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The following screen is used to add a co
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The following pages in theNUser's Guide ad@s each of the boxes on this first Add
Contragt page. The boxes are listed as they appear on the screery/ starting at the top
of the&creen and 4 fcrom leftNp right.

ight are required fields and must contain data. If

ired fielddqes not contain data, a message bqx appears and the system does not
antindewhen the gray_ Submit buttonapthe Hottom of the screen is

use [
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Original Entry Date - Defaults

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: 03/22/2003 is March 22, 2003.

Contract Type* - Required Field; pull-down bgx
This box permits the user to select from a list hoices for contract type. One of the
choices must be selected. Unless a differg elected from the drop down box,
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f requi N each Contract is icludedhere and appears on the

screen whe e bloe text Contract Type above th is glicked.

Contract Types_ inning.Term/|[Ending Term |Delegation*
1 {T Goods._ Required 7 Required
2 |ITServices \Required™\._ Required Required
IT Consulting Serices Reguired / Required Required
4 (C(;] I g;doitie: \ Naquir}?/ Required
5 |Non- IT\ansuItlng\S\erx/lces Reyuired Required Required
6 |Non-IT Servises Required Required Required
7 |Public Works Reduired Required
8 'é ngéiﬁ e(érriﬁgl)tecture\&\ }J/equired** Required
9 |Interagency Agreement |Required Required Required
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10 |Grants/Subvention Contract |Required Required Required
Memberships/Sponsorships/
11 e
Subscriptions
*All Contract Types require that something be entered into the Department
Delegation Number field. If your department does not currently have a delegation
number, simply enter the word - Pilot.
**Refer to the A&E definition below for informs

Required Required Required

ion on Required Beginning Term.

Contract Type*
1-I1T Goods

Additional Required Fie,

primary purpose some typ&Qfffecommendation, or product of the mind? Are the
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unique knowledge of the individual and intellectual abilities of critical importance
to the success of the contract?

4 - Non-IT Goods (commodities)
Additional Required Fields: Beginning Term; Delegation No.

As described in PCC 8§ 10290 “Good means all types of tangible personal

{ng may involve purchase of
and pad (Service), and

Cg10335.5. (a) "Consulting services
, eans services that do all of the following:

(2) Provide arecommended course of action or personal expertise.

(3) Have an endyaroduct that j§ basically a transmittal of information either
written or verbal antNthat is yelated to the governmental functions of state
agency administration and/management and program management or
innovation.
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(4) Are obtained by awarding a contract, a grant, or any other payment of
funds for services of the above type.

The product may include anything from answers to specific questions to design
of a system or plan, and includes workshops, seminars, retreats, and
conferences for which paid expertise is,retained by contract.

7 - Public Works
Additional Required Field: Beginning Term; Delggation No.

An Agreement for the erection /construction, alteration, repair, or improvement of
any public structure, building,«Qad, or other publlc 3 rovement of any kind in

instructions to enter Publt > ge Order inform
the numbering of

of Office of Legal
the auth i

project.
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9 - Interagency Agreement
Additional Required Fields: Beginning Term; Ending Term; Delegation No.

As described in the State Contracting Manual § 3.03:
A. An interagency agreement (I/A) is a contract between two or more state
agencies. (GC § 11256)
1. A contract with a California Stdte University campus is always an I/A.
2. A contract with a University 6f California tampus (UC) may be either an
I/A or a standard agreemenit, but the conjfact must follow the requirements

for whichever type of coptract is used. RQr example, if the UC agrees to
calculate cost based ugon the provisions INSAM 88752, then it is an I/A.

if the entity

through 11263 and

x a legal reason for not doing so. Such a reason
gral funds. The reason should be noted.

audit of the Sta
under the agreemeny (

e Auditor for a period of three years after final payment
§8546.7).
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4. DGS approval is required for I/As of $50,000 and over unless the agency
has a higher delegated authority. Once cumulative amendments to the I/A
equal or exceed $50,000 or the agency’s delegated authority, the I/A must
be submitted to DGS/OLS for approval (GC § 11256).

10 - Grants/Subvention

or the acquisition of goods valued at $100 -
t $5,000 - $99,999.99 when acquired under

GC éection 14838

Information Technology\(IT) Bage Delegation Number - For the acquisition of IT
goods and services valuedxqQ $500,000.
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Expanded, Special, and One-Time Delegation Number - For the acquisition of
goods and IT goods or services which exceed the base delegation limits.

Do Not Use a Delegation Number: Acquisitions for non-IT services may not be
acquired under the department’s 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

- (example: IT-123)
sQmmunications

'ewed and approved by PD before the contract is issued.

delegatlon iS rey
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Description of Goods/Services* - Required Field

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

Contractor Name* - Required Field
Enter the complete name of the contractor. 1Qt abbreviate or use acronyms. Do

not enter the Contractor's address or te

assigns to this transaction.

PIN No.
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