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The Contract for Services process is lengthy! You are strongly encouraged to
initiate the form at least 2 months prior to the start of the service.
You may not have a contractor perform work without a fully approved contract.

Step 1: Initiator

The contract must be initiated
by an LPC employee (not a
student, contractor, or anyone
else). Fill out all required and
optional fields on the forms
provided.

Steps 11-16:
Business Office

Review

All contracts are
reviewed by the Business
Office and entered into
Banner.

Step 17:
Purchase Order

The Business Office sends the
contract to District for a PO,
which is created after the Vice
Chancellor of Business Services
signs the contract.

Step 2: Contractor

The contractor will receive an
automated email with a link to
the contract. They will be
prompted to enter their details
and sign the contract. No
InformedK12 account needed.

Step 10: President
All contracts are reviewed
and signed by the College

President.

VC Business Services
Approval
The VC of Business Services
reviews all contracts for
final approval.

Office of Administrative Services

Step 3: Initiator

The contract is returned to
you for final review. Double-
check that all information is
correct, sign the contract, then
send forward. Certain contract
details may only be edited at
Step 1.

Steps4-9:

Division Review

The contract is reviewed by the
Admin or Executive Assistant you
select in the drop-down. It is then

forwarded to the appropriate
Administrator(s)s for approval. Some
optional steps will be selected if
additional signatures are needed.
Contracts of $5k+ are reviewed by
your VP’s Office.

Complete!
Once PO is issued, the
contractor may begin
work. No work should
take place prior to the
final approval of the
contract.
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