The following is a description of the process which a contract goes through, excluding the validation process, from receipt through completion.

· When contracts are received, they are separated:

· By utility.

· By state, if no utility is noted on the contract or if multiple utilities are noted on one contract (within one state).

· Teams obtain contracts by utility to work on them.  When they receive contracts, they perform the following:

· First, they determine if the document they have is indeed a contract, and not a standalone amendment or other related documentation.  If their document is not a contract, it is filed separately in a holding binder until the matching contract is found.

· If it is determined that the document is indeed a contract, they first check the counter party name on the contract against the Project Phoenix listing to determine if the contract is being covered by Project Phoenix.  If it is, it is placed in a separate box and no further work is performed.

· Next, they search for the counter party name in RPS, under counter party name or site name.  They have been trained to use a variety of techniques to search, as there is a variety of different names in the counter party name and site name fields.  

· If, after trying those techniques, no match is found, the contract is then examined to determine if it is still current (not expired).

· If it is not expired, it is placed in a box with other “Not in RPS” contracts.

· If it is expired, it is placed in a box with other “Expired” contracts.

· If a match is found, the contract is then fully validated.  Once the validation is complete, it is then checked for quality assurance.  

· Once it is determined that the contract has been validated and entered in the database correctly, it is filed, by utility or state, in binders for final storage.

