
CONTRACTOR 

COMPENSATION

SUBMIT PRE-PAYMENT

PAPERWORK MONTHLY
TWO ORIGINALS

SIGNED BY

CONTRACTOR

IDENTIFY CURRENT / FUTURE 

NEED

PERSON SERVICES 

CONTRACT DEVELOPMENT

POSITION 

TASKS & DUTIES

TERMS & CONDITIONS

FINALIZE CONTRACT

  A19

  TIME LOG

  TRAVEL EXPENSES

      REIMBURSEMENT

  ADDITIONAL FORMS 

      AS NEEDED

POTENTIAL IDENTIFIED

INTERVIEW

CONTRACT MUST BE 

COMPLETED PRIOR TO 

BEGINING DUTIES

SIGNATURES

  - EXHIBIT A

  - USE TEMPLATE

  - PURPOSE

  - EXHIBIT B

SOLE SOURCE

DOCUMENT

  - EXHIBIT C

ONE ORIGINAL FOR 

INSTITUTION:

PAUL POPPE

  - NAME  

  - ADDRESS

  - PHONE #

  - FEIN OR SS #

  - LIST # OF PAGES &

        # OF EXHIBITS

FISCAL YR. COMPENSATION

  - TOTAL SALARY

  - WEEKS / YEAR

  - HOURS / WEEK

  - $ / HOUR

  - TRAVEL BUDGET

NEGOTIATIONS

  - RATE

  - TIME 

  - TASKS

POTENTIAL NOT IDENTFIED

INTERVIEW ISSUE & ASSIGN PR #

TWO ORIGINALS 

RETURNED TO 

INSTITUTION
CORRECT & CURRENT

INFORMATION

CONTRACT DEVELOPMENT PROCESS WORKSHEET

  - QUALIFIED

ONE ORIGINAL FOR 

CONTRACTOR

ONE COPY KEPT FOR 

CONTRACTING 

DEPARTMENT

NEGOTIATIONS

  - RATE

  - TIME 

  - TASKS

SOLE SOURCE

JUSTIFICATION

TWO ORIGINALS

SIGNED BY 

INSTITUTION

  - NEWSPAPER AD:

    10 DAYS;  

    DISCRETIONARY

contractor name:

department:

date completed:


