BOARD OF REGENTS CONTRACT CHECKLIST 

Contractor:	_________________________ 

Contract #:	_________________________	 

Contract Total:   $ ____________	 Contract Term:   __________________


Attachments to be included with contract submission: 

_____1. Certification letter (if contract >$5K): addressed “To File” if contract will be approved in-house and addressed to OSP (see boilerplate) if the contract requires OSP approval.
_____2. Civil Service approval unless exempt. See exemptions at:
             http://www.civilservice.louisiana.gov/Divisions/EmployeeRelations/Contracts.aspx. 
_____3. Multi‑year letter, if contract exceeds 12 months. 
_____4. Late letter if contract is being submitted for OSP approval > 60 days after begin date OR if coop.   
               endeavor is being submitted for OSP approval < 45 days prior to begin date (n/a to amendments).
_____5. Signed BA‑22 and Contract Status Form.
_____6. Board Resolution, if contractor is a corporation, either profit or non-profit. 
_____7. Disclosure of Ownership affidavit which has been filed with the Secretary of State's Office if       contractor is a for profit corporation. Search SOS business filings:  https://www.sos.la.gov/BusinessServices/SearchForLouisianaBusinessFilings/Pages/default.aspx  
· NOTE:   If a corporation’s stock is publicly traded, disclosure affidavit is not required. 
· NOTE:   If sole proprietor of co. - letterhead w/ sole owner stmt. & auth. to sign is required.
_____8. Certificate of Authority to do business in La. if contractor is an out‑of‑state corporation.
· NOTE:   Out of State corp. performing less than 30 days work within La are exempt from Disclosure and Certificate of Authority requirements.  Must execute Exemption Letter if  
               applicable.  
_____9. Resume for Consultants.
____10. Advance payment justification from contractor and approval by the agency with a statement
              that this is the most cost-effective way of obtaining the services in accordance with R.S. 39:1613(B). (Not applicable to interagency agreements and only required if advance payments are specified in contract.)  
____11. Cost Benefit Analysis if contract is over $50,000 and > 6 months duration.(n/a to coop. endvrs. &
              interagency agreements).  
____12. W9 and LaGov vendor file print screen–W9 and LaGov information must match contract 
               Information for vendor.
____13. Vendor Profile Data Form (if contract requires OSP approval).
____14. Louisiana Department of Revenue Account Number (if contract requires OSP approval).



NOTE: Templates for referenced documents can be found on the Board of Regents web site at: 
https://regents.la.gov/finance-policiesandprocedures/ 
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