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Instructions:
1.  All fields in Sections 1 through 3 are required. 
2.  Additional sections will display once a Contract Category is chosen.
3.  Attach 1 copy of the contract for final execution. 
Contract Approval/Routing Form (CARF)
Section 1 - Contract Information
Unit contact information, in 6 fields.
Contract Category:
Contract Category
(Select a category to populate the form)
Receivable contracts should be routed to UIC Purchasing and Contract Management, e-mail CARF and contract documents to: UICpurchasing@uillinois.edu.
Make sure you include both pages 1 and 2 of the CARF.
For Payable contracts, submit CARF and proposed contract as internal attachments to a requisition using the iBuy Purchase Requisition Form. 
No Fund Contracts should be routed to UIC Purchasing and Contract Management, e-mail CARF and contract documents to: UICpurchasing@uillinois.edu.
Does the contract involve the sharing or transfer of personal data?
Does the contract involve the sharing or transfer of personal data?
Protected Health Information (PHI) Involved?
Protected Health Information (PHI) Involved?
NOTE: A Business Associate Agreement (BAA) may be required. 
Is the Vendor providing licensing or credentialing services?
Does the contract involve the sharing or transfer of personal data?
Will any services be provided on-site at the UI Hospital & Clinics?
Does the contract involve the sharing or transfer of personal data?
Does the other party provide a service that requires the transfer of PHI from University hospital systems to the other party’s systems?
Does the contract involve the sharing or transfer of personal data?
Contract Definitions
Click to view contract types and subtypes.
Health Care Related?
Health Care Related?
Brief Description (if amendment, include original contract number):
Document Source:
Has any portion of the work being contracted for already been completed? 
Section 2 - Contracting Party (Contractor/Client)
Unit contact information, in 6 fields.
Section 3 - Unit (Department/College)
Unit contact information, in 6 fields.
Section 4 - Preliminary Approvals
Unit contact information, in 6 fields.
Signatures indicate contract concept approval at the amount specified above.
Signatures indicate contract concept approval at the amount specified above. For receivable contracts, signatures also certify to statements on next page.
Unit Head:
Required
Dean/Director:
$100,000 or More, CSO No Funds
VP/Chanc./V. Chanc.:
$200,000 or More
Materials Management:
Required for All On-Site Services
Chief Medical Officer:
Required for All On-Site Clinical Services
Hospital IS Security:
Required for transfer of PHI
By signing this CARF, the Unit certifies that no apparent conflict of interest exists in regard to this Contract (See Business and Financial Policies and Procedures Manual, Section 17.1) If the above certification is NOT being made, describe why and submit documentation separately:
University Counsel review is required for payable contracts of $250,000 or more, all contracts requiring BOT approval, all settlements of claims or disputes, all contracts for legal services, all contracts where student data will be shared with outside entities, and all employment contracts, all revenue generating healthcare contracts, and all other party revenue generating contracts.
Section 5 - Contract Office Use Only
Unit contact information, in 6 fields.
OBFS Coordinator:
University Counsel:
Receivables Contracts
By signing the CARF, the Unit has read and certifies to all of the following statements:
For non-healthcare or health related services, proceed to Paragraphs D and E, below.  
A. For healthcare or health-related services, this Agreement shall be consistent with any and all applicable federal and state laws, including, without limitation, Medicare, Medicaid, the Health Insurance Portability and Accountability Act of 1996 (HIPAA) and other Federal and State statutes and regulations and the principles and interpretations related thereto. The parties intend to comply with the provisions of 42 U.S.C. 1395nn(a)(1) and 42 U.S.C. 1320a-7b(b), as such provisions may be amended from time to time (Federal Fraud & Abuse and Anti Kickback Laws). As applicable, the parties intend that this Agreement meet the requirements of (i) the Personal Services and Management contract “Safe Harbor” to the Medicare and Medicaid Anti-Kickback statute as set forth in 42 C.F.R. Part 1001.952(d); and (ii) the Personal Services Arrangement exception to the Physician Ownership and Referral legislation as set forth in 42 U.S.C. 1395nn (e)(3) and the corresponding regulations, if any.
Stark Laws – the Unit affirms that: 
1. The services to be provided are no more than what are reasonable and necessary; 
2.  The compensation/fee to be received does not take into account the value or volume of referrals of business between the Client and the University; and 
3. None of the individuals in the Unit have any financial or familial relationship with the Client or any of the Client's employees other than what is described in the contract or which has been expressly approved under applicable conflict of interest policies as described in paragraph B, below. 
B. For healthcare or health-related services, HIPAA. In accordance with 45 CFR 164.501 & 164.502(e)(I)(ii)(A), the Privacy Rule includes exceptions to the Business Associate standard. This contract and its requirements meet the exception and do not require a Business Associate agreement in order for Covered Entity to disclose Protected Health Information to: a health care provider for treatment. Based on this exception, a Business Associate agreement is not required for this agreement. 
C. For healthcare or health-related services, FAIR MARKET VALUE. Fee to be received is appropriate considering the qualifications of the University employee providing the service under the agreement and the normal fee is consistent with fair market value and the nature of the services required. 
D.    Check if appropriate: No apparent conflict of interest exists in regard to this Contract (See Business and Financial Policies and Procedures Manual, Section 17.1.). 
E. LIABILITY. The University Office of Risk Management, (217) 333-3113, has been contacted to perform risk identification and has determined that (please check one):
       University employee and scope of services are sufficiently covered by the University’s Self-insurance Plan or
       Commercial insurance should be obtained to protect the interests of the University and its employee or
       Client has agreed to provide insurance coverage to University employee as well as University with respect to the Agreement and this Agreement either needs to be or has been modified accordingly 
 
 
 
 
F. UNRELATED BUSINESS INCOME TAXES (UBIT).  For a revenue activity to be considered unrelated business income, ALL of the following criteria must be satisfied:  
       The revenue activity (trade or business) is expected to derive a profit, and
       Revenue activity is regular and frequent (comparable to similar commercial activity), and
       Revenue activity is not substantially related to the University’s mission or within the definition of IRC §501(c)3.   
If all three boxes are checked, the unit must contact University Tax at 217-244-8359.  Also, see Business and Financial Policies and Procedures Manual, Section 18.13 for additional information.
A. Unobligated Funds are available to pay the amount of the Contract.
B. These services are essential and could not be satisfactorily performed by University of Illinois (University) employees.
C. Services cannot be satisfactorily secured through the University employment process.
D. Individuals who perform services for any University department are presumed to be employees of the University unless the relationship satisfies IRS standards for Independent Contractor. (See Business and Financial Policies and Procedures Manual, Section 17.2.) If the services will be provided by an individual who is not a U.S. Citizen, whether the services will be performed inside or outside the U.S., see Business and Financial Policies and Procedures Manual, Section 18.2.
For a Contract with an individual, the following questions must be answered. 
Will the individual provide essentially the same service as provided by a University employee?
Has the individual previously been paid as a University employee to perform essentially the same task?
Will the University have a legal right to control how the individual will perform or accomplish the service?
Will the individual supervise or direct University employees as part of the service provided?
Is it currently expected that the University will hire this individual as an employee immediately following the termination of the contractual service provided?
If the answer to any of the above questions in this section is yes, most likely the relationship of Independent Contractor cannot be established or approved; the individual will be treated as an employee for tax purposes and taxes will be withheld.
If all questions are answered no, most likely the individual is an Independent Contractor. Taxes will not be withheld from payments. If the IRS determines that the Independent Contractor status is incorrect and that this individual should be classified as an employee, the department is responsible for payment of any penalties or back taxes.
Additional detailed information used to determine employee/Independent Contractor status can be found in Section 17.2, Classification of Independent Contractors Versus Employees.
E. Contractor is the most qualified person/firm available given the constraints of time and cost.
F. Fee to be paid is appropriate considering the qualifications of the Contractor, the Contractor's normal fee, and the nature of the services required.
G. No apparent conflict of interest exists in regard to this Contract (See Business and Financial Policies and Procedures Manual, Section 17.1.).
H. If work is performed on University property, utilizes University equipment, or involves a high-risk activity, the University Office of Risk Management, (217) 333-3113, has been contacted to determine if Contractor is required to carry liability insurance for work related to the Contract. If so, such a requirement has been incorporated in the Contract. Note:  If contract is a result of a Request for Proposal (RFP), Risk Management review was obtained as a part of that process.
I. If fee payments are to be made from restricted funds provided by the U.S. Government and/or the State of Illinois, to the best of my knowledge: 
1. Either the Contractor is not currently paid 100% from funds provided by the U.S. Government/State of Illinois or approval to pay the contractor fee has been obtained from the Federal sponsor/State of Illinois (Attach copy of approval.), or
2. The fee to be paid the Contractor does not exceed the maximum allowable rate paid to a GS_18 (daily, weekly, monthly, or annually, as appropriate), or advanced written approval has been obtained from the sponsor. (Attach copy of approval.)
J. Contractor is a minority, female or disabled owned business as defined in the Business 
Enterprise for Minority, Female and Persons with Disabilities Act (MAFBE; 30 ILCS 575
et seq., as amended).         
Consideration was given to potential Contractors meeting the criteria of the MAFBE Act.         
 
If either of these are answered no, attach an explanation of why a MAFBE Contractor was not considered. 
By signing the CARF, the Unit has read and certifies to all of the following statements:
Payables Contracts
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