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Some departments 
prepare their own 
contracts or use 
contracts supplied 
by the vendor.

Secretary reviews 
request.

If department 
submitted a signed 
agreement, the 
agreement is sent to 
the attorney for 
signature.

Otherwise, the 
secretary prepares 
agreement and 
sends it to the 
attorney for review.

Attorney reviews 
and approves 
agreement.

Secretary compiles 
and orders all 
agreement 
documentation 
before returning to 
the department for 
signatures.

Department sends 
agreement to 
vendor for 
signature.

Once the signed 
agreement is 
returned from the 
vendor, the 
department head 
signs it and returns 
it to the County 
Attorney’s office.

A holding queue for 
agreements that 
need insurance 
approval from Risk 
Management.

Once Risk 
Management 
approves the 
insurance, the 
agreement may be 
signed by the 
attorney.

Attorney signs 
agreement.

County Executive 
signs agreement.

Contract number is 
assigned to the fully 
executed contract 
and all parties are 
notified of 
completion. 
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