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Work Order Contract Checklist
Documents listed below may be found at: http://www.mmd.admin.state.mn.us/
Pre-Contract Processes



Obtain rules for processing work orders from this particular master contract.


Develop scope of work 


Prepare Department of Administration Work Order Certification Form 


Obtain required agency signatures on Work Order Certification Form


For work orders over $100,000, send Work Order Certification Form to Department of Administration for processing  


Submit the scope of work (informal RFP) to required number of contractors (as required by the Department of Administration for this master contract)


Receive written responses for work to be done, each must include separate, sealed cost proposal


For work orders over $100,000, have contractors include a completed Affirmative Action Worksheet.

Contractor Selection



Develop selection criteria


Develop selection committee


Select contractor using Best Value (Minnesota Statutes Section 16C.02, subdivision 4)

Negotiation and Contract Drafting



Select proper work order type (2 or 3 signature, as approved by Department of Administration for this master contract)


Draft work order contract


Send draft to Agency Contract Coordinator or Administration’s Materials Management for review.  (Recommended but not required)


Encumber money in CFMS using document type MWK

Contract Execution


Send required number of copies of the work order (varies by agency) to contractor for signature


Review contractor signatures for legality, completeness, and accuracy


Tab signature pages (use flags or Post-it notes)


Attach routing slip/buck slip with name of originator so contract can be returned directly


Include approved Certification Packet with contracts


Obtain agency signature (person must have official State delegation of authority)


Obtain Department of Administration signature (if required by Department of Administration for this type of work order contract)


Distribute remaining copies

 original to contractor

 original to agency

 photocopy copy to project manager
 


Non-standard Procedures

 Include 16A.15/16C during work order contract execution, when required


Obtain Certificate of Insurance (if required by the master contract)


Send written authorization to contractor that work may begin.

Contract Work Completion


If contract is over $50,000, submit report required by Minn. Stat. §16C.08, subd. 4 (c) to the Commissioner of Administration within 30 days of work completion


If final product of the contract is a written report, send copy to the Legislative Reference Library

Contract File



Maintain the following in the contract file

 Work Order Certification Form

 Selection documentation

 Responses of contractors 

 Affirmative Action Worksheet for Work Order Contracts over $100,000

 Certificate of Compliance from Department of Human Rights (MN Corporations only)

 Certificate of Insurance (if required by the contract)

 16A.15/16C Memo, if required

 Work Order Contract negotiation documentation

 Work Order Contract

 Federal Authorization Document (if Federal money)
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