnrlan Rhed #3580 Rranmfiald (o8] 2001

i T T T =
Manual - U3 seconds to Sessio... ff Contractors & Vend... a‘ REVISED"CDPHEC... < !A *!":g" 1:40 PM

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.



After locating the appropriate contractor, select6vi ewd next t 6s t ha me demisdoart vile
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/Vendor Details - Windows Internet Explorer

®_= 1 hitps state.co.us v 4B 4% 2 -
File Edit Wiew Favorites Tools Help &~

r Favorites |95 @ > gl v & Customize Links &) Free Hotmail & Windows 2 Windows Marketpl... &) Windows Media
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contract insight @
Home Contracts Tasks Employees Vendors Reports Help Log Qut

ContractorfVendor Details

Attachments
@ Link Companies

Contractor/Vendor Name ADAMS COUNTY 4 Company Contacts

FEIN 846000732 S
Street1 7111 EAST 56TH AVENUE 0 View History
Street2 # View Contracts
City COMMERCE CITY @ Back to list
State cO @ Map

Zip ~ View Hews
Country [ create News Alert
Daoing Business As

Phonel x

Phone2

Fax

Web

Contactl

Contact2

Email

Account Number

DUNS

Comments

ActiveYN True

Employee Contact

Vendor Login YN False

User Name 0

Password

Entered By

Entered On Date 5/22/2009 12:00:00 AM

Updated By 0

Updated On Date 5/22/2009 12:00:00 AM

Vendor ID 6409

Sort Type Normal Vendor

Dane & Internet ‘v ®mA00% -

Contractor Additions/Chan ges

Requests for the addition of a new contractorto CMS or changes to an existing
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 withthec o nt r a c t pREI& sdbarifappleeable 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 contractorsunder &G& eamm otr h e
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, completethe 6 Co nt r a c t field inthe neabrd byd
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 amountorin o c ost 0 smbodbdttreateat i on
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,s el ect AfAdd Contract o f Yoowoanaldoe i
choose AAdd Contracto from the menu hefnHotohees crriegehnt osri d
screen.
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ACr eat e damdmtropaawn lisFokavailabld 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.

Commaodities/Goods
Construction
Individual Task Order
Interagency
Intergovernmental
Loans (State as Lender)
Modification
Multi-Party
Personal Services
. Purchase Order (Services <$100K, Goods or Approved Exceptions)
. Real Property
. Revenue (Money from non-State entity)
. Settlement (Amendment or Stand-alone)
. Vendor Agreement (Used only for <$5,000)

CoNoRr®ONE

e S
AWNRFRO

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 ACheat Sheetodo is posted t onintrdnetwebmaget r act Management
http://10.1.0.25/ASD/PUR/CMS/index.html that lists the umbrella record types available by entity type. If you
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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. Itis 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
CDPHEOGs contr act *Thisfield is segrchable byithe public*

Contract Title *

The o6Contract Titled data field iastrecosl.eTtherefaertwo ¢ypes of i d
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 AMast

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 fis ¢ a | year and AMaster Re
original contract routing number. The acronym used for these contract documents in the naming convention is

fi C O N Additional identifiers, such as a project name or number can be added as well. An example of a
Master Recordc ont r a ¢ PSDtMCH C@N Fivy10 Méaster Record 08 FLA 201460 .

Al | ARRA funded Contracts must be identified in the ¢

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 fA20110.

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 AContractor Ahtfietdis searshabelbwtineebcd I n t hi s

FEIN
This data field will auto populate with the contractoc
or edit data in this field.

Contract Administrator *

This field wildl aut o popul ate the Comé¢usarloggedWundérar 6 s n
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 AUnepgauret nbke nt Co n fietddswged thlenterkCOPHIE Gcentract routing number convention
which consists of the fiscal year followed by the agency identification code followed by the contract number.
Anexampleof a contract routiOn3g0 3noumber is A1l FMA 3

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. Anexampleof a contract routiOB80 number i s 0f:

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. | f you do not wuse the field, enter @M

Agency/IHE (Department) Name *
This field will auto populateiDepar t ment of Publ i cDohetaharigdthedante mehisr o n me
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.
e FAA - Dept of Pub Hlth & Environment

FLA - Health - Prevention

FEA - Health - Hazardous Materials

FHA - Health i Disease Control & EPI

FJAT Emergency Preparedness & Response

FMA - Health- Health Facilities

FFA - Health - Consumer Protection
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Effective Date *
Enter the effective date of the originalc ont ract wusing any of-1-202006p| hdWNI hh:
il2. 1. Zhe dafe@ntered in this field is never changed. *This field is searchable by the public*

Expiration Date *

Enter the expiration date of the original contractusingany of t he f ol |-1e2wWilmgd ,f oirln2a/ tls/
or 0 12. TheZ2y8tdnDuSes 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 ofthefollowi ng f or i2t04,00R 1212/ 1/ 20100 o
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 intothe O Noti fy Daysd field informs the syst
expiring. The system defaults to A600 days in this
with the number of notify days to determine on what date to place a reminder on your calendar and send you

an emai l alert (reminder). For exampl e, if the contr
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 al e

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 doll ars and no cents would be entered as A1000

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

16



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 woul d b#hisfieldisseaechabla s thé gulfli©@¢ 0 0 o .

Solicitation Method Use d*

To complete this field, choose the appropriate solicitation method from the drop down list. RFA (Request for
Application) isnotlisted. | f t he met hod usedOt be n provaldah explandtion incthieo o s e
foll owing deleelt @ dt OTHE&ER, ikt er Thidfield idsedrchabld by the gublic*. *

Solicitation Number
Enter the identifying number of the solicitation.

| f this is a Sole Source, was a 0Sole Source Jus

placed in the contract file that includes the mandatory determination steps?
This field reaodr &andgvaroliffyeswu choose AN/ AOG, you do n
following Sole Source questions. | f A Yes d, cont i ntraisfieldis seachdble loyahe publit*i e |

ot
d.

Sole Source Justification

Make a selection from the drop down list which includesfi Aut hori zed by Statuteo, fOl
i llow-on Contract o0,i Ot Bhamedog@eM/icAdf @A Ot her tinuetoatltenexth o sen, co
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 choi
and BI DS Web Statisticso.

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 hasoOooccur

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 Centr al Approvers (downtown) . This field is com
the drop down list.

Program Manager

The O6Program Manager 6 f i e tothpletedh by tcho@singctlee mame aot the indieidual r d
designated to complete the final contractor performance evaluation and rating. The field provides a drop down

|l i st which includes all statewide user s andlstgd, aontgets 0 |
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
C D P HE 6 s¢ractaauting number. *This field is searchable by the public*

Contract Title *

The o6Contract Titled data field is us.eTterefaeriwo ¢ypes of i d
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 AMast

The required contract title naming convention for Master Records begins with the Division and/or Program
acronym, foll owed by the type of contract document ,
original contract routing number. The acronym used for any type of construction contract document in the
nami ng ¢ onv e n tAddiional identifiérs €idhdas a project name or number can be added as well.

An example of a Master Recordc o nt r a ¢ PSDtMCH C@N Fiy 19 Méster Record 08 FLA 201460 .

Al | ARRA funded Contracts must be identified in the ¢

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 A20110.

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 AContractor Abhtfietdissearshabletbwtinegebcd 1 n t hi s
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FEIN
This data field will auto populate with the contractoc
or edit data in this field.

Contract Administrator *

This field will auto popul ate the Contract Writerds
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 AUnepgauret nbkent Co n fietddsawged tdlenterkCeDrPAH Ecbngract routing number convention
which consists of the fiscal year followed by the agency identification code followed by the contract number.
Anexampleof a contract routiOn3g0 3nbumber is A1l FMA 3

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 ofacontract r out i ng num®EW8 i s fAill FMA

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 A N/ A0 .

Agency/IHE (Department) Name *
This field will auto populateiDepar t ment of Public Health & Environme
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 HIth & Environment

FLA - Health - Prevention

FEA - Health - Hazardous Materials

FHA - Health i Disease Control & EPI

FJAT Emergency Preparedness & Response

FMA - Health- Health Facilities

FFA - Health - Consumer Protection

Effective Date *
Enter the effective date of the original contract usinganyoft he f ol | owi Rleg2 Oflc0roma tfisl;2 / ill 2
fil2. 1. Zhe dafe@ntered 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 forma t s -1-2f01120 0 , n12/ 1/
or A12. The2yBtdndudes 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. Usetheany of t he f ol |-1e2wilng ,f ofirln2a/ tls/ ;2 Ofil1020 o
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 O6Notify Daysd field inf
expiring. The system def aCME tses the expifat®® date df ahg sontrach, aldndp i s
with the number of notify days to determine on what date to place a reminder on your calendar and send you

an emai l alert (reminder). For exampl e, i f Idihsettoc6d nt r
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 al e

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

t housand doll ars and no cents would be entered as fA1C

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 woul d b#hisfieldieseaechabla s/ thé guldli€r 0 0 o .

Solicitation Method Used *

To complete this field, choose the appropriate solicitation method from the drop down list. RFA (Request for
Application) isnotlisted. | f t he met hod usedOt be n provaldanh explandtion incthieo o s e
foll owing $éelee¢dt edt OBHER,] f e nt eThis field is sebtehable bydthe puble*d o . *
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Solicitation Number
Enter the identifying number of the solicitation.

I f this is a Sole Source, was a 0Sole Source Jus
placed in the contract file that includes the mandatory determination steps?

This field requiresafi Ye 8 Nowd Aangwdrol f you choose AN/ AOG, you do not
following Sole Source questions. | f A Yesd, cont i ntThkisfieldis seachdble llydhe publit*i el d .

Sole Source Justification

Make a selection from the drop down list which includesi Aut hori zed by Statuteo, 0Ol
i 8lowm-on Contract o0,i Ot bhawmdogeM/cAdf AOt herd was chosen, co
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 choi
and BI DS Web Statisticso.

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

dat e of the contract, a statutory violation has occurr

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). Thi s field is completed by choosing
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 6Program Manager é field i n tobirgthe mame of theandividua c or d i s
designated to complete the final contractor performance evaluation and rating. The field provides a drop down

l' ist which includes all statewide users and groups on
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?
Allcont racts must clearly iden
unable to answer fAYeso to t

ify these factors. Th 3
[ t

tif e
his question, cont act he
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 fArecertifyodo that the cor
before entering into anothercont r act t er m. Choosing AYeso from the d
contractor has been in compliance with the terms of the contract. Our contractor performance evaluation
documentati on support s -yedrcostradisrmaicd r tail fsioc dtei dimd&.c e r Mu If ti i
basi s. I f you are unable to answer fAYesO to this que

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 ¢

Choose the appropriate rating from the drop down | i s
ABel ow St andar doThianatohg igitietresuit df ahe fihal 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 ofthef ol | owi ng -1-20 In®ad ,s
n12/1/20100 or fAl2.1.20100.

Did the Contractor/Vendor submit responses to the Final Rating?
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This data field is completed by choosimBeepodhees dVYeasud
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*

DidtheContr act or / Vendor submit comments as to the St
As part of the Contractor Performance Evaluation process, Contractors have the right to comment on the
Department 6s performance during the Noontfram tmher idod.p
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 Acopy and pasteo responses/ comments
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; i 1-22 0 1 0 0 , 12/ 1/ 201006 or i
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 theformdev el oped by the State Cont r €28ICe2Névemb&f f i c
2009) . This form is available on the State Controll e
from the drop down | i st. I f A Yitensisb he maintamedrindhe coatact fileo f  t

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 AYesd or ANoOG sftrrom Itfh el Ydersoop, daownar d copy of th
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 ldentification Number
The system assigns a unique number to each contract record created. This number is used as part of
CDPHEOGs contr act *Thisfield is searchable mithe public*

Contract Title *

The o6Contract Titled data field is us.eTterefaeriwo ¢ypes of i d
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 AMast

The required contract title naming convention for Master Records begins with the Division and/or Program
acronym, foll owed by the type of contract document ,
original contract routing number. The acronym used for Individual Task Order in the naming convention is

fi | T @dditional identifiers, such as a project name or number can be added as well. An example of a Master
Recordc ont r a c PSDIMCH IT@ FYilGsMaster Record 08 FLA 201460 .

All ARRA funded Contracts must be identified in the contracttit | e . fARRAO must be | i st

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 mustbeent ered is A20110.

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 AContractor Abhtfieldissearshabetbwtinegebcd i n t hi s

FEIN
This data field will auto populate with the contractoc
or edit data in this field.

Contract Administrator *
This field will auto popul ate the Contract Writeraos r
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.

Unigue Department Contract Number

The fAUneipgauret nbe nt Co n fietdésaged tdlentertkCeDrPAH Econsract routing number convention
which consists of the fiscal year followed by the agency identification code followed by the contract number.
Anexampleof a contract routiOn3g03ndumber is A1ll FMA 3

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 contractroutin g number @031 l11 FMA 3

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 . I f you do not wuse t

Agency/IHE (Department) Name *
This field will auto populate i Depar t ment of Public Health & Environme.]
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.
e FAA - Dept of Pub Hlth & Environment

FLA - Health - Prevention

FEA - Health - Hazardous Materials

FHA - Health i Disease Control & EPI

FJA1 Emergency Preparedness & Response

FMA - Health- Health Facilities

FFA - Health - Consumer Protection

Effective Date *
Enter the effective date of the original contract using any ofthefol | owi ng f-a-2na0&8, Hl2/ 1/:
Al2. 1. Zhe dafe @ntered in this field is never changed. *This field is searchable by the public*

Expiration Date *

Enter the expiration date of the original contractusingany of t he f o 12-1e2wWilmg ,f oirln2a/ tls/
or A12. The2y8tdndudes 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. Usetheany of t he f ol |-1e2wiln0g ,f ofirln2a/ tls/ ;2 Ofil1020 o
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 O6Notify Daysd field inf
expiring. The system def aul t ssthe expifat®® date df ahg sontrach, aldndp i s
with the number of notify days to determine on what date to place a reminder on your calendar and send you

an emai l alert (reminder). For exampl e, i f t hsettoc6Ont r
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 al e

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 I nformation Technology related services and goods,

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 dollarsand nocentswoul d be entered as f100000.

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 haModoccur

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 Centr al Approvers (downtown) . This field is conm
the drop down list.

Program Mana ger

The OProgram Managerd field in the contract record
designated to complete the final contractor performance evaluation and rating. The field provides a drop down
list which includes all statewideusers and groups on the system. I f the

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 theatdedd, dboAmo v e s
Bel ow Standar do Thisratingfis$he esuld o thedfibal 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 notificatl206tba00, E
n12/1/201006 or Al2.1.20100.

Did the Contractor/ Vendor submit responses to the Final Rating?

This data field is completed by choosimBesepothees dYead
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 Acopy an dreceie fFdmahe contactop aomcarreng thefioanme nt s
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
AContractor /[ \COPHEwill @lso beil @ Isdt ed as t h eigeAay/BHEBE Ogpariment) Ndmeo 0
field. Do not change this. Choose the correct agency code for your Divisionint h @Agercy/IHE (Department)
Codeofield. 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
CDPHEOGs contr act *Thisfield is segrchable byithe public*

Contract Title *
The o6Contract Titled data field i s us.eTherefarriwo ¢ypes pf i d
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 Redordesr mfee safobrmatibMast

The required contract title naming convention for Master Records begins with the Division and/or Program
acronym, foll owed by the type of contract document

original contract routing number. Theacr onym used for I nteragency Agr eeme

Additional identifiers, such as a project name or number can be added as well. An example of a Master
Recordc ont r a c PSDIMCH IA&Y10 Igastér Record 08 FLA 201460 .

Al | ARRA funded Contracts must be identified in the

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 A20110.

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 AContractor ABhis fietd is searshabzibwtineqpebbc® i n t hi

FEIN

C

S

This data field will auto popul ecoréissaved. iYoutale analbtedorentera c t ¢

or edit data in this field.

Contract Administrator *

This field will auto popul ate the Contract Writeros
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 AUnepgauret nbent Co n fieldaswded thlenterkCeDrPAH Econgract routing number convention
which consists of the fiscal year followed by the agency identification code followed by the contract number.
Anexampleof a contract routiOn3g03ndumber is fAl1ll FMA 3

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. Anexampleof a contract routiOB0 number i s

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 t he encumbrance number. I f you do not wuse the

Agency/IHE (Department) Name *
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This field will auto populate i Depar t ment of Public Health & Environme:]
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.
e FAA - Dept of Pub Hith & Environment

FLA - Health - Prevention

FEA - Health - Hazardous Materials

FHA - Health i Disease Control & EPI

FJA1 Emergency Preparedness & Response

FMA - Health- Health Facilities

FFA - Health - Consumer Protection

Effective Date *
Enter the effective date of the originalc ont ract wusing any of-1-2062006p| RdWNI hH:
Al2. 1. Zhe dafe @ntered in this field is never changed. *This field is searchable by the public*

Expiration Date *

Enter the expiration date of the original contractusingany of t he f ol |-1e2wWilmg ,f oirln2a/ tls/
or A12. The2y8tdndudes 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. Usetheany of t he f ol [F1e2wilnOg ,f oirln2a/ tls/ ;2 Ofil1020 o
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 ONotify Dayso6 fieldisinf
expiring. The system defaults to fA600 days in this
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). Forex amp | e, if the contract ends on 12/ 1/ 1
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. Enter i ng 606 i n this field wi

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 A1lC

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 woul d b#hisfieldiseseaechabla s/ thé pgulfli©® 0 0 o .

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 ldentification Number
The system assigns a unigue number to each contract record created. This number is used as part of
CDPHEOGs <contr act *hisfield is searchable byithe public*

Contract Title *

The 6Contract Titled data field is us.eTtherefaertwo ¢ypes pf i d
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 AMast

The required contract title naming convention for Master Records begins with the Division and/or Program

acronym, foll owed by the type of contract document ,

original contract routing number. @ The common contract document acr ony ms used ar e
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I ntergovernment al C oasktOrdars which asenodly uBetl @i0Lockl dPublic Health Agencies.
Additional identifiers, such as a project name or number can be added as well. An example of a Master
Recordc ont r a ¢c PSDIMCH TGeFY10dMasier Record 08 FLA 201460 .

AllARRAfundedContracts must be identified in the contract

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 fi20110.

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 AContractor Abhifietdisgearshabibwatiheqpublich i n t hi s

FEIN
This data field will auto popul ate with t leanabdedoenteract c
or edit data in this field.

Contract Administrator *

This field wildl auto populate the Contract Writerés n
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 AUnepgauret nbe nt Co n fietddswged tiNenterkCeDrPAH Ecbngract routing number convention
which consists of the fiscal year followed by the agency identification code followed by the contract number.
Anexampleof a contract routiOn3g03nbumber is A1l FMA 3

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. Anexampleof a contract routiO80 number i s #f:

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 numbe r . I f you do not use the field, ent el

Agency/IHE (Department) Name *
This field will auto populate i Depar t ment of Public Health & Environme
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.
e FAA - Dept of Pub HIth & Environment

FLA - Health - Prevention

FEA - Health - Hazardous Materials

FHA - Health i Disease Control & EPI

FJA T Emergency Preparedness & Response

FMA - Health- Health Facilities

FFA - Health - Consumer Protection

Effective Date *
Enter the effective date of the originalc ont ract wusing any of-1-2062006p| RdWNI hH:
il2. 1. Zhe daf@ntered in this field is never changed. *This field is searchable by the public*

Expiration Date *

Enter the expiration date of the original contractusingany of t he f ol |-1e2wiln0g ,f ofirln2a tls/
or A12. The2yBtdndudes 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. Usetheany of t he f ol |-1e2wiln0g ,f ofirln2a/ tls/ ;2 Ofil1020 o
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 O6Notify Daysd field inf
expiring. Thesyst em def aults to fi600 days in this field. CWM

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 contractends on 12/ 1/ 11 and the O0Not
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 r ecei viwiilgendratee remimderemailal e
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 I nformation Technology related services and goods,

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

t hhousand doll ars and no cents would be entered as fn1C

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 woul d b#hisfieldiseseaectablaly thé duiflié* 0 0 0 .

Solicitation Method Used *

To complete this field, choose the appropriate solicitation method from the drop down list. RFA (Request for
Application) isnotlisted. | f t he met hod usedOt ben provaldah explandtion inctheo o s e
following $eleé¢dt ¢edt OEHER)] f ent eThisfield s sedMehable bydthe puble*d o . *

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 violat i one shoa sodro ciicNior

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 Centr al Approvers (downtown) . This field is com
the drop down list.

Are Services ANTICIPATED to Occur Outside of Colorado? *
To complete this data field, choose fYessoolctaiondrNo o0 b as
Vendor Disclosure Statement.

Are Services ANTICIPATED to Occur Outside of the US? *
Tocompl et e this data field, choose AYesoO osolicialomor based
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.

33



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 O6Program Managerdé field in the contract record
designated to complete the final contractor performance evaluation and rating. The field provides a drop down
l' ist which includes all statewide users and groups O]

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 2
All contracts must clearly identify these factors. Theanswer choi ces are fAiYeso, ANoOoO
unabl e to answer AYesoO to this question, cont act t he

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 fArecertifyo that the cor
before entering into another contractsté@rmcerChobdbosahec
contractor has been in compliance with the terms of the contract. Our contractor performance evaluation
documentation supports -ehdrs daoretcreadtid i mwmdti omloso Ma |l firi
basis. fyou ar e unable to answer fiYes0O to this question,

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 listt. The <choi ces are FfANot yet r e
ABel ow St andar doThianatohg igitietresuit df ahe fihal 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 notificatl26td 0o, E
n12/1/20100 .or fAl2.1.20100

Did the Contractor/Vendor submit responses to the Final Rating?

This data field is completed by choosimBeepohees dVYeawd
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 c oethecontragt? as t o
As part of the Contractor Performance Evaluation process, Contractors have the right to comment on the
Department 6s performance during the contract period.
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-228KC82N&¢enmbére Cc
2009) . This form is available on thel 8taheo€f€enfifebkbe
from the drop down | i st. I f AYesd, a hard copy of ttF
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 Acopy and past eodo nteadopanmcareng thefloanme nt s
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
documentused or the reason for the modificati onabouttBeee se
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 unigue number to each contract record created. This number is used as part of
C D P HE 6 #¢ractaauting number. *This field is searchable by the public*

Contract Title *

The 6Contract Titled data field is us.eTterefaeriwo ¢ypes of i d
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 fAMast

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 taMds fier R e c o rhy dthe driginall contracidrouting number. The common modification
acronymsusedar e fAAMDO for Amendment s, AOPLO for Option L
Additional identifiers, such as a project name or number can be added as well. An example of a Master
Recordc ont r a c PSDIMCH AMD #1 RENEW FY10 to Master Record 08 FLA 201460 .

Al'l ARRA funded Contracts must be identified in the c
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 fA20110.
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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 AContractor AThifietdisgearshabtbwtinegpebbch | n t hi s

FEIN

This data field willautopopu | at e wi th the contractorés FEI N when t he
or edit data in this field.

Contract Administrator *

This field will auto popul ate the Contract Writerds
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 populateiDepar t ment of Public Health & Envisr onme
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.
e FAA - Dept of Pub Hlth & Environment

FLA - Health - Prevention

FEA - Health - Hazardous Materials

FHA - Health i Disease Control & EPI

FJA 1 Emergency Preparedness & Response

FMA - Health- Health Facilities

FFA - Health - Consumer Protection

Unigue Department Contract Number

The AUnepgauret nbe nt Co n fietddswged tiNenterkCeDrPdH Ecbngract routing number convention
which consists of the fiscal year followed by the agency identification code followed by the contract number.
Anexampleof a contract routiOn3g0 3noumber is A1l FMA 3

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. Anexampleof a contract routiOB80 number i s 0@:

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. Ifyoudonotuset he f i el d, enter AN/ AO.

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,
ADraft o, AUnderf &evBewbat Resdi agd AApproved?o.

Approval Date or Final Signature Date
Enter the date the modification was approved or signed. Usethef ol | owi ng -0 Im@ad ,s ;A H2A//21/
A12.1.20100.

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 hasodooccur

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
Department 6s Contr actioorn Pperrofcoersnsa.n c eSektv atlhuiast fi el d t o
performed as required when modifying a contract to renew. If the modification does not involve a renewal
choose AN/ A0 from the drop down I ist.

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 fi Y efrom the drop down list and go into the Master Record

and enter the LATEST Performance End Dat e andinthetiaa N Ent
fieldtttedi Has t his Contractadhe en oReheorgteiafrifaice sfoorf r omlifthdhe d
modi fication does not involve a renewal choose AN/ A0

Does this Modification CHANGE the DOLLAR amount of the Contract?
Complete the field byomdhedropdowniist. A Yesd or ANoo fr

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 exampleisff1 0 0 0 0 0 .

Dollar amounts are entered in the system without the dollar sign, without commas and without the cents. For
example, i f adding ten thousand dollars and no cents

When doll ars are either added or subtracted from the
Amount 6 field in the MasTheupdaReeyuresad manuascalculaten tagridesat tieed .
new cumulative amount and manual data entry of that amount.

Does this Modification change the length of the Contract?
Complete the field by choosing AYeso or ANooO from t he

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

foll owing -1-20 Im@ad ,s ;A HN2A/21/ 2 0 1When tleerexpifatlod date of2 Oobtxd is changed
thenewdatemust al so be ent eTr eRlerifnaroma rhcee 6BHPAJT Elsat e6 f i el d

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
CDPHEOG6s contr act *Thisfield is searchable bylthe public*

Contract Title *

The o6Contract Titled data field i s ecosleTtherefareriwo ¢ypes pf i d
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 fAiMast

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 y e a r and AMaster Recor (
original contract routing number. Thec o mmon contr act acr oAdditionaludsngfiérs, sush a8 C ON
a project name or number can be added as well. An example of a Master Recordc ont r a c PSDXMCHI e
CON FY10 Master Record 08 FLA 201460 .

Al | ARRA funded Contracts must be i dentified in the ¢

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 A20110.

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 sectionti t | ed A Contractor Addi ti*dhsdidldishanges
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
AContractor Additions/ Changeso 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
AContractor Additions/ Changeso in this manual

FEIN
This data field will auto populate with the primary contract or 6 s FEI N when the record i
to enter or edit data in this field.

Contract Administrator *

This field wildl auto populate the Contract Writerés n
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 AUnepgauret nbke nt Co n fietddsaged thlenterkCeDrPAH Ecbngract routing number convention
which consists of the fiscal year followed by the agency identification code followed by the contract number.
Anexampleof a contract routiOn3g0 3noumber is A1l FMA 3

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. Anexampleof a contract routiOB80 number i s 0f:

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. I f you do not wuse the field, enter i

Agency/IHE (Department) Name *
This field will auto populate i Depar t ment of Public Health & Environme.]
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 HIth & Environment

FLA - Health - Prevention

FEA - Health - Hazardous Materials

FHA - Health i Disease Control & EPI

FJAT Emergency Preparedness & Response

FMA - Health- Health Facilities
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e 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 originalc ont r act wusing any of-1-262006p| hdDWNI DH:
fil2. 1. Zhe dafe@ntered in this field is never changed. *This field is searchable by the public*

Expiration Date *

Enter the expiration date of the original contractusingany of t he f ol |-1e2wWiln0g ,f oirln2a tls/
or fA12. The2y8tdnDudes 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. Usetheany of t he f ol |-1e2wiln0g ,f ofirln2a/ tls/ ;2 Ofil1020 o
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 O6Notify Daysd field inf
expiring. The system defaultstoi 6 00 days i n this field. CMS wuses th

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 12/1/11and t he o6 Noti fy Days
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 remmmieiemailal e
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 contractis 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 I nformation Technology related servwrlggts and goods,

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 dol | ars and no cents would be entered as 110000

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 woul d b#hisfieldiseseaechabla s thé pgulfli©® 0 0 o .

Solicitation Method Used *

To complete this field, choose the appropriate solicitation method from the drop down list. RFA (Request for
Application) isnotlisted. | f t he met hod usedOt be n provaldanh explandton incthieo o s e
foll owi ng deiecteldd QTIHERe, d efinltfer t hhés fidWldstséachthbleuby thedpablic*  *

Solicitation Number
Enter the identifying number of the solicitation.

| f this is a Sole Source, was a 0Sole Source Jus

placed in the contract file that includes the mandatory determination steps?
This field reayodr &angvaroliffyeswu choose AN/ AOG, you do not
following Sole Source questions. | f A Yes o, cont i ntThisfieldis seachable bydhe publit*i e | d .

Sole Source Justification

Make a selection from the drop down list which includesi Aut hori zed by Statuteodo, nOl
fiéllow-on Contract o0,i Ot bhememdogie N/c A d f i Ot her O uewoatle naxth o s e n, coO
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 choi
and BI DS Web Statisticso.

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 hasooccur

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 Centr al Approvers (downtown) . This field is

the drop down list.

Are Services ANTICIPATED to Occur Outside of Colorado? *

Tocompletethi s data field, choose AYesoOo or i N csdlicitétiansoe d

Vendor Disclosure Statement.

Are Services ANTICIPATED to Occur Outside of the US? *

c

on

To complete this data field, c¢hoo previdédYhehe solichationd&rNo 0

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 OProgram Managero6 field in the contract record
designated to complete the final contractor performance evaluation and rating. The field provides a drop down
Il i st which includes all statewide users and groups O]

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?
Al | contracts must clearly identify

t factors. T
unable toesdswertfilYs question, contac

hese
t the Contracts
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
theendof the term, we must Arecertifyo that the contrac
before entering into another contract term. Choosi ng
contractor has been in compliance with the terms of the contract. Our contractor performance evaluation
documentation supports -ehdrs daoretcreadtid i mwmdti omloso Ma |l firi
basi s. |l f you are unabl e to answersPéarfgrmante Mamaget hi s qu e

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 | i s
MBel ow Stamd aff 2toaThid ratingli©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 notificadl-2O6h0o, E
An12/1/201006 or Al2.1.20100.

Did the Contractor/Vendor submit responses to the Final R ating?

This data field is completed by choosimBeepohees dVYeasn
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
As part of the Contractor Performance Evaluation process, Contractors have the right to comment on the
Department 6s performance during the contract period.
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 devel oped by-228K&2N&¢entbére Coc
20009) . This form is available on the State Controll e
from the dr op do wardcopyiofshe disputd documie¥itanssdhe maintaimed 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 Acopy and pasted responses/ comment s
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 unigue number to each contract record created. This number is used as part of
CDPHEOGs <contr act *hisfield is searchable bylthe public*

Contract Title *

The o6Contract Titled data field is us.eTtherefamerwo ¢ypes gf i d
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 fAMast

The required contract title naming convention for Master Records begins with the Division and/or Program

acronym, foll owed by the type of contract document ,
original contract routing number. The common contract document acr ony m us ed AdditionalC ON
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identifiers, such as a project name or number can be added as well. An example of a Master Record contract
t i t IP8D MCs CA@N FY10 Master Record 08 FLA 201460 .

AARRA funded Contracts must be ident i feddidtinithatite.he con
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 A20110.
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 tiolredddCbhonat €h an g'ehs feldiisisearchablesy thegpublica |

FEIN

This data field will auto populate with the contractoc
or edit data in this field.

Contract Administrator *

Thi s field will auto popul ate the Contract Writerds nc:
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 AUnepgauret nbke nt Co n fietddsawged tdlenterkCeDrPAH Ecbngract routing number convention

which consists of the fiscal year followed by the agency identification code followed by the contract number.
Anexample ofacontract routi ng numi®e8r0 3ios A11 FMA 3

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. Anexampleof a contract routiO80 number i s #f:
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. |l f you do not wuse t
Agency/IHE (Department ) Name*

This field will auto populate De par t ment of Public Health & Environmen

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.
e FAA - Dept of Pub Hlth & Environment

FLA - Health - Prevention

FEA - Health - Hazardous Materials

FHA - Health i Disease Control & EPI

FJA T Emergency Preparedness & Response

FMA - Health- Health Facilities

FFA - Health - Consumer Protection

Effective Date *
Enter the effective date of the originalc ont ract wusing any of-1-20600f oRll@8wWilh@g!
fil2. 1. Zhe dafe@ntered in this field is never changed. *This field is searchable by the public*

Expiration Date *

Enter the expiration date of the original contractusingany of t he f ol |-1e2wWilmgd ,f oirln2a/ tls/
or A12. 1The&sPsieM ases 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. Usetheany of t he f ol |-1e2wiln0g ,f ofirln2a/ tls/ ;2 Ofl1020 o
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 ONotify Dayso6 field inf
expiring. The system defaults to 600 dfahg sontrach aldndp i s
with the number of notify days to determine on what date to place a reminder on your calendar and send you

an emai l alert (reminder). For exampl e, if the contr
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 al e

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 contract?
If the contract is to purchase computer software, computer hardware, maintenance, support or a combination
of I nformation Technology related services and goods,

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 fAlC

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 woul d b#®hisfieldisseaechable s/ thé gulfli® 0 0 o .

Solicitation Method Used *

To complete this field, choose the appropriate solicitation method from the drop down list. RFA (Request for
Application) isnotlisted. | f t he met hod usedOt be n provaldanh explandton incthieo o s e
foll owing $eleé¢dt ¢edt OBHER,] f e nt eThis field is sebtehable bydthe puble*d o . *

Solicitation Number
Enter the identifying number of the solicitation.

| f this is a Sole Source, was a 0Sole Source Jus

placed in the contract file that includes the mandatory determina tion steps?
This field rBNodr & ahégwBroliffes®@u choose AN/ A0, you do not
following Sole Source questions. | f AYes o, cont i ntrhisfieldis geachdble llydhe publie*i el d .

Sole Source Justification

Make a selection from the drop down list which includesi Aut hori zed by Statuteo, 0Ol
i 8llowm-on Contract 0,i Ot bhawwmdogeMcAdf AOt herd was chosen, <co
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 choi
and BI DS Web Statisticso.

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 hasodooccur
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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 Centr al Approvers (downtown) . This field is c¢omj
the drop down list.

Are Services ANTICIPATED to Occur Outside of Colorado? *
To complete this data field, c h diangprevidédYhdhe solickation@drNo 60 b a s
Vendor Disclosure Statement.

Are Services ANTICIPATED to Occur Outside of the US? *
To complete this data field, choose fiYessolctaiondrNoo0 b as
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 O6Program Manager6 field in the contract record
designated to complete the final contractor performance evaluation and rating. The field provides a drop down
list which includes all statewideuser s and groups on the system. I f the

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. T
unable to answer fAiYesoO to this qQqueshthagemn, contact the

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 omplied with thé reduiseents &f the corttrdice c o r
before entering into another contract term. Choosi ng
contractor has been in compliance with the terms of the contract. Our contractor performance evaluation
documentation supports -tehars doretcreadtid imwadti omloso WMalfir
basi s. I f you are unable to answer fAYesdO to this que

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 | i s
ABel ow St andar doThianatimhg iditietresuit df ahe fihal 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 Contrac t Writer with the date of notificati on. -1-2BnltOedr,
An12/1/20100 or fAl2.1.20100.

Did the Contractor/Vendor submit responses to the Final Rating?

This data field is completéadiobyfcbomoshbBedepphad®wd Yk &8
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
As part of the Contractor Performance Evaluation process, Contractors have the right to comment on the
Department 6 s per formance during the contract period. C
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 Acopy and pasted responses/ comment s
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 completethef or m devel oped by the State Co228Cva@Novembbeb s O
2009) . This form is available on the State Controll e
from the drop down | i st. | docurfievitensisb he maintamedrindhe coatact fileo f  t I
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 ldentification Number
The system assigns a unigue number to each contract record created. This number is used as part of
CDPHEOGs <contr act *hisfield is searchable bylthe public*

Contract Title *

The o6Contract Titl ed datfeatidniofethe dontrast recosl.eTtherefamertwo ¢ypes pf i d
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 fAMast

The required contract title naming convention for Master Records begins with the Division and/or Program
acronym, followed by the type of contr a c t document , the fiscal year and
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original contract routing number. Thec ommon contr act acr oAdditionalidentifiersisach i CO
as a project name or number can be added as well. An example of a Master Recordcont r actPSD i t |
MCH CON FY10 Master Record 08 FLA 201460 .

Al | ARRA funded Contracts must be i dentified in the ¢

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 fi20110.

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 AContractor Abhifietdisgearshabibwatiheqpublich i n t hi s

FEIN
Thisdatafiel d wi |l | auto popul ate with the contractoros FEI
or edit data in this field.

Contract Administrator *

This field will auto popul ate the Contract Wwundérar 6s r
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 AUnepgauret nbent Co n fielddswded tdlenterkiCeDrPdH Econsract routing number convention
which consists of the fiscal year followed by the agency identification code followed by the contract number.
Anexampleof a contract routiOn3g03ndumber is fAll FMA 3

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. Anexampleof a contract routiO80 number i s fA:

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 . |l f you do not wuse t

Agency/IHE (Department) Name *
This field will auto populate i Depar t ment of Public Healt h e&hantemvhisr o n me |
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.
e FAA - Dept of Pub HIth & Environment

FLA - Health - Prevention

FEA - Health - Hazardous Materials

FHA - Health i Disease Control & EPI

FJA T Emergency Preparedness & Response

FMA - Health- Health Facilities

FFA - Health - Consumer Protection

Effective Date *
Enter the effective date of the originalc ont r act wusing any of-1-2062006p| RdWNI hH:
il2. 1. Zhe daf@ntered in this field is never changed. *This field is searchable by the public*

Expiration Date *

Enter the expiration date of the original contractusingany of t he f ol |-1e2wiln0g ,f ofirln2a tls/
or A12. The2yBtdnDudes 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. Usetheany of t he f ol |-1e2wiln0g ,f ofirln2a/ tls/ ;2 Ofil1020 o
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 ent er ed iield iofornishhe systénowheénftos notiy ayqusthéat te contract is
expiring. The system defaults to A60060 days in this
with the number of notify days to determine on what date to place a reminder on your calendar and send you

an emai l alert (reminder). For exampl e, if the contr
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 al er

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 contractis 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 doll ars and no cents would be entered as fA1C

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 woul d b#hisfieldisseaechable s thé gulfli® 0 0 o .

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 hasoOooccur

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 Centr al Approvers (downtown) . This field is conm
the drop down list.

Program Manager

The O0Program Manag ¢racthrecdrd is tothpletedh by tchoasingctlee mame 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. Ifthe employe e s name i s not
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 so6ze bh
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
feet) or AAcCcreso.

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

exampl e, ten thousand doll ars and no cents would be e

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 lIdentification Number
The system assigns a unique number to each contract record created. This number is used as part of
CDPHEOG6s contr act *Thisfield is searchable bylthe public*

Contract Title *

The o6Contract Titled data field is us.eTtherefaerwo ¢ypes gf i d
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
intothe system as Master Records. See section AMaster R

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 A Mast er Recordo f
original contract routing number. Thec o mmon contr act acr oAdditionaludengfieérs, sush a8 C ON
a project name or number can be added as well. An example of a Master Recordc ont r a c tPSDXMCHI e
CON FY10 Master Record 08 FLA 201460 .

Al | ARRA funded Contracts must be i dentified in the ¢

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 fi20110.

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
AContractor Additi on s /*Chsdiaddseseahableby thehpubtic* ma n u a |
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FEIN
This data field will auto populate with the contract or 6 s FEI N when the record is s
or edit data in this field.

Contract Administrator *

This field will auto popul ate the Contract Writerds
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 AUnepgauret nbkent Co n fietddsawged tdlenterkCeDrPAH Ecbngract routing number convention
which consists of the fiscal year followed by the agency identification code followed by the contract number.
Anexampleof a contract routiOn3g0 3nbumber is A1l FMA 3

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. Anexampleof a contract routiOB80 number i s 0fA:

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. I f you do not wuse t

Agency/IHE (Department) Name *
This field will auto populate i Depar t ment of Public Health & Environme.]
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.
e FAA - Dept of Pub Hlth & Environment

FLA - Health - Prevention

FEA - Health - Hazardous Materials

FHA - Health i Disease Control & EPI

FJA1 Emergency Preparedness & Response

FMA - Health- Health Facilities

FFA - Health - Consumer Protection

Effective Date *
Enter the effective date of the originalcont ract wusing any of-1-20&8006p|l AidWNI Dhh:
Al2. 1. Zhe dafe @ntered in this field is never changed. *This field is searchable by the public*

Expiration Da te*

Enter the expiration date of the original contractusingany of t he f ol |-1e2wiln0g ,f ofirln2a tls/
or A12. The2yBtdndudes 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. Usetheany of t he f ol |-1e2wilng ,f ofirln2a/ tls/ ;2 Ofil1020 o
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 O6Notify Dagusthat tHeicantradt isi n f |
expiring. The system defaults to A60060 days in this
with the number of notify days to determine on what date to place a reminder on your calendar and send you
anemailalert (reminder) . For exampl e, if the contract enc
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 receivingthe e mai | alert. Entering 606 in th

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 O6Program Managerdé field in the contract record
designated to complete the final contractor performance evaluation and rating. The field provides a drop down
l'ist which includes all statewide users and groups O]

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:

e ACUMULATI VE Maxi mbma € o A tremtarthe tot&l amount paid under the contract at
the time of termination.

e (LATEST Performance End Dateoi enter the date the contract was terminated

¢ Note Fieldd- Enter a brief note in the Note fieldthatr eads A Ef f e c ®)ithiseontfattivast t he
terminated due to (state reason and any other det

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 creatingthetask. Tas ks are di splayed on the user
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 t ask, sel ect AfTasks & Emai

 Contract Details - Windows Internet Explorer

@ﬁ' D https state.co us M E
File Edit Wiew Favorites Tools Help & ~
i Favorites | i @ > £

| Contract Details

| d® - Page v Safety ¥ Tools ™ @~

v €| Customize Links &) Free Hotmail €] Windows ® Windows Marketpl... €] Windows Media

»

contract insightQ

Home Contracts Tasks Employees Vendors Reports Help Log Qut

Contract Details

Contract Administrator Polk,Deb
Contract Title EPRD HPP IA FY0910
REGENTS OF UNVERSITY OF

Contractor/Vendor COLORADO

Receiving Agency Initials

FEIN 846000555

Fiscal Year 2010
Next, select t asdaispiayedlitloinl as k d | i nk
Is this a Task Order OR modification OTHER THAN an Amendment for > No

$100K on a pre - 7/1/09 contract?

If Yes, select Task Order or type of modification.

Entered By Polk,Deb

Entered on Date 11/19/2009 3:05:40 PM
Updated By Polk,Deb

Updated on Date

11/19/2009 3:23:24 PM

Automatically chages each time & contract record
is modified.

Attached Files, Documents, Images ¥

S Notes:

elect File:

Attach

Tasks, Alerts, Events, & Workflow ( Add Task =

———
Start NOt'WAIert Date s Status/Complete
days Name

Quarterly

Vendor 7/1/2009 9/29/2009 3 9/26/2009 Deb Polk Open False View
Review

Personal

Services 11/19/200912/4/2009 3 12/1/2009 Deb Polk Open False
Review

Quarterly

=
I
=

Contract Details E = Add Contract

CobbleStone Systems Corp.

s | Deb Polk: 12/14/2009 1:17:20 PM

" Tasks & E-mails

= Price/Cost Schedule
Alert Others
= & Other Parties
~ Assign Departments

Ammime 1 mmmdeim -

The task entry screen will appear.
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CobbleStone Systems Corp.

Task Name
Employee
Start Date
End Date

Hotify Days

Details

lotes

Amount

Task Complete
Status

Approved on Date
Escalate To

Escalate After (Days)
Role or Group

Alternate Email

Entered On Date

Done

Folk, Deb

-select one- v

-select one- v

-select one-
0

-select one- v

Contracter/Vendor Rating | -select one- A
Type -select one- | %
Task D

Entered By Folk. Deb

& Internet

i

1009

Add your task data such as name, dates, description, start and end dates and notify days. Assign it to an

employee.

Your tasks wild/l appear on

the screen.

[ TaskDetal | ‘

B Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out
Task Narne Check on License Agreament L.
Employee Johnson, Andy -
Start Date 6,/10/2009 12;00:00 AM e
End Date 6,/20/2009 12:00:00 AM -
hotify Days 15 "
Details Must raceive this docurmert before renewing confract for additional term, ..
Iotes L.
Amaotnt 0.0000 "
Task Complate Falza "
Status -select one- e
Escalate To Cuneo,Dave e
Escalate After (Days) 10 "
Rale or Group "
Alternate Email -
Task Rafing nfa "
Type nfa -
Task ID 1662
Erfered By Lujan,Brerda
Erfered OnDate  5/25/2009 12:00:00 AM
Updated By Lujan,Brenda
Updated OnDate  5/25/2009 12:00:00 AM
Confract [ 805

t he

Contract

Det ai

S

If the task is not assigned to an employee, the Contract Writer is assigned the task by default.

f orm
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Contract Routing Tasks d 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
havehi s/ her records auto popul atenaFi het&. t indthuogpopdaldtck s wr
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, clickonthee | | ié&d imexit to the task in th
bottom of the ATask and Event Detailsopage you wil | see the ARecuro entry box.

Enter the number of times you want the task to occur, at what interval (months, days, weeks, years) and how

many times,t hen c¢l i ck AAddOo. The display bel tlowitgexamplest r a
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.

Recur (make this task recur from the end date)

Recurevery:| ! | Week(s) jfor| 4 times had ‘

Assigning Tasks to Multiple People
A task can be assigned to more than one person. To assign others to a task, click fAviewoAtnex

the bottom of the @ask and Events Detaildscreenist h &l & r t Ot hleis lpcatedidioextly above the
O0Recurd box.

Alert Others (to this task alert)

S e | eAtett Otliierso . Rlecitlie n@mes of additional employees fromthe 6 Av ai Bmpllcey ees o |
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
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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.

Task: Assign Additional Employees

Assigned Employees

Brennaked, Jim

Bricklayer, Mason

Burns, Scott

Bux, Cindy

Captureyd, Vidionce

Carrollo, Michael

Chander, Pradeep

Chesner, Harald

Contonuo, Filipi hd

Once you have made your employee selections, click t h e & rBeawiterd to return to the dask and Event
Detailsd screen. This will save your selections and place them in the box on the dask and Event Details6
screen.

Alert Others (to this task alert)

Bux, Cindy

To return to the cont r ac toCdnrdcteDiethilsd pradgreupncesrore asshowrtirh e 6 E
the next graphic.
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< TaskDetail - Windows Internet Explorer

@\:,-' B nittps state.co.us “[a]BE*x e |[2]-
File Edit Wiew Favorites Tools Help x &~

T Favorites | w5 & v El ¥ @] Customize Links € Free Hotmall &) Windows 8 \Windows Marketpl. .. &) Windows Media

D TaskDetail . % - B = & - Page~™ Safety ™ Tools~ @+ 7

contract insight @ CobbleStone Systems Corp.
Home Contracts Tasks BEmployees Vendors Reports Help Log Out Deb Polk: 3/16/2010 4:09:30 FM

Task & Event Details - Contract Title: STEPP-AMD 2-FY1011
&, Print
G" [ Alert Others

Contract ID 11430 o
Task Name stuff ¥ Back to Contract Details

Employee Polk,Deb N

Approved on Date . * Delete

Task Complete False -

Status Open e Bl
Start Date 3/20/2010 "

End Date 5/20/2010 "

Notify Days 3 |

Task Creator Notes

Tasked Party Notes
Escalate To

Escalate After (Days) 0
Alternate Email

Contractor/Vendor Rating N
Entered By Polk,Deb

Entered On Date 3/16/2010 4:05:00 PM
Updated By Polk,Deb

Updated On Date 3/16/2010 12:00:00 AM
Amount 0.00 .
Role or Group -
Type -
Task ID 62170

Repeat/Recur {(make this task repeat from the end date)
Recur every: [0 |[Dayis)  [¥for [0 fimes

Done @ Internet & .

Edit Tasks

To edit a t as kdlinkesnghe eonttact detaits scée®hifor the specific task you want to edit. Tasks
are displayed at the bottom of the screen.
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Pl SLELa b U i L f L e R i

Entered By Polk,Deb

Entered on Date 11/19/2009 3:05:40 PM
Updated By Polk,Deb

Updated on Date 11/19/2009 3:23:24 PM
Select File: Notes: Save | | Attach v

Tasks, Alerts, Events, & Workflow  Add Task

N N I I A A
days Name|Name|
Personal
Services 11/19/2009 12/4/2009 3 12/1/2009Deb  Polk Open False
Review
Update
Insurance  12/1/2009 2/1/2010 5 1/27/2010Deb  Polk Open False
Certificate
Final
Performance 7/1/2000  6/29/20103 6/26/2010Deb Polk Open False
Evaluation

Milestone and Checklists  Add Checldist

Price | Cost Schedule  Add Price/Cost Schedule =

enter note: Save MNote

Contract Title ContractID  [view | |

EPRD HPP AMD Mod #1 FY0910 7771 View Remove

D Internet fa v | ®Annos .

Toeditataskfieldval ue, sel ect the 6éd | i nAfterrsavingthetedit, ctl i e¢ ka ppBrac k
the menu on the right side of the screen. You will return to the contract details record.

Task & Event Details A
f f &, Print
@
Task Name Quarter 1 Review Others
Employee Employeel,Colorad
Start Date 7/14/2009 12:00:00

End Date 7/14/2009 12:00:00 AM....
Notify Days 0 S
Details i
Notes

Deleting Tasks

Tasks can be deletedin t he Task and Event Details record as shov
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, clickont he 0 ééxttdthew M ask Compl eted field in
Details record. Choose ATrueod to indicate th [
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 sec
Event Details screen to O0ClIl osetdbérecorMdi s S$Setetlidngitsipéd
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 arecordi s v i Quickk h e
Searchboption on the top menu. This search field is available from any screen in the system.

contract insight Q

Home Contracts Tasks Employees Companies Reports Manage/Setup Help Log &

Quick Search Contracts

Contract ID Title/Name Start Date End Date Company Name Contract_Amount
805 SAP Implementation 7/1/2009 6/30/2010 ADECCO USAINC  View 1000000.0000

4w
ikl

2

=
=)

1

-
=%
(=]
:
g
A

Type in your sear ch Hyolarelistedaas thenGbntraceAdmimistratoé ig the récord 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 ASmitho, the system will edimagreyofalflSmietc
also display records that contain the word ASMitho.
any record in the system for that vendor will displ a:
recood number you enter is 12340, then the system wil/|
contain A12340, which would include records in the ex
You also have the option of searching by specificc r i t er i a. S e lc & c tC o indy ecleatifgish® d / S

&ontracts6 b ut t on menu atthetoprofathe screen.

contract insightQ CobbleStone Systems Corp)
Home Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out Go| colorado Employee1: 5/6/2009 3:56:00 PM
Quick FT
—
Find/Search Contracts

Contra e magadi"T Date End Date Company Name Contract_Amount
805 SAP Implementation 7/1/2009 6/30/2010 ADECCO USAINC  View 1000000.0000

= View All

&, Print
rt

i

= Add Contract

Next, sel ect the field and the <crit er.ilfahe tootradioe nameeisa r ¢ h
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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contract insightQ

Home Contracts Tasks Employees Vendors Reports Help Log Out

Find/Search Contracts
Ry Contractor/\Vendor
EAIEE] VWELD COUNTY

order by [Gontract Title v search
T2 View All
&>, Print
Export
Search Files

Your search results will be displayed as seen below.

Windows Internet Explorer

4 B =
s Dntps state co.us ¥ & |[B]4][x] & e
File Edit Wiew Favorites Tools Help & -
¢ Favorites | i @ v El ¥ @] Customize Links € Free Hotmall &) Windows % \Windows Marketpl. .. &) Windows Media
= - . o
99 ~ @ Contract Find @ Purchasing Inform. .. fi - B I @ - Page~™ Cafety v Tools ™ @~
contract insightQ CobbleStone Systems Corp.
Home Contracts Tasks Employees Vendors Reports Help Log Out co| Deb Polk: 3/18/2010 11:29:47 AM
Contracts ot
Contract ID  Title/Name Start Date  End Date Company Name Contract Amount Modification Amount Notes = View All
| | v [ Bv[]| @~ v | v | 7 7 =, Print
211110-AMDA MOD to add | Ex olrt to
STEPF-AMD 2- SEGUE 510,000, 2/29/10- AMDZ to Exce
el 3/29/2 33002
> 11430 FY1014 3202010 FBVROM hop e TiNG renew for another vear and
add 575,000 Export to
. Shororass Steppe oz . TH% = w9 E M
> 5923 e 912512009 1203112009 ENGINEERING View §2,500.00 E PDF
= COMPANY - Export to
6/30/09- Mo-cost extension
REGENTS OF thru 8/31/08 8/31/08-No- |y,
> 4226 STEPF-IA-FY0910  2/23/2000  B/30/2010  UNVERSITY OF View  §248,600.00 cost extension thru - /Add Contract
COLORADO 12/31/08. 12/3108-No-cost
extension thru 6/2010
REGENTS OF
g -4 -
> 4234 ;,TUE; 1'30 D 6/30/2009  831/2009  UNVERSITY OF 50.00
COLORADO
> 1744 STEPP DIS-CON- 511/2009 B/30/12010 ;SI'E":?IrEJLPC)L}:-'?-‘IFEIST View $50,800.00 éﬂF‘*‘BEgRPF:fDTUOCIIEEBEQ
! FYogaio o e ! ! = e BUDGET FOR 0C. BY
CENTER T
10/1/08- DUE TO EXEC
ORDER D 017 09
g Sl = A A G
5 2053 ;‘Igru“‘ con 81112009 5/30/2010 L‘EE'SF%EE REDUCED BUDGET OF
=2 b CONTRACT BY
5172,848.00.
10/1/08 DUE TO EXEC.
STEFF LHA-TO- ALAMOSA ] ORDER D 017 09
2 T2 8430421 Viev 52
> 2488 FYagdo 711/2009 8302010 Lo Jigw  $24,818.00 REDLCED BUDGET FOR
T.0.BY $472.00
10/1/08 DUE TO EXEC
STEPP LHA-TO- ORDER D 017 09
2492 712 BI30/2 ACA g view $24,997
5 2492 e 7/1/2009 6/30/2010  BACA COUNTY iew  $24,997 00 T TP SRR
T.0.BY 53,449,
COLORADO
- STEFF DIS-CON- NONFROFIT ]
2405 T2 8430421 Viev g T2
> 2495 FYogdo 711/2009 8302010 pE Tl e View 54972000
CTR 3

& Internet ‘A v w1009 -

To view or edit a particular contract, select the O0Vi
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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 |ist can also be exported to your desktor
right menu.

contract insightQ CobbleStone Systems Corp,
Home Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out Go | Colorado Employeel: 5/6/2009 3:56:00 PM

Quick F

e - —
Find/Search Contracts =

Contrap il "t Date End Date Company Name Contract_Amount y

805 SAP Implementation 7/1/2009 6/30/2010 ADECCO USAINC  View 1000000.0000

= Add Contract

Copy a Contract Record
When creating a record for the same entity, usethe 6 Copy 6 f eat ur ©nceyou cepy & recortl, it ime .
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, s el ect 6Copyd from the menu on t he Aliinfptmationsin tdee o f
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 contractr ecor d, c¢cl i ck on t he andcthangesthesnforfnétion. ne xt t
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Contractor/Vendor

Receiving Agency Initials

FEIN

Fiscal Year

Agency/IHE (Department) Name
Agency/IHE (Department) Code
Paying Agency Initials

Program Manager

CMS Identification #

Unique Department Contract
Number

CMS Number

Purchase Order Number
Contract Group/Type
Purchase Category

Is this contract Grant funded?

Goods or for Services?

contract?

If OTHER, enter the Fiscal Rule
Type

Is this a Statutory Violation?
Effective Date of the Contract

Done

Original Contract CLIN Number or

Is this Contract/Grant ultimately for

What Fiscal Rule Type describes this

L TR L N TR T R R R

DENVER HEALTH & HOSPITAL AUTHORITY
N/A

841343242

2010

Department of Public Health & Environment
FLA - HEALTH-PREVENTION

CDPHE

Kinsella, Emily

8352

10 FLA 8352

(No Template) Intergovernmental Agreement COB - 17

Human Services/Social Services
Yes

Services

1/1/2010

Link Contract Records

All modification records must be linked to the corresponding Master Record in the system.

D Internet

Price/Cost Schedule
Alert Others

Other Parties
Assign Departments
Assign L ocations
Hotes

Print

Link Contracts

View History
Templates

Financdials

Company Info

Copy

Home

Delete Contract

ba v &= A Nmos -

To link one contract record to another, locate and open the contract you want to link. Once you have opened

the record, choose 6 Li nk Contractsb®b

contract insight @

Contract Details

Contract Administrator *

Contract Title *

Contractor Aendor *

FEIN

Fiscal Year *

Agency/IHE (Department) MName *
Program Manager

Confract Mumber

Confract Groun/Type
Purchase Category

Is this a Statutory Violation?
Effective Date of the Contract

SAP Implermentation

SAP PUBLIC SERVICE INC

Department of Personnel & Administration

805

Department Confract Number or Original CLIN #
Personal Services COB - 01

[s this a Contract for Goods or for Services? *
What Fiscal Rule Type describes this contract?
If OTHER is selected, enter the Fiscal Rule Type

7/1/2009

t e ecreeme n u

l—

Add Contract
Attachments

Tasks & E-mails
Checklist

Price/Cost Schedule
Alert Others

Other Parties
Assign Departments

Assign Locations
Notes

 ENEREIT

|
e

:

Templates
Financials
Company Info
Copy

Home

¥ BsREL

Delete Contract

on the right

Home Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out G0 | pranda Lujan: 5/25/2009

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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Link C= earch for a contract to link to; then select link

Linked records are displayed at the bottom of the contract record. The linked contract will now be listed as an
fi a s s odcci oant teraadccandbe viewed by s el e c tOLinked cantvactse can be removed by selecting
6Remove. 0

ontract Links (associated contracts) Link Contracts <4

SAP Implementation
SAP Implementation

Remove
Remove

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 i 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 adocument, open a Contract Record and select the
side of the screen.
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Home Contracts Tasks Employees Vendors Reports Help Log Qut
Contract Details

Go | peh Polk: 12/14/2009 2:43:27 PM
—
1

Contract Details

Contract Administrator Hardwick,Chandra i i

Contract Title CCPD-IA-FY0910 Checkdist

Contractor/Vendor REGENTS OF UNVERSITY OF COLORADO [ Price/ Cost Schedule

Alert Others

Receiving Agency Initials NA == ua Other Parties

FEIN 846000555 “ Assign Departments

Fiscal Year 2010 . A"_'q—ss Loelie
5 lotes

Agency/IHE (Department) Name Department of Public Health & Environment .. = Pprint

Agency/THE (Department) Code FLA - HEALTH-PREVENTION .. 24 Link Contracts

Paying Agency Initials CDPHE .. ™ View History

- - J Templates

Program Manager Tamez,Montelle -

CMS Identification # 2755 w4  Company Info

Unique Department Contract Number 10 FLA 2755 e ; Copy

Original Contract CLIN Number or CMS Number 10 FLA 00080 . —

Purchase Order Number s % Delete Contract

Contract Group/Type Interagency Agreement COB - 02 e

Purchase Category Human Services/Social Services .

Is this contract Grant funded? No .

Is this Contract/Grant ultimately for Goods or for Services? Services .

What Fiscal Rule Type describes this contract? Expenditure

The screen will shi fAtt acohetdheFidl es, D doxwneaetmetbatom of theaagads 6

Attached Files, Documents, Images -

I DTS

[

Description Dale

Select File:

Reg

Select O6Browse6 to | ocate the
system allows for attachingor!l i nki ng f il es.
records. Always choose to attach a file.

f i loesharadrdrivs Eahaet Toeha g e
i At t DOES NOT hypertink files b €M u | t

Additionally, you have the option to add notes which will appear in a @escri p t columndnext to the attached
file.

To open an attached file, click on the filename. T oDelgteba file, clickon® e | &t e 0

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, opena Cont r act Re ¢ or dNotegbbuttoa Eomehet t
menu on the right side of the screen or scroll to the bottom of the screen.
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Enter your mtetNog eibn btoxe adn@H sel ect the 6Save Noted bu
the dentry nnathes 6 Nbad ¥dusvi) teeddocstrall 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 OREe
these reports. Deleting these reports removes them from the system for all agencies.
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