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I.
Purpose
To provide guidance in records management with the use of Livelink




in the Office of Purchasing.

II.
Scope

These guidelines shall apply to all contract files with  BCC 

                                    procedural guidance as supported by the records management process.  



These guidelines apply to all office personnel for day to



day operations of the office of Purchasing.

III. Responsibility

A.      The purchasing agent is responsible to assure that the contract file      

          includes relevant information such as:

· Final Contract/Purchase Order Documents.
· Original Solicitation and any Addendums.
· Minutes and Memoranda relating to contract documents as they apply.

· Draft Documents

· News Journal Advertisements

· Bidders/Proposers List

· Attendance Sheets and Award Determination as they apply.

B.       The Office Assistant shall scan and import photocopies of the related       

           documentation to the contract file: 

· Table of Contents (Revised Form 1/19/07)
· Final Contract/Purchase Order Documents
· Original Solicitation and any Addendums
· Minutes and Memoranda

· Draft Documents

· News Journal Legal Advertisements

· Bidders/Proposers List

· Attendance Sheets, Bidder/Proposer Responses, Tab Sheets and Award Determination 

C. The Office Assistant will enter the tab description as attached for the sample 

Livelink Enterprise Workspace i.e., TAB 1 Table of Contents, 

          TAB 2 Final Contract/Purchase Order Documents

          TAB 3 File Copy of Original Solicitation
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