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"Contract Fields"

Dept/Agency Name

The name of the user's department/agency is defaulted to the Department/Agency associated with the user's email address.  The user does not have to do anything for this information to be added to the new contract.

Sub-Unit Name

Enter the full name of the Department/Agency sub-unit.  This box allows a large amount of text to be added.  Do Not Abbreviate.  For example: Procurement Division is a sub-unit of the Department of General Services and should not be abbreviated to PD.

Original Entry Date

Today's date is automatically entered for a new contract based on the SCPRS computer's system date.  The data format is month, day, year order (MM/DD/YYYY).  For example: March 22, 2003 is 03/22/2003.

Contract Type

Required fields for each Contract Type is shown below.  

	
	Contract Types
	Beginning Term
	Ending Term
	Delegation#*

	1
	IT Goods
	Required
	
	Required*

	2
	IT Services
	Required
	Required
	Required*

	3
	IT Consulting Services
	Required
	Required
	Required*

	4
	Non-IT Goods (Commodities)
	Required
	
	Required*

	5
	Non-IT Consulting Services
	Required
	Required
	

	6
	Non-IT Services
	Required
	Required
	

	7
	Public Works
	Required
	
	

	8
	A & E (Architecture & Engineering)
	Required**
	
	

	9
	Interagency Agreements/Other Public Entities
	Required
	Required
	

	10
	Grants/Subvention Contract
	Required
	Required
	

	11
	Memberships/Sponsorships
	Required
	Required
	


*Contract Types that require a Department Delegation Number include IT Goods, IT Services, IT Consulting Services, Non-IT-Goods (Commodities) and Interagency Agreements for select data centers.  A Department Delegation number is not required if the Contracting Method is a CMAS or MA as described in the Contracting Method drop down data field.  Once a “formal” delegation for all “leveraged procurement agreements” (these include CMAS and MA’s) is granted, that number must be included in the “Delegation #” field.  Refer to the A&E definition below for information on Required Beginning Term.

Contract Type

1 - IT Goods - Is it a contract for the purchase of a Commodity or Goods?  Does the contract have as its sole or main purpose the buying of some tangible items, such as equipment, parts, supplies, or other merchandise?  If so, are the items responsible for the predominant value to the contract?  Additionally, these goods are specifically of an IT nature.

2 - IT Services -As defined in GC 11702(e).

3 - IT Consulting - IT consulting is a subset of IT Services and identifies a specific type of IT Service.  See Users Manual.

4 - Non-IT Goods (commodities) - As described in PCC § 10290.

5 - Non-IT Services - As defined in the State Contracting Manual § 1.05.

6 - Non-IT Consulting - As defined in Public Contracting Code: PCC§ 10335.5.  Non-IT Consulting is a subset of Non-IT Services and identifies a specific type of Non-IT Service.  See Users Manual.

7 - Public Works - see Users Manual.
8 - A & E (Architectural & Engineering) - see Users Manual.

9 - Interagency Agreement/Other Public Entities – Interagency Agreements, as described in the State Contracting Manual § 3.03, and other public entity agreements.  See Users Manual.

10 - Grants/Subvention - see Users Manual.

11 - Memberships/Sponsorships - see Users Manual.

Dept. Delegation No

The Delegation Number identifies the specific type of delegated purchasing authority for which the department has been given authorization to acquire goods and/or IT goods and services.  This field can hold up to 20 characters.  There are no restrictions in this field, therefore dashes, spaces, numbers, letters, etc. are acceptable.

Note: Contract Types that require a Department Delegation Number include IT Goods, IT Services, IT Consulting Services, Non-IT-Goods (Commodities) and Interagency Agreements for select data. A Department Delegation number is not required if the Contracting Method is a CMAS or MA as described in the Contracting Method drop down data field.  Once a “formal” delegation for all “leveraged procurement agreements” (these include CMAS and MA’s) is granted, that number must be included in the “Delegation #” field.

Do Not Use a Delegation Number: Acquisitions for non-IT services is not required to be entered in the field titled “delegated purchasing authority”; therefore if entering into a non-IT ”service” contract, leave this field blank. 

The delegation number signifies that the department has been granted delegated purchasing authority by DGS-PD to make purchases for information technology (IT) goods and services and non-IT goods as applicable to the specific type of delegated authority granted.  

Description of Goods/Services

Describe the goods and or services related to this contract, i.e., if the contract is for services, describe briefly the contractor deliverables.  Be as concise as possible and include key words that might be used later to search by.

Contractor Name

Enter the complete name of the contractor.  Do not abbreviate or use acronyms.  Do not enter the Contractor's address or telephone number. 

Dept. Contract No./P.O. No

The Contract or Purchase Order number is a unique identifier based on the awarding authority's numbering scheme.  This number is assigned to the transaction by the user's department/agency.
PIN No.

The PIN Number is the Department of General Services Procurement Information Network (PIN) number assigned by the Procurement Division for a specific contract. Once awarded, either through a one-time competitive buy, or an order against a contract (e.g., master, SCC), PIN generates this unique identifier. Some buyers may call this a Release Order. (PIN terminology).
Note: 

If the contract does not have a PIN number leave this field blank.  

Financed or Leased

Yes or No buttons.  Click on the Yes or No button to indicate if this contract is financed or leased.

If the user selects "Yes", that means that the contract requires Financing or Leasing. 

If the user selects "No", that means the contract is neither Financed nor Leased.

Vendor FEIN
Enter the entire Federal Employer Identification Number (FEIN) or the entire Tax Identification or Social Security Number.  This number must be a 9 digit numeric value with no formatting such as dashes (-) or periods (.) between the numbers.  If the number is more or less than 9 digits and contains characters other than numbers, you will see a message stating that it must be 9 numeric digits with no formatting.  You will not be able to enter this contract unless data is entered into this FEIN field.

The only time the user will be able to see the entire number on the screen is when they add a new contract or a new amendment.  All other SCPRS views will contain only the last 4 digits of the FEIN with an 'X' substituted for all other numbers.

Contracting Method

1 - Competitive Bid (CB) - This definition is under construction. Do not Use.  Select another appropriate Contracting Method.

2 - Non-Competitive Bid (NCB) -   Select this contracting method if the contract/amendment is exempt from competitive bidding pursuant to an NCB application submitted to and approved by DGS.  For guidelines regarding NCBs, refer to Management Memo 03-10 and any subsequent amendments thereto at http://www.dgs.ca.gov/pd.

3 - Master Agreements (MA) – Do Not Use.  Select another appropriate Contarcting Method.  
4 - CMAS - California Multiple Award Schedule (CMAS) – Orders issued against DGS/PD developed CMAS agreements.  See Users Manual.

5 - Emergency - As defined in PCC §1102.

6 - Statutorily Exempt - Contracts exempt by statute are described in Management Memo 3-10, attachment C,  located at http://www.dgs.ca.gov/pd.

7 - Special Category NCB – Select this contracting method if the contract/amendment is exempt from competitive bidding based on DGS policy, as set forth in Management Memo 03-10 Attachment D (and any amendments thereto) or based on an application for a categorical NCB submitted to and approved by DGS.  Management Memo 03-10 is located at http://www.dgs.ca.gov/pd.

8 - CB-GC 14838.5/14838.7 - Awards made to California-certified small business, including a microbusiness, or to a disabled veteran business enterprise contractor pursuant to GC § 14838.5/14838.7.  GC § 14838.5 is a simplified process that applies to the procurement of goods and services.  GC 14838.7 is a simplified process that applies to construction services estimated not to exceed the project level established and adjusted periodically by the Department of Finance ($120,000 for FY 02/03) in accordance with PCC § 10105.

9 - CB-Formal

CB - Formal – Formal competition, based on the following: 

· IT Goods and Services -- $500,000 or more

· Non-IT Goods (Commodities) -- $25,000 or more

· Non-IT Services --  $5,000 or more

As described in the California Acquisitions Manual § 3.2.2.b.5 and State Contracting Manual section 5.06.

10 - CB-Informal

CB – Informal – Informal competition, based on the following: 

· IT Goods and Services -- less than $500,000 

· Non-IT Goods (Commodities) -- less than $25,000 

·  As described in California Acquisitions Manual § 3.2.2.b.6.

11 - CB-Request for Qualifications (A&E).  See Users Manual.

12 - MA Pre-Qualification Agreements.  See Users Manual.

13 - MA Statewide Commodity Contracts.  Orders issued against Statewide Commodity Contracts established by DGS-PD and as defined in PCC §10290.

14 - MA State Price Schedule.  Orders issued against Statewide Price Schedules established by DGS-PD and as defined in PCC § 10290.

15 - MA Master Service Agreement.  Add :See Users Manual.

16 - MA Master Rental Agreement. Orders issued against Master Rental Agreements established by DGS-PD.  Same benefits of a Master Service Agreement however a Master Rental Agreement generally includes the product, lease term options (i.e. 12 months, 24 months…) maintenance service and warranty.

17 - MA Master Purchase Agreement.  Add: See Users Manual.

Leveraged Contract No.

If the Contracting Method is a CMAS or Masters, a leveraged contract number must be entered.  All other contracting methods do not use a leveraged contract number.  Do not use spaces between numbers.  This field can hold up to 20 characters. 

Small Business

Yes or No button.  Defaults to No.

Use the Yes or No button to indicate if this is a Certified Small Business vendor.

Disabled Veteran

This field is under construction and will be available in the future versions of this system.
Micro Business

This field is under construction and will be available in the future versions of this system.

Original Beginning-Term
Enter the original beginning term of this contract.  This date may differ from the Date of Entry of Original Contract.  The data format is month, day, year order (MM/DD/YYYY).  For example: March 22, 2003 is 03/22/2003.
Original Ending Term
Enter the original ending term of the contract.  This is not the date resulting from extensions due to amendments to the original contract.  For certain contract types, no entry will be required in this data field.  The data format is month, day, year order (MM/DD/YYYY).  For example: March 22, 2003 is 03/22/2003.
Original Contract Amount
Enter the total amount of the original contract and include tax if it is part of the total. This should not include amounts resulting from amendments to the original contract.  

It is not necessary to add a dollar sign.  If cents are omitted, the SCPRS will assume two digit zeros.  If cents are included in the amount, they must be preceded with a dot, for example 2500.56  

The SCPRS system does not separately identify the tax cost for any contract, amendment or purchase orders entered.  To aid in the searching, identification and reporting of SCPRS information enter the total dollar amount that is printed on the purchasing document.  If tax is included in the document total, it should be included in the SCPRS data.  If tax is not included, it should not be included in the SCPRS data.  With this in mind, the SCPRS Reports include tax to the extent that it was noted on the documents used to input data.

​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​

"Amendment Fields"

Note to OTR: The following pages in the User's Guide address each box on the Add Amendment page.  For those boxes that already contain data, see above.

Dept/Agency Name

Sub-Unit Name

Original Entry Date

Contract Type

Dept. Delegation No.

Description of Amendment

Describe the reason for the amendment, including additional goods or services, increases in contract amount, extension of term, changes in contract terms and conditions, etc.  This field must contain new information relevant to the new amendment being added.  

Note: If the amendment is a batch of Public Works Change Orders, indicate Amendment or Change Order Number(s) in this box - for example, enter "Change Order Numbers 1-33".

Contractor Name

Defaults to original contract contractor.  Any changes made subsequent to the original contract entry are reflected only in the new amendment and not in the initial contract data or in subsequent amendments.

Dept. Contract No./P.O. No.

Defaults to original contract number.  Changes are reflected only in the new amendment and not in the initial contract data or in subsequent amendments.  If your department uses a numbering convention that identifies amendments, enter it in this box.

Note: The SCPRS registration number assigned by SCPRS identifies the amendment according to the SCPRS convention (see the end of Section 3, Add Contract).  The SCPRS registration number is a different number than the Dept. Contract No./P.O. No.  In the SCPRS a period and the amendment number are added to the parent contract number for each contract amendment.  

PIN No. - Procurement Division's Purchasing Information Network number.  Defaults to original contract data.  Any changes are reflected only in the new amendment and not in the initial contract data or subsequent amendments.

Financed or Leased - Defaults to original contract data.  If this data needs to be changed, contact SCPRS.

Vendor FEIN - Defaults to original contract data.  Changes are reflected only in the new amendment and not in the initial contract data or in subsequent amendments.

Contracting Method - Defaults to “Select One”.  Changes are reflected only in the new amendment and not in the initial contract data or subsequent amendments.

Leveraged Contract No. - Defaults to original contract data.  Changes are reflected only in the new amendment and not in the initial contract data or subsequent amendments.

Small Business - Defaults to original contract data.  If this data needs to be changed, contact SCPRS.

Disabled Veteran -This field is under construction and will be available in the future versions of this system.
Micro Business - This field is under construction and will be available in the future versions of this system.
Original Beginning Term - Defaults to original contract data.  If any of this data needs to be changed, contact SCPRS.

Original Ending Term - Defaults to original contract data.  If any of this data needs to be changed, contact SCPRS. 

Original Contract Amount - Defaults to original contract data.  If any of this data needs to be changed, contact SCPRS.

No. of Prior Amendments - This field indicates the number of all prior amendments.  This field does not include the amendment now being entered.  Click on this gray View button to see details of all previous amendments to this contract. 

All Amendments Total - This total dollar amount is automatically calculated by SCPRS based on all previously entered amendments.  This total does not include initial contract dollar value.

Cumulative Total - This total dollar amount is automatically calculated by SCPRS based on original contract amount plus all previously entered amendment totals (and/or Public Works Change Orders).  If an amendment reduces the dollar value of the contract and the amendment total is entered as a negative dollar amount, this cumulative total will subtract the negative amount from the previous total.

Amendment Beginning Term - Enter the beginning term of the amendment.  The data format is month, day, year order (MM/DD/YYYY).  For example: March 22, 2003 is 03/22/2003.

Amendment Ending Term - Quick select calendar; see above for instructions.  Some amendments will not have an end term.  If this is the case, leave this field blank. The data format is month, day, year order (MM/DD/YYYY).  For example: March 22, 2003 is 03/22/2003.

Amendment Total Enter only the total dollar amount of this new amendment and include tax if it is part of this total.  It is not necessary to add a dollar sign.  If cents are omitted, the SCPRS will assume 2 digit zeros.  If cents are included in the amount, they must be preceded with a dot, for example 2500.56  Negative dollar amounts of amendments are allowed and will be subtracted from the cumulative total of the contract.

The SCPRS system does not separately identify the tax cost for any contract, amendment or purchase orders entered.  To aid in the searching, identification and reporting of SCPRS information enter the total dollar amount that is printed on the purchasing document.  If tax is included in the document total, it should be included in the SCPRS data.  If tax is not included, it should not be included in the SCPRS data.  With this in mind, the SCPRS Reports include tax to the extent that it was noted on the documents used to input data.

Note: If the amendment is a batch of Public Works Change Orders - Enter total amount for amendment or batched change orders if there is a dollar change.  SCPRS will add this batched dollar amount to the cumulative total. 
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