
OAKS CI Contract  Process  
(thru SOV submission) 

 
PM 
Negotiates 
contract 
and 
submits 
details to 
the PC 
(OUTSIDE 
OF OAKS 
CI) 

 
 

Step  2 
Vendor 
•Vendor  signs 

attached 
contract 

•Attach 
signed 
contract and 
submittals to 
record 

• Submit to PC  
for 
Submittals 
Review 

 

Step 3 
PC Submittals 
Review 
PC review 
documents  
Submit to: PM 
for Review 

 

Step  4 
PM Review 
Project 
Manager 
review record   
Submit to: PM 
Supervisor 

Step 5 
PM 
Supervisor 
Review 
PM 
Supervisor 
review 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 
Vendor 

• Only one line 
should be added 
to lower form- 
SOV Pending  
 
 

Today  Tomorrow  Together  



 
 
• School 

District 
Treasurer 

• Print and sign 
attached contract 
*also attain Board 
President 
signature upload 
to document 
manager and 
attach to contract 
record 

Step  6 

• School District 
Treasurer (same 
step) 
• Add Board Resolution 

number and date to 
Contract Record 

• Create a Purchase Order 
in District Financial 
System of Record 

•  Record PO in OAKS CI 
• Attach PO to Contract 

Record in OAKS CI  
• Submit to: OFCC Director 

automatic carbon copy to 
Chief of Projects 

Step 6b 

 
 

•Vendor 
• Acknowledge “Notice 

to Commence” in 
OAKS CI 

• Submit to : Project 
Manager 
 
 

Step 9 
 

• OFCC 
Director 
• Sign and 

Approve 
Contract 

• Submit to: PC 
for Notice to 
Commence 

Step 7 

 
 
• 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 

• Project 
Coordinator will 
remove all excess 
signed contracts 
from the contract 
record 

• Submit to: Vendor  
 
 

Step 8 

Today  Tomorrow  Together  



• Project Manager 
• Receive Contract 

for SOV Verification 
• Hold Contract for 

SOV approval 

Step 10 

 
 
 
 
 
 
 
 
 
 
 
 
 

• Vendor create 
Subcontractor 
Supplier 
declarations must 
at least complete 
Edge providers 
prior to SOV 
creation 

• Submit to : 
• A/E 
•  Review 
• Submit to : 
• Project Manager 

Approve 
• Submit to: 
• Project Coordinator 
• Validation 

 

Step 11 
Subcontractor

/Supplier 
Declaration  

 
 

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

 
 

Today  Tomorrow  Together  

LFI MOU  



 
 

• GC will  complete 
SOV excel 
spreadsheet 
 

• GC will Submit 
spreadsheet to 
Project Manager, 
A/E, OA and Project 
Coordinator for 
review 

• Project Manager 
verifies spreadsheet 
(Edge will also  
identify LFI 
information) will 
notify Project 
Coordinator when 
spreadsheet is 
ready for  Import  

Step  1 

• (GC Contract SOV) 
PC will Import the 
spreadsheet into 
OAKS CI 

• (CMR/DB 
SOV)CMR/DB SOV 
will house Pre Con 
only Project 
Coordinator will 
manually input 
directly into SOV 
record 

• Submit  SOV record 
to : Vendor for 
review 

Step 1B  

 
 
 

• Vendor review 
SOV 

• Submit to: A/E 
for review 

 

Step 2 

• A/E  
• Review SOV 
• Submit to: 

Project 
Manager 

Step 3  • Step 4 
 
 

•Project Manager 
•Review and 

Approve 
• Submit to : END  

 
•Once approved- 

Go back to 
Contract and 
move to end 
step 

 
 
 
 
 

Today  Tomorrow  Together  

Contract 
SOV 



Today  Tomorrow  Together  

GC –SOV  Template 



Today  Tomorrow  Together  

Sample –GC Sample 



Today  Tomorrow  Together  

Sample –CMR SOV  Sample 
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