
CONTRACT DOCUMENT ROUTING SHEET 
 
Date submitted:  _________________   Date needed: ____________________ 
 
Initiating Department: __________________________ 
 
Vendor Point of Contact and Phone:  ________________  
 
Purpose of Contract/Document:  
 
 
 
Procurement Method: 

____ Small Purchase  ____ ITB    ____ RFP 
____ Cooperative     ____ Sole Source   ____ Emergency 

 
Originating Department Confirm: 
1.  Have there been any prior negotiations on this issue?  Yes___ No___ 
2.  Were any terms agreed to?  Yes___ No___ 
4.  Are the “agreed to” terms reflected in the contract?  Yes___ No___ 
5.  Are the “agreed to” terms accurately reflected in the contract?  Yes___ No___ 
6.  Are there any terms in the agreement to which you take issue?  Yes___ No___ 
If not, then specify:   
 
 
7.  Are there terms would like included, which are not?  Yes___ No___ 
If so, then specify:   
 
 
8.  Are the dollar amounts correct?  Yes___ No___ 
9.  Is the term of the contract correct?  Yes___ No___ 
10. Is this a new version of an existing contract?  (Forward previous version)  Yes___ No___ 
 
Components of Contract: 
 
___City’s Form  ___Contractor’s Form   ___City’s General Terms & Conditions 
___Insurance   ___Bonds – Bid, Performance, Payment 
 
Contract Elements: 
______ Identification of Parties    
_____   Signatures (authorized, proper signature for entity) 
______ Non-Assignment 
______ Non-Appropriation 
______ Conflict of Interest 
______ Severability 
______ Construed Virginia Law 
______ Litigation  
______ No Delay b/c Litigation 
______ Indemnification / Hold Harmless 
______ Insurance Requirements /Certificate of Insurance 
______ Entire Agreement / Modification 
______ Nondiscrimination 
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Are there any terms you would like included which are not?



______ Drug-Free Work Place 
______ Responsibility for Making Corrections 
______ Payment of Subcontractors/Interest Rate 
______ Changes/Additions 
______ Termination (For Convenience, With Cause) 
______ Requirement of FIN/SSN 
 
______ Incorporation of General Conditions, Specific Conditions, other Contract Documents 
______ Contractors/Immigration Clause 
______ Notices 
______ Waivers 
_____ SCC Compliance Clause (transact business) **PULL SCC RECORD TO VERIFY** 
______ Signatures 
 
If applicable: 
______  Business License ** Confirm with Commissioner of the Revenue 
______ Term  
______ Payment/Performance bonds    
_______ Envir. Liability  
_______ Surety (Va Lic.)  
 
 
 
Routing:  (Include all affected departments) 
 
    Initials Date 
1.  Purchasing  __________ _________  
2.  Finance*   __________ _________  
3._________________ __________ _________ 
4.  ________________ ___________ _________ 
5.  ________________ ___________ _________ 
6.  ________________ ___________ _________ 
 
*Finance shall confirm funds properly appropriated and available. 
*Only where Manager is required to execute or approve. 
 
Procurement Determination:   
 
 
 
City Attorney’s Review: 
 
 
 
 
 

Initials for Approval  Initials for Disapproval  Date  
 
City Attorney  ________________   ____________________  ________ 

caacw
Text Box
Manager or other Signing Officer's Approval or Comments:Initials for Approval:  ______________   Initials for Disapproval:  ______________  Date:  ______ Comments:  


Are there any terms you would like included which are not?
Manager or other Signing Officer's Approval or Comments:
Initials for Approval:  ______________   Initials for Disapproval:  ______________  Date:  ______ 
Comments:  
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