Approval Process
City Manager-Signed Professional Services Agreements (PSA)
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No
Is PSA cost < S75K?
l Yes
No Take PSA to Council
Are funds budgeted? X , lake o Counci
for approval.
l Yes
No

Is the work non-controversial?

Yes
y
Finalize scope and negotiate final cost with consultant.
Y y
Prepare Signature Routing Sheet (SRS). Attach Email unsigned PSA to City Attorney for approval-
SRS to one unsigned PSA and route to Deputy as-to-form. If using City PSA form, identify any
PW Director for signature. deviations.
Route SRS and one unsigned PSA to Finance for Direct consultant to submit two signed original
signature. PSAs and to provide insurance certificates.

l

Route two signed original PSAs to City Attorney for
signature.

City Clerk returns SRS and one original PSA to
originating staff. Transmit signed original PSA to
consultant along with notice to proceed. Keep SRS
for invoice processing.

Attach SRS and insurance certificates to both
consultant-attorney signed original PSAs, and —>
route to City Clerk for City Manager signature.



