BCM Late Contract Policy (4-15-2014)
· All Contracts should be completed in a timely manner - meaning all Contracts should be fully executed (signed by the Contracting parties) on or before the Contract start date and prior to any Contracted services being provided. Contracts submitted to BCM on or after the Contract start date are untimely and considered to be “late” (fully executed after the Contract start date).  
· In an effort to decrease the number of late Contracts, any Contract submitted to BCM for processing 90 days or more after the Contract start date, the Contract must be accompanied with a "90-Day Late Memo" that contains a timeline and justification for processing the late Contract and an explanation of how the DHS Agency plans to prevent late Contracts in the future.  
· The “90-Day Late Memo” shall be signed by the DHS Agency’s Director and addressed to the BCM Contract Manager, requesting review and approval by the DHS Deputy Director.  The BCM Contract Manager will review, and submit the “90-Day Late Memo” to the Executive Director’s Office (EDO) for review and approval of the DHS Deputy Director over Support Services.
· State Purchasing or Fi-Net Contracts.  In addition to the above requirements, if the Contract is procured through State Purchasing or paid out of Finet, the “Late Memo” must also meet the following requirements: 

1.	If the Contract is 90+ Days Late.  The “90-Day Late Memo”, with timeline and justification must include cc’s to one of the State Purchasing Deputy Directors.  BCM will submit the “90-Day Late Memo” to EDO and to State Purchasing or State Finance, along with the cc’s to the State Purchasing Deputy Director after all approvals are obtained as State Purchasing also requires a Department-level approval on “90-Day Late Memos”.
[bookmark: _GoBack]2.  	If the Contract is 120+ Days Late.  The “120-Day Late Memo” with timeline and justification must be submitted to the BCM Contract Manager who will submit it to one of the State Purchasing Deputy Director’s for their approval before DHS may proceed with executing the Contract.  If the Contract is already in the signature process, do not discontinue the signature process, but get the memorandum with timeline and justification to the BCM Contract Manager who will attempt to obtain the necessary approvals. +

