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Process Overview | 
This process is used to initiate, route, and create the Standard Consultant Agreement for review, approvals, and electronic signatures. As you do 
today, you’ll need the proposal information to start this process. In addition, when requesting the proposal, also request the consultant’s proof of 
insurance up front. This information is used earlier in the process.   

 
  
 
 
 
 
 
 
 
 

 
Standard Consultant Agreement Workflow Process: 

 
 

All Agreement Types 

SCA Standard Consultant Agreement  

GCA General Consultant Agreement 

LSA Land Surveyor Agreement 

GCA Geotechnical Engineer Agreement 

SCA- Workflow Details 

Description: This Process is used to create and route 
Standard Consultant Agreement for review, approval, and 
signatures.  
 
Actors: Project Manager, Contract Admin, Accounting, 
Director of PDC, Campus Contracting Officer, UM System 
(FPD Review / Director), Consultant 
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Initiation/Start Step | 
Just as the project manager does today to complete the Agreement Request Form, the PM will initiation the Standard Consultant Agreement (SCA) 
process in eBuilder and enter the information in the page layout as opposed to the Agreement Request Form. This will initiate the workflow process 
and route the SCA to the Agreement Admin in the next step to complete the agreement request.  
  
Commitment Details: 

 
 
 

Useful information to 
help complete the 
request 

Leave default value for 
agreements  

Select  Non - PO  

Select Control by 
Commitment 
Item   

Select Company. If you can’t 
find the company, have 
Agreement Admin  add them.  

Select either 
Lump Sum 
Amount or  
Quantity / Unit 
Cost 

Company Number will 
populate when the Company 
is selected.  

List of Contacts will populate when the 
Company is selected. If not in the list 
notify the Agreement Admin to add. 
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Commitment Others / Commitment Custom Fields: 
Complete the following fields in the Commitment Others and Commitment Custom Fields: 

 

 
 
 
 
 

 
 

Enter today’s 
date.   

Enter scope of 
work from 
proposal.   

Leave at 0.00%. 

Select 
appropriate 
options.   

Note: Complete 
any additional 
information if 
known at this 
time.   

This will be filled-in at the 
end when the integration 
with PS is complete.   
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Commitment Items: 
In this section you will need to add the PCS line item that will fund the agreement. In the Description field it is recommended to use the 
Consultant’s name and the abbreviation for the type of agreement (Company Name – SCA): 
 

       
 

 
 
 

 
 

 
 

Enter the agreement 
amount.   

Enter the Project 
MoCode if you have it.   
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Contract Documentation: 
In this section the PM will add their contact information, attach the Consultant Selection Summary (if one was required) and the Consultant’s 
proposal, and identify if this agreement requires UM System review:   
 
 

 
 
 
 
 

Project Manager 
will complete 
these sections. 
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Project Schedule and Scope: 
 

 
 
 
 
 

Complete the 
following 
section just as 
you would on 
the ARF form. 
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Required Visits: 
 

 
 
Once completed, click Submit at the top or bottom of the screen to send this to the Agreement Administrator. By clicking on Save Draft, you can 
save your process to complete later.  
 
Contract Administration Step | 
Once you are aware that a proposal it accepted request the Consultant’s Certificate of Insurance by email. The certificate of insurance will be 
added in this step of the process.  Once the process is in your court you need to review and make sure the SCA information is correct. You can 
open the attached proposal to verify information as needed.  
Agreement Documentation: 

 
 

After attaching the 
certificate of 
insurance, please 
check options that 
apply.  

Attach the 
certificate of 
insurance received 
from the 
consultant.  

Complete all 
sections.  



 

8 | P a g e  
 

Consultant’s Hourly Rate Schedule: 
Add the labor rates under the Consultant’s Hourly Rate Schedule. Labor Rates can be added manually or through an import process: 
 
 

 
 
 
Supplier Diversity Participation: 
The last section of the page layout for the Agreement Admin step is the Supplier Diversity Participation. Enter Diversity Goal and any additional 
information you may have.  

 
 
 

Manual - Enter 
the following 
information and 
click Add. Repeat 
until all labor 
rates are added. 

Import – First download the import 
template. Complete and then click 
on Import.  

Complete 
as much 
information 
as you 

 

For agreements, 
select YES or NO.  
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Once completed you can Take Action “Reviewed” to send to the next step in the workflow or “Revise Request” to send it back to the Initiator 
Review step (Project Manager) to revise. Revise Request will require you to enter a comment(s).   
 
 
Optional - Print View of SCA: 
At any point prior to the Mail Merge, you can view the agreement by clicking Print button, choose Merge Templates, and select the Standard 
Consultant Agreement and then click Print. A copy of the SCA will download and be saved in your download folder.  
 

 
 
Accounting Review Step | 
In this step the accountant will create and assign the project MoCode for the project. The project MoCode will then be applied to the commitment 
line item(s) and should be communicated to the Project Manager. At which point, the Project Manager can then add the project MoCode(s) to the 
Project Details page for future reference.  
 
Commitment Items: 

 
 
Once completed you can Take Action “Reviewed” to send to the next step in the workflow or “Revise” to send it back to the Initiator Review step 
(Project Manager) to revise. Revise action will require you to enter a comment(s).   

Note: This is not the 
copy to use or send 
to the consultant.  
 

1 

2 

3 

4 

Click on the icon to add 
the project MoCode to 
the commitment line 
item. 
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Director Review Step | 
In this step the PDC Director is reviewing the completed SCA process with the attached Proposal and the Consultant Selection Summary. Once 
completed you can Take Action “Reviewed” to send to the next step in the workflow or “PM Revise” to send it back to the Initiator Revise step 
(Project Manager) to revise. PM Revise will require you to enter a comment(s).   
 
 
Optional - Print View of SCA: 
At any point prior to the Mail Merge, you can view the agreement by clicking Print button, choose Merge Templates, and select the Standard 
Consultant Agreement and then click Print. A copy of the SCA will download and be saved in your download folder.  
 

 
 
 
Contracting Officer Campus Review | 
In this step the Campus Contracting Officer  is reviewing the completed SCA process, attached mail merge SCA Agreement, Proposal, and the 
Consultant Selection Summary.  
 
Once completed you can Take Action “Approved” to forward to the next step to prep the SCA for consultant signatures or “Revise Request” to 
send back to the initiator to revise.  This will require you to enter a comment(s).  Note: If the SCA exceeds campus signing authority, it will be routed 
to FPD for review.  
 
  
 
 

Note: This is not the 
copy to use or send 
to the consultant.  
 

1 

2 

3 

4 
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Contract Admin: Agreement Routing | 
In this step the SCA agreement is being prepped for electronic signature for the consultant. Instructions for DocuSign or Adobe Sign preparation.   
 
You can Take Action “Inside eBuilder” to forward to the consultant for execution. If you need to make edits to the standard template SCA 
agreement, you will Take Action “Outside Sign.” Contact eBuilder Administrator for help with exceptions to the regular process.  
 
Essentially, you will need to make edits to the SCA template, save and attach the new agreement in the Contract Admin: Agreement Pending step 
and then Take Action “Reroute” to Contract Admin: Agreement Routing to obtain electronic signatures or Take Action “Docs Printed” to send for 
physical signatures.   
 
 
Consultant Final Execution | 
In this step the Consultant will review the SCA agreement and either electronically sign the  SCA agreement by Take Action “DocuSign” or Take 
Action “Revise” to send back to the initiator for revisions, or Take Action “Reassign Sig” if they are the incorrect person at the firm to send back to 
Contact Admin to reassign the SCA.  
 
Upon Take Action “DocuSign” the SCA will route back to either Campus or FPD based on the signing authority limits.  Once the final execution by 
Campus or FPD occurs, the process will SPAWN the Commitment Approval process to update the project in eBuilder the integration to People 
Soft.  
 
 
Final Step | 
Once the SPAWN is started, the Status of the SCA process is changed to “Void” and the process is complete.  

https://collaborate.umsystem.edu/sites/fpd/public/docs/DocuSign%20Prep%20-%20Contract%20Admin.%20Routing.pdf?d=wbb6c1840066b481fba36da0d0e92ae53

