Professional Services Agreements
Agency/Higher-Ed




DocuSign Enabled Record

» The Professional Services Agreements record now utilizes
DocuSign, which enables electronic signature of Agreements.

» Users who are sent an Agreement for signature via DocuSign
do not need a separate account to sign the document.

» For more information about how to use DocuSign, please
refer to the DocuSign Job Aid available on the OFCC Website




Purpose

» The Professional Services Agreements record establishes the
Schedule of Values (SOV) for Professional Services Pay
Requests.

» Workflow

Created by: Associate = Submitted to: PM Technical Proposal Review = Sent to:
Associate Update (if necessary) = Sent to: PC Contract Prep = Sent to: PM
Supervisor Review = Sent to: PC for DocuSign




Roles & Responsibilities

» Professional Services Provider

Initiates the agreement record

Provides clarification and updates upon request
Reviews and signs the contract

Acknowledges the Notice to Commence Services
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» Project Coordinator
» May create the agreement record from the provider’s technical proposal
» Prepares the Associate Recommendation letter and controlling board
criteria for funding

» Prepares and distributes the contract document via DocuSign
» Prepares and distributes the Notice to Commence Services letter

» Project Manager
» Reviews the technical proposal and negotiates needed changes and
clarifications
» Recommends preparation of the agreement




Roles & Responsibilities

» Owner

» Obtains a purchase order for the agreement and records the purchase
order information

» Approves the agreement and signs the agreement document via DocuSign

» Project Manager Supervisor
» Reviews and recommends approval of the agreement

» Contracting Authority
» Signs the agreement contract for the project
» Ensures certification of funding

» Attorney General
» Signs the agreement contract for the State of Ohio
» Reviews and approves the electronic record




Create a Professional Services

Agreement

» In Oaks Cl navigate to: O

» Logs -> Professional
Services Amendment

» Click New

» Select Workflow
(if applicable)
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Form Completion

» Fill out the General block (All Items with a red * are required)

» To enter the Professional Services Provider, click Select and choose the
appropriate contract

» Scroll down to the Requirements section




Form Completion

» Fill out all information in the Requirements section

» Scroll down to the Fee Summary section




Form Completion

» For each category in the Fee Summary block, enter the negotiated amounts

» The difference at the bottom reflects the total agreement amount.

» You must now add line items to make the difference S0.00

» Note: Each amount must be added as a separate line item (Basic services, additional
services, etc.)




Add Line ltems

» To add Line Items click the Agreement Details tab
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Add Line ltems

» Click Add




WBS Codes

» To Add a New Line, click the arrow next to WBS Code
» Click Collapse
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WBS Codes

» Click the plus (+) next to the AE Line
» Choose the appropriate category and click Select
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Add Line ltems

» Enter a Short Description
» Enter Fee Category Information (only use one fee category per line item)
» Click OK
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Add Line ltems

» Line Item will populate in Agreement Details
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Change Order Fee Allowance

» To enter the Change Order Fee Allowance, use the WBS code under the
Owner Expense Summary for AE Change Order Allowance (OR-CF-AE)

» Typically, money for this allowance remains in the Owner’s budget and
is transferred with the Associate processes a change order for the

project and submits the associated Change Order Fee Allowance
Process
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Add Line ltems

» Continue adding items as necessary
» The Total Amount should match the Amount from the General block
and the Difference should be $0.00
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Submit Agreement

» Add any necessary documentation by clicking “Add Attachment”
» Reminder: Documents must first be uploaded into Document Manager

» Choose a Workflow Action
» Click Send
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Technical Proposal Review- PM

» The technical proposal contains information important to the

negotiation and contract execution process including:

A statement of the recommended firm’s understanding of the project
A proposed management approach

Proposed design and project schedules

A proposal of basic and additional service fees

A proposed project budget summary and other relevant information
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» The Project Manager will:
» Review the submission
» If necessary, return the record to the Professional Services Provider for
clarification or updates to the proposal OR Accept the proposal as
submitted and forward it to the Project Coordinator to prepare the
Contract
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Update Step

» If the record needs an update, the Professional Services Provider will :
» Provide clarifications or modifications to the record submission
» Send it back to the Project Manager for another review

» Navigate to: Collaboration -> Tasks
» Double click Task to open
» Click Accept Task to begin working on the record
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Update Step

» Review General Comments to see notes from the Project
Manager

BN
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Correct Line Items

» Note: Individual line items cannot be edited
» To make corrections to line items:

» Highlight the line you need to correct

» Click Copy, Copy Line Items

» Choose whether to also copy attachments
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Correct Line Items

» Correct the necessary information in the line item screen and
click OK
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Correct Line Items

» The corrected line item will be added
» You must now remove the incorrect line item
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Remove Incorrect Line

» Highlight the incorrect line
» Click Remove
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Resubmit the Agreement

» You should only see the corrected line in Agreement Details
» Select the Workflow Action: Resubmit
» Click Send
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Contract Preparation- PC

» The Project Coordinator will:

» Prepare the Agreement documents once the terms and conditions of
the Technical Proposal are agreed upon by the Project Manager and
Professional Services Provider

» Review and verify receipt of Agreement and AG Checklist information
required in the contract execution process

» Create the Agreement Document via DocuSign and distribute to all
necessary parties
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Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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