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SERVICES AND PERSONAL SERVICES CONTRACTS 
POLICY AND PROCEDURE MANUAL 

 
 
1.0 Objective 

2.0 Controls and Responsibilities – Bureaus/Divisions 

3.0 Controls and Responsibilities – Office of the Administrative Deputy 

4.0 Controls and Responsibilities – Office of the Finance Specialist 

5.0 Definitions 

6.0 Services and Personal Services Contracts 

6.1 Sole Source Purchases 

6.2 Emergency Purchases – Processing 

6.3 Confirming Purchase Order – “Authorized/Unauthorized” 

6.4 Indemnification and Insurance Requirements 

6.5 Statement of Work/Purchase of Service Agreement 

6.6 Child Support Compliance and Principal Owner Requirements 

6.7 Conflict of Interest and Gratuities 

6.8 Training 

6.9 Contracts for Board Approval – Timely Filing 

F-1 Forms 

DMH Emphasis – Policies 

DMH Emphasis – Procedures 

DMH Services and Personal Services Checklist 
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