New agreement and amendment workflow - Workflow Diagram (1)
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System

- Send the reminder to Providers for entering the budget line item details one day before the due date

- Send a reminder to Contract Analyst 30 days prior to expiration to send notifications to Providers for missing/incomplete/expiring insurance information like Certificate of
Insurance, expiration date of insurance certificate, policy numbers, expiration dates of policy numbers, liability limits (maximum limits, aggregate per occurrence)

- Allow Contracts team to view & track which messages have been sent to which agreements within the system

- Allow Contracts team to notify Provider of new agreement/amendment plan, when appropriate send notification letter
- Allow Contracts team to send a link to Provider to update provider level information (Contracts Analyst can choose when to send this notification)
- Send an alert to Contract Analyst and Program Manager when Grand total of all budgets exceeds NTE
- Allow Contracts team to send notifications to signatories when new agreement/amended agreement pdf package is sent for external approval via DocuSign
- Allow Contracts team to send notification to Providers to enter/update line item details on budgets
- Send notification to Program Managers to review the program reports on time

- Send a notification to Contract Analyst to follow BoS process when amendment increase NTE to >10M or $500K over last BOS -approved NTE or Increase term >10 years
- Send a notification to Contract Analyst to follow BoS process when new Agreement NTE >$10M or term >10 years
- Send a notification to Contract Analyst when Provider is done entering budget line items

- Allow to coordinate with Provider for corrections on budget line items by leaving comments in “Notes” or “Notes for Collaboration” and resolve issues

- Send notification to Contract Analyst to upload the signed agreement/amendment in FSP and complete preliminary steps in FSP before opening for invoicing
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I:l Contract (for-profit) review and approval occurring in ServiceNow




	New agreement and amendment workflow - Workflow Diagram (1).vsdx
	Page-1


