TEXAS TECH UNIVERSITY Contracting Desartment
HEALTH SCIENCES CENTER. ~omracting =eparment

Process to initiate and submit a contract through
EL PASO .
the TTUHSC El Paso ASC Contracting System.

®

CONTRACT INITIATION

Complete and submit Contracting Routing

Do you have a
TTUHSC El Paso

Contract Database
License?

Acknowledgement Form, save and submit
via email to elpcontractdept@ttuhsc.edu.

Contracting department
will continue with the
process.

Goto Vendor Search Request W9 and submit to Vendor

to verify agency/ =P Setup to request R#. Once setup is

vendor has an R #

completed, continue with the process.

<
«

Yes

Continue to ASC Contracting System

v Reviewed by:

Name / Date
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mailto: elpcontractdept@ttuhsc.edu?SUBJECT=Contracting Routing Acknowledgement Form: ENTER DEPT. NAME HERE&BODY=RE: REQUESTING CONTRACT INITATION%0d%0dAgency/Vendor Name:%0dContact Name:%0dPhone:%0dEmail:%0d%0d
https://www.fiscal.ttuhsc.edu/vendorpayments/payments/Search.aspx
https://na2.asccontracts.com/cms/Home
mailto:%20vendorteamelp@ttuhsc.edu?SUBJECT=New%20Contract%20Vendor%20Setup:%20ENTER%20DEPT.%20NAME%20HERE&BODY=RE:%20REQUESTING%20NEW%20VENDOR%20SEUTP:%0d%0dPlease%20provide%20the%20following%20information:%0d%0dLegal%20Name:%0dTax%20ID:%20(required%20if%20it%E2%80%99s%20an%20expense%20contract)%0dContract%20Type:%0dAddress:%0dPhone:%0dFax:%0dContact%20Name:%0dEmail:%0d%0d

TEXAS TECH UNIVERSITY Contracting Desartment
HEALTH SCIENCES CENTER. ~omracting =eparment

Process to initiate and submit a contract through
EL PASO .
the TTUHSC El Paso ASC Contracting System.

INITIAL REVIEW

Verify that agency/

vendor name Make necessary corrections.

matches the database
entry.

Verify word doc. is

attached. Return to initiator for completion.

Once complete,

resubmit for review.

Proceed to Redline Review.

Reviewed by:

Name / Date
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TEXAS TECH UNIVERSITY Contracting Department
HEALTH SCIENCES CENTER. Process to initiate and submit a contract through

’ EL PASO the TTUHSC El Paso ASC Contracting System.

REDLINE REVIEW

Contract#

Review institution name is entered as Texas Tech
University Health Sciences Center El Paso; TTUHSC El
Paso; or Paul L. Foster School of Medicine

Review signature block is accurate and appropriate.

Confirm list and attachments are uploaded in word doc.

Check document is in block justification format.

Check and correct any typos, as needed.

NOTICES: Contracting department
is the contact for all notices received

Yes

from the agency/vendor.

Save in Redline Folder with extension
word .doc and include contract number
in the file name.

VL

@ Reviewed by:

Name / Date
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TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER. Process to initiate and submit a contract through

’ EL PASO the TTUHSC El Paso ASC Contracting System.

Contracting Department

Contract#

AGREEMENT CATEGORIZATION

Verify proper category is selected.

Check whether a sub category is applicable.

Verify proper source of funds was selected.
(ONLY APPLIES TO REVENUE AGREEMENTS)

Review proper document type was selected.

Review if contract is a renewal; select yes or no YES NO

Yes NOTICES: Contracting department
is the contact for all notices received
from the agency/vendor.

CONTINUE TO

DEPARTMENT REQUEST DETAILS

@ Reviewed by:

Name / Date
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TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER.
. EL PASO

Contracting Department
Process to initiate and submit a contract through
the TTUHSC El Paso ASC Contracting System.

Contract#

DEPT. REQUEST DETAILS

Verify department name and code match.

Verify correct contract fiscal year is entered.

Verify statement of purpose is entered.

Verify A/R description is entered.

Verify anticipated effective date is entered.

Check whether PHI will be shared; select yes or no. YES NO
Yes
NOTICES: Contracting department
is the contact for all notices received
from the agency/vendor.
CONTINUE TO
TO AGREEMENT DATES
v
@ Reviewed by:

Name / Date
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TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER.
EL: PASO

Contracting Department

Process to initiate and submit a contract through
the TTUHSC El Paso ASC Contracting System.

Contract#
AGREEMENT DATES
Effective Date Auto Renewal - Select Yes or No YES NO
Date Signed by TTUHSC El Paso Auto-Renew Term
Date Signed by Company Auto-Renew Notice Period
Term Auto-Renew Date
Notice Period Auto-Renew Notice Date
Expiration Date Next Term End Date
Expiration Sub Status Last Reviewed Date
Notice Date
Yes NOTICES: Contracting department
is the contact for all notices received
from the agency/vendor.
CONTINUE TO
AGREEMENT LANGUAGE

Reviewed by:

Name / Date
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TEXAS TECH UNIVERSITY Contracting Department
HEALTH SCIENCES CENTER.

Process to initiate and submit a contract through
EL PASO .
the TTUHSC El Paso ASC Contracting System.

Contract#

AGREEMENT LANGUAGE

Verify agreement source is entered.

Verify agreement redline draft document is attached with

word doc. extension.

Yes
NOTICES: Contracting department
is the contact for all notices received
from the agency/vendor.
CONTINUE TO

AGEEMENT FINANCIALS

@ Reviewed by:

Name / Date
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TEXAS TECH UNIVERSITY .
HEALTH SCIENCES CENTER g:):::i::ri]n?tiell)t:‘:gz‘:r:tacontract through

EL PASO the TTUHSC EI Paso ASC Contracting System.

NS

Contract#

AGREEMENT FINANCIALS

Fiscal Year

Department

Contract Amount

Amount Description

Repeat number of years per contract.

Verify total matches agreement terms.

Yes
NOTICES: Contracting department
is the contact for all notices received
from the agency/vendor.
CONTINUE TO
COMPANY CONTACT
!
@ Reviewed by:

Name / Date
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TEXAS TECH UNIVERSITY Contracting Department
HEALTH SCIENCES CENTER Process to initiate and submit a contract through

EL PASO the TTUHSC El Paso ASC Contracting System.

Contract#

COMPANY CONTACT
REQUIRED

Name

Title

Department

Phone Number

Email
Yes NOTICES: Contracting department
is the contact for all notices received
from the agency/vendor.
CONTINUE TO
DEPARTMENT CONTACTS
3
@ Reviewed by:

Name / Date
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TEXAS TECH UNIVERSITY Contracting Department
HEALTH SCIENCES CENTER. Process to initiate and submit a contract through

EL PASO the TTUHSC El Paso ASC Contracting System.

Contract#

DEPARTMENT CONTACTS

Requestor Name

Contract Manager

Comments to Contracting

Review Declaration Is Checked Off

Yes
NOTICES: Contracting department
is the contact for all notices received
from the agency/vendor.
CONTINUE TO

CONTRACTING CONTACT

@ Reviewed by:

Name / Date
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TEXAS TECH UNIVERSITY Contracting Department
HEALTH SCIENCES CENTER.

Process to initiate and submit a contract through
EL PASO .
the TTUHSC El Paso ASC Contracting System.

Contract#

CONTRACTING CONTACT

Contact should be Lisa Badillo.

Comments to Contracting

Yes
NOTICES: Contracting department
is the contact for all notices received
from the agency/vendor.
CONTINUE TO

BUSINESS REVIEW

@ Reviewed by:

Name / Date
Gigi Maldonado 04/17/17 Page 11 of 14




TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER.

. EL PASO

Reviewer
Reviewer
Reviewer

Reviewer

Reviewer
Reviewer

Reviewer

Gigi Maldonado 04/17/17

Contract#

Contracting Department

Process to initiate and submit a contract through
the TTUHSC El Paso ASC Contracting System.

BUSINESS REVIEW

General Counsel Reviewer Clinical Affairs Reviewer Reviewer
Compliance Reviewer Business Office Reviewer Reviewer
Tax Reviewer Student Affairs Reviewer Reviewer
IT/Network Reviewer GME Reviewer Reviewer
MPIP Committee Reviewer | Research Reviewer Reviewer
MPIP Committee Reviewer | Other Reviewer Reviewer
MPIP Committee Reviewer IlI
Yes Manage Care Contracts: MPIP
Reviewer’s |, Il, Il are reviewed
once a month.
CONTINUE TO
APPROVALS
Reviewed by:

Name / Date
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TEXAS TECH UNIVERSITY Contracting Department
HEALTH SCIENCES CENTER. Process to initiate and submit a contract through

EL PASO the TTUHSC El Paso ASC Contracting System.

Contract#

APPROVALS

Department Approver

General Counsel Approver

CFO Approver

COO Approver

Is Board of Regents approval required? Select yes or no. YES NO

Yes
NOTICES: Contracting department

is the contact for all notices received
from the agency/vendor.

CONTINUE TO

EXECUTABLE AND SIGNED AGREEMENT

@ Reviewed by:

Name / Date
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TEXAS TECH UNIVERSITY Contracting Department
HEALTH SCIENCES CENTER. Process to initiate and submit a contract through

’ EL PASO the TTUHSC El Paso ASC Contracting System.

Contract#

EXECUTABLE AND SIGNED AGREEMENT

Enter contract number on document.

Save and upload final contract in PDF.

Send final contract to department.

Send final contract to vendor.

Upload final contract in E-Imaging.

Yes
NOTICES: Contracting department

is the contact for all notices received
from the agency/vendor.

CONTRACT COMPLETED

Reviewed by:

Name / Date
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