
SAMPLE QUARTERLY REPORT 
Information Technology (IT) Consulting 

Services Master Services Agreement (MSA) 
Quarterly report template found at: 

http://www.dgs.ca.gov/pd/Programs/Leveraged/masteragreement
s/InformationTechnologyConsultingServices.aspx 

 

http://www.dgs.ca.gov/dgs/
http://www.dgs.ca.gov/pd/Programs/Leveraged/masteragreements/InformationTechnologyConsultingServices.aspx
http://www.dgs.ca.gov/pd/Programs/Leveraged/masteragreements/InformationTechnologyConsultingServices.aspx


Enter information. 

Follow 
instructions.  

SECTION A: START 



If no contract activity is reported, save 
excel file as YOUR COMPANY NAME_ 
CONTRACT NUMBER and email the 
document to the contract administrator. 



If there is contract activity to report, 
proceed to Section B-State Agency. 



SECTION B: STATE AGENCY 

Select from drop down YES or NO. If YES, enter information  below. 
If NO, proceed to Section C. 

If reporting multiple 
classifications, use additional 
rows below.  If you need more 
rows, please email the contract 
administrator. 



SECTION C: LOCAL AGENCY  

Select from drop down YES or NO.  Enter information below. 

Send check total for 1% fee to 
DGS-PD 

Save excel file as YOUR COMPANY NAME_ CONTRACT NUMBER and email 
the document to the contract administrator. 
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