[image: cmi seal-300dpi_medium_600x600]CITY OF MERCER ISLAND
CONTRACT ROUTING SHEET

	ORIGINATING DEPARTMENT INFO

	
	[bookmark: Dropdown4] 
	[bookmark: Text1]Staff Person:      , Phone Ext:      

	
	[bookmark: Text2][bookmark: Text24]Date of Request:       	Date Due:      

	· DOCUMENT TYPE

	
	[bookmark: Dropdown1][bookmark: Text19]		If other:      

	· CONTRACTOR / VENDOR / CONSULTANT INFO
	· PROJECT TITLE

	
	Name:	     
	
	     

	
	Address:	     
	
	

	
	[bookmark: Text5]Phone:	     
	
	

	
	[bookmark: Dropdown5]Type of Person or Entity:  , 	State where entity formed:      

	
	[bookmark: Text7][bookmark: Text8]Signature name:      , Title:      

	
	[bookmark: Text9]Tax ID#:      
	MI Business License #:      
	[bookmark: Text25]If none, date when application submitted:      

	· SCOPE OF WORK - EXHIBIT A

	
	[bookmark: Check17]|_|	Attach a complete and detailed description of the services or scope of work, including completion date for each phase of work and location of work as EXHIBIT A to the contract.

	· TERM/COMPENSATION

	
	Commencement Date:      	Completion Date:      
	Contract Extension?  |_| Yes  |_| No

	
	[bookmark: Text12]Total Compensation: $     	Not to Exceed: $     
(Include expenses and sales tax, if any. If calculated on hourly labor charge, attach schedules of employees’ titles and hourly rates)

	
	[bookmark: Check1][bookmark: Check2][bookmark: Text13]Reimbursable Expenses:	|_| Yes	|_| No	If yes, maximum dollar amount: $     

	· MISCELLANEOUS

	
	[bookmark: Dropdown3]Selection Process Used: 	Update Bid Log? |_| Yes |_| No - RFP-RFQ-Bid Log

	
	[bookmark: Check13][bookmark: Check14]Certificate of Insurance Required:  |_| Yes	|_| No	(If yes, certificate must be attached before agreement is signed)

	
	Current Vendor in ERP?  |_| Yes  |_| No	(If no, include current W-9 form with contract documents)
ERP Enforcement Method:  |_| Not to Exceed |_| Encumber Acct :  |_| Other       (For help, see here)

	· CONTRACT ROUTING & APPROVALS (INITIALED & DATE)

	
	[bookmark: Text22]Budget Code:      
	· SPECIAL INSTRUCTIONS / NOTES
If more than one budget code, include cost breakdown

	
	[bookmark: Text23]Date Approved by CC:      
	

	
	[bookmark: Check18][bookmark: Text27]1.  |_|	Director      
	
	     

	
	[bookmark: Check19][bookmark: Text28]2.  |_|	Finance      
	
	

	
	[bookmark: Check20][bookmark: Text29]3.  |_|	City Attorney      
	
	

	· SIGNATURES
	
	

	
	If Contract is $25,000 or LESS, then Director signs contract for the City Manager.
	
	

	
	[bookmark: Check21][bookmark: Text30]|_|	Director      
	
	

	
	  OR
	
	[bookmark: Check23]|_|  Signed Copy Back to Originating Department

	
	[bookmark: Check22][bookmark: Text31]|_|	City Manager      
	
	[bookmark: Check24]|_|  Forward Original to City Clerk’s Office for Filing



		Updated: 6/03/2025
image1.jpeg




