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IT Division Guidance for obtaining or renewing Consultant/Contractor/Personal Services

This process should be started no later than 6 weeks prior to consultant start date to allow for time to obtain signatures and to set forth contract with consultant via the procurement department.

1. Provide “Request for Consultant/Personal Services Agreement” and the “OCI Pre-Procurement Fact Sheet” (found at http://procurement.lbl.gov/forms.htm ) along with routing form and summary page stating Who is being contracted for What project and Why.  Include specifics.

2. Individual making the request for contractor/services etc. is responsible for the building and routing of this package as well as generating the Requisition.  The final document from HR needs to be forwarded to procurement and a copy of the fully executed “Request for Contractor/Personal Services” returned to the original requestor.
3. Provide Department Head, Division Deputy, Business Manager, Division HR Manager with a Scope of Work (SOW) including:  
a. Project proposal
b. timeline for project

c. deliverables

d. scope of project  
e. reasoning for using outside labor

f. specific funding source for project
g. verification that funding exists for period requested 
4. In the case of Renewal, note that funding can not be added to purchase order without follow-up expansion of scope and funding source signed by department head, division manager as well as HR manager.  

Post approval it is the requestor’s responsibility to complete the “Participating Guest” form and ensure that the individual meets with HR on or before the first date on site.  This approval should be received by Division HR 3-7 days prior to the contractor/consultant’s first day of work.

