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Contract Term
Beginning & Ending Dates   √   √   √   √   √   √   √   √   √   √   √

Maximum 10-year Contract Duration1   √   √   √   √ NA   √   √ NA   √   √ NA
Vendor Information
Vendor Name/Address   √   √   √   √   √   √   √   √   √   √   √
Legal Status - Certified   √   √   √   √   √   √   √   √   √   √   √
Amounts
Amounts - Current and future fiscal year(s)   √   √   √   √   √   √   √   √   √   √   √
Method of Compensation/Rate Schedule   √   √   √   √   √   √   √   √   √   √   √
Type of Pricing - Fixed/Estimated/Minimum/Maximum   √   √   √   √   √   √   √   √   √   √   √
Certifications
Either Forms B AND  IPG Certifications and Financial Disclosures OR  Forms A 
including Standard Certifications and Financial Disclosures2   √   √   √   √   √   √   √   √   √   √   √
TIN Certification3   √   √   √   √ ?   √   √ ?   √   √ ?
Signatures
Proper Signatures (Vendor and Agency)   √   √   √   √   √   √   √   √   √   √   √
Correct Signature Authority   √   √   √   √   √   √   √   √   √   √   √

Three-signature Approval for Contracts of $250,000.00 or More Per FY4 ? ? ? ? ? ? ? ? ? ? ?
Other
Appropriation Contingency   √   √   √   √   √   √   √   √   √   √   √
Right to Audit   √   √   √   √   √   √   √   √   √   √   √
Subcontractor Utilized/Disclosed5 ? ? ? ? NA ? ? NA ? ? NA

Contract Obligation Document (C-23/COD)   √   √   √   √   √   √   √   √   √   √   √
Contract Transparency Document (C-24/CTD)6 NA NA NA ? ? NA NA NA NA NA NA

Emergency Purchase Statement   √   √   √   √   √   √   √   √   √   √   √
Proof of publication   √   √   √   √   √   √   √   √   √   √   √

Late Execution Waiver Request7 ? ? ? ? ? ? ? ? ? ? ?
Late Filing Affidavit8 ? ? ? ? ? ? ? ? ? ? ?
Lease – Notarized Disclosure of Owners NA NA NA NA NA NA NA NA   √ NA NA

   Prior Approval by Governor's Chief Legal Counsel9 NA NA NA ? ? NA NA NA NA NA NA
   State Employee Indemnification Act10 NA NA NA ? ? NA NA NA NA NA NA

The following chart provides a global view of the minimum contract requirements, by Order Type, verified by the Illinois Office of Comptroller during the obligation filing process. This chart should be used as a guide 
when filing new contracts. Specific types of procurements may have additional requirements, and these guidelines should not be viewed as a substitute for State procurement-related statutes or rules. Please consult 
the SAMS Manual, Chapter 15, and Accounting Bulletins on the Comptroller's website at www.illinoiscomptroller.gov/agencies/resource-library/accounting-bulletins/ for additional information. 

CONTRACT OBLIGATION GUIDELINES

Emergency Contracts (Award Code "E")

Required Contractual Inclusions

Additional Documentation

KEY: √ = Required  NA = Not Applicable        ? = May Apply, See Notes 

Legal Services (Award Code "T")

CONTRACT OBLIGATION GUIDELINES

ORDER TYPE

www.illinoiscomptroller.gov/agencies/resource-library/accounting-bulletins/


ORDER TYPE
J/27

Awards & Grants

Purpose of the grant √
Dates the grant is valid √
Dates of grantee expenditures eligible for grant √
Explanation of payment process √
Description of permissible use of grant funds √
Description of financial controls applicable to grant √
If >$25,000, agreement contains provision that grantee will file "quarterly reports 
describing the progress of the program, project, or use and the expenditure of 
the grant funds related thereto." √
Clause that agency, OAG, or AG may inspect and audit records related to the √
Statement that all unused funds will be returned to the agency within 45 days of 
grant completion √
Certification that all information is true and correct and grantee agrees to use 
funds only for grant purposes--must contain the phrase "under oath" √
TIN Certification3 √
Appropriation Contingency √
Drug Free Workplace Act Certification11 ?
Prevailing Wage Act Certification12 ?
Proper and complete signature blocks for agency and grantee √

Late Filing Affidavit8 ?

KEY:   √=Required
May apply, See Notes

GRANT REQUIREMENTS

Grant Agreement Inclusions

The following chart provides a general view of the grant requirements verified by the Illinois Office of 
Comptroller during the obligation filing process. This chart should be used as a guide when filing new grants. 
Specific types of grants may have additional requirements, and these requirements should not be viewed as 
a substitute for State grantmaking-related statutues or rules. Please consult the Illinois Grant Funds 
Recovery Act (30 ILCS 705), the Grant Accountability and Transparency Act (30 ILCS 708), or Accounting 
Bulletins (www.illinoiscomptroller.gov/agencies/resource-library/accounting-bulletins/) for additional 
information.

GRANT OBLIGATION GUIDELINES

Additional Documentation

www.illinoiscomptroller.gov/agencies/resource-library/accounting-bulletins/


Obligation Guidelines Notes 
1 10-year contract duration exceptions include the following: 

• DoIT leases for dark fiber networks – not to exceed 20 years (30 ILCS 500/20-60).
• Real property or capital improvement leases for the University of Illinois Chicago

ambulatory surgical center, where the owner of the real property is the University of
Illinois – not to exceed 30 years (30 ILCS 500/40-25).

• Energy conservation program contracts or energy savings contracts or leases – not to
exceed 15 years (30 ILCS 500/25-45).

• Renewable energy resources contracts or leases – not to exceed 25 years (30 ILCS
500/25-47).

2 For agencies exempt from the requirement to utilize Forms A or Forms B, all applicable 
certifications and financial disclosures must still be submitted along with or as part of the 
contract.  
3 See SAMS Procedure 15.20.60. TIN Certification is not required for contracts where the 
vendor is a State of Illinois agency.   
4 Three signatures are required on all contracts of $250,000 or more in a fiscal year. See 
Section 9.02 of the State Finance Act (30 ILCS 105).  
5 All contracts shall state whether subcontractors will be utilized. Disclosure of subcontractor 
information (names, addresses, etc.) is required for any subcontracts having an annual value of 
more than $50,000. See Section 20-120 of the Illinois Procurement Code (30 ILCS 500). 
6 Contract Transparency Document (C-24/CTD) is required for all professional and artistic 
contracts exceeding $250,000 in a fiscal year. See SAMS procedure 15.20.10, pp 12 – 13 or 
Accounting Bulletin 211.  
7 Late Execution Waiver Request is required for all contracts not reduced to writing and signed 
by all parties before services are rendered or goods are received. See SAMS procedure 
15.10.40, pp 3-4 and Accounting Bulletin 164. See also Section 20-80(b) of the Illinois 
procurement Code (30 ILCS 500).  
8 Late Filing Affidavit is required for contracts and grants not filed with the IOC within 30 days of 
execution. See SAMS exhibit 15.10.40-A or Section 20-80(c) of the Illinois Procurement Code 
(30 ILCS 500).  
9 Contracts for legal services require prior approval by the Governor’s Chief Legal Counsel or 
the equivalent thereof, for agencies not under the Governor’s jurisdiction. 
10 See Section 2 of the State Employee Indemnification Act (5 ILCS 350). Contracts for legal 
services must indicate whether the Act is applicable to the contract or not. If the Act is not 
applicable, the Contract Obligation Document must state that. If the Act is applicable, prior 
approval from the Attorney General’s office is required.   
11 Certification is required for all individuals and sole proprietors per Section 4 of the Drug Free 
Workplace Act (30 ILCS 580). Corresponding vendor legal status is 01 or 02. 
12 Certification is required for all contracts for service categories subject to the Prevailing Wage 
Act (820 ILCS 130). 
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