INSTRUCTIONS FOR 2010/11
CONTRACT AND SERVICE ORDER RENEWALS
Should your department have an existing service contract or order that needs to be in place by July 1, 2010 for continuity of services, please follow the instructions below: 
1.
Select the link titled “2010/11 Contract and Service Order Renewal List” on the Procurement & Contract Services’ website (http://www.csuchico.edu/purc/campusUser/fiscal.shtml); this is an Excel spreadsheet, alphabetical by department, and printable on 8-1/2” x 14” paper
2.
Locate your department on the spreadsheet

3.
Review the listing to determine if the services on the list need to be continued for the upcoming fiscal year (2010/11)

4.
If you are submitting a renewal request for service or maintenance, please verify current pricing and provide this information along with your PeopleSoft (PS) on-line order.

5.
Enter a PS order for the new year encumbrance by the date identified on the 2009/10 Fiscal Schedule.  In addition to the normal information included on PS orders, you must include the following:


Select standard comment type:  DPT, comment ID:  SERV (“SERVICE RENEWAL FOR 2010/11”); this is crucial to assure the encumbrance will be posted in the year in which the service will be performed
· Service term (service commencement date and end date)
· Complete description of service -- where the service will be performed (e.g., building/room if on campus), what (specifics on what the vendor will be doing for the University), when (when is the service to take place)
· Dollar amount to be encumbered for the contract/order term 

· Payment requirements, if other than full payment upon completion of services and invoicing (e.g., quarterly in arrears, upon completion of specified milestones, etc.)
· Contact name and telephone number of campus person (project manager) to be contacted regarding the service
· Vendor contact name and telephone number

· Chartfield information:
6. The renewal list includes the initials of the individual in Procurement & Contract Services handling the transaction.  If you have questions about a particular service on the list, please direct your inquiry to the appropriate individual:  
CK =
Cindy Kelly
DM = Duane McCune

JT = Jennifer Thayer
SR = Sara Rumiano 
Procurement & Contract Services

Phone:  530-898-5134
Fax:  530-898-6190










