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2008-09 BA #37 
 Date Issued 8/08 
 
TO: BUILDING PRINCIPALS, DIRECTORS, CURRICULUM SPECIALISTS, and 

DEPARTMENT SUPERVISORS 
 
FROM: Mark Shepard, Associate Superintendent for Business Affairs 
 Dwayne Odvody, Director of Purchasing 
 
SUBJECT: CONTRACTING WITH CONSULTANTS AND OTHER SERVICE 

PROVIDERS 
 
Agreements with consultants and other service providers shall be completed prior to the 
actual performance of the service for the District.  Advance preparation of an agreement 
will allow for proper contract authorization and, if necessary, receipt of a properly 
completed insurance certificate prior to service.  Send completed forms, along with a 
completed requisition, to Purchasing at least two weeks prior to the commencement 
of the service being provided. 
 
Consultant/Service Provider Forms are found on the LPS Website. 
 
Contract forms are divided, by dollar amount of contract, into two categories: 

1) $500 and less 
2) More than $500 

 
Use of Forms 
 
1) $500 and Less (PR0011, sample is attached) – This one page form combines the 

contract and invoice form.  The location should obtain information from service provider 
and complete the top portion of the form (contract).  The form needs to be signed by 
the service provider.  Attach the completed form to a BA-80 Requisition and send to 
Purchasing.  The location needs to retain a copy of the completed form. 

 
When service has been received, complete and have the responsible administrator 
sign the lower portion of the form (invoice) and send to Accounts Payable.  If the 
service provider submits a separate invoice, attach that to the LPS completed invoice. 

 
2) More than $500 (PR0009 and PR0010, samples are attached) – The 

Consultant/Service Provider Agreement form shall be completed prior to service being 
received.  The location should obtain information from the service provider and 
complete the agreement portion of the form (contract), and ONLY the top portion of the 
Consultant/Service Provider Invoice form.  The invoice provides information necessary 
for setting up vendors.  The agreement form needs to be signed by the service provider 
and the location administrator (District Representative).  The District Representative 
should not sign the lower portion of the invoice until after the service is received.  
Attach the completed form to a Non-stock Requisition and send to Purchasing.  The 
location needs to retain a copy of the completed forms, but the original must be sent to 
Purchasing. 
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The agreement should specifically state services to be provided, dates of service, term 
of agreement, and the agreed dollar amount.  If the District is reimbursing the 
contractor for expenses, the type of expense and dollar limits (if any) needs to be 
specifically stated in the “Services” portion of the contract.  NOTE: In general, the 
contractor should be responsible for their own expenses. 
 
When service has been received, complete and have the responsible administrator 
sign the lower portion of the invoice form and send to Accounts Payable.  If the service 
provider submits a separate invoice, attach that to the LPS completed invoice. 
 
Additional Considerations 
 
The attached agreement forms should not be used to contract with current employees 
of Lincoln Public Schools.  All services provided by LPS employees must be paid 
through the payroll office. 
 
Contractors from outside Nebraska should be made aware in advance of the tax 
withholding requirements of Nebraska (see PR0009, item 10).  This is not a 
requirement common to all states. 
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