
OAKS CI Professional Service 
Contract  Process 

PM  
Negotiates 
contract with 
provider, 
submits 
information to 
PC 

 

Step  2 
PM Review 
•Technical Proposal 

Review- by PM 
•Review Contract 

and attached 
proposal  

• Submit to PM 
Supervisor  for 
Review 

 

Step 3 
PM 
Supervisor 
Review 
PM Sup. 
Review 
contract  
Submit to 
Vendor (professional 

service provider) for 
signature  

 

Step  4 
Vendor 
Signature 
(professional service 
provider) 

•Vendor prints 
and  signs 
attached 
Contract, 
uploads to 
Document 
manager and 
attaches to 
record.  

• Submit to School 
District 

Step  1 
Contract Initiation 
• Contract Initiated in 

OAKS CI by Project 
Coordinator , custom 
print is created and 
attached to the contract 
record 

• Submit to PM 
• Only one line should be 

added to lower form- 
SOV Pending 
 

Today  Tomorrow  Together  



 
 
• School District 

Treasurer 
•Prints and signs 
attached contract 
(also gets 
superintendent 
signature) uploads 
to document 
manager and 
attaches to 
contract record 

Step  5 

• School District 
Treasurer (same step) 
•Add Board Resolution number 
and date to Contract Record 
•Instruct  Owner Financial to 
create a Purchase Order in 
District Financial System of 
Record 

•Owner Financial -Record PO in 
OAKS CI 
•Attach PO Contract Record in 
OAKS CI  
•Submit to District 
Superintendent 

Step 5b  

 
• District 

Superintendent 
•Review Contract 

submit to OFCC 
Director 
automatic cc to 
Chief of Projects 

Step 6 Step 
8  

 
• OFCC Director 
• Sign and 

Approves 
Contract 

• Submit to PC for 
Notice to 
Commence 

 

Step 7 

Today  Tomorrow  Together  



 
 
• Project 

Coordinator 
•Create the “Issue 
Notice to Commence 
Services, currently 
created outside of 
OAKS due to no 
custom print available, 
attach to Contract 
record in OAKS CI 
•Submit to Professional 
Service Provider 

Step  8 
•Vendor 
• Acknowledge 

Notice to 
Commence in 
OAKS CI 

• Submit to Project 
Manager 

Step 9 
 

 
• Project Manager 
• Receives Contract for 

SOV Verification 
holds for SOV 
approval 

Step 10 

 
•Professional Service 
Provider creates a 
Subcontractor 
Supplier declaration 
for any Consultant 
and /or Edge 
Providers , submits to  
for review to the 
Project Manager it 
will then go to the 
Project Coordinator 

Step 11—
Subcontractor/

Supplier 
Declaration  

• Once the Edge 
providers 
Subcontractor 
/Supplier 
declaration has 
been approved 
the SOV 
spreadsheet 
can be 
imported into 
OAKS CI 

Today  Tomorrow  Together  



 
•OA, AE ,CX or PC 

completes excel 
spreadsheet 

•PC ,OA, AE or CX 
imports spreadsheet 
into SOV record 
• If PC Imports the 

spreadsheet into 
OAKS CI, they 
will submit  SOV 
record to Vendor 
for review 

•ENSURE EDGE 
AND LFI ARE 
IDENTIFIED 
APPROPRIATLY 

Step  1 

•Vendor review 
SOV 

• Submit to Project 
Manager 

Step 2  

 
• Project Manager 
• Review and Approve 

Contract SOV record 
• Once approved- Go 

back to Contract 
move to end step 

Step 3 
Step  Step 

Today  Tomorrow  Together  

Contract 
SOV 



Today  Tomorrow  Together  

WBS CodeWBS Code Code Description Short Description Amount ($) LFI Pe

EDGE 
Certified 
Prime 
Contract
or?

$67,000.00

Cx-00-00~ Cx-BS-00 Cx Basic Services
Cx-00-00~ Cx-BS-PV Cx Program Verification Services Building Fee
Cx-00-00~ Cx-BS-SD Cx Schematic Design Services <Building Name> Schematic $4,020.00 5 6 #########
Cx-00-00~ Cx-BS-SD Cx Schematic Design Services <Building Name> Eco Charrette $1,340.00 5 2
Cx-00-00~ Cx-BS-DD Cx Design Development Services <Building Name> Design Drawing $4,020.00 5 6
Cx-00-00~ Cx-BS-DD Cx Design Development Services <Building Name> Owners Design Inten  $670.00 5 1
Cx-00-00~ Cx-BS-DD Cx Design Development Services <Building Name> A/E Basis of Design $670.00 5 1
Cx-00-00~ Cx-BS-DD Cx Design Development Services <Building Name> Energy Modeling Re $1,340.00 5 2
Cx-00-00~ Cx-BS-CD Cx Construction Docs Services <Building Name> Construction Drawin $3,350.00 5 5
Cx-00-00~ Cx-BS-CD Cx Construction Docs Services <Building Name> Cx Plan $670.00 5 1
Cx-00-00~ Cx-BS-CD Cx Construction Docs Services <Building Name> LEED Documentatio $1,340.00 5 2
Cx-00-00~ Cx-BS-BA Cx Bid and Award Services

Sample –SOV  Templates 

Commissioning 
Agent 



Today  Tomorrow  Together  

Commissioning Agent-- Sample 



Today  Tomorrow  Together  

Sample –SOV  Templates 

Owner Agent 



Today  Tomorrow  Together  

Owner Agent--Sample 



Today  Tomorrow  Together  

Sample –SOV  Templates 

A/E 



Today  Tomorrow  Together  

A/E- SOV Sample 



Today  Tomorrow  Together  

Sample –SOV  Templates 

Sample of an imported A/E Contract SOV  
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