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Business Services Internal Procedure

Consultants

There are three classifications of non-state employees:  Consultant Services, Professional/Technical Services and Purchased Services.  

CONSULTANT SERVICES

(Object Code 15XX)

Consultant services has been defined by the State Department of Administration as follows:  


A contract for “professional or technical advice of opinions” which may include evaluations, recommended actions, predictions, planning and will produce a report. 

Prior to contracting a consultant, a department must pre-negotiate the proposal with the Office of Contract Management.  Therefore, please contact the Office of Business Services, Purchasing Section, 7041, for assistance when it has been determined that a consultant is needed.  Approximately six weeks will be needed between request and a signed contract.  Under no circumstances should a potential consultant services contractor be allowed to begin work until the contract has been approved.  

PROFESSIONAL/TECHNICAL SERVICES

(Object Code 16XX)

Professional/Technical Services has been defined by the State Department of Administration as follows:


A contract between an agency and a contractor for services which result in the completion of a task rather than recommendation, evaluation or analysis.  

If the payment for the professional/technical services will be $50,000.00 or more during the fiscal year a contract will have to be submitted to the MnSCU Chancellor’s office for approval.  If the payment is to be less than $50,000.00 for the fiscal year, a local contract will be completed.  On the first type of contract, allow 4 to 6 weeks for completion; on the second allow 2 to 3 weeks.  This type of contract covers our educational and instructional services.  Under no circumstances should a potential provider of professional/technical services be allowed to begin work until the contract has been approved.  

PURCHASED SERVICES

(Object Code 180)

Purchased Services has been defined by the State Department of Administration as follows:  


A contract between an agency and a contractor to furnish services of a service nature, such as refuse removal, security service, laundry, conference, meeting and catering services, etc.  

This area of services will be used mainly by Physical Plant operations and will require contracts approved by the State Department of Administration the same as in the past.  

All of the above referenced contracts will be completed on MnSCU contract forms and will be completed by the Office of Business Services from the information supplied by the requesting department on the IRF.  The IRF must contain the following information:  

1. The services to be performed

2. Time Schedule

3. Compensation

4. Any travel and subsistence expenses that are to be reimbursed

Under no circumstances should potential providers of purchased services be allowed to begin to provide services until the contract has been approved.  

In order to process payment for such a contract, an invoice will be needed from the contractor for services rendered and for any travel and subsistence expenses that are to be reimbursed.  Receipts for lodging and airfare will be required.  Travel and subsistence reimbursements will be made pursuant to the travel regulation promulgated by the Commissioner or Personnel.  Any questions regarding these contracts should be directed to the Office of Business Services, Purchasing Section, 7041.  

