Procurement and Payment Process for Professional Services Acquisitions

· A Professional Services Contractual Agreement (PSA) is required for all professional services acquisitions in excess of $2,000.  Professional services acquisitions totaling between $600 and $2,000 require a PSA, unless a purchase order has been generated by the Purchasing Department.  It is not necessary to develop a PSA for projects totaling less than $600 annually.  

· PSAs in excess of $2,000 are to be forwarded to Purchasing accompanied by a signed purchase requisition, prior to the work beginning.  Until approved and signed by the Purchasing Department, PSAs in excess of $2,000 are not valid and the Contractor will not be paid for services.  Projects in excess of $50,000 will require a competitive selection process coordinated by Purchasing, unless a legitimate sole source exists.  Projects totaling less than $50,000 may be competitively bid at the purchasing agent’s discretion, if the best interests of the university will be served.  When the Contractor is a non-resident alien, IRS Form 8233 should be completed and accompany the PSA.

· Purchasing will assist departments by writing or reviewing Professional Services Agreements to ensure Contractor accountability and performance requirements are adequately addressed before issuing a purchase order.  The PSA will be an attachment to the purchase order.  

· A purchase order will be written creating an encumbrance, which will assist departments in monitoring outstanding fiscal obligations.  Once the work is performed, Contractors should send invoices directly to Purchasing Payables (3617 Administrative Services Building) referencing the purchase order number.  This will eliminate the need for departments to prepare payment vouchers and provide copies of the PSA for payment processing.

· If the requisition for the PSA is processed on the web requisitioning system, place the requisition number on any copies of the PSA that you forward to Purchasing. If a department is working with a particular agent on the PSA, write or type the agent name under the Purchasing signature line on the last page of the PSA.

· It will no longer be possible to attach a copy of a PSA to a payment voucher or honorarium and send it through the Accounting Office for projects in excess of $2,000.  Vouchers submitted in this manner will be returned to Purchasing for further departmental action.  Payments for projects totaling less than $2,000, where no purchase order has been written, can be processed by submitting the PSA, the Contractor’s invoice, and either a payment voucher or honorarium to the Accounting Office, unless the agreement involves an entity representing a conflict of interest.  

· Regardless of the dollar amount, payments to conflict of interest vendors may not be made by submitting a voucher to the Accounting Office, unless the payment represents a small dollar transaction for a research study subject, a survey respondent, or a contest winner.  

· Payment for entertainers and speakers may be made by honorarium accompanied by a completed Independent Personal Services form, which should be submitted to the Accounting Office.  If the department elects to use a PSA for speakers or entertainers, a copy should be attached to the honorarium.  PSAs for speakers and entertainers representing a conflict of interest are to be approved by Purchasing prior to a commitment being made for the event.   

Amendments to Professional Services Contractual Agreements

· Any change to the PSA must be in writing and signed by all parties to be valid. Changes shall be communicated to the appropriate purchasing agent for review and a formal amendment will be written and sent to the vendor for signature.

Acceptability of Changes
To maintain compliance with performance based contracting requirements some changes may not be acceptable. Vendors are required, in establishing 

the original agreement, to provide their lump sum or not to exceed prices. This can only be changed due to a change in the scope of work. (Note: Only increasing payable hours is not acceptable. If there are contract compliance issues with the vendor, contact Purchasing for help.)
· In addition to the amendment, the department should generate a change order requisition to update the purchase order.

Miscellaneous Transactions

· Payments made to participants in research studies generally total less than $100 per participant.  It is not necessary to develop a PSA or submit a purchase requisition for these transactions.  An honorarium should be used to make payment to research study participants.  Payments considered to be unusually large will be returned for further documentation and/or review and administrative approval.

· Occasionally, a small cash disbursement, generally totaling less than $100, is made available to survey participants or contest winners, etc.  It is not necessary to develop a PSA or submit a purchase requisition for these transactions.  An honorarium should be submitted to make these payments.  Unusually high payments will be returned for further documentation and/or review and administrative approval.   

Background Information 

The Accountable Government Act was passed in the 2001 Iowa legislative session.  Included in this legislation was a requirement that the Board of Regents, State of Iowa, establish terms and conditions for “services” contracts.  In July 2002, the Regents approved changes to the Regents Policy Manual chapter on purchasing to address this legislation.   

The legislation and the revised Regents policy are intended to address service provider accountability.  When making “services” acquisitions, we are now required to include performance requirements, project milestones, a clear definition of tangible deliverables, defined start and completion dates, compensation and payment terms, performance monitoring, and provisions regarding liability.  Accordingly, a new agreement for professional services has been developed called the Professional Services Contractual Agreement (PSA).  This agreement can be downloaded at http://www.public.iastate.edu/~purchasing/procurement/forms.htm .
