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Contract Approval Process 

Starting the Process 

This process is used for the submission and review of construction contracts for school 
construction projects. To start this process, you must choose the correct project where the 
contract will reside. Once you are within that project, please use these steps to start the 
process. 

● In the Project Menu on the left side of the page, select the “Processes” tab. 
● In the “Project Processes” home screen, click on the “Start process” button which is 

situated in the top right corner of the page. 

 

● Once you have clicked the “Start Process” button, you will be presented with a list of 
processes that you have access to start or submit. 

● Choose the process by clicking on the name.  

  



● You will then be presented with the initial step of the process. Fill out all pertinent 
information, specifically whether or not the contract is a CMA contract or not. 

 

 

● You will be asked to choose a “Commitment Type” as well as the contractor/vendor that 
this contract will be awarded to. If this is a CMA contract, please choose “CMA Vendor” 
within the list of companies.  

● You are able to search companies by typing the first few letters of the company into the 
dropdown, and it will bring you automatically to that company.  

 

● Once finished, you can submit the process using the “Submit” button which will be in the 
top right corner. 

● If needed during the filling out of the process fields, you can save your work by clicking 
on the “Save” button in the top right corner. This will put the process in a “Draft” status. 
While in “Draft” status your work will only be available to you.  

● After submitting, the request will be routed to the IAC for review and approval. Please 
see the description of the workflow below.  

Submitting Contract Information 

● Once you have initially submitted the process, it will go through two possible decision 
points. Both decision points are automated steps that will not require you to take action.. 
The first decision point will be to determine if the contract will be funded by local funds 



only. If the contract is funded by local funds, the automation will route the process to a 
second step for the process initiation to add the contract information. If it is not locally 
funded, then the process will be routed to the second conditional step. 

● The second conditional will be based upon what type of contract it is (either CMA or non 
CMA). Depending on the contract type, the request will be routed to the correct layout so 
the data fields that you will see will be specific to the contract type. At this point, the 
request will still be in your court, and you will need to fill out the remaining information for 
the contract approval. The next step will not automatically appear for you. You will have 
to go back to your home screen and reopen the process.   

 

 



 

 
● Now that you have completed the request, and filled in all required information, you can 

then submit the request for review. To submit the request, you will have to use the “Take 
Action” dropdown option which is different from the initial request submission. This can 
be found in the top right corner of the screen. 

 

 
 
 
 
 
 
 
 

 



Process Workflow 
 

 
 
 
 
 

Workflow Steps 

● Start: Initial Submission of the contract for approval. 
● Local Only (Conditional Step): This is an automated step that will check to see if the 

contract will only receive “State” or “Federal” funds. If it is “Local Only” then see the 
“Local Only” section below. If it is not “Local Only”, then it will be routed to the next 
automated step. 

● CMA Contract? (Conditional Step): This is an automated step that will check to see 
whether the submission is a CMA, or non CMA contact, and will be routed accordingly. 
See below to follow the correct workflow.  

Local Only (This will be for contracts that will be fully funded 
with local funds) 

● Local Only Start: If this contract is only using “Local Funds”, then the  process initiator 
will be routed to a second step where they will upload the “Local Only Contract 
Submission” file from MSDE. Once uploaded, they will take the submission action and 
the process will be routed forward.  

● OSF Review: the OSF Admin, and OSF Facilities Architect will review the contact. If there 
are any questions or discrepancies, then the process will be routed back to the initiator 
with a comment. If no questions or discrepancies are found, then the process will be 
routed forward. 

● OSF Uploads Letter: In this step, the OSF Admin will upload the State Superintendent’s 
Award Approval letter, then route the process forward. 



● IAC Financial Check: In this step the MD IAC CFO will review the contract for final 
approval. Once reviewed, the IAC CFO will route the process forward. Once approved by 
the CFO, the process will go to the Finish Step with an approved status. 

CMA Contract Submitted By LEA 

● CMA Contract: The process will be routed back to the process initiator so that they can 
fill in all of the requested information for the contract. 

● LEA Submission (Conditional Step): This is another decision point that checks to see if 
the process was submitted by the LEA Facility Planner, or by another user role. 

● Finance Completeness Check CMA: The IAC Finance Administrator will check the 
submission for completeness. If there are any questions or concerns, the IAC 
Administrator can then send it back to the process initiator for revisions. 

● CPM Review CMA: The Capital Projects Manager (CPM) will review the application. If 
there are any questions or revision required, the CPM will route it back to the process 
initiator. 

● Contract Review CMA: The IAC Finance Administrator will then review the contract. If 
approved, the administrator will route the process forward. 

● Funding Programs Manager Review CMA: The IAC Funding Programs Manager will 
review the submission, and either submit it forward, or send it back to the IAC Finance 
Administrator for revision. 

● CFO Review CMA: The IAC CFO will review the submission, and then approve it. If there 
are revisions required, it will be sent back to the IAC Finance Administrator for revision. 

Non CMA Contract Submitted By the LEA 

● If this is a Not a CMA Contract: The process will still be routed back to the process 
initiator so that they can fill in all of the requested information for the contract. The data 
fields will be different for a CMA contract. Then the process will be routed onward as 
shown above. 

● Finance Completeness Check Non CMA: The IAC Finance Administrator, will check the 
submission for completeness. If there are any questions or concerns, the IAC 
Administrator can then send it back to the process initiator for revisions. 

● CPM Review Non CMA: The Capital Projects Manager (CPM) will review the application. 
If there are any questions or revision required, the CPM will route it back to the process 
initiator. 

● Contract Review Non CMA: The IAC Finance Administrator will then review the contract. 
If approved, the Administrator will route the process forward. 

● Funding Programs Manager Review Non CMA: The IAC Funding Programs Manager will 
review the submission, and either submit it forward, or send it back to the IAC Finance 
Administrator for revision. 



● CFO Review Non CMA: The IAC CFO will review the submission, and then approve it. If 
there are revisions required, it will be sent back to the IAC Finance Administrator for 
revision. 

Final Steps For all Contracts 

● Contact Under $100K (Conditional Step): This is an automated conditional step. If the 
contract is over 100K, then the process will be routed to the IAC Communications 
Coordinator step for review. If the contract is under100K, the then process will route to 
the “Reversion Required” conditional step. 

● Reversion Required (Conditional Step): This is a conditional automated step that will 
check to see if there are any “Reverted Funds” for this contract. If there are no reverted 
funds, then the process will be routed to the "Bundled Contract” step. If there is a 
Reversion Required, then the process will be routed to the IAC Communications 
Coordinator step. 

● Bundled Contract (Conditional Step):This is a conditional automated step that will check 
if the contract will be bundled with another contact. If it is not bundled, then the process 
will be routed to the “Under $100K Notification” step which will be explained below. If it 
is a bundled contact, then the process will be routed to the “Bundled Under $100K” 
Automated step. 

● Under $100K Notification (Automation Step): This is an automated step that will send 
the process initiator an approval notification. 

● Communications Coordinator Review: The IAC Communications Coordinator will make 
a final review of the contract. Once the review is complete, then the process will be 
routed to the IAC Approval step. 

● IAC Approval: The IAC Administrator will then have final review, and will update the 
correct information into the cost portion of the project. This updated information will be 
visible to the process initiator. If for some reason the IAC Meeting Date must be 
changed, then the IAC admin will route the process to the IAC Finance Admin to update.  

● Revise IAC Meeting Date: This step will be taken by the IAC Finance Admin. They will 
update the meeting information and route the process back to the IAC Admin to review. 

● IAC Approval Notification (Automation Step): This is an automated step that will send 
the process initiator the final approval notification along with all corresponding 
documents. 

● Final Executed Contract: The process initiator will be able to review all final data, and 
will be tasked with uploading all final contract documents.  

● IAC Review of Final Documents: The IAC Finance Administrator will review all contract 
documents, and then route the process to the finish step. If the administrator has 
questions, they are able to route the process back to the initiator for revisions or 
comments. 



Final Comments 

● At any point the process initiator and all project participants will be able to review this 
process. This process will be available for review during the workflow steps, as well as 
after the completion. 

● At any point, all project participants will be able to print this process to either a hard 
paper copy, or a pdf.  
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