
Hirin g Consultan t – New Process 

Starting June 1, 2019:

 Process managed by Purchase Requisition (PR)

 PI submits PR in HuskyBuy via Goods & Services Form

 Commodity Code : 133 Consulting Svcs Grant

 Include as attachments:

 HOC form

 Scope of Work

 Sourcing documents (Quotes or SSJ as prompted via G&S Form)

 Amendments – submit via PO Amendment or new PR as required
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New Workflow PI / Dept.
Issues PR & PO amendment  

HOC form

SPS
Allowable

Named in budget
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Procurement
Sourcing verification  
Vendor compliance

Contracting
Contract execution  

& amendments

Procurement
PO / POA approval
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Consulting Agreement Detailed Process ‐ Grant Funded Expenditure:
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Dept / PI submits Purchase Requisition using Goods & Services Form via Husky Buy & includes (if PO, then a PO Amendment will be submitted):
• Assign Commodity Code 133, Consultant Grant Funded
• HOC form with Scope of Work (SOW) document included as attachments
• Quotes or Sole Source Justification Form (SSJ) for spend over $10K are included for sourcing portion of Goods & Services Form

SPS: reviews PR & HOC form to confirm consultant is allowable and in budget; any other dept specific criteria  

Procurement: Verifies PR spend with PI for the entire grant period & appropriate sourcing is completed: 
1. Micro Threshold under $25K: 1 quote required
2. Simplified Acquisition: $25K ‐ $249,999.99: 3 quotes required
3. Public Bid: $250K +
4. Sole Source: no spend threshold applies. Must meet 1 of the 4 justifications for federally funded 

grants:
• Product/service is only available from a single source;
• Public Emergency Procurement;
• Federal Awarding Agency Authorization:
• Inadequate competition after solicitation of multiple sources.

Submits Request to Contracting with SOW for agreement draft & execution  
Updates PR comments to reflect status

Contracting: Initiates draft agreement, has PI review & approve (Buyer may do preliminary review of SOW with PI/team)
 Finalizes agreement w/ Consultant
Obtains necessary UConn approval to fully execute contract
Agreements over $25K go to OGC for review; over $500K to AG for review 
Fully executed agreement is returned to Procurement

Procurement: Updates necessary contract steps in KFS & HB & updates requisition  
Approves to PO & submits copy to Consultant & Dept/PI

Amendments: If agreement is still active (has not expired) an amendment to the agreement & PO may be submitted via POA in HuskyBuy, the request should follow the steps above 
If agreement has lapsed, then the process starts as new.
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Hiring a Consultant – New Form
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Available via:
• SPS & Procurement websites

Design Updates:

• Capture all contact info for  
consultant, PI & dept.

• Identify spend for current &  
overall grant period

• Scope of Work – obtain more  
detail at beginning of process
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Procuremen t & Contract in g Contacts 
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Procurement:

 Kathleen Kearney – Research Category Manager  
 Sourcing verification, SOW review, submits requests to Contracting, 

final PO & POA approval

Contracting:

  Laurie Field –Contracts Specialist  
 Executes most grant funded consulting agreements & 

amendments
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