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**EMMP Program/REMI Information: How to request quotes, bind, and make payment & use service**


REQUESTING QUOTE /COVERAGE FOR ITEMS WITH AN EXISTING AND/OR EXPIRING MAINTENANCE CONTRACT OR WARRANTY

1. Submit current PO’s or expiring maintenance / warranty agreements to DGS (donna.sanderson@dgs.ca.gov) by email, fax or mail showing prior or renewal pricing and terms of service (4 hour responds, 24 x 7 coverage, # of PM’s, etc…)
1. DGS / REMI will return a quote to you within 1 to 5 business days (depending on the amount of equipment in the quote).  Most quotes take 1 to 3 days maximum.
1. Along with the quote DGS will provide you with a DGS / EMMP Bind Acceptance Letter signed by Donna Sanderson.
1. Review quote for accuracy and contact Donna Sanderson with any questions.
1. Email a request to bind coverage per the quote provided along with the signed EMMP Bind Acceptance Letter and indicate the date you want coverage to start.  The start date can be the same day or a future date.
1. DGS / REMI will confirm coverage within 2 business days by emailing you a copy of the REMI endorsement adding your equipment to the State’s Insurance policy along with a schedule showing the REMI ID tag #’s for each piece of equipment. Once coverage is confirmed, repair/maintenance service can be requested.
1. Your office may create PO / STD 65 for the annual or the pro-rated premium from the quote (whichever applies). The Supplier named as Alliant Insurance Services Inc.  (I have included a copy of their STD 204 attached.)  As an alternative, some offices issue payment by straight pay.
1. The PO or STD 65 must include your Billing Code (CAN #) so that DGS can bill their EMMP fee. 3.5% for this fiscal year. If not using a PO for payment provide this to ORIM by email. 
1. DGS will email you back a stamped/approved invoice signed by our State Risk Manager and then you process your PO or straight pay and the Invoice for payment to your accounting department / SCO along with the quote, endorsement and Bind Acceptance letter for backup documentation. Payment is due within 30 of the receipt of the invoice.
1. REMI will mail out or hand deliver REMI ID tags for each piece of equipment.  Please affix each tag to each piece of equipment covered under the program. 
1. Provide ‘end user’ email addresses for access to REMIonline.  The online system can be used to order service and view all service events.


REQUESTING QUOTE / COVERAGE FOR ITEMS WITH NO EXISTING AND/OR EXPIRING MAITENANCE CONTRACT OR WARRANTY

1. Provide list of equipment on the Excel spreadsheet template including the make, model, serial # and description of equipment to DGS (donna.sanderson@dgs.ca.gov) by email, fax or mail. See sample excel quote template that can be used for your submission. Since there is no prior vendor performing service, please also indicate on who you would like to service this equipment. If we don’t have a vendor in mind, we can suggest one for you.  It is up to each individual office / agency to advise us of their vendor of choice.
1. Repeat steps 2 thru 11 above. 

INSTRUCTIONS ON HOW TO REQUEST SERVICE/REPAIR ONCE COVERAGE IS CONFIRMED AND BOUND:

Please refer to the 1st link below for the user guide and instructions on how to place a service call.  You should use the toll free # to contact REMI dispatch. Give them your agency name, REMI ID tag # or serial # and description of problem. Dispatch then contacts your vendor of choice and service is requested.  The vendor will contact you to confirm the service request and provide you an estimated time of arrival to complete service.  

http://www.documents.dgs.ca.gov/orim/EMMP/EMMPRefGuide07012010.pdf   Reference Guide: instructions on how to use program when you need service or maintenance on a piece of equipment.

http://www.dgs.ca.gov/orim/Programs/EMMP.aspx  DGS / ORIM’s EMMP website

