
LSC/ESF Contract Set up Process
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B
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rd Confirm panel
decision to

contract

OCT of specifications and
successful providers

identified

Create project specification to
meet local/regional needs

Contracts Director and
Contract Managers notified
and provider/project details

issued

Contact provider
and arrange initial
meeting between

Contract Manager,
Provider, Contract
Adviser and Local
Area/Project Lead

Confirm Local Area/Project
leads with Contracts Director

and assign Contract Adviser to
project

Contact Project/Local Area
Lead to confirm process and
arrange clarification meeting

Notification to contract and
tendering documents recieved

Confirm meeting dates
with all parties and issue

agenda

Yes
Contract value
confirmed and

approved

Complete contract
request in CMA

No
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Complete risk
assessment and

prepare for meeting

Clarification checklist
updated and issued

to all parties

Check documents
received and prepare
contract and profile

Introductory
meeting held with
provider to confirm

project details

Clarification checklist
confirmed, signed
and returned to

Contract Adviser

Clarification checklist
confirmed, by email

Clarification checklist
confirmed by email

One signed copy of
clarification checklist returned
to provider and one copy held

in Contract Advisers file.

yes

No

No

Yes

Yes

Contact
Project/Local
Area Team
to discuss
Contract
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Arrange Contract Set up
Meeting with Provider and

Contract Leads

Prepare for
meeting and send

out agenda

Hold Contract
Set up

Meeting with
provider and

confirm
delivery and

profile

Complete Contract
Set Up Proforma and

issue to provider

Proforma confirmed,
signed and returned

to ESF Contract
Adviser

One signed copy of
Proforma returned to

provider and one copy
held on file.

Appendix 2 profile
completed and sent to
Provider, Project Lead
and Local Area Lead

Yes

No

Appendix 2 profile
confirmed

Appendix 2 profile
confirmed

Appendix 2 profile
confirmed

No

No

No

Yes

Yes
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Contracts checked
logged and sent for
counter signature

Contract final
approval in CMA

One contract is returned to the
provider, one is sent to the

Central Contracts Team and a
copy is filed in the Contract

Advisers file

Contract
approved in

CMA

Contract is completed,
2 copies printed off

and sent to the
provider

Provider signs the
contracts and

returns them to the
LSC

Contract completed
in CMA and sent for

approval

Contract
approved in

CMA

YesNo

Update Regional
Contract Register and

ESF Database

Contract Filed

Sign Contracts
and return to

Contract Adviser
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Delivery
Proforma confirmed,

signed and returned to
Contract Adviser

One signed copy of
Proforma returned to

provider and one copy
held on file.

Complete Project Set
Up Proforma and issue

to provider

Complete
Project Set
up Meeting
with Project

Manager and
provide

training on
LSC systems

to Admin
Staff

Arrange project set up
meeting with Provider
Project Manager and

Admin Staff


