LY

HARTNELLCOLLEGE

TRACKING SHEET
FOR AGREEMENTS/CONTRACTS/MOUs/GRANTS

DOCUMENT PACKET = 1 Tracking Sheet, 1 GLBS Report, 1 Board Agenda Item Cover Sheet, 2 Agreement/Contract/MOU/Grant documents

Note: Ultimate approval is at the discretion of the Superintendent/President and/or Governing Board.
Work is not to begin before the document has been signed by both parties.

K2

a fully signed copy is received by email

%+ Originator please retain a copy of the Document Packet until ++ All Grants must be processed through Elizabeth Flores,
Budget & Grants Accountant (ext. 6983)

<+ All Agreements/Contracts/MOUs/Grants must be
submitted to Governing Board (see Bid Matrix, on next page)

(see Bid Matrix, on next page )

<+ All Grant Applications require Governing Board Approval

Contract Start Date

Contract End Date

Date Submitted to G.B. Submission Type [ ] ACTION [ ] CONSENT
Contractor and Contractor’s Contact Info Hartnell Originator / Phone STATUS
(Contact Name, Title, Organization, and Mailing Address, City, State, ZIP)
[] NEW
[ ] RENEWAL
[] consultant Agrmt. [ ] Independent Contractor [_] Performer/Lecturer Agrmt.
TYPE OF CONTRACT |:| Vendor Agrmt. |:| Amendment to existing/active Agrmt. |:| Service Agrmt.
Prev. Employee: if so which  [] Faculty (] Staff [] Retired
CONTRACTOR STATUS Contractor is a member of:  [] Cal-STRS [] CalPERS
Description of Project or
Service Being Performed
Contractor’s Phone/Email ‘ Email ‘
Is this a new vendor? [Jves [] No
*If yes, please follow New Vendor Setup Guidelines
Budget Implication ‘ Revenue ‘ S ‘ Expense ‘ S
Fund Source GRANT? []ves []nNo Grant [] Federal [] State [] Local
Type
Budget Account Code(s) ‘ % ‘ ‘ %

*Attach a copy of a Colleague GLBS report for each budget account code (GL#) being used.

1. Preliminary Review:

Administrative Services Date
2. Review & Approval:

Controller / or / Grants Accounting Manager Date
3. Review & Approval:

Dean / Dept. Manager / Director (printed name: ) Date
4. Review & Approval:

Area Vice President (printed name: ) Date
5. Final Review & Approval:

Vice President of Administrative Services Date

Administrative Services use only:

Certificates of Insurance: [ Yes I No Additional Insured? [ Yes [J No
Originals to President for signature: Date: Fully executed copy to Originator: Date:
Originals to Contractor for signature: Date: Fully executed copy to Contractor Date:

[ ] COMPLETED

Rev 12-12-19
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