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DocuSign Enabled Record
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йThe Professional Services Agreements record now utilizes 
DocuSign, which enables electronic signature of Agreements.

йUsers who are sent an Agreement for signature via DocuSign 
do not need a separate account to sign the document. A 
separate DocuSign account is not required but you can sign 
up for one at docusign.net

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



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

йWorkflow

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



Create a Professional Services 
Agreement

йIn Oaks CI navigate to:
йLogs -> Professional 

Services Amendment

йClick Create
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Form Completion
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йFill out the General section (All Items with a red * are required)

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

йScroll down to the Requirements section



Form Completion
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йFill out all information in the Requirements section

йScroll down to the Fee Summary section



Form Completion
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йFor each category in the Fee Summary block, enter the negotiated amounts

йYou must now add line items to make the difference $0.00

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



Add Line Items
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йTo add Line Items click the Agreement Details tab



Add Line Items
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йClick Add



WBS Codes
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йTo Add a New Line, click the arrow next to WBS Code
йClick Collapse



WBS Codes
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йClick the plus (+) next to the AE Line
йChoose the appropriate category and click Select



Add Line Items
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йEnter a Short Description
йEnter Fee Category Information (only use one fee category per line item)
йClick ά{ŀǾŜ ϧ !ŘŘ bŜǿέ ǘƻ ŎƻƴǘƛƴǳŜ ŀŘŘƛƴƎ ŀƭƭ ƴŜŎŜǎǎŀǊȅ ƭƛƴŜǎ



Add Line Items
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йLine Items will populate in Agreement Details



Change Order Fee Allowance
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йTo enter the Change Order Fee Allowance, use the WBS code under the 
Owner Expense Summary for AE Change Order Allowance (OR-CF-AE)
й¢ȅǇƛŎŀƭƭȅΣ ƳƻƴŜȅ ŦƻǊ ǘƘƛǎ ŀƭƭƻǿŀƴŎŜ ǊŜƳŀƛƴǎ ƛƴ ǘƘŜ hǿƴŜǊΩǎ ōǳŘƎŜǘ ŀƴŘ 

is transferred with the Associate processes a change order for the 
project and submits the associated Change Order Fee Allowance 
Process



Add Line Items
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йWhen all line items have been added, the Total Amount should match 
the Amount from the General tab and the Difference should be $0.00



Submit Agreement

16

й!ŘŘ ŀƴȅ ƴŜŎŜǎǎŀǊȅ ŘƻŎǳƳŜƴǘŀǘƛƻƴ ōȅ ŎƭƛŎƪƛƴƎ ά!ŘŘ !ǘǘŀŎƘƳŜƴǘέ
йReminder: Documents must first be uploaded into Document Manager

йVerify Workflow Action
йClick Send



Technical Proposal Review - PM
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йThe technical proposal contains information important to the 
negotiation and contract execution process including:
й! ǎǘŀǘŜƳŜƴǘ ƻŦ ǘƘŜ ǊŜŎƻƳƳŜƴŘŜŘ ŦƛǊƳΩǎ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ƻŦ ǘƘŜ ǇǊƻƧŜŎǘ
йA proposed management approach
йProposed design and project schedules
йA proposal of basic and additional service fees
йA proposed project budget summary and other relevant information

йThe Project Manager will: 
йReview the submission
йIf 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



Update Step
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йIf the record needs an update, the Professional Services Provider will :
йProvide clarifications or modifications to the record submission
йSend it back to the Project Manager for another review

йThe provider will receive an email notification that they have a task for 
ά¦ǇŘŀǘŜέ
й/ƭƛŎƪ ǘƘŜ ά¦ƴƛŦƛŜǊ [ƻƎƛƴέ ōǳǘǘƻƴ ǘƻ ŀŎŎŜǎǎ ǘƘŜ ǘŀǎƪ



Update Step
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йReview General Comments to see notes from the Project Manager


