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Creating an Agreed Upon Procedure (AUP) Contract
For Local Public Bodies (Tiers 3-6)

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 Local Public Bodies under the Tiered System page

This form consists of five sections. 
   In Section I: LPB Contact Information, some details will be pre-filled. Please verify their accuracy.
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In Section II, provide the contact information for your selected Independent Public Accountant (IPA). Please
provide the on-site manager’s name, phone number and email. In the Name of IPA firm it’s important to note
that you MUST select their name from the drop down list. 



In section III enter the Fiscal Year, the estimated start date, and the estimated completion
date.

In Section IV, specify whether this is a multi-year SPB or RFP, or a one-year award.

If it is a multiyear a new field will populate, allowing you to select which year of the multiyear
proposal this contract applies to. 



In Section V: Fee and Hour Breakdown, fill out the table accurately using numbers only,
without commas.

In the Additional Questions section, enter the contract’s fiscal year ending date, the number
of copies needed, and your agency’s contract reference number. 
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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. 
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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.


