Page | 1

Services Workflow
(Personal, Professional, Consultant)


-End user
-End User Determine need
-End User Determine if Personal, Professional Service or a Consultant is needed
-If Personal Services:
	End user will:
A. Complete an Employee/Independent Contractors Determination Checklist form
B. Complete a Personal Service Contract (Document Library found on intranet)
C. Attach the contractors resume/vita/proposal or statement of work with the Personal Services Contract
D. Forward to Human Resources(HR) for determination and approval
E. Once approved by HR (1 to 3 business days processing time) , they will call End User to come pick up the documents
F. End User will key requisition into Eagle’s Purch and attach documents.
G. Purchasing will review documentation(s) and the requisition and take to Legal Affairs.
H. Legal Affairs will review and if all is correct, send to appropriate signatory for execution.
I. [bookmark: _GoBack]Once executed, Legal Affairs, will return documentation to the Purchasing Department for processing.
J. Purchase Order is issue and is emailed or faxed to the Vendor

If Professional Services
A. The same steps are followed as above except documents do not have to be forwarded to Human Resources.
B. No Employee/Independent Contractors Determination Checklist or Independent Service Contract is needed.
C. A Professional Services Contract must be completed by the end user.
D. Certificate of Insurance is requested as the University deems appropriate.
If A Consultant Service
A. A Consultant Service has to be approved through the Governor’s Office.  
B. The end user must contact with his/her Purchasing Specialist to develop a formal request for permission to enter into a consultancy from the North Carolina Governor’s Office as submitted through the North Carolina Department of Administration, Division of Purchase & Contract (P&C).
C. Upon approval from the Governor’s Office, a competitive bid will be conducted to identify an appropriate service provider.
D. A contract with the successful vendor must be submitted and approved through P&C.
E. A requisition keyed into Eagles Purch by the end user will be processed into a purchase order for the successful vendor by Purchasing.
F. Payment(s) to the successful vendor will be processed by Accounts Payable upon receipt of invoices approved by the end user.
G. A report documenting the success of the consultancy will be generated by the end user and submitted to the Governor’s Office by way of P&C.  

If Educational Consultancy  [footnoteRef:1] [1:  See definition on page 3] 

A. End User develops a set of specifications for the required services and/or obtains a proposal from a preferred vendor.
B. A competitive bid will be conducted through the Purchasing Department if a preferred vendor has not been identified.
C. If a preferred vendor (individual or company) has been identified (i.e., a vendor named in a grant or a company with specialized knowledge and expertise), the end user will submit the vendor’s curriculum vita, or credentials to the Provost or Vice Chancellor for Research (as appropriate) for review and approval of the vendor as an educational consultant.
D. If an individual is involved, the end user will complete and submit an Independent Contractor Determination Checklist to the NCCU Human Resources Department for review.  Allow 1 to 3 business days processing time. (If a company is involved, this step is not necessary.)
E. The end user develops contracts for approved companies, or individuals and attaches the contract to a requisition keyed into Eagles Purch.
F. Purchasing reviews the proposed contracts (along with accompanying documentation) and submits the packet to the NCCU Legal Affairs Office for review and approval.
G. Approved contracts are forwarded to the appropriate University Official for signature.
H. A purchase order is processed by Purchasing upon receipt of an approved and signed contract.
I. Payments are initiated through the NCCU Accounts Payable Office via invoices approved by the end user. 


Personal Services and Professional Services Contracts can be found in the document library thru the Intranet.
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Definition:

Educational Consultant: A firm or individual (either a state employee or independent contractor) with specialized knowledge, experience, expertise, and professional qualifications that is used for educational, instructional, or advising purposes with respect to curriculum development, program assessment and conducting academically oriented research.  Such a firm or individual is usually asked to review, analyze, or give counsel and advice on formulating or implementing improvements in the organization, planning, directing, control, evaluation, or operation of a program, agency, or department.  

Approvals:

The NCCU Provost/Vice Chancellor for Academic Affairs, or the Vice Chancellor for Research and Economic Development (as appropriate), must approve a company or individual’s status as an educational consultant in advance of any work.  (A sample approval letter is attached.)

Long-term arrangements (lasting more than thirty days) or services costing more than $5,000 may require a competitive bid and must be codified in a contract that is approved and executed in accordance with University policies.  A template for an educational consultancy contract is attached with the understanding that it must be completed and/or modified to reflect the requirements of particular project.  Federal contract terms and conditions should be incorporated by reference in all contracts using federal funding. 

Educational consultancy payments sourced from grant funds will also require the signature of the principal investigator of the grant, the NCCU Contracts & Grants Office (and/or the Title III Office) in addition to the previously mentioned approvals.

Documentation:

Appropriate documentation (contract, grant descriptions and award, internal University approvals, etc.) must accompany all requisitions or other legal or financial transactions.  Every effort should be made to make transactions (including payments) transparent and self-explanatory.

Processing Time:

Sufficient time must be allocated to allow all necessary oversight or approvals to occur in a timely manner.  It is strongly suggested that a period of three to four weeks be allowed to obtain all necessary approvals prior to the start of an educational consultancy.  NOTE: Services initiated without proper approvals are a violation of University policy and will trigger disciplinary action(s).

A requisition (with all necessary documentation attached) should be processed in Eagles Purch not less than seven (7) days before services for the educational consultancy are required.    

An invoice requesting payment (and indicating the appropriate purchase order number) should be presented to the NCCU Accounts Payable Office after services are rendered.  The University department or end user must sign the invoice acknowledging that services were successful received and authorizing payment.  The University’s payment term is “Net 30 Days”.  Payments will be mailed to the recipient at the address established in the University’s vendor file.
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