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Creating a Full Financial Audit Contract

Creating Your Contract 
Begin by navigating to the 'View Contract Forms' tab on the left-hand side of the screen. Click on 'Generate
Form' to access the Contract Data Form for Audits

This form consists of seven sections. 
    In section I, Agency Contact Information, some information will be pre-filled for you. Verify the accuracy of this
information so OSA can contact you about your audit.
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In Section II, you will find the contact information for your selected IPA. Please provide the on-site manager’s name,
phone number, and email address. When entering the name of the IPA firm, it is important to type a few letters into the
‘Name of IPA’ Firm box to populate the drop-down list, and then select the correct name from the list.

Double-check that the
email address is correct.

 If it’s incorrect, important messages—
such as the e-signature request—will

not reach your IPA.



In section III enter in For Which Fiscal Year(FY) is this Recommendation being made for the
appropriate year, you agency’s exact Fiscal Year End Date, the Estimated Audit Start Date,
and the Estimated Completion date

Section V has been pre-selected for you, as the OSA only approves contracts on an annual
basis.

Section IV helps determine whether your agency is required to undergo a Single Audit based
on federal funding thresholds. Is your agency required to have a Single Audit?

If your agency receives more than $750,000* in federal funds, select ‘Yes’. Otherwise,
select ‘No’.”

Visual: Show the radio buttons being selected.
Narration:
“If you’re unsure, consult your financial team or IPA to confirm your agency’s federal funding
status.
*For fiscal years ending prior to 2026. For fiscal years ending on or after June 30, 2026, the threshold is $1,000,000



In this final section, you’ll enter a few last details before reviewing and submitting your contract form.
Agency Contract Reference Number:

“Enter your agency’s internal reference number for this contract, if applicable. This helps with internal
tracking and recordkeeping.”

Number of Copies to be Delivered:
“Specify how many physical copies of the audit report the contractor must deliver to your agency.

Click To save the
contract to return
to at a later time

To preview the
contract and

submit the
contract to the
OSA click here

In Section VI, please complete the table using numbers only—do not include
commas. Be sure to include both the number of hours and the Gross Receipts
Tax, as the contract will be rejected if this information is missing.



On the preview page, you can review your contract before submitting it to the OSA for
review. Click the Save & Notify OSA  to submit the contract. 

Click here to
submit your

contract

The browser will display a green notification indicating the contract was successfully
submitted. 
Once submitted click on the back button to return to the View Contracts Forms page.

Your Contract will now have a submitted status indicating successful submission to the OSA.


